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Google Drive

Google Drive is a secure, online storage drive where
you can save and synchronize files. Drive can house any
kind of file, but Google files, such as Google Docs,
Sheets, and Slides can be opened and edited online
directly from Drive.

When files are saved to Google Drive, they are
accessible from a web browser or any device using a
Google Drive application. This includes Mac or
Windows computers as well as Android and iOS
smartphones and tablets.

Because it’s easy to access and offers free storage for
users, Google Drive is a great tool for collaborative
editing of files.

This course will teach you the fundamentals of working
with Google Drive, including creating and organizing
files and folders, sharing content, working with files
offline, and much more.

Objectives

Google Drive Views

Find Files

Open Files and Folders

Create Files and Folders

Move and Add Content to New Locations
Star and Color Code Content
Manage Workspaces

Delete and Restore Files

Share Content

Change Access to Content
Upload and Download Content
Manage File Versions

Sync with Your Computer

Manage Notifications

© 2020 CustomGuide, Inc.
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\Google Drive Views

When you sign into Google Drive, My Drive is the default view. You can select other views such as Priority,
Shared with me, Recent, or Starred to see your files organized in different ways.

’View My Drive

Commented [IG1]:
Start by logging into Google Drive with the My Drive page
displayed.

Make sure the Google Drive account you are using to demo
to students contains several sample folders and files of
different types. Upload files from the Practice Files folder
associated to this course, as needed.

My Drive contains all of the files and folders you sync or upload, as well as any new Docs, Sheets, Slides, and

Forms you create. The Quick Access section displays files that you’ve recently viewed or edited so you can
quickly return to them. You can turn off the Quick Access section in your Drive settings if you don’t want it
to appear. Below that, all of your folders and files display.

o Click in the

navigation panel to expand it
and see your folders.

All of the folders you've
created appear in the
navigation panel. These same
folders appear on the page to
the right. You can open a
folder from either location.

e Double-click a folder to open it.

All of the folder’s contents
display.

‘Drive Q search Drive
My Drive
b New v
Quick Access
Priority
[E  myDrive

» A Classroom
» [ Docs

» B Files

» @ Forms Youe
» [ Sheets

> W Sides Folders
&, Sharedwith me

(©  Recent

Yr  Stamed B Fies W Docs

M siides BB Sheets

Files

B O

B Event Letrer

You edited today

Neme

M foms

B3 Cizssroom

“| Commented [IG2]:

1. Expand My Drive in the navigation panel.

Point out that the folders appearing in the navigation
panel are the same as those on the page at the right. Let
students know they can open a folder from either
location.

2. Double-click a folder to open it.

6 [Your Company Name]




Click each of the views at the left and explain the

]Switch to Other Views ﬁ Commented [IG3]:

differences using the table at the bottom of this page.
‘ Drive Q, search Drive v ® @& ‘)
Priorit
New 4
Priority B Event Letter : [ Travel the World.docx : a
» B  wyDrive

2} Shared with me
® Recent
ﬁ:i' Starred a\ You edited today a You edited today a
E Trash Open Open Ope
&=  Storage Workspaces

6.2 MB of 30 GB used

UPGRADE STORAGE

t s
' )
- <
o Priority: Displays files that Google finds Q Recent: Makes it easy to pick up where you

most relevant, based on what has been left off. Files are grouped by when they

recently opened, edited, or shared with were last opened or modified.

you.

My Drive: Displays the files and folders you G Starred: Displays files and folders you’ve
sync or upload, as well as any new Docs, flagged as important.
Sheets, Slides, and Forms you create.

Shared with me: Displays files that have o Trash: Shows content you’ve deleted. This
been shared with you. These files aren’t content can be recovered if needed.
included in your My Drive by default, but

can be added as you see fit.

2020 CustomGuide, Inc. 7



Find Files

If your Google Drive is full of folders and files, you can use the search feature to find just what you need. All
files stored in shared locations or My Drive are searchable. You can search for a file title, file contents, items
featured in pictures, and PDFs.

‘Search for Files | Commented [1G4]:
1. Click in the Search field.

° Click in the Search field. 5 N A P
‘ mested i 2. Type a search term.
e Type a search term. Q. meeting c o
New .
f ; + + Q merge 3. Click Search.
A menu appears displaying files
that match the term you remy B Meeting Documents e
» [  mybrive
entered. If you see what you R — -
need yOU can Select It from &, Sharedwith me ‘Team Meeting. 04 SEPTEMBER 20XX / 100... Oct 18
,
Recent Board Meeting Kayla Claypool
the menu. © 8 Annusl Board Meeting. Friday Oct18
%  Stamed
i Sales Meeting Template Brian Pickle
e Click Search. [ Tasn Sales Mecting. Weekly Goals. . Total Sales: .. May 17
m Board of Directors Meeting.docx Kayla Claypool Name &
Any matches appear below the search = Sstorge RE-Discover Canada Mesting Inless thant Seps
field. Double-click a file in the search 62 MBof 30 6B used - i - s - Foms
. UPGRADE STORAGE
results to open it.
[ B Docs B Classroom
Files
<
L Drive ,/ Q mesting X @ @ = ‘)
Q@ meeting
B2 O
F ew Q merge
Prrty M Meeting Documents kel C‘“;::"E'
» [E]  myrive
[ e Meeting Keyla Claypool
2, sharedwith me Team Meeting. 04 SEPTEMBER 20XX / 100. Oct18
©  Recent B Board Meeting Kayla Claypool
Annial Board Meeting. Frday, 09.04 20K octia
Yy Stamed
Sales Meeting Template Brian Pickle
[ Trash Sales Meeting. Weekly Goals. . Total Sales May 17
m Board of Directors Meeting docx Kayla Claypool Name
= Storage RE: Discover Canada Meeting. In less than't. Seps
62 Meof 30 GB used M sides B sheets m Foms
UPGRADE STORAGE
B Fies M Docs B Ciassroom
Files
<
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Toggle List and Grid View //{ Commented [IG5]:

1. Click the List view or Grid view button.

Google Drive allows you to view your files in either a grid view, as thumbnail images, or a list view. The grid
view is generally helpful when the folder contains images, whereas the list view is particularly helpful when
working with documents, spreadsheets, and presentations.

When there are several folders and files displayed, switching the view from thumbnails to a list may make it
easier to scan.

o Click the List view or Grid view ]
L Drive Q  meeting X - @ & ‘j
button.
Search reslts B ®
Shortcut: Press the V key. f rew
Priority e
» [B]  MyDrive
23, shared with me
Recent B
Yr  Stared —
@ Tesh B Meeting Documents. [ Board of Directors B Team Meeting
&=  Storage W
Ao Board eting -
6.2 MB of 30 GB used
UPGRADE STORAGE
B Board Mesting [@ Discover Canada M @ Discover Mexico Me
<

© 2020 CustomGuide, Inc. 9



Sort Files\ j — Commented [IG6]:
1. Click a column heading.

Using the Sort feature makes it easier to locate information and keep related information together. Files are
sorted from newest to oldest by default. There are four ways to sort your files in Google Drive: 2. Select an option to sort by.

3. Click the Reverse sort direction arrow to flip the sort
order.

Name: Orders files alphabetically by the file name.

e Last modified: Orders files by the last time someone made a change to a file.
e Last modified by me: Orders files by the last time you made a change to a file.

e Last opened by me: Orders files by the last time you opened a file.

0 Click a column heading.

L Drive Q, meeting X - @ © i ﬁ
Note: You aren’t able to sort A
. Search results =)
your files on the Recent tab. o ew
Name Owner Last modified v
H Priority P
e Select an option to sort by. = PO .,
» My Drive
[  Board of Directors Meeting.docx
The files are now sorted as you - /Rl
specified. An arrow icon also - T B
appears by the column header
i N Yr  Stamed E) Board Meeting =% ct 18,2019
showing that the column is
being USed to sort the VieW @ e [0 Discover Canada Meeting Memo.docx =% Sep 52019
. R R = ‘Storage m Discover Mexico Meeting Memo.docx &% me Sep 5,2019
e Click the Reverse sort direction pPT— o L .
arrow to flip the sort order. UPGRADE STORAGE e s )
B 04 Create Files and Folders 2% Alisha Natvig Nov 15,2019
B 071 Schedule Meetings 2% Jeffrey Hi Nov 4,2019
B 03 Respond To and Track Meetings 2% Jeffrey High Nov 5, 2019 f
& Drive Q. mesting x - @ ® # §
Fonew Search results B ©
Name Owner Last modified
Priority
Earlier this week ‘
» B  myrive 4
0 seredwilme Bl 03 0pen Files and Folders =i A atvig Dec2, 2
Earlier this year
Recent ¥
Yr  stamed B3 08 Checkspelling =+ Brian Pickle
@ frash 05 Move and Add Content to New Locations 2. A
= storage 04 Create Files and Folders A

6.2 MB of 30 GB used
UPGRADE STORAGE

02FindFiles 2% A

02 View Shared Calendars =+ effrey Hig

06 Install Add-Ons =% efrey H

01 View and Hide Reminders . Brian Pickle 2

10 [Your Company Name]



]Filter Results\

When you're viewing a lot of items, you can quickly find what you need by filtering. This hides files you
aren’t interested in, leaving just the important ones in view.

° Click the Search options arrow.

Commented [IG7]:
1. Click the Search options arrow.

