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Introduction
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Google Drive Interface

Phandeeya<r) Drive Q Search Drive . ST ) m

m My Drive > Testground ~ "m0

» B My Drive
]

aw  Shared with me

@ Recent

‘.‘1 Google Photos

Starred

.

Trash

3 MB of 30 GB used

= Upgrade storage
Drop files here

or use the “New” button
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16 MB of 30 GB used
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Upgrade Storage:Google Drive (Qsaeog@gc\?eoao 393

c== Upgrade storage
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20C6), 32600 (My Acoount)
ma%eoquOS(Notifications)
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B My Drive X

DETAILS ACTIVITY
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e s ek Google apps ” : My Account Search Maps

@ You moved 3 items to the trash ’
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M 12714390_1020607416299... Play News Gmail
™ update.jpg
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Installing Google Drive in Desktop

Download Google Drive from

https://www.qoogle.com/drive/download/

Eor EEE o 9 Opening googledrivesync.exe X

You have chosen to open:

- ledrivesync.exe
Dz @ % ok
2 which is: Binary File (965 KB)

from: https://dl.google.com

What should Firefox do with this file?
Download Drive @ () DownThemAill!

et 0 .........................................................
Keyboard shortcuts © } g
Details [] Do this automatlcally for flles like this frorr@)o

Help
Save File & Cancel

Settings

B8 My Drive
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https://www.google.com/drive/download/

) Enter name of file to save

- v « Dow... » Google Drive for Windows v & Search Google Drive for Wind... 0
Organize v New folder v o
~
A ifi /
# Quick access Name Date modified Ty
I Desktop o No items match your search.
& Downloads *
[£ Documents *
[&] Pictures *
&. Google Drive P g
HTGArticles ' g
# iCloud Drive ' 4
How to Automatically Clear D¢
How to Calculate Only the Act
LN . " . ~ e ~ M < >
File name: | goegledrivesync.exe v
Save as type: | Binary File (*.exe) v
~ Hide Folders Save Cancel

[Gasaness |
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Backup and Sync Drive(Update)

> E’Sé”gie orive  Auto Backup & Sync Entire PC Online

° Sign in My Machbook Pro [

Choose folders to continuously back up to Google Drive

° My Macbook Pro Desktop 220 MB

Documents 712 MB

3 Google Drive Pictures 2.2 GB

% | Photo Library 1.9 GB

CHOOSE FOLDER




Tips to know In installing Backup and Sync
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Tips to know In installing Backup and Sync

(of
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& Sign in to Geogle Drive

Google

o0gle  Terms of Service

Signin Googl

Email

Password

m v Stay signed in

Can't access your account?

Prvacy Polcy  Help |English

N Welcome to Google Drive (Step 1 of 4) X

ol@ =’
C@"“‘ » Ubraries » Docu v [ %9 | Search Libraries »
Organize v Open  Shaewithv  Bum =~ 0 0
W Favorites e = e -
.
I Desktop \_ \l 1\\ —
8 Downloads A=t > &
U Recent Places — ﬂ .
& Google Drive Contacts Oesitop Favortes Links Personal
Decuments
4 Ubraries N (‘ D .
%] Documents S
3l Music Videos 2 | fid
& Music LS
Perscnal Videos Soved Games Searches Trac Google Drive
W Pictures
B Videos
a2
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Installing Google Drive in Desktop

Google Drive 3
You can access Google Drive from here.

5:09 PM

® dx Bl 66

Sync complete

Sync options |}! < Back Done

Toolbar © Google Drive

 COC

(o] (ol C (o
o[g§copdyc[mpasc

. » O ¢ o
Sync options ooaaoc@ X

0
S
C o) o oc
sync@lC\?o ORSO\I?Q?GC)O'D (83{]/ (&

o onr3earaluS 8o
'°Ul° 1 %1°q| L @




Backup and Sync Drive(Update)

p —~ 1 4 Google Drive (backup
o_g_g_g > A and sync incon )

>
#
b

Settings
&Y 235 MB of 15GB used Upgrade g

TIME TABLE.xIsx I Google Photos
2 ynced '
Google Drive Online

TIME TABLE.xlIsx
Synced

7_16_17 10_13 AM Office Lens.jpg ..
Deleted

Google Drive Local

Synced

7_16_17 10_13 AM Office Lens ...jpg
Deleted

o
o
Hospital Time Table °
@
)

Updated 8 hours ago
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a & w0 =

Practical Time

. . (o) C(» C
Google Drive Website euievstNples 9@6]

C ~ O ¢ cre . \n oo O cC o C C
%emgooo?oceepm[gz Google Drive § 0©m czusgesa’.)ca?oor]

Google Drive Software 0e3lC:c000 @[076@ Install coO0l
L L L L
Google Account @6 Login o0coon:0l

. o (o) (o C
Google Drive Sclevtiee Status Bar ?o@ce‘?qo']e@

Google Drive 3

You can access Google Drive from here.

