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Introduction

Google Drive is a platform for storing, sharing, and editing files on the “cloud” (the Internet). Think of
it as a computer that runs inside of your web browser. Because the files are stored on the Internet,
they can be accessed from any Internet-connected computer. Files can also be shared so that other
people can view and edit them. You use apps to view and edit files (kind of like the apps on a smart
phone). We’'ll cover all of these things in this course.

Opening your Drive
1. Open a web browser (Firefox in class, or you can use Chrome if you are following along at home)
and navigate to www.google.com.

2. Click on the blue “Sign in” button in the top-right corner of the screen.

Gmail Images ===

3. Enter your Google Account login credentials at the prompt.

4. If you see a message that says “Don’t get locked out of your account”, click Done.

Don't get locked out of your account

ally get locked out.
Recovery phone [

Add a phone

Recovery email

menplcomputerlab@gmail com Edit

ji—

5. You will then be redirected back to the Google homepage. The first letter of your first name will be
displayed in a colored circle in the upper-right corner of the screen.

Gmail Images s o o
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6. Click on the square “Apps” icon & . This displays all of the Google services that are available to
you as a Google Account holder.

7. Click on “Drive” to go to your Drive.
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8. If this is the first time opening your Drive, you might see a welcome dialog. This dialog gives you a

brief introduction to Google Drive. We’'ll be covering all this during this class, so you can close it by
clicking the “X” in the upper-right corner.

-
-

Safe storage for all your files
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The Drive Home Screen

Google Drive

4 g My Drive

&%  Shared with me
@ Recent

‘..' Google Photos
* Starred

i Trash

‘ Backups

= Upgrade storage

[] GetDrive for PC

A
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Side Navigation Pane

MC-NPL Computer Lab

www.mec-npl.org

Address Bar “Search Drive” Box Options Bar Google Account Bar
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I My Drive ~ ) e = @ o
,"________ __________ ~ —_mmm—_sssas=sl
| e Neme T { = My Drive x|
| e 1 |
I - | | DETAILS ACTIVITY I
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[ 11 !
| : 11 |
I @ Getting started.. I !
I 1 | |
| I I Select a file or folder to view its details I
I 1 1 |
I 1 1 |
I 1 1 |
l 1 1 |
I 11 |
I 1 1 |
I |1 |
\ ] 1 |
______ * —— e 2 \___?______/
Content Pane Details/Activity Pane
http://goo.gl/QihSS5

Side
Navigation
Pane

The location you
are currently

| NEW [N

Creates new files, uploads files from your computer, and
creates new folders.

g My Drive

Shows the files that are in your Drive account. Your Drive
opens up in this location by default.

viewing will =% Shared with me | Shows files that other people have shared with you.
have a blue
icon. @ ,
Recent Shows your recently-opened files.
w Starred Shows the files you’'ve marked as important.
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Shows your deleted files. Deleted files stay in the Trash

¥ Trash until you empty the Trash.
s If you use your Google account on your phone or tablet, it
Backups will automatically back your data up here.

Storage space

Shows the amount of storage space you are currently using
across all of the services in your Google Account (bottom of
pane).

Content Pane Shows the files and folders in the currently selected folder (shown in the Address

Bar).
Details/Activity | This is hidden by default, and can be shown by clicking the “Show details” button
Pane ® in the Options pane. We will talk about this later.
Address Bar Shows your current location in your Drive. Similar to the address bar in a

Computer Window in Windows.

“Search Drive” | Allows you to perform a search over all your files. The contents of each file will be

Box searched.

Options Bar Contains options that let you interact with files you select, or change your Drive’s
settings. We will talk about this more later.

Google - Displays the other services you have access to as a

Account Bar """ Apps Google Account holder.
°Google Account Gives you access to your Google Account settings and also

allows you to log out.
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Working with Files and Folders

Uploading a File
Let’s start by uploading a file from our computer to our Drive account. Remember that our Drive
account is like an online flash drive--we can use it to store whatever kinds of files we’d like.

1. Click on the blue“New” button, and select “File upload”.
Note to Home Students:
B3 New folder..
Eile unl You can either download this image from our
B Fileupload Class Resources page, or use an image of
your own choosing.
B Google Docs
www.me-npl.org/class-resources
Google Sheets
Google Slides
More
2. Before we select a file to upload, note that an Upload Pane will appear in the bottom-right corner
of the screen. This will display the progress of the upload.
3. In the file upload dialog box, navigate to the Temporary Patron Drive and select “Library Of
Congress.jpg’.
4. Notice the Upload Pane in the bottom-right corner of the screen. It will display a green
checkmark when the file upload has completed.
Uploading 1 item
. 1 upload complete
Less than a minute left CANCEL
Library Of Congress.jpg @ ™ Library Of Congress.jpg 0
5. Click the X in the top right corner of the Upload Pane to dismiss it.
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6. Notice how the file appears in the Content Pane when the upload completes.

-
Saode salely YT PR THEESy

i

heoass anywhon Sharg pasdy

@ Getting started.pdf ™ Library Of Congres...

Tip: :
load a file 1S

ther way to upit

!:: 3rag—and-drnp it into the

Content Pane.

Drop files to instantly upload them to:
3 wy Drive

Selecting a file

1. Click on the image file. This selects the file.

2. Notice how the file name now has a blue background. This means that the file is selected.

Library Of Congress...

3. Notice how some buttons were added to the Options Bar. These buttons allow you to do certain

things to the file. We will cover some of these buttons later.

MC-NPL Computer Lab ¢ 1001 Powell St ¢ Norristown, PA 19401
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00.gl/ufdMa4
Page 7 of 71


http://www.mc-npl.org/
http://goo.gl/ufdMa4

L Using the Cloud with Google Drive: Step-by-Step Guide Revised: 6/29/2017

4. Deselect the file by clicking in a clear space.
a. Notice how the file name no longer has a blue background.
b. Notice how the extra buttons are gone from the Options Bar.
5. Click on the same the image to select it again.
6. Now, right-click on the image. Notice the context menu that appears.

a. Note that all of the buttons in the Options Bar can also be accessed from the right-click
context menu.

b. Click in a clear space to dismiss the context menu.

Preview

Open with »

Share.

Get shareable link
Move to...

W Add star

B Rename..

@ Manage versions...
|—D Make a copy
¥

Download

Remove

Deleting a file
Deleting a file from your Drive is a lot like deleting a file from your laptop or desktop computer.

When you delete files from your Drive, they are first sent to the Trash. Drive calls this “removing” a
file. If afile is in the Trash, it can be recovered or “undeleted”. Files stay in the Trash forever.
However, if you empty the Trash, the files are permanently deleted and cannot be recovered.

Let’s delete our image file.

1. Note that, when a file is removed, a black status bar will appear in the bottom-left part of the
screen.

a. We will see the black status bar a lot throughout the course. It is often displayed when you
perform an action of some kind. Sometimes it gives you the option to undo the action you
just performed, but not always.

b. When we remove our file, the status bar will confirm that we just removed a file and will give
us the opportunity to undo our action in case we removed it by mistake.

c. The status bar disappears after only a few seconds, so keep your eyes sharp!
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2. Right-click on the image and select “Remove” from the context menu.

3. Notice the black status bar in the bottom-left of the screen. It is confirming our action and giving
us the opportunity to undo it.

Removed one file. UNDO X

4. Removing a file does not delete it forever. It moves it to the Trash, which allows you to recover
it at a later time if you decide you need it back.

5. Let’s recover the file we just deleted.
a. Click on “Trash” in the Side Navigation Pane.

b. Right-click the image and select “Restore”.

c. Notice the black status bar in the bottom-left of the screen, confirming our action.

Restored Library Of Congress.jpg LOCATE UNDO

6. Click on “My Drive” in the Side Navigation Pane. Notice how our file is back where it was before
we deleted it.
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Renaming a File
Just like on your computer, files in your Drive can be renamed. We are going to rename our image file.

1. Notice how the “My Drive” icon in the Side Navigation Pane is blue. This indicates that we are
currently inside of this location.

I b g My Drive
2. Select the image file by clicking on it.

3. Right-click the image and select Rename.

4. Type your first name in the Rename dialog box.

Rename X

Please enter a new name for the item:

| Jonnljpg |

5. Click OK.

6. Notice the black bar in the bottom-left corner of the screen, confirming our rename operation.

"Library Of Congress.jpg" renamed to "John.jpg". UNDO

Tech Tip:
Because we uploaded this file from our
computer, the file name still contains the file's
extension (“.jpg”). However, unlike desktop
computers, Drive does not rely on file
extensions to tell what kind of file it is (a photo,
a letter, a spreadsheet, etc). Therefore, you
may remove the file extension if you wish.
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Starring a file
If you want to mark a file as important you can “star” the file. Starring a file makes it easier to find.

1. Right-click on the image file and select “Add star” from the context menu.

2. Notice how the black status bar in the bottom-left corner of the screen is confirming our action and
giving us a chance to undo it.

Star added to one file UNDO

Click on “Starred” in the Side Navigation Pane to view your starred files.
Notice how our image file is shown in the Content Pane on the right.

To unstar a file, simply right-click on the file and select “Remove star”.

o o b~ W

Notice how our file has disappeared. That's because we are currently on the screen that shows us
our starred files. However, we don’t have any starred files anymore because we removed the star
from our picture file.

MNo starred files or folders.

Add stars to things that you want to easily
find later.

Downloading a file

Sometimes, you need to download a copy of the file to your computer in order to work with it. For
example, if we wanted to use an advanced image editor such as Photoshop to edit our image, we
would need to first download a copy of the image to our computer’s hard drive so that we can open it in
Photoshop.

1. Click on “My Drive” in the Side Navigation Pane to return to the complete listing of all the files in
your Drive.

2. Right click on the image file.

3. Notice the “Download” option. Clicking this would download a copy of the file to our computer.
However, we won't actually do this in class because we don’t need to download the file.

4 Download

4. Click in a clear space to dismiss the context menu.
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Working with Folders
Google Drive allows you to organize your files into folders, just like you can on a laptop or desktop

computer. Let’s create a folder for our image.

