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Welcome to Instant Google Drive Starter. This book has been especially created to
provide you with all the information that you need to get up to speed with Google
Drive, a web-based application that allows you to store, edit, and share your files
online using the Internet. You will learn the basics of Google Drive, how to work
with files online in the "cloud", and how to share and collaborate in the cloud with
other people.

This book is broken down into the following sections:

So, what is Google Drive?: Learn about cloud-based storage, how to access your
files from anywhere, and why it's so much more convenient than being tied down
to using files on just one computer.

The Google Drive user interface: Get a high-level overview of all the pieces of the
Google Drive user interface. Learn about the files list, Navigation panel, toolbars,
search bar, and more.

Quick start — creating documents and uploading files: Learn how to create new
documents, spreadsheets, and presentations using the built-in programs that
come with Google Drive, and how to upload files from your hard drive directly
into Google Drive.

Top 7 features you need to know about: Learn how to perform tasks with the most
important features of Google Drive. By the end of this section you will be able to
organize your files, search and filter files, share files with other people, discover
and use add-on programs, automatically keep files in sync with your hard drive,
and use Google Drive on your phone or tablet computer.

People and places you should get to know: Discover the community around Google
Drive. This section provides you with many useful links to the project page and
forums, as well as a number of helpful articles, tutorials, blogs, and Google+ pages
for Google Drive.
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So, what is Google Drive?

Google Drive is a place where you can safely store your files online and access them from
anywhere. When you use Google Drive, your files are stored remotely on the Web instead
of your computer's hard drive. This is the main idea behind "cloud computing".

Once your files are online and "in the cloud", you can access and edit them from wherever you
are using any standard web browser. You can even use your smartphone or tablet computer to
access your files on the go. You can also share your files with people that you choose, making
it easier than ever to collaborate with others and get stuff done.

Google Kl o se ) F1- :
g N Family Q o
- FOLDER!
Drive -] = o -
- Genealogy Project
TTLE owner LAST MODIFIED Reunion
- My Drive |
B Genealogy Project me 940 am e
| - Famiy
Genealogy Project 1 Reunion me 936 am e
[ Reunion [ 26th anniversary slideshow for mom and dad me 953am e '
~ I Financial 25th anni
annivers...om and dad
B Scanned receipts & College Fund Tracker - Sarah and Dylan me 9:52am (=]
B Texes Get well card me 944 am
B Medical Records = College Fun...ah and Dylan
» B Photo Albums & Holiday card mailing list me 846 am
» B Recipes Holiday ski lodge option 1.JPG me 12:03 pm Get well card
™ R
eeume B Home improvement lst me 952 am e
> I Travel 5 I
» BN Work Related i Household Budget me 836 am e ;5 Holiday card mailing list
Shared vith me B Potiuck party ideas me 9:54 am e
Starred ] Holiday ski lo...ption 1.JPG
&5 Sarah's spring choir concert. mpg me 950 am
Recent
More » [ Shopping list me 849 am Home improvement list
=]
Download Google Drive B Year-end letter me Sep 14
- Year-end letter (in PDF format).pdf me 944 am e — ~ —

What kind of documents can you keep in Google Drive? Well, everything. You can keep photos,
videos, PDFs, text documents, spreadsheets, presentations, and more. Anything that you keep
right now on your hard drive, you can store online with Google Drive.

Google Drive also includes an optional free sync program that runs on your computer and keeps
files synchronized between a folder on your hard drive and Google Drive on the Web.

That way, whenever you create or make changes to a file, either on the Web or on your hard
drive, it will automatically be kept in sync between your computer and the cloud.
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What can you do with Google Drive?

Working with files in the cloud is a little bit different from what you may be used to, but it is
much more convenient. You can edit your files from anywhere and you can share and collaborate
on files with other people. Importantly, your files in the cloud are safe if there is ever a problem
with your hard drive. Here are some examples to give you an idea of the things you can do with
Google Drive:

+

Create a presentation: Let's say you need to make a presentation. You create a

new Google Slides presentation in Google Drive, get a rough draft of the slidesin a
reasonable shape, and share it with your co-worker. (With Google Drive, there is no
need to e-mail versions of files around.) Your co-worker makes a few comments on your
slides, and you make the recommended changes. Once you've given the presentation,
you share it publicly so everyone has access to the slides afterwards.

Write a report as a group project: Your teacher or boss has tasked you with creating a
report for a work or school project. The data is collected in a Google Sheets spreadsheet,
with each person in the team adding their own data. They can even enter data using their
phone or tablet, and with Google Drive, everyone can edit the spreadsheet at the same
time—there is only one copy of the spreadsheet to keep up to date. Next, the entire team
collaborates on the report, using Google Docs, with each person writing a section. And
when you're done, you can convert it to a PDF file and share it with your boss or teacher
for their review.

Work with Microsoft Office documents: Let's say a company that you work with uses
Microsoft Office, and sends you a Microsoft Word document. You upload the document
to a shared folder on Google Drive, where you and a co-worker review it and make a
few changes to the shared copy. When done, you e-mail the revised version back to
the person who sent it to you as an attachment, all directly from Google Drive.

Upload and share vacation videos: You just got back from vacation, and are eager to
share videos of you learning to ski with your family. The videos are too large to e-mail.
So instead you upload the videos from your camera's memory card into a new folder in
Google Drive, and then share that folder with a few of your family members. They get
an e-mail notification, click on the link in the folder, and are able to enjoy the moment
when you got up on two skis for the first time. They can view the videos and photos
right on their phone or tablet.

Keep a backup of your important files: You have several years of irreplaceable family
photos, school projects, and home business records stored on your computer's hard
drive. Because hard drives can fail, you want to back these files up. So you download
and install the Google Drive sync program, which then automatically uploads and
syncs files and folders of your choice to the cloud. If something ever happens to your
computer, your cloud backup is there for you in Google Drive.
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As you can see, with Google Drive, you aren't limited to just built-in document types (such as
Google documents, spreadsheets, and presentations). You can open, view, share, and comment
on almost every type of file such as PDFs, Microsoft Office files, photos, and videos. And with
third-party add-on programs, you can go beyond viewing and actually edit special types of files
such as Microsoft Office documents, all online from any web browser, phone, or tablet computer.

First steps for using Google Drive

Getting started with Google Drive is easy and free. All you need is a Google account and an
Internet connection. You may already have a Google account (for example, an e-mail address
ending in gmail.com), and if not, creating one is easy. Note that you can use any e-mail address,
not just those ending with gmail . com for your Google account.

To get started, simply visit Google Drive on the Web with your web browser at https://drive.
google.com/. From there, you can log in with your existing Google account or create a new one.

You don't have to make the switch to the cloud all at once. You can start using Google Drive for
creating new documents here and there, or you can upload files one at a time as you need them
in the cloud. Alternatively, download the sync program to automatically keep large amounts of
folders and files in sync between your computer and Google Drive. Whether a little or a lot, it's
up to you how much you use Google Drive.
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The Google Drive user interface

The Google Drive user interface (Ul) is the screen you see when you visit the main Google Drive
page with your web browser (located at https://drive.google.com). It's made up of seven
main sections and looks something like the following screenshot:

+GDrive  Search Images Maps Play YouTube News Gmail Drive Calendar More -
Google 6 o | o Suarer [0] [+ sham
Drive 7 G5 ] ] @ More - 2 st~ | = |2 e}
My Drive b Family » Reunion
E Reunion location.jpg
TITLE OVINER
~ My Drive
B8 Reunion Photos me
- I Family
B Genealogy Project - Lodge Confirmation Receipt. pdf 1 me
R .
8 Reunion 5 Reunion Attendee List me
» [ Financial
B Medical Records Bl Reunion Email #1 me
» I8 Phato Albums w1 Reunion location.jpg me
» Il Recipes Open
B Resume [ Reunion Slideshow Qpen with me
» I Travel 2+ Share
» 8 Work Related
Shared with me Add star
Starred - Don't show in Activity list
Recent QOrganize...
Mare ~ Rename

Download Google Drive

Mark as unviewed
Export to Google Docs
Manage revisions

View authorized apps

Visibility
GDrive Starter

Download None
Prevent viewers from downloading
W Remove
B Reunion

Private to only me

owner

Note that 3 — Context menu only appears when right-clicking on a file.

Al

Q

Heads up: The Google Drive user interface will change over time!

Google makes continual improvements and adds new features to

its products in response to customer feedback. As a result, the user
interface shown previously will change and evolve over time, so what
you see online may not exactly match the screenshot given.

Here is an overview of each section, corresponding to the preceding numbered screenshot.
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1 - Files list

The Files list is the main list where your documents and other files show up. It is generally similar
to how files are displayed on your computer, except with Google Drive your files are in the cloud.

Famiby Reunion

TITLE OWUNER LAST EDITED BY ME
Reunion Photos me 1:00 pm

- Lodge Confirmation Receipt_pdf me 1:09 pm

il Reunion Attendee List me 1:00 pm

B Reunion Email #1 me 1:00 pm
Reunion location_jpg me 1:09 pm

[ Reunion Slideshow me 12:54 pm

Here are some important notes on the Files list:

+

Each file is displayed in a row showing its filename and an icon. The icon shows what
type of file it is: text document, image, PDF folder, and so on.

To open a file, simply click on its name.

You can select multiple files by using the checkboxes on the left-hand side. Many
actions, such as starring and sharing, can apply to multiple files.

You can star (or "mark") a file by clicking on the star icon, which is your way of saying
this file is "special". Later, you can use the Navigation panel (discussed later) to show
only starred files.

One or more labels can appear next to the file's name. If the file is in a folder, the name
of the folder will be shown. If the file is currently shared with one or more people,
the label Shared will appear.

To the right of the filename is a column called OWNER. This shows who owns the file,
which is generally whoever created it. If you created the file, this will say me. If someone
else created the file and shared it with you, it will show their name instead.

A date will appear on the end of the row. Depending on how you've chosen to sort your
Files list, the date can represent the date the file was last modified or the date the file
was last opened by you, and so on.
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+

On any row, you can right-click with your mouse to bring up the Context menu, which
shows some advanced actions you can perform on files. Refer to the Context menu
section given later for more information.

Now that you've got your files in front of you, it's time to start working with them. Read on to
learn about the toolbars and the Context menu.

2 —Toolbars

The toolbars give you quick, one-click access to several important features, with additional
actions you can take appearing under the More button. The following toolbar appears when
you have selected a document:

2 3 2 5

at | [] @® More

Here are the file actions you can access from the toolbar:

+

1—Share: Opens up the Share window that lets you share a file with one or more
people. Refer to the Sharing files with other people section given in the Top features
you'll want to know about section for a tutorial on sharing in Google Drive.

2 —Organize: Opens up the Organize window that lets you choose the folder in which
you want to put a file.

3 —Remove: Puts the document into "Trash" if you own it, or prevents it from appearing
in Google Drive if it is shared with you.

4 - Preview: Opens up the Preview panel with a side bar that appears on the right-hand
side that contains additional details about a file (refer to the Preview panel screenshot
given next).

5 —More: Displays a menu containing additional actions that you can take on the
selected file. This is the same menu that appears if you right-click on a file to display
the Context menu (described in the following section).

To the right-hand side of the main toolbar is a second toolbar with additional options:

1 2 3

Sort

[l
o
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4+ 1-Sort menu: Lets you choose how your Files list is sorted. You can sort it by:
°  Last edited by me: When you last made a change to the file

°  Last modified: When the last change to the file was made by anyone,
including you and people with whom you have shared the file

°  Last opened by me: When you last viewed or opened the file

°  Title: Alphabetically by the name of the file

°  Quota used: By the amount of space the file is taking up in Google Drive
4+ 2-View type: Controls whether your Files list shows up as a row-by-row listing

(in the list format, as shown throughout this book), orin a grid of larger images
but with less detailed information.

4+ 3-Settings menu: Displays a menu containing settings (configuration options) for
Google Drive, as well as Help information, Keyboard shortcuts, and other options.

