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Introduction to Google Drive

Objectives:

e Learn how to access your Google Drive account

e Learn to create new documents using Google Drive

e Upload files to store on Google Drive

e Share files and folders with others using Google Drive
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What are these icons?

Google Docs: Write a letter, resume, or other
document.

Google Sheets: Create a table to organize
@ information and perform calculations.

i Google Slides: Create a presentation to display

on a large screen while you are giving a talk.

Vocabulary

Apps Tray: Shows all of the features included with your Gmail account. The icon looks like this:
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Upload: Copy a document or file from your computer or flash drive to the Internet.

Download: Copy a document from the Internet to your computer or flash drive.

Share: Allow other users to see (and potentially edit) files you have in your Google Drive.

Sync: Short for “synchronization,” this is when Google Drive duplicates files on your device in “The

Cloud.”

The Cloud: Many people get confused by this term, but it simply means online storage.
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Your Google Drive Menu

Your Drive — Where all your files

GG glE Drive Q, in your Google Drive are displayed

Shared with me-a short cut to the
My Drive documents you did not create but
have access to

Shared with me
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Google Photo - , : where you can store just photos
Starred
Trash
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temporary stored
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Navigating a Document

Ele  Edit

=1 x|

A (- ) B https://docs. google. com/document/d/ 1zbuk 1ELLUMNA AUROCEWIHFjA 7BSTnV 3-gVU-—UJU_BKCE fedit c | ‘ Q search | ﬁ E ‘ ﬁ‘ 9 =

|2 Most visited (. cLSD webmail (. €CLSD StaffSite [T phpschedulelt (. cBpL [ Koha M1 Gmail

802FuruyamasSpecialTopics.docx ]
File Edit View Inset Format

gfuruyam@g.emporia.edu

£ Table Add-ons Help All changes savedin 8 Comments

oo o~ P 100% -  HNog - Times Ne... - 12 - B I U A
—

Ty # Editing

1 2

-

Double-click the title to change

the title of your document OPICS IN REFERENCE <52 28 2 15 tf) get
tentify, describe, and discuss stre baCk to Google D”Ve

Internet resources. (300 words)

Share
Documents

The most obvious strength of the Internet is its ease of use. Internet search engines
such as Google give rapid results to searches that are otherwise tine consuming. Perhaps
nothing has contributed more to the Internet’s popularity than its convenience. Cassell &
Hiremath (2013), note that Google’s rise in popularity from 1998 to 2008 correlates with
a drop in reference transactions in the same time period (p. 263). Internet resources have
certainly played a major role in the decline of reference transactions.

Another advantage of the Internet is its currency. Unlike print resources, Internet
resources can be updated as needed. As Cassell & Hiremath (2013), mention, in the four
months between the inauguration of the 112% U.S_ Congress and the publication of the
Congressional Directory, the best option for those searching for the contact information
of congressional representatives was the U.S. Senate’s website (p. 263). In situations like

this. it is easy to see the value of the Internet as an information resource.

A few ways to use Google Drive

Create and store your resume (Using Google Docs)
Backup important documents & files

Write a paper (Using Google Docs)

Maintain a budget (Using Google Sheets)

Create a presentation (Using Google Slides)

Share documents with friends

Have a group all work and contribute to the same document at once (All
formats)
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Uploading a File

Uploading files to the Internet simply means you are saving a copy of a file on the Internet. Uploading
files to Google Drive allows you to access your files from any computer with an Internet connection!

Step 1: Click
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Step 3: Find where your file is saved on your computer
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Organize - Mew folder = - E;l @
= 5 Favorites —_ Mames = I Date modified | Type

Bl Desktop GaryResumed. 10, 1 a/9/2015 1:52 PM Microsoft Word
& Downloads

o=
1=\ Recent Places

=l = Libraries —

|5 Documents Step 3c: Find the FILE

d"‘ Music

[ (& Pictures

BE videos Step 3d: Click OPEN

= j-;_l Computer
£, windows7_0s {C:)
E e USE20FD (D)
.. Gary's Stuff
%?’ Lenovo_Recovery |

mpﬂ Bl damels ﬂ * I I ﬂ
File name: | | |anFRgs |

March 2017



Downloading Files

Downloading saves a copy of a file from your Google Drive to your computer. Once it is saved to your
computer, you can upload or change a file as needed.
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Your file will automatically be saved

in the DOWNLOADS folder
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Google Drive for PC/Mac Computers:

Download this program to your computer for easy syncing. With this program, when you save files to
a Google Drive folder on your computer, it synchronizes your files to Google Drive on the web,
making them available anywhere, at any time, on any device. Get it here:
https://www.google.com/drive/download/

Google Drive for Mobile Devices:

Android: Since both Android & Google Drive are Google products, Google Drive comes pre-
installed on your device!

I0S (iPhone & iPad): Download the Google Drive App for FREE in the App Store.

For More Assistance Using Google Drive:

At the Library: Visit the reference desk for help, or schedule a 1-on-1 tutoring session.

Google Drive Support Center: http://support.google.com/drive
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Google Drive Word Search
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