FREE STORAGE ON THE WEB--PART 11

by
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This is the eleventh installment in our series of discussions about storing files for free on the
Internet.

FREE FILE STORAGE AT "GOOGLE DOCS"

This month, Liz and | obtained a free storage account at "Google docs".

The computer trade press has been raving about "Google docs" for months.

In addition to being a great place to store data files, "Google docs" is a pioneering
implementation of an "office suite" in the Internet cloud.

The "Google docs" Web site is located at
http://docs.google.com

The home page of the "Google docs" Web site looks like this:
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If you do not already have a Google account, you can sign up for free by clicking on the blue
"Get started" button.

The key features of "Google Docs" are:

Total storage space = unlimited
Total storage space for document files = unlimited
Total storage space for spreadsheet files = unlimited
Total storage space for presentation files = unlimited
Total storage space for PDF files = unlimited
Maximum number of document files and presentation files = 5000
Maximum number of image files = 5000
Maximum file size for a document file = 500 kilobytes
plus 2 Megabytes per embedded image
Document file formats allowed = .HTML, .TXT, .DOC, .DOCX, .RTF, .ODT (OpenOffice
Document)

Maximum number of spreadsheet files = 1000

Total spreadsheet size limits:

256 columns, 200,000 cells, 100 worksheets,

(No limit on number of rows in a spreadsheet file.)

Each spreadsheet can have up to 20,000 cells with formulas in them.
Maximum file size for a presentation file = 10MB

Maximum number of "slides" in a presentation file = 200
Presentation file formats allowed = .PPT, .PPS

See
http://docs.google.com/support/bin/answer.py?hl=en&answer=37603
for additional size limits

Maximum monthly bandwidth = not stated

(The maximum monthly bandwidth is the total amount of data that you (and others that you
designate) upload to and download from your free account.)



"Google docs" stores any file that you upload to it as an .html file.

To get a document file that is stored at "Google docs" back down to the local hard drive of
your computer, click on "File", then select "Download file as", then select either ".HTML",
".RFT", "Word", ".ODT", or "Text".

To get a spreadsheet file that is stored at "Google docs" back down to the local hard drive of
your computer, click on "File", then click on "Export", then select either ".CSV", ".HTML",
".ODS", ".PDF", ".XLS", or ".TXT". (If you select ".TXT", the "current" worksheet will be
converted, if you spreadsheet file has more than one worksheet in it.)

To get a presentation file that is stored at "Google docs" back down to the local hard drive of
your computer, click on "File", then click on "Save as PDF" or "Save as PPT".

To get a drawing file that is stored at "Google docs" back down to the local hard drive of your
computer, click on "Edit", then click on "Export, then select ".PDF", ".PNG", or ".SVG".

When you first log into your new "Google docs" account, it will look like this:
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Click on the "Create New" button:
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A folder called "New Folder" will appear in "My folders":
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Click on the "Checkmark" box next to the "New Folder" folder:
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Click on the "Rename" button:



/2 Google Docs - My folders - Windows Internet Explorer

@#\: = [ @ hiteifidocs google. com/ #folders

5 7 Favarites

il

_@) Google Docs - My folders

Gmail Calendar Documents Reader

13l x|
|| X IﬁGoogle yeatdl

- - ) g - Page - Safety - Tools - (@~ K

Web more ¥ fchaol@gmail.com | Product Survey | Hew! Share a folder | Offline | Settings | Help | Sign out
GOL)SI@ docs | Search Docs | Search Templates | Show search options
Browvse template callery
Create new~ | Upload My folders
All iterns ¥ ~ | Sharer | Moveto~ | Folders~ | Delete | Rename = More actions~ 11 of 1
Cwhed by me
Mame Folders J Shating Date

Opened by me
Shared with me 2 » Mot shared 12:16 pm me
Starred
Hidden
Trash

lterns by type~

Mare searches~

¥ Folders shared with me

’_ ’_ ’_ ’_ ’_ ’_ |§ Internet | Protected Mode: On

3 - [ R0 -

*

Type in a name for the "New Folder".

In this example, | named it "Internet Talk Articles".
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Double-click on the new folder to open it up:
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Note that there are no files or folders inside the "Internet Talk Articles" folder yet.

Click on the "Upload" button:
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Click on the "No folder" button:
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Click on the "OK" button:



"Internet Talk Articles" will be displayed as the folder that the uploaded file will reside in.

Click on "Select files to upload":
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Locate/move to a file that you want to upload and click on it to select it:
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Click on the "Open" button of the "Select file(s) to upload.." box:
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Click on the "Start upload" button:



Click on"Back to Google Docs":
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The file that you just uploaded is now displayed inside the designated folder.
Double-click on this file to view it:



Next month, we will show you more of the amazing features of "Google docs" including their
Web-based capabilities for editing .DOC, .XLS, and PPT. files and their support for
collaborative file sharing between multiple users!