3 — Context menu

The Context menu appears when you use the mouse to right-click on a file in the Files list.
The menu also appears when you click the More button on the toolbar.

Open
Open with 4

aF Share 4

Add star
Daon't show in Activity list

Il Organize

Rename

Mark as unviewed
Export to Google Docs
Manage revisions
View authorized apps
Download

Prevent viewers from downloading

B Remove
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This menu gives you access to all the actions you can take on a selected file. Here's a quick
description of some of the most important actions:

10

+

+

+

Open: This option opens the file in a new browser tab. This is the same as simply
clicking on the file.

Open with: This option lets you choose a specific application to use to open the file.

For example, this could be an add-on program that you previously installed (refer to

the Using third-party add-on applications section given in the Top features you'll want
to know about section).

Share...:This option opens up the sharing screen where you can share a file with one or
more people (refer to the Sharing files with other people section given in the Top features
you'll want to know about section).

Add star: This option marks the document with a star.

Don't show in Activity list: This option prevents this item from being tracked and
showing updates when you are in the Activity mode.

Organize...: This option opens the Organize screen, where you can choose which
folder to put the selected file in.

Rename...: This option allows you to type in a new name for a file.

Mark as unviewed: When a file changes in Google Drive, it appears in bold, indicating it
has not been viewed since the last time it was changed. Select this option to manually
toggle whether the file should be marked as unviewed.

Manage revisions: This option opens the Manage revisions screen, allowing you to
view and download previous versions of a file, as well as upload new versions.

View authorized apps...: This option opens the Authorized apps screen, showing
which third-party add-on applications have permission to access the selected file.

Make a copy: This option creates a copy of the file in Google Drive.
Download: This option downloads the selected file to your computer's hard drive.

Prevent viewers from downloading: If you own the file (if it was created by you),
this option will appear and selecting it will prevent people you have shared the file
with from downloading a copy to their computer.

Remove: This option puts the document into the Trash if you own it, or prevents it from
appearing in Google Drive otherwise if it was shared with you. Refer to the Deleting files
section given in the Top features you'll want to know about section.



Instant Google Drive Starter

4 — Navigation panel

The Navigation panel appears on the left-hand side of the screen, and serves two main purposes.
First, under My Drive, your personal system of folders will appear. This is the folder hierarchy or
tree that you may have created (or not—the choice is yours!). Think of it as a filing system that
you use to keep your files organized.

Secondly, the Navigation panel lets you quickly change "views" of your files. For example, you can
click on Starred and only those items that you have starred will appear in the Files list.

= Wy Drive
- Family
Genealogy Project
r Reunion

» Financial
Medical Records

r Photo Albums

» Recipes
Resume

r Travel

* Work Related

Shared with me

Starred
Recent

More -

Download Google Drive

Using the Navigation panel is very easy:

+
+

+

Click on any folder to show the files in that folder.

Reorganize folders by dragging-and-dropping them where you like (for example,
under a different folder).

Put files in a folder by dragging the files from the Files list into the folder of your choice.
Star a file by dragging it from the Files list onto the Starred label.
Put a file in Trash by dragging it from the Files list onto the Trash label.

11
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There are many items in the Navigation panel that you can click on that will change the
"view" of your Files list. (Note that some labels are initially hidden underneath the More label.)
Here are some of the labels you can click on, and what they do:

12

+

+

My Drive: This is where all the files you create are stored. Click on the small arrow to the
left-hand side of My Drive (or, you can double-click on the My Drive label) to expand
this root folder and to see all of the folders underneath it.

Shared with me: This is where files and folders that were created by someone else, but
have been shared with you, appear.

Starred: This will show only those files that you have previously Starred.

Recent: This lists all the files that have recently been edited or opened by you. It's an
effective way to get to your most frequently used files.

Activity: The Activity view lists all files, in order of the most recently modified, as well
as information about who last modified the file. It's a useful view when collaborating
with others on a group of documents. For example, in the workplace or in a school
setting, use this view when multiple people may be making changes to documents
shared with the larger group.

Offline Docs: Lists those files that are available for you to view offline without an
Internet connection. If you don't have this feature enabled, clicking this will give you
details on how to enable it. Offline Docs are supported only when using the Google
Chrome web browser.

All items: Shows a listing of all the files in your Drive, no matter what folder you created
them in or whether they're shared with you. If you're sure you have a file but can't find
it, use this view (also useful in conjunction with the Sort function).

Trash: When you choose to remove a file that you created (via the Remove option in
the toolbar or the Context menu), the file will be placed in the Trash. Use the Trash view
to see all files that are in your Trash. For more information, refer to the Deleting Files
section given in the Top features you'll want to know about, 1 — Working with files and
folders section.

Owner, type, more: This opens up an advanced search options pop up that allows you
to search for files using a variety of criteria, such as file type. For more information,
refer to the Searching for files section given in the Top features you'll want to know about
section.

Download Google Drive: This section takes you to a page where you can download the
Google Drive sync program to your computer, which will keep files in sync automatically
between Google Drive and your computer. Refer to the Using the Google Drive sync
program section given in the Top features you'll want to know about section.
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5 — Preview panel

The Preview panel appears on the right-hand side of the screen and shows you additional details
about a selected file. Note that the Preview panel is not shown by default. To show it, first select
a file, and then click on the Details icon in the toolbar.

" Reunion location.jpg ®x

SHARING &
Wisibility Private to only me
GDrive Starter owner

B Reunion

Here's an overview of the information shown about a file when the Preview panel is open:

4+ Filename: The name of the file appears at the top. Click on the filename to open the file.
4 Thumbnail: If available, a small picture or thumbnail will be shown for the file.

4 Sharing: This option lists the owner of the file, and all the people who have access to a
file. If you created the file, the owner will be you, and the people with whom you have
shared the file will each be listed here.

4+ Description: Every file can have a description, which you can provide. To add or update
the description, simply click on the current description text and start editing.

4+ Folders: This option shows the folder in which a file appears.
4+ Revisions: This option shows the previous versions that have been recorded for a file.

4+ General Info: Information about when a file was last modified, and by whom,
will appear here.
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6 —Search bar

The search bar appears at the top of the screen in Google Drive:

+GDrive  Search Images Maps Play YouTube MNews Gmail Drive Calendar More -

GO SIC “ GDrive Starter n Share

It contains several key parts such as:

4+ Links to other Google Properties: At the very top are links giving you one-click access to
several of the most prominent Google services such as Search, Images, Maps, Gmail,
Google+, and more. These will open in a new tab when you click on them.

4+ Search box: Type in a search query in the search box to search for files in Google Drive
that contain the specified text. Refer to the Searching for files section given in the Top
features you'll want to know about section for more information on searching.

4+ Account information and Google+: This shows you information about the currently
logged in user (you), allowing you to switch accounts or sign out as needed. This is
also where you can share to Google+, and also check your Google+ notifications.

7 — Create and upload buttons

The CREATE and upload buttons appear on the left-hand side just above the Navigation panel,
and are the starting point for creating new documents and files in Google Drive.

o

B Document
] Presentation

in Spreadsheet

B Form
Drawing
B8 Folder

More 4

From template_.

Clicking on the CREATE button will display a menu that allows you to choose the type of file you
would like to create. To the right-hand side of the CREATE button is the upload button, which
you use to upload files from your computer's hard drive directly into Google Drive. The following
section shows you how to use these buttons to create new files in Google Drive.

14
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Quick start — creating content in Google Drive

By now you've gotten up to speed on the basics of cloud computing and the Google Drive user
interface. You've also seen that Google Drive lets you store files online, so you can view and edit
them from anywhere. But how do your files get there in the first place?

There are three ways you can get your files into Google Drive. First, you can use the built-in
applications to create new files such as documents and spreadsheets. Second, you can upload
files and folders from your hard drive directly into Google Drive. As a third option, you can also
install the Google Drive sync program on your computer, which will keep files in

sync automatically between your hard drive and Google Drive.

Creating new documents with the built-in applications
Google Drive comes with a built-in set of office productivity applications that work in the cloud,
right out of the box. No need to install them; they're automatically there and ready to go.

There are four main programs included in Google Drive: Docs (for documents), Sheets
(for spreadsheets), Slides (for presentations), and Drawings.

4+ Google Docs is a word processing program that lets you create and edit text documents.
There is full support for text formatting, images, lists, tables, and styles.

GDrive Starter

Family Reunion Ideas
File Edit View Inset Format Tools Table Help  Last edit was made 9 days aga by gdrivestarter

& e~ L] - P tormaltext - | Georgia - (14 - B 7 U A - - eo =

1

Family Reunion Ideas

Basic ideas:
e Family recipe book
Family history photo album
Monthly newsletter
“Best of” awards
Jackets and tee-shirts
Family reunion website
Games such as crafts, story telling, genealogy research
Activities such as hiking, mountain biking
Guitars, campfire, and smores

Keeping the kids busy:
We keep the kids busy with swimming, activity books, and a scavenger
hund

15
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4+ Google Sheets is a spreadsheet program that lets you organize information in a tabular
format. There is full support for formulas, sorting, charting, multiple worksheets,
cell formatting, and pivot tables.

GDrive Starter ~
Reunion Attendee List Comments
File Edit View Inset Format Data Tools Help All changes saved
e QT s %3 wpt- | B e AR = S -y
x =SUM{D3-D17)
A B c D E F
1 Name Address RSVP Family members
2
3 John and Jane Smith 1234 Anywhere Dr . Anywhere, CO  Yes 3
4 Sue and Chris Smith 563 Main St.. Somewhere. FL Yes 4
5 Joe and Pam Smith 104 Broadway Ave, Someplace TN -
€  Michael and Sharon Smith 1234 Anywhere Dr.. Anywhers, CO Yes 2
7 John and Jane Smith 563 Main St Somewhere, FL. No
8 Sue and Chris Smith 104 Broadway Ave. Someplace. TN —
¢ Joe and Pam Smith 1234 Anywhere Dr Anywhere, CO Yes 4
10 Michael and Sharon Smith 563 Main St.. Somewhere, FL No
4 John and Jane Smith 104 Broadway Ave, Someplace, TN —
12 Sue and Chris Smith 1234 Anywhere Dr. Anywhere. CO Yes 2
13 Joe and Pam Smith 563 Main St., Somewhere, FL. No
14 Michael and Sharon Smith 104 Broadway Ave Someplace TN -
15 John and Jane Smith 1234 Anywhere Dr., Anywhere, CO  Yes 6
16 Sue and Chris Smith 563 Main St.. Somewhere, FL VYes 3
17 Joe and Pam Smith 104 Broadway Ave. Someplace. TN Yes 2
18
19 TOTALS 8 26.
20
21
22
23
24
25
26
27
2
29
5
31
B
33
Sas B
35 8
=1 v
+ = Sheet! =SUM(D3.D17)

4+ Google Slides is a presentation program that lets you create and present graphical slides.
There is full support forimages, formatting, tables, themes, animations, and projecting.

Gorive Starter ~

Family Reunion 2013 Startpresentation ~  Comments
File Edit View Inset Slide Format Arange Table Help All changes saved

g a [\ -G-Hm
1

Click to add notes
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4+ Google Drawings is a graphics program that lets you create visually rich graphics
including flowcharts and other diagrams. There is full support for shapes, text,
images, layout, and ordering.

L s [a s |

File Edit View Inset Fomat Amange Help Al changes saved

"fng-? FQ G G- A Mo £2-=-5-——-

(@ )
You're Invited!

% To the
REUNION |

e

All of the built-in Google Drive programs support both printing and exporting to PDF and
Microsoft Office formats. Each program also has full support for sharing, so you can share
any file created with any of these programs with anyone (or keep them private so that only
you can see them).

