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• Microsoft OneDrive can be problematic
• Microsoft changes the default save location 

for documents to OneDrive

• You don’t realize you are using it

• You run out of space

• Microsoft tries to sell you more space

• I have used Google Drive for many years
• 15 GB for free

• Easy setup automatic synchronization

• Easy sharing files with others



If you have GmaiI
• It is a Google account

If you don’t have a Google account
• https://accounts.google.com

Verify you can see your Google Drive
• https://drive.google.com

Google account required



Manual use

1 – browse to drive.google.com
(sign in if not already)

2 – click New

3 – upload files/folders, create folders

4 – right-click file to download to your computer



Install Google Backup and Sync
• Link it to your Google Account if prompted

https://www.google.com/intl/en-GB_ALL/drive/download/backup-and-sync/

Synchronization



1 – click icon

3 – preferences

2 – click dots



Syncing Google Drive

Multiple computers?
- install Backup and Sync on all
- “Google Drive” syncs between all



Sync additional folders

Multiple computers?
- additional folders only sync between this computer and Google Drive on web
- multiple computers treated as separate entities





Find the file/folder you want to share

Sharing files

1 - right-click file

2 - Google Drive

3 - Share



Sharing files

- anyone can view

Click
Can change back to “Restricted” 
to remove sharing

Copy link to clipboard to pass on 
to someone else



Sharing files

- with specific people

“No Google account found”

Set permission



Sharing files

Recommendation:

Hard to keep track of things you have shared

• Create folders
• Public (things you share to anyone)

• Shared (things you share to specific people)

• Only share items within those folders


