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Google Drive

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

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

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

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

Objectives

Google Drive Views

Find Files

Open Files and Folders

Create Files and Folders

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

Delete and Restore Files

Share Content

Change Access to Content
Upload and Download Content
Manage File Versions

Sync with Your Computer

Manage Notifications

© 2020 CustomGuide, Inc.
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Google Drive Views

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

View My Drive

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

o Click in the .
- . L Drive Q,  Search Drive - ® @ ‘)
navigation panel to expand it
and see your folders. F e My Drive B O
All of the folders you've eririy Quickc Access
created appear in the @ wyorive
navigation panel. These same > BB Classoom
folders appear on the page to > B Docs
the right. You can open a > B re= [ Travel the Workd.docx B cventLotter
. . 4 - Forms 'ou edited just now ‘ou edited today
folder from either location. s s
» [ Sheets
Q Double-click a folder to open it. e Folders Name &
2% Shared with me
All of the folder’s contents o W sices B snects B foms
d|5p|ay' Yr  stamed B Fies i Docs B Classroom
= Storage Files

6.2 MB of 30 GB used
UPGRADE STORAGE




Switch to Other Views

L Drive Q, Search Drive
Priorit
|- New Y
Priority E Event Letter
» My Drive
2 Shared with me E
@ Recent
<7 Starred ﬂ You edited today
'[E]' Trash Open
=  Storage Workspaces

6.2 MB of 30 GB used
UPGRADE STORAGE

- ® & i@ §

[ Travel the World.docx : B
ﬁ You edited today ﬁ
Open Ope

Priority: Displays files that Google finds
most relevant, based on what has been
recently opened, edited, or shared with
you.

My Drive: Displays the files and folders you
sync or upload, as well as any new Docs,
Sheets, Slides, and Forms you create.

Shared with me: Displays files that have
been shared with you. These files aren’t
included in your My Drive by default, but
can be added as you see fit.

Recent: Makes it easy to pick up where you
left off. Files are grouped by when they
were last opened or modified.

Starred: Displays files and folders you’ve
flagged as important.

Trash: Shows content you’ve deleted. This
content can be recovered if needed.

© 2020 CustomGuide, Inc.
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Find Files

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

Search for Files

o Click in the Search field. & orve Q mard  EITED x - o @ % @

o Type a search term. Q. meeting - o
A menu appears displaying files b o e
that match the term you prioriy I MectingDocuments ol Giopos
entered. If you see what you Y@ vyore — —
need, you can select it from 2, stareqwitn me B e secing 04 seerevesn oo 100 e
the menu. © e B .
€ Clicksearch. S e
= stome [t ritvom N o Name &

Any matches appear below the search
field. Double-click a file in the search 628 o1 30 GB used s - s m Foms

. UPGRADE STORAGE
results to open it.
B Fies B Docs 1 Classroom

Files

meeting
B ©

LDFiVE oo\ meeting| X - ® & 3 ‘J
Q
I-

New Q. merge

Priori |
ty B Meeting Documents Kayla C‘E:::UJ
» @ My Drive
B Team Meeting Kayla Claypool
2}, shared with me Team Meeting. 04 SEFTEMBER 203X / 10:0. Oct18 |
® Recent B Board Meeting Kayla Claypool
Annual Board Meeting. Friday, 09.04 20X Oct18
Y7  Stamed
Sales Meeting Template Brian Pickle
[i]  Trash Sales Meeting. Weskly Goals. . Total Sales: May 17
m Board of Directors Meeting.docx Kayla Claypool Name
= Storage RE: Discover Canada Meeting. In less than 1 Sep s
8.2MEB 0T 30 GB used Il Slides B sheels m roms
UPGRADE STORAGE
B Fies Bm Docs 8 Classroom
Files




Toggle List and Grid View

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

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

easier to scan.

Click the List view or Grid view
button.

Shortcut: Press the V key.

L Drive Q. meeting >
N Search resuits
ew
Priority
3 @ My Drive

2 Shared with me .

Recent

Y7  Stamed

]  Trash B Meeting Documents... [ Board of Directors ...

Storage
Annual Board Meeting

6.2 MB of 30 GB used
UPGRADE STORAGE

B Board Meeting [ Discover Canada M...

B Team Meeting

[0 Discover Mexico Me

© 2020 CustomGuide, Inc. 9




Sort Files

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

Name: Orders files alphabetically by the file name.

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

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

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

Click a column heading.

Note: You aren’t able to sort
your files on the Recent tab.

Select an option to sort by.

The files are now sorted as you
specified. An arrow icon also
appears by the column header
showing that the column is
being used to sort the view.

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

(=

Drive Q meeting

Search results

o ® u §
B O

'- New
Name Owner Q Last modified «
Priority
I Meeting Documents ¥ Last modified
@ My Drive
Relevance
m Board of Directors Meeting.docx =%
23 shared with me
(©  Recent B TeamMeeting 2 e Oct 18, 21
Yy  Stamed B BoardMeeting = e Oct 18,2
[ Trash o
m Discover Canada Meeting Memo.docx &% = Sep 5, 2
&=  Storage [0 Discover Mexico Mesting Memo.docx 2+ y ep 5, 2
6.2 MB of 30 GB used -
Status Meeting 2% Alisha Natvig May 24,2019
UPGRADE STORAGE
E 04 Create Files and Folders &% Alisha Natvig Nov 15,2019
E 01 Schedule Meetings =% Jeffrey High Nov 4, 2019
a 03 Respond To and Track Meetings 2% Jeffrey High Nov 5, 2019
<
L Drive Q  meeting X - ® @& ‘j
Search results £
|- New @
Name Owner Last modified
Priority
Earlier this week |
My Drive
o E 03 Open Files and Folders =% A ec 2,2019
& Shared with me
® Recent Earlier this year
Yo Stamed El 08 Check Spelling 2% Brian Pickle
[i]  Trash
B 05Move and Add Content to New Locations 2% A
= storage B 04 Create Files and Folders =% A
6.2 MB of 30 GB used
B 02FindFiles 2% A
UPGRADE STORAGE
B 02 View Shared Calendars 2% effrey Hi
B 06install Add-Ons 2% effrey H
B 01 View and Hide Reminders 2% Brian Pickle X
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Filter Results

When you're viewing a lot of items, you can quickly find what you need by filtering. This hides files you

aren’t interested in, leaving just the important ones in view.

0 Click the Search options arrow.
L Drive Q, type:document meating X - ﬂ o ‘j
From here, you can specify <1 o
things you know about the file, Fovew e L -
. . ™
like the file type, the owner, or oty owner Aryoe . [
H B 018
when it was last edited. I o —
o Set additional search criteria. &, stareavith me I O
) ® Recent n trasi arre
e Click Search. o
Y7  Stamed
@ Date modified Any time -
. . Trash
Your files are filtered to show only
. . . Item name
those meeting the search criteria. = stoge
6.2 MB of 30 GB used Has the words meeting 0
Tip: You can clear a filter by clicking the oo .
ared wi 019
Clear search button on the right side of 9
the search field. F— e
<
© 2020 CustomGuide, Inc. 11



Show File Location

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

c Select a file. & o I - 05 %@
o View the file path at the

bottom of the screen. e [ cxocEm:|AC
Name Owner Last modified
The flle path Shows the e m Board of Directors Meeting.docx =% me Sep 5,2019
breadcrumb trail of the file’s » B myorie
current location. Click any of &, snarecwinme 8 Tembecting 2 ey
the folders in the path to jump O peeet S e
dlrectly to |t and V|eW |ts Yr  Stamed o [ Discover Canada Meeting Memo.docx &% me Sep 5,2019
contents. i Tresn Bl  Google Hangouts Outline_with steps % Jeffrey High Sep 5,2019
Or: = Storage Bl  04Create Files and Folders =% Alisha Natvig Nov 15,2019
6.2 MB of 30 GB used 01 Schedule Mecti . T Nov s 2019
€ Rightclickafile wocstoucs 1St = B
E 03 Respond To and Track Meetings &% Jeffrey High Nov 5, 2019
Select Show file location.
e E Google Hangouts Outline =% Jeffray High Mar 6, 2019
E1__ 03 Chanae Meeting Owners 2% Rrian Pickle Nav 4 2019

My Drive > Files > Meeting Documents > [ff] Discover Canada Meeting Memo.docx I

The folder where the file is stored o

opens.