J

Creating a document

To create a document using one of these programs, first click on the CREATE button, and then
choose the document type you wish to create from the menu that appears:

=an

E Document
[ Presentation

i= Spreadshest

B Form

Drawing
B Folder

Mare r

From template...
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For this example, we will create a document, which represents a text document created with
Google Docs (the built-in word processor program).

When you create a new document, it will always be placed
s into the current folder.

After choosing the new document type to create, a new tab will open up in your web browser,
and the selected Google Drive program will load. By default, your document will be named
Untitled document as shown in the upper-left corner of the screen.

+ Untitled document
File Edit WView Insett Format

After clicking on the name textbox, you can type in a new name for your document:

Rename Document

Enter a new document name:

| Family Reunion Ideas

Working with your new document

From here, you can start typing into your new document. You can insert images and tables,
change text formatting, and define and apply styles—all the things you expect to be able to do
in a word processing program. The same applies to using the other built-in programs including
spreadsheets, presentations, and drawings.

18
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GDrive Starter

Family Reunion Ideas Comments ﬁ
Fle Edt View Inset Format Tools Table Help Al changes saved
&5 e A L) - T tormaltext Georgia 14 B I U A Al co F= 1=

Family Reunion Ideas

Basic ideas:
e Family recipe book
Family history photo album
Monthly newsletter
“Best of” awards
Jackets and tee-shirts
Family reunion website
Games such as crafts, story telling, genealogy research
Activities such as hiking, mountain biking

Guitars, campfire, and smores

Keeping the kids busy:
We keep the kids busy with swimming, activity books, and a scavenger
hun

There are many things you usually do in Google Drive (using the toolbar and the Context menu)
that, if you prefer, you can do from inside the Google Docs, Sheets, or Slides program. We've just
seen how you can rename your document, but you can also share, star, organize, add comments,
and print. For example, starring and organizing can be done with the icons to the right-hand side
of the filename, and sharing can be accessed under the File menu or by clicking the Share button
in the upper-right corner.

Saving your data with the built-in applications

When using any of the built-in Google Drive programs, there is no need to manually click on Save.
Instead, saving is automatic and happens continuously in the background, while you type.

* Although documents made with the Google Drive programs show
%“ up in your Files list, they do not count against your storage space
’ in Google Drive, no matter how big they get.

19
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Collaborating with others on your document

We've seen that with Google Drive, you can share your documents with other people. One of the
biggest benefits of the built-in Google Drive programs is that people with whom you share that
document can all edit the document at the same time. There is only one copy of the document,
so we don't need to worry about e-mailing revisions back and forth, or overwriting, or having to
merge someone else's changes. With the real-time collaboration feature built into Google Drive,
multiple people can edit a document simultaneously and their changes are all automatically
merged and saved in the background as they type.

Working with your new document in Google Drive

When done editing your document, simply close the browser tab and return to Google Drive. You
will see the file appear in the Files list. Depending on what Sort you have chosen, the document will
appear in alphabetical order (when sorting by Title) or at the top (when sorting by Last modified).

GO S[C “ GDrive Starter Share

Drive sort ~ HH -

TITLE

~ My Drive

OWNER LAST MODIFIED
Family Reunion ldeas me 9:25 am me
Famil Y
- amily
Genealogy Project Reunion Photos me Sep 15 m=
R .
I Reunion [2) Reunion location_jpg me Sep 15 me
+ B Financial
Medical Records - Lodge Confirmation Receipt. pdf me Sep 15 me

+ I Phato Albums El Reunion Email #1 me Sep 15 me

3 Recipes - X X
Resume il Reunion Attendee List me Sep 15 me

+ I Travel

+ Bl Work Related

Shared with me

Here are just some of the things you can do with your newly created document (for more
information refer to the 3 — Context menu section and the 2 —Toolbars section given in the
The Google Drive user interface section):

4+ Open it for viewing or editing by clicking its name in the Files list.

4+ Share it with one or more people by selecting the document and clicking on the Share
icon in the toolbar.

4+ E-mail it as an attachment to one or more people by right-clicking on it and choosing
Share and then Email as attachment from the Context menu. (Because this may make
an unwanted copy of the file, it is often better to share the document directly instead.)
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4+ Rename it by right-clicking on the file and selecting Rename from the context menu.

4+ Placeitinto a different folder by dragging-and-dropping it into the appropriate folder
in the Navigation panel, or by selecting the document and clicking on the Organize icon
on the toolbar.

4+ Download the file in PDF format by choosing Download... in the Context menu and
selecting PDF as the desired format.

4+ View additional details by selecting it and clicking on the Preview icon on the toolbar.

4+ Remove it (put it in Trash) by selecting the document and clicking on the Remove icon
from the toolbar.

Uploading files from your computer

Another way to get files into Google Drive is by uploading them from your computer's hard drive.
This is a great way to quickly move files or folders to the cloud as you need them. Once in the
cloud, you can share your files with anyone (or keep them private so that only you can see them),
and access them from anywhere.

Heads up: Windows, Mac, and Linux may look a bit different

M In the examples in this section, we have used Microsoft Windows.

Q If using Mac or Linux, the screens for choosing the files or folders

to upload will look a little different. In all cases, though, the basic
functionality is the same.

Example — uploading individual files
Let's run through a quick example for uploading individual files.

1. First, open the Upload menu by clicking on the upload button in the upper-left corner,
and then select Files...:

= My Drive Files
» Family Falder

= Recipes

4 Financ
Medic} Buy more storage
k Photo v e

¥ Recipes
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2.

Next, you will be presented with a screen that lets you choose which files to upload:

Google Drive Starter

4 Libraries
3 Decuments
3, Music
=/ Pictures

a Videos

r X
€ Open [i_Z-J
@-v-vl + Saved Recipes from Jane » - ‘ 4 | | Search Saved Recipes from Jane 0 |

Organize = MNew folder =~ [l 9
=
r Favorites - Mame Size Type = Date modified
Bl Desktop Holiday Recipes File folder
& Downloads ) Antipasti Ideas.pdf 3313KB Adobe Acrobat D...
[® Google Drive - ) Baked Ziti Recipe.pdf 3313KB Adobe Acrobat D... /2012 11:39 PM
~| Recent Places T Tiramisu Recipe.pdf 3313KE AdobeAcrobatD...  6/26/2012 11:39 PM

File name: "Tiramisu Recipe.pdF’ "Antipasti Ideas.pdf’ "Baked Ziti Recipe.pdf v | Al Files

i ‘

[Coeen

|v] ‘ Cancel |

Select the file you wish to upload. You can also select multiple files to upload using

the Ctrl or Command key. Then click on Open.

Internet connection is.

Read on to learn how to monitor the progress of your file upload.

The upload progress window
Once your upload has started, a pop-up window will appear in the bottom-right side of the
Google Drive user interface, called the upload progress window.

22

4 Uploading... 1 of 3 done (58%)
Settings v Conversion: off

- Antipasti Ideas.pdf

- Baked Ziti Recipe.pdf

- Tiramisu Recipe. pdf

Uploaded

Naiting

Using 14 MB (0%) of 5 GB. 0 MB in Trash. Add storage

Cancel all
Share

Cancel

At this point, your upload will begin, and could take anywhere from a few seconds,
or minutes, or more to upload depending on how large the file is and how fast your
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Using this pop-up window, you can:

+

+

Watch as each file is uploaded, one at a time. A file's individual progress is shown with a
progress bar, and the overall progress is noted at the top of the pop up.

Cancel a file's upload (if it has not yet completed uploading) by clicking on Cancel next
to the file in question. You can also cancel the entire upload with the Cancel all button.

Open a file by clicking on its name (available once it has completed uploading).

Share a file with other people by clicking on Share next to the file you want to share
(available once it has completed uploading).

Monitor the amount of storage space that you have in Google Drive, and the amount
that you are using (this information appears at the bottom). Refer to the Managing your
storage in Google Drive section within the Uploading files from your computer section for
more information.

Uploading files using drag-and-drop

You can also upload files using drag-and-drop, which is the easiest way to upload files. To do so,
simply select one or more files on your computer, drag them into the Files list area of the Google
Drive user interface, and drop (release the mouse button).

This will start your upload just as if you had selected the files using the upload menu, and you'll
be able to monitor the upload with the upload progress window described previously.

The upload settings menu

You can set certain upload-related options using the upload settings menu. This menu is accessed
by clicking on Settings in the top-left corner of the upload pop up:

4 Upload complete — 2

Settings » Conversion: off

Convert uploaded files to Google Docs format

Convert text from uploaded PDF and image files

Confirm settings before each upload
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There are three main options in this menu:

4+ Convert uploaded files to Google Docs format: If selected, then certain file formats

such as Microsoft Office files will be converted to their corresponding Google type
(document, spreadsheet, or presentation). File conversion applies mainly to converting
Microsoft Office files into the corresponding Google type. So, Microsoft Word files

turn into Google Docs documents, Microsoft Excel files turn into Google Sheets
spreadsheets, and Microsoft PowerPoint files turn into Google Slides presentations.
Once converted, those files get all the same benefits as if they were created with a
Google program in the cloud, including collaborative editing (where multiple people
can edit the file at the same time).

Convert text from uploaded PDF and image files: If selected, then Optical Character
Recognition (OCR) technology will be applied to any PDF files or images that are
uploaded. Any text found in the PDF or image will be extracted and placed in a Google
Docs document, along with a snapshot of the original image or PDF.

Confirm settings before each upload: If selected, before each upload you will

be shown a screen that lets you choose which of the previously mentioned options to
apply to just that one particular upload. For example, you may want to convert certain
files to Google format, but not others. In this case, you would leave this feature off, but
ask to confirm settings before each upload so you could enable conversion for just that
one upload.

Uploading folders

In addition to individual files, you can also upload entire folders at once. This is a great way
to upload large amounts of files into Google Drive with just a few clicks. When you upload

a folder, all "subfolders" within that folder, and all folders within each subfolder, and so on

are uploaded.

Note that uploading folders works a little differently when using Google Chrome versus other
browsers. This example uses Google Chrome; using the Folder Upload feature in Firefox and
Internet Explorer is discussed in the next section.

24

Heads up: Uploading large folders can take a long time!
\ Depending on the size of the folder you select, and the sizes and
~ number of files and folders contained in the selected folder, your
upload could take several hours or more. You can monitor the
upload progress using the upload pop up to see how the upload

is going and how long it will take.
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To upload a folder, follow the ensuing steps:

1. First, open the upload menu by clicking on the upload button in the top-left corner,
and then select Folder...:

Wy Drive Recipes
cro

I My Drive Files._ ..
3y | Family Folder_.
*BRFinane 5o 5 GB used (25 MB in Trash
B Medic: Buy more storage. ..
» [ Photo + weree
* Il Recipes

2. Next, you will be presented with a screen that will let you choose what folder to upload:

Browse For Folder ﬂ

B Desktop
» - Libraries
» %y Homegroup
> A Mike
> 1M Computer
> Gh Netwark
> 1. lArchive Desktop
> . Mac Copyover
. Mew folder
4 | Saved Recipes from Jane

.. Holiday Recipes

Folder: Holiday Redpes

o) [
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3. Select the folder to open (you can only choose one folder to upload at a time) and click
on OK. At this point the upload progress window will appear in the lower-right corner,
and your upload will begin:

4 Uploading... (T2%) =
Settings v Conversion: off Cancel all

Haoliday Recipes
Cancel

(3 0f5)

Using 57 MB (1%) of 5 GB. 6 MB in Trash. Add storage

4. From here you can monitor the progress of the upload and perform other upload-related
functions. For example, you can cancel the folder upload while it is in progress (cancelling
does not remove files in the folder that have already been uploaded).

5. When complete, you can share the uploaded folder with one or more people using
the Share button, or navigate directly to the folder by clicking on its name.

Enabling folder upload with Firefox or Internet Explorer

Google's Chrome web browser lets you upload folders without the need to take any extra steps.
If you use Firefox or Internet Explorer, however, you will have to enable a special Java applet or
plugin in order to upload folders.