5:09 PM
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Collecting emails for practical session

http://bit.ly/pandaGD




Moving (OR) Uploading files into G-Drive

Moving Files into Google Drive Folder

(@)

0O ocC (o) oCcC O C . N (% C C
® 06O J0LIVEID YCM copy @[C\?O@ Google Drive coogc Eﬁc\)@ paste
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Uploading Files into G Drive

o

° 8¢3upload @lc\?f)c\)ean(%&fé 093(758](75 Drag and Drop @la?f@ upload

L L

3

coc c
C%CO’]OO

o

(o] (o (o) (o (o]
° :13@0900 New e?eooo sagaeepcboxo?

I_ono

c coc o c o 0 coc c
O@ LI?C QBGU.BCD (95]6“’)8(7.3 OOC%CO"]OOE

m My Drive >

New folder...
»

File upload

B  Google Docs

Google Sheets

1 Google Slides >

Drop files here

Phandeeyar ]
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B3 New folder...

File upload

My Drive >

B  Google Docs >
Google Sheets >
Google Slides >
More >

[ ] Trash

3 MB of 30 GB used

&= Upgrade storage

| Untitled folder

New folder X O?GSTG:D’)

o c c e c
(.0810’)0)8(.0?(1)8 °
L L

Untitled folder

CANCEL CREATE

)
My Drive > Untitled folder ~
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Google Drive

Microsoft Office

Google Docs

Ms Word

Google Sheet

Ms Excel

Google Slide

Ms PowerPoint

009§ 63070 program QPSC
L GL] ° p g qPOJ o

C\)(C)G&)’)(C: (YS(D Of]OO 5
L ql iL @
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Sample Google Docs

Untitled document nyeinchankk@phandeeyar.org +
File Edit View Insert Format Tools Table Add-ons Help Comments
& o ~ T 100% - Normaltext -  Aral -| 11 -|B Z U A-|co EEEE |E-|E-r=-r28 |k HA- ’S- R
1 1 2 3 4 5 6 7
Outline X

Headings you add to the document will
appear here.


https://drive.google.com/open?id=0B4RGlAWaJ6V6RFY0OGNCUFUyVjg
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© ® N o o & W N -

5
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Sample Sheet

File

Edit

View

5 ~ P

Insert Format

%

0
-

.00 123 ~
B

Sample Google Sheet

Data Tools Add-ons Help

Roboto - 1

All changes saved in Drive

B 7

3
-

A

@ - H-

nyeinchankk@phandeeyar.org v

coBH WY -3 - EE-

N
~
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https://drive.google.com/open?id=0B4RGlAWaJ6V6RFY0OGNCUFUyVjg

Sample Google Slide

G drive training presentation ] nysinchiankk@phandeeyarorg
File Edit View Insert Slide Format Arange Tools Table Help All changes saved in Drive D Present ~  Comments
+ - = A @ K [ad Q- N\ - B BE# - Background.. Layout- Theme.. Transition... 7

oogesice o acromts Powerose s bélangs

Click to add title

. Google Slide (T% Microsoft Powerpoint C\(és’ao{)z@l%éo ooé

Click to add speaker notes

4 Explore


https://drive.google.com/open?id=0B4RGlAWaJ6V6RFY0OGNCUFUyVjg

OoOC o o) % o
peqpiopesepeg,[gcs

© Preview I i X . .
R < My Drive My Drive > Untitled folder ~
€, Openwith >

M Google Drive
*2  Share... Files
GD  Get shareable link 2] Phandeeyar >
I3 Moveto..
Y Add star s Playground
Rename... =

I3 Resources
o View details F L)
£ Manage versions... I Untitled folder > N
B wak ™ Totoro.png B newdocfile

ake a copy
Nyein Cha...Ko - OKRs

¥ Download

Remove MOVE

]
C oc 0 O C o c 0O o OC c
UJCCI)’DgeOD’D(i_OCO’.L) (iOé]CDQ)S?CD@?GOO(gSBUg(D Move to (T.L)Cl? §LCOf]CDODI 3’3?

o (o) ~ O (o C (o
Totoro 060C0sM Untitled Folder oome[?pczoog@ooozcﬂmwu

L
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https://drive.google.com/drive/my-drive

