
Naeed khan :2228648

Connect and collaborate from anywhere with digital tools

Google drive
  The world is all based around digital tools and separate ways of communicating with each other, you can unite in meetings, chats, share downloaded files and many otherways. Today you can communicate with each other worldwide from the comfort of your homes.
  Google drive is a cloud-based storage system where you can store your files, create new folders, and attach them into them. Many benefits in using these cloud-based storage system 
· Accessibility
· File sharing
· Back up /sync

To start with you will need a google account if you do not have a google account thy are extremely easy to create.
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Creating an account is not difficult to add in your personal details and follow what it requires to create a secure password.



 click on google applications, you have a variety of options but as we are focusing on goggle drive you will click on drive 
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  Once you open google drive you have will have many options available, click on new folder 
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Once your folder is open you have an option to give it a title
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Rename your folder and click on create.





Drag and drop the files to the new folder which you have created
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When you open your folder, you will see the files you dragged and placed in the new folder you created.  They are easy to locate.










You now have the option to Share the folder with the person you want to share the folder with. type in their email address
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You would then change the sharing setting if you do not want other people to make changes to your work and they just view it change the settings to view. You can also add information to them about the work you are sharing with them.
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send a simple message in the message section provided if you want to 
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Then send your folder to the person/ persons you choose to share with 
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