To enable folder upload for Firefox or Internet Explorer:

1. Open the upload menu by clicking on the upload button on the upper-left side, and then
select the Enable folder upload... option:

» My Drive Files...
Shared with
Starred Buy more storage. ..
Recent

Mars « Enable folder upload...
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2. Next, you will be presented with a screen asking you to confirm enabling the folder
upload. (Alternatively, you can download the Chrome web browser, which doesn't

require the special Java plugin):

Enable folder upload

Learn more

ISR

Install applet

Your browser doesn't support the uploading of entire folders.

If you would like to use this feature, install the Chrome browser (recommended) or the Folder Upload applet.

Cancel

3. After clicking on Install applet, you may be prompted by your computer with a security
warning about the applet, prompting you to confirm the installation of the Java plugin.

4. Oncethe appletisinstalled, you can then return to the upload menu and select the

Files and folders... option.

5. Finally, select the folder you wish to upload, and the upload will proceed as

described here.

Managing your storage in Google Drive

In Google Drive, just like on your hard drive, you have a certain amount of space that you can
use for storing files. You get a fixed amount of storage for free, and you can purchase additional

storage at any point in time.

The amount of storage you're using, and the total amount of storage you have available can be

seen in the upload menu:

E3n

Files...

Folder..

" My Drive
» [ Family
» [ Financ

My Drive Recipes

B Medic: T orest
» I Photo s e
» Il Recipes

=4

This storage information is also displayed at the bottom of the Navigation panel.
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This shows you how much space you have available in Google Drive, and how much of it
you're currently using. If you have reached your storage limit, you will not be able to upload
files. Purchasing more storage can be done with the Buy more storage... link.

Documents created with built-in Google programs (Docs, Sheets, Slides,
. andsoon)do not take up any storage space, nor do files that other people
% have shared with you. Files you've uploaded, however, do count towards
e your storage. Uploaded files also include files automatically synchronized
with your computer; refer to the Using the Google Drive sync program
section given in the Top features you'll want to know about section.

Viewing files that are taking up the most space

If you are close to running out of space, you can quickly find files stored in Google Drive that
are taking up the most space. This can be done as follows:

1. Select All Items in the Navigation panel on the left-hand side (you may have to
expand the Navigation panel by selecting the More option).
2. Inthe toolbar, select the Sort button and select Quota used.

3. The files taking up the most space will appear at the top.

From here, you could then delete any unnecessary files, freeing up storage space.

Uploading files with the Google Drive sync program

A third way to get files into Google Drive is to install the optional Google Drive sync program for
PC or Mac. This will automatically keep files in a special Google Drive folder on your hard drive in
sync with your files in the cloud in Google Drive. It's a great way to quickly and reliably get large
amounts of data on your hard drive into the cloud. For more information, refer to Using the Google
Drive sync program, the fifth feature in the following section.
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Top 7 features you need to know about

So far, we've covered the basics on how to use Google Drive including navigating the user
interface, creating new documents, and uploading files. As you start to use Google Drive
day-to-day, you'll see there is much more you can do with it. This section will teach you
about some of the most common tasks and important features in Google Drive.

1 — Working with files and folders

Google Drive is your place to access and organize your files in the cloud. Just like with your
regular computer, you can open and edit your files. You can also create a "filing system"
where everything is kept in a system of organized folders.

Opening and downloading files

Viewing, editing, or downloading your files in Google Drive is only a click away. Here's a
quick overview:

4+ Open afile: To open a file, simply click on its name. The file will open in a new browser
tab. Depending on the type of file, you can edit it (in the case of a Google file), or you
can get a preview of it using the built-in viewer program.

4 Open a file with a specific application: If you have add-on applications installed that can
work with a particular file, you can choose to use the application to open a particular file.
Right-click on the file, and choose Open with from the Context menu. Then choose the
application you want to use to open the file. The file will open in a new browser tab using
the selected application. For more information, refer to the Using third-party add-on
applications section given later in this section.

4+ Download files or folders: You can download any file in Google Drive by selecting one
or more files, right-clicking, and choosing the Download option. For Google Docs,
Sheets, and Slides files, you'll be asked to choose what format to download the file
in (PDF, Microsoft Excel, and so on). For other files, choosing this option will download
the actual file. You can also download entire folders. And if you'd like to automatically
keep an always-current copy of the files in Google Drive on your hard drive, you can
do that, too (refer to the Using the Google Drive sync program section given later in
this section).
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Previewing files

The Google Drive Viewer is a built-in program that offers a rich preview when opening files
that are not Google documents, spreadsheets, or presentations. For example, images, videos,
and PDF files will all be opened with the Google Drive Viewer.

GDrive Starter v

Reunion location.jog Comments m

File Edit View Help

In addition to offering a rich preview of your photo, video, PDF, or other file types the Google
Drive Viewer also gives you access to many of the functions you normally do in Google Drive.
For example, using the File menu at the top, you can share, rename, star, organize, download,
and edit the description of your file. You can even add comments to a file for you and people
with whom you've shared the file with to see.

Creating a new folder

With Google Drive, you can create a folder structure that can be as simple or elaborate as you
like. The following steps will show you how to create a new folder:

1. To create a new folder, click on the New folder button in the toolbar, or click on the
CREATE button and select the Folder option from the Create menu.

2. You'll be asked to give your new folder a name, and once you've typed in a name,
click on the blue Create button.
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New folder
Please enter a name for the new folder:

Genealogyl

3. After creating the folder, you'll be taken directly to it in Google Drive. From here,
you can create new documents or upload files directly into this folder.

Moving a file into a folder

You can also move existing files into a particular folder. There are two main ways to move
files into folders. You can use the Organize screen, or you can use drag-and-drop. To use
the Organize screen:

1. First, select one or more files or folders. (You can use the Ctrl or Command key to
select more than one file or folder.)

2. Bring up the Organize screen by clicking on the Organize toolbar button at the top,
or by right-clicking and selecting Organize... from the Context menu. The Organize
screen will appear as follows:

Organize

Item is currently in [l Genealogy Project

* My Drive
v [ Family
8 Genealogy Project
r + I Reunion
» [ Financial
8 Wedical Records
+ [ Photo Albums

+ [ Recipes
8 Resume
v [ Travel

+ [ Work Related
»  Folders shared with me

Apply changes Cancel

ou can alzo organize files by dragging them into a folder. Learn more
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3. Note that the Organize screen shows you where the selected file currently is (in this
example, under Genealogy Project). From here, you can select where you'd like the
file to be instead.

4. ldentify the folder location you want the file to be in, and then click just to the left-hand
side of the folder icon. A checkmark will appear, indicating that is where the file will be.
In this example, we have chosen a different folder under Family called Reunion.

5. Click the blue Apply changes button.

A notification will be displayed telling you that the files have been moved to the folder
you specified.

An even simpler option compared to using the Organize screen is using drag-and-drop to move
your files into folders. To move one or more files into folders using drag-and-drop:

1. Select one or more files or folders.
2. Click on one of the selected files.

3. Dragthe files over to the Navigation panel on the left-hand side of the screen,
hovering the mouse over My Drive.

My Drive will expand automatically showing you folders underneath it.

5. Once you've found the folder where you'd like the files to go, release the mouse,
which will "drop" the files into the desired folder.

6. Anotification will be displayed telling you that the files have been moved.

Go glc Bl coesee B - s
Drive [ st -] [=]2= o -
mﬂ Drive » Famiy b Reunion
TITLE OWNER LAST MODIFIED
= My Drive
Reunion Photos me Sep 15 me
~ M Family
Genealogy Project B Family Reunion Ideas me 9:25 am m=
N )
Reunion - Lodge Confirmation Receipt pdf me Sep 15 me
~ [ Financial
S EEEE 8 Reunion Attendee List me Sep 16 me
Taxes b Move 'Lodge Confirmation Receipt.pdf’ me Sep 18 me

Wedical Records

» Photo Albums Reunion location.jpg me Sep 16 me

L4 Recipes
Resume

[ Travel

» [ Work Related

Shared with me

Starred
Recent

More «

Download Google Drive
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Deleting files

Sometimes, you'll be done with a file and will no longer want it in Google Drive. Fortunately,
deleting one or more files from Google Drive is easy. To do so:

1. Select one or more files or folders in your Files list. (You can use the Ctrl or Command key
to select more than one file or folder.)

2. Click on the Remove icon in the toolbar, or right-click and select Remove from the
Context menu.

3. A notification will be displayed telling you that the files have been moved to the Trash
(see TheTrash section, next).

[ % You can only delete files that you own. ]

The Trash

The Trash is a special folder where files that you remove from Google Drive first go before they
are permanently deleted. It's basically a holding area where removed files go to ensure you can
easily restore a file in case you accidentally delete it.

To see what's in the Trash, go to the Navigation panel, and click on Trash. You may have to
expand the navigation panel by clicking on the More option. Files and folders that have been
put into the Trash folder will appear here.

From the Trash folder, you can do several important things including the following:

4+ Permanently delete a file: To permanently delete one or more files from the Trash
folder, first select the file or files you want to delete. Then, click on the Delete forever
toolbar button at the top, or right-click on the selected files and select the Delete
forever option from the Context menu. Note that you cannot undo deleting a file
from the trash—once it's deleted, it's gone, and it cannot be recovered.

4+ Delete all files from the Trash folder: To permanently delete all files from the Trash,
click on the Empty trash toolbar button at the top. You will be prompted to confirm
if you want to permanently delete all files from Trash. Again, this action cannot be
undone—once the trash is emptied, the deleted files cannot be recovered.

4+ Restore afile: If you change your mind and decide you want a file back, it is easy to
restore a file from the Trash folder to its original location (where it was before you
removed it). To do so, select the file and click on the Restore toolbar button (or you
can right-click and select Restore from trash from the Context menu). The file will
be taken out of Trash and placed back into its original location.
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As you can see, the Trash folder is a useful place or "holding area" where files go before they
are fully deleted. Note the importance of the terminology here: removing a file from Google
Drive refers to moving it into the Trash folder, which can be undone (by restoring it). Deleting
a file can only be done from the Trash, and deleting is a permanent operation. You cannot get
deleted files back.

Deleting shared files
There are two important things to keep in mind when deleting shared files:

4+ For files that you own, but are shared with others, removing them will result in those
files no longer being shared. Since sharing a file doesn't make a copy, but instead
actually gives access to the original file, deleting a file that you have shared with others
means that those people will no longer be able to access it (unless they made a separate
copy of it for themselves).

4+ For files that were shared with you, you are not the owner, and so you cannot delete
those files. You can only delete files that you own. Yet, you may still be done with those
files, and want them out of Google Drive. In this case, you can still remove them by
selecting them and selecting Remove from the toolbar or the Context menu. However,
this will not delete the file, and the owner of the file (or person who shared it with you)
will not be notified. Instead, it will simply prevent the file from showing up in Google Drive.

2 — Searching for files

Google Drive includes a powerful search function. Searching lets you quickly find your files
based on one or more criteria that you specify. There are two main ways to find files in Google
Drive: searching with text, and searching with predefined criteria known as filters. In both cases,
searching takes place in the search bar:

+GDrive  Search Images Maps Play YouTube News Gmail Drive Calendar More ~

Go 8[‘ ﬁ GDrive Starter n Share

Searching with keywords
You can perform a full text search by searching for one or more words. When you run such a
search, results are returned based on one or more of your search terms matching any of the
three fields given next:

1. Thetitle of the file.

2. The text content of the file, which could be text from a PDF file, a spreadsheet,
words in a Google Docs document, and so on.

