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Kursen ger dig en introduktion till Google Drive, dar du lar dig att skapa, ladda upp och

dela filer med andra.



Skapa ett Google-konto
1. Ga till http://www.gmail.com.

OBS! Du som hér till Region Ost kan ha ett konto p& Folkuniversitetet Stockholms
Google-apps, School Web Office (SWO). Var god kontakta Sue Sugizaki.

2. Klicka pa Create account.




Ladda upp filer fran din dator till Google Drive

1. Skapa en Word dokument och spara den pa Skrivbord pa datorn.

2. Logga in pa Gmail.

3. Klicka p3 * forst och sedan vilj Drive.
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4. D3 kommer du fram hit. Du kan dndra utseendet sa har.
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5. Klicka pa [ e i vanstra menyn och sedan valj Upload Files.
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7. Man kan ocksa ladda upp filer genom att géra "Drag & Drop”.
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8. Filen ar uppladdad sa har.
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Skapa en ny fil pa Google Drive

Man kan ocksa skapa en fil pa Google Drive.

1. Klicka pa “ och sedan vilj t.ex. Google Doc.
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2. Man kan skapa en fil som med Word.

OBS! Filen blir automatiskt sparad och man behéver inte spara pa Google Drive.
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Dela en fil med andra anvandare

Konvertera en fil
Det ar bast att konvertera filen innan man delar den med andra anvandare.

OBS! Okonverterade filen med W-ikon som nedan.

W  Modul 08 Clouds - Google Drive v3.doc

1. Markera filen du vill dela med andra anvandare.
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Man kan ocksa gora detta med hégraklick.
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3. Nar konverteringer pagar, da ser skarmen ut sa har.

4. Nar konverteringen avslutat, dd kommer konverterade filen upp sa har.
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Modul 8: Clouds (Laarina av filer)

OBS! Konverterade filen har en blda dokument ikon som nedan.

B Modul 08 Clouds - Google Drive v3.doc



Dela en fil med en lank

+0
1. Markera filen du vill dela med andra anvdndare och sedan klicka pa “*.
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2. Klicka pa Advanced | fonstret.

Share with others
People

Enter names or ema
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Get shareable link &>

# Canedit -

3. Klicka pa Change for att dndra behdrigheter.

Sharing settings

Link to share

hitps://docs.google. com/document/d/1GD28PIPSJy4TM5ka-BWIE_bTDJTWdhb_Ahv

Who has access

= Anyone who has the link can view

sue.b sugizaki (you)

Imite people:

Oown

seftings Learn more

Change

# Can edit ~

Prevent editors from changing access and adding new people
Disable options to download, print and copy for commenters and viewers

4. Vilj Anyone with the link och sedan vilj ”Can edit” eller "Can view”.

Link sharing
© On - Public on the web
: Internet can find and required
O =~ On - Anyone with the link
© Anyone who has the lin| No sign-in required.
Ba On - Folkuniversitetet School Web Office
at Folkuniversitetet School Web Office can find and access.
On - Anyone at Folkuniversitetet School Web Office with the link
S Anyone at Folkuniversitetet S b Office who has the link ¢
o. Off - Specific people
-

Shared with specific people.

Access: Anyone (no sign-in required) Can view ~

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

“ i)

Learn more about link sharing

Link sharing

© On - Public on the web

Anyone on the Internet can find and access this. No sign-in required

On — Anyone with the link

Anyone who has the link can a

No sign-in

Ba On - Folkuniversitetet School Web Office

Anyone at Folkuniversitetet School Web Office can find and access.

On - Anyone at Folkuniversitetet School Web Office with the link

Anyone at Folkuniversitetet School Web Of ho has the link can access.

Off — Specific people

Shared with specific people

Access: Anyone (no sign-in required) | Can view v |

Note: ltems with any link-sharing option cz Can edit the web.
Learn more
Can comment *
v/ Can view

“ Cancel

2 about link sharing



5. Nar du har valt, da kan du kopiera lanken eller skicka inbjudan direkt till

mottagaren.

Sharing settings

Link to share (allows editing)

https://docs.google.com/document/d/1GD28PIPSJy47M5ka-BWIE_bTDJTWdhb_Ahv

Who has access

= Anyone who has the link can edit Change
23 sue.b sugizaki (you) Bl Ene
(,(‘ sue.b.sugizaki@swo.se

Ivite people:

& sue sugizaki X # Can edit ~

+/ Notify people vi dd message
m Send a copy to myself
Paste the item itself into the

email

ettings Leam more
Prevent editors from changing access and adding new people
Disable options to download, print and copy for commenters and viewers

OBS! Man kan ocksa dela filen med ovanpa filen.
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Hantera dina filer pa Google-Drive

Skapa en mapp
1. Klicka pa [ e ] forst och sedan vilj Folder.
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2. Namnge mappen och klicka pa m

New folder X
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3. Sa har hittar du den nyskapade mappen.
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Flytta en fil
1. Markera filen du vill flytta och sedan klicka pa P

Man kan géra samma sak med en hograklick.
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Lagga till en fil pa bloggen

1. Ga till Folkuniversitetets WordPress och logga in.
FK: http://blogg.folkuniversitetet.nu/[ditt anvidndarnamn]
2. Klicka pa Mina webbplatser och vilj din bloggsaijt.
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Poctus agurd

Quick Draft
Thel
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WordPress News.

4. Klicka pa Posts och sedan valj Add New.

P wyStes @ Demostel B 0 4 New Wowdy. Sue Sugizski +
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8 pages

¥ Comments

& Contact
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& nppearance
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& Users Activiy

# Tools What's on your mird?

B settings

B Subscriptions

Drafs.
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5. Skriv in titeln.

ws # Demostet B + New Howdy, Sue Sugizaki
ScreenOptices + | Hep ©
Add New Post
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& Tools
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6. Ga till Google Drive och hamta lanken till filen du vill Iagga in.

7. Skriv en text som forklarar vad filen ér och sedan markera den.

8. Klicka pa
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9. Klistra in lanken och sedan pa Add Link.

Insert/edit link
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