SKOKIE
PUBLIC
LIBRARY

Test

Drive Google

Mimosa Shah
Adult Program Coordinator

October 15, 2018

Drive




What is Google Drivee¢

Think of it as a file folder for all the things
you've ever made - but in the cloud!

Free web applications, similar fo Excel,

Word, and Powerpoint

First 15 GB of storage are free with a
Google account ﬁj




Everything is atffached to
your Gmalil account.

Keep your Gmail ID and password
handy - these two things will help you
log Into from almost any device

Works best with the Chrome browser
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Geftting Drive Started

1. Type "drive.google.com” into your web
browser.

2. Under “My Drive”, prompts guide you o
create Docs, Sheets, Slides, or Forms.

3. You can also upload or sync files that

you've already created elsewhere.




Here's what it means to ‘sync’

& Download Backup and Sync - Fre X +

C @& https//www.google.com/drive/download/backup-and-sync/
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Browse and view files from
drive.google.com in the Google Drive

folder on your computer.
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Open, organize, and make changes to
any of your files.
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Any changes you make to files will
sync everywhere.
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Why use Google Drivee

It's free

It plays nice with most devices and
doesn’'t need expensive updates

It allows you to collaboratively work
on the same document at the same
time

It's paperless and saves ﬁj

automatically




Why choose something ofther
than Google Drive?

Your data is stored “away”.

MS Office has some features not
found in Drive, such as mail merge.

The user intferface takes time to get

used tfo. ﬁ j
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Upgrade storage

My Drive > Knitting and Drawings > LinenStitch ~ e ‘a
Name 1 Owner Last modifie...

BB Linenstitch_images me Jan 23,2015

‘= image.jpg me Jan 23, 2015

B  LinenStitch.htm me Jan 23,2015

@ LinenStitch.pdf

File name + file suffix

Preview —

Description—
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Type PDF
Size 409 KB (418,456 bytes)
Storage used 409 KB (418,456 bytes)

Location

Owner

Modified

Created
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Jan 23, 2015 with Explorer
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LinenStitch_images
Jan 23, 2015

""" image.jpg
. Jan 23, 2015

LinenStitch.htm
Jan 23, 2015

LinenStitch.pdf
May 8, 2018

The user interface
fromm an iPhone.

We can create
and modify from
any device with
Drive and an
Internet
connection.




Multiple people can work on
the same document at the
same time
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Create something new

Google Drive

Folder

File upload

Folder upload

Google Docs
Google Sheets
Google Slides

More

@ Backups
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Search Drive

My Drive > Google Drive ~

jle Drive.pptx

Slides Template.pptx

Clicking on the New
button gives you
several choices.

Mouse over them to
see even more
choices!




Get organized

Use the Description field
Add a Star to a file or folder

Add the same file to multiple folders,
without duplicating it (Shift+Z)

Change the color of a folder ﬁj



é IUntit/eddocument' nqme your file here

File Edit View Insert Format Tools Add-ons Help

e Share... rmal text ~ Arial v

>
New E Document

Open... Cr+O Spreadsheet
Make a copy... Presentation

Download as E Form
EY Drawing

From template...

Rename. ..

Use a template for a fast start

Publish to the web...

Language
Page setup...
& Print
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Your Name

Lorem ipsum dolor sit amet, consectetuer adipiscing elit

Explore gives you
context-driven help.

EXPERIENCE

Company, Location — Job Title
MONTH 20XX - PRESENT

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam
nonummy nibh.

Company, Location — Job Title

MONTH 20XX - MONTH 20XX

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam
nonummy nibh.

Company, Location — Job Title

MONTH 20XX - MONTH 20XX

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam
nonummy nibh.

EDUCATION
School Name, Location — Degree

MONTH 20XX - MONTH 20XX

T aram inciim Anlar cit amat roncartotniar adinicrine alit cad diam
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123 Your Street
Your City, ST 12345
(123) 456-7890

no_reply@example.com
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Consectetuer adipiscing elit.

Sed diam nonummy nibh
euismod tincidunt.

Laoreet dolore magna
aliquam erat volutpat.

AWARDS

Lorem ipsum dolor sit amet
Consectetuer adipiscing elit,
Sed diam nonummy

Nibh euismod tincidunt ut
laoreet dolore magna aliquam
erat volutpat.

Lorem ipsum dolor sit amet
Consectetuer adipiscing elit,
Sed diam nonummy

Nibh euismod tincidunt ut

Q, how to write a resume computer skills

WEB IMAGES DRIVE
G Webresults .
”

Resume Skills Section | 130+
Examples of How to Put Skills on a
https:/iIresumegenius.com/how-to-write. ..

These skills are scattered: Experienced
graphic artist well versed with Adobe
Photoshop and Adobe lllustrator.
Bilingual — Fluent in English and Frenc...

Top Computer Skills Employers
Want to See on Resumes
https:/iwww.thebalancecareers.com/co...

List of computer skills employers want to
see on your resumes, cover letters, job
applications and interviews, with
examples.

How to Write a Resume Skills
Section - The Balance Careers
https:/iwww.thebalancecareers.com/wh...

Customize Your Resume Skills Section.
Customize the skills section of your
resume to match, as much as you can,
the requirements listed in the job postin...

20+ Skills for Resumes (Examples
Included) | Resume Companion
hitps://resumecompanion.com/how-to-...




Thank You

Want a copy of this presentatione

Visit www .skokielibrary.info/handouts
where this presentation will be available
for four weeks.