2. Set additional search criteria.
3. Click Search.

Point out the Clear search button to students, but don’t
have them clear the search yet.

L Drive Q  type:document meeting
From here, you can specify <l o
things you know about the file, b vew a A== =
. . +
like the file type, the owner, or erorty Owner Anyone s [’
. . 2018
when it was last edited. 2T mmm e e
e Set additional search criteria. 2, swareavitme
@  recen 0O intrash O starred
e Click Search. . o
@ Date modified Any time -
. . Trash )
Your files are filtered to show only i
. . . Item name
those meeting the search criteria. = stoge o
6.2 MB of 30 GB used Has the words meeting o1
Tip: You can clear a filter by clicking the UrerApESTORACE .
Clear search button on the right side of | W S Q
the search field. — eser [
d <
© 2020 CustomGuide, Inc. 11




\Show File Location

Once you pinpoint a file using search methods, it may be helpful to know where it lives in the folder
structure so you can easily locate it in the future.

o Select a file.
e View the file path at the
bottom of the screen.

The file path shows the
breadcrumb trail of the file’s
current location. Click any of
the folders in the path to jump
directly to it and view its
contents.

Or:
0 Right-click a file.
o Select Show file location.

The folder where the file is stored
opens.

(=

Drive Q

meeting

® & # §

Commented [IG8]:
1. Select a file.

2. View the file path and, if desired, click a folder to open
it.

Or:
1. Right-click a file.

2. Select Show file location.

N Search results ® & © I @ B @
ew
Name Owner Last modiified
Priority
@ Board of Directors Meeting.docx =% ne Sep 5,20
[ myorive
Team Meeting 5. ne
2, sharedwithme 8
@®  Recent B Board Mesting = ne Qct 18, 2019
Yy stmed 0 [ Discover Canada Meeting Memo.docx & me Sep’5,2019
[  Trash )
B Google Hangouts Cutline_with steps < Jefrey High
&=  Storage B 04 Create Files and Folders 25 Alisha Natvig Nov 15,2019
6.2M8 of 30 GB used
B 01 Schedule Mestings % Jefrey Hig Nov4, 2
UPGRADE STORAGE
B 03Respond To and Track Mestings =% Jefrey High Nov 5, 2019
Bl 6oogle Hangouts Outiine % Jetfrey High Mar 6,2019
E3_03 Chanoe Mesting Owners =2 a0 Bickle Nov 4 2019
GI Drive > Files > Meeting Documents > [ Discover Canada Meeting Memo.docx |
L Drive Q  mesting X v ® @& @ ‘)
b Search results ©  Preview ::: 6]
€ Openwith >
Name Last modiified
Priority ;+ Share
[ Board of Directors Me
y @ wyorve @D Getshareable link
Team Meeting =x. Add to workspace >
2, Shared with me 8 ¢ i
Show file location
®  Recent B Board Mesting Oct 18, 2«
Move to
Y¢  Stamed o [ DiscovercanadaMee vy Add toStarred Sep 5,2019
@ s A, FRename
B Google Hangouts Out
— @ View details
2  Storage Bl 04 Create Files and F¢ Nov 15,2019
40 Manage versions
6.2MB of 30 GB used B ot schecuteest P e ,
chedule Mesting! 12ke 2 coj Nov 4,2
UPGRADE STORAGE U P
(D Reportabuse
B 03Respond Toand Tr
&, Download
B Google Hangouts Out Jar 6, 20
[i] Remove
E1 03 Chanae Meefing 0. Now4 2019

MyDrive > Files > Mesting Documents > [ Discover Canada Meeting Memo.docx

12 [Your Company Name]




Open Files and Folders

You can view all kinds of files, including Microsoft Office files, PDFs, video or audio files, and photos directly

from Google Drive.

IOpen a Foldeﬂ

o Double-click a folder.

The folder opens and displays all of the
files and folders stored in it.

IOpen a Folder in the Path\

1

Commented [IG9]:
1. Double-click a folder.

L Drive

b onew

»

»
»

»

Priority
My Drive
B Classroom
B Docs
B Files
+ I Meeting Documen...
» A Pictures
» B Tracking
» [ Trade Show Docs
| foms
Bl Sheets
M sices

Storage

6.2 MB of 30 GB used
UPGRADE STORAGE

Q search Drive - 10)
My Drive > Files ~ 2
Name & Ovmer

B Trade Show Docs e
Tracking e

Pictures ne

Mezting Documents 0 me

Travel the World.docx me

e g 2B

Trade Show Materials. zip me

=]

Technology Praposal docx me

8 surveyResults.xisx me

Ris1 nstlogojpg me

B Eventletter me

H @

Last modified

o Click the name of a folder in
the path.

The folder’s contents are displayed.

-

Commented [IG10]:
1. Click the name of a folder in the path.

L Drive

F

N
»

New

Priority
My Drive

B Classroom

M Doss

B Files

~ BB Meeting Documen..
» @A Templates

» A Pictures

» @@ Tracking

» I Trade ShowDocs

» [l Forms
» [ Sheets

Storage

6.2MB of 30 6B used
UPGRADE STORAGE

Q - @ ©
MyDrive > Files > Meeting Documents ~ &
Name Owner

B Tempiates me
@ Discover Mexico Meeting Meme docx me
[ Discover Canada Meeting Memo.docx me

[ Board of Directors Mesting docx me

i 7
:: 6]
Last modified

et 18,2019 me

© 2020 CustomGuide, Inc.
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Preview a File\

Before opening a file, you may want to preview it to make sure it's the correct one. While you can’t make
edits in preview mode, you can zoom, print, download, move, rename, or share the file without opening a
new browser tab.

Select a file.
Click the Preview button.

Shortcut: You can also right-
click a file and select Preview
from the menu.

In addition to the functionality
listed above, you can also
search for text while
previewing by pressing Ctrl + F
onaPCorCmd +FonaMac.

Click Close when you’re done.

Tip: You can preview more than one
file at a time, if needed. From Drive,
hold down the Shift key and select all
the files you wish to preview. Then
click the Preview button. Use the left
and right arrows in the preview
window to move through the selected

files.

L Drive
F new

Priority
- [& Mybrive
» [ Classroom
» @ Docs
~ BB Files

~ [ Meeting Documen...

» B Templates
» A Pictures
» I Tracking
» [ Trade Show Docs
» @ Forms
» I Sheots

&= storage

6.2 MB of 30 GB used
URGRADE STORAGE

My Drive > Files +

Name &

W Trade Show Docs
Tracking

Mesting Documents

-
B Pictures
-]
i)

Travel the World.docx &%
5 Trade Show Materials zip
@  Technology Froposal.docx

Survey Results xisx

nst_logo.jpg

z
-]

B EventLetter

< [ Travel theWorld.docx

=) Openwith Google Docs

er

“The purpose of life is to live it, to taste experience to the
utmost, to reach out eagerly and without fear for newer and
richer experience.” - Eleanor Roosevelt

Why travel with Bon Voyage?

Have you ever wanted to just get up and go
somewhere and not stress over the details?
Here at Bon Voyage we plan your trip around
YOU. Our team of expert travel planners will
create a unique personal profile matched to
your interests, budget, and adventure level
Whether you're a daredevil adventurer or a
casual sight-seer, our mission is to make your
next vacation truly an exceptional experience!

Commented [IG11]:
1. Select a file.

2. Click the Preview button.

Point out all of the options you have while working in
preview mode.

3. Click Close when you're done.

14
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Open a File\

How a file opens in Google Drive depends on the file type. All Google app files, like Google Docs, Sheets,
Slides presentations, Forms, and Drawings open in their respective application in a new browser window. If
you open another file type, like a Microsoft Office document or an image, it will open in a preview first.

o Double-click a file to open it.
If you’ve opened a file using a Google
application, close it and return to Drive

by closing the file’s browser window.

Tip: You can also open a file with an

application installed on your computer.

Just right-click the file in Drive, select
Open with, then choose the app you
want to use to open the file.

L Drive
F New

Priority
~ @ Mybive
» B Classroom
» B Docs
~ [ Files
~ [ Meeting Documen
» @A Templates
» @3 Pictures
» @@ Tracking
» [ Trade Show Docs
» [l Forms
» B Sheets

&= Storage

6.2MB of 30 6B used
UPGRADE STORAGE

=]

My Drive > Files ~ ® &

Name

Trade Show Docs

Tracking

Pictures

Meeting Documents

Travel the World.docx &%

Trade Show Materials.zip

Technology Proposal.docx

Survey Results xisx

nst_logojpg

Event Lefter

me

“| Commented [IG12]:

1. Double-click a file.

Explain that how a file opens in Drive depends on the file
type.

If you wish to show students how a file opens in a Google
application, use one of your existing files or convert one
of the provided practice files to a Google format.

© 2020 CustomGuide, Inc.
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Create Files and Folders

Your Google Drive is made up of a collection of files and folders. If you need to create a new file from

scratch, you can do it from right within Drive. After you’ve added a number of files, you may find you need
to create folders to keep your work organized.

‘Create a Google File

Google Docs, Sheets, and Slides files are the most common types of files to create. When you create a new
file, you can create a blank one or start from a template.