L Drive Q, mesting X ® @ ‘}
Search results ©  Preview m @
I- New 1. i
<> Openwith >
Name Last modified
Priority 2+  Share
m Board of Directors Me Sep 5,2019
» @ My Drive GD  Get shareable link
Team Meeting =% +  Addto workspace > Oct 18,2019
2% Shared with me = P o
[ show file location
G) Recent ﬁ Board Meeting Oct 18,2019
(3] Moveto
Yy  Stamed o [ DiscoverCanadaMee ¢ Add to Starred Sep 5,2019
Trash /. Rename
B Google Hangouts Out
— @ View details
=  Storage B 04 Create Files and Fq Nov 15,2019
#7)  Manage versions
6.2 MB of 30 GB used y C s
B 01 Schedule Meeting: |_D Make a copy Nov 4, 2019
UPGRADE STORAGE
(D Report abuse
B 03 Respond To and Tr Nov 5, 21
2t Download
E Google Hangouts Out Mar 6, 2019
[ Remove
Bl 03 Chanae Mesting 0... Mov 4 2013

My Drive > Files > Meeting Documents > [ Discover Canada Meeting Memo.docx
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Open Files and Folders

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

from Google Drive.

Open a Folder
0 Double-click a folder.

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

Open a Folder in the Path

a Click the name of a folder in
the path.

The folder’s contents are displayed.

L Drive
'- New

My Drive > Files ~

o @ = §
B O

UPGRADE STORAGE

Name | Owner Last modified
Priority
BB Trade Show Docs 3 lov 15,2019 m
- @ My Drive
» A Classroom B Tracking e lov 15,2019 m
» @ Docs
B Pictures e ep 35,2019 me
~ I8 Files
» A Meeting Documen... B3 Meeting Documents e ep 5, 2019 me
4
» B Pictures
[  Travel the World.docx 2 lov 22,2019 m
» [ Tracking
» [ Trade Show Docs §  Trade Show Materials.zip e ep 35,2019 me
» @ Forms
[ Technology Proposal.docx e lov 7, 2019 me
» [ Sheets
» [ Slides El  surveyResults.xisx e lov 22,2019 m
e ep 5, 2019 me
= Storage Ns1 nstlogojpg
6.2 MB of 30 GB used B Event Letter e Nov 22, 2019 ¢
UPGRADE STORAGE
L Drive Q, Search Drive ® @ @ ‘j
l' N My Drive > Files > Meeting Documents ~ 2% Bl @
ew
Mame ; Owiner Last modified
Priority _
Templates e Oct 18,2019 me
- My Drive 2
+ A Classroom [ Discover Mexico Meeting Memo.docx e Sep 5,2019 me
» @ Docs
m Discover Canada Meeting Memo.docx e Sep 5,2019 me
~ A Files
~ B Meeting Documen... [ Board of Directors Meeting.docx e Sep 5,2019 me
» A Templates
» [ Pictures
» [ Tracking
» [ Trade Show Docs
» [ Forms
+ [ Sheets
= Storage
6.2 MB of 30 GB used <

© 2020 CustomGuide, Inc. 13




Preview a File

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

new browser tab.

Select a file.
Click the Preview button.

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

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

Click Close when you’re done.

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

L Drive
!— New

Priority
@ My Drive

» A Classroom
» @ Docs
~ [ Files
+ A Meeting Documen...
» A Templates
» [ Pictures
» [ Tracking
» [ Trade Show Decs
» [ Forms
» [ Sheets

Storage

6.2 MB of 30 GB used
UPGRADE STORAGE

My Drive > Files

Name

=]

Trade Show Docs

Tracking

Pictures

Meeting Documents

Travel the World.docx &%

Trade Show Materials zip

Technology Proposal.docx

Survey Results.xlsx

nst_lego.jpg

Event Lefter

(<=

me

o & = §
:: 6
st modified
| 2019 m
I 2019 m
ep 35,2019 me
ep 5,2019 me
Nov 22,2019 m
ep 5,2019 me
lov 7,201% me
lov 22,2019 m
ep 5, 2019 me

& W Travel the World.docx

=| Open with Google Docs v

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

Why travel with Bon Voyage?

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

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

Double-click a file to open it.

L Drive Q,  Search Drive - ® @ @ ‘J
If you’ve opened a file using a Google o My Drive > Files ® & ©® O B 0
application, close it and return to Drive - s s
by closing the file’s browser window. Priorty
B Trade Show Docs i 2019 m
- @ My Drive
Tip: You can also open a file with an » B Classroom B Trcking vtz ez m
. . . D
application installed on your computer. ' : F:’“ B o 05,2019 me
JUSt rlght_CIICk the flle In Dr|Ve, SeIGCt + A Meeting Documen... B3  Meeting Documents ep 53,2019 me
Open with, then choose the app you » B Temples
. [0 Travel the World.docx &% me Nov 22,2019 m
want to use to open the file. » BB Pictures
» [ Tracking [ ] Trade Show Materials zip ep 5, 2019 me
» B Trada Show Docs [ Technology Proposal docx lov 7, 2019 me
» [ Forms
» [ Sheets El  surveyResults.xlsx dov 22,2019 m
= Storage ns1  nstlegojpg ep 53,2019 me
6.2 MB of 30 GB used B Event Letter Nov 22, 20 <
UPGRADE STORAGE
© 2020 CustomGuide, Inc. 15




Create Files and Folders

Your Google Drive is made up of a collection of files and folders. If you need to create a new file from
scratch, you can do it from right within Drive. After you’ve added a number of files, you may find you need
to create folders to keep your work organized.

Create a Google File

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

0 Open the folder in Google
Drive where you want to
create a new file.

e Click the New button.
o Select a file type.

Note: To create a file from a
template instead, click the
arrow next to the file type and
select From a template.

o Click Create and Share.

LDrive
+ - )

Folder

&

File upload

Folder upload

B &

Google Docs

Google Sheets e

Google Slides

D& 0

More

» [ Tracking

» [ Trade Show Docs
» @ Forms
» [ Sheets

= Storage

6.2 MB of 30 GB used
UPGRADE STORAGE

Q, Search Drive

My Drive » Files » Meeting Documents ~ (a8

mplates

Owiner

me

scover Mexico Meeting Memo_docx =% me

ard of Directors Meeting.docx =%

Create in a shared folder?

scover Canada Meeting Memo.docx &% me

me

The created item will have the same sharing permissions as the selected folder.

CANCEL

CREATE AND SHARE

B O
Last modified
Oct 18,2019 me
Sep 5,2019 me

Sep 5,2019 me

Sep 5,2019 me |

e |

16



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

(5
o

Press Enter.

Copy a File

My Drive

E I @1Company Meeting Agendal] n

File Edit View finsert Format Tools Add-ons Help
[l A P v | MNomaltext ~ | Arial + M1 « B I U
1 s 1 H 3 1 5

Waiting for play.goagle.com.

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

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

duplicate.

Select a file you want to copy.

Click the More actions button.

