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H o w  t o  u s e  t h i s  M a n u a l 

Using this manual you will encounter the following features: 

Let’s Remember! 

Take note of the informative reminders. 

Let’s Do It! 

Practical Exercises. 

The following applications are covered in this manual: 

Online Storage and Productivity Applications: Google Drive, OneDrive (SkyDrive) 

Online Calendars: Google Calendar, Outlook.com Calendar (OneDrive) 

Social Media: Google+, People (OneDrive), Facebook 

Online Meetings: Google+ Hangouts, People (OneDrive), Skype 

For some of these applications, an account must be created. It is at the discretion of the facilitator and 

individual to create these accounts or not. Not all the applications need to be covered. You can, for example, 

only cover the sections on Google applications if desired. 

The data associated with these exercises must be downloaded from Specto website. Go to: www.specto.co/
 data. Follow the on screen instructions to download the appropriate data file. Copy and paste the complete

 Let’s Do It! folder to the hard drive (C-Drive) of your computer. Open the templates from this folder. A

 .separate folder can be created to save completed exercises if necessary

This manual was written for Windows® 8 users. If a different operating system is used, some dialog boxes or 

windows may look different, but the content is the same. As many of the applications covered in this manual 

are browser based, other operating systems can also be used. 

A screen resolution of 1366 x 768 was used in compiling this manual. Working in a different screen resolution, 

or with an application window which is not maximized, will change the look of the Office 2013 Ribbon. The 

Ribbon appearance is dynamic, as it will change to fit the space available. For example, the full Ribbon may 

show a group containing several options, but if space is restricted it may show a single button that you need 

to click to see the same options. 

Exercises 

Note: Websites are updated regularly. Website addresses and links used in this manual may change. 

Windows 8 Modern Apps 

The Windows 8 operating system experience is broken down into two basic application features. The first is 

the traditional desktop-based applications, where the app runs the same as what you’re used to from Windows 

7 and earlier. The second option is completely different from what the OS has offered in the past and is known 

as Modern Apps. 

The Windows 8 Modern Apps are designed to run much like mobile apps that a user might find on their 

smartphone or tablet. These applications are essentially designed to access small amounts of data and stay 

away from file information that is not important to the application. 
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On the other hand, a traditional desktop application is larger, is able to work with more information and can 

receive approval from the admin of the device to access information from other outside sources. The desktop 

application provides more settings and features and gives a more in-depth experience. 

Modern Apps are streamlined versions of larger desktop applications. It is possible to have the exact same 

application in tile form as well as on the desktop, but the two will look a bit different. While these are two 

distinct applications, it is not a good idea to run both applications at the same time. Despite having many 

different features, the two apps do utilise many of the same files and resources on the drive. Open Modern 

apps are shown in the desktop taskbar, though the feature can be disabled. They behave just like traditional 

desktop programmes down there, with support for pinning and jump lists. 

For the purpose of this manual, we will focus on the desktop applications. 
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Some cloud storage services will require users to have the same application installed to be able to share and 

edit files. Also, when inviting users to share files / folders, the email invitation must usually be sent to the 

email address that is associated with the users’ account. If the invitation is sent to the wrong email address, 

it can cause problems and a waste of time. 
 

It is also important to note that many cloud storage providers will limit what kind of files you can keep in your 

account. If you store files that violates the terms of service, the service provider may delete the file and block 

your account. 

 

Upload, Download, Delete Online Files and Folders 
 

Google Drive 

 
Upload a File or Folder 

 

If you are using Google Drive for the first time, you may be required to download and install additional software. 
 

1. Open a web browser and navigate to the Google Drive sign in page (https://drive.google.com). Sign in 

with your username and password. 

2. Select the folder where you wish to upload the file by clicking it once. 

3. Click the NEW button at the top left of the screen. Select either File upload or 

Folder upload. 

 

4. If File upload is chosen, navigate to the correct drive and folder where the file is stored. Select the file 

and click Open. 