3. The description of the file (which you can set or view in the Preview panel).
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To start searching, simply type in your search keyword in the search box. In this example,
we're searching for the keyword holiday. As you type, note that some search results will pop
up instantly underneath your search query. These "instant results" represent only a partial set
of search results. Often, what you're looking for will pop up in the "instant results", and you
can then click on an item to open it directly.

| holiday] x | “

O, 'holiday' - search docs

il Holiday card mailing list
Heliday ski lodge option 1.JPG

B Holidays 2013

To fully run your search and see all search results, type in your search query and then press Enter
or click on the blue search button on the right-hand side. This will perform a full search, returning
results based on not only the file's title, but also the text content of that file.

haliday x “ GDrive Starter + Share -
ot - = | &
TITLE OWNER LAST MODIFIED
- Holiday Pumpkin Bread Recipe_pdf Holiday Recipes me Sep 15 me
- Sparkling Holiday Jam Recipe.pdf Holiday Recipes me Sep 15 m=
Holiday Group Photo_jpg Holidays 2013 me 9:48 am me
Holiday ski lodge option 1.JPG Family me Sep 15 m=
I Holiday Recipes Recipes me Sep 15 m=
B Holidays 2013 ¢ Albums me Sep 15 me
il Holiday card mailing list Family me Sep 15 me
- Holiday Granola.pdf Holiday Recipes me Aug 20 me
- Year-end letter (in PDF format).pdf Family me Sep 15 m=
B Yearend letter Shared Family me Sep 14 me
- Dolce Pesca (Sweet Peaches) Recipe_pdf Recipes me Sep 15 m=

In this example, searching for holiday returned matches based on both the filename and
the file's text contents. For example, the word holiday appears in the text of the Google

Docs document Year-end letter, and so it shows up in the search results. Note that text

from PDF files is also searchable.
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From these search results, you can open the resulting file by clicking on it. You can also
perform any other functions you're used to by selecting the document and using the toolbar,
or by right-clicking the file to bring up the Context menu.

Sorting your search results

When you perform a search, search results will come back by default
Y sorted by Relevance. This means that the most relevant search results
Q will appear at the top, based on how strong the match is. If you would
like to sort your search results instead by the last time the file was
modified, you can do that as well by choosing Last modified from the
Sort menu in the toolbar.

Searching with filters

Another way to search for files is to use one or more predefined criteria, called filters. To get
started, first open the advanced search options by clicking on the small arrow in the right-hand
side of the search box (circled in the following screenshot):

&)] o
\-l)
All documents Public on the web
Folders Anyone with the link
Drawings Private
Images Mot shared
PDF files
Presentations
5 dsheet
preagsneets Owned by me
Forms Mot owned by me
Text documents g
Videos
Tables Opened by me

Created with___

Here are some of the general categories of things you can filter by:

4+ Type: Use this category to filter by file type. For example, you can show only PDF
files, folders, images, and all of the various Google types (documents, spreadsheets,
presentations, and drawings).
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4+ Visibility: Choose one of the options here to show files based on their sharing status.
For example, you can choose Private, which will show files that are still private to you
(not shared broadly), but which may be shared with one or more people. For more
information, refer to the Visibility Options sections given in the Sharing files with other
people section.

4+ Ownership: This category filter can help you quickly find files for which you either
are or are not the owner. For example, you can choose Owned by me to show all
files for which you are the owner, thereby excluding files that have been shared
with you (for which you are not the owner).

4 Other: There are some other useful miscellaneous filters you can use. Choose
Opened by me to show all files that you have ever opened, and Created with...
to show files that were created with a particular third-party application (if you
have such applications installed).

As an example, let's say you want to see a list of all your PDF files in Google Drive. Simply open
up the advanced search options, and choose PDF files. A small filter chip will appear to indicate
the criteria that you're filtering on (here, PDF files), and the matching search results will be
shown. In this example, the search results are all PDF files in Google Drive (no matter what
folder they're in):

PDF files % x “ GDrive Starter Share
sort v |(=|zz a -

TITLE OWNER LAST MODIFIED
A~ Lodge Confirmation Receipt.pdf me Sep 16 m=

J~ Sparkling Holiday Jam Recipe.pdf me Sep 15 me
- Holiday Pumpkin Bread Recipe.pdf me Sep 16 m=

- Eggplant Parmigiana Caponata Recipe.pdf me Sep 15 me

- Dolce Pesca (Sweet Peaches) Recipe.pdf me Sep 15 me

- Classic Tiramisu Recipe_pdf me Sep 15 me

- Black Olive and Rosemary Focaccia Recipe. pdf me Sep 15 me

- Baked Ziti Recipe_pdf me Sep 15 m=

- Year-end letter (in PDF format).pdf me Sep 15 me

A= CensusCopy1930.pdf me Sep b me

- Homemade Eggnog.pdf me Aug 20 me

A~ Holiday Granala.pdf me Aug 20 me

From here, you can select and perform specific file operations on one of your search results.
Or if you are done, you can click on the X in the search box to clear the search results and
return to where you were.
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Combination searches

You can also search by keyword and one or more filters, all at the same time. First, select one or
more filters in the advanced search options. In this example, we have selected Images. This will
return all the images in Google Drive.

You can further narrow down these results by searching by keyword. Simply type in your search
query to the right of the existing chip (here, it says Images). In this example we have searched
for naiya. This combination search will show you all images that have the word naiya in the title.
(Note that searches are not case-sensitive.)

Images x naiya x “ GDrive Starter Share
st ~ | = |12 o -
TITLE OWNER LAST MODIFIED
Naiya runnin’ jpg me 10:22 am m=
Sharon and Maiya JPG me Sep 15 me
Naiya.JPG me Sep 15 me

With the ability to search by keyword, filter criteria, or a combination of both, you should have
no trouble quickly finding files that you're looking for in Google Drive.

Searching by people

Searching for files shared with you by another person is easy in Google Drive. Simply type in
the user's name or e-mail address, and their name will appear in the drop-down list of "instant"
results shown previously. Click on their name, and this will search for all files in Google Drive
shared with you by that person.

3 —Sharing files with other people

One of biggest benefits of storing your files in the cloud is how easy it is to share them with other
people. No more e-mailing files around. Instead, with a few clicks you can give other people access
to your file, right in the cloud. You don't need to make a separate copy, because all collaborators
receive access to the exact same file. And if you assign edit permissions, those people can also edit
the file, with the changes showing up immediately in Google Drive. Collaborating with others has
never been easier.

By default, all files you create in Google Drive are not shared. They are private to only you, and only
you can see them. This applies to both uploaded files, files created with the built-in applications,
and files uploaded from your hard drive using the optional sync program. In situations where you
want to collaborate with others on a file, that's where sharing comes in.
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The Sharing settings screen

The Sharing settings screen is where you can view and change all sharing permissions associated
with a file that you own. To open the Sharing settings screen, select one or more files or folders,
and then click on the Share button in the toolbar.

Sharing a file from a Google program
KY The built-in Google programs (Docs, Sheets, Slides, and Drawings)
Q as well as the Google Drive Viewer all let you share from directly
within the program. In each program, simply click on the Share...
option from the File menu at the top.

Sharing settings

Link to share (only accessible by collaborators)

https:f/docs_google com/document/d1QjmOSzblvSiKOMexfg7JSyUZ4GAreS4JBDHI

Share link via

Who has access

3 & Private - Only the people listed below can

Change
access
= GDrive Starter (you) gdrivestarter@gmail.com Is owner
22 sallyanne.johnson1127@gmail.com Can edit =
5 Add people:  Choose from contacts

ethan.]ohmson.]r@gmall.conﬂ ‘ Can view +

6 ~" Motify people via email - Add message
Send a copy to myself
—— 7 E‘aste the item itself into the
email

Change]

The Sharing settings screen has seven main parts, given as follows:

4+ 1-Linkto share: Paste this link into an e-mail or a chat message to let recipients access
the document directly. (To copy the link, select the text, right-click, and choose Copy.)

4+ 2-Share link via service: Click on the Gmail, Google+, Facebook, or Twitter icons to
automatically share a link to this document via the selected service.
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+

3 —Who has access (visibility): Click on the Change link to be able to set the visibility
options to keep the file private, shared via a link, or shared publicly. Refer to the
Visibility Options section given in the following section.

4 - Sharing recipient list: People with whom the file is currently shared will appear in
this list. Refer to the The sharing recipient list section next.

5 — New sharing recipient field: Type in one or more e-mail addresses in this field to
add people to the sharing recipient list. Here is where you also set the level of sharing
permission to assign to the new recipients (Can edit, Can view, and so on). Refer to
the Sharing access levels (permissions) section given later in this book.

6 — Messaging options: By default, when you share a file with someone, they will be
notified via e-mail. This is helpful for the sharing recipients because they will have a
record of the shared file in their e-mail with a link that they can refer to in the future.
Uncheck the Notify people via email checkbox if you do not want this e-mail to be sent
(for example, you could just send them the link directly yourself). Optionally, you can
also specify a message by clicking on Add message. It is often helpful to do so, because
you can give some background information on the file and why you're sharing it. Your
note will show up in the sharing e-mail sent to the recipients.

7 — E-mail options: Check the appropriate checkbox if you would like to send a copy of
the sharing e-mail to yourself (useful to see exactly what your sharing recipients will
see, and to confirm that your e-mail went through). You can also indicate to paste the
contents of the file in the e-mail, so recipients can preview the document directly from
their e-mail.

The sharing recipient list

The sharing recipient list shows all the people with whom the file is currently shared. In this
example, the owner is listed, and there is one other sharing recipient. Note that you can share
the file with as many people as you like.

Each sharing recipient is associated with a level of access (Can view, Can comment, or Can edit).
For more information refer to the Sharing access levels (permissions) section given next.

To remove someone from the sharing recipient list, click on the X button on the right-hand side
of their entry, and then click on the blue Apply changes button. This will remove that person's
access to the file (unless it is shared publicly). You can change someone's access level in a similar
way. Note that the person whose access you change or remove will not be notified (they will not
receive an e-mail).

40



Instant Google Drive Starter
Sharing with groups

will share the file with everyone in that group. This is especially
useful in work, family, or educational settings where group
membership will change over time.

.\'Q You can even share the file with Google Group e-mail lists, which

Sharing access levels (permissions)

Every time you add a sharing recipient, you also indicate a sharing permission, or level of access
that a person will have to the file being shared. There are four main access levels that a person
can have for a particular file:

4+ Viewer (shown as Can view): A viewer can open the file, read and see its contents,
but cannot make any changes. They cannot delete the file and they cannot share it
with other people.

4+ Commenter (shown as Can comment): A commenter can do all the things that a viewer
can with the file, and they can also leave comments in certain types of Google files. They
cannot otherwise change the file, and like viewers, they cannot delete the file or share it
with other people.

4+ Editor (shown as Can edit): An editor can do all the things that a viewer or commenter
can with the file. In addition, they can also make changes to the file, and, unless you
specify otherwise, they can share it with other people. Editors cannot delete files
shared with them; only the owner can do that.

4+ Owner (shown as Is owner): An owner is generally the person who created or uploaded
the file. An owner has full permission to a file, so they can edit the file and share the file
with other people. The owner is also the only one who can delete the file.

Just as you can assign these sharing permissions to people, on files that are shared with you by
someone else, you will have your own access level specified for the file—view, comment, or full
edit permissions.

Visibility options

Every file has one single level of visibility that applies to the file broadly, regardless of specific
individuals with whom you have shared the file. By default, this visibility level is Private, and
only specific people who you have shared the file with can access it. But if you like, you can
change this to be more widely shared.
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To change the overall visibility of a file, click on the Change... link to the right-hand side of the
first entry under Who has access in the Sharing settings screen. This will bring up the Visibility
options screen as shown in the following screenshot:

Sharing settings

Visibility options:
@;, Public on the web

Anyone with the link

e

» g Private

Learn mare

m Cancel Learn more about visibility

There are three main visibility options you can choose from:

4 Private: The file is private and visible only to you and to the people with whom you
explicitly share the file. These people will each appear as sharing recipients in the
Who has access section. If they're not listed here, they don't have access. Use this
option when you only want certain people to be able to access your file.