1. Click on the “New” button, then select “New Folder”.
Mew folder.. -

ﬁ File upload

B Google Docs
Google Sheets
Google Slides

More ¥

2. A dialog box will appear ask you for the name of the folder. Type “Library Photos” then click

“Create”.
Note:
it
New folder x just like with files, Dlﬂ‘”;:;zif;s
: ultip
<sible to have ™ :
Library Photos E!th the same exact name e
r i sbestnuttudﬂt :

L

3. Notice how the folder appeared above the files. Also notice that it's blue, which means it is
selected.

Folders

BB  Library Photos

Filgs

&l Getting started pdf ™ .Johnjpg
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4. Click on the chevron (the triangle) next to “My Drive” on the Side Navigation Pane.

5. Notice how the folder we just created appears below “My Drive”. This is showing us all the folders
that are in “My Drive”.

by & My Drive

=

BB Library Photos

6. Click on the chevron again. This will hide the folders.

y B3 My Drive
N

=

7. Next, we're going to move our photo into our new folder. But before we do that, note that the black
status bar will appear in the bottom-left corner of the screen, confirming our move operation and
give us a chance to undo.

8. Now, let's move our image file into the folder.

a. Right-click on the file and select “Move to...”
n Move to... @

b. Notice the options that appear below the file. It's asking
us where we want to move the file.

c. Click on “Library Photos” to select it. € My Drive 2

d. Notice how it’s given a blue background. This indicates -
that it is selected.

e. Click Move.

Library Photos

Getting s...arted. pdf

John.jpg

| Teacher's Note: :
| The “Move” button may be hidden off the screen, |
i due to the small resolutions of the monitors. :
1
1
1
|

| Scroll down to see the button. You will see a
:scrnll bar on the right, but only the mouse

1 wheel works!
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9. Notice the familiar black status bar in the bottom-left of the screen. Google Drive is telling us that
a file was just moved, and is giving us the option of undoing our move operation.

John.jpg has been moved from My Drive to "Library Photos". UNDO

10. In the Content Pane, double-click on the folder to open it. Notice how the Address Bar changes
to show that we are currently viewing the contents of the “Library Photos” folder.

¥

My Drive * Library Photos -

E John.jpg

11. Clicking on a folder in the Address Bar will take you to that folder. Let’s go back to the root folder
by clicking on “My Drive”.

My Drive | > Library Photos ~

Tech Tip:
3 mofa
The root is the |ocation that's at the very botto

inside
i at the root are not ins
12. You can change the color of a folder. folder hierarchy. Files located

Df an",l' fDIdEI’S.
a. Right-click on the Library Photos

i mpy Drive” folder.
folder in Google Drive, the root falder is the "Ny Drive
. - ;

b. Pointto “Change Color”.

c. Click on a color of your choice.

W Addstar
change color > EEEENR
Rename...
B Vern fern |
o View details nEm

13. Click in an empty space to deselect the folder and see its new color.

BB Library Photos
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Details/Activity Pane

1. In the Content Pane, double click on the “Library Photos” folder to open it.

2. Click on the image to select it.
3. Open the Details/Activity Pane by clicking the “Show details” button @ in the Options Bar.
4. Notice the Details/Activity Pane appears on the right. This pane consists of two tabs: “Details”
and “Activity”.
a. Click on the “Details” tab. This tab displays additional information about the file, such as its
file size and creation date.
b. Click on the “Activity” tab. This tab shows a record of all changes that have happened to
the file. Our file is showing that it was uploaded at such-and-such a date, then moved to the
“Library Photos” folder.
m John.jpg X E John.jpg X
Details Activity Details Activity
TODAY
You moved an item to
4:25 PM
I Library Photos
™ John.jpg
You renamed an item
ﬁ Mot shared B
™ Johnjpg
Type Image
Size 333 KB (340,685 bytes) You uploaded an item
J
Storageused 333 KB (340,685 bytes) . M
Location BB Library Photos ™ Library Of Congress.jpg |
Owner me
o recorded activi Nute: '
Modified 424PMbyme 49 NEecored aclivly ' have a p[‘l‘.}ﬁle picture
Opened 4:24 PM by me if Fﬂ‘u dnn G{)ﬂg‘.‘e ﬁccuuntJ
Created 424 PM 3551g‘ﬂﬁd to your first letter of
Drive will show the 1ad
B gl
Close the Details/Activity Pane by: your first name inst
e Clicking its button in the Options Bar @ or
e Clicking the “X” in the upper-right corner of the pane.
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The Preview Window

Opening a file in the Preview Window

Double-click method

When an image file is double-clicked in Google Drive, the image is opened in the Preview Window.
The preview window lets you view the file, but not edit it.

1. Double-click the image file and notice how a larger version of the image appears. We are now
looking at the Preview Window.

2. Notice the toolbar at the top of the screen. This may disappear when you stop moving your
mouse. To keep it visible on the screen, point somewhere on the toolbar.

3. Close the preview by clicking the back arrow in the top-left corner of the screen. Do not confuse
this with the browser’s back button!

Preview button method

Note that, depending on the type of the file, double-clicking on the file may open it for editing instead
of previewing it. A sure-fire way to preview a file is to use the Preview button in the Options Bar.

1. Make sure the image is still selected by clicking it.

2. Click on the “eye” icon in the Options Bar.

® a O § :
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Examining the Preview Window

Close Preview Download Show Slide 3 m
File Nam Open for Editin Print 72
© Name pen o 9 Options

& & Johnjpg Open with ~

Zoom Controls [ 2

Close Preview Takes you “back” to your Google Drive home screen (closes the preview

window).

File Name The name of the file that’s being viewed.

Open with Allows you to choose an app to open the file with in order to edit it. Also, shows
suggestions of third-party apps that are not yet connected to your Drive that can
open the file.

Print Prints the file. We recommend you avoid this button for two reasons. (1)

Depending on your web browser, it may not give you a print preview and (2) it
does not work well with certain file types, such as Microsoft Word documents. If
you want to print a file, it's usually better to download the file, open the
downloaded file with an app on your computer, and print it from there.

Download Saves a copy of the file to the computer you are currently sitting at. If you make
any changes to this copy while it is on your computer, then you will have to
re-upload the file to your Drive if you want your Drive to have the changes.

More Options  Displays a menu with additional options.
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Zoom Controls Lets you zoom in and out of the image. You can also use the scroll wheel on
your mouse to zoom in and out.

Segway: By default, your Drive account does not include an app that lets you edit images. So, in order
to edit our image, we’ll need to use a third-party app. But before we do that, let’s quickly talk about
what an app is.

Apps

To open and edit our image file, we’ll need an app. Google Drive apps aren’t “downloaded” and
“installed” like you might do on a smartphone or a computer. Instead you connect an app to your Drive
account, and it runs right inside of your web browser. In this way, Google Drive is like a full-fledged
computer that runs in your web browser--it stores your files and uses apps to open and edit them.

Pre-connected Apps

Your Google Drive account comes already connected to a suite of office productivity apps that were
created by Google. Unlike third-party apps, which we’ll talk about shortly, these apps cannot be
disconnected from your Drive. Let’s see what these apps are.

1. Close the preview window by clicking the back button in the upper-left corner of the window. Do
NOT click the browser’s back button! That will do something different.

2. Click on the “New” button. Three of these apps are immediately shown.

3. To see the rest of the apps that are connected to your Drive account, point to “More”.

= My Drive * Library Photos ~

HER S8
:
:.."
r
g

Connect mone apps
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Pre-Connected Google Drive Apps

EGoogle Docs A word processing app, like Microsoft Word.
EElGoogle Sheets A spreadsheet app, like Microsoft Excel.

Google Slides A slideshow presentation app, like Microsoft PowerPoint.
ﬁ Google Forms Creates online surveys for people to fill out.

E Google Drawings Creates drawings and diagrams.

D Google My Maps Creates custom maps using Google’s mapping service, Google Maps.

EGoogIe Sites Creates simple websites, like Wordpress but less powerful

4. Note that this isn’t necessarily a complete list of all the apps that are connected to your Drive. The
New button only displays apps that are capable of creating new files (not all apps can do this).

Connecting to a Third-Party App

i Teacher’s Note:

| If there is a technical problem with the PixIr Express app,
| use the PixIr Editor app instead. See Appendix A for

| the modified version of this section.

1. Double-click on our image again to open it in preview mode.

2. Click on “Open with” at the top of the screen, then click Connect More Apps.

£ Connect more apps {T)

3. Inthe Search Box, type Pixir Express and hit Enter
Connect more apps

All - Pixlr Express X

Pixir Express 4 CONNECT

ixlr.comis avai : id Getit» E i
offered by pixlr.comi@ available for Android Getit» Erteriamirnae

Pixdr Express is a powerful photo editor that lets you crop, resize, Aoddedd [3495)

and fine-tune any picture, in a completely ad-free experience,
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4. Click the Connect button on the right side of the box that says “PixIr Express”. This will connect
the “PixIr Express” app to our Drive account, then return us to the Preview window.

5. Notice that the Open With button now says Open with Pixir Express. Click it.

@ Open with Pixlr Express | =

6. Note that a new browser tab has opened. When you open a file in your Drive with an app, it
opens in a new browser tab. The tab will contain an icon for the app you are using. We haven’t

authorized the app yet, so it’s just showing the Google logo.

& John's Library Photos - Go... % = 5 Reguest for Permission x +

4 | @ | hitps//accounts.google.com/o/oauth?/auth?scope=https googleap

7. After a few moments, you will see a permissions screen. Before you can start using an app, you
have to give the app permission to access your account. Some apps require more permissions,
some apps require less. You have to accept ALL the permissions in order to use the app--you
cannot pick and choose. This screen only appears the first time you use an app.

~ PixIr Express would like to:

View your email address

fie

Wiew your basic profile info

[ I

L View and manage Google Drive files and folders that
you have opened or created with this app

By clicking Allow, you allow this app and Google to use your information in accordance
with their respective terms of service and privacy policies. You can change this and

other Account Permigsicns at any time.
Den"‘ m

8. The permissions PixIr Express is requesting are reasonable. Later on in the class, we will show you
what unreasonable permissions look like. PixIr Express needs:

a. Our email address. Most apps require this.

b. Our basic profile info, such as our full name and any information we made public on our
Google+ profile (Google+ is Google’s version of Facebook). Most apps require this as well.
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c. The ability to open and edit the Google Drive files that we tell it to open and edit. This is
reasonable. Without this permission, we couldn’t open any files with PixIr Express.