L Drive Q

Search Drive h @

sti‘j
;6

l' New My Drive > Files » Meeting Documents ~ ©2 2F
Select Make a copy. ' _
e py Mame €» Openwith > Last modified
Priority
. . . . E Templates +  Addto workspace B Dct 18,2019 me|
Shortcut: You can also right-click a file @ mome A
ave to
» A Classroom o B Q1 company Meeting A 10:52 AM me
and select Make a copy from the 4 Addto starred
» @@ Docs
menu. [ Discover Mexico Meeting /2 Rename Sep 5,2019 me
~ A Files
~ B Meeting Documen... [ Discover Canada Meeting @ View details Sep 5,2019 me
» A Templates E] Make a copy
[0 Board of Directors Meetif Sep 5,2019 me
» A Pictures (D Report abuse
» [ Tracking &, Download
» [ Trade Show Docs
» [ Forms
+ [ Sheets
= Storage
6.2 MB of 30 GB used <
UPGRADE STORAGE
© 2020 CustomGuide, Inc. 17




Rename a File

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

o Select a file you want to
rename.

a Click the More actions button.

e Select Rename.

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

Enter a new name.

Click OK.

L Drive
o

Priority

- @ My Drive
» [A Classroom
» [ Docs
~ A Files
~ [ Meeting Documen...

» A Templates o
» I8 Pictures

» [ Tracking

» [ Trade Show Docs
» [ Forms
» [ Sheets

= Storage

6.2 MB of 30 GB used
UPGRADE STORAGE

.

Q

Search Drive

My Drive > Files > Meeting Documents ~

MName

+

Templates
Q1 Company Meeting Ag
Discover Mexico Meetin
Discover Canada Meetini
Copy of Q1 Company Nk{

Board of Directors Meeti

ty

&

N E o+

O

Open with

Add to workspace
Move to
Add to Starred

Rename

View details
Make a copy
Report abuse

Download

[T

>

>

Rename

| Q2 Company Meeting Agenda

@9555@
f @m0

Last modified

Jct 18,2019 me

10:52 AM me

Sep 5,2019 me

Sep 5,2019 me

10:58 AM me

Sep 5,2019 me
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Create a Folder

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

0 Click the New button.
L Drive Q, Search Drive - @ @ i e’
a Select Folder.
+ New o My Drive > Files > MeetingDocuments ~ e &+ | H @
Shortcut: You can also right- ~
Owiner Last modified
click in the white space below 3 Foder o -
. mplates me Oct 18,2019 me
the files and folders and select @ Fileuplosd
New folder from the menu. Folder upload Company hisetng Agens = " e
e Enter a folder name B Seogienees > [T T - T
| Google Sheets ’ scover Mexico Meeting Memo.docx 2% me Sep 5,2019 me
H [ Google Slides >
o CIICk create. Mare N scover Canada Meeting Memo.docx &% me Sep 5,2019 me
The new folder |S created and ShOWS » [ Tracking [0  Board of Directors Mesting docx £ me Sep 5,2019 me
. . . » [ Trade Show Docs
Up'WIth all your other files in Google P
Drive + B Sheets
= Storage
6.2 MB of 30 GB used <
UPGRADE STORAGE -

.

New folder

| ‘Company Meeting Agerldasl
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Move and Add Content to New Locations

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

Move Files or Folders

Select the fil fold
o elect the file(s) or folder(s) & orie o e ) @ : &

you want to move.

. R My Drive > Files > Meeting Docu ... = 2t H B ©
e Click the More actions button. b tew
Name €»  Openwith » Last modified
Select Move to. - @ e
» B Classroom E Templates +  Add toworkspace > Oct 18,2019 me
Shortcut: You can.also right- » B Docs B Company Mecting A :m‘st < Do, 2015 me
click the selected item(s) and - B Fles - e
. ompany Meetin 3 9
select Move to from the menu. N 1 T vekeacopy
» I8 Pictures B Q1 CompanyMeeting &, Download Dec 9, 2019 me
o Select the destination location. » B Tracking -
» @ Trade Show Docs [ Discover Mexico Meeting Memo.docx me Sep 5, 2019 me
Note: CI|Ck the Back arrOW at » I Foms [ Discover Canada Meeting Memo.docx me Sep 5, 2019 me
_ » [l Sheets
the Upper Ieft tO move Up One » B Sices [ eoard of Directors Meeting.docx me Sep 5, 2019 me
level in the folder structure.
Click the New Folder button at S Sraeduime
the bottom-left to create a = stomge
new folder in the selected 6248 0730 68 used )
|ocatio n UPGRADE STORAGE
e Click Move.
Tip: You can also drag and drop & orive e . & u §
files or folders to a new
. . . . . My Dri > Fil > Meeting D - 2 H 222)
location if the destination is Fonew yrie w e Hestngmesd o

visible from the current screen. Name ¥ ¢ Meeting Documents x| Lastmodfied

- My Drive

» A Classroom B Templao I Company Meeting Agendas > Oct 18,2019 me

» [ Docs B Templates

E Company Meeting Dec9,2019 me
~ A Files B
]
» B Mesting Documen.. B Q2 Company Meet: . Dec 9, 2019 me
» A Piclures B Q1 Company Meet Discaver Me Dec 9, 2019 me
» [ Tracking o .
» @ Trade Show Docs [ Discover Mexico M Sep 5 2019 me
[ o |
» Il Forms [0 Discover Canada Sep 5, 2019 me
» [l Sheets é
» B Slides [ Board of Directors Meeting.docx me Sep 3, 2019 me
2. Shared with me
= Storage
6.2 MB of 30 GB used <

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

Click OK, if needed.

o

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

L Drive
I- New

- My Drive
» A Classroom
» [ Docs

~ A Files

» A Meeting Documen...

» [ Pictures
» [ Tracking
» [ Trade Show Docs

» [ Forms
» [ Sheets

» [l Slides
2. Shared with me

= Storage

6.2 MB of 30 GB used
UPGRADE STORAGE

Q

Search Drive

My Drive > Files > MeetingDocu ... ~

Name

B Templates

E Company Meeting
B  Q2company Meet|
B Q1 Company Meeti
[ Discover Mexico M
[ Discover Canada vy
]

Some people may lose access

o & = §
::: )

Last modified

Oct 18,2019 me

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

Dec 9,2019 me

‘You are moving 2 items out of shared folder "Meeting

Documents”, so people will lose access

CANCEL

Board of Directors Meeh’nﬁ me

Dec 9,2019 me

Dec 9,2019 me

© 2020 CustomGuide, Inc.
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Add Files to My Drive

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

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

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

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

o Select the file(s) you want to & o a o @ &
. rive Search Drive - HH j
add to My Drive. v
Click the F e Shared with me o & © W & H ©®
a Name Shared by
button. <@ wyorie .
E Vienna Reyes - #001 Exponents 6 enna Reyes
» [ Classroom
The path is displayed at the bottom of » B Docs B Vienns Reyes - Assionment 1 O Viems Reyes
the screen to confirm the file was ™ B Fies Travel Package Proposal © 5o
. . » @ Meeting Documeniy
added to My Drive, where it can be e  TheoMarshal Assignment 1 o
ily organized.
eas y O ga ed » I Tracking E Theo Marshall - Assignment 1 € TheoM
» [ Trade Show Docs N
Keep in mind, the file wasn’t moved or > B Foms B Faiih Morrison - £001 Exponents @ it vor
COpied. Itis simultaneously available * B shects B Faith Morrison - Assignment 1 @ sitn iorison
» [ Slides
from both places now. B}  Emily Howard - #001 Exponents
23 Shared with me -~
. [ﬂ Emily Howard - #001 Exponents.docx " el
Note: You can also Add files to = Storage ©
additional locations within My Drive by P B Emily Howard - Assignment o
holding Ctrl while dragging a file to an UPERADE STORAGE

additional destination. This will keep
the original in the source location but
also make it accessible from another
location.
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Star and Color Code Content

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

Star a File or Folder

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

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

Click the More actions button.

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

Select Add to Starred.

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

Remove from Starred

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

Click the More actions button.

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

Select Remove from Starred.