4+ Anyone with the link: Anyone who has received the link to this file can access it.
The link to the file is the "Link to share" at the top of the Sharing settings screen,
and this link is initially made available only to you. Anyone who you send this link
to will be able to access the file. This is a good option to choose when you want the
file to be easily accessed by a large number of people; for example, you could send
the link out to an e-mail list for a group project.

4 Public on the Web: Anyone on the Internet can find and access the file. The file can
show up in search results, and anyone who knows the Web address of the file will be
able to access it. Choose this setting when you want your file to be discoverable and
accessible by everyone. They do not need to be signed into a Google account. This is a
good option if you want to publish the link to your file on a website and have everyone
easily access the file.

If you choose Private, you will be able to specify the access level (permission) for each person.

If you choose either Anyone with the link or Public on the Web, you can also choose the access
level, but it will apply to anyone accessing the document with those two visibility options. For
example, you may want to give viewing permissions to anyone on the Web using the Public

on the Web option. In this case, you could also give editing permissions to specific additional
people with whom you explicitly share the file in the sharing recipients list.
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Example - sharing a file
Basic file sharing is simple and can be done with just a few steps:

1. Open the Sharing settings screen by selecting one or more files to share, and clicking
on Share from the toolbar or the right-click context menu.

2. Typeinthe name of one or more recipients to share the file with.

3. Choose a level of access (permission) for the sharing recipients. Choose from Can view,
Can comment, or Can edit.

4. Click on Add message and type in a short personalized message.

5. If desired, check the Send a copy to myself box which will also e-mail you about the file
you just shared.

6. Click on Share & save.

At this point, an e-mail will be sent to each of the newly added sharing recipients, with your
message and a link to the document.

Your sharing recipient will click on the link in the e-mail they receive, and your file will be opened
in their web browser. If they have edit permissions, they can edit the file, too. The file will also
show up in the Shared with me section of their Google Drive for easy later reference. They can
also find the shared file by going back into their e-mail.

You can change sharing settings at any time by selecting the file and opening the Sharing
settings screen. For example, you could remove somebody from the sharing recipients list,
and this would mean that person could no longer access the file. You could also simply change
their access level; for example, somebody may e-mail you requesting permissions to edit a file
that they only have view permissions for, and you could grant them in this way.

That's it for basic sharing! It only takes a few seconds to collaborating in the cloud.

Sharing a folder

Sharing a folder is a popular and effective way to share multiple files at once. This is especially
helpful when you're collaborating on a project as a team. In this case, all of the project's documents
and files (text documents, spreadsheets, photos, PDFs, and so on) are all in the project folder, and
the entire team receives access to that folder and the files inside.

This works well because when you share a folder, all of the files in that folder receive the
same sharing permissions as the parent folder. And importantly, all new files that get created
or uploaded into that folder also receive the same permissions. That means that if you share a
folder with editing permissions with other people, any new content that gets created in that
folder is automatically editable by everyone with whom the folder is shared.
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Files other people share with you

Just as you can share files with other people, other people can share files with you. You can
quickly find files other people have shared with you by clicking on the Shared with me option
in the Navigation panel. All files that have been shared with you will show up here, and you
can then work with them just like you can with any other file, depending on your permissions
(refer to the Sharing access levels (permissions) sections given previously).

If you like, you can also move these into your main Google Drive folder (My Drive) by
dragging-and-dropping the file onto the My Drive label. (You can also select the file and
use the Organize screen.) This doesn't change the fact that the file is shared with you, but
it does make it a little more convenient to access.

4 —Updating your settings

Google Drive includes some preferences that you can optionally set. Usually, the defaults work
just fine, but if you'd like to tinker a bit, you can do so in the Settings page. To get started with
settings, click on the "Settings" icon in the toolbar on the upper-right side, which will show the
Settings menu:

sot ~ | = II a -
Display Density
Comfortable
v Cozy
Compact

Temporarily use the old look

Settings

Upload settings s
Manage apps

Keyboard shortcuts

Help

From here, you can choose from several options:

4+ Display density: Choose from among three separate options that will control how
much information can fit inside the Google Drive window at one time. This refers to the
"compactness" of the user interface.

4+ Settings: Opens up a screen with additional settings including your default language,
time zone, and some user interface preferences.
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4+ Upload settings: Expand this submenu to set options related to uploading files.
Refer to the The Upload settings menu section given previously.

4+ Manage apps: Choose this option to display a screen that will allow you to manage your
installed applications. Refer to the Using third-party add-on applications section next.

4+ Keyboard shortcuts: This option will pop open a handy quick-reference list of keyboard
shortcuts that you can use to quickly access your favorite commands.

4+ Help: Takes you to the main support page where you can find detailed information on
all of the features in Google Drive.

5 — Using third-party add-on applications

As you've seen, Google Drive offers a useful set of built-in applications that let you create and
edit documents, spreadsheets, presentations, and drawings. With third-party add-on programs
called Drive Apps, you can extend the functionality of Google Drive to do even more.

These Drive Apps read, write, and edit files stored directly in Google Drive, so you can use them
to do useful things with your files all on the Web. And just like the built-in programs, you can use
Drive Apps from anywhere (including your phone or tablet) and then share the files you create
with them with other people.

What can you do with Drive Apps?

From faxing and making diagrams, to project planning and editing video, the possibilities with
Drive Apps range far and wide. Here is a list of some of the popular third-party applications that
work with Google Drive that you can install and start using right now:

4+ Send and receive faxes directly from/to Google Drive with HelloFax. You can fax PDFs,
images, Microsoft Office files, even Google Docs documents. Go to www.hellofax.com.

4+ Make visually sharp diagrams and flowcharts with LucidChart. Go to

www.lucidchart.com.

+

Create 2D and 3D floor layouts and building designs with FloorPlanner. Go to
www . floorplanner.com.

Edit, crop, resize, and style photos with Aviary. Go to www.aviary.com.

Manage and schedule your next project with Gantter. Go to www.gantter. com.

Edit videos and make movies in the cloud with WeVideo. Go to www.wevideo.com.
Make your own music with UJAM. Go to www.ujam. com.

Create stunning slide presentations with SlideRocket. Go to www.sliderocket . com.

TR IR IR IR RS

Create and edit Microsoft Office documents, spreadsheets, and presentations natively
with InstallFree Nexus. Go to nexus.installfree.com.

+

Create mind maps and brainstorming diagrams with MindMeister. Go to

www.mindmeister.com.
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Installing Drive Apps

Drive Apps are similar to other programs on your computer, in that you have to first install them
before you can use them. However, there is a very important difference: with reqular programs,
you're installing an actual copy of the program on your hard drive, and you can access it only
from your computer.

With Drive Apps, however, you're adding it to Google Drive, online and in the cloud. Nothing
is actually installed on your computer's hard drive. What's great about this is that just like you
can access Google Drive from anywhere, you can access your Drive Apps from anywhere, too.
Everything is online and in the cloud—files and programs.

Installing Drive Apps is done via the Chrome Web Store and takes just a few clicks. But note that
you don't have to use Chrome to use Drive Apps; they can be used from any web browser such
as Firefox or Internet Explorer, in addition to Chrome.

To install a Drive App, follow the ensuing steps:

1. Visit the Chrome Web Store by navigating your web browser to https://chrome.
google.com/webstore. (You can also click on Get more apps in the Manage Apps
screen; refer to Managing your installed Drive Apps.)

2. Click on the Collections label on the left-hand side of the screen. This will expand a
list of collections from which you can choose. From this list, click on Google Drive.

3. Alist of available Drive Apps will now appear, looking something like the following
screenshot (the actual apps that appear may be different). As you can see, there is
a large variety of apps to choose from.

:' chrome web store gdrivestarter@gmail.com ~ |

our agps Google Drive apps

Discover apps that work with Google Drive.
Home

Popular

From your dircles

Trending
Collections
Back to Schoal
Editor's Picks
Soccer
Offine Apps

Google+ Games

Business Tools
Education
Entertainment

Games

Lifestyle

News & Weather
Productivity

Sodial & Communication
Utilicies

Extensions

Pixir Express

632 users

Lree Faxing & Signing

Hel

Bored with
PowerPoint?

M sliderocket

[':@

use AUtoCAD wherever you are

AutoCAD WS
Hok R

Mind Mapping.

O desiiios

g Calculator by Des... MindMeister
ers THAK

¥ wevibeo

Powerful collaborative

video editing

B Diagramly

ax .. | WeVideo for Google Drive Diagramly
sers Hokkk *kkk

& y -
i,@dmeisr =
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4. To get more details about an app, simply click on the app's picture. A details pop up will
appear. We've clicked on Aviary Photo Editor, as shown in the following screenshot:

@) Aviary for Google Drive [+ morocmou: [ <]

Kkkd- (20) | Photes | &

OVERVIEW DETAILS REVIEWS RELATED g+ 110

Waorks with Google Drive

A better photo editing solution
for web & mobile apps.

Edit any photo in Google Drive with Aviary's
powerful yet simple photo editor!

Just right dick on any phata in your Google
Drive and select Open With > Aviary for
Google Drive. The Aviary editor will open in
a new window where you can edit to your
heart's content. When you're done, Just click
save and your photo will be updated in
Google Drivel

Google Drive also saves previous versions of
your piiotos, so you can always revert or
compare your newest vrsion with the
original photo. Just right click and select
Manage Revisions

Tools:

* Fist your phota in one click with auto
enhance

5. From here, you can read about an app and see screenshots of it in action. You can
also read reviews and rate the app. Importantly, this pop up is where you actually
install the app.

6. When you're ready to install the app, click on the blue ADD TO CHROME button,
and accept the confirmation prompt that appears, as follows:

=

Confirm New App
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7. Atthis point, the Drive App is now installed. Returning to Google Drive, you will
need to refresh your browser (using F5 or the reload or refresh option), and you'll
get a confirmation that the app has been installed:

Aviary for Google Drive was added to Google Drive.
@ ~" Make Aviary for Google Drive the default app for files it can open
The following apps will no longer be the default:
Google Drive Viewer

| % |

That's it! Your app is now installed and ready to use.

Do Drive Apps cost money?
M Drive Apps generally do not cost any money to install. Many
Drive Apps are completely free to use, while others are free but
Q occasionally display advertisements in the user interface. Still
others are free to use for a while on a trial basis, but you must
then pay for a license to use the app after the trial period.

Choosing to use an application by default

For many apps, you will have the option to use the app by default. Checking this box means that
when you click on a file in Google Drive to open it, if the particular Drive App is able to open the
file, then it will always be used to open the file. Specifically, it will be used instead of the Google
Drive Viewer (which is the default app otherwise).

In other words, the Drive App that you've chosen to use by default will now be used to open files
of types it can open. This is generally desirable, because while the Google Drive Viewer can only
preview files, Drive Apps generally let you edit the files.

Note that you can always use any program, not just the default program, to open a particular
file. To do so, right-click on the file and choose the desired application from the Open with
option in the Context menu.

Using Drive Apps

Using Drive Apps in Google Drive is just a matter of a few clicks. There are two main ways you
can use Drive Apps. First, you can create a new file; many, but not all, Drive Apps support this.
Second, you can open an existing file with a particular Drive App.
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Creating a new file with a Drive App

If a particular Drive App is able to create new files, it will show up in the Create menu, which you
use to launch the app.

E Document
] Presentation
] Spreadsheet
B Form
Drawing
Falder

Mare 4 Fusion Table (experimental)

From template. .. € Script
11i HelloFax - Free Online Faxing & Signing
% Lucidchart Diagram
I Microsoft Office File
Pixlr Editor
SlideRocket
(© Wireframe (with Balsamig Mockups)

Get more apps

To create a new file using a Drive App:

1. Click onthe red CREATE button in the upper-left corner to open the Create menu.

2. Click on the More option, appearing towards the bottom of the Create menu. This will
pop open a submenu of Drive Apps that you've installed with which you can create new
files. In this example, we see a number of apps.

3. Choose the app with which you want to create a new file
4. Your selected app will load in a new browser tab, and then you're ready to start using
the app.

