Google

‘ Google Drive: Access and organize your files

Get to know your Google Drive
There are lots of ways to view your files, folders, and Google documents in Google Drive on the web. Let's take

a quick look around.

Note: Not seeing the new Drive? Click the gear icon and select Experience the new Drive!
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';_4_ When you first get Google Drive on the web, all the files and folders you've uploaded
,,-,6 and Google Docs that you own are in the section called My Drive:
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“ Click the “ New button to upload more files and
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Incoming
Incoming is where you'll find the files, folders, and Google documents that have

[*) Incoming been shared with you.

® Recent !ncoming only shows items thét were shargd with you expl.icitly. Yc?u won't find -
items here that were shared with the “Public” or “Anyone with the link.” (You can find

* Starred those items using the search box.) If you'll be referencing a shared document often,

A you can drag it into My Drive (or a specific folder in your Drive) so that it appears
___ there as well.
B Trash
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Starred

Click Starred to see all the items you've marked with a star. Just click the star to the left of an item to mark it.
Stars are like “bookmarks” or “favorites” in a browser to mark web sites you want to access frequently.

Recent
Use the Recent view to see all the private and shared files that you've opened, in reverse chronological order.
This is a great way to quickly find your most current stuff.

Trash

Google

Trash contains everything you've deleted. To delete an item, click the item and click the trash icon that

Search Drive “
My Drive ~
Name Owner
1 company Drive Anne D. Royd

o Finance me

To clean it out:

cast modified

May 16 Anne D. Royd

May 14 me

appears:

Note: You can only trash items that
you own. Trashing an item you don't
own will take it out of your Google
Drive, but not remove them for
everyone else.

Your trash is never automatically
emptied, so you'll probably want to
clean it out once in a while. Items in
your Trash still count toward your
storage quota, so this helps free up
some space.

In the Trash view, click the Trash drop-down menu and select Empty trash to permanently delete

everything:
Search Drive

Trash ~
| Empty trash {b

s §286239027_alfbDaalse_bjpg

Or, select individual items and click Delete forever:

Search Drive
Trash ~
Name

s 8286239027_a1fbdaalSe_b jpg

@ Chacolate-making_Event.docx

Restore

Deleta forever

Delete forever

me
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Notice that after you select items in the trash, you can also choose to Restore them.

Add files and folders to Drive

N Folder
When you're ready to create new documents, spreadsheets, presentations, and more,
File upload just click the red New button and select an app from the list to get started.

| Folder upload

I B Google Docs {b

Upload files and folders to Google Drive

It's also easy to upload existing files and folders to Google Drive on the web. Here's how to upload a file
(folders work the same way):

1. In Google Drive on the web, click the red New button and then select File upload.

& Drive

b Folder
L .
| File upload &
|

Folder upload

2. Select the file (or files) you want to upload and click Open.

|ﬁ| |EE m | il || = v || (3 untitled folder (@

FAVORITES Name Date Modified v
@g Applications » [ test Today, 7:30 PM
E Desktop
@ Documents
o Downloads
H Movies
J7 Music
Pictures
m teacher

DEVICES
L1 ITD_MacBkPro_New...

SHARED

2 All..

| New Folder | | Cancel | | Upload |
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That's all you need to do. As soon as the upload completes, you'll see the file in My Drive:

& Drive My Drive > Project X Docs ~

“ o

W Conference docx

» I3 tay Drive

Preview or learn about a file

So far we've seen how files look in Google Drive using the default List view. This is the most compact way to
view your files. If you'd prefer to see a preview of each file in Google Drive, click the Grid view icon in the

upper-right of Google Drive on the web:

ﬁii 0 =«

Now your files are displayed in a grid of thumbnail previews. This can help you locate a file without having to
open each one. You can also select files and folders to make changes.

Search Drive “

My Drive > Company Drive > Sales > Team G > Project X Docs ~

Help us improve GCS o

e What is the #1 feature you would like to
o see added to Google Consumer
Sunveysy

W conference.docx E Playlist plf ™ Playlist.pif

To return to the List mode, click the Switch to List icon:
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However, if you like to work in List mode and want to see a visual preview of a file, you can do that too.

