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| What is CLOUD STORAGE? |

> It is Disk Space accessed via the Internet
» Accessible from any device with Internet

» You can have a copy of a file on your laptop < o o
sent to your cloud storage and then access o \ I 5

it from your phone, tablet or another PC.
» Useful as a backup and / or for sharing

(with permissions)

<+ Dropbox | ‘

Google ﬁ O ne D rive e twork

Southern Men's Shed Network Meeting 7th January 2019



,'_-I..* '_-I..*

J * ‘.
i GD ith Sharing Access (-

s e rive wi arlng CCeSS .
t, "vemﬂrir* '(. “vfmnri*t

How do you access it.
> You Create an Account which makes the
storage space private to you.
> You can then access it via a Web Browser ;:
H_u__,:-""' FBE'

Appic ation
SErvers % Datahase

Etc

» And / Or an App (Android / Apple 10S)
» And / Or a program (Windows / Apple)

which creates a folder on Your Hard Drive ﬁd-—.____' @ '
~

and then automatically synchronises the Cell Phane
contents of the Folder and Your Cloud Space. . / —

d :

NG Tk -
SrEnTer Tehiel PC
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» Create Google Drive (GDrive) space for Purder Mens Shed
» Create Folders for General and Specific Purposes
» Give Access to Other Users

» Set up Backup and Sync on Laptop
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Create Google Drive Space

-
I-- .'.

i
. Fam‘:'lem ',

% Men's "u'lﬂf .l
"(, "vemwk P4

.-l-'

> In Browser, go to www.google.co.uk \

» Login as shed (purdermensshed@gmail.com)

» Click on Google Apps Grid

> Select DRIVE Icon

Miare
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Create Google Drive Space

'_ | I .. .
§ %
) Fam‘:'lem .
% Men's "u'lﬂf "
"(, "vemwk v

.-l-'

L Drive Q. Search Drive
> .
My Drive (Root) s o -
I— Mew
’2

» New Folders / Files
» Grid / List Option —

» Helpful Files —

[ g My Drive

b :! Ky Lunpton ke

ua . o a

- Shared with me

© s

*’ Starred hEvwes piye e

-3
i Hir
Bl Gatting sinrisd

d@  Backupe
% Storage

156 KB of 15 GH usad
UPGRADE STORAGE
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iy Create Google Drive Space b et of

> Click to ADD New Folders

> Add PMS Documents

New folder

| PMS Documents

‘ Drive

Folder

File upload

Google Docs
Google Sheets
Goagle Slides
More

Starred

Bin

Backups

Q, Search Drive

K llee Mhels o

¥ h-'

rEElely

Accass aryebise

n Getting started

=3

Syno BEamlersaly

Share ssslly

a
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» Now you have a Folder in My Drive

> If you click the arrow you can View
/ Hide your Folder List

> Click on PMS Documents Folder

Create Google Drive Space

S
S W
» Southern )
s Men's Shed ¥
*s Nemwork v

. *

g un®

S~

.o

L Drive

*— MNew

My Drive

to Open and View Folder
(similar to File Manager on Windows)

e BB PMS Documents

* LD

- E My Laptop

Lomputers

L 4 Shared with me

Q, Search Drive
My Drive -

Folders

BB PMS Documents

Files

 — |
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> You are now viewing the
PMS Documents Folder

» Use the New option again

to create multiple folders —

inside the PMS Documents
folder.

» Suggestions: -
» PMS Accounts
» PMS Manuals
» PMS Meetings
» PMS Membership

Create Google Drive Space

&5 L ™ »
. ) T [y
L R
» Southern )

s Men's Shed ¥
'(. “vfmnri,_t

g un®

\

- . PMS Documents

v | | Computers
- _L:I My Laptop

- Shared with me

Stlarred

Backups

®
w
B e
=

» PMS Documents -

\LME\ Q. Search Drive
My Drive
'— ety
2
v g My Driva "

Southern Men's Shed Network Meeting 7th January 2019



-
L By .‘..