5. If Folder upload is chosen, navigate to the correct drive in the window and select the folder. Click OK. 

6. The file or folder will be uploaded into My Drive or into the selected folder. A box that indicates the 

progress of your file or folder upload appears in the bottom right of the screen. 

 
 

Let’s Remember! 

You can create folders to organise your files, just as you would on your computer file 

management system. To create a new folder, click NEW and select Folder from the drop-

down menu. Enter a name for the folder and click Create. 

 

Setting upload preferences make it easier to have consistency when you're uploading files or folders. Every 

time you upload a file or folder, these preferences will apply. To change upload settings, click the Gear icon 

and then place the mouse pointer on Settings. Select the relevant setting. For example, when you select 

Convert uploaded files to Google Docs editor format, all files will be converted when uploaded and it will be 

easier to edit, share and manage the files. If the setting is not chosen, the file will be uploaded in its original 

format.  

  

Select File upload 
or Folder upload 
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Note that Google Docs and Microsoft Office are not the same product, so there will inevitably be formatting 

inconsistencies between the two. A file converted to Google Docs format may therefore appear different from 

when opened in a Microsoft application. Remember that in general, on any file-type conversion there are likely 

to be format and layout changes, as well as formula failures, even a loss of information. It is best to check an 

uploaded file for any errors before sharing it with other users. 

 

Download a File or Folder 

 

1. Display the Google Drive application and select the file or folder you wish to download. 

2. Click the drop-down arrow next to the folder name or right-click the relevant file name. Select the 

Download option from the menu. 

3. In the Save As dialog box, navigate to the correct drive and / or folder where you want to store the file 

or folder. Depending on your settings, the file may be downloaded directly in the designated folder, 

e.g. the Downloads folder. 

4. Click Save. 

 

 Folders are downloaded as zipped folders. 

 When Google Drive is installed on your computer, a Google Drive folder will be created automatically in 

File Explorer (Windows Explorer). You can copy and paste a file or folder from your hard drive to the 

Google Drive folder to upload the file or folder. You can copy and paste a file or folder from the Google 

Drive folder to your hard drive to download the file or folder. In other words, all activity in Google Drive 

will reflect in the Google Drive folder in File Explorer. 

 

Delete a File or Folder 

 

1. Select the file or folder you wish to delete. 

2. Click the Remove button at the top of the screen. 

3. The deleted file or folder will be placed in the Bin folder. 

 
OneDrive 

 
Upload a File or Folder 

 

1. Open a web browser and navigate to the OneDrive sign in page (https://login.live.com/login). Sign in 

with your username and password. 

2. Open the folder where you wish to upload the file or folder by clicking it once. 

If no folder is opened, the file or folder will be placed straight in Files. 

3. Click the Upload button at the top of the screen. 

4. Navigate to the correct drive and folder or file. 

  

Selected folder 



26  Online Collaboration 
 

5. Select the relevant folder or file. Click Open (file) or OK (folder). 

6. The folder or file will be uploaded into the selected folder. 

 
 

 
 
 

 

 

 

 

 

 

 

 
 
 

 

 

Let’s Remember! 

You can create folders to organise your files, just as you would on your computer file 

management system. To create a new folder, click the Create drop-down menu at the top 

and select Folder from the menu. Enter a name for the folder and click Create. The 

following default folders will be available: Documents, Pictures and Public. 

 

Download a File or Folder 

 

1. Display the OneDrive application. 

2. Select the file or folder you wish to download. Click the Download button at the top of the screen. 

3. On the Download bar at the bottom of screen, select the Save or Save As option. Navigate to the correct 

drive and / or folder where you want to store the file or folder. Depending on your settings and web 

browser, the file may be downloaded directly in the designated folder, e.g. the Downloads folder. 

4. Click Save. 

 

 When OneDrive is installed on your computer, an OneDrive folder will be created automatically in File 

Explorer. You can copy and paste a file or folder from your hard drive to the OneDrive folder to upload 

the file or folder. You can copy and paste a file or folder from the OneDrive folder to your hard drive to 

download the file or folder. In other words, all activity in OneDrive will reflect in the OneDrive folder in 

File Explorer. 