0 Open the folder in Google

. Drive Q searchDrive - ® ® @
Drive where you want to ¢t &
create a new file. + vew 0 My Drive > Files > MeetingDocuments ~ 2% ::: 6]
a Click the New button. i Ounet Lestmadifed
. mplates. me Oct 18,2019 my|
e Select a file type. @ Feuload
fl f [ Folder upload scover Mexico Meeting Memo doex =% me Sep 5,2019 me
Note: To (_:reate afl e roma B soogleDocs 5 scover Canada Meeting Memo docx - me Sep5,2019 me
template instead, click the
3 Google Sheets e 7 {ard of Directors Meeting.docx =% me Sep 5,2019 me
arrow next to the file type and 5 Emers .
select From a template. ore »
o Click Create and Share. i ke
» [ Trade Show Docs
» @ Forms
» [ Sheets
&  Storage

6.2 MBof 30 GB used
UPGRADE STORAGE

Commented [IG13]:
1. Open a folder in Google Drive.

2. Click the New button.
3. Select a file type.

Mention that you can also click the arrow next to the file
type to create a new file from a template.

4. Click Create and Share.
5. Type a file name.

6. Press Enter.

Create in a shared folder?

have iissions as the selected folder.

CANCEL CREATE AND SHARE

16 [Your Company Name]




Type a name for the file in the
field at the top of the page.

(5]
©

Press Enter.

Copy a File

My Drive

E Q1 Company Meeting Agendal | in

File Edit View sert Format Tools Add-ons Help

- ~&A T v | Nomaltext v | Adal -
T s i z

=]

Waiting for play,

Commented [IG14]:

1. Select a file you want to copy.

There may be times when you want to make changes to a file but also keep a separate, unedited version, or

you may have a file that will serve as a starting point for a secondary file. Copying a file creates an exact

duplicate.

Shortcut: You can also right-click a file
and select Make a copy from the
menu.

Select a file you want to copy.

Select Make a copy.

2. Click the More actions button.

3. Select Make a copy.

Click the More actions button.

Drive Q
=

Search Drive

b oNew

Priority

B Tempiates
» @8 Classroom
» @@ Docs

Q=
~ I8 Files -

~ [ Meeting Documen... m
» [ Templates
» IR Pictures
» @ Tracking
» [ Trade Show Docs
» Il Forms
» @ Sheets

Name &

My Drive

Q1 Company Meeting Aﬂ
Discover Mexico Mesting
Discover Canada Meeting

[ Boardof Directors Meetif

Storage

6.2MB of 30 6B used
UPGRADE STORAGE

ty

,

&

N

Foeoo

My Drive > Files > Meeting Documents ~

Openwith

Addto workspace
Move to
Addto Starred

Rename

View details
Make a copy
Report abuse

Download

@9555‘}
N B0

@ &

nodified

10:52AM me:
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\Rename aFile

When a file is copied, the file name is automatically created and the text “Copy of” is added to the existing
file name. You'll likely want to rename it to something more meaningful.

Select a file you want to
rename.

Click the More actions button.

Select Rename.

Shortcut: You can also right-
click a file and select Rename
from the menu.

Enter a new name.

Click OK.

L Drive
+ New

Priority

~ @ myorve
» BB Classroom
» @@ Docs
~ B Files
~ B Meeting Documen...

» @ Tracking

» I Trade Show Docs
» Il Forms
» [ Sheets

= storage

6.2 MB of 30 GBused
UPGRADE STORAGE

» [ Templates
o B Copyof Q1 Company
» A Pictures
@

Q,  Search Drive

My Drive > Files > Meeting Documents ~

Name &
B Templates
B Q1 Company Meeting A
Discover Mexico Metin

[0 Discover Canada Meetin

Board of Directors Meeti

2,
£=3

S E o+

006

Open with

Add to workspace
Move to
Add to Starred

Rename.

View details
Make a copy
Report abuse

Download

]

>

>

@Qa
s i m o

Last modified

0ct 18,2019 me

10:52 AM me

Seps,2019 me

5ep5,2019 me

10:58 AM me

5ep5,2019 me

Commented [IG15]:
1. Select a file you want to rename.

2. Click the More actions button.
3. Select Rename.
4. Enter a new name.

5. Click OK.

Rename

[ @2 company westing Agenda
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]Create a Folder

Folders are an easy way to organize your documents and keep similar items together in one location.

° Click the New button.

o Select Folder.

Shortcut: You can also right-
click in the white space below
the files and folders and select
New folder from the menu.

e Enter a folder name.

o Click Create.

The new folder is created and shows
up with all your other files in Google
Drive

L Drive Q,  Search Drive - ® © 0
4w 0 My Drive > Files > MeetingDocuments ~ G 2 H @
ew
Owner Last modified
_—3
mplates. me Oct 18,2019 me|
[ Fileupload
Folder upload Company Mesting Agenda 2% me 1102 AM me
B Google Docs > Company Meeting Agenda &% me 10:52 AM me
Google Sheets 7 icover Mexico Meeting Memo.docx = me Sep 52019 me
[ Google Slides >
More > scover Canada Meeting Memo.docx &% me Sep 5,2019 me
» BB Tracking @  Board of Directors Meeting.doox <% me Sep 5,2019 me
» [ Trade Show Docs
» [l Forms
» @R Sheets
&= Storage
6.2 MB of 30 6B used <
UPGRADE STORAGE ~|

Commented [IG16]:
1. Click the New button.

2. Select Folder.
3. Enter a name.

4. Click Create.

New folder

[ company Meeting Agendas|
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Move and Add Content to New Locations

You can move files and folders from one location in Google Drive to another, even if the destination location
isn’t currently visible. Files and folders can be moved from the main window, the left panel, or from search

results.

‘Move Files or Folders

Select the file(s) or folder(s)
you want to move.

Click the More actions button.
Select Move to.

Shortcut: You can also right-
click the selected item(s) and
select Move to from the menu.

Select the destination location.

Note: Click the Back arrow at
the upper-left to move up one
level in the folder structure.
Click the New Folder button at
the bottom-left to create a
new folder in the selected
location.

Click Move.

Tip: You can also drag and drop
files or folders to a new
location if the destination is
visible from the current screen.

‘ Drive
b oNew

v [& myDrive
» [ Classroom
» Bm Docs
~ I Fies

[ :] MeeungDntulo 8
» B Pictures

» B Tracking
» [ Trade ShowDocs
» Il Forms
» B Sheets

» I Slides

2, sharedwith me

B Storage

6.2 MB of 30 GB used
UPGRADE STORAGE

Q sesrch Drive -
My Drive > Files > Meeting Docu .. &t
Name < > openwith >
Templates +  Add o workspace >
P:
Moveto
BB company Meeting A{
¥ Addto Starred

Q2 Company Meetin(
[[) Makeacopy
&

B @1 Company Meetin Download
Discover Mexico Meeting Memo docx me

o
[  Discover Ganada Meeting Memo.docx me
o

Board of Directors Meeting.docx me

8

B 0
Last modified
Oct 12,2019 mq

019 me

Dec 9,2019 me

Dec 9,2019 me

Commented [IG17]:
1. Select the file(s) or folder(s) you want to move.

2. Click the More actions button.
3. Select Move to.

4. Select the destination location.
5. Click Move.

6. Click OK, if needed.

‘ Drive

- My Drive
» I Classroom
» W Docs
~ 1B Files
» B3 Meeting Documen..
» I Pictures
» B Tracking
» [ Trade Show Docs
» M@ Forms
» B Sheets
» [ Siides

2, Sharedwithme

= Sstorage

6.2 MB of 30 GB used
UPGRADE STORAGE

Q,  Search Drive - @
My Drive > Files > Meeting Docu .. &

Name 3 ¢ Meeting Documents x
B Tm a‘o B Company Mecting Agendas >
B companyMeeting B TemPiEies
B 02 Company Meet
B @1 company Meet
[ Discover Mexico M B h B

[ o |
[ Discovercanadan
[  Board of Directors Meeting.docx me 6

&
::: O]
Last modified
Oct 12,2019 m
Dec 9,2019 me
Dec 9,2019 me

Dec 9,2019 me
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If the source or destination is a
shared folder, Google Drive will
notify you that some people
could lose or gain access. The
files will inherit the sharing
permissions of the new parent
folder.

o Click OK, if needed.

The item(s) are moved to the selected
folder.

My Drive

B Ciassroom

» B Docs
« I Files
» ) Meeting Documen..
» A Pictures
» [ Tracking
» B Trade Show Docs
» I Forms
» [ sheets
» I Siides
2, shareawithme
& Slorage

6.2 MB of 30 GB used

UPGRADE STORAGE

Q search Drive
My Drive > Files

Name &

B Templates

B Company Meeting

B Q2 Company Meeti

B Q1Company Meeti

[0  Discover Mexico M

[0 Discover Canada N

@

> Meeting Docu ... ~ &

Some people may lose access

Moving these items will share them with everyone who
can see the shared folder "Company Meeting Agendas”.

You are moving 2 items out of shared folder "Mesting
Documents’, o people will lose access

o

Board of Directors Mmma me

H @
Last modified
Oct 18,2019 my|
Dec9,2019 me

Dec 9,2019 me

Dec 9,2019 me

© 2020 CustomGuide, Inc.

21




V\dd Files to My Drive

When working in Google Drive, it’s important to understand the difference between My Drive and Shared
with me. While they both display files and folders, there are some fundamental differences to be aware of.