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

= Storage

6.2 MB of 30 GB used
UPGRADE STORAGE

My Drive » Files » pg Trade Show Docs

& Drive Q. search Drive - (C 2 SR
P
My Drive > Files = |28 o & [ ::: O
l— New
Name 1-} Open with » Last modified
Priority
Trade Show Docs Move to Nov 15,2019 m
- @ My Drive -
¢ Add to Starred |
» @ Classroom B Tracking s lov 15,2019 m
/. Rename
» @ Docs
B PFictures @ Change color > Sep 5,2019 me
~ [ Files
Q. Search within Trade Show Docs
» A Meeting Documen... B3 Meeting Documents ep 5,2019 me
» @ Pictures (@) view details
[  Travel the World.dog lov 22,2019 m
» [ Tracking &, Download
» [ Trade Show Docs §  Trade Show Materiak.— ep 5, 2019 me
» @ Forms
[ Technology Proposal.docx lov 7,2019 me
» [l Sheets
» [ Slides El  surveyResults.xisx lov 22,2019 m
= Storage Ns1  nst_logojpg ep 5, 2019 me
6.2 MB of 30 GB used B Event Letter lov 22,2019 ¢
UPGRADE STORAGE
L Drive Q  searchDrive = (6 2 S ‘j
Starred o & O & : H ©®
'— New
T Name {’ Open with N Last modified
> Meeting Documen...
B 0 B8 Meeting Documents - ep 5, 20
[ Show folder location
» [ Pictures
» BB Tracking BB Trade Show Docs Move to Nov 15,2019
W% Remove from Starred
» [ Trade Show Docs N
- Villajpg =% ep 5, 24
/. Rename
+ [ Forms
Change color >
» [ Sheets & g
. Q Search within Trade Show Docs
» [ Slides
View details
23 Shared with me O
&, Download
(©  Recent
<r  Starred
M  Trash

© 2020 CustomGuide, Inc. 23



Color Code a Folder

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

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

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

Click the More actions button.
Select Change color.

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

Select a color.

The folder instantly updates to match
your color selection.

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

= Storage

6.2 MB of 30 GB used
UPGRADE STORAGE

L Drive Q,  Search Drive - (Qj HH ‘J
|_ New My Drive > Files > MeetingDocu & 2+ [ H B ©®
Name b < Open with > Last modified
Priority
Templates Move to 0Oct 18,2019 me
My Drive 0 =
¢ Add to Starred
» A Classroom B3 company Meeting A Dec 9, 2019 me
/. Rename
» @ Docs
[ Discover MexicoMet () Change color > Sep 3, 2019 me
~ [ Files
Q,  Search within Trade Show Docs
» I8 Meeting Documen... [0 Discover Canada Mel Sep 5,2019 me
» [ Pictures (@) view details
[ Board of Directors M Sep 35,2019 me
» [ Tracking &, Download
» [ Trade Show Docs
» @ Forms
» [ Sheets
» [ Slides
= Storage
6.2 MB of 30 GB used <
UPGRADE STORAGE
L Drive Q.  Ssearch Drive - @ & = ‘J
I‘ N My Drive > Files > MeetingDocu & 2+ [i] B ®
ew
Name b *:9 Open with > Last modified
Priority
Templates Move to 0Oct 18,2019 me
My Drive R ® °
Y7 Addto Starred
» A Classroom E Company Meeting A{ 2019 me
/. Rename
» @ Docs
@ Change color > Sep 5, 2019 me
- B Fies EEEEN
Q,  Search within Trade Show Docs
» B Meeting ... . . Sep 35,2019 me
» A Pictures . @ View details
Sep 5, 2019 me
» [ Tracking . . &, Download
» [ Trade Show Docs
» @ Forms
» [ Sheets
» @ Sides
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Manage Workspaces

Workspaces are another way Google Drive makes it easy to find the content that matters most. Shortcut
links to files are added to the Workspace where you can conveniently organize them as you wish, while the
files themselves remain stored in their original location. This eliminates the need to search your entire Drive
for frequently accessed files.

Create a Workspace

Navigate to Priority.
0 g y L Drive Q,  Search Drive - @ @& 3 m_‘
o Click the Create Workspace
New Priority
button. +
o Enter a name. i oﬁp‘m
- My Drive
o Click Create. R
» @ Docs
The Workspace is created and ready to B Fies t
. . A
populate with files. I veetngbosumer A -
» I8 Pictures
» @ Tracking Create your own personal workspace
» B Trade Show Docs Get back to files you're currently working on so
you can pick up right where you left off
» @ Forms
» Il Sheeis
» [ Slides Create Workspace o
= Storage
Hidden workspaces
6.2 MB of 30 GB used
UPGRADE STORAGE

New workspace

{ Marketing Tou\sl
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Add Files to a Workspace

o In the workspace window, click
Add files.

The Add to Workspace pane
opens, where you can find files
using the Recent, My Drive, or
Shared With Me tabs.

e Navigate to the files’ location.

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

o Click Insert.

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

Marketing Tools ~
0 of 25 file [imit

Get started by adding files to your workspace

Add files

& AddtoWorkspace O X

RECENT MY DRIVE SHA" »

Marketing Tools ~
0 of 25 file limit

My Drive 3 Files 4

Name 1

Get started by adding files to your workspace

8  Meeting Documents

Add files

Pictures

Tracking

Trade Show Docs 0
e Event Letter &a

E nst_logojpg &%
G Survey Results.xisx &%

[ Technology Proposal.docx 4

X 3 selected INSERT
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Remove a File from a Workspace

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

0 Click the file’s More actions

button.
9 Select Remove from Marketing Tools ~
workspace 3 of 25 file limit
Name
Shortcut: You can also right-click a file B3 survey Resuts xisx
in the Workspace and select Remove B Eventletter

from workspace from the menu.

Ns1 nstlogoipg

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

Hide or Remove a Workspace

Add files

Last Modified

Preview

Open with

Share

Get shareable link
Add to workspace
Show file location
Add to Starred

Rename

Report abuse

Download

Remove from workspace

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

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

Rename

Add files

Hide workspace

Remove workspace

Last Modified

Nov 22,2019 me

e Select an Option. Marketing Tools ~
2 of 25 file limit
e Hide workspace: Moves the oo
Workspace to a Hidden SMM&
section at the bottom of )
. . NS1 nstlogo.jpg
Priority.

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

Sep 5,2019 me
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Delete and Restore Files

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

Delete a File

Select the file you want to .
L Drive Q  search Drive - ® ® i ‘j
remove.
. My Drive > Files > TradeShowDocs ~ @ [ H B ©
e Click the Remove button. b ew
oty Name Ownl Last modified
Shortcut: You can also right-click a file V@ o ®  srancecartipg 2 me Nov 1,201 me
and select Remove from the menu. P B e Show Goals xisk T
. . Recent [ Trade Show Guidelines.docx me Oct 18,2019 me
Note: If it’s a shared file that you own, T
arre
those you’ve shared it with can make a -
rasl
copy. Ifit’s a file you don’t own,
removing the file from Drive only = stomge
removes it fOf' you. 6.3 MB of 30 GB used
UPGRADE STORAGE
The file is sent to Trash.
<
Restore a Deleted File
o Navigate to Trash.
L Drive Q,  Search Drive - ® @& ®m ‘J
e Select the file you want to
restore. o ew e 1 5'1=0
Name Owng Last modified
i Priorit 4
e CIICk the ReStore from traSh o B Company Meeting Agendas me Dec 9, 2019
button. > @ My Drive
. sharedwith me E Q1 Company Meeting Agenda 2% me Dec 8, 2019
Recent E3 0Oid Survey Results.xlsx 2% me Oct 18, 2019
Yr  Stared B PermissionForm.pdf =% me Mov 7,2019
@ Trash L excel-2013-moving-and-copying-worksheets = 25 me Nov 5, 2019
&= Storage ;3 Branded-Cartjpg 2% me Nov 1,2019
Z;;;i;:;zi:;? Vacation Tracker 25 me Oct 31,2019
@ \VacationTracker 2n me Oct 31,2019
E} Vacation Trackerxisx = me Oct 31, 2
B Q1 Meeting 2x me Dec9,2019

28




Permanently Delete a File

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

0 Navigate to Trash.

e Select the file you want to
permanently delete.

e Click the Delete forever
button.

