Google Drive

Google Drive is an Internet based storage system (“cloud storage”) that
you can use to store files related to Google web applications (Google Docs,
Google Sheets, Google Slides, etc.) and also all other types of files. It
looks like a folder based files system similar to what you find on PC, Mac or
other computers.

It can be thought of as an external drive for your computer that can store
files which can be shared with your other devices and other users:

Internet (“Cloud”)

Your Cloud Storage Space

0 = []

Google Drive can also be used on computers to back up your local files.
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Accessing Google Drive With A Browser

You can view your Google Drive on any web browser by going to:

https://drive.google.com

You can also click on the Google Apps icon in the Chrome browser

@ @ Google

C Y MW LastP:

= Apps @ Gmail & Cal

Or the Google Apps icon in Gmail or other Google web applications:
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https://drive.google.com

Then select the Drive icon from the pop-up menu:
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This will take you to the Google Drive homepage. The left sidebar will have
“My Drive” highlighted and show you the contents of your drive:
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Display a menu

Google provides 15Gb of space for you for free or you can pay to get more
storage space. You can currently get 100Gb of storage for $1.99 per
month, 200Gb for $2.99 per month or 2Tb of storage for $9.99 per month.

Currently, Google does not count compressed photos you save in Google
Photos against the 15Gb storage limit, but this is changing on June 1st,
2021. You can import photos into Google Photos before then and their
space will not count against your Google Drive storage limit.
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The “New” button lets you create a new folder, Google file or another file:
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For example to create a new Google Docs file, click on Google Docs. You
can organize your files in folders by click on the “Folder” which brings up

this popup window where you enter the folder name:
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New folder X

Untitled folder ‘

CANCEL CREATE

If you click on the small black triangle to the left of “My Drive” it will show
you your folders (which are also visible in the main window):

v My Drive

» B Family
» [ Health
» B Maps
» @ Misc

» IR Music

You can drag files to these folders just like on a computer to organize your
files.
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If you right click on a file, this menu will appear which has many useful
functions:
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Display a menu

The Preview function will show you what other people will see if you send
them a link to this file or share it with them (via the Share option).

The “Move to” option will let you move a file to a different folder. Folders

can contain subfolders, just like on an external storage drive on your
computer.
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Uploading Files to Google Drive

If we create a test Microsoft Word document:

AutoSave @or @A EH © v (5 & s B Test Word Doc
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This is a test document which was created in Microsoft Word
It has the name “Test Word [*:c.docx"
Pagelof1 18 words [ [3J Focus By = = - e—— 4t 100%
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We can add it to our Drive via the New button “File Upload” option:

Folder

ess
File upload h

Folder upload

B

b B

Diriv
El Google Docs > oy
Google Sheets >
Google Slides >
Jle
B Google Forms > Itoc
More >
Mame |

AR AR A LAMF AP oo aal

David Taenzer 9 May 2021



Which brings up a file dialogue window:
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This will upload the Word file to your Drive. You will see a popup window in
the lower right corner and the file appear in the list:
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Select a file or folder to view its details

1 upload complete
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The icon to the left of the file indicates the file type (MS Word in this case)
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The icon for Google Docs looks like this:

B Google Drive

ord Doc.docx

The icon for Google Sheets looks like this:

2020 SPCO Virtual Lunch-Learn F

Condiffonal Formatting - practice

The Google Drawings icon looks like this:

Condjtional Formatting -

EY * computer Drawing
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If you double click on a Microsoft Word file, it will open in Google Docs:
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This is a test document which was created in Microsoft Word

It has the name “Test Word Doc.docx”

Display a menu

You can then edit the file and it will stay in Microsoft Word format on the
Drive. The changes you make will be to the version on your Google Drive
and will not change the original file you uploaded from your computer.

You can also convert the Microsoft Word file to a Google Docs file using the
Convert to Google Docs on the File menu, but this is not usually necessary.
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One known problem relates to opening PDF files in Google Docs that
contain pictures. Some images may not convert correctly For example, if
you are sent a link to a PDF file in Google Drive you can view it:

& [ Advanced Google Docs.pdf = Open with Google Docs = v

Advanced Google Docs

But if you click “Open in Google Docs”, you may see this type of problem:
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There is also a downward blue triangle on the right side of the ruler for the
margins for the paragraph:

the image did not convert
A K correctly from the PDF file

to Google Docs format

- You can drag this right or left to adjust the right margin for the paragraph
where the blinking cursor is located.