In My Drive, you are free to organize files in any hierarchy of folders and subfolders you wish. These are files
you own, both those you’ve created and those you’ve uploaded. If you use the Google Drive application to
sync files to your local machine, these files will sync automatically.

This isn’t the case for files in Shared with me, as you are not the owner of these files. Shared with me only
displays files and folders that are directly shared with you (files that are set to “Anyone with the link” or
“Anyone in your organization” are not shown here). You are granted access to view, comment, and/or edit,
but you do not gain ownership. Therefore, you are not able to organize these files into your own folder
structure.

To organize files from Shared with me and/or have them sync to your local machine via the Google Drive
app, you must first add them to My Drive.

0 Select the file(s) you want to X

. Drive Q Search Drive - @ @ §
add to My Drive. = &
R Shared with me o & © W & [::: O]
e Click the o ew
Name 1 iShared by
button. @ myome
Bo B Vienna Reyes - #001 Exponents 0 enna Reyes
The path is displayed at the bottom of » B Docs B Viena Reyes - Assignment 1 & vieaFeres
the screen to confirm the file was v e S— R—

added to My Drive, where it can be

» [ Meeting Documen

i ized » B Pictures Theo Marshall - Assignment 1 D ™
easily organized.
yore » B Tracking Bl TheoMarshall - Assignment 1 o
» @ Trade Show Docs E
Keep in mind, the file wasn’t moved or » I Foms Bl Faith Morison - 001 Exponents @ s
copied. It is simultaneously available » et B FaitnMorrison - Assignment 1 ® =
» @ Slides
from both places now. B Emily Howard - #001 Exponents v ily Howar
‘Shared with me

. [  Emily Howard - #001 Exponents.docx O & e
Note: You can also Add files to = Storase
additional locations within My Drive by 69 1B o7 30 GB eed 8 Q v

holding Ctrl while dragging a file to an
additional destination. This will keep
the original in the source location but
also make it accessible from another
location.

UPGRADE STORAGE
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1. Select the file(s) you want to add to My Drive.

2. Click the Add to My Drive button.




Star and Color Code Content

Starring items in Google Drive allows you to quickly locate important and frequently used files and folders.
Everything with a star is accessible with a single click from Starred in the left navigation panel. Once you no
longer need quick access to an item, it’s good practice to remove the star to keep things organized.

]Star a File or Folder

o Select the file(s) or folder(s)
you want to star.

Tip: Hold down the Ctrl key on
a PC or Cmd key on a Mac to
select and star multiple items
at once.

e Click the More actions button.
e Select Add to Starred.
Shortcut: You can also right-click the

selected item(s) and select Add to
Starred from the menu.

A star icon now appears next to the file
or folder name. Click Starred in the
navigation panel at the left to view all
of your starred items.

]Remove from Starred

L Drive
b New

Priority
~ [& Mybrive
» [ Classoom
» B Docs
~ BB Files

» @ Meeting Documen...

» A Pictures

» @ Tracking

» @ Trade Show Docs
» M@ Forms
» [ Sheets
» I Siides

&= Sstorage

MyDrive > Files ~ /&

Name &
I  Trade Show Docs
x4
B Tracking
A
B Pictures (@]
B3 Mesting Documents N
®
[0  Travel the World.dod
&
5 Trade Show Materizh .
[  Technology Proposal.docx

B SurveyResults.xsx

Ns1 nstlogojpg

Open with >

Move to

Add to Starred

Rename

Change color >

Search within Trade Show Docs

View details

Download

“| Commented [IG19]:

1. Select the file(s) or folder(s) you want starred.
2. Click the More actions button.

3. Select Add to Starred.

0 From Starred, select the file(s)
or folder(s) you want to
remove.

e Click the I

e Select Remove fron

Shortcut: You can also right-click the
selected item(s) and select Remove
from Starred from the menu.

The star is removed from the folder
and the content no longer appears in
Starred.

Shared with me

De

Recent

> ©

Starred

&

Trash

Storage

6.2 MB of 30 6B used
UPGRADE STORAGE

View details

Download

MyDrive > Files > iy Trade Show Docs

6.2 MB of 30 GB used B Eventletter Nov 22,2019 ¢
UPGRADE STORAGE
& Drive Q. Search Drive - o = £
e Starred ® & I B :: IO
2 - Name 2 Open with Last modified
e actions button. @ Openwd ’
» Meeting Documen.
B ¢ B3 Meeting Documents ep5 2
ot £ showfolderlocation
‘arred. » A Pictures
, W Tracking BB Trade Show Docs 3 Moveto Nov 15,2019
Remove from Starred
» @ Trade Show Docs *
B vk = <5, 2
4. Rename
» Il Forms
Change color
» [ Shests @ 9 g
Search within Trade Show Docs
m sid
» ides
&,

“| Commented [1G20]:
1. From Starred, select the file(s) or folder(s) you want to

remove.

2. Click the More actions button.

3. Select Remove from Starred.
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Color Code a Folder\

The default color for folders in Google Drive is gray. When you have a lot of folders, this can make it difficult
to find what you’re looking for. Luckily, color coding folders helps to categorize content. For example, you
could use colors to classify by team, project, or priority.

Keep in mind, Drive is customized individually by each user. This means the colors you apply aren’t seen by
others. You won’t be able to tell a colleague to look in the blue marketing folder to find a document, as their
marketing folder may be a different color than yours.

o Select the folder(s) you want to
color code.

e Click the More actions button.
e Select Change color.

Shortcut: You can also right-
click the folder and select
Change color from the menu.

o Select a color.

The folder instantly updates to match
your color selection.

Note: The color is only applied to the
folder itself, not the content within the
folder.

Commented [IG21]:
1. Select the folder(s) you want to color code.

2. Click the More actions button.
3. Select Change color.

4. Select a color.

L Drive Q ch Drive = ‘)
Fovew MyDrive > Files > MeetingDocu & & [ 3 [::: I O]
Name & &> Openwith > adified
Priority
Templates Move 0ct 18,2019 me
¢ Addto Starred
» @ Classroom B company Meeting A{ =
/. Rename
» @@ Docs
[ DiscoverMexicoMet (D  Change color > Sep
~ B Files
@, search within Trade Show Docs
» [ Meeting Documen... [ Discover Canada Mel
» [ Pictures @ Viewdetails
[ Board of Directors M el
» B Tracking &, Dovnload
» @ Trade Show Docs
» B Foms
» B Sheets
» [ Siides
= Storage
6.2 MB of 30 GB used <
UPGRADE STORAGE
LDrive Q  search Drive - ®
Eoew MyDrive > Files > MestingDocu & 2 [ 3 [::: N O]
Name & & Openwith > Last modified
Priority |
Templates Move 0ct 18,2019 me
- My Drive B Tem | oreto
§¥ Addto Starred
» B Classroom B Company Meeting Af B
/. Rename
» @@ Docs
Change color > sz
~ I Files

» B Meeting W ]
» B Pictures [ |

» B Tracking

» I Trade Show Docs
» @ Foms
» B Sheets

» [ Sides

= Storage

6.2 MB of 30 GB used
UPGRADE STORAGE

Search within Trade Show Docs

View details

Download
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Manage Workspaces

Workspaces are another way Google Drive makes it easy to find the content that matters most. Shortcut
links to files are added to the Workspace where you can conveniently organize them as you wish, while the

files themselves remain stored in their original location. This eliminates the need to search your entire Drive
for frequently accessed files.

]Create a Workspace\ Commented [1G22]:

1. Navigate to Priority.
° Navigate to Priority.
. & orve & Szl - @ @ 2. Click the Create Workspace button.
e Click the Create Workspace ,
riority
button. + tew 3. Enter a name.
- ‘
e Enter a name. - 4. Click Create.
<@ myoie
o Click Create. B cossoom
» @@ Docs
The Workspace is created and ready to - B Fles
. . A
populate with files. » B Meetng Docume.. s | -
» [ Pictures
, B Tracking Create your own personal workspace
+ B Trade Show Docs Get back to files youTe currently working on so
you ean pick up right where you left off
» [ Forms

» I Sheets

» W Siides Create Workspace 0

= storage

Hidden workspaces v
6.2 MB of 30 GB used

UPGRADE STORAGE

New workspace

[ Warketing Tools|
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V\dd Files to a Workspace\

0 In the workspace window, click
Add files.

The Add to Workspace pane Marketing Tools ~
opens, where you can find files porzetelmt
using the Recent, My Drive, or

Shared With Me tabs.
o Navigate to the files’ location. 6

e Select the file(s) you want to
add.

o Click Insert.

Tip: You can also right-click any file in
your Drive, select Add to workspace,
and select a Workspace from the
menu.

Get started by adding files to your workspace

& AddtoWorkspace Q. X

RECENT MY DRIVE SHA >

Marketing Tools +
0 of 25 file limit

My Drive » Files HH

Name

Get started by adding files to your workspace

Meeting Documents

Add files
Pictures,

Tracking

Trade Show Docs o
e Event Letter 2%
E nst logo.jpg %

0 ‘Survey Results.xis»

[ Technology Proposal docx 4

INSERT

Commented [1G23]:
1. In the workspace window, click Add files.

2. Navigate to the files’ location.
3. Select the file(s) you want to add.

4. Click Insert.
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]Remove a File from a Workspace\

When a file is no longer needed, simply remove it from the Workspace.