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

o Click Delete forever.

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

-

De

28 % 0

.

L Drive
+ New

Q, Search Drive -
Trash -
Name
Priority
B Company Meeting Agendas
My Drive
Q1 Company Meeting Agenda %
Shared with me E pany 949
Recent o E} 0Oid Survey Results.xlsx &%
Starred B0 PermissionForm.pdf 2+
Trash )
excel-2013-moving-and-copying-worksheets .. 2%
Storage Vacation Tracker 2%
6.2 MB of 30 GB used N
Vacation Tracker 2%
UPGRADE STORAGE
Ed  Vacation Trackerxlsx 2
B Q1 Meeting 25
E Copy of Q1 Company Meeting Agenda =%

Delete forever?

@ ® @ §

:: IO

2 W
Owner é
me
me
me
me
me
me
me
me
me

me

x

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

Warning: You can't undo this action.

DELETE FOREVER CANCEL

Last modified

Dec9,2019

Dec 9, 2019

0Oct 18,2019

Nov 7, 2019

Nov 35,2019

Oct 31,2019

Oct 31,2019

0Oct 31,2019

Dec 9,2019

0ct 3,2019
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Share Content

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

are currently shared.

Share a File or Folder

Select the file or folder you

Want to share L Drive Q_  Search Drive - s ﬁ'
o Click the Share button. + rew Mbrve > Fle- @ i =o
Name < éer Last modified
Shortcut: You can also right- Pricrly _
click the file or folder and “ @ e e - e
select Share from the menu > @8 Clscroom o B Tracking ™ LEAREI
' + [ Docs
. B Pictures me Sep 5,201% me
o Enter the email address(es) for ~ B Fies
» A Meeting Documen... B Meeting Documents ¥ me Sep 5,2019 me [

the people you want to share
the file or folder with.

Sharing a folder with someone

» A Pictures
» I Tracking

» [ Trade Show Docs

=]

Travel the World.docx &%

Trade Show Materials.zip =%

me

me

Maov 22,2019 m

Sep 5,2019 me

» @ Form
else glves them perlleges to . ﬂme:; Technology Proposal docx =% me Mov 7,2019 me
organize, add, and edit by » I Slides Survey Results.xlsx =% me Nov 22,2018 m
defaUIt = Storage ﬁ5-| nst_logojpg &% me Sep 5,201% me

Click the Permissions list
arrow.

Select a permissions level.

e Can organize, add, & edit:
People can open, edit,
delete, or move any files
within the folder, if they are
signed in with a Google
account. People can also

6.2 MB of 30 GB used
UPGRADE STORAGE

Event Lefter =%

Mov 22,2019

e |

Share with others

Get shareable &

& Brian Pickle X  Add more pecple. -

add files to the folder. Foople

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

Add a note

" Can organize, add, & edit
Can view only
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By default, people will be
notified when they’re given
access to content.

You can also include a personal
message.

Share with others Get shareable link (e

(Optional) Type a note.

People

CI'Ck Send. 2 Brian Pickle X  Add more people...

Here are the tracking files for you to review.

© 2020 CustomGuide, Inc.
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Get a Sharable Link

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

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

Click the Get sharable link
button.

The link is automatically copied
to your clipboard.

Click the Link sharing toggle.

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

Paste the copied link anywhere
you want to share it.

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

& Drive Q searchDrive - @ & = §
My Drive > Files ~ ‘2 @ & W Hm @
l- New
Name é Owiner Last modified
Priority
B  Trade Show Docs e Mov 15,2019 m
- My Drive
+ A Classroom o B3 Tracking me Mov 15,2019 m
» @ Docs
B Pictures e Sep 5,2019 me
~ A Files
» @ Meeting Documen... B  Meeting Documents e ep 5,2019 me
» A Pictures
[ Travel the World.docx e lov 22,2019 m
» [ Tracking
» [ Trade Show Docs §  Trade Show Materials.zip e ep 52019 me
» @ Forms
[ Technology Proposal docx e Mov 7, 2019 me
» [ Sheets
» [ Slides El surveyResults.xlsx e Mov 22,2019 m
+ 1 10goj o Sep 5,2019 me
= Storage Ns1 nstlogojpa & ep 3, 2
6.2 MB of 30 GB used B  EventLetter e dov 22, 201 <
UPGRADE STORAGE
L Drive Q,  Search Drive = @ ® ﬁ
My Drive > Files - ‘as [T i -2
'_ New Y = ®
Name Link sharing on @ Last modified
Priority Anyone at CustomGuide with the link can view
I Trade Show Docs 52019 m
My Drive hitps/idrive.google.com/open?id=1UBgMXT7dn
» @B Classroom B Tracking Nov 15,2019 m
Sharing settings
» @ Docs
B Pictures 3 Sep o me
~ [ Files
» I8 Meeting Documen... B3 Meeting Documents e ep 5,2019 me
» B Pictures
[0 Travel the World.docx e lov 22,2019 m
» [ Tracking
» [ Trade Show Docs §  Trade Show Materials.zip e ep 5, 2019 me
» @ Forms
[ Technology Proposal.docx e lov 7, 2019 me
» [ Sheets
» [ Slides Survey Results.xlsx e Nov ) m
e ep 5, 2019 me
Link sharing tumed on. Anyone at CustomGuide with the link can
Now view. e Nov 22,2019 ¢
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Change Access to Content

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

Set Sharing Expiration

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

Click the Share button.

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

Click Advanced.

L Drive
+ New

Priority

- @ My Drive
» [A Classroom
» @ Docs
~ [ Files
» A Meeting Documen...
» A Pictures
» [ Tracking
» [ Trade Show Docs
» [ Forms
» [ Sheets

+ [ Slides

= Storage

Q, Search Drive
My Drive > Files ~ &8

Name -

I Trade Show Docs

Tracking

Meeting Documents W

B
B Pictures
B
]

Travel the World.docx =%

§  Trade Show Materials.zip =%

[ Technology Proposal docx =%

B surveyResuls.xsx =+

Ns1 nstlogojpg

ﬁzMBofSDGBuseo B EventLetter &%

UPGRADE STORAGE

Share with others

People

Enter names or email addresses .

me

me

me

me

me

me

me

me

Get shareable link &2

:: 6
Last modified
Nov 15,2019 m
Nov 15,2019 m

Sep 5,2019 me

Sep 5,2019 me |
Mov 22,2019 m
Sep 5,2019 me
Nov 7, 2019 me
Nov 22,2019 m
Sep 5,2019 me

Nov22,2019 ¢
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Click the Permissions list arrow

to the right of the person’s
name.

Select Set expiration.

By default, access is set to
expire in 30 days.

Click the Access expires
button.

Select a number of days option
or set a custom date.

Click Save changes.

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

Sharing settings

Link to share (allows editing)

[[cocumentiariSyvovziay

g:c:;ﬁtat CustomGuide who has the link Change...

Kayla Claypool (you)
kaylaclaypool@customguide.com

Gabriela Ochoa
gaby@customguide.com

Katie Thomas
K

Invite people: s owner

Enter names or email addresses. Can edit

~ Can comment

Can view
Owner settings Leam more

[_| Prevent editors from changing acce: Set expiration_
[] Disable options to download, print,
Comment and View access only

Done

Sharing settings

Link to share (allows editing)

hitps-/idocs google com/document/d/1SYVioVzjAyIPogtHjjiy-bGAQAHLNGKEVjod4j7px

Who has access
. Gabriela Ochoa 7
gaby@customguide.com

. Katie Thomas E -
= Hhomas@customg

Access expires:| 30 days ~

o Alish: 7 days
= okt v 300ays

Brian Pickle
brian@customgu

Custom date. .

Oumer seftings Leam more
[ Prevent editors from changing access and adding new people
|| Disable options to download, print, and copy for commenters and viewers

‘ You have made changes that you need to save.

