
Google Drive for cloud storage 

Google drive is a great way to store files and folders that will always be there if your 

computer crashes and you can access them anywhere and download them back 

onto a new computer. You are able to share files and folders that are too large to 

send by email that family and friends can download. Also Google drive gives an 

excellent 15 GB of storage. You can buy more quite cheaply. 

To create a google drive open google and click on the sign in button. 

If you already have a Google account you can sign 

in to Google Drive by clicking on the 9 dots and 

clicking on the Google drive symbol which is a 

coloured triangle. (You can sign in by this method 

too) 

 

 

 

If you do not have a Google account you can easily 

create one in the window which pops up. 

 

 

 

 

 

 

Sign in if you have one (remember your 

password) Have a Password book 

 

 

Click Next to create an account and follow the 

sequence to create one. 

Once you have created an account when you click on the Google drive symbol it will 

open. 

 

The image below is my account 

 



 You receive 15GB of storage free for your data but I have 

updated mine to 200 GB for $4 a month for I save a huge 

amount of data there. 

 

 

 

By clicking on NEW you can upload files and 

folders from your computer to Google Drive in 

the Cloud and create a new folder 

 

 

 

It is possible to drag files into your Google drive by putting Google to one half of 

your screen and a folder to the other half and dragging the file or folder into it.. 

 

 

Below is my Google 

Drive 

 

I back up all my 

Pictures and 

Document libraries 

here at regular 

intervals. 

 



I just uploaded my Videos, it was a large folder of 4GB and took 11 minutes 

 

 

 

 

 

 

If I wish to share a file with someone I highlight the file and click on the three 

vertical dots on the right of the file. This window opens and you see options.      

Hover over the “Share” label and two choices appear “Share” and “Copy Link” 

 

I am going to click “Share” and this box appears for you to put in one or more email 

addresses.  

 

 

 

 

If you have a contact 

list this pops up to help 

you choose an address 

or addresses. 

As soon as you have typed in an address the next window pops up 

 



 

I have put Ian’s address in and 

in the this window I can add a 

message and on completion 

click “Send” 

 

Ian will receive an email and 

he can view and download the 

file. See the picture below 

 

 

 

However if I had clicked on “Copy Link” instead of “Share” previously. I could 

now open a new email on my computer and paste in the link into it. Then I could 

send that link to as many people as I want to do so. From the link they can 

download the file from my Google Drive to their computer 

 

 

Norris Kenwright 

August 2024 

P.S. Google Drive also has its own Office suite of a Word document, Excel and 

PowerPoint programs if you don’t have Microsoft Office. 

 

 

 

 

 



 