9. Click on one of the “More info” icons ‘.. These give you more information about a permission.

10.

11.

12.

Click the OK button to dismiss the dialog.

More info

Wiew your full name, profile picture and profile URL

Wiew any publicly available information on your Google+
profile (if you have one or create one in the future)

Learn more about your Google+ profile.

Click on the app name in the heading at the top of the screen. This gives you additional
information about the app, including an email address of the company.

E Pixir Express would like to:

Developer info

‘our eme e -
S email: info@pixir.com

Clicking "Allow” will redirect you to:
http://apps.pixir.com/express/gdrive

Click “Allow”. If you don’t do this, you simply cannot use the app. Most apps require the kinds of
permissions you see now.

: Teacher's Note:

I'If Flash is out of date, you may see the following
warning. Click "Activate Adobe Flash”, then click
“Allow and Remember”.

Firefox has prevented the outdated plugin “Adobe
Flash” from running on podr.com. Update now...

This plugin is vulnerable and should be odated
Activate Adobe Flash l Allow Now ] I Allow and Rermnember

Check for updates...
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13. Because this course is about Google Drive, we’re not going to go into too much detail about how
PixIr Express works. Butit's important to note that a banner advertisement is at the right side of
the screen. This is how apps like PixIr Express can be free and still make money for their creators.

14. If the image is very small, click the “zoom to fit” button to make it larger.

L]
vy Fullscreen

e O @ T

Oreerilany Borders Stckors

16. Choose an effect.

LEFT partner picks: RIGHT partner picks:

Grayson

Amount 100 o Apply

l:—. % Cancel

18. Click the “Save and replace” button in the top-right corner of the screen. This will save the
changes we made to the image.

¥ Save and replace

| Sawe as copy

19. Once it has finished saving, close the browser tab. This will return us to the browser tab that has
our Google Drive home screen in it.
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The preview window for our image should still be open. Notice how the image hasn’t changed. This is
a Google Drive bug that happens when you edit an image file. The preview should update with our
changes, but it hasn’t. We’re going to ignore it for now, since it requires a page refresh to remedy.

20. Close the preview to return to the Drive home screen.

21. Notice how the image file thumbnail has updated to show the changes we just made to our image.
This confirms that our changes were indeed saved.

22. Remember, it may take a few seconds for the thumbnail to sync with the cloud and update. If the
thumbnail does not update after thirty seconds, try doing a browser refresh.
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Sharing

Arguably the most powerful feature of Google Drive is the ability to share files Show Slide 5 m
with other people. This allows multiple people to view and edit the same file, o

making it great for collaboration. ]
Mention Handout 2

To make this possible, Drive saves all of your files to Google’s “cloud”. The o
cloud is essentially a collection of thousands of computers located at Google’s headquarters.
Everybody’s Google Drive files get saved here.

Note that every company has its own, separate cloud. For example, you cannot access a file on
Apple’s cloud service using a Google Account.

The diagram below attempts to demonstrate this. It shows Google Founders Sergey Brin and Larry
Page’s (fictional) Google Drive accounts. Larry has two files: a document and a photo of Larry and
Sergey. Sergey also has two files: a spreadsheet and the same photo of Larry and Sergey. The photo
that they each have is the same exact file. In other words, they share this file. If one person edits it,
the other person will instantly see the changes.

But the diagram shows other files too. These belong to the millions of other Google Drive users.
Everybody’s files are lumped together in the same cloud, but nobody can see each other’s files unless
they explicitly share them with someone else.

GOOGLe Drive THEe "CcLoOuUbD”
ACcounT Contains everybody’s files!
Points to the location of each of Note: Google, Apple, Microsoft, etc all

your files in the cloud. have their own, separate clouds!

Remember: The files themselves
are stored in the cloud.

Larry Page
n King of the Internet
E google founders.jpg
" ﬁ ol "
Sergey Brin SergeyBrin |* |
_ and Larry Page -
H google founders.|pg
Tons of §$

-

Files that belong to other
Google Drive users

Larry and Sergey are sharing
the same photo.
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To demonstrate sharing, we’re going to share our image file with our partner.

Sending a Sharing Invitation

Click once on the photo to select it (if it's not already selected).

Click on the “Share” button in the Options Bar (or use the right-click context menu).

GD "' ®
Share "John.jpg”

A share dialog will appear. This dialog allows you to control who can view and edit your file.

Click inside of the textbox and type your partner’s email address. Note that your email address is
your Google Account username, followed by “@gmail.com”.

As you start typing the email address, a textbox appears below. When you share a document with
a person, the person gets an email notification. The textbox allows you to include a custom
message in that notification. Type a short message.

Share with others Get shareable link (G2

Note:
= ' le
g The person you are sharing the ﬁm
4 bobsmith@gmail com X Add more people ,‘ i - : : Guugle ﬂccuu I
e 2 g you will learn

COUrse, e
document Wit
does not have d Google

Here's my library photo. Make your own changes to it! Later on in the
how to shared
someone who

Account.

Notify people 7

Click on the dropdown list to the right of the textbox. This lets you control what kind of access you
want to give the person.

We will keep “Can edit” selected because we want our partner to have the ability to edit our photo.
See the table below for a description of each access level.

Can edit User can view, add comments, and make changes to the /" h
file. -
Can comment User can view and add comments to the file. A L
“‘comment” is a note that you add to the file without
editing the file itself (think of it like a sticky-note).

Can comment

Can view
Can view User can only view the file.
8. Click “Send” to complete the invitation.
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Opening a Shared File
Now, let’s open the photo that our partner shared with us.

1.

In the Side Navigation Pane, click on “Shared with me”. This is like a “mailbox” where files that
people have shared with you will appear.

2. Notice how “Shared with me” turned blue to indicate that we're currently viewing this location.

3. Notice how your partner’s photo is shown in the Content Pane. Note that it may take a few
seconds to appear because your computer has to sync itself with the cloud.

“ Shared with me
4 g My Drive Today
I a=w Shared with me
@ Recent
1!- Google Photos
% Starred
M Mikejpg
i Trash
A Note About “Syncing™:
When working in the cloud, you will sometimes experience issues with your
computer not getting the latest information in a timely manner. For example,
someone might share a file with you, but you might not actually see the file until a
couple minutes later.
To resolve these issues, it sometimes helps to do a browser refresh. This forces
your computer to “sync” with the cloud and download the latest information.

4. Note that the files in “Shared with me” cannot be organized into folders, unless you first move them
to “My Drive”.

5. Also note that the files in “Shared with me” are not actually physically present in your Drive. They
are in someone else’s Drive. So you are essentially looking at a list of files.

6. If you have a lot of files in here, they can be hard to find after a while. However, it is possible to
create a “shortcut” of sorts by a method that looks like you are moving it to your Drive. But in fact,
the file really isn’t actually being moved. It is merely going to be "referenced” from another folder in
your Drive.
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7. Let’'s “move” our partner’s photo to the “Library Photos” folder we created.
a. Click on the file to select it.

b. Click on the “Add to my Drive” button in the Options Bar.

&

® [} L]
GO 2 O B A

c. A message appears that says “Added to My Drive”. The picture is now in the root of your
Drive. However, we want to specify a specific folder to move it to. Click on “Organize”.

e ‘2 ®© § B

Added to My Drive Undo Urg!g' nize

d. In the popup that appears, click on “Library Photos” to select that folder and click “Move”.

e. Notice the black bar that appears in the bottom left of the screen, confirming our move
operation.

Mike.jpg has been moved from My Drive to "Library Photos”. UNDO

8. Notice how the file we moved is still in “Shared with Me”, even though we “moved” it. Files that are
shared with you remain in your Shared with Me location, unless you explicitly remove it from this
location.
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9. Now, let’s open the “Library Photos” folder to confirm that the file was moved.
a. Click on the chevron next to “My Drive” in the Side Navigation Pane.
b. Click on “Library Photos”.

10. Notice how there are now two photos there: your photo and your partner’s.

My Drive > Library Photos ~

Files

E John.jpg E Mike.jpg

11. Because we’ve given our partner the ability to edit our file, let’s edit our partner’s photo.
Double-click on your partner’s photo. The preview window will open.

12. Note how there is now a button in the toolbar that says “Open with Pixlr Express” (before, it just
said “Open With”). That's because we’ve already connected the PixIr Express app to our Drive
account. Click this button to open the image in PixIr Express.

: Teacher’s Note: I

i If you used the Pixir Editor app to edit your

I image instead of Pixlr Express, the "Open With” =
[

[

[

@ Open with Pixir Express

\

button will instead show the Pixlr Editor app.

Open with Pixir Editor -

Open with Pixir Editor

13. Let’s apply a new effect to our partner’s photo.
I Teacher's Note:

- « ” . [ = ” | - . .
a. Click on the “Borders” button, then click “Film”. | If you used the PixIr Editor app to edi

b. Choose a border of your choice (“Ball”’ is a good: your image instead of PixIr Express:

one). : 1. Click on the Filter menu.

c. Click “Apply”. I 2. Select one of the following effects:

* Pointinize e

|
d. Click “Save and replace”. : * Polar Coordinates
|

e. Close the browser tab and the preview window ! * Kaleidoscope

t
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14. Notice how the thumbnail of your image has changed. That’s because it's showing you the
changes your partner made to the file.

My Drive > Library Photos ~

Files

E John.jpg E Mike.jpg

Whatever changes your partner makes to the file, you
will see, and whatever changes you make to the file,
your partner will see! This is the power of Sharing!

