
Google Drive 
Sharing and Synching files 



Original Document model - PC 



Original Document model - PC 



Original Document model - PC 



Original Document model - PC 



Sharing Documents ς Internet Services 



Sharing Documents ς Cloud Services 



Updating your documents 

Files in the cloud ς possibilities: 

ÅAccess from any location 

ÅAccess from any device 

ÅNo need to purchase document editing software 

ÅShare your documents with others 

ÅConcurrent changes and tracking 

ÅRestore previous versions of a document 

ÅRestore deleted files 



Google Drive ς ƭŜǘΩǎ ƘŀǾŜ ŀ ƭƻƻƪ 
ÅLog  in 

ÅSelect the 9 squares, then Google Drive  

ÅLocate the folder and document 

 



Share your Document 

ÅRight Click the document and select Share 



Share your Document 

Add e-mail addresses of people to share it with, and the type of access 
to give 



Updating your document 

ÅOpen your document and make a change 



Updating your document 

Others you have shared with can make changes to 
this document at the same time  

 

There are no multiple versions!  The version in 
the cloud is the only one, and all changes are 
recorded. 

 

Updates are saved as you type  
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Review Document Revisions 

ÅSelect See Revision History from the File menu 



Review Document Revisions 



Undo Previous Changes 



Delete and Restore a File 

Right click the file to be deleted, then select Remove 



Delete and Restore a File 

Select the Information icon to see your file history 



Delete and Restore a File 

Your file will now be restored to the directory that it was deleted from. 

Find your file in the Trash folder, right click it, and select Restore 



Microsoft OneDrive 



OneDrive ς ƭŜǘΩǎ ƘŀǾŜ ŀ ƭƻƻƪ 

OneDrive appears as a drive on my PC ς account was created through 
my internet provider. 



OneDrive ς ƭŜǘΩǎ ƘŀǾŜ ŀ ƭƻƻƪ 

Files are stored on my PC, and synched to the cloud automatically, note 
the synching icons and the checkmarks beside the folders and 
documents. 

 



Updating your document 

Your document can be edited on your PC. 

When you Save it, One Drive will sync it to the cloud 



Updating your document 

Once it is synched, you can edit it from another device, such as a 
Samsung phone. 