Save changes Cancel
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Remove Access

After a file is shared, you can remove access at any time.

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

Click the Share button.

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

Click Advanced.

L Drive
. + New

Priority

/

- @ My Drive
» [A Classroom
» [ Docs
+ A Files

» A Meeting Documen...

» A Pictures

» I Tracking

» [ Trade Show Docs
» [ Forms
» [ Sheets

+ [ Slides

= Storage

Q, Search Drive

My Drive > Files ~ ‘2
Name

W  Trade Show Docs
Tracking
Pictures

Meeting Documents ¥

Travel the World.docx =%

Trade Show Materials.zip =%

B surveyResuls.xlsx =%

Ns1 nstlogojpg &

ﬁZMBofBDGBuseo B EventLetter &%

UPGRADE STORAGE

Share with others

People

Enter names or email addresses.

Technology Proposal.doex =%

me
me
me
me
me
me
me

me

Get shareable fink ¢

v

B O
Last modified
Nov 15,2019 m
Nov 15,2019 m
Sep 5,2019 me
Sep 35,2019 me
Mov 22,2019 m
Sep 5,2019 me
Nov 7,2019 me
MNov 22,2019 m
Sep 35,2019 me

Nov 22,2019 ¢
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o Click the X icon to the right of a
person’s name.

Sharing settings

Link to share (allows editing)

e Click Save ChangeS- [ ocumenvaisvvov.

The sharing permissions for the user _ _
Arlynng at CustomGuide who has the link
are removed. canedit

Kayla Claypool (you)
kaylaclaypool@customguide.com

Gabriela Ochoa
gaby@customguide.com

Katie Thomas
kthomas@customguide.com

Invite people:

Enter names or email addresses.

Owner seftings Learn more
|_| Prevent editors from changing access and adding new people
|| Disable opfions to download, print, and copy for commenters and viewers

Sharing settings

Link to share (allows editing)
hitps:fidocs google com/document/d/1SYVeVzjAylPogtHjiy-bGIQAHLNGKEVjod47 px

Who has access

Kayla Claypool (you)
kaylaclaypool@customguide com

. Gabriela Ochoa
gaby@customguide.com

Alisha Natvig
alisha@customguide.com

«  Brian Pickle
“  prian@customguide com
Ouiner sefiings Leam more

|| Prevent editors from changing access and adding new people

|| Disable options to download, print, and copy for commenters and viewers

| You have made changes that you need to save.

=
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Change Owner

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

Select the file or folder you
. Drive Q  Search Drive - @ & =
want to transfer ownership of. & &
e Click the Share button. + New i My Drive > Files ~ (2% o & @M H O
. o Name éer Last modified
Shortcut: You can also right- prortty
click the file or folder and “@ o e - s
Select Share fl’0m the menu » IA Classroom Tracking me Nov 15,2019 m
’ » @ Docs .
. Pictures me Sep 5,2019 me
o Click Advanced. - B s
» @ Meeting Documen... B Meeting Documents ma Sep 5,2019 me
» A Pictures
[@ Travel the World.docx 2% me Nov 22,2019 m
» [ Tracking
3 . Trade Show Docs ¥ Trade Show Materials.zip &% me Sep 5,2019 me
» [ Forms
m Technology Proposal.docx =% me Nov 7, 2019 me
» [ Shests
» [l Slides B survey Resulfs.xisx =+ me Nov 22,2019 m
= Storage Ns1 nstlogojpg < me Sep 5,2019 me
6.2MBof3UGBu5g° B EventLetter &% me Nov?22,2019 .
UPGRADE STORAGE 1

Share with others Get shareable link (¢

People

Enter names or email addresses

v
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Click the Permissions list arrow
to the right of the person’s

Sharing settings

name. Link to share (allows editing)

hitps:#/docs.google.com/document/d/1SYVoVzjAyIPogtHily-bGIQAHLNGKEVjod4)7 px

Select Is owner.

Who has access
Kayla Claypool (you)

Click Save cha nges. kayladlaypoal @eustomguide com
Gabriela Ochoa
Click Yes. gaby@customguide.com o *
. 7| x
The person you selected is now the S Picke Is ouner

brian@ecustomguide.com «  Can edit

owner and can manage advanced
permissions for this content.

Can comment

Invite people: Can view

Enter names or email addresses.

Set expiration...

Comment and View access onk
Ouwiner seffings Learn more v

|_| Prevent editors from changing access and adding new people
|| Disable opfions to download, print, and copy for commenters and viewers

Sharing settings

Link to share (allows editing)

locs.google.com/document/d/ 1SYVoVziAy!

Who has access

Anyone at CustomGuide who has the link

can edit Change.

Kayla Claypool (you) / -
kaylaclaypool@customguide com

Gabriela Ochoa 7 -
gaby@customguide com

Alisha Natvig
alisha@customguide. com

Brian Pickle
brian@customguids com

Owner seftings Leam more
[] Prevent editors from changing access and adding new pecple
|| Disable options to download, print, and copy for commenters and viewers

‘ ‘You have made changes that you need to save.

o
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Upload and Download Content

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

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

owned by someone else.

Upload a File or Folder

Click the New button.

L Drive Q searchDrive - ® ® ﬁ
e Select File upload or Folder ‘ . .
upload '_ New My Drive > Files > Tracking ~ 2% B @
Jwne ed
Shortcut: You can also right- £ Folder
. . on Results Analysis 9 me
click in the blank area below R Fieuplocd
the list of files and folders and By Folder uplosd 3> jrrecn
select an upload option from 5 oked YO
Google Docs >
the menu.
Google Sheets >
o Select the content you want to Goagle Slides >
upload More >
. . » [ Forms
o Click Open for a file or Upload & Shoct
for a folder. » I Sides
= Storage
Shortcut: You can also drag and drop
. . 3 MB of 30 GB us
files from your computer to the desired S
Drive folder to upload them.
The content is added to your Drive and o P
e . Dri Q Search Drive - ;
a notification appears with the upload & Drive /
StatUS. !_ G Open X
« v 4 s ThisPC > Deskiop v @& | Search Desktop AR
Organise Mew folder E‘ﬂ m @ I
i @ 3 Quick access
» me
) j /. OneDrive -
-E [ This PC E me
W ¥ Metwork
| Vacation Tracker
L
L
»
»
» E v
File name: | Vacation Tracker | [AnFiles v
6.2 MB of 30 GB used
BUY STORAGE
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Automatically Convert Uploads

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

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

0 Click the Settings button.

o Select Settings.

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

o Click Done.

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

L Drive
'- New

Priority

- My Drive

» A Classroom
» @ Docs
~ [ Files
» I8 Meeting Documen...
» B Pictures
» A Tracking
» A Trade Show Docs
» @ Forms
» [ Sheets
» [ Slides

Storage

6.3 MB of 30 GB used
BUY STORAGE

Q, Search Drive hd o 533 33 ‘J
My Drive > Fi\es& Settings H @

Get Drive File Stream for Windows

Name Keyboard shortcuts Last modified

B Promotion Results Analysis me Nov 15,2019 me
Q2 Goals Tracking me Oct 25,2019 me
Trips Booked YOY me Oct 25,2019 me

El  Vvacation Trackerxlsx me Jan 13,2020 me

L Drive

Rfee Diwivom 8 CHem & Temotiien — mm ~

Settings

General Storage
Notifications

Manage Apps

6.3 MB of 30 GB used 6

Buy storage
View items taking up storage

Convert uploads 0 Convert uploaded files to Google Docs editor format

Language

Offline

Density

6.3 MB of 30 GB used
BUY STORAGE

Change language settings

D Create, open and edit your recent Google Docs, Sheets, and Slides files
on this device while offline
Not recommended on public or shared computers. Learn more

Comfortable -
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Download a File or Folder

If you want a separate copy of a file to save locally on your computer, just download it.