?, "m‘uwk ’

denns® Uploading / Downloading Fi

» We now have various Sub-Folders within our Top Level “PMS Documents” Folder

\z; GDrive with Sharing Access

-l
4‘ ..‘,
il “ *

]
» Southern )

% Men's Shed ."'
"(, 'wmwk ’

.-l-'

> CIiCk on. L Drive Q, Search Drive =
PMS Accounts ,
My Drive > PMS Documents -
'— Mew
Folders
- My Drive .ﬁ.
- PMS Documents B PMs Accounts BB PMS Manuals
k PRS Acocounts
¢ Bl PMS Manuzls B PMS Meetings BB FMS Membership

¢ Bl PMS Mestings

¢ B PMS Membershi_

¥ E] Computers

- Shared with me

Name T

o
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Uploading / Downloading Fi

> We are now in the PMS Accounts Folder within our “PMS Documents” Folder

» You can use Drag & Drop to upload-

Files to your Drive Space

File upload
» Alternatively Click the +W
and select File Upload B oo Docs

from the Menu.

- g
il ~ "
]

»  Southern
s Men's Shed ¥

-
By .'q-

'(. Network,»

-'-l-'

L Drive @, Search Drive -

bl Piciig 5 PMS Documents ¢ PMS Accounts -

BS Folder

BB Google Sheets
Google Shdes

More

NOTE: File Upload will add the file to VS Mambetety
the folder you are displaying. | — _

So make sure you are in the G e g

required folder. rop files here
@ Ruocant
'* Starmed

i Bin

0 u
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2 Choose File to Upload

» A Choose File Dialog will be displayed 7 = )\ fe i | mrr—— .
Organise = New folder - @
» Navigate to the location of the file on MyOneDive A Mame R T
your hard drive and click the file to Whittoke - e e T R
select. ”::f’“T“”'”
Eer-angr.

Pictisres To Prind

» Now click Open to start the upload.\ Photo Frame Resized

FiAS Files

NOTE: You will see a message saying that

Files

1 item is being uploaded. Program Fil2

Depending on the size of the file and :’*’J‘:"

speed of your internet connection Seilib

this may take a few seconds or Shisten Nt St el >
several minutes (Be Patient). File niame: |PurderhS membership list dsim AR Files ()

Cancel
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Uploading / Downloading Fi

Access :

-
By .'q-

7 am

E * *'l
Southern %)

» Men's Shed ¥

'(. Network,»

.-l-'

» You can now see the uploaded
file. ~

» If click on the file using the
Right-hand mouse (Right Click)
you will see a menu of actions
that can be applied to the file.

L Drive

L} Search Drive

Wy Drive

Fiken

» PMS Docu..

* PMS Accoun

» You can use the Download
option to copy the file to your
hard drive (this could be useful
if you are accessing Google Drive|
from another device).

L4

©
bl g By Drive o
2

- . PMS Dacuments
a
I ¢ Bl PMS Accounts =
¢ Bl PME Manuals ) &
B . PMS Mestings x n
] - PME Membersh *
£

I (] m Computers

- Shared with ma ﬂ
B PurderME membaership figtxdam £
| @ Rocant by
U
i Starred S 3
i Bin _
o

o +A

Preview

Crpen with

Share...

Get shareable link
blove to_

Add to Starred

Rename...

Wiew delails

Manage versions...

Make a copy

Denvnlaad

Hemoawe

o

@ §
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b e Sharing Folders with Access Control 3 Jewar
> If you click on a folder using the &, Drive Q. Search Diive I
Right-hand mouse (Right Click) _
. . My Drive > PMS Documents > PMS Accounts =
you will see a menu of actions b ew
that can be applied to the folder. Yt 7 e
- E BAy Deive .
&4 DOpen with 1548 ma
- PiS Locunmients
. . B  New folder..
> Or.1e option is to share a folder e T
with others through their B P M |5 %S Share
Google Email Address / Drive. — » B PMSMeetngs | G2 Get shareable link Share with others
v [l PMS Membarsh. Bl Moveto Piaps
W Add o Stared
: A i sehnaitrypEgm e, cee
- P @ Changecalour
an  Shared with ma i, search within PMS Acd
(®  Recem FA Rename..
W Stared #  Download
o L B Remove
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» You can enter the email addresses.of

several people (or just one) Share with others Get sharable link |
» Note: You can set View Only or Update B A4 mors pocpis. 7

Access Rights

| hiava shared the PMS Accouns Folder with you. «»°  Can organisa, add and edit

You have update rights.

Can view anly

> You can also enter a message which can be 7
included with a notification email message. - NSl poaghe 2

» When complete, click Send. —
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> You can now see a hew (pe

> If you place your mouse ov

ople) icon against the folder header

er the icon it will show you who now has shared access to the folder.

Also against each person there will be a Pencil (Update) or Eye (View Only) symbol.