15. Click on your image to select it. Notice how the “Activity” tab of the Details/Activity Pane
contains a record of your partner editing the file.

m John.jpg X e
| Teacher's Note:
R Activity : Students may need to refre;t:n their 1 :
browser window, as the activity sometimes
ToDAY | does not update. This is a good teaching :
I moment for explaining how to resolve "
Mike Library edited an item : “syncing” issues in the cloud (refresh the
@ 1:40 PM i browser window). :
e e e e e e e
B John.jpg
You shared an item MNote:
re
o 1:39 PM 1 with someone, you d
share a file nt
B John.jpg Whenyou hem a copy of thelUerumi=s
_ 3 e
NOT sending ther 1 email. 1tis the same
1o vou would with € ou make
m Mike Library Can edit hke }r F. ns thﬂt an}r chaﬂgES y
file. This ME  ce, and any changes YOur
rtner wi g
your pa ill see.
o You edited an item partner makes, you wi
1:28 PM
E John.jpg
MC-NPL Computer Lab ¢ 1001 Powell St ¢ Norristown, PA 19401 goo.gl/ufdMa4

(610) 278-5100 x141 ¢ mcnplcomputerlab@gmail.com ¢ www.mc-npl.org Page 29 of 71


http://goo.gl/ufdMa4
http://www.mc-npl.org/

L Using the Cloud with Google Drive: Step-by-Step Guide Revised: 6/29/2017

File Ownership

What is an “owner”?

Every file on Google Drive has exactly one owner. The owner is usually the person that created the file
(although it is possible to transfer ownership of a file to somebody else). Owners have full control over
a file, meaning they can edit it, delete it, and share it.

Only the owner of a file can truly delete a file. When the file owner deletes the file, the file gets deleted
off the cloud. Anyone that the file is shared with will no longer be able to see the file. However, if a file
is just shared with you and you delete it from your Drive, you are not deleting the actual file off the
cloud. You are just removing it from your personal Drive account.

Owner Settings

Owners have access to special settings which can be used to restrict the kinds of things that other
people can do to the file. But first, let's talk about what an owner is.

1. To access these settings, open the share dialog of the photo that you own (the one with your
name on it).

a. Click on it once to select it.
b. Click on the “Share” button in the Options Bar (or use the right-click context menu).

2. When the share dialog appears, click “Advanced” in the bottom-right corner.
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3. At the bottom of the dialog is a section
labeled “Owner Settings”.

Prevent editors from changing access
and adding new people

Whenever you give someone permission
to edit your file, in addition to having the
ability to make changes to the file, they
can also share the file with whoever they
want and even remove other people’s
access permissions from the file. Clicking
this checkbox will prevent them from
doing these things.

Disable options to download, print,
and copy for commenters and viewers
In addition to editing and creating files on
Google Drive, you can also download
Google Drive files to your local computer,
print them, and make copies of them.

-

Sharing settings

1o ghare (only BCCedkible by COllaboralons )

M@K

indfle peopie

il gdors o chamging scceas and adding rew pacpie

Dhig ey cplrg &

Jamiosd prinl and Copy Ior Comimiiiens and Wwiwers

Clicking this checkbox will prevent anyone who has access to your file from doing any of these
things. Note, however, that there are ways to get around this in some circumstances, so you

shouldn’t rely on it. For example, if you mark a photo as not being downloadable, the viewer
could still take a screenshot of the photo and then save the screenshot (assuming they have the

technical knowledge to do so).
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Creating a Shareable Link
Another way of sharing a document is by creating a shareable link. This allows anyone with the URL
of your document to access it.

Benefits Drawbacks

A Google Account is not required in orderto e If someone you don’t know, or someone you

access documents with shareable links. don’t want to give access to, gets a hold of
You don't have to manually invite each the URL, then they will be able to access your
document.

person you want to give access to.
e You can’t prevent an individual from
accessing the file once they have the URL.

To demonstrate this, we're going to create a Google Docs file that we will use for family members to
record what they are bringing to a family holiday party. We have a lot of family members, and many of
them do not have Google Accounts, so this would be an ideal time to create a shareable link.

1) Creating our sharable document
First, let’s create the document we want to share.

Click “My Drive” in the Side Navigation Pane to get back to the root of your Drive.

2. On the Side Navigation Pane, click the “New” button, then click Google Docs. This will create a
new Google Docs file within our Drive.
3. Notice how a new Google Doc file has opened in a new browser tab.
L. My Drive - Google Drive x [ B Doe Family Party - Google ... -+
& | htt locs.google.com/d
4. Click where it says “Untitled Document” in the top-left corner of the screen. This will allow us to
name our document.
5. Type “<Your last name> Family Party” and press [Enter |
| Doe Family Party |
File Edit Wiew Insert
= o P 100%
6. Type the names of a couple dishes to get a list started.
7. Close the document by closing the browser tab. The Google Docs app automatically saves your
changes as you type, so there’s no “Save” button to click.
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2) Creating a shareable link

1. Click once on the file to select it.

2. Click on the “Share” button in the Options Bar.

S

e ‘2 © B

3. The Share dialog box will open. Instead of typing in an email address like we did before, click “Get
shareable link”.

4. Notice the long URL that appears in the screen. This is the URL that people need to go to in order
to see your document. One way to share this URL is to put it in an email. We will demonstrate this
shortly.

5. Notice that the access permissions are set to view only. We want our family to edit this document,
so we need to change the access permissions.

Share with other U™ sharing is ON. Undo Get shareable link

Link shanng on  Leam more

Anyone with the hnk can view = *— Access Permissions

Enter name =" dresses # Can odit ~
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6. Click on the dropdown list and select “Anyone with the link can edit”.

Share with others Gel shareabile

Link sha g on Learm more

Anyone with the Bnk can view -
OFF - only specific people can access
- Anyaone with the hnk can edit
Anyone with the link can comnm@nt
" Anyone with the link can view

Mare

m B '

-
Isn’t this dangerous? Won't strangers be able to edit my file? B

While it's true that anybody can open and edit this file, the file's URL is filled with so
many random letters and numbers that it makes it essentially impossible for strangers
to guess it. This means that, for all practical purposes, the only way to gain access to the

file is to get the file’s URL from somebody you know. J
.

3) Emailing the link
Now, let’s pretend our partner is a family member and email the URL to our partner.

1. Before we close the Sharing dialog, we need to copy the URL to the clipboard so we can paste it
into the email. Again, this URL is what each of our family members will need in order to access our

document.

a. Click on the link. Notice how it selects the entire link for us.

b. Press * to copy it.
2. Click “Done” to close the Sharing dialog.
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3. Now, let’s open our Gmail account.

a. Click on the “Google Apps” icon in the Google Account Bar.

b. Click on “Gmail’.

Fiomi Tulkes Fay Heas

M L H

[ove Calendad

@ & @

Ce—  —— Fhatas

c. Notice how Gmail opens in a new browser tab.

4

L. My Drive - Google Drive . HfM Inbox (3) - menpljohndoe,., % | +T

(' @ | https://mail.google.com/mail/u/0/#inbox
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4. Now, let's compose a new email, and send it to our partner

a. Click the red “Compose” button on the left to start a new email.

=

b. Notice how the new email window appears on the right side of the screen.

c. Type your partner's email address in the “To” field.

d. Type “<Your last name> Party Food List” in the “Subject” field.

e. Click in the body of the email and press + to paste the URL of the document.
f. Click “Send".

Doe Paity Food List

menplimksfgmal com
Daow Party Food List

https:ifdocs google com/dacument/d’ 1 BayliDHEncBXTICohzc0-39_y_RemZVisS1ritBS00Q
ledit fusp=shanng

5. Once your partner sends his or her email to you, click the Refresh button at the top of the
screen to check for new messages. You may have to wait up to a minute for your partner’s
email to appear.

C

6. Open the email by clicking on the email’s subject line: "<Last name> Party Food List”.

& Primary :2 Social ® Promotions +
Mike Library Smith Party food List ocs google. comidocums 11:35 am
Gmail Team Stay more organized with Gmail's inbox - Hi John Gm 91514
Gmail Team The best of Gmail, wherever you are - Hi John Get the 91514
Gmail Team Three tips to get the most out of Gmail - Hi John Tips t 91514
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7. Click on the URL in the email to open the document.

Smith Party Food List moex «

n |
[

Mike Library

o me |«

11:35 AM (10 minutes ago) -

hitps://docs gooagle com/document/d/1\W2R 12smToVymi2SAGpSnE CWEvz Ny
IStPH20g4iY P8/edit?usp=sharing

8. Notice how the document opened in a new browser tab.

£, My Drive - Google Drive

% [V Smith Party Food List - me... * / B Smith Family Party - Googl... x k+_
E https

docs.google.com/document/d/IW2R12smTajVymf2SAGRSAECW c Q, Search
9. Add some more dishes to the document.
10. Close the document by closing the browser tab.
11. Close the email browser tab.
1
Note:
share with you through

Jes that people shar' wchared with me”
Note that F: AR anppn e
chareable lin .ve. The only files that appe

: b
i iﬂt;;»? ;t}ple shared directly with you (bY
the one

. the Share screen).
. email address o
typing your
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URL Shorteners

https://docs.google.com/document/d/1PBz5n4RyaA7ql016JsIsSj3_jYs13FTSEAHvc-hTsLw/edit?usp=sharing

Above is an example of what your file’s URL probably looks like.
Note how long it is. What if the person you’re giving the

document to does not have an email address? You simply Tech Tip: .
cannot expect the person to type this all in by hand. Or what if some other popular URL shortaners:
you want to give the person the URL over the phone? Just Q  bitly.com

imagine how long that would take and how error prone that Q  tinyurl.com

would be.

A URL shortener can be used to make long URLs like this much shorter. There are many URL
shortener services on the Internet. Since this class is about a Google product, we will use Google’s
URL shortener service.

1. Open a new browser tab, and type “goo.gl” into the Address Field. This is not your typical “.com”
address, but rest assured it is a valid web address! (“.gl” is actually the top-level domain for the
country of Greenland).

2. Paste the URL of the holiday party document you copied previously into the textbox on the page.

3. Click on the “I'm not a robot” checkbox, if one is present. This confirms that you are a real
person and not a spammer.

4. Click the blue “Shorten URL” button.

Google URL Shortener #O0 o

Simplify your links

om/document/d/1PBzSndRyaA7ql01 6Jsls5i3_jYs1 IFTSEAHve-hTsLw/edit?usp=sharing

#ll goo.gl URLs and click analytica are public and can be accessed by anyone
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5. A dialog box appears containing the shortened URL. Notice how much shorter it is!

