Checkout Laptop Help Guide

Saving Files to the Cloud / Cloud Storage

1. If you do not have a flash drive / USB drive or prefer saving to your personal
Google/OneDrive/Dropbox/etc. account, follow these instructions.
2. The public check out laptops do not save any work you have done.
a. The laptop will be restored to its default condition when it restarts. This is to keep your
personal data safe so that no one else who uses this laptop will have access to it.
b. This means that you will lose any work or files that are saved to the computer when you
restart it.
c. Inorder to keep files saved that you can keep working on, save your work to a flash drive or
a personal cloud account.
i.  Cloud accounts allow you to save documents and access them regardless of what
device you are on. All you need is your login credentials.
i. A few cloud storage providers:
1. Google Drive: You can access Google Drive through your Gmail account
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Google Drive

2. Dropbox: Dropbox is free to use for up to 2 GB of storage
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3. AppleiCloud: You can access iCloud storage through an Apple account and ID
and can have up to 5GB of storage for free.

iCloud

4. Microsoft One Drive: Microsoft OneDrive can be accessed through a Microsoft
account
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OneDrive
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1. If you are using a Word document, choose Save As to save your work to the
desktop (this example is with a Word document, but the saving process will be
similar).

File | would like to save to Google Drive - Word

Save As

Open @ Recent Current Folder

Save Desktop

Pin folders you want to easily find later. Click the pin icon that appears when you hover over a folder.
Save as Adobe D )
PDF E._ This PC Today
| N Deskto
+ Add a Place s |
Documents

Browse

Account

Feedback

Options

2. Save the file with a name you will remember

Save As X |t
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/> I « CHECKOUTS5 » Desktop v 0 £ Search Desktop

Organize ~ New folder (= (7]
~

" Name Date modified

# Quick access
[ Desktop
¥ Downloads
Documents
&= Pictures

File | would like to save to Google Drive 1/8/2021 10:25 AM
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ily find later. Click the pin icon that appears when you hover over a folder.

@ Microsoft Word

@ OneDrive
v < >

——) NN EEFile | would like to save to Google Drivel v

Save as type: \Word Document hd

Authors:  CHECKOUT 5 Tags: Add a tag

[] Save Thumbnail

A Hide Folders Tools ~ Save | ‘ Cancel
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3. Go go drive.google.com and enter your gmail address and password

Google
Signiin

to continue to Google Drive

Email or phone

Forgot email?

Not your computer? Use Guest mode to sign in privately.
Learn more

Create account

English (United States) v Help Privacy Terms

4. Locate the New button and then select File Upload

L Drive
I— New h

» @ My Drive

» [0 Computers

2. shared with me
@ Recent

jﬁ{ Starred

w Trash

= Storage

9.3 GB of 15 GB used

Buy storage

5. Select your file and click open

S
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@ OneDrive Q Opera Browser 1172472020 9:21 AM
§ step google drive 1/8/2021 10:40 AM
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¥ Network
L4 >)pc
jus’
File name: ~ ‘ ‘AII Files v ‘
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6. Your document should appear in your Google drive and you can access it
whenever you log onto your google drive from any device!

1. Save your work onto the desktop and save it under a name you will remember.
2. Go to onedrive.live.com and sign in. If you don’t have an account, you can
create one from here as well.

B® Microsoft
Sign in

‘Email, phone, or Skype

No account? Create one!
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3. Once you have Onedrive open, open your file folder from the bottom left hand
side of your screen.

4. Once you locate your file, you will click on it and drag it into the OneDrive
screen under where it says “My files” and release your click.
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5. The file will appear in your OneDrive and you will be able to access it from any
device when you log in with your credentials!

v. iCloud and Dropbox have similar interfaces.
1. AniCloud account is typically for iMac/iPhone/iPad users who already have
an established Apple account.
2. Dropbox is open to everyone and you can create an account at:
www.dropbox.com
a. Dropbox requires a monthly paid subscription.
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