» Access can be changed at
any time.
Existing people can be
changed from Update to
View and Vice Versa.
New people can be added

and existing ones removed.

L Drive Q, Search Drive - \ 9 n
My Drive > PMS Documents > PMS Accounts - &%
!— Mew
Name @ Mens Shed Purder ——
- g My Drive i~ = o -
E PurderMS membership liat.xlam Stephen Redrup ft

+~ Bl PMS Documents

¢ IO PME Accounts —3

P B PMS Manuals

¢ Bl PMS Mesatings
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s P Sharing Folders with Access Control b
» The person given sharing rights will now receive an email notification
From: Mens Shed Purder (via Google Drive) [purdermensshed @gmad, com] Sent: Sat 05/01/2019 16:24
T seredrupfigmad. com
-
Subject: PMS Accounts - Invitation to collaborate B
purdermensshedipgmail. com has invitéd you (o contribute to the following shared folder 'Ejl
. =
PMS Accounts
1:-5
> " have shared the PMS Accounts Folder with you
You have update nghls
ity S i e | Google
5| ME | - t B FEEN W 5]
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> In their Google Drive, click on “Shared with me” to see the PMS Accounts Folder.
/ - - - ==

I
~ a#lszzaa

Shered by Share Ia1e L
| I

- g My Drive

¥ - &pp_Backup_Restors
3 PuS Accounts

©

b [ Epson iPrint
¥ I MWanuals

¢ BB PMS Documents

» B SR Documents El Southemn Man's Shed Network
= 11

¢ BB SR Media B PMS Meetings

¢ Y SR My Documents
Bl eas Membership
# [0 Computers

99 @9

B0 PMS images

-  Shared with me
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* %
rive wit aring Access i
’t:ffn s Shed ."'
N K
Sharing Folders with Access Control R Sy
» Right-click the PMS Accounts Folder and select “Add to My Drive”
Shared with me - oo
-:-h Dpen with
Mams= ie 8
+8  Share.
Today
& Get shareable link
BN PMS Acoounts ‘..'-‘-i- Add to My Drive
+ Addto Starred
G ﬁt“ Change color
ﬂ Southern Men's Shed Notwoark E Raname..,
B3 PMS Meotings € view details
0l Search within PMS Accounts
B3 Pms sambership !- T
B3 PMS Images i Hemove
Soored With Ms 2 B PMS Accounts
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Sharing Folders with Access Control

» The contents of PMS Accounts is now available to this person. /

NOTE.

This is not a COPY.
Any changes made
here will be
reflected in

PMS Accounts.
Any changes made
by anyone else in
PMS Accounts will
also be seen HERE.
Including new files
and deleted files.

-
i-- .'.

* -l
» Sam‘:'mrn .
& Men's Shed ¥

"(, Nemwo r.-*t N

.-l-'

» B3 My Drive
=

‘ Drive Q. Search Drive

My Drive » PMS Acco

5
L=

Files

» BB App_Backup_Restore
» Bl Epson iPrint

v Bl Manuals

« [ PMS Accounts
¥ E PSS Documanis
v B 5R Documenis
» Bl SR Medis

] E 58 My Documents

Bl  PurderMS membership liat ..

[ j__u Compiters

(7]

°© 0

= 0

Mams T
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. Jeworky? Other Means of Accessing Google Drive. . o

Google Drive

Googie LLE  Prodisiivly

» There are Google Drive Apps for both Android and Apple.
These look very similar to the Drive in Browser but with direct acces\

L ekEa

i

» There is also a Google “Backup and Sync” program for Windows PC’s App Store -
and Apple PC’s . Google Drive

- i -
g LL
! o
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GDrive with Sharin

Google “Backup and Sync” for

Access

indows

L W
v,
l ™

.
» Southern )

s Men's Shed ¥
"(, ;"vemw rk 7

g un®

» From Google Drive (in Browser) click the Settings Cog and select Get Backup and Sync for Windows

/

&y Drive Q
Wy Drive - Seftings
i"" New Gt Backup and Syne for Windows
Keyhio 1wt
3 = Y
¥ _I_D o et u E :
— Farsd with n I:I-
@ oo
i Bin "
B Oeetting staried
., Eackis
™ Gicrage
UPEAADE STORAGE

Mama i
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Google “Backup and Sync” for

t,_ ;"v'emwk,_* '

oy n®

indows

|
T 2y,

Pl e

Access :

i bl
'(._ ;"muw rk 7

g un®

» Select the Personal Version and click Download. Check Terms of Service. Click Agree and Download

Go g!e Drive

Download

Access and sync vour flles anywhere

@ Backup and Sync

E Cirrve File Stream

Download Backup and Sync for Windows

ffvowarea G oogle -'-'-i-'i:l_' ISEr Your
[he approprialie

Google Apps terms, If applicable

A /4 I
i
i
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g Google “Backup and Sync” for Windows b et

> Select “Save as”

annnle Ul Hlattorm

Run

[g yvou want to run or save installbackupandsync.exe (1.07 ME) from dl.google.com?

