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Backing Up Files to Google Drive

1. Go to your Google Drive
2. Click “+New”

3. Click New Folder
A Drive Q Se
2
+ New My D

—

3
3 New folde: Alt+C then F

[4) File upload Alt+C then U

Folder upload Alt+C then |

4. Type a name and then click “Create” (e.g. “"Desktop-Backup”)
5. Open the folder

Continue to next page



https://drive.google.com/drive/my-drive
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Backing Up Files to Google Drive

6. Upload files using the following two methods
a. Drag files in to the drive folder

My Drive > Desktop-Backup ~ G O > ThisPC > Windows (C) > Users >

Justin.Metheny >

| Type =~ || People ~ || Modified ~ || Source ~ @ New ~ d O @B @ B W NS~

D] = View -

4 Downloads # Name

. ! B s .UserDEsktDp
— B UserDocuments
& Pictures »
I UserFolder
‘“ﬁ UserFile.docx
+ Cop

? ' W This PC
l ' ‘: MNetwork
Drop files here '

or use the “New” button.

o

Drop files to upload them to
I Desktop-Backup

13items | 1item selected 0 bytes |

b. Click +New and select File/Folder upload and choose what to upload
iy Select Folder to Upload

I B < Users » Just.. »

Organize = Mew folder

W Desktop » MName

4 Downloads # I B UserDesktop

@ UserDocuments
! Documents

Folder: | UserDocuments

Continue to next page
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Backing Up Files to Google Drive

7. Leave the tab open while the download finishes
a. At the bottom right of the screen will be a upload progress tracker

Uploading 3 items v X
Starting uploads... Cancel

UserDesktop 0 of1
UserDocuments O of1
UserFolder 0 of1

W UserFile.docx

b. Wait for it to say “Uploads Complete”

4 uploads complete

BB userDesktop 10f1

8. Verify the files are in drive