1. Right-click a file.
2. Hover over Open with.
3. Select Preview from the drop-down menu.

The preview will display as an overlay:
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Customer Satisfaction
Survey Results

p mp Shde1~ "7 13

Viewall « . l.:.u ullrirThél Satizlaction Survey Results

In Preview mode, you can:
A. Scroll through your displayed document.

Preview the B previous or Bd next document in your Drive.

Share your document with others.
Print your document.
Open your document to edit it.

E Download your document.
Exit the preview by click the X in the upper right corner.

IO MMOO®

Select another document from your Drive to preview by clicking View all.
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Sort your files

If you have a lot of files, it can get harder to keep track of them. One way to make your files easier to find is to
sort them. Click the Sort options icon to see your options:

Y

= 2,

Last modified
Last edited by me

Last opened by me

v/ Mame

The sort options above are available in most Google Drive views. Here are a few sorting tips:

e Sort by Last modified to see items that were recently modified by anyone (not just you). This might
help you keep track of things that your collaborators have recently changed.

e Sort by last edited by me to see the files or folders that you've changed.

e Use Last opened by me to find things you've recently opened, regardless of whether you've edited
them. This is a great way to get back to items you were recently looking at if you accidentally closed a
tab in your browser or you didn't bookmark something.

e Sort by Name to see your files in alphabetical order.

Find a file

Type a word or phrase in Drive's search box to find a specific file, folder, or Google document. As you're
typing, Drive will try to predict what you are looking for and give you a list to choose from.

v,
p 60 P — Customer] n

B customer Feedback Survey
& Drive

Customer Feedback Survey (Responses)

Narrow your search results

1. Inthe search box, click the down arrow to see search options:
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Customer E“

File type All file types ~
Opens with Unspecified ~
Ownership Owned by anyone ~ .

Search solarmora.com

YES

2. Choose any search option to narrow your search. You can also choose a combination of search
options to further filter your results. For example, maybe you know the file you want is a spreadsheet
that you don't own. Click those options and your search box will look like this:

-owner:me type:spreadsheet - C
X
Opens with Unspecified +
Ownership Mot owned by me ~ .

Search solarmora.com

YES

3. Atthis point you might already see what you're looking for. If not, type a search query, such as
“expenses,” and click the blue search button.
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-owner:me type:spreadsheet expenses - .
X
Opens with Unspecified ~
Ownership Not owned by me = .

Search solarmora.com

YES

Organize your files

You probably have a lot of files in My Drive, or will soon. Use folders to organize the contents, just like you do
on your computer.

Create a folder in Google Drive on the web
1. Click the red New button and then select Folder.

& Drive

.,I Folder ,{b

' File upload

' Folder upload

2. Enter a name for the folder and click OK. Your new folder is created in My Drive:

“ Move files to a folder

) 1. Click the item (or items) you want to move.
‘ 3 My Drive ( )y

» I3 Company Drive Do you want to move multiple items? Hold Ctrl or Command key to click

B Finance all the items you want to select.
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2. Click the Move to... icon that looks like a folder:

Search Drive “

My Drive > Company Drive ~ | : S VA i ]

Name Last modified [ ] Mcwetu..@

* Add star

Change color

@ Accounting May 15 Anne D. Royd

@ Finance May 15 Anne D. Royd

i Download

B Marketing May 20 AnneD. Royd | - -+---

3. Inthe Move to dialog, select the folder where you'd like to move your items, or create a new folder for
them.

Move To
¢#2 My Drive

B3 company Drive

BB Finance

-

4, Click Move.

Share a folder
You can share a folder, just as easily as you share your Google documents.

1. Click the file or folder you'd like to share.

2. Click the = Share icon and add the people or Groups you'd like to share the folder with.

Once the folder is shared with others, it will have a 3 shared folder icon on it.
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