6. Note that the URL might look strange because it doesn’t begin with “www” or have a “.com” in it, but
rest assured it is a valid URL.

Your short URL

goo.gl/SpPFhf |_|:|

See aratca:g ER e,

7. Click the Copy button next to the URL to copy it to the clipboard. Then, click Done.

Your short UR‘ *

goo.gl/SpPFhf r@ 1 hﬂpﬂl’tﬂ“t '

— Shurtened URLs contain

B lower case characters.
Y s R— :f you type
- i s . - example, if yO .

gy L ercase U,

iﬂStEad pf anupp
work!

e
In other words, shnrtﬂned UURLs ar

case-sensitive.

1
]

8. Now, let’s confirm that it works.

a. Open a new browser tab.
b. Press * to paste the copied link.
C. Press to go to the link.

d. Confirm that it has taken you to the document.
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Searching for Third-party Apps

Like many other mobile platforms (such as iOS and Android), Google Drive has a wide selection of

third-party apps to choose from.

1. Close all browser tabs except for the one with Google Drive in it.

2. Click the “New” button, and select “More > Connect more apps”. This opens a dialog which

allows you to browse or search for apps.

Browse by Category

Corfect apps to Drive

Search by Keyword

Move the mouse over an Al

app to see more details.

Search Apps ~

Avg. Rating &
i# of Ratings

Lumin PDF Viewer
N I

Convert Google Dri
Description e ac_'""
display them in a new tab!

Connect it to
your Drive

¢z Loupecoitage

Loupe Collage
okt (918)

\ Pixir Express
JJrkkkd (2721

%

NOAA '

Weather
Forecast &

NOAA US Weather Forecast
13,550 users

A checkmark means that the app is
already connected to your Drive.

Some apps display the
number of users.

3. You can either browse for apps by category, or search for apps by keyword. Select
“Productivity” from the category dropdown list. This will display all of the apps in this category.

They are not displayed in any particular order.

4. Hover your mouse cursor over an app. Notice how this reveals more information about the app.

a. Average Rating: The average rating that people gave the app.

stars, you should be careful!

If an app has less than 3

b. Number of Ratings: The number of user ratings. If an app has less than 100 ratings, you

should be careful!
c. Description: A short description of the app.

d. “Connect” button: Clicking this button will add the app to your Drive account.

5. Click on an app (somewhere above the “Connect” button).
This opens a page containing screenshots, a more detailed
description, and reviews.

-
iTeacher's Note: W

! | Have everyone click on the same app. !

MC-NPL Computer Lab ¢ 1001 Powell St ¢ Norristown, PA 19401
(610) 278-5100 x141  mcnplcomputerlab@gmail.com ¢ www.mc-npl.org

goo.gl/ufdMa4
Page 40 of 71


http://goo.gl/ufdMa4
http://www.mc-npl.org/

L Using the Cloud with Google Drive: Step-by-Step Guide Revised: 6/29/2017

The App Page
This page contains detailed information about the app, as well as user reviews. Let’s start at the top of
the page, and make our way downwards, as there’s a lot of material to cover in this screen.

1. Let’s focus on the top of the page first:

Connect apps to Drive 4 App Name :

¢ @ s EXTTED
A L4 4 8

2T

S S S

Back Avg. Rating # of Ratings # of Users Connect

Top of App Page
App Name The name of the app.
Back Takes you back to the list of apps or search results.

The average rating that people gave the app. If an app has less than 3 stars,

Avg. Rating you should be careful!

# of Ratings The number of user ratings. If an app has less than 100 ratings, you should be
careful!

# of Users The number of Drive accounts that the app is connected to. If an app has less
than 100,000 users, you should be careful!

Connect Adds the app to your Drive.

2. Screenshots
Next, a screenshot of the app is displayed. Point to the little circles to view the other screenshots.

'_i : _-.-._-vtm‘; }
< e *
18 b ®

- o e
Al
-

L i —

MC-NPL Computer Lab ¢ 1001 Powell St ¢ Norristown, PA 19401 goo.gl/ufdMa4
(610) 278-5100 x141 ¢ mcnplcomputerlab@gmail.com ¢ www.mc-npl.org Page 41 of 71



http://goo.gl/ufdMa4
http://www.mc-npl.org/

L Using the Cloud with Google Drive: Step-by-Step Guide Revised: 6/29/2017

3. Detailed Description

Next comes a more detailed description of the app. Note that there may be a scrollbar in this
section.

Scrollbar

COVERVIEW +

Shape your photos the way you want in seconds

* * ® * B -

4. Write a Review

Once you connect an app to your Drive, Google gives you the ability to rate the app. If this app
were connected to our Drive, we could write a review and give it a star rating.

RATE THIS APPLICATION

Install this application to submit a review

5. At the very bottom are the user reviews. They can be sorted by most Helpful or most Recent. As
you’re reading through the reviews, you can flag individual reviews as being “helpful” or not by
clicking the appropriate button. A “helpful” review doesn’t mean it's a positive or negative review--it
means that it helped you make a decision as to whether or not to use the app.

USER REVIEWS . - Hetphd  Fecers =i Sort By

E‘ A Google User Jan 29 2004 sl
:l this ap & really cool we [he p there really i e b the shapet are and how the

mayve arownd the screen good job making this app

P e e e ae
Watermarks and lo-rez download, What's the paint? | could dewsload 10 free, sugerion apps

wablet oF iPhons that give me hi-resz re

Bl i i

I Brianna Brannam Mar 2 2014 &
don't ke it | keep on trysng K a8 It's ot wor kg, | add iy tures then It just sy pcirsg and it

B3N L §O &y, 1L S NOE w il e teme,

¥ e Mol . a wpaarm
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What a Good App looks like

The quality of each app varies greatly. Some are very good, and others are very bad. ./7(\>

Therefore, it's always good to look at the average rating and read some reviews before
connecting to it. Let’'s see what the reviews for PixIr Express (a good app) look like.

1. Click the “Back” button.

2. Type “pixiIr express” into the search box and press [Enter |
3. Pixlr Express appears at the top of the search results.

a. Average Rating
Notice the stars to the right. This shows the average rating people gave the app. Atthe
time of this writing, PixIr Express has an average rating of 4.5 out of 5 stars. This is a very
good rating! Again, if an app has less than 3 stars, you should be careful.

b. Number of Ratings
Notice the number to the right of the stars. This is the number of ratings that were
submitted for the app. At the time of this writing, PixIr Express has 3,496 ratings, which is a
good amount of ratings. Again, if an app has less than 100 ratings, you should be careful.

W Pidr Express [ % woer |

‘ offered by pix available for droid Ge . _
e 01 Pixlr Express is a powe - at e : '»*tl—ii

4. Pixlr Express’s average rating, combined with its number of ratings, suggests that this is indeed a
good app. But let’s investigate further. Click on “PixIr Express” in the search results.

5. Notice how PixIr Express has over 500,000 users. This is a sign of a good app. If an app has less
than 100,000 users, you should be careful.

6. Scroll down the page to the user reviews.

e T ——

'the screen. Point out both positive and negative reviews.

|

| If you don't feel comfortable doing this, you can display slide 6
1 and then read what's on the next step.
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7. A few people say that certain features don’t work. But the rest are overwhelmingly positive.

. Rob Meres Modified Jul 21, 2015 s #+
Rotate image-> Apply-> Save-> Open-> NOT ROTATED

This program isn't worth the price. Yeah, finally figured it out.

Was this review helpful? [ Yes Mo | Reply | Mark as spam or abuse

' Herman J. Mortimer Modified Jul 23, 2016 -+

The photo zoom inside the collage doesn't work for my Windows 10 laptop and that's the deal-
BREAKER {deal-killer) in my biook. It isn't good as the Android app, which is a shame. | agree with
several people on here with the one-star rating. Until this gets fixed: This is uninstalled.

Was this review helpful? [ Yes Mo | Reply | Mark as spam or abuse

ﬂ Sean Piercy Modified 3 days ago ko

Hands down the best image editing app I've found at least for adding filters, overlays, etc, and saving
them out at the same resolution | impeorted them at. Many others scale down your photo which
doesn't fly with me. | used this app months ago and had an issue with it but it seems they fixed it.
Thanks Autodesk devs! Would definitely recommend it now. Please add more filters soon. This is the
only area that's lacking (a litde).

Was this review helpful? | Yes Mo | Reply | Mark as spam or abuse

» R.E. Carroll Modified May 2, 2016 ek

hm, This is a great tool for photo editing and layouts! There's a wide layout design selection and i love that
you can add text and graphics, as well. It's very easy to use and you can't get betier than free!

Was this review helpful? [ Yes Mo | Reply | Mark as spam or abuse

“ foevr dark Moadified Feb 17, 2016 Ak ddek

THE BEST EDITING TOOL | HAVE EVER USED! | AM AN AVID PHOTOGRAPH LOVER SO | LIKE MY PHOTOS
EDITED AND CUSTOMIZED ACCORDING TO MY TASTE BUDS, AND PIXLR EXPRESS IS JUST THE RIGHT

TOOL FOR DOING SO. | HAVE TRIED MANY APPS THOUGH,YET NONE OF THOSE ARE AS SIMPLER AND
EFFICIENT AS PIXLR.

Was this review helpful? [ Yes Mo | Reply | Mark as spam or abuse

. Sylvia Lee Madified Jan 13, 2016 Jesekdk

this is absolutely the best app i could have install
i was able to edit a photo that very distorted...
plus i was able to finish my brochure... Very Pleased

Was this review helpful? [ Yes Mo | Reply | Mark as spam or abuse
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What a Bad App looks like
Now, let's see what a bad app looks like.

1. Click the “Back” button.

2. Type “eml” into the search box.

3. Click on “EML Manager”.

i

4. Scroll down the page to the user reviews. R w

| Teacher's Note:

5. Notice how many of them are 1 star. Also notice how 1'You shouldn’t need to improvise here, |
many comments point out that the app is not free, they 'as the negative comments for this app
cannot uninstall the app, and the app requests too many ~ !8re pretty consistent. :
permissions. This is a good example of an app you should
probably avoid.