From here, the exact way the application works will vary depending on the app. Generally, you'll
edit your new file in the app's user interface, saving it when done. Where does the file go when
you save it? Back into Google Drive, where you can then edit it again, download it to your hard
drive, or even share it with other people.
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Opening an existing file with a Drive App

The other main way you can use a Drive App is by selecting one or more files, and then selecting
the Drive App you'd like to use to open that file.

v

| ] 1 ® More ~ Sort ~ =a-H o -
T Italy vacation
TITLE OWNER LAST MODIFIED
) IMG_0410.JPG me Sep 15 m=
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Open
(S0 '@ Aviary for Google Drive
2+ Share » i HelloFax - Free Online Faxing & Signing
4 PicMonkey
Add star Pixlr Editor
Don't show in Activity list & Google Drive Viewer
I Organize

Get more apps
Rename

Mark as unviewed
Export to Google Docs
Manage revisions
View authorized apps
Download

Prevent viewers from downloading

i Remove

To open an existing file with a Drive App:

1.

First, select a file, and then right-click on the file to bring up the Context menu (you can
also select the file and click on the More toolbar button).

From here, select the Open with option that will show you a list of Drive Apps that you
have installed that are able to open the file you selected.

In this example, we clicked on animage, and there are several apps installed that can
open photos, including Aviary for Google Drive which we just installed.

Choose the app you'd like to use to open the file. The app will load in a new browser tab,
and the selected file will appear, ready for action. Here, we have chosen to open the file
in Aviary, one of many photo editors available that work with Google Drive.

When done, save the file in the app, and the changes will be written back to the file in
Google Drive.

It's that simple! Just a few clicks and you're up and running with your newly installed Drive App.
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Security permissions

Drive Apps are subject to very strict security requirements. Importantly, before apps can read

or write files in Google Drive, you must first explicitly authorize them to do so. The first time you
use a particular Drive App, whether with the Create or Open scenarios described in the previous
section, you will be shown a special security screen by Google:

Aviary is reqguesting permission to:
* View basic information about your account
b Wiew your email address

» View and manage Google Drive files that you have opened or created with Aviary
this app Learn more

o Perform these operations when I'm not using the application

Allow access No thanks

This screen lists the types of things the particular Drive App is requesting your permission to
be able to do. It will only be able to function if you grant these permissions.

In this example, the application is requesting four types of permissions, such as the ability to
read basic account information including your name and e-mail address. It is also requesting
to be able to write files into Google Drive. Finally, it is requesting permission to read files that
the application created, or that you have previously used the application to open. This means
that the app cannot just go accessing any file in Google Drive—only ones it created, or you
previously opened with the app.

To grant these permissions to the app, click on the blue Allow access button, and the app will
be allowed to proceed. Otherwise, click on No thanks and this will prevent the application
from having any access to Google Drive (and it will not be able to run).
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Managing your installed Drive Apps

To see a list of Drive Apps that are currently installed in Google Drive, choose the Manage apps
option in the Settings menu by clicking on the Settings button on the toolbar. This will pop up

the Manage apps screen:

Manage apps

Aviary for Google Drive

+ Use by default

@ Balsamig Mockups
~" Use by default

12ty HelloFax - Free Online Faxing & Signing

L"F- InstallFree Mexus with Microsoft Office
Use by default

Lucidchart: Diagramming
— Use by default

The following apps have been added to Drive. Get more apps Learn more

Options ~

Options ~

Options -

Options -

Options

The Manage Apps screen lists all applications that have been added to Google Drive. This screen
is also a convenient point to find and install more Drive Apps, just click on the Get more apps

link at the top.

Drive App options

There are several actions you can perform related to a Drive App. To see these options, first open
the Manage apps screen shown previously, and then click on the Options button next to the app

you're interested in. A special options menu will appear:

& Lucidchart: Diagramming

Ugr e dnfauls

WView product page

Remaove this app

n View all files this app is authorized to access
WView all files this app created

Options ~
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Here's an overview of some of these options.

+

+

+

View product page: Choose this option to open up the app details pop up described
earlier, which will show important details about the app such as the app description,
screenshots, company website, support information, and reviews.

View all files this app is authorized to access: In most cases, applications request
permission to be able to access only those files that it created, or that you specifically
choose to open with the app. Refer to the preceding Security permissions section.
Choose this option to list all of those files that the application has permission to read
and edit.

View all files this app created: Choose this option to see a list of all the files that the
application has created in Google Drive. Generally, this will be all files that you saved
after using the CREATE button, but in some cases, applications may also write files
into Google Drive in other situations.

Remove this app: Choose this option to uninstall the Drive App from Google Drive.

Uninstalling a Drive App

When you choose Remove this app from the Manage apps screen for an app, this action will
completely uninstall the application from Google Drive. In particular:

+

+

The app will be fully removed (uninstalled). It will no longer appear in the Create menu
or the Open With menu.

You will not be able to create new files with the uninstalled app or open existing files
with it.

Any files you created with the app that appears in Google Drive will not be removed.
In other words, if you create a file with a Drive App, it will stay in Google Drive even
after uninstalling the app. Uninstalling does not remove files, it only removes the app.

Because Drive Apps live in the cloud just like your files, removing an app from Google
Drive means this change will be reflected regardless of where you access Google Drive
(assuming you're using the same account, of course). Uninstalling a Drive app does not
affect the current computer or mobile device you're working from.

Some apps create proprietary file formats that can only be read by the app. If you
uninstall one of these apps, then you may not be able to open files you created earlier
with it, even though those files are still in Google Drive.

You can always reinstall an application again later after uninstalling it.
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6 —Using the Google Drive sync program

Google Drive comes with an optional but popular sync program available for download for PC
and Mac. The main purpose of this program is to keep your files in sync between Google Drive on
the Web and a special Google Drive folder onyour computer's hard drive—all automatically
and in the background.

Keeping files in sync in this way brings you many benefits:

4+ Access your files anywhere: Your entire set of files in Google Drive is available on the
Web (at https://drive.google.com), and also on your PC or Mac (in a folder on your
computer's hard drive called Google Drive).

4+ Make changes anywhere: Your files are always up-to-date no matter where you make
changes. If you make a change in one place, the file is updated everywhere else: in
Google Drive on the Web, in the Google Drive folder on your computer's hard drive,
and on your mobile device (if you have the Google Drive app). Updates are all done
automatically.

4+ Keep a backup of your important files: Cloud storage is an excellent backup option,
because your files are kept safely in the cloud. You have a safe, "off-site" copy of your
important data that will be there in the event your computer encounters problems.

4+ Upload large amounts of data: Uploading files and folders via the Web is a great way
to get your files into the cloud (refer to the Uploading files from your computer section
given in the book). But if you have a very large amount of data, you may find the sync
program to be a faster and more convenient way of getting your files into Google Drive.

4+ Keep files in sync with multiple computers: You can install the Google Drive sync
program on multiple computers and even mobile devices. This is a great way to
propagate your files to multiple locations, which can be useful for productivity
and work scenarios as well as for backup.

Using the Google Drive sync program is free, and it costs nothing to download or install.
Files that you synchronize from your computer into Google Drive do count against your
Google Drive storage space (just like any file you upload).

Sync examples
Here are just a few ways you can use the Google Drive sync program.

4 Vacation photos: Returning from vacation, you download the contents of your camera's
memory card to your computer. But you want to share the vacation photos with your
family. Simply move the folder of vacation photos over to the Google Drive folder,
and they will automatically be uploaded to the cloud, into Google Drive. From there,
you can share the folder, and others can then add their own photos from the vacation.
Any photos other people add to your shared folder in the cloud will automatically sync
to your own computer.

54



Instant Google Drive Starter

4+ Receiving a fax: You install a third-party add-on faxing program for Google Drive. One
of the features of this program is that you get a special phone number that you can use
to receive faxes. When you receive a fax, the program automatically converts the fax
to PDF format and puts the PDF file into a special Received Faxes folderin Google
Drive. Immediately upon receiving the fax, the PDF created in the cloud will then be
synced to all your devices where you can then view the PDF.

4+ Microsoft Office: You are working on a document or presentation in Microsoft Office on
your PC or Mac. You also want to be able to work on this file in the cloud when you may
not have access to your computer. You keep the file in your Google Drive folder, and
as you work on it, all the changes are kept in sync with Google Drive, so you always have
access to the latest copy on the Web. You install a third-party add-on application that
can edit Microsoft Office files in Google Drive, and you use this when you are travelling
and away from your work or home computer. The changes you make to the file in
Google Drive on the Web while on the road are saved and automatically synced to your
computer, so when you get back from your trip, you're ready to keep working, picking
up with the latest version right where you left off.

Working with Microsoft Office files

Although you can work with Microsoft Office files in the way described,
M it is often best to convert it to Google Docs format and work with that
Q format instead. Refer to the Context menu section for how to convert
files to Google Docs format. Working with the file in a Google Docs
format is much easier, especially for editing and when you need to share
the file with others.

File syncing basics

When you install the Google Drive sync program on your computer, everything is kept up-to-
date between the cloud (Google Drive on the Web) and your computer, automatically and in
the background.

Only files kept in a special Google Drive folder on your
A computer's hard drive are uploaded and kept in sync.
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When you install the sync program, any files that you have already in Google Drive on the Web
will be downloaded and placed into the Google Drive folder onyour hard drive. Any files that
you move into this folder on your hard drive (for example, from your Document s folder) will

be uploaded to Google Drive on the Web.

Here are the most important basics on how syncing works:

+

When you create or upload files in Google Drive (on the Web at https://drive.
google.com), they will be copied down to a special Google Drive folderon
your computer's hard drive. On Windows, by default this folder will be located in
C:\Users\YourUserName\Google Drive.On Magc, it will bein /Users/
YourUserName/Google Drive.

The same applies in the reverse direction when you create a file in the Google Drive
folder on your computer's hard drive. It will be uploaded in the background to Google
Drive on the Web, and you can then see the file in the cloud. If you have Google Drive
installed on multiple computers (or on your mobile device), the files will sync back
down to those devices, too.

Similarly, if you make changes to existing files in Google Drive on the Web, those
changes will sync to their counterparts in the Google Drive folderon

your computer's hard drive. And as you would expect, changes made to a file in the
Google Drive folder on your computer sync back up to Google Drive on the Web.

Note that only files in the special Google Drive folder onyour computer's hard drive
are kept in sync on the Web. Files in other folders, for example files in your Document s
orMy Documents folder, will not be uploaded to the Web or kept in sync.

For files on your computer that you want to upload and sync to the cloud (Google
Drive on the Web), you will need to move them into the Google Drive folderon
your computer's hard drive. You could do this using the Cut and Paste menu options,
for example, which will move the file (not copy it). That way, you avoid making
duplicate copies of files.

That's all there is to it. The key thing to know when using the Google Drive sync program is that
your files are kept up-to-date everywhere, across all your devices, automatically.
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The following diagram shows how it all works:
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There are two main concepts here—the cloud, and your computer. When files are in the cloud
(in Google Drive), you can access them with your web browser. When you install the Google
Drive sync program, which is an add-on program (and not Google Drive itself), this program
will monitor a special folder on your computer called Google Drive. Files you move into this
special folder on your computer, for example out of your Document s folder, will be uploaded
to the cloud by the sync program where you can then access them using a web browser. Files
you create on the Web will also be copied into your computer's special Google Drive folder
by the sync program.
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Downloading and installing Google Drive
Installing the Google Drive sync program, known also as Google Drive for PC or Mac, is done in
a few simple steps:

1. First, navigate your web browser to https://drive.google.com.

2. Click on the Download Google Drive button, found at the bottom of the Navigation
panel on the left-hand side of the screen:

Drive

F My Drive
Shared with me
Starred
Recent

Mare +
Download Google Drive

3. This will download the Google Drive installation file. For PC, the file will be called
googledrivesync.exe; for Mac, the file will be called installgoogledrive.
dmg.

