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Updating your documents

Files in the cloud ¢ possiblilities:

AAccess from any location
AAccess from any device o
ANo need to purchase document editing software
—_— AShare your documents with others

Google Drive

= U] Aconcurrent changes and tracking
ARestore previous versions of a document
ARestore deleted files
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ASelect the 9 squares, then Google Drive @ #|
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Share your Document

ARight Click the document and select Share

() Preview

#*  Open with > c s i

Get shareable
Move to...

Add star

N80

Rename...

View details

Make a copy
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Share your Document

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

to give
Sharewvith others Get shareable link (&
People

Enter names or email addresses F

Shared with William Thuot
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Updating your document

AOpen your document and make a change

L, Google Show&Tell - Gor X E Ron's document - Goog' X

C () | & Secure | https://docs.google.com/document/d/1G50F_Z0_iQWyySpmdoXgaNeqfuplLQesTERfrr

's document [ |

Comme

FileR Edit View Inset Format Tools Table Add-ons Help Last edit was 13 days ago
= i T—' 100% - | Mormal text - Arial - 1 - B I U A - More -
1 1 2 3 4 5 §

IThis document was created by Ron on Wednesday, June 14th.

Additional changes will be made to this document below.

his line was added from an iPad at 9:25 on June 14ih.

At the same time as the iPad edit, | added this line from an Samsung Android phone via Google
drive at 9:27. The edits were visible on the IPad as | typed them on the Samsung.

Added at 11:50



Updating your document

Others you have shared with can make changes to 2&
this document at the same time

Collaborate
and Share

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

? ) Save file to di-\-?

Updates are saved as you type
cy2 4CAtS {08 1ad




Review Document Revisions

ASelect See Revision History from the File menu

S Ron's document

Edit View Insert

Share. .

Mew

Open...
Hename...
Make a copy...
Move to...

Move to trash

See revision his@

Language




Review Document Revisions

&s Google Show&Tell - Gor X / E Ron's document - Goog! X

C 1} | & Secure | https://docs.google.com/document/d/1G50F_Z0_iQWyySpmdoXgaNcgfupLQesT6RfmewdUe? v

< June 14, 11:53 AM Revision history

[ 100% - Total: 1 edit MW This month

P oJune 14, 9:29 AM
W Ron Baer

P June 14, 6:47 AM

Additional changes will be made to this ) B Ron Baer
This line was added from an iPad ’
At the same time as the iPa June 14, 6:44 AM

drive at 9:27. The edi W Ron Baer

Added at 11:50



Undo Previous Changes

&s Google Show&Tell - Goc X / E Ron's document - Goog! X
C 0 | 8 Secu rﬂjﬂp&ﬁdﬂWﬁdﬂ G50F_Z0_iQWyySpm4doXgaNcgfuplQesTeRfmewdUe? ¥

< June 14, 9293 AM RESTORE THIS REVISION Revision history

Total: 1 edit P This month

* June 14, 11:53 AM
W Fon Baer

June 14, 11:53 AM
W Fon Baer

This document was created by Ron on Wednesday, June 14th.
* June 14, 9:25 AM

Additional changes will be made to this document below. B Ron Baer
This line was added from an iPad at .25 on June 14th.

Ime as the IPad edit, | added this line from an Samsung ' June 14, 9:28 AM
drive at 9:27. The edits were visible on the IPad as | typed them on the Samsun W Ron Baer
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Delete and Restore a File

Right click the file to be deleted, then select Remove

e File to be deleted, th... B Bill What B&B off



Delete and Restore a File

Select the Information icon to see your file history
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You moved an itemn to the trash
1:28 PM

'on's spreadshe...

E File to be deleted, then restor,

You created an item
: 1:25 PM

E File to be deleted, then restor..




Delete and Restore a File

Find your filme Trash folder, right click it, and select Restore

Trash -

Files Last modified by g

-w  Shared with me

@ Recent

1!.- Googl¥Photos E
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e File to be delete...

N

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



Microsoft OneDrive



OneDrivecf SU Qa KI @S |

OneDrive appears as a drive on my PC ¢ account was created through
my Internet provider.

ome Share View

l—|:| _J dy Cut 5 x -El L?J Mew item =~ v"’] @Open - BHSelect all
we Copy path « T | Easy access - | Edit Select none
Fin to Quic Copy Paste Move Copy Delete Rename Mew Properties ] ]
3CCE5s #] Paste shortcut to - to- - folder - ) History DDImrertselectlcnn
Clipboard Organize Mew Open Select
= S » OneDrive » Documents v Searc
Fat
nutes * [ Mame Date modified Type Size
i Ron's document B/2T/201T 2211 PM Microsoft Word D... 13 KB
i OneDrive .@
TS & Ron's Motebook 6/27/2017 2:05 PM Internet Shortcut 1KE
= Email attachments 5 Ron's spreadsheet B/27/2017 200 PM  Microsoft Excel W... KB
Favorites

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

bme Share View

/ R item = -
|—I-|J _J gy Cut * E5 x -El Ly Mew item v’] @Gpen ESHE(I all
- Copy path T | Easy access * | Edit Select none
I Copy Paste - Move Copy Delete Rename Mew Properties ] ]
------ | Paste shortcut to - tow - folder - &= History DDInuertselectmn
Clipboard Mew Open Select
= S » OneDrive » Documents w 0 Searc
~ O e Date modified Type Size
#3 nelrive 6/27/2017 211 PM Microsoft Word D... 13 KB
~ Documents Ron's B6/27/2017 2:05 PM Internet Shortcut 1 KB
P Ron's spreadsheet B/27/2017 209 PM  Microsoft Excel W.., 9 KB

Email attachments

Favorites

L+



Updating your document

Your document can be edited on your PC.
When you Save it, One Drive will sync it to the cloud

This document was created by Ron on Wednesday, June 14th.

Additional changes will be made to this document below.
This line was added from an iPad at 9:25 on June 14th.

At the same time as the IPad edit, | added this line from an Samsung Android phone via Google
drive at 9:27. The edits were visible on the [Pad as | typed them on the Samsung.

Added at 11:50

@ﬂt was downloaded from Google Drive to OneDrive, then updated on June 27
10




Updating your document

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

This document was created by Fon on Wednesday, June 14th.

Additional changes will be made to this document below.
This line was added from an iPad at 9:25 on June 14th.

At the same time as the iPad edit, | added this line from an Samsung Android phone via Google
drive at 9:27. The edits were visible on the IPad as | typed them on the Samsung.

Added at 11:50

This document was downloaded from Google Drive to OneDrive, then updated on June 27™ at
2:10

@ updated from my Samsung phone on June 2?‘“@