° Click the file’s More actions

button.
e Select Remove from Marketing Tools =
workspace. 3 of 25 file limit
Name
Shortcut: You can also right-click a file El survey Resurs.isx
in the Workspace and select Remove B enteter

from workspace from the menu.

Ns1 nstiogo g

The file is removed from the
Workspace, but still exists in its original
location.

]Hide or Remove a Workspace\

Last Modified

Preview

¢ 0

Openwith

Share

De

Get shareable link

M
Y

Add to workspace
Show file location

Add to Starred

N0+

Rename

Report abuse

Download

[CC]

(0]

Remove from workspace

Add files

2

Commented [1G24]:
1. Click a file’s More actions button.

2. Select Remove from workspace.

A workspace can be hidden from the standard view or removed from the Priority page completely.

0 Click the list arrow next to a
Workspace’s name.

e Select an option. Marketing Tools ~

2 of 25 file limit

o Hide workspace: Moves the Rename

teme Hide workspace Last Modified
Workspace to a Hidden mevmu& o

section at the bottom of

Priority. L i

e Remove workspace: Deletes
the Workspace completely.
After a Workspace is
deleted, the files still remain
in their original location.

5e05,2019 me

Add files

Commented [IG25]:
1. Click the list arrow next to a Workspace’s name.

2. Select Hide workspace or Remove workspace.
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Delete and Restore Files

Google Drive files that are no longer needed can be deleted by sending them to the trash. Files remain in the
trash until it is emptied. If you delete a file by accident, it can be recovered from the trash and moved back

to its original location.

‘Delete a File

“| Commented [1G26]:
1. Select a file to remove.

Select the file you want to o o e ©
remove. & oive e y © 2. Click the Remove button.
E Click the Remove button Fovew My Drive > Files > Trade Show Docs ® M
Prorty Name 4 Ownl| Last modified
Shortcut: You can also right-click a file VB o ® erendeacartipn = me Nov1, 2010 me
and select Remove from the menu. - B race show Goslexiex o e e
iy . Q©  Recent [ Trade Show Guidelines docx 58,2019 me
Note: If it’s a shared file that you own, s s
those you’ve shared it with can make a -
Trash
copy. Ifit’s a file you don’t own,
removing the file from Drive only = s
removes it for you. 6.3 MB of 30 GB used
UPGRADE STORAGE
The file is sent to Trash.
<
\Restore a Deleted File\ | commented [1G27]:
1. Navigate to Trash.
c Navigate to Trash. —
L Drive Q,  Search Drive - 0] .
. 2. Select the file you want to restore.
e Select the file you want to
restore f tew T c8|=0 3. Click the Restore from trash button
. . Clin N
Name Owngl Last modified
; ) @ ot /
e EIICk the Restore fl’Of. raSh ; e BB company Meeting Agendas ec 9, 2
utton' » My Drive
9 Shared ith me B Q1 Company Meeting Agenda 2% ec 9, 21
Recent B3 0ld Survey Results.xisx &
Yo Stamed B PermissionForm.pdf Nov 7,2
[ Trash .
L excel-2013-moving-and-copying-worksheets .. 2% Nov 5, 2
&= storage i Brandec-Cartipg 2t me Nov1,2019
6.2 MB of 30 GB used
UPGRADE STORAGE Vacation Tracker =i
Vacation Tracker =& et 31, 2
B3 Vacation Trackerxisx =& et 31, 2
B Q1 Mesting == ec 9, 2

28 [Your Company Name]



]Permanently Delete a File\

Files can be permanently deleted by deleting them from the trash.

° Navigate to Trash.

e Select the file you want to
permanently delete.

o Click the Delete forever
button.

A confirmation window
appears to warn you that this
action can’t be undone.

o Click Delete forever.

Note: If you want to delete everything
in the trash, click Trash at the top of
the page and select Empty trash from
the menu.

L Drive Q  searchDrive - ® ® 0
Trash ~ O ::: |
. 5 o}
Name Oumer Last modified
Priority
BB Company Meeting Agendas me Dec, 2019
» [&  MyDive
Q1 Company Mesting Agenda < me Dec, 2019
&, Shared with me 8
@®  Recent 0 Ed  Old Survey Resultsadsx 2% me st 18,2019
Y¢  Starred B PermissionForm pdf 2 me Nov7, 2019
[] Trash N _
excel-2013-moving-and-copying-worksheets . 2% ms Nov 5, 2019
= storage Vacation Tracker 25 me 0ct31,2019
6.2MB of 30 GBused
Vacation Tracker 2 me oct 31,2019
UPGRADE STORAGE
B Vacation Trackerxisx 2 me oct 31,2019
B Q1Mesting == me Dec 9, 2019
B Copyof Q1 Company Meeting Agenda == me 0ct3,2019.
_7 —

Commented [1G28]:
1. Navigate to Trash.

2. Select the file you want to permanently delete.
3. Click the Delete forever button.
4. Click Delete forever.

Show students how to empty the trash entirely.

Delete forever?

X

1file or folder is about to be permanently deleted. Learn more

Waming: You cant undo this action.
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Share Content

One of the most notable benefits of Google Drive is the ability to control what content is shared and who
has access to it. You can tell by the sharing indicator to the right of an item’s name which folders and files

are currently shared.

‘Share a File or Foldeﬂ

Select the file or folder you
want to share.

Click the Share button.

Shortcut: You can also right-

click the file or folder and

select Share from the menu.

the file or folder with.

Sharing a folder with someone
else gives them privileges to

organize, add, and edit by
default.

Click the Permissions list
arrow.

Select a permissions level.

e Can organize, add, & edit:

People can open, edit,
delete, or move any files

within the folder, if they are

signed in with a Google
account. People can also
add files to the folder.

e Can view only: People can
see the folder and are able
to open all files within the

folder.

Enter the email address(es) for
the people you want to share

L Drive
4 new

Priority

Q, Search Drive

My Drive > Files + a8

Name

Trade Show Docs

QO =~

~ @ myorive

» @B Classoom

» @@ Docs
Pictures
~ A Files
» [ Meeting Documen... B3 Meeting Documents
» [ Pictures
@ Travel the World.doex =%
» [ Tracking
» [ Trade Show Docs 5 Trade Show Materials zip &%
» Il Forms
[ Technology Proposal. docx &%
» B Sheets
» I Slides Survey Results xisx ==
NS1 nstlogojpg
= swmge Ns1 00.pg
6.2 MB of 30 GB used B EventLetter &%

UPGRADE STORAGE

@ & [
o
m
3
)
.
.
.
.
:
:

me

@

o

H ®
Last modified
Nov 15,2019 m

Nov15,2019 m
Sep5,2019 me
58052013 me
Now22,2019 m
58052013 me
Nov 72013 me
Nov 22,2019 m
S$ep5,2019 me

Nov22,2019 ¢

Commented [1G29]:
1. Select a file or folder you want to share.

2. Click the Share button.

3. Enter the email address(es) for the people you want to
share the file or folder with.

4. Click the Permissions list arrow.
5. Select a permissions level.
6. (Optional) Type a note.

7. Click Send.

Share with others
People
& BiianPickle % Add more pecple...

Add a note

(s 2

Getsnareame&

7 -

| Can organize

Can view only
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By default, people will be
notified when they’re given
access to content.

You can also include a personal
message.

Share with others ‘Get shareable link (&>
(Optional) Type a note.

People

Click Send. 2 BrianPickle X Add more people...

Here are the fracking files for you to review]
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\Get a Sharable Linld

When you turn on link sharing, a link is generated for you to share with anyone you want to give access to.

Select a file or folder you want
a sharing link for.

Click the Get sharable link
button.

The link is automatically copied
to your clipboard.

Click the Link sharing toggle.

You can paste the link
anywhere you’d like to reach
your audience, such as in an
email message, chat window,
or document.

Paste the copied link anywhere
you want to share it.

(Optional) Click Sharing
settings in the link sharing pop-
up to adjust privileges.

‘ Drive
b New

Priority
- [& Mybrive
» I Classroom
» B Docs
~ BB Files

» I8 Meeting Documen...

» A Pictures

» @ Tracking

» @ Trade Show Docs
» I Forms
» [ Sheets
» I Siides

Storage

6.2 MB of 30 GB used
UPGRADE STORAGE

MyDrive > Files + 2 o &

Name é Over

Trade Show Docs me

-
0 B Tracking me

B Fictures me

Meeting Documents me

a B

Travel the World.docx e

5 Trade Show Materials.zip ne

8

Technology Proposal.docx me,

B3 SurveyResults xisx me

nst_logo.jpg me

P
@

B EventLetter ne

o« = §
B i B O

Last modified

019 m)

Nov 15,2019 m

Commented [IG30]:
1. Select a file or folder you want a sharing link for.

2. Click the Get sharable link button.
3. Click the Link sharing toggle.
4. Paste the copied link anywhere you want to share it.

5. (Optional) Click Sharing settings in the link sharing pop-
up to adjust privileges.

‘ Drive
b oNew

Priority
~ @ mybrive
» B Classoom
» @B Docs
~ I8 Files
» 8 Meeting Documen
» @A Pictures
» B Tracking
» [ Trade Show Docs
» B Foms
» I Shests
» [ Siides

Q Search Drive -
My Drive > Files ~ (a4 [N
Name Link sharing on
Anyone at CustomGuide with the link c:

@ Trade Show Docs

@ = £

@
Q;E@

Last modified
an view
Nov 15,2019 m

hitps:/idrive google.com/open?id=1UBgMXT7dn

Tracking .
Sharing settings

B

B Fictures me
B Meeting Documents e
[  Travel the Worid.docx me
5 Trade Show Materials.zip me

Technology Proposal.docx ne

o
B survey Results xisx me

Link sharing tumed on. Anyone at CustomGuide with the link can

now view.