6. And notice how many users of this app there are (214 at the time of this writing). When that
number is in the triple or double digits, it could mean the app is just new. But often, it's a sign that
the app is bad.

R [ [ |
USER REVIEWS English = Helpful | Recent |
n Jessica Stellato Sep 3, 2014 %
Cannnot uninstall it even though they send you a link. NOw | can't install any other eml readers.
Was this review helpful? [ Yes MNo | Mark as spam
A Kevin Watson Oct 6, 2014 -+
Requested far too many rights on my Google account
Was this review helpful? | Yes No | Mark as spam
. Hristo Bojkov Oct 14, 2014 &+ 4+
Request to many rights
Was this review helpful? | Yes No | Mark as spam
E Alexandre Dupont Oct 17,2014 4+
not free, not working on trial version, can't uninstall. Use at your own risk or if you like to waste your
time.
Was this review helpful? | Yes No | Mark as spam
Dustin Clark Oct 27, 2014 4+
r Too many rights, can't uninstall... and it's only for a free trial, which you don't see until after you add it.
Horrible app.
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Show Slide 8 m

Excessive Permissions
Another characteristic of a bad app is when it requires too much access to your
account. Note that you can’t tell what permissions an app requires until you try
to use it for the first time.

Below is an example of such as app. Most of the permissions it requests are fine, but there is one
permission that is scary: “View and manage the files in your Google Drive”. This permission gives the
app permission to do whatever it wants with your files, whenever it wants! Therefore, you should
never use an app that requires this permission unless you strongly trust the creator of the app.

+ 0

» Anyfile Notepad would like to:

- Know who you are on Gooole
L ' 4
; View your email address

; View vour basi |:-||:-f| & info

! View and manage Google Dnve files and folders that
you have opaned or created with this app

.‘ Add itsalf 1o Google Dnve

Danger, Will Robinson! - &3  View and manage the files in your Google Drive

t Wiew and manage its own conf guration data in your
Google Drive
By ¢l king Alow, you allow this app and Google o use your mformabon n &t ¢ ordanc &
with their respective terms of service and privacy polc ies an ¢ hange thiy ar
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Disconnecting an App

If you no longer want to use an app, you can disconnect it from your Drive. This is equivalent to
“uninstalling” an app from your computer or smartphone.

Why would | need to disconnect an app?
Unlike apps on your desktop computer or smartphone, Drive apps do not take up storage space. So
why bother disconnecting an app from your Drive? Here are some reasons:

1. You don’t use it anymore and do not want it to appear in the

“‘New” menu. Note:
2. You found an app that’s better than the app you're currently using msmnnecﬁng an ﬂppf
and no longer want to use the old app. will NOT delete any O
3. The app begins to abuse the access permissions you gave it your files.

when it was initially connected to your Drive. This rarely happens,
but it's something you should watch out for.

Demonstration
To demonstrate, we will disconnect the PixIr Express app from our Drives.

1. If the Apps dialog is still open, close it.
2. Click on the Settings button in the Options Bar, then select “Settings”.

= @ 0
I Settings @

Download Drive
Keyboard shortcuts

Help

3. A “Settings” dialog box will open. Click on “Manage Apps” to view a list of all the apps that are
connected to your Drive.

4. Find the “PixIr Express” app.
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5. Click on the app’s “Options” button and select “Disconnect from Drive”.

Settings “

Gansral ' The folipwing apps have been connected to Dmve,  Connect more apps Learm mong

| Manags Apps .

. Google Forms o Use by default  Opioss =

Create online forms and surveys

n Google My Maps ~ Use by default  Optoss ~
My Miaps Makes it easy 10 create and share maps online

E Google Sheets « Use by default  Opions =

Create and add spreadshests

w  Google Slides view product page

Create and i presenlations
‘ | Degconnect from Drive {'}
Pixir Express -
@I Cipisgng =
- Pix Expréss is oul most opulsr wab-based pholo edfon hal makes adting pholos aaty

6. A confirmation dialog will appear. Click on “Disconnect’.

Disconnect app X

Pixlr Express will be disconnected from Drive.

Cancel Disconnect

7. Click “Done” to exit the Settings dialog.
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Conclusion

As shown, Google Drive is great for sharing files and collaborating with people across the Internet. It's
like a computer that runs in your web browser--it stores your files and uses apps to open them. And
since all of your files are on the “cloud” (on the Internet), you can access them from any
Internet-connected computer.

The lesson plan for this course was written using the “Google Docs” app. Its permissions are
configured to allow anybody to view it. This means that you can add the lesson plan for this class to
your own Drive account and view it at your leisure. And because the file is in Drive, you’ll always have
the latest version of the file.

1. Openanew browser tab.  FYSTRPISER SRR TN l

2. Go to goo.gl/ufdMa4. —

3. The lesson plan document will open up. The document’s sharing settings is configured to allow
anyone will the link to open (but not edit) the document. A Google Account is not required.

4. Now, let’s put the file in our Drive so we can refer back to it later. Click on the Add to My Drive
icon at the top of the screen.

Google Drive Lesson Plan &
File Edit View Tools Help

5. Notice the message that appears. It says “Added to My Drive”. The file has been added to your
Drive.

Added to My Drive Undo Organize X

6. Close the document (the browser tab) to return to your Drive. You should see the file (it may take
up to a couple minutes to appear).

5 I
= L ME
E Da5a Fafmaly Farty E Gettirg stnr edl pf D kaogie Ditve | edis
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Introduction to the Google Docs app (supplemental)

Google Docs is one of the apps that comes already connected to your Drive. It is a word processor,
which means it can be used to do things such as write letters. What is really special about this app is
that it allows more than one person to edit a document at the same time. This is called real-time
collaboration. We will be working in pairs to demonstrate this feature.

Let’s pretend that we are creating a job resume, and we want a friend to help us create it. The person
on the left will be the creator of the resume, and the person on the right will be the friend.

Creating a new document
1. First, we need to create a new document.
To the person on the left (and the instructor):

a. Click on the blue “New” button.
b. Click on “Google Docs”. Our new document will open in a new browser tab.
| owew My Drive
-+ [

l] File upload

| B Google Docs I -

Google Sheets
Google Slides

More

2. Let’s give our document a name.
To the person on the left (and the instructor):

a. Inthe upper-left corner of the screen, click where it says “Untitled Document”.

b. Type “(Your first name) Resume”.

c. Press .

' John Resume| |
File Edit View Ir
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3. Before we add some content to this document, notice the words “All changes saved in Drive” to the
right of the “Help” menu at the top of the screen. As we start typing, this will change to “Saving...”.
Unlike traditional word processing programs, like Microsoft Word, Google Docs automatically

saves your changes as you type.

\ 4 \ 4

Add-ons Help All change nDrive Add-ons Help Saving

“ial - 1 - B I U A - -al - 1 - B I U A -

4. Let's add some content to our document.
To the person on the left (and the instructor): Type your name.

Sharing the Document
1. Now, let’s share our resume with our friend.
To the person on the left (and the instructor):

a. Click the blue “Share” button in the upper-right corner.

b. Type your partner's email address in the “People” field.

c. Click “Send”.

d. Notice the notification at the top of the screen, confirming that our document was shared
with someone else.

= Shared with one person

2. Now, our friend needs to open the shared document.
To the person on the right:

a. Click “Shared with Me”.

b. Double-click on the resume to open it.
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Collaborating on the Document

Many of Google’s productivity apps, including Google Docs, support real-time collaboration. This
means that multiple people can have the same document open at the same time and also edit the
document at the same time.

1. Notice the brightly-colored box that appears in the upper-right part of the screen . This lets you
know that somebody else currently has the document open.
If the person has a profile picture assigned to their account, then the person’s profile picture will
display here. Otherwise, it will be the first letter of their first name.

mcnplohndoe@gmail.com

- ..
—

2. Hover your mouse over the box. The person’s name will immediately appear.

mcnpliphndee@gmail. com -

2 Share

Mike Library

3. Notice the pink line to the left of the name. This shows you the location of your partner’s insertion
point.

4

Tohn Dog

4. Next, the person on the left is going to type some content into the document.
To the person on the right: Watch your screen--you will see the content appear on your screen as
your partner types it.
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5. To the person on the left (and the instructor):

a. Press to go to a new line.
b. Type a made-up phone number.

6. To the person on the right: Notice how the letters appear as your partner is typing them.
When you are viewing the document, you are seeing the LIVE document. Changes appear on your
screen as other people make them. This makes Google Docs, as well as other apps on Google
Drive, perfect for collaboration.

Person on the left Person on the
should sea: right should see:
Tohn Doe Jlohn Doe

1-800-555-1234| 1-800-555-1234]

Group Chat
You can com.municate with the people currently viewing the (2) John Doe, Mike Library
document using group chat.

1. Click on the “Show chat” button at the top of the screen. L AT )
dike Library joined group chat.

' i 11:32 AM
mecnplichndoe@omailcom - Hello
Mike Library 11:32 AM
Oe oo EE23
[ |

2. A chat window appears in the bottom-right corner of the

screen. Type “Hello” and then press tosend a
message to your partner.

3. Notice how your message, as well as your partner’s
message, appeared in the window.

4. Notice how the time that the message was sent is
displayed to the right of the message.
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If you want to have a little bit of fun, you can add emoticons to your messages. Emoticons are smiley
faces that convey emotion, like happiness or anger.

1. To add an emoticon to your message, click the “smiley face” icon in the lower-right corner of the
message textbox.

2. There are three different styles of emoticons. Switch between the styles by clicking on tabs at the
top.

(2) John Doe, Mike Librai

me
Hello
Mike Library
Hello
= |
m & &
i it AL iy
® = 9 =

3. Find an emoticon you like and click on it to insert it into your message.

4. Notice how some strange symbols appeared in the message textbox instead of the icon you clicked
on. That's because only text can be sent through the chat. This is a text code for an emoticon.
(Hint: Tilt your head sideways to the left. It kind of looks like a smiley face, doesn't it!)

B
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5. Press to send the message to your partner.

