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Uploading and syncing files

Google Drive makes it easy to store and access your files online inthe cloud, allowing you to
access them from any computer with an Internet connection. If you upload files from
compatible programs like Microsoft Word or Excel, you can even edit them in Google Drive.
Watch the video below to learn how to upload files to Google Drive.

Uploading files to Google Drive

Google Drive gives you 15 gigabytes (15GB) of free storage space toupload files from your
computer and store them in the cloud. There are two main types of files you can store on your
Google Drive:

e Files you can edit, like Microsoft Office files, PDFs, and other text-based files
¢ Files you cannot edit, like music, videos, compressed archives (.zip files), and most
other files

Once you upload a file—no matter what type of file it is—you'll be able tomanage, organize,
share, and access it from anywhere. And because the files on Google Drive are synced
across your devices, you'll always see the most recent version of a file.

You can also preview many different file types, even if you don't have the software required
for that file on your computer. For example, you can use Google Drive to preview a Photoshop
file, even if Photoshop is not installed on your current computer.

Converting files to Google Drive formats

If you are uploading files you plan to edit online, you will need to convert them to Google Drive
format. Converting allows you to edit a file and collaborate with others easily. Only certain file
types—Ilike Microsoft Office files and PDF documents—can be converted to Google Drive
formats.

Unfortunately, this conversion isn't always perfect. Depending on the level of formatting used
in the original document, the converted document could turn out looking quite different, as
shown in the example below.

Conversion changes aren't always just cosmetic—you may even lose information from the
original file. You should always review a file that's been converted before sharing it with others.
Remember, you always have the option to store your files in their original file format if you'd
prefer not to edit files online.

Uploading files and folders
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It's easy to upload files from your computer to Google Drive. If you're using theGoogle Chrome
web browser, you can even upload entire folders.

To upload a file:

1. From Google Drive, locate and select the New button, then select File upload.
2. Locate and select the file(s)

ou want to upload, then click .
)(’)pen P ‘ Drive Q, Search

Ay Mirivia «

Folder
ess
File upload @
Folder upload
B Google Docs >
Google Sheets >
Google Slides > terly
id tod
More
Name P
d» Backups

Albums

217


http://www.gcflearnfree.org/chrome

G Open

« v 4~ & » This PC » Documents » v U Search Documents
Organize - New folder - [
& MName Date maodified
o Quick access : -
- Andrew Lytle at The Sewanee Review 5/8/2018 3:17 PM
m Desktop

~.. Andrew Lytle at The Sewanee Review_Final Draft

b 8
4 Downloads  # —. Andrew Lytle at The Sewanee Review_recovered
o

* Documents & animations_transition_pane

= Pictures » . APatel Cover Letter
B9 iCloud Drive (A AutoRecovery save of WP Report.asd

i

_& Google Drive # Business Memo_Brenda graphics

— Busi Trip Checklist
Autosaved CaptL s i

b <

File name: Andrew Lytle at The Sewanee Review ~ | All Files

5/8/2018 3:28 PM
5/8/2018 3:27 PM
5/30/2018 4:33 PM
5/14/2018 12:43 PM
5/2/2018 1:07 PM
5/10/2018 9:35 AM
4/30/2018 12:23 PM

Open

Cancel

3. The file(s) will be uploaded to your Google Drive.
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Depending on your browser and operating system, you may be able to upload files byclicking

and dragging a file from your computer into your Google Drive.

37



Owner

me

me

e

Drop files to instantly upload them to:

'}, My Drive

To upload a folder:

Last modified

Jan 14, 2013

Jan 14, 2013

DOCX

The Sewanee
Review

Note: This feature is only available if you're accessing Google Drive through Google Chrome.

1. Click the New button, then select Folder upload.

2. Locate and select the folder you
want to upload, then click OK.

3. The folder and the files within it
will be uploaded to your Google
Drive.
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Converting files to Google Docs format

When you upload certain types of files—such as Microsoft Office files or PDF documents—
you'll only be able to view those files. If you want to edit these types of files in Google Drive,
you'll need to convert them to Google Docs format.

To convert a file:

1. Locate and double-click the file you want to edit.

5/7



L Drive Q, Search Drive -

My Drive ~ (o)
I— New
Name Owner
4 g My Drive Albums me
4 .E] Computers
BB untouched Photos me
-  Shared with me
W  The Sewanee Review.docx % me
CL) Recent
Resume me
* Starred =
'i Trash B Newsletter me

2. A preview of the file will appear. Select Open at the top of the screen.
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3. The file will be converted to a Google document and appear in a new tab.

f &. My Drive - Google Drive X B The Sewanee Review - G- X \§

C' @& Secure | https://docs.google.com/document/d/1vUSZ7TvOP.

The Sewanee Review i
File Edit View Insert Format Tools Add-ons Help Allche

™ ~ g P 100% -  Normaltext - Arial - 12

William Fisher

Andrew Lytle ¢

Atop Monteagle Mountain at the

6/7



4. If you go back to your Google Drive, you'll see that there are now two copies of the file:
the original file and the new version in Google Docs format.
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You can set Google Drive to convert your files automatically when you upload them. Click the
gear icon, select Settings, then check the box next to Convert uploads.

Settings

General
Notifications

Manage Apps

Storage

Convert uploads

Language

Offline

Density

12.3 GB of 15 GB used

Upgrade storage
View items taking up storage

% Convert uploaded files to Google Docs editor format
Change language settings

Another user (lakestone.omason@gmail.com) has already enabled offline access
on this computer.

You can enable offline access on another computer, or use Chrome profiles to set up
offline access for your account on this computer. Learn more
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