C0ME0REM|C3( )

C (e . O » O
1. Download and Install @lc\Bo[gzeoao Google Drive cgé]ooo?
oOC o (% C (‘oﬁ C "|
IelC] st {oslele cTenioblet] [gaTeniOll]

2 OC o o Co cr» ¢C "]
- §eyprapareg 36(gpe:(g|op0(rgpho

C o C o C o r o C o C o
$POsQ062 O JeoHeNCHY $POsC063
Copy and Paste In Drag and Drop Upload from New>
Google Drive Folder File upload button
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eposcmgs‘ag"zsama(Sharmg Type)

oOC O N . o . o OC C C coc ¢ C C
1. ({)Cl(fs']qo Link o2 Gl”i?@ link§o0n0DC2000§ @Caocc§ce1 @lc?o[gcz
(Share with others)
2. Email @Coocngzsu oBeeTgJeo[gC (Enter name or email address)




folder ~

new doc file

I

[N

l«e (70 @

Preview

Open with

Share...

Get shareable link
Move to...

Add star

Rename...

View details

Manage versions...

Make a copy

Download

Remove

Share with others 1 Get shareable link (¢
People
Enter names or email addresses... /‘ -l
Done Advanced
Share with others Get shareable Iink@

Link sharing on Learn more
Anyone with the link can view ~ Copy link

https://drive.google.com/drive/folders/0B76ZECaC_gO3Yi10eW90X2VYOEU?usp=:

People

. \J
[Enter names or email addresses... L ~

MYANMAR TNNOVATTON LADB



https://drive.google.com/drive/folders/0B4RGlAWaJ6V6SWVnZmVodS1wTVU

cCOoC %
Access Type(C\?ocecegco:)

What is can view, organize and edit?

ccC (of . C O ¢ (o (o
mgeeo@@@e@ I Email ?@De@ Zl[ciefav]eal=te b alevioy) C

~Go
|—80

%)

Y € _0C ([C _€COC ©®o CsOC c
g@ﬁ%Cl@C%C%CI@QS:&%%CC{)e.

What is can view only?

Nele!

o ¢ To c Co coc c c__¢ c_cc¢
32000063 SG]_OC)CD@ 000§ 390 OOCD&CQ'.)@II BC&)C@ (DOO@CSS
IL L L o o

O
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cCOoC %
Access Type(a:eoceczgg)

Anyone with the link can view ~
OFF - only specific people can access

Anyone with the link can edit

v Anyone with the link can view

More...

Copy link

People

o \J
Enter names or email addresses... L -

v/ Can organize, add, & edit

Can view only

Advanced

Phandeeyar
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Share with others

People

Enter names or email addresses...

Shared with Thet Aung, Ei Myat Noe Khin

Get shareable link (&

Phandeeyar
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Sharing settings

Link to share (only accessible by collaborators)

‘ tation/d/1-8HAP35CUKFtBK-43N7_XPHOBSmeBX4_RrBB13gob2E/edit?usp=sharing

Who has access

o . Change...
- Specific people can access
° Nyein Chan Ko Ko (you)
=1
ﬁ Thet Aung ,s - "

Invite people:

Enter names or email addresses...

Owner settings Learn more

Prevent editors from changing access and adding new people

Disable options to download, print, and copy for commenters and viewers

Done

Ei Myat Noe Khin -
y / -

OC. OC (of
0C ocs]cc\ng?
L o L 1

cocC
[gl@c§coom')z?

Is owner

v~ Can edit

Can comment

Can view

Set expiration...

Comment and View access only !eyar

MYANMAR INNOVATION LAB



Different Link Sharing Setting

Share with others

Link sharing on Learn more
Anyone at Phandeeyar can find and view v

OFF - only specific people can access

Anyone at Phandeeyar with the link can edit

Anyone at Phandeeyar with the link can view
v Anyone at Phandeeyar can find and view

More...

Get shareable link @

Copy link

Advanced

Link sharing

@ On - Public on the web
Anyone on the Internet can find and access. No sign-in required.

On - Anyone with the link

Anyone who has the link can access. No sign-in required.

ihe

° B On - Phandeeyar

Anyone at Phandeeyar can find and access.

Bz On - Anyone at Phandeeyar with the link

S Anyone at Phandeeyar who has the link can access.
e. Off - Specific people

r

Shared with specific people.