Display a menu

If you try to open a PDF in Google Drive and want to save the PDF to your

computer instead of just viewing it on the web browser, you can click on the
three vertical dots icon in the upper right corner of the window and then on

the Download option:
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This will put a copy of the PDF file on your computer in a Downloads folder
or wherever your browser downloads files. This is a setting on your

browser settings or preferences.

If you want to have Google Drive automatically convert your files to Google
format (e.g. Microsoft Word to Google Docs), you can change a setting in
Google Drive by clicking on the gear icon and then “Settings”:
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If you want documents converted automatically to Google docs, check this
box on the settings popup window:

e0® < [ - B 0 @ drive.google.com/drive/folders/1VLIyKZCnbJaa3h9eTBbiVemET7fiKz3H & (4] i o
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& Senior Planet - Google Drive & Dave Taenzer-Handouts - Google Drive

Settings m

I General Storage 10.5 GB of 15 GB used

Notifications
Buy storage & View items taking up storage

Convert uploads / [ convert uploaded files to Google Docs editor format

Manage Apps

Language Change language settings &
Density Comfortable -
Suggestions Make relevant files handy when you need them in Quick Access.

Display a menu

This is normally not necessary but can be helpful.
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Sharing and Collaborating

You can share a document or folder with other people on the Internet and
control whether they can edit or only view the file.

To share a document, click on the blue Share button in the upper right
corner of the window:
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This brings up a popup window where you can add people to share the
document by typing email address(es) or name(s) into the top field:

9 Share with people and groups

Add people and groups h
Dave Taenzer (you)
dtaenzer@gmail.com

Send feedback to Google

e Get link \

Restricted Only people added can open with this link
Change to anyone with the link

Copy link

You can also change the general access to the document by clicking on the
“Change to anyone with the link” if you want to simply email the link to the
document to another person for viewing it. You can then click the “Copy
link” button and paste the link into an email and the recipients will be able
to view the document.
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For example, if | want to share a document with Monyett, | can enter her
name into the sharing popup window and click on her name:

@ Share with people and groups

monyett Ellington K

| Monyett Ellington
mellington@oats.org

Send feedback to Google m
:|: Monyett Ellington
mellington@oats.org
720-758-9010

e GEt Ilnk 2] trainer * Senior Planet

Restricted Only people ad

, Copy link
Change to anyone with the  Edit Contact M G 9 O

Since she is in my contacts, | just click on her name.
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| can then control her access with by clicking on the triangle next to Editor:

e Share with people and groups

(D Monyett Ellington X Editor ~

Notify people
ypeop Viewer

Message
g Commenter

/"  Editor

B Google Drive

Send feedback to Google Cancel m

If I make her an editor, she can not only make changes to the file, but we
can actually both be editing it at the same time.
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Google Drive on a Phone

There is a Google Drive app for both iPhone and Android phones. You can
download it through the App Store. The icon for Google Drive looks like
this on your phone:

Drive

The home screen shows you recent files. You can search for files or view
starred or shared files and also see the Google Drive view with folders and
files in a fashion similar to the browser display when you click on My Drive.
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This is what the Google Drive app looks like on an iPhone:

— Search in Drive

Bl Google Drive

Google Drive

Google Drive 18 an Intemaet based slorage system (“cloud storage”™) that
you can use fo store files related to Google web applications (Google Docs,
Google Sheets, Google Slides, etc.) and also all other types of files. It
looks like & folder based files system similar to what you find on PC. Mac or
other computers

It can be thought of as an exernal drive for your computer that can stors
files which can be sharad with your other devices and ether usars:
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Google Drive on a Computer

You can also download a program for your computer (PC or Mac) which
can be used to view and backup files on your computer to Google Drive.
You can do this by clicking on the Settings icon in the upper right corner
and selecting to download the app:

Settings / :
Get Backup and Sync for Mac

leto  Keyboard shortcuts

V4

Or go to this website:

https://www.google.com/drive/download/

This app can be used to make your Google Drive look like a folder on your
computer and you can also set it up to backup your Documents, Desktop or
other folders. In this case, it creates a mirror copy of the folder(s) on
Google Drive and you can then access these on any device through a
browser or an app on the mobile devices.

Note that if you use Google Drive to back up your computer you may need
to purchase extra storage (as described above).

Google Drive is a very useful tool for many purposes. | hope you enjoy it.
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