» Either accept default
“Downloads” folder or
Choose one of your own.

\

> Click “Save”.

—=

Sawve as

Sawe and run

Search Downloads

« « 4 ¥ 5 ThisPC »

local disk {(D:) » Downloads v O

Organise + Mew folder

~

CamRecordings Name Date modified Type

Cobian Safe Mirror
Mo items match your search,
Cobian Temp Directory
Convert¥toDVD
* Downloads
Downloads
A4 2018 Downloads
on XP-422

FlashBench

File name: | installbackupandsync.exe

Save as type: | Application (*.exe)

# Hide Folders

Cancel
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Google “Backup and Sync” for

™~

v b
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> In IE Browser, Click Tools and the View Downloads.

» Next to the installbackupandsync.exe Click Run.

e arsd trach vorar crvy

s

# Irstaackupan s yeess T W Diimrdio
Medeablontey 4.1.23.1 587,80

Hisis s the fithwheel ) 2078 be. 50221 T.eng Scol op

Chiar By

R

A

Cgen. | ™

Chr

indows

=
4

(2]
]

Access

| dm v Pagev Safetyv Tools~ @~

P i .
il .
» Southern )
s Men's Shed ¥

Yy Nework v
-

g un®

R @ﬂ/l:’ﬁ

(53

E

Reopen last browsing session

Pop-up Blocker

View downloads

Manage add-ons
Cormpatibility View settings
Full screen

Toolbars

Explorer bars

F12 Developer Tools
Suggested Sites

Internet options

Ctrl+]

F11
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\Jiework,’ Google “Backup and Sync” for dows ", powaksr
Cpen File - Security Warning ﬁ

» You may get a Security Warning, Click Run.

Do you want to run this file?

' !| Mame: ChDownloadsiinstallbackupandsync.exe

» The installbackupandsync.exe program will now downloa
the remaining portions of the software. /

Publisher: Gooale Inc

Type: Application

o Ch\Downloadstinstallbackupandsync.exe

Run || Cancel |

[¥] Always ask before opening this file

: : F = While files from the Intemet can be useful, this file type can
DDW“ | Dad l l'"Ig 3 mi ﬁUtE{S) remaini ng l-_-. .,.l potentially ham your computer. Only run software from publishers

= youtrust. What 's the risk?
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» When the download and install is complete
we start the setup and configuration.

All of your files at your fingertips
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b -l Google “Backup and Sync” for Windows h - f

» You will need to Sign-in with your personal

Gmail account. \ ‘ Sign In

T My Laptop

e Enter Email Address y Oncyie Sohe
e Click Next

e Enter Password
* Click Sign In

Hnving trouble? Sig

Southern Men's Shed Network Meeting 7th January 2019



i...‘.. i....

o £ "
{e=: GDrive with Sharin ng Access {.:
‘forakr Google “Backup and Sync” for Windows b ot

» The program Defaults to performing a
continuous back up of your Desktop,
Documents and Pictures folders. s I3 I s <

B || oocunems
1 Goddgle Drive ko Fiotunes 171

\ Sl in My Laptop

This can be quite a large amount of space and
could take quite sometime, depending on your g —
Internet connection speed.

Photn and video upload size Legim mies

Personally, | prefer to uncheck these and select CHEI R e
a specific folder in which | place all the files | wish B Okl anhy (15000 suiain )
to be backed up and synchronised with my Google B
Googhe Pholos & o
Drlve. [ uplcad photos and videos o Google Fhotos
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e o Google “Backup and Sync” for Windows h - f

| “" .'.?Wl _.._r,':i'_l .