Nov 15,2019 m
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Change Access to Content

If you only want content shared for a period of time, you can set a sharing expiration date to make access
temporary. You can set an expiration date for any file in Google Drive.

]Set Sharing Expiration

° Select a shared file or folder
you want to set expiration for.

e Click the Share button.

Shortcut: You can also right-
click the file or folder and
select Share from the menu.

o Click Advanced.

L Drive Q

6.2MBof 3ocauseo a
UPGRADE STORAGE.

Search Drive

My Drive > Files ~ (2a
+ e
Name
Priority
Trade Show Docs
~ @B  mybrive -
» A Classroom B Tracking
» [ Docs
B Ficiures
~ I Files
» A Meeting Documen.. BB Meeting Documents *
» [ Fictures
Travel the World.doox =%
» I Tracking
» B Trade Show Docs % Trade Show Materials.zip %
» [l Forms
@  Technology Proposal.docx =%
» I Sheets
» A Slides Survey Results.xisk <=
Ns1 nstiogojpg <t
= Storage NS 690ipg
Event Letfer 2%

o & M

me
me
me
me
me
me
me
me

me

o & = §
B O
Last modified
Nov 15,2019 m
Nov 15,2019 m
Sep 5,2019 me
Sep 5, 2019 me
Nov 22,2019 m
Sep 5, 2019 me
Now 7, 2019 me.
Nov 22,2019 m
Sep 5, 2010 me.

Nov22,2019 ¢

Commented [IG31]:
1. Select a shared file or folder you want to set expiration
for.
2. Click the Share button.
3. Click Advanced.

4. Click the Permissions list arrow to the right of the
person’s name.

5. Select Set expiration.
6. Click the Access expires button.
7. Select a days to expire option or set a custom date.

8. Click Save changes.

Share with others

People

Enter names or email addresses.

Get shareable link @

© 2020 CustomGuide, Inc. 33




Click the Permissions list arrow
to the right of the person’s
name.

Sharing settings

Select Set expiration.

Who has access

By default, access is set to Anyone & CustomGuide who nas e Ik
expire in 30 days.

Kayla Claypool (you)
kaylaclaypool@sustomguide. com

Click the Access expires Gabrela Ochoa
ooy @eusompuid com
bUtton' Katie Thomas
Select a number of days option \vite peophe: Is owner
or set a custom date. Enter names or email addresses... Caneat
v
. Car

Click Save changes. Ounersetn Lemer "

[ ] Prevent editors from changing acce: Set V-

|| Disable options to download, print, - = H ;

i e ey

A clock icon appears to indicate the EN
content is set to expire for this person.

Sharing settings

Link to share (allows edifing)
hitps:/idocs.googh /21A4IPogtHIY-DGIQAHLI

Who has access

Gabriela Ochoa /-
gaby@eustomguide.com

Katie Thomas "-
Kihomas@cust

Access expires’

Alishy
aiish %

Brian Fickle
brian@customgu

Ouner seftings Leam more:
7] Prevent editors from changing access and acding nen people:
a to downioad, print, and copy for d viewers

| You have mace changes that yeu need fa save.

Save changes Cancal
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]Remove Access Commented [1G32]:

1. Select a file or folder you want to remove access to.

After a file is shared, you can remove access at any time.
2. Click the Share button.

° Select a file or folder you want

to remove access to & orive SRl - CRECEEN /] 3. Click Advanced.
e Click the Share button. + New MyCrive > Files - @& L 4. Click the X icon to the right of a person’s name.
. » Name < é\er Last modified
Shortcut: You can also right- prorty 5. Click Save changes.
CliCk the fl|e or f0|der and <@ moie W Trade Show Dacs me Now 15,2019 m|
SeleCt Shal’e from the menu » A Classroom B Tracking me Now 15,2019 m|
: » @ Docs
C||Ck Advanced o B Fictures me Sep5,2019 me
e ' B B * me Sep5,2019 me
» A Pictures
[@ Travel the World.docx <% me Now 22,2019 m
» @ Tracking
» . Trade Show Docs L) Trade Show Materials.zip <% me Sep 5,2019 me
» Il Forms
[@ Technology Proposal.docx & me Now 7, 2013 me
» [ Sheets
» [ Sides Survey Results xisx = me. Nov 22,2019 m
= storage Ns1 nstogojpg & me Sep’5,2015 me
62MEm3DGEuseo B EventLetter &% me Nov22,2018 ¢
UPGRADESTORAGE |

Share with others Get shareable link (&3,

People

Enter names or email addresses.. s -

© 2020 CustomGuide, Inc. 35



Click the X icon to the right of a
person’s name.

Click Save changes.

The sharing permissions for the user
are removed.

Sharing settings

Link 1o share (allows editing)

Who has access

Anyone at CustomGuide who has e link
can

Kayla Claypool (you)
kaylaiaypool @customguide. com

Gabriela Ochoa
gaby@customguide.com

Katie Thomas
Kthomas @customguids com

Invite people:

Enter names or email addresses.

Oumer setiings Leam more
[ Prevent editors from changing access and adding new peaple.
u] i print, and copy for

Sharing settings

Link to share (allows editing)

hitps:fidocs. google. j {y-bGOQAHL

Who has access

Kayla Claypool (you)

kaylaclaypool@customguide com

Gabriela Othoa
gaby@customguide com

Alisha Natvig
alisha@customouide com

Brian Pickie
brian@customguide.com

Owner settings. Leam more

u] access and

[ Dis i  print, and copy for

‘ YYou have made changes that you need to save.
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]Change Owner

You are the owner of every file and folder you create in or upload to Google Drive. As the owner, you can
transfer ownership so someone else can manage advanced permissions for the content. Ownership can only
be transferred to individuals within your school or organization.

o Select the file or folder you
want to transfer ownership of.

e Click the Share button.

Shortcut: You can also right-
click the file or folder and
select Share from the menu.

o Click Advanced.

EZMBOIZUGBusEo B EventLetter &%
UPGRADE STORAGE

L Drive Q searchDrive
My Drive > Files ~ (2
4 New
Name ¥
©  Priority
. @ Trade Show Docs
~[@ mybrive
» [ Classoom B3 Tracking
» @ Docs
B Fictures
~ I Files
» [ Meeting Documen... B8 Meeting Documents
» @A Pictures
Travel the World.docx &%
+ [ Tracking
» [ Trade Show Docs ¥  Trade Show Materials.zip &%
» Il Forms
Technology Proposal.docx =%
» B Sheets
» [ Slides Survey Results xisx =%
Ns1 nstlogojpg &%
= swomge Ns1 0000

- o @ = £

® & @ : B\ @

éev Last modified

me Nov 15,2019 m
me Nov 15,2019 m
me 520 5,2019 me
me S205,2019 me
me Nov 22,2019 m
me 520 5,2019 me
me Nov 7, 2019 me
me Nov 22, 2019'm
me Sep 5,2019'me

me Novzz 2018 ¢

Commented [IG33]:
1. Select the file or folder you want to transfer ownership
of.
2. Click the Share button.
3. Click Advanced.

4. Click the Permissions list arrow to the right of the
person’s name.

5. Select Is owner.
6. Click Save changes.

7. Click Yes.

‘Share with others

People

Enter names or email addresses.

Get shareable link &>
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Click the Permissions list arrow
to the right of the person’s

Sharing settings

name. Link to share (allows editing)

htips:/fdocs 'ZiAYIPOGIHIy-bGIQAHLY

Select Is owner.

Who has access

1 Kayla Claypool (you)
Click Save changes. ayiacajposl@sustomguids com
. Gabriela Ochoa
Click Yes. geby@avstomguide com

Alisha Natvig

The person you selected is now the Sren Ficke o 1s owner
brian@customguide com

owner and can manage advanced ’ M

permissions for this content. jnitepecple Canview

Enter names or email addresses.

Set expiration.

Comment and View sesass oy

Oumer setiings Leam more
[ Prevent editors from changing access and adding new peaple.
O i print, and copy for viewers

Sharing settings

Link to share (allows editing)

Who has access

Anyone at CustomGuide Who has the link
can edi

Hayla Claypool (vou)
kaylaclaypool@customguide.com

Gabriela Ochoa
gaby@customguide. com

Alisha Natvig
alisha@custamguide com

Brian Fickle
brian@customguide. com

Quner seffings Leam more
] Prevent editors from changing access and adding new peaple
a . print, and copy for

‘ You have made changes that you need 1o save.

Save changes Cancel
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Upload and Download Content

If you want to add content to your Drive that was created outside of Google, such as a Microsoft Office
document or an image file, you can upload it.

Files and folders you upload take up space in your Google Drive, even if you upload to a shared folder that is

owned by someone else.