Access: Anyone within Phandeeyar Can view only v

Note: Items with any link sharing option can still be published to the web. Learn more

Save Cancel Learn more about link sharing



Sh . oC e r‘| .9 C.
areod:639) ({)CEIPOI(IOS Q:“’)JT.B?P@CO

Today Sharedate
» Y My Drive
-

be

@ Recent
A I3  PF Template ACF.xIsx ARF.xIsx PRF.xlsx RRF.xlsx
a Google Photos
(14
Earlier this week
* Starred
[ ] Trash
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https://drive.google.com/drive/shared-with-me

. % \ %
Add to My Drivesc Make a copy og@szajm

Add to My Drive

Preview
Older
A oo ¢ oc o c .
¥ et ; e GOsC Share 00226000 $CI3loopd Add to My Drive
v el ooc 00 . . C
2 share.. Button m3800lm 66eN My Drive Folder ad03¢
@ corte 5 Getshareable link c ,] oc c
SN MOII0IADLL DOl
A i o
@ con ¢ Add to My Drive <\ GT) o @
Y Add star
<€)  Color Rename... ooc 0 c o N 00 c
® Q:L)LLOC O%GO?OO (LOC’:]CD C Q0 @l@CGGFCD’):CDgJ
B ones o View details c c c o C o] (o
C\)oeeoocqjoosa') 320000 F2[gpraneN G3lencopds
I_D Make a copy L IL L 1
") BenA c c
e OD(DGGI) @ GOTGO)()’]:D@
& il B Remove I

= a2 O §, b

to My Drive
Owner
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. % \ %
Add to My Drivesc Make a copy 09@33:3]00

Q@ :
© Preview Make a copy
My Drive ¢ Openwith > oo ¢ OC O
® ©OSC Share 002:600 GC |Llo§|ooe Make a copy
Name ‘2 share. 0oo0C O ¢ 00 o coc
MSO0MOl 8o €N MVOOC My Drive Folder ocdopcC
GO Get shareable link Ll L L L
B shop oC C C T ’] ocC C
B Moveto.. YCOO0332|YOEOIC0IC0LE I

3020 W Add star

Rename...

oOo0oC (o] cC O N C
New o O00C Bmad @3ladmE @[@ceq 2003004
LL [ L L o

© view details c c c ° c oo ﬁ .
B crd = Qe[CIEtc ealetc](gake 2ot e v HouTey) eejsg Share eeaonl-y Drive

D Make a copy c c o c c o
Kiog g @ oad 0RCO PO EEPMLOE o0l

[o}Ne) ﬁ O ¢coOC OC C C [o BN of (o C (o

B s — e 0O 0HVLOVC wcooznesa@o:ooswmm@cg@@oo@

B Remove L L L L o IL L

C C C

cashfiow e 003l0odeC00RC Owner m§ge@@ Make a copy

[0}

ogsaq]’%ogé Add-ons
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Searching

oc o ..C __oc¢ c
° LE)CSBQJ[oS’Bmo‘?(}J ‘%ng Q. Search Drive
o 0 c oc
° g g g Search
(3s00coaPigc specoops B,

N @le) [_8')

e Document ooejn onqpo@

ocC Cc
§pEcoopd

B Text documents

Spreadsheets
Presentations

u Photos & images

B Videos

More search tools
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1. 3Eqp:d3lap: 0905630005[8: 32518:3(6: wjeo[m3050]

. wcqpsw3lgps eeaoom[gosaqjcoqjcoeﬂeog@o
(o) (o) (o) C C» C

2. Access Type 324|29]|302003300 99_30']

. C . . — » C
3. View only,Comment Only $C Edit ,Organize 00 @')3&3396 (gaplet:

c . c c __¢ f]
C\)(DG%){;?’DOQDEGQ’B’DCQ?OO

4. owner setting qs326

(P E: 206ome0lmesnE[QIen001?
3’ |

5. Shared with me folder 09 %équ(r% My drive 00 e@')c‘}gooé Béo I

Copy C\?(S Eétﬂl @l@é @écﬂ
6. Search box 0’?339&9@@ 6y E_]éo']
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3 useful Tips you should know in collaborative work

. See revision history 38 +Option+Shift+H
(2 Present ~

J A-leco B = - |18~ More Revision History

Chatting Box

BE Comment 38 +Option+M

Comment




Useful Tips—

o zao5°[§e 0D 32CON$MQI0Da:31$00C Offline
2°Y[€32¢ $Q|02959:9|$93

1.0ffline Editing

C C o ocC C Cc .
eomc\)msaa?z@ﬁcof]weu(Google Chrome Browser e Offline chrome

t . o t ” C o c O C
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