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Introduction
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Chances are you grew up a Word and Office user. Maybe you were a rebel and committed your herd to OpenOffice, or, dare I say, WordPerfect—but for the majority of people, our lives were loyal to Microsoft. 

In 2005, a small little startup named Upstartle developed something unheard of at the time: a web-based word processor called Writely. It pioneered the idea of writing on the “cloud” and changed the way people thought about word processing.

Google noticed the little upstart, and in 2006, they acquired the company. The software was abandoned and turned into what everyone knows today as Google Docs. It disrupted the industry—namely, Microsoft’s industry.

Today, Google has a whole suite of productivity apps; from documents to spreadsheets, you can do just about anything from the cloud. Microsoft and Apple have each made big attempts to create cloud-based environments of their own for office productivity, but Google pioneered the idea and its collaborative, online environment make it hard to beat. It’s become so feature-rich that many businesses are finding it to be the preferred way to conduct business.

If you are thinking about making the switch to Google, or have already made the switch but want to make sure you are using it correctly, then this guide will walk you through it. It will show you all the basic features to make sure you can get up and running as quick as possible.

Let’s get started!

	[image: image]
	 	[image: image]


[image: image]

Part 1: Google Drive
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The Google Drive Crash Course
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	This chapter will cover:

	Why is it free?

	Creating files

	Finding files
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Why Is It Free?
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You are probably wondering “If it’s so great then why is it free?” You don’t give away great software for free, right? There has to be a catch! There’s always a catch! Are they taking your data and selling it on the black market? First, no! Second, not everyone is out to get you, so just simmer down!

The Google you know gives all their tools away. How exactly do they make money? Does some rich guy donate a penny every time someone Googles “cute cat photos”? Definitely not—no one is that wealthy! Google makes money by selling ads, cloud services, selling apps, and a number of other things which all adds up to billions of dollars.

So there are ads in Google Docs? Nope! It all goes back to Google’s business model. Unlike Microsoft, who is trying to make money off its software, Google is trying to make money off its service. It wants schools and businesses to use its enterprise services.

The Google Docs that we use is free; but for businesses that want to add dozens of workers, or schools who want to add hundreds of students, there is a charge. 

If you are a small business, then there’s a good chance you could probably make do with the free version. Plus, if Google is managing your company’s email account, then you are paying for the service already.

	[image: image]
	 	[image: image]


[image: image]

Google Drive Overview
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Every computer has “local” storage, which is where all the stuff (files, photos, documents), is stored directly on the computer. Windows computers have File/System Explorer, Mac Computers have Finder, and Google has Google Drive—it’s the same concept you are accustomed to on your home computer, but it’s all online.

Google Drive is basically an online version of a file directory; whatever you create in Google is stored here—think of it like Google’s version of DropBox. In fact, you can also store files here—photos, videos, PDFs—whatever you want.

To get started, go to drive.google.com. If you are not signed in to a Google account, then you’ll be greeted by a lovely screen that looks a little like the one below:
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Click that “Go to Google Drive” blue button and you’ll see an option that looks like the below:
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While Google Docs is free to use, you do need a Google account to use it. So that’s the catch, right? Free to use, but you have to pay to get a Google account? Nope! A Google account is also free. If you use Gmail, then you already have one, and can use that to sign in.
Once you are all signed in you’ll see the main interface. The side pane is your main navigation. This is where you will see all of your folders. It’s probably empty right now, unless you’ve started using it.
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Two things to note here:

	Shared with me—if people share documents or folders with you, they’ll be here unless you move them.

	Starred—to help you stay organized, you can “star” documents. When you “star” them, they will still be in your main directory, but they’ll be here as well.


If you have the basic free plan, you’ll have 15 GBs of storage. That’s obviously a lot. Considering that a document is very small, you’ll probably never want more—unless you are also using Google Drive to store videos and files, or to back up your entire computer.

Why on Earth would you want to pay to back up your computer on the cloud? Because it’s surprising cheap! The rates below are what you can expect—they might go up after this book is printed, but not by much since they’ve been this low for a while.
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Most people have around 200 GBs of data floating around. That means, for less than a dinner for two at Olive Garden, you can safely know that your data is protected online! 

Why back it up online? Two reasons:

	What if your house floods or burns down and you don’t have time to get your computer. Think of all the memories you would lose that are stored on your computer.

	What if you are away on business or a family trip and you really need a document. It’s safely online and you can access it anytime.


If you want to back up your entire computer to Google Drive, you just need to download some software that will sync your computer to the cloud. That means if you save a new file, that file automatically goes to the cloud and you don’t have to do a thing. You can also pick and choose what folders are synced to the cloud. To get the software, go to the address below:

https://support.google.com/drive/answer/2424368?co=GENIE.Platform%3DDesktDD&hl=en 
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Creating Files and Docs
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Once you’re ready to create either a document (such as a doc, spreadsheet or presentation), click the new button in the left menu pane:
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This will bring up several choices. The main three apps are on the bottom of this menu, but if you click “more” you can see some of the useful, but lesser used, Google Apps (I’m looking at you Google Jamboard!). You can also access this menu by right- clicking inside Google Drive:

[image: image]

This is also where you’ll go to upload files from your computer, or to create a new folder. 

Creating folders will help you stay organized. You may, for example, have a recipe folder, or school folder, or a bills folder—you can have as many folders as you want. You can also create folders inside folders (and folders inside the folder you just created inside the folder—go ahead and figure that sentence out...I’ll wait!).  It’s just like file organization on your computer. 

If you want to create a folder within a folder, you can either open that folder up and select the new button, or you can right-click inside that open folder and select “Folder.”
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Starring and Sharing Files
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Once the docs are created, you’ll be able to right-click them at any time to bring up a new menu that’s just for that specific file. You can add a star to it, rename it, preview it, and, of course, share it.
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Once you click “Get sharable link” (the option for sharing a file with other people), you’ll see something a little like this:
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If it’s white, like the above, it will note that sharing is off. To turn it on, just click that white box, and it will turn green and note that sharing is turned on. It will also give you a link to the document.
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When it’s on, by default, it’s a non-public link. That means the only way someone is going to find it is if you give them the link. 

If you click “Sharing settings” you’ll get a few more options. You can email a person the link and also make them an editor, or give them all access.
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Click the “Anyone with the link can view” drop down and you can manage the access, for example, if you only want certain people that you email to see it—note: if you select this option, they will need to be signed into a Google Account (the one you used in the email name in the box under this), to see the doc.
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If you select “More” you’ll have a few more options. One is to make the
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