> Uncheck the three windows folders: -

Desktop T

My Laptop [

Documents P | O
Pictu res 3 Googls Dvive E Ii Picles: 176 b

> Click Next

Photo and video upload sire L5 mpe

oy

) gk quality (Ivee unbmited slorage)
TR | i &, = = Pt ]

We will select a specific folder in the next screen. @ oot sty (15062 sioragerety

[ upload phobs aneskegs bo Googhe Photos
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onas Google “Backup and Sync” for

» Click “Sync My Drive to this Computer” |

» Click “Sync everything in My Drive”

» We will select a specific folder by clicking the —

“Change” option.

“g Access

dows

Google Drive £ | mo

Synic My Drve 1o this computes

Foltear kncalvn

.,E: Tyns evanything in Ky D {3 WIB}

" By oy theg T 1 M celocted)

Southern Men's Shed Network Meeting 7th January 2019

s L
&"i ﬁ .*i
» Southern %
% Men's Shed :
Yy Nework v

‘.-l-".



I
Fi "
&

‘% GDrive with Sharing Access {:%;

h st Google “Backup and Sync” for Windows b ot

=5

Choose a directory:

» Select the required Local Disk

K2 .J¥ | » Computer » LocalDisk (D) » GDrivePMS ~ [ 43 |[ Search GDrivePMs

p |
|
| Organize - Mew folder 4z - |ﬁj

L.I

4 sl Disk (D) * Mame D'ate medified
» 1. SSRIP
§55¢creenShots

> Create a New Folder > L SRECYCLEBIN
CCleaner Backups

E-G- GDrivePMS .. Cobian Safe Mirror =

Cobian Temp Directory

Mo items match your search.

m

[ 1) Downloads
» Click on the Newly Created Folder | GDrivePMS |
= 10 Music
I System Volume Information
» Then click “Select Folder” bl DY RN o )
[ sl Data (WMCA-05BCEE) (23]
J?ﬂ Metwor

S mmemEsTA L TET m

Folder. GDrivePMS

- 4| mn | b

[ Select Folder ] [ Cancel
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¥

b e o Google “Backup and Sync” for Windows

'b H'#'F. L= r_':i e

> We now have our new Folder Location

a Slgnin Google Drive £ Lo noe
In this example: D:\GDrivePMS =

B Syne Wiy Drve i This computer
e Iy Laptop

> CIiCk "Sta rt" B Google Ddive

Foldier location

(W) Syne evmnghing in My Divee {1 ME}

|__"_'_| By orfy $hase Tolders (1 MB selectad)
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‘% GDrive with Sharing Access i

b et o Google “Backup and Sync” for Windows b oo

feosaad =

» We now have our new Folder Location \
In this example: D:\GDrivePM Google Drive & Lo o
B Syne Wiy Drve i This computer

@ v Laprop
B Google Ddive

Foldier locaton HHOER M ey

> Click “Start”

@ Sync evendhing m My Dieve (1 BB}

|__"_:; By orfy $hase Tolders (1 MB selectad)

> All Set. Note the Icon in
your windows status line.

&> Backup and Sync is all se

Click the Backup and Sync icon td\see the menu,

check the status of your files, or ukdate your

GOTIT

preferences

S =3
- s
i

il & 11:26
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b e Google “Backup and Sync” for Windows o ewary

» “Backup and Sync” is now running in the background Automatically.

File Edit Wiew Tools Help

> A" Gdrive FOlderS have Organize + Include in library - Share with - Burn Nfewfculder U) File Shredder 5=~  [] '@'
o :&Ju Local Disk (C:] 0 MName Date modified Type Size
been copied to local.  Local Disk ()
I} - - = ' . .
SSRIP desktop.ini 06/01/2019 15:51 Configuration sett... 1 KB
' EH) PurderMS membership listadsm 05,/01/2019 15:45 Microsoft Office E... 42 KB

J 555creenShots
J, SRECYCLE.BIN
, CCleaner Backu
f Safe Mirror ‘

Cobian Temp Directory

» Including All Sub-folders.

» Files have been copied. —

ownloads
i GDrvePMS

oy tmp.drivedownload

New Files and Folders on New Files and Folders added to Local Drive

Google Drive will be *’\:":;zﬁmtt will automatically be UPLOADED to
DOWNLOADED i PMS Manuals Google Drive and made available to others
i PMS Meetings o o
automatically to T sharing any of the Google Drive Folders.
, Music x
Local Drive. 2 items
=
-Share... & Computer
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‘% GDrive with Sharing Access (.
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» Create Google Drive (GDrive) space for Purder Mens Shed
» Create Folders for General and Specific Purposes
» Give Access to Other Users

» Set up Backup and Sync on Laptop

ANY QUESTIONS
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