  

Click to open 
a folder 

Selected folder 

Download bar 
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Delete a File or Folder 

 

1. Select the file or folder you wish to delete. 

2. Click the Manage drop-down menu and select Delete. 

3. The deleted file or folder will be placed in the Recycle bin. 

 
 

Access Productivity Applications via the Web 

 

Productivity applications are a suite of functions, usually including word processing, spreadsheets, 

presentation software and an e-mail application. You will find these applications on computers where they are 

installed locally on the hard drive. These applications can however also be accessed on the Web using services 

such as Google Drive and OneDrive. Documents can be created, edited and shared with other users or 

colleagues. These applications usually have less features than full desktop versions, but one of the benefits is 

that users can collaborate on these documents regardless of specific file formats. 
 

Word processing applications are used to create and edit text documents. Spreadsheet applications are used 

to calculate numerical data. Presentation applications are used to create and display slide shows. 

 
Identify Features of Web-based Productivity Applications 

 
 

For OneDrive, Office Web Apps allow users to upload, create, edit, 

and share Microsoft Office documents directly within a web browser. 

Users can create, view and edit Word, Excel, PowerPoint and OneNote 

documents within the web browser. Users can also view the version 

history of Office documents stored on OneDrive. Documents can be 

shared, opened, and edited by multiple users simultaneously. 
 

 

Google Docs is a web-based office suite offered by Google within its Google Drive service. It allows users to 

create, edit and share documents online while collaborating with other users live. Documents, spreadsheets 

and presentations can be created with Google Docs, imported through the web interface, or sent via email. 

Documents can be saved to a user's local computer in a variety of formats. Documents are automatically 

saved to Google's servers to prevent data loss, and a revision history is automatically kept so past edits may 

be viewed. Google Docs serves as a collaborative tool for editing documents in real time. Documents can be 

shared, opened, and edited by multiple users simultaneously. 

 
Create, Edit and Save Files Online 

 

Google Drive 

 
Create a File 

 

1. Open the folder where you want to create the file. If no 

folder is selected, the new document will be saved in 

My Drive. 

2. Click the NEW button at the top left of the screen. 

3. Select an option, e.g. Google Docs. 

4. The application will open in a new tab. 

5. Create the document and close the tab. 

 

 You can name the document by clicking Untitled 

document (spreadsheet / presentation) at the top left 

of the screen and entering a name. 
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Edit a File 

 

1. Double-click the name of the document you wish to edit. The document will open in a new tab. If the 

file was not converted to a Google Docs format when uploaded, you will need to convert the file before 

you will be able to edit it. Open the file, then click the Open with drop-down arrow and select the correct 

application, e.g. Google Docs. 

2. The document will open in a new tab. Make the necessary changes. 

3. Close the tab. 

 

Save a File 

 
New documents and documents where changes were made are saved automatically when the tab is closed. 

 
 

Let’s Remember! 

If you create or upload a file or folder, you are the owner of the file or folder and have 

control over who to share the file or folder with. 

 

 

OneDrive 

 
Create a File 

 
 
 
 

1. Click the Create button at the top of the screen. 

2. Select an option to create the file, e.g. Excel workbook. 

3. The application will open in a new tab or new window. 

4. Create the document and close the tab. 

 

 You can name the document by clicking Document1 (Book1 / 

Presentation1) at the top middle of the screen and entering a name 

for the document. 
 
 

 

Edit a File 

 

1. Click the name of the document you wish to edit. 

Alternatively, click the document check box and then 

click the Open button and then select Open in Word 

Online from the drop-down menu. If necessary, select 

Edit Document from the Menu bar. 

2. The document will open in a new tab or new window. 

3. Make the necessary changes. 

4. Close the tab. 
 

 When you select Open in Word Online, you can edit the file in OneDrive as well as collaborate with other 

users. If you select Open in Word, the file will open in the Word application and you will not be able to 

collaborate on the file. 

 

Save a File 

 
New documents and documents where changes were made are saved automatically when the tab is closed. 
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