4. ForPC, open the downloaded installation file to begin the installation process.
For Mac, open the installation file, and then drag the Google Drive into your
Applications folder. Installation of the sync program is quick (involving just
a few prompts), and proceeding with the default options is just fine.

5. You will be prompted to enter your Google account username and password for
the account that you would like to keep in sync with your computer.

6. Once installed, launch the program (Start menu for PC, Applications folder
for Mac).

7. Follow any of the remaining instructions to complete the installation.
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That's it! Google Drive is now installed for your PC or Mac. Your files in Google Drive will now
start syncing to your computer's hard drive. This happens continually while your computer is on.
If you turn your computer off, no worries: the next time it boots back up, Google Drive will load
automatically and then check for any changes that have been made on the Web, and update the
files in your computer as needed.

Working with the Google Drive sync program

As we've seen, syncing files with the Google Drive sync program is automatic. File syncing is
done in the background, with syncing done within seconds of a change either on your computer
or the Web.

Installing Google Drive on your PC or Mac creates a special folder on your computer's hard drive
called Google Drive. It's similar to other folders on your hard drive, with one difference: files
and folders that you move into this folder on your computer will get uploaded and kept in sync
with Google Drive on the Web.

The general idea is to move any files on your computer that you want to back up or keep in sync
from their original folder (for example, Document s) into this special Google Drive folder. Note
that it's best to move files into the Google Drive folder, not copy them. Otherwise, you'll have
copies of the file in two different places (which can be problematic when you make changes).

To get started, open the special Google Drive folder onyour computer by clicking on the
Open Google Drive folder in the menu that appears when you click on the Google Drive icon.
For Windows, the icon appears in the system tray in the bottom-right corner of the screen:

—

11:05 AM
9/9/2012

If you had files already in Google Drive, you will see that they are in the process of being
synced to the Google Drive folder on your computer. Files are synced one by one so you will
gradually see them appear in the folder. If you have a large number of files to sync, this could
take several minutes, hours, or more.
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To get the current sync status, open the Google Drive menu by clicking on the Google Drive icon
in the taskbar. The first item that appears will be the synchronization status, which will indicate
that the sync is complete, or if the sync is not complete, then the current sync progress

will be displayed:

B i 3 = ¢ @& Sun11:18AM

Pause

Open Google Drive folder
Visit Google Drive on the web
View items shared with me

At this point, there's nothing more you need to do. Everything is automatic. If you'd like to upload
and keep the files on your computer in sync with Google Drive, simply move them into the Google
Drive folder. To stop syncing them, move them out of the Google Drive folderon your hard
drive, and they will no longer be kept in sync or be available in Google Drive on the Web.

Just like with uploading files through the Web, note that files that are uploaded to and kept

in sync with Google Drive on the Web using the sync program will count against your storage
space in Google Drive, just as if you had uploaded them through the Web. In other words, files
in Google Drive on the Web—whether they got there from the sync program, or from being
uploaded manually—take up space in Google Drive.

Choosing which folders to sync
By default, all folders in Google Drive will be synced. However, you have the option of only
syncing some folders of your choosing. To set this preference:

1. Open the Google Drive menu by clicking on the Google Drive icon, and then choose

Preferences. The Preferences screen will appear.

2. Under the Sync options section, check the Only sync some folders to this
computer checkbox.

3. Youshould see all of the folders in Google Drive in the list, each with a checkbox.
4. Checkthe ones you want to sync, and leave the ones you don't want synced unchecked.

Click on the Apply changes button, and your selections will be recorded.
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7 —Using Google Drive on your phone or tablet

You can access your files on the go from your mobile device using the Google Drive app for Android
(phone and tablet) or for iOS (iPhone and iPad). Using these free apps, you can download, view,
and even edit your files right on your device. You can even upload photos you take with your phone
right into Google Drive. All the other features you're used to using on the Web work just as you'd
expect on your phone or tablet including searching, sorting, sharing, and organizing.

Installing the Google Drive app for Android

The Google Drive app for Android is available for free from the Google Play Store, and it supports
both phones and tablets.

To install the app, visit the Google Play Store by tapping the Play Store icon on your
Android device. Find the application called Google Drive (you can search for it), and then
install the app. Note you can also install the app by visiting Google's Play Store on the Web
athttps://play.google.com. Once installed, launch the app by tapping the Google Drive
app icon in your device's apps screen.

Installing the Google Drive App for iPhone or iPad

The Google Drive app for iPhone and iPad is available for free from Apple's App Store, and it
supports both phones and tablets.

To install the app, visit the App Store by taping on the App Store icon on your iPhone or iPad.
Find the application called Google Drive (you can search for it), and then install the app. Once
installed, launch the app by tapping on the Google Drive app icon in your device's apps screen.

Using the Mobile App

For Android, iPhone, and iPad, the various flavors of the mobile Google Drive app all have the
same basic functionality and work in similar ways. In fact, you'll recognize many of the basic
user interface pieces from earlier in this book.
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Navigation panel

This corresponds to the Navigation panel on Google Drive for the Web, and functions in the
exact same way. Tapping an item in this panel will update the files shown in the Files list on
your mobile device.

3 3.4 No SIM & 1:43 PM 98 % (mmp
N\ gdrivestarter@gmail... ) Q : G()Ogle Bve

My Drive My Drive

Shared with me :xl Sharedwith me

Starred
v Starred

Recent
@® Recent

Offline
& Offline

Ao [ =] c GDrive Starter Q

The labels correspond to those found in the Navigation panel on Google Drive for the Web:

+
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My Drive is where all files that you've created appear. Note that, unlike on the Web,
your hierarchy of folders is not shown; instead, folders will be shown in the Files list
and you can "drill down" into them as needed.

Shared with me is where all files that other people have shared with you appear.
Clicking on this will filter your Files list to only those items.

Starred will show only those files that you have previously starred.

Recent shows a list of files sorted by modification date; use this to quickly find files
that have most recently been created or edited by you or someone else.

Offline will show a list of files that are available for viewing offline, that is, while not
connected to the Internet. Files can be marked to be kept offline in the Preview panel,
discussed later.
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Files list

The Files list appears when you tap on any of the items in the Navigation panel; for tablet
devices that have a larger screen, the list will simply always be present to the right-hand
side of the Navigation panel. In this example, we are in the Family folder.

No SIM 7 1:43 PM

My Drive Family
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™ Holiday ski lo...ption 1.JPG
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For each file in this list, you can:

+
+
+

See the file's title, icon, and the date that the file was last modified.
Tap on the star to toggle whether the file is starred.

Tap on the arrow on the right-hand side to get additional details about the file via the
Preview panel.

Tap on a file to open it. Google types can be previewed and even edited on the device.
If you have an app installed on your device that can open the file, such as a PDF viewer
or image editor, you'll have the opportunity to use that app to view the file.
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Preview panel

The Preview panel shows a visual preview and additional details about the file, and also permits
you to take additional actions on the file.

No SIM = 1:43 PM
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Reunion location.jpg
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Available offline

Modified Sep 19, 2012 10:39 AM
WHO HAS ACCESS
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7
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= ] = _n Private

From the Preview panel, you can:

4+ See theicon and title of the file

4+ Seeathumbnail (small image) preview of the file

4+ Open the file by tapping on the Open button or the file thumbnail

4 See with whom a file is shared and their level of access (view or edit)

4 Share the file with other people

4+ Mark the file as Available offline which means it will be copied onto your device
and is viewable on the device even when you don't have an Internet connection

4+ Return to the Files list by closing the Preview panel
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Actions menu

The Actions menu lets you perform certain operations on the selected file. It is very similar to
the Context menu that appears in Google Drive for the Web. To pop open the Actions menu in
Android, long-press (tap-and-hold) a file in the Files list. For iPhone/iPad, click on the "Actions"
icon in the upper-right corner of the Preview panel.

1:44 PM
Actions
o+ Share
Share -
Send Ia Rename...
Move file
B Move to...

Make available offline

W Remove

Open with

Send Link

Rename

Print

Remove

=)

Here are some of the things you can do in the Actions menu:

4 Share the file with one or more people
Rename the file
Move the file to a different folder in Google Drive

Remove the file, placing it in the Trash

R

Print the file to any printer using Google Cloud Print
4+ Send the file via e-mail

Depending on the application version, certain other advanced options, such as printing,
may be supported.
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Create menu

The Create menu (or Add menu on iPhone/iPad) lets you create new items in Google Drive directly
from your phone. This menu appears by clicking on the menu icon in the toolbar and selecting
New, or by clicking on the + icon in the toolbar on iPhone/iPad.
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GDrive Starter

From the Create menu, you can create a new Google Docs document, a new folder, or you
can upload a photo or video from your phone directly into Google Drive.

Searching for files

Just like with Google Drive on the Web, you can quickly search all of your files in Google Drive.
On Android, click on the search icon in the toolbar which will display the search box (this is
always visible on iPhone/iPad), and type in your query. Files matching your search will appear
in the Files list. From here, you can work with a matching search result like any other file: open,
preview, star, share, and more.

Access your files and create new ones, wherever you are!

You can see that the mobile experience for Google Drive is robust and full-featured. With the
Google Drive mobile app, you can do the majority of the same things you can with a web browser
on your desktop—viewing, editing, and sharing on the go.
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People and places you should get to know

If you need help with Google Drive, or just want to learn more about Google Drive in general,
here are some people and places that will prove invaluable.

Official sites for Google Drive

+

+

Main page: To work with your files on the Web using Google Drive go to
https://drive.google.com

Start guide: For getting started with Google Drive, including sign-up information
visithttps://drive.google.com/start

Help Center: To browse an extensive set of Google-authored help pages about
Google Drive and covering all aspects of the product go to https: //support .google.
com/drive

Google Apps for Business: For helpful information on how to use Google Drive and
other Google Apps in the workplace visit https: //www.google.com/int1l/en/
enterprise/apps/business/

Google Apps for Education: For helpful information on how to use Google Drive

and other Google Apps in your school or university visit ht tps: / /www.google.com/
intl/en/enterprise/apps/education/

Articles and tutorials

4+ How to set up 2-factor verification: To ensure your Google Account stays as
secure as possible go to https://support .google.com/accounts/bin/topic.
py?topic=28786

4+ Google Drive overview: For an overview by Wall Street Journal's Walt Mossberg
watch https://www.youtube.com/watch?v=AzrixPhql54

4+ How to share: To learn more on how to share in Google Drive visit
https://support.google.com/drive/bin/answer.py?answer=2494822

4+ Techniques for searching: For more on searching techniques in Google Drive go
to https://support.google.com/drive/bin/answer.py?answer=2375114

Community

4+ User community: To browse official product forums where you can ask Google
employees and other experts specific questions about Google Drive, go to
https://productforums.google.com/forum/#! forum/drive

4+ Google+ page: For tips, tutorials, announcements, and community discussion
gotohttps://plus.google.com/+GoogleDrive

4+ Twitter page: For frequent short updates and tips visit https: //twitter.com/

GoogleDriveNews
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Blogs
4+ Google Drive blog: For announcements related to Google Drive go to
https://googledrive.blogspot.com

4+ Official Google blog: For all major Google-related announcements see
https://googleblog.blogspot.com
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Packt, pronounced 'packed’, published its first book "Mastering phpMyAdmin for Effective MySQL
Management" in April 2004 and subsequently continued to specialize in publishing highly focused
books on specific technologies and solutions.

Our books and publications share the experiences of your fellow IT professionals in adapting and
customizing today's systems, applications, and frameworks. Our solution based books give you the
knowledge and power to customize the software and technologies you're using to get the job done.
Packt books are more specific and less general than the IT books you have seen in the past. Our
unique business model allows us to bring you more focused information, giving you more of what
you need to know, and less of what you don't.

Packt is a modern, yet unique publishing company, which focuses on producing quality,
cutting-edge books for communities of developers, administrators, and newbies alike.
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