0 Select the file or folder you
want to download.

e Click the More actions button.

e Select Download.

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

A copy of the file is downloaded to
your computer. Google files are
converted to corresponding Office file
types, e.g. Google Docs files are
converted to Microsoft Word files. If
multiple files were selected, they're
downloaded in a zip folder.

L Drive
I— New

- &

Priority

My Drive

+ A Classroom
» @ Docs
~ A Files

» E Meeting Documen...
» A Pictures

» [ Tracking

» ) Trade Show Docs

» @ Forms
» [ Sheets

+ [ Slides

Storage

6.3 MB of 30 GB used
BUY STORAGE

Q, Search Drive > @
My Drive > Files > Tracking ~ 2% &
Name <> Open with 5
B Promotion Results A Add to workspace >
Move to
Q2 Goals Tracking <
¥  Add to Starred
Trips Booked YOY & ﬂ_ Rename
Vacation Tracker @ View details
1 Mekea copy
El Vacation Trackerxls) D
(1) Report abuse
&, Download
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Manage File Versions

When you have a number of people collaborating on files, it can be helpful to view the activity history and

know how to work with versions.

View the History of a File or Folder

If you want to see the history of a file or folder, you can view its Activity log.

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

e Click the View details button.

The Details tab opens, where
you see a preview of the file as
well as some useful data,
including file size, owner, and
creation date.

e Click the Activity tab.

Here, you see a running log of
the file’s history, including
what the change was and who
made the change. This can be
very useful when auditing the
content for notable updates.

L Drive
I— New

Priority

- @ My Drive

» @A Classroom
» @ Docs
~ [ Files

» A Meeting Documen...

» 8 Pictures

» @A Tracking

» A Trade Show Docs
» @ Forms
» Il Sheets
» [ Slides

Storage

6.3 MB of 30 GB used
BUY STORAGE

My Drive > Files > TradeShow Docs ~ @ jm}

Name
3 Branded-Cart jpg
El Trade Show Goals.xlsx &%

[0 Trade Show Guidelines.docx

::: O]
Oviner Last mol
Moy 19 me
me Nov 1, 2018 me
2019 me

Priority

My Drive

» A Classroom
» @ Docs

~ [ Files

» B Meeting Documen...

» A Pictures

» @A Tracking

» A Trade Show Docs
» [ Forms
» [ Sheets

» Il Slides

Storage

6.3 MB of 30 GB used
BUY STORAGE

My Drive » Files > Trade Show Docs

Mame
3 Branded-Cart jpg
Ed Trade Show Goalsxlsx &%

[ Trade Show Guidelines.docx

- o & = §

@ M B @
Ed Trade Show X
Goals.xlsx ]
4
Details Activity
Last week
Tue 410 PM

ﬁ You shared an item

B3 Trade Show Goals.xisx

' Gabriela Ochoa Can edit

Tue 4:08 PM

ﬁ You restricted access to an item

E3 Trade Show Goals.xlsx

)
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Upload a New Version

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

wrong file.

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

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

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

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

o Click Upload New Version.

‘ Drive
+ New

Priority

- My Drive

» @B Classroom 0 Ed  Trade Show Goals.xl

» @ Docs
~ [ Files
» I8 Meeting Documen...
» 8 Pictures
» B8 Tracking
» @A Trade Show Docs
» @ Forms
» [l Sheeis
» B Slides

= Storage

6.3 MB of 30 GB used
BUY STORAGE

Q, Search Drive hd (@ i ﬁ
i B 0

My Drive > Files > TradeShowDocs ~ @& [

Name 4 Q-'IQ Open with ? Last modified

3 Branded-Cart jpg =5 Add to workspace > MNav 1, 2019 me
Move to

MNov 1,2019 me
Add to Starred

N % o+

[0 Trade Show Guidelin Rename Oct 18,2019 me

View details

Manage versions 0

Make a copy

Report abuse

- 0O0 6

Download

Manage versions

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

UPLOAD NEW VERSION o

Current version Trade Show Goals xlsx
Nov1,2019,2:06 PM Kayla Claypaol

Version 2 Trade Show Goals xIsx
0ct 31,2019, 3:25PM  Kayla Claypoal

Version1 Book.xlsx
Sep 5,2019,1:07 PM Kayla Claypool
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e Select the new file.

e Click Open.

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

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

G Open
<« « 4 s ThisPC » Deskiop

Organise ~ New folder

# Quick access
f@ OneDrive
I This PC

¥ Network

Vacation Tracker

X

v @& | SearchDesktop o

Trade Show Goals

- = @
R

o

File name: | Trade Show Goals

| [AnFiles v
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Download or Delete a Previous Version

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

° Select the file you want to
. . L Drive Q,  search Drive - @3 ] ﬁ
manage a previous version of.
. . My Drive > Files > Trade Show Docs ~ @& o} H 222] @
e Click the More actions button. + vew .
Name < Open with > Last modified
Select Manage versions. Prioity
. E My Drive : Branded-Cartjpg &% +  Addto workspace > Maov1,201% me
ShortCUt: YOU can also rlght- » B Classroom o E  Trade Show Goals.xl; B waen Mov 1,2019 me
click the file and select Manage » m Docs W Addto stared
m Trade Show Guidelin Z.  Rename 0ct 18,2019 me
versions from the menu. ~ B files
» B Meeting Documen... @ View details
Note: Previous versions of » A Pictures 1) Manage versions o
Google Drive files don’t take up » B Tracking [ Makeacopy
. . » @A Trade Show Docs (D Report abuse
space in your Drive account,
. . » [ Forms &, Download
but the previous versions of ) B s
non-Google files do consume » I Sies
storage space.
= Storage
o Click the More actions button £:3 MB of 20 68 used .
next to the version you want to — |
manage.

e Select Download or Delete.

Note: Google will

automatically merge file Manage versions

reviSIOI’\S together Over tImE‘. If Older versions of Trade Show Goals.xlsx’ may be deleted after 30 days or after 100
) . versions are stored. To avoid deletion, select Keep forever in the file's context menu.

you don’t ever want a version Learn more

to be deleted, select Keep UPLOAD NEW VERSION
forever from this menu.

o Current version Trade Show Goals.xlsx

Mon 10:02 AM Kayia Claypool

Version 3 Trade Show Goals xIsx
Now 1,2018, 2:06 PM_Kayla Claypocl

versi b &, Download
ersion

oct3toeszse [ ] Keep forever

Version 1 Ronk |
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Sync with Your Computer

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

the Drive File Stream application.

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

Install Drive File Stream

Click the Settings button.

If you're using a Google
Account for work or school, a
Get File Stream option is listed.
Google Accounts for individuals
will have a Get Backup and
Sync option instead. The
applications are similar, but
optimized for organizational or
personal use.

Select Get Drive File Stream.

A new browser tab opens with
more information about File
Stream.

Expand the Download & install
Drive File Stream section.

Click a Download button.

= [m} x
& Files - Google Drive x o+
< C & drive.google.com/drive/folders/1H4fIP5yzVhd)jBQUaok)YY1PZ5uSLacy QA A ‘j
L Drive Q,  search Drive - ® ® = ‘j
My Drive > Files = Settings H ®
l— New y Drive lles
Get Drive File Stream for Windows
Name Keyboard shortcuts Last modified
Priority ¥
W Trade Show Docs me Maov 15,2019 m
- @ My Drive
+ I8 Classroom B Tracking me Moy 15,2018 m
» @ Docs
B Pictures me Sep 5,2019 me
~ I8 Files
» A Meeting Documen.. B Meeting Documents me Sep 35,2019 me
» [ Pictures
[  Travel the World.docx me Mov 22,2019 m
» [ Tracking
» [ Trade Show Docs §  Trade Show Materials.zip me Sep 53,2019 me
+ [ Forms
[ Technology Proposal.docx me Nov 7, 2019 me
» [ Sheets

& Files - Google Drive

» C

X & Use Drive File Stream with work « X +

@ support.google.com/drive/answer/7329379 aQ ¥ ‘)

= Google Drive Help Q

= Open files on your computer.