(2} John Doe, Mike Librai

o

Mike Library joined group chat.

me 11:32 AN
Hello

Mike Library 11:32 AM
Hello

me 11:57 AM
==

Mike Library 11:57 AM
e

'.'.I

6. Click on the “xX” in the upper-right corner of the chat box to close it.

Revision History

The Revision History feature keeps track of all the changes that have been made to your document
over time. It allows you to view previous versions of your document, as well as see what changes were
made to your document, and by whom.

(2) John Doe, Mike Libra

This feature also allows you to revert back to previous versions of your document. This is useful if you
deleted something days or weeks ago and want to get the content back.

1. Click on “File > See revision history”.

2. Notice the panel on the right. It lists the “snapshots” Google Docs has made of our document over
time. Our document has two snapshots. The most recent (top) snapshot is currently selected.

Today, 2:54 PM
W John Doe
M Kike Library

Today, 2:48 PM

M John Doe
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3. The left part of the screen shows the content of our document at the currently selected snapshot. It
color-codes the text to show the various additions and deletions that were made in this snapshot.
It's showing us that two users have added content to the document, and highlights each user’'s
contributions in different colors.

John Doe
1-800-555-1234

a. You can turn this feature off if you’d rather not see the color-coding, by un-checking the
box next to Show Changes in the lower right corner of the screen.

4. Click on the previous snapshot in the pane on the right (the one underneath the top one). Notice
how it is showing us a blank document on the left. This snapshot was taken when we first created

our Google Doc, so it is empty.

5. Notice the “Restore this revision” link. Clicking this link would restore the content of that revision
and delete all changes that were made to the document since that snapshot was created.

Today, 2:54 PM
[
|

Today, 2:48 PM

. .
Restore this revision

6. Click on the “back” arrow in the top-left corner of the page to return to the document.

Rewision history

< Today, 254 PM

7. This feature is useful for those rare occasions when you delete something that you wish you never
deleted. When this happens, you can use the Revision History feature to restore the deleted
content.
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Optical Character Recognition (OCR) (supplemental)

Optical Character Recognition (OCR) is a technology that converts text found in a photograph to
editable text on the computer. Google Docs provides rudimentary support for this by converting PDF
files to editable Google Doc files. As we will see, it isn’'t perfect. But it can potentially save you a lot of
work because it saves you the hassle of typing an entire document all over again by hand. Let’s try this
out.

1. First, let’s look at the file we are working with. Open Internet Policy.pdf, located in the Temporary
Patron Drive (P:).

2. Scroll down the document to inspect it.
a. Notice how the heading at the top consists of two lines of text.
b. Notice that the heading is bolded, and the second line is underlined.
c. Notice how it's two pages long.
3. There’s a typo! Can you find it? (“Aceptable” should be spelled “Acceptable”). How can we fix

this?

Montgomery Cnunly—l\lnrrls‘n Public Library
Electronic Resources Aceptable Use Policy

a. Maybe we can editit. Try to click on the word and type. That doesn’t work because the
program we’re using to view this file is Adobe Reader, which does not let us edit PDF files.

b. Maybe we could copy and paste the text into a word processor like Microsoft Word, make
our correction, and then reprint it.

i.  Tryto highlight some of the text. It lets you draw a box around some text, but
that’s not the same as highlighting it.

srristown Public Library

mceniminie Use Policy

ii. It's doing this because this PDF file is essentially a photograph of the original
paper document. The scanner we used to scan the original paper copy took a
“picture” of the document and saved that picture inside of a PDF file.

c. When a PDF file is saved in this way, there’s not much you can do in terms of editing.
However, we could try using the Google Docs OCR feature to convert it to editable text.
That way, we wouldn’t have to type the whole document all over again just to make one tiny
change.
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4. First, you have to upload the PDF file to your Drive. (Teacher: See if they can do this themselves).
a. Click the blue “New” button and select “File Upload”.
b. Navigate to the Temporary Patron Drive.
c. Select “Internet Policy.pdf’ and click “Open”.

5. Now that the PDF file is uploaded to our Drive, the next step is to open it in Google Docs.
Right-click on the file, point to “Open with”, then select “Google Docs”

@  Preview

#.%  Open with » B Google Docs {b

ek ‘. Share.. Suggested apps
m Lumin PDF
GD Get shareable link

D  DocHub - View, Edit & Sign PDFs

Move fo...

W Add star + Connect more apps

6. Notice how a new tab opens. It may take a few seconds for the document to appear because
Google Docs has to do some processing in order to convert the scanned image to text.

7. When the document opens, notice how we can click inside the document and edit the text!
8. Correct the misspelled word.
9. Notice that much of the formatting was lost. This is one of the downsides to OCR.

a. The heading is not broken up into two lines like before

b. The heading’s font is different.

c. The heading is not underlined.

d. The document is now three pages instead of two.

Montgomery County-Norristown Public Library Electronic Resources Aceptable Use
Policy

The Montgomery County-Norristown Public Library offers access to electronic resources primarily as part of
its continuing commitment to provide for the informational and educational needs of Montgomery County
residents_ All electronic resources accessible through the Library are provided equally to all Library patrons
with a library card and a current MCNPL Internet registration.

The Library has no control aver the information accessed through the Internet and cannot be held
rrconmeibla far ite mnmtont Al Lheane matrone talen Sl omorconal rncnnneihilibae for their en af the lntarmad amed
10. The text content was converted pretty well though. There’s only one mistake: The fifth paragraph
merges the words “County” and “Norristown” into a single word.

a. Note that the quality of an OCR conversion depends heavily on the quality of the original
scan or photograph. Our scan was very good quality, so there are few mistakes. However,
if the paper was crumpled or dusty or warped in any way, the OCR reader would have more
trouble reading it.

MC-NPL Computer Lab ¢ 1001 Powell St ¢ Norristown, PA 19401 goo.gl/ufdMa4
(610) 278-5100 x141 ¢ mcnplcomputerlab@gmail.com ¢ www.mc-npl.org Page 58 of 71


http://goo.gl/ufdMa4
http://www.mc-npl.org/

L Using the Cloud with Google Drive: Step-by-Step Guide Revised: 6/29/2017

11. Now that we’ve corrected the spelling mistake, let’s re-save the file as a PDF. To do this, we will
use the Google Doc download feature.

a. Open the File menu and select “Download As”.

b. This lists the various file formats that you can convert your Google Doc to. Select “PDF
Document (.pdf)” from the list.

c. Save the file to the Temporary Patron Drive.
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Managing your Storage Space (supplemental) R

In the bottom-left corner of the screen is your storage quota. All Google & viive © T
Accounts get 15 GB of free storage space to use across all Google P Gmail 0 bytes
services. This means that the files in your Drive, as well as, for example, # Google Photos 0 bytes
the emails in your Gmail account, all count toward that 15 GB limit

(however, there is one exception--Google Doc, Sheets, and Slides files 2 ME of 15 GB used N

do not count toward your quota).

== Upgrade storage
15 GB is a lot of storage space. Unless you are an avid photographer or an Show Slide 10 m
aspiring filmmaker (photos and movies take up a lot of storage space), you =
shouldn’t run out of space any time soon. But if you do start getting low, you'll want to either delete
unused files or purchase more space (by clicking on the “Buy more storage” link).

Hovering your mouse over the storage quota shows you a detailed breakdown of how much storage
space each Google service is using. And clicking on the blue “” icon next to “Drive” conveniently
gives you a list of all of your Drive files sorted by file size, so you can start deleting the largest files

first.

The difference between KB, MB, and GB

Looking at Fig 4, you might be confused about the numbers that you see. “What does 2 GB mean? Is
it more or less than 304 KB?” To put these units of measurement in perspective, consider the following
real-life scenario. When you buy a gallon of milk at the store, the cashier doesn’t tell you, “That will be
three hundred and forty cents, please”. One dollar equals one hundred cents, so instead, the cashier
says, “That will be three dollars and forty cents, please”. The same idea is used when measuring
computer storage space.

Just like the smallest unit of measurement with money is “cent”, the smallest unit of measurement with
computers is byte (well, technically it's “bit”, but for our purposes, we just have to worry about “byte”).
So, just like 100 cents equals 1 dollar, 1,024 bytes equals one “kilobyte” (or “KB” for short). Similarly,
1,024 kilobytes equals one “megabyte”, and so on.

The table below shows the different types of computer storage units of measurement, from smallest to
largest. To put these sizes into perspective, the average song takes up about 3-4 MB (about 1 MB per
minute), a high resolution photo might take 2-3 MB, and an email only takes around 10-15 KB.

1 byteor 1B The smallest amount of measurable space.

1 kilobyte or 1 KB 1,024 bytes (roughly 1,000 bytes)

1 megabyte or 1 MB 1,024 kilobytes (roughly 1,000 kilobytes)

1 gigabyte or 1 GB 1,024 megabytes (roughly 1,000 megabytes)
Google Drive gives you 15 GB
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1 terabyte or 1 TB 1,024 gigabytes (roughly 1,000 gigabytes)

Security and Privacy (supplemental)

Google provides a number of “checkups” to help secure the data in your Google Account.

To get to your Google Account page:

1. Click on your profile picture in the Google Account Bar.

2. Click on the blue “My Account” button.

o

John Doe

mecnpljohndoe@gmail.com

Add account Sign out

3. Notice how your Google Account settings open in a new browser tab.

4

& MyDrive-GoogleDrive X | G My Account O\

@ | https://myaccount.google.com/7utm_source=0GB&pli=1
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Security Checkup
Under the “Sign-in & security” header, notice the “Security Checkup” section. Clicking this will take you
through a number of steps to ensure that you account is secure.

- Security Checkup
¥ Protect your account in just a few
minutes by reviewing your security
settings and activity.

GET STARTED
Last checkup: Movember 16, 216 P

e Recovery Information
Asks you to review your recovery phone number and recovery email. Important: These will be
used to gain access to your Google Account in the event that you forget your password, so make
sure you set them!

e Connected Devices
Show you a list of devices and locations where your account was signed into. If you see anything
suspicious in this list (for example, a sign-in from Russia), then it could mean someone else has
gained access to your account. If something looks wrong, the checkup will guide you through the
appropriate steps to secure your account.

e Account Permissions
Shows you a list of apps and websites that are connected to your Google Account (like the PixIr
Express app we connected to our Drive accounts). If there is anything that looks unfamiliar, you
can remove them from this list so they can no longer access your Google Account.