]Upload a File or Folder

o Click the New button. . - .
. & orive Q SearchDrive T o @ & 2. Select File upload or Folder upload.
o Select File upload or Folder
My Drive > Files > Tracking ETy ::: O]
upload. o ew 3 3. Select the content you want to upload.
Owner Last modified
Shortcut: You can also right- 09 Folder | i e e me 4. Click Open for a file or Upload for a folder.
click in the blank area below
. . File upload ) R
the list of files and folders and Lo Folder uplosd 3 i e
select an upload option from oked Yor ne
B Google Docs >
the menu. Google Sheets >
o Select the content you want to Google Siides >
upload. Moy 2
) . » I Forms
o Click Open for a file or Upload P
for a folder. » m sies
F—1 Storage
Shortcut: You can also drag and drop =
. . 6.3 MB of 30 GB used
files from your computer to the desired | o
Drive folder to upload them. v 2B
The content is added to your Drive and .
a notification appears with the upload & orive S S ) o @ &
status. b [@om x
« v 4 El > ThisPC » Desktop v | B | search Desktop Al
Organise +  Newfolder Eﬂ m @
.3 e
s Quick access
me
' @ OneDrive
, -
I This pC = me
. H
= Network =
Vacation Tracker
,
»
» i v
File name: | Vacation Tracker v [anfites
6.3 MB of 30 GB used
BUY STORAGE
© 2020 CustomGuide, Inc. 39

——| Commented [IG34]:

1. Click the New button.




V\utomatically Convert Uploads\

When Microsoft Office documents are uploaded to Google Drive, they aren’t automatically converted to
Google Drive formats. If you plan to edit the file in a Google application, it will need to be converted to the
Google format. If this is something you’ll need to do with all of your files, you can adjust your settings to
have files automatically convert to Google Drive formats upon upload.

Note: Google Drive settings can only be updated on your computer.

“ Click the Settings button.

e Select Settings.

e Click the Convert uploaded
files to Google Docs editor
format check box.

o Click Done.

Note: Depending on the file, it may not
look exactly the same as the original.
It’s a good idea to check converted files
for errors before sharing them with
others.

Commented [IG35]:
1. Click the Settings button.

2. Select Settings.

3. Click the Convert uploaded files to Google Docs editor
format check box.

4. Click Done.

Drive Q
¢

b New

Priority

Name

- My Drive

» A Classroom
» B Docs
~ I Files
» I Meeting Documen.
» @A Pictures
» [ Tracking
» @ Trade Show Docs
» I Forms
» I Sheets
» I Siides

= Stowce

6.3 MB of 30 GB used
BUY STORAGE

My Drive > FHES& settings

(1 3K

Get Drive File Stream for Windows

:: 0]
Keyboard shortcuts Last modified

Promotion Resuits Analysis me 52019 me

Qz Goals Tracking -

Trips Booked YOY

Vacation Trackerxlsx me

Drive Q
&

Settings

General Storage
Notifications

Manage Apps

Convert uploads

Language

offline

Density

6.3 MB of 30 GB used
BUY STORAGE

6.3 MB of 30 6B used é

Buy storage

View items taking up storage

o Convert upioaded files to Google Docs editor format
Change Ianguage seftings

[ Create, open and edit your recent Google Docs, Sheets, and Slides files
onthis device while offine
Not recommented on public or shared computers. Leam more

Comfortable -
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]Download aFile or Foldeﬂ —| Commented [IG36]:

_—
-

1. Select the file or folder you want to download.
If you want a separate copy of a file to save locally on your computer, just download it.

2. Click the More actions button.

o Select the file or folder you H P
Dri Q e - G 2 A 3. Select D load.
want to download. & e g G el
. . MyDrive > Files > Tracking ~ (ah & i H @
e Click the More actions button. F New yoe v e 2 e
Nam R h
Select Download Priority o oo )
- @ My Diive E Promotion Results A + ‘Add to workspace Nov 15,2019 me
. ) . Move to
Shortcut: You can also right-click a file > 1 classoom 0200TRCN § it stared
or folder and select Download from ’ : :“’“ Trps BookedYOY 4 24 Rename 125,201 me
- B Fies
the menu. » I8 Meeting Documen. Vacation Tracker @ Viewdetails Jan 13,2020 me
» A Pictures eton Trackert 0] Makea copy PR
A copy of the file is downloaded to » B Tacing €t @ ravataiee i
py
your computer. Google files are * BB Trade Show Docs L Download
) L m -
converted to corresponding Office file : - -
types, e.g. Google Docs files are s
converted to Microsoft Word files. If
multiple files were selected, they’re =
. . 6.3 MB of 30 GB used
downloaded in a zip folder. aoy sromice
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Manage File Versions

When you have a number of people collaborating on files, it can be helpful to view the activity history and
know how to work with versions.

Wiew the History of a File or Foldeﬂ | Commented [IG37]:

1. Select the file or folder you want to view the history of.

If you want to see the history of a file or folder, you can view its Activity log.
2. Click the View details button.

° Select the file or folder you

. . Drive Q. searchDrive o 3. Click the Activity tab.
want to view the history of. & Y
E Click the View details button Foew My Drive > Files > TradeShowDocs + @ [ i B O
Name 4 Owiner
The Details tab opens, where Friorty >
Branded-Cart. e Nov 1,2019 me
you see a preview of the fileas |~ & wore "
weII as some USerl data, » : Classroom B3  Trade Show Goalsxisx & me Nov 1, 2019 me
. . " . » Docs . X
|nC|Ud|ng file size, owner, and — [  Trade Show Guidelines docx me Oct 18,2019 me
creation date. » B Mesting Documen
. . » I Pictures
e Click the Activity tab. P
. B
Here, you see a running log of . -' : rece showecs
orms
the file’s history, including » i e
what the change was and who ) Sides
made the change. This can be
L. &  Storage
very useful when auditing the
6.3 MB of 30 GB used <
content for notable updates. BUY STORAGE
‘ - y
& Drive Q searchDrive - o ® = §
‘ Foew My Drive > Files > Trade Show Docs ©® m H B @
‘ Priority fome 3 Trade Show X
LB e B ermncecartipg Coals.xlsx
» @B Classoom E  Trade Show Goals.xisx == Details Activity
! : poss [ Trade Show Guidelines docx Lastweek
- Files.
» [ Meeting Documen. Tue 410 PM
» A Pictures P You shared an ftem
» B Tracking [ Trade Show Goals.xisx
» [ Trade Show Docs
- @ coviiek ochoa Can edit
» B Foms
» @ Sheets
R - Siides Tue 408 PM
ﬁ You restricted access to an item
= storage B3 Trade Show Goals.xisx
6.3 MB of 30 GB used f;
BUY STORAGE
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Upload a New Version

Imagine you’re working on an Excel spreadsheet with a few other people. You send out a link to your
teammates, but after a few days realize you need to make a change to the file. If you simply update the
spreadsheet and re-upload it to Google Drive, the link you sent to your teammates now directs them to the

wrong file.

For files that aren’t Google files (Microsoft Office files, images, etc.), Drive allows you to replace an older
version of a file with a new upload, all while retaining its link.

o Select the file you want to
replace with a new version.

o Click the More actions button.
e Select Manage versions.

Shortcut: You can also right-
click the file and select Manage
versions from the menu.

o Click Upload New Version.

L Drive
+ New

Priority

-@  wome

» BB Classroom o [ Trade Show Goals.x

» @@ Docs
~ B Fies

» @ Meeting Documen...

» A Pictures

» @A Tracking

» [ Trade Show Docs
» B Forms
» B Shests
» [ Siides

= storage

6.3 MB 0f 30 GB used
BUY STORAGE

Q  search Drive - (ﬁ; i1 ﬁ
f :: 6}

MyDrive > Files > TradeShowDocs ~ @ [

-
&

Name Open with B

B ranced-cartipg = Add to workspace 5
Move to
Add to Starred

Rename

N E o+

[ Trade Show Guidelin

View details
Manage versions
Make 2 copy

Report abuse

FOoO® O

Download

Last modified

Nav 1,2019 me

Nov 1,2019 me

Oct 18,2019 mq

Commented [IG38]:
1. Select the non-Google file you want to replace with a
new version.
2. Click the More actions button.
3. Select Manage versions.
4. Click Upload New Version.

5. Select the new file.

6. Click Open.

Manage versions

Older versions of Trade Show Goals xisx may be delsted after 30 days or after 100
versions are stored. To avoid deletion, select Keep forever in the file's context menu.
Leam more

UPLOAD NEW VERSION o

Current version Trade Show Goals xisx
Now1,2019.2:06 PM Kayls Claypoa

Version 2 Trade Show Goals.xisx
0ct31.2019, 325PM  Kayla Claypool

Version 1 Book xisx
$2p 52010, 107 PM._ Kayla Clayposl

© 2020 CustomGuide, Inc.
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Select the new file.

° Click Open.

Note: New versions of a file can have a
different file name or even file type
than the previous version.

The file is replaced with new version. If
this file was owned by someone else
originally, they will still be the owner of
the file you uploaded.

@ Open
« © 4 B> ThisPC » Deskiop

Organise ¥ New folder

# Quick access
4@ OneDrive
3 This PC

¥ Network

Vacation Tracker

X

Search Desktop 3

EM o e
2

Trade Show Goals

File name: | Trade Show Goals

7] (i gl
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]Download or Delete a Previous Version

Previous versions of a file are stored for a period of time. If you want, you can download or permanently

remove a previous version.

Select the file you want to
manage a previous version of.

L Drive
+ New

Priority

Click the More actions button.