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

To download Drive File Stream

DOWNLOAD FOR WINDOWS DOWNLOAD FOR MAC

1. 0On your computer, open
- DriveFileStream.exe on Windows

« DriveFileStream.dmg on Mac

2. Follow the on-screen instructions

System requirements v
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Open Drive File Stream

Click the
on the taskbar.

icon

Here, you can see the sync
status, recent activity, and
notifications.

Click the folder button.

2
3

You'll see all the same files that are
stored in your Google Drive. You can
add, organize, and open Drive content,
including Microsoft Office files, directly
from here. The cloud icon on folders
and files means that they are synced to
Drive. Any changes in File Stream will
automatically update in Drive and any
changes in Drive will automatically
update in File Stream.

Navigate to the Drive folder
you wish to access.

Kayla Claypool
kaylaclaypool@customguide.com

Activity

Travel the World.docx

Synced

Technology Proposal.docx

Synced

Branded-Cart.jpg

Synced

Trade Show Guidelines.docx

Synced

Trade Show Goals.xlsx

Synced
Survey Results.xlsx

Everything is up to date

Home Share

1w > ThisPC 5 Google Drive File Stream (G v|®

# Quick access
@ OneDrive

= This PC
J 3D Objects

[ Desktop

[ Documents

; Downloads

B Movies

b Music

=] Pictures
Local Disk (C:)
DVD Drive (D:) J_CC
Google Drive File 5t

B

Dropbox for Busine:
iCloud on "Mac' (¥:]
Home on "Mac' (Z3)

HHHI

Manage Google Drive File Stream (G:) — m} x

View Drive Tools (7]
Search Google Drive File Strea... 0
~

Name Date modified Type Size

& My Drive 1/17/20 8:37 A

M File folder
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Make Content Available Offline

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

o Right-click the file or folderyou =75 - == - o %
want to make available offline. Home  share  View o i L)
« v 4 & > ThisPC » Google Drive T e [ Search Files yel
e Select Drive File Stream. . e & O wih oo e Type Sie
. R e * Meeting Docun & Copy link to clipboard File folder
e Select Avallable 0ff|lne, @ OneDrive % Pictures & Share with Google Drive File folder
I This PC % Track 5 ﬂ Drive File Stream > Available offline
§ 3D Objects = TradeSNOW D¢ 3 5.2 with Windows Defender.. - Online only 4
A green checkmark replaces the cloud —— Bl vent Leter - : S
. . . . . . esktol &) nst_logo Tve access to PG File 5K8
icon to indicate it’s available offline. ) Documents 8 01 Survey Resy  Restore previous versions s .
ownloads urvey Results Include in libra > LSk File K
Once you are connected to the B el . e
internet again, the content will b wusic [ TradeshowMe  ShowinFinder Compressed (pp.. 378 KB
. = Pictures @Trave\ the Worle Share on > |Microsoft Word D... 55 KB
automatically sync to the cloud, so the o Lo S S
latest version is available on Google i DVD Drive (D7) 1.CC aut
Drive from a browser. == SooghDne e i
= Dropbox for Busine: Creste shorteut
== iCloud on "Mac' (V2 Delete
== Home on 'Mac' (Z:) Rename
Properties
24 items E =]

A B G

Pause or Resume Syncing

If you want to stop content from automatically syncing between your Google Drive cloud and Drive File
Stream, you can pause syncing.

o Click the Drive File Streamicon [Z 5 - a - o x
on the taskbar Home  Share  View 7]
« v 4 & » ThisPC » Google DriveFile Stream (G:) > My Drive » Files » v & Search Files r
Click the Settlngs button. Name - Date modified Type Size
3t Quick access |
. % Meeting Documents 9/5/19 1:07 PM File folder l(-"
Select Pause Syncing or @ onedrve % Pictures
o] Toack ﬁ Kayla Claypool =)
Resume Syncing [0 This PC racing kaylaclaypool fraustamavida sas
* @~ Trade Show Docs About
B 30 Objects B event Letter Activity o ke
. . , — Desktop & nst_logo Help 5KB
When paused, Drive File Stream won't ) Documents @ Ol Survey Resuits @] Y send feedback v 22k8
: Synced
. 4 Downloads @ Survey Results . 21KB
sync local changes to Drive. _ ) L
B Movies 3| Technology Proposal [ Tech % Pause syncing s 136 KB
# Trade Show Materials b Synce® 378 KB
J! Music 2
623 Travel the World Preferences.. 55 KB
&= Pictures raverthe Hor Ig Branded-Ci | -
i Local Disk (C:) Syneed Exit
i DVD Drive (D:) )_CC mq Trade Show GUIUETINES UUCK IV
= Google Drive File 5t Synced
= Drophox for Busine: ' Trade Show Goals.xlsx v
== iCloud on 'Mac' (¥:] Synced
= H Mac' (Z:
= Home on 'Mac' ) FE  Survey Results.xlsx L
%" Everythingis up to date
24 items b TyHing s up =
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Manage Notifications

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

notifications.

Adjust Notifications
o Click the Settings button.

e Select Settings.
e Click the Notifications tab.

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

o Modify the notification
settings.

Here, you can fine-tune what

you’d like to be notified about.

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

o Click Done.

Now you'll start getting notifications
related to the selected options.

& Files - Google Drive x

+

rive.google.com/drive/folders/1 SyzVhdJjBQUao Z5uSLacy
<« C (& di I drive/fol /1H4fIPSyzVhdJjBQUaoklYY1PZ5uS Q e

L Drive

My Drive > Files

© ® B

Settings

Get Drive File Stream for Windows

Keyboard shortcuts

!— New
Mame <}
Priority
Trade Show Docs
- @ My Drive .
» 8 Classroom B3 Tracking
» @ Docs B e
ictures
~ [ Files
» [ Meeting Documen.. B3 Meeting Documents
» A Pictures
[0 Travel the World.docx
» [l Tracking
» [ Trade Show Docs §  Trade Show Materials.zip
» I Forms
[ Technology Proposal.docx
» [ Sheets

o x
&
w o )
2/ O]

Last modified

= m} X
& Files - Google Drive b4 +
< C [ & drivegoogle.com/drive/ffolders/1H4fIPSyzVhd)jBQUaok Y¥1PZ5uSLacy aQ ¥ £ ‘j
General Browser Get updates about Google Drive items in your browser
Notificati
lfications v Netify me about D Newly shared items
Manage Apps
Requests for access
Comments, suggestions, and action items
Email

Get all updates about Google Drive items via email

Account-related messages will still be ser

© 2020 CustomGuide, Inc.
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View Drive File Stream Notifications

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

Click the Drive File Stream icon
on the taskbar.

Here, you’ll see the recent notifications
pertaining to your File Stream content.

Click Notifications.

- @

& Files - Google Drive

< c
‘ Drive
|- New

Priority
My Drive
» A Classroom

» @ Docs
~ [ Files

» I8 Meeting Documen...

» A Pictures

» [ Tracking

» [ Trade Show Docs
» @ Forms

» [ Sheets

x +

i@ drive.google.com/drive/folders/1HAfIPSyzVhd)jBQUaok)YY1PZ5uSLacy

Q, Searc
My Drive >
Mame
B Tradeshc
B Tracking
BB Pictures
BB Meeting [
[ Travelthe
§  Trade She
[ Technolo

ﬁ Kayla Claypool
kaylaclaypool @customguide_com
Activity

Notifications

IMPORTANT

Items were moved to a shared folder @

Everyone who can see "Files” now has access 1o
these items

D Den't show this again

OTHER

Shared items were deleted

'  Everythingis up to date

Q

= (m] *
w68
o @ 1 §
e =0
° Last modified
lov 15,2019 m
lov 15,2019 m

50







Custom@uide

www.customguide.com
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888.903.2432
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