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ANNEX 1. GUIDE TO USING GOOGLE DRIVE

L

Google Drive

e What is Google Drive?

Google Drive is a free cloud service (15 GB of space) that lets you:
e Store files online (documents, photos, videos, PDFs, etc.)
e Share them with others
e Access them from any device (PC, smartphone, tablet)
e Work collaboratively in real time with Google Docs, Sheets, and Slides.

£
o Using Google Drive
1. Access Google Drive

e Open Google Drive using the following
https://drive.google.com/drive/my-drive?hl=it

e Log in with your Google account.

e The screen you'll see after logging in is shown in Figure 1.
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Figure 1. Homepage Google Drive

In the "Home page" section, you can view all the files in your Drive, both shared and
personal. From this section, you can search for files using the "Search in Drive" search bar
at the top, or filter documents by "Type," "People," "Modification Date," and "Location," as
shown in Fig. 2. These types of actions can also be performed in the sections listed below.

Welcome to Drive

Q, Search in Drive

O Type ~ 2 People ~ ] Date modified ~ [ Position ~

Figura 2. Search in the G-Drive’s Home page

“My Drive” contains your personal files, while “Shared with me” contains all the documents
you've shared with me. “Computer” displays folders on your computer that are synced with
Drive using Drive for Desktop. Recently used files are in “Recent’, while starred files are in
“Special’. “Spam” contains files considered spam, and deleted items are in “Basket.”
“Storage” provides information on your space usage in Google Drive, Google Photos, and
Gmail.

2. Upload files and folders from your computer

By clicking on the "My Drive" section or by opening the folder where you want to upload a
file, you can upload documents in Google Drive. Once you open the home page or folder,
you can choose whether to drag the file or folder you want to upload into it (Figure 3).

COMITE B
. & %, <
W gé-ll-_lgNAL ‘Demetra m D@ : inl‘_ ; [l“ A MEXILL(')?\DE/GALICIA m
CONCHYLICULTURE ~ formAzione O I:I @@ . ey SN e,



Co-funded by
the European Union

OPTIMA

[ 7 = | TestiModulo3 - o0 x
vomeconta v ° Eh PUED Q:
& v 4 ||« FEAMPA > FriuliVenesia Giulia » Legacoop FVG > MATERIALIper nuovo bando FRANZOSINI > MODULLPRESENTAZIONE_DOMANDA » Testi Modulo 3 v© | Cercs inTesti Modulo 3 »
A Nome - Ut

ultat del progetto (v=| 8 )@ B

er nuovo bando FRANZOSINI

s modifica ~ Dimensioni H @
Testi Medulo 3 2016 io - .
22 Dropbox =
@ OneDrive - MARE. Soc. Coop. arl 1023 io -
Allegati
o 1023 io - 5 +
1 Deskeop
B 2025 io -
1023 io -

I Questo PC 92024 Project AAC2.. —
I Desktop
Selement | elemento selronzto 129K8 . = Looaeio _
(" Acquista altro spazio di
archiviszione) J BB Employee 2 1 i 7 set 2023 io =
BB Employee 3 == i 7 set 2023 io =
Employee_3 ZOLA _technician + Copia io 30 mag 2024 Project.AAC2.. —
ployee_3 ZOLA 1 P 9 i
BB Employee_4 io 14 mag 2024 io -
BB Employee_4 io 7 set 2023 io -
B Eric io 12 mar 2025 io -
Rilascia i file per caricarli in
BB FANTACAZZO 25-26 io 18 ago 2025 io -

B Employee_3 ZOLA _technici..

Figure 3. Drag files or folders into G-Drive to upload them

Alternatively, by clicking on “New” (top left) or by right-clicking on the “My Drive” home
page or the folder where you want to upload the document, a drop-down menu will open
where you can select the “File Upload” or “Folder Upload” options depending on the
document you want to upload.
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Figure 4. Upload a file or folder using the “+ New” button or by right-clicking on the home page

3. Create Documents

Click "New" and select the file type you want to create:
e Google Docs (similar to Word)
e Google Sheets (similar to Excel)
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Google Slides (similar to PowerPoint)

Google Vids (Al-based online video editor)
Google Forms (for creating surveys and forms)
Other

4. Organize files

Create a new folder by clicking "New" then "New Folder" and giving the folder a
name.

By right-clicking on the file, you can:

Change the name by clicking "Rename."

Download a file by clicking "Download."

Move, add a shortcut, or add it to your favorites by clicking "Organize."
Get information about a file or folder by clicking "Folder Info."

Delete a file by clicking "Move to Trash."

5. Sharing files or folders

Right-click the file and select "Share," select "Share," and enter the email address
of the person you want to share the file with.

In the "General" section, you can use the arrow to select whether access will be
restricted or anyone with the link. Once you click "Done," you can select the role of
the person you're sharing the file with (using the drop-down menu next to the
recipient): Viewer, Commenter, or Editor (can organize, add, and edit files) and
decide whether to add a message to the sender.

Or, to copy the link to the file you want to share, right-click the file, select "Share,"
and then "Copy Link."
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