Select Manage versions.

@ wowe

Shortcut: You can also right-
click the file and select Manage
versions from the menu.

» @A Classroom
» @@ Docs
~ B Files

» I8 Meeting Documen...

Note: Previous versions of

» [ Fictures
Google Drive files don’t take up » B Trcking
space in your Drive account, » B Trade show Docs
but the previous versions of : : ;mu
non-Google files do consume + m sides

storage space.

= Storage
Click the More actions button
next to the version you want to

6.3MB of 30 GB used
BUY STORAGE

Q, Search Drive -

My Drive > Files > TradeShowDocs ~ @ [

Name

& BrandedCartipg =

o Trade Show Goals.xl;

[  Trade Show Guidelin

N
&

Open with >

Add to workspace >
Move to

Add to Starred

N+

Rename

View details
Manage versions
Make a copy
Report abuse

Download

o006

@Jzisﬁ
i om0

Last modified

Nov1,2019 me

Nov 1, 2019 me

0ct 18,2019 my

Commented [I1G39]:
1. Select the file you want to manage a previous version
of.
2. Click the More actions button.

3. Select Manage versions.

4. Click the More actions button next to the version you
want to manage.

5. Select Download or Delete.

manage.
Select Download or Delete.

Note: Google will
automatically merge file
revisions together over time. If
you don’t ever want a version
to be deleted, select Keep

forever from this menu.
[]

Manage versions

UPLOAD NEW VERSION

Current version Trade Show Goals xlsx
Mon 1002 AM  Kaya Claypoo

Version 3 Trade Show Goals.xisx

Older versions of Trade Show Goals.xIsx’ may be deleted after 30 days or after 100
versions are stored. To avoid deletion, select Keep forever in the file's context menu.
Leam more

M

Nov1,2010, 206 PM_Kayla Claypos

Version

0ct31.2019,325R

Version 1 Ronk |

[ Keep forever

© 2020 CustomGuide, Inc.
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Sync with Your Computer

When you want the files stored in your Google Drive to be accessible from your computer, you can install
the Drive File Stream application.

Drive File Stream syncs content directly from the cloud to your PC or Mac. The files remain stored in the
cloud, so any changes made by you or other collaborators are automatically updated everywhere. If you will
be working offline, you can selectively make files accessible offline. Once you reconnect, the files sync back
to the cloud and update to the most recent version for all collaborators.

\Install Drive File Stream

c Click the Settings button. i *

If you’re using a Google
Account for work or school, a

. X L L Drive Q  Search Drive -
Get File Stream option is listed.
. Py 5 ft Setti
Google Accounts for individuals | | new MO > Fiee g
will have a Get Backup and o Narie. 4 Keyboard shortcuts

Sync option instead. The =
app'llcta\tlons are S|m.|lar,. but R =
optimized for organizational or » m ocs

B PFictures
personal use. ~ B s

B

m

e Select Get Drive File Stream.

Trade Show Docs
~ @ mybrve

Tracking me Nay 15,2019

» BB Meeting Documen Mesting Documents

» A Pictures

Travel the World docx . Nov 22,2019 m
» I Tracking

A neW browser tab opens Wlth » [ Trade Show Docs L) Trade Show Materials.zip
more information about File e

[  Technology Proposal.docx me Now 7,2019
Stream. » B Sheets

e Expand the Download & instz
Drive File Stream section.

o Click a Download button.

o x
& Files - Google Drive X G UseDrive File Stream withwork < X ==
> C @ supportgoogle.com/drive/answer/7329379 a ¥ &
= Google Drive Help Q, Describe your issue EH ‘)

- Openfiles on your computer.

Download & install Drive File Stream ~

You might not be able to use Drive File Stream, or your organization might install it for you.
If you have questions, ask your administrator

To download Drive File Stream:

DOWNLOAD FORWINDOWS DOWNLOAD FOR MAC

1..0n your computer, open
- DriveFileStream.exe on Windows
- DriveFileStream.dmg on Mac

2. Follow the on-screen instructions.

System requirements

46 [Your Company Name]
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“| Commented [1G40]:

1. Click the Settings button.
2. Select Get Drive File Stream.

3. Expand the Download & install Drive File Stream
section.

4. Click a Download button.




]Open Drive File Stream | Commented [1G41]:
1. Click the Drive File Stream icon on the taskbar.
0 Click the icon

on the taskbar.

2. Click the folder button.

Here, you can see the sync 3. Navigate to the Drive folder you wish to access.

status, recent activity, and

notifications. P Kayla Claypool
kaylaclaypool@customguide_com
o Click the folder button. activity
. . o Travel the World.docx
e Navigate to the Drive folder

you wish to access.

Technology Proposal.docx
Synced

Branded-Cartjpg

You’ll see all the same files that are

stored in your Google Drive. You can ) | Trade Show Guidalines coc
add, organize, and open Drive content,
including Microsoft Office files, directly
from here. The cloud icon on folders
and files means that they are synced to
Drive. Any changes in File Stream will
automatically update in Drive and any
changes in Drive will automatically

Trade Show Goals xlsx
Synced

Survey Results.xlsx

Everythingis up to date

A < Manage | Google Drive File Stream (G) - o x
update in File Stream.
Home  Share  View  DriveTools ]
1 > ThisPC » Google Drive File Stream (G v|© | Search Google Drive File Stres... 0
Name N Date modified Type Size
s Quick aceess
B My Drive 1/17/20 9:37 AM File folder
@ OneDiive
I This pC

B 30 Objects

B Desktop

 Documents
Downloads

B Movies

b Music

=] Pictures

& Local Disk (C:)

i DVD Drive (D) |.CC

Google Drive File St

Dropbox for Busine:

iCloud on Mac' (¥:}

Home on 'Mac' (Z)

HHHI

o 12 R=kd
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\Make Content Available Offline\

By default, Drive File Stream doesn’t store a copy of your files locally on your computer; it’s all stored in the
cloud. However, if you will be without the internet, you can make content available offline.

Right-click the file or folder you
want to make available offline.

A green checkmark replaces the cloud
icon to indicate it’s available offline.
Once you are connected to the
internet again, the content will
automatically sync to the cloud, so the
latest version is available on Google
Drive from a browser.

Select Drive File Stream.

Select Available offline.

\Pause or Resume Syncing

& [ = 1 Fites

€« v

Home  Share

 Quick access
@ OneDrive

[ This PC
1 30 Objects
B Deskiop
|5 Documents
¥ Downloads
B Movies
D Music
& Pictures
‘L Local Disk (C:)
5 DVD Drive (D4 J_CC
= Google Drive File St
== Dropbox for Busine:
= iCloud on"Mac' (¥:

= Homeon Mac' (Z)

24 items

View

2 > ThisPC 5 GoogleDrive

Name.

&
%) Meeting Docun &
] Pictures [
%) Track (8]
*, Trade Show Do
B Event Letter &
(& nst logo
@ Old Survey Rest
@ Survey Resuits
3 Technology Pro

¥ Trade Show Ma
) Travel the Werl¢

Open

Open in new window

Pin to Quick access
Open with Google Drive
Copy link to clipboard

Share with Google Drive

Scan with Windows Defender...
Give access to
Restore previous versions

Include in library

Pin to Start

Show in Finder

Share on
Sendto
Cut
Copy

Create shortcut

Delete

Rename

Properties

o

Type

Drive File Stream >

v

v

v

Search Files

File folder

File folder

Available offline
+ Online only

PG File
XLSX File
XLSX File

= [

If you want to stop content from automatically syncing between your Google Drive cloud and Drive File

Stream, you can pause syncing.

When paused, Drive File Stream won’t
sync local changes to Drive.

Click the Drive File Stream icon
on the taskbar.

Click the Settings button.

Select Pause Syncing or
Resume Syncing.

& | B = | Files
Home Share View
< © 4 &> THisPC > GoogleDrive File Stream (G) » MyDrive > Files » “© | SesrchFies
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| Commented [1G42]:

1. Right-click the file or folder you want to make available
offline.

2. Select Drive File Stream.

3. Select Available offline.

| Commented [IG43]:
1. Click the Drive File Stream icon on the taskbar.

2. Click the Settings button.

3. Select Pause Syncing or Resume Syncing.




Manage Notifications

If you want to be alerted to changes made to items in your Drive, you can update your browser and email

notifications.

]Adjust Notifications

o Click the Settings button.

0 Select Settings.
o Click the Notifications tab.

By default, email notifications
are enabled, but you can
uncheck the box to turn them
off if you’d prefer not to get
them. If you’re using Google
Chrome, you can also set up
browser notifications.

o Modify the notification
settings.

Here, you can fine-tune what

you’d like to be notified about.

It’s a good idea to only allow
the most important
notifications since they can
become distracting if they’re
too frequent.

e Click Done.

Now you’ll start getting notifications
related to the selected options.
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“| Commented [1G44]:

1. Click the Settings button.

2. Select Settings.

3. Click the Notifications tab.

4. Modify the notification settings.

5. Click Done.




Wiew Drive File Stream Notifications\

You can view desktop notifications to see important changes that have been made to your files.

a Click the Drive File Stream icon
on the taskbar.

e Click Notifications.

Here, you'll see the recent notifications
pertaining to your File Stream content.
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Commented [IG45]:
1. Click the Drive File Stream icon on the taskbar.

2. Click Notifications.
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