Privacy Checkup

Under the “Personal info & privacy” header, notice the “Privacy Checkup” section. Clicking this will
take you through a number of steps that will allow you to adjust the kind of information Google stores
about you. For example, did you know that Google keeps track of your geographical location over
time? You can turn this off from this screen.

Privacy Checkup

Take this quick checkup to review
important privacy settings and adjust
them to your preference.

GET STARTED
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Downloading all your Drive files (supplemental)

Google provides the ability to download all of the data in your Google Account, including your Drive
files. This is useful if you want to create a backup of your data, or switch to a different cloud service.

1. Click on your profile picture in the Google Account Bar.

2. Click on the blue “My Account” button.

i oo«

Note:

ith
at were L

files that you

Any files th
he

i words,
pu (in other ;
ire IE-I:IIt the owner of), will

downloaded using this utility’!

3. Under the “Personal info & privacy” section, click “Control your content”.

« Personal info & privacy »

Marage youl visbility Lettengd a5d The Ja%8 wi Uks 10

P ROnalee FOur FEpETeT T

-

4. Under the “Download your data” header, click “Create Archive”.

Download your data
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5. The next screen lets you choose which Google services you want to download data from. By
default, all services are selected. We are just going to download our Google Drive data, click
“Select none” to deselect everything.

6. Next, click on the “X” next to Google Drive to enable it.

. All files
‘ Drive ) ) i
Microsoft Powerpoint and 3 other formats

7. Click on the chevon to the left of the green checkmark to see additional options.

a. Files and Folders: Lets you select specific files and folders to download if you don’t want to
download everything. We will leave “Include all files and folders in Drive” selected.

b. File Formats: Lets you choose what file formats to convert various Google app files to, such
as Google Docs files. We will leave the currently selected options selected.

i.  Documents: Google Docs files

i. Drawings: Google Drawings files
iii. Forms: Google Forms files
iv.  Presentations: Google Slides files

v.  Spreadsheets: Google Sheets files

; All files
b Drive .
Microsoft Powerpoint and 3 other formats

Files and folders .

* Include all files and folders in Drive

Select files and folders

File formats
Documents Microsoft Word i
Drawings JPEG Image
Forms Microsolt Excel -

*

Presentations  Microsoft Powerpoint

Spreadsheels  Microsoft Excel

8. Click “Next” at the bottom of the page.
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9. The next screen allows you to customize the archive file that is generated.

a. File type: All of our Drive files will be compressed into a single file, called an archive.
There are many different archive file formats. The most common one is ZIP, which is the

currently selected option.
b. Delivery method: Allows you to choose how Google will give you the final archive file. You

can have it delivered to your email, or even have Google upload it to another cloud service,
such as Microsoft OneDrive or Dropbox. We will leave “Send download link via email”

selected.

Customize archive format

Choose your archive’s file type and whether you want to download it or save it in the cloud.

File type Delivery method

zip v Send download link via email ~
Zip files can be opened on almost any computer After we finish creating your archive, we'll email a link
Archives larger than 2GB will be split into multiple .zip  so you can download it to your personal device. You
files. will have one week to retrieve your archive.

10. Click “Create archive”.

11. The next screen shows you the progress of the archive. Because we hardly have anything in our
Drive accounts, let’s wait for it to finish. It should take less than a minute. If we had a lot of data,
then we could close this tab and wait for Google to send us an email notification when it's done.

Almost there...

We're preparing your archive.
It may take some time to complete your archive. Don't worry, we'll email you when it's ready.

Archive Created on Available until Details

_ An archive of your Drive data is currently being prepared
Y|

0% complete - Data collected: less than 1 MB

Create another archive Manage archives
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12. When it’s finished, it shows you details about the archive file.

Archive: Shows you how large the archive file is.

a
b. Created on: When the archive was created.

c. Available until: Google will delete this archive file from their servers on this date.

d. Download button: Downloads the archive when clicked.

Almost there...

We're preparing your archive.

Archive Created on Available until
Biye May 5, 2016 May 12,2016
1.9 MB

It may take some time to complete your archive. Don't worry, we'll email you when it's ready.

Create another archive Manage archives

13. Click "Download”. For security reasons, you will have to type your password again.

14. Save it to the Temporary Patron Drive.

15. Open the Temporary Patron Drive.
a. Click the Start Menu and select Computer.
b. Click “Temporary Patron Drive” on the left.

16. Double click on the archive file to open it.

17. Open the “Takeout” folder, then the “Drive” folder. This folder contains your Drive files.

18. Open the “Library Photos” folder. Notice how the photo that our partner shared with us is not there.

Files that are not owned by you are not included in the archive!

19. When Google finished creating our archive, they also sent us an email notification. Go back to the
web browser and open Gmail. The notification email should be at the top of your inbox.

Your account, your data. ”~
LT

The Google data archive you started on May 5, 2016 is
ready. It contains your Drive data. It will be available for you
to download until May 12, 2016

Manage archives

Download archive

Thiz message was sent to you because you recently used Google's

ki
(D

Download your data service. Privacy Policy | Terms of Service GO gle
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Drive for PC (supplemental)

If you are accustomed to working with files on your computer hard drive, there is
a program you can install on your computer that lets you interact with your
Google Drive files in a similar way.

Show Slide 9 m

| B wymive

amw onaredwith me
The program downloads all of your Google Drive files to a specific folder on
your hard drive. Whenever you edit one of those files on your computer, the
changes automatically get uploaded to your Drive. Similarly, whenever one = Coogle Photos

Recent

of the files is changed in the cloud, the changes get downloaded to your 4  Stared
computer automatically. This process is called Syncing 5 e
This program can be downloaded by clicking the “Get Drive for PC” button in
the Side Navigation Pane. B teandes
— rade slorage

There are also apps available for mobile devices that do that same thing. » [ cetDme forpe
They let you access your Drive files on your smartphone or tablet.

This is one of the benefits of the “cloud”. You can access your files from any device or
computer that is connected to the Internet.

=1 el
E== ey
@'x /.I' £ v Mike » Google Drive » - by o
Organaze = Include in kbrary = Shawe with w Bvare N fosdger = IER
o Favorites j
M Deskiop & Circ dept forms
@ Downlosds o Eventhespe

MNCLEMENT WEATHER ANNOUMCEMEN.
. Recent Places - o

& OneDirvve £ Inategram
‘ & Google Drive 4 PLANNED LIBRARY CLOSING ANNOUNC
b Polsing
@ g Librasies g

£ prrted mastehal

Y O . - 5
Decurmarts # Publs Progrememing

o Musi & Soisl Medss
! Pictures & Teen
Subversion . iebate Instructcng
B videos . Wonwbeany
4 |8 Computer Suchiop. =
5;'_:.5“; % | Logan Credentials docx

.
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Resources

This lesson plan, as well as several of its diagrams, were made using
Google Drive apps. Each file is publicly viewable. The table below contains shortened URLs to each

file.

Lesson Plan
goo.gl/ufdMa4

— - Drive Home Screen
- g00.9l/QihSS5

Library of Congress.jpg
g00.gl/TX4eUy

Preview Window
goo.gl/VizZHSF

Mention Handout 3 l

The Cloud: Demystified
goo.gl/JEmrdw

App Dialog
g00.9l/geQX76

Third Party Apps Dialog
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Appendix A: Connecting to a Third-Party App (using PixIr Editor)

1. Double-click on our image again to open it in preview mode.

2. Click on “Open with” at the top of the screen. Google Drive gives us some suggestions as to what
third-party apps we can use to open our image.

3. Click on “PixIr Editor”. This will connect the “PixIr Editor” app to our Drive account, then open our
image with the app.

4. Note that a new browser tab has opened. When you open a file in your Drive with an app, it
opens in a new browser tab. The tab will contain an icon for the app you are using. We haven’t
authorized the app yet, so it’s just showing the Google logo.
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5. After a few moments, you will see a permissions screen. Before you can start using an app, you
have to give the app permission to access your account. Some apps require more permissions,
some apps require less. You have to accept ALL the permissions in order to use the app--you
cannot pick and choose. This screen only appears the first time you use an app.

6. The permissions PixIr Editor is requesting are reasonable. Later, we will show you what
unreasonable permissions look like. PixIr Editor needs:

a. Our email address. Most apps require this.

b. Our basic profile info, such as our full name and any information we made public on our
Google+ profile (Google+ is Google’s version of Facebook). Most apps require this as well.

c. The ability to open and edit the Google Drive files that we tell it to open and edit. This is
reasonable. Without this permission, we couldn’t open any files with PixIr Editor.
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7. Click on one of the “More info” icons . These give you more information about a permission.
Click the OK button to dismiss the dialog.
8. When you are ready, click “Allow”. If you don’t do this, you simply can’t use the app. Most apps
require the kinds of permissions you see now.
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9. Because this course is about Google Drive, we're not going to go into too much detail about how
PixIr Editor works. It's important to note that a banner advertisement is at the right side of the
screen, so don't let it confuse you!
10. Click on the “Adjustment” menu option. This menu contains effects that you can apply to the
image.
Person on the LEFT: Pick Sepia
Person on the RIGHT: Pick Desaturate
Language
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11. Click the “File” menu option and select “Save” to save your changes.

12. A dialog box appears. Uncheck the “Save as copy” checkbox and click OK.

Save image
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Library Of Congress

13. Once it has finished saving, close the browser tab. This will return us to the browser tab that has
our Google Drive home screen in it.

14. The web browser may want you to confirm that you want to close the tab. Click “Leave Page.”

This page is asking you to confirm that you want to leave - data you have entered may not be saved.

[ Leave Page [ Stay on Page ]

15. The preview window for our image should still be open. Notice how the image hasn’t changed.
This is a Google Drive bug that happens when you edit an image file. The preview should
update with our changes, but it hasn’t. We’re going to ignore it for now, since it requires a page
refresh to remedy.

16. Close the preview to return to the Drive home screen.

17. Notice how the image file thumbnail has updated to show the changes we just made to our image
(it may take a few seconds to update). This confirms that our changes were indeed saved.

aa Library Of Congress.jpg

continue on with the “Sharing” section
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