Installing Google Drive on your computer (FOR WINDOWS):

1. Open your browser and go to https://drive.google.com, and log in to your UP Mail account. On the top
right corner select the Settings icon and click “Get Drive for desktop”.
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2. A new tab will open, and you will be directed to Drive File Stream. Click “Download & install Drive File
Stream,” and then select the “Download for Windows” option. A program called
"googledrivefilestream.exe" will begin downloading.
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Get started with Drive File Stream
You can find and open your files from Google Drive on your computer with Drive File Stream. You can:

+ Save specific files and folders offline, including shared drives.
* View and organize your files in your computer’s file system without using storage space.
* Open files on your computer.

Download & install Drive File Stream ~

You might not be able to use Drive File Stream, or your organization might install it for you. If you have
questions, ask your administrator.

To download Drive File Stream:

DOWNLOAD FOR WINDOWS DOWNLOAD FOR MAC

1. On your computer, open:

* DriveFileStream.exe on Windows
* DriveFileStream.dmg on Mac

2. Follow the on-screen instructions.



https://drive.google.com/

3. After downloading it, click on the program, and then click Install. Select “Add Desktop shortcuts to
Google Docs, Sheets, and Slides” or you may select “Add an application shortcut to your Desktop”
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2. Follow the on-screen instructions.
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4. To continue installation sign in with your “UP Mail Account” and select “Next” to proceed.
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Having trouble? Sign in with your browser instead.




5. A welcome banner will appear. Just click the next arrow icon to proceed. Google Docs, Sheets, and
Slides shortcut icons will appear on your Desktop.
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6. After installation is complete. In the file explorer window you may see “Google Drive File Stream.” If
you open it, you will see a folder named “My Drive” and all of your Google Drive folders will be in that.

- | =] Manage

Home Share WView Drive Tools

= “ 1 & » ThisPC » Google Drive File Stream (G:)

[&=] Pictures *, N
== Google Drive File Stream (G:) o

@ OneDrive

[ This PC
_J 3D Objects
[ Desktop
@ Documents
{ Downloads
J! Music
[&=] Pictures
m Videos

ameaindows (C
= (Google Drive File Stream (G:)

|_j' Network

"]

2 items

Name

Google Drive File Stream (G:)

Q My Drive
B3 Shared drives

Date modified

16/10/2020 3:05 PM
16/10/2020 3:05 PM

Type

File folder
File folder

Size

~ O

- o X
- @

Search Google Drive File Strea.. @




How to Upload Zoom Meeting Recordings to Google Drive Automatically (FOR WINDOWS)
1. You can create a new folder in your Google Drive named “Zoom Meeting Recordings.” Once your online

Drive and computer Drive are synced, the new folder you created should be accessible in both drives.

2. In the Zoom computer app, go to Settings (click the gear icon) and then change the location for your
Local Recordings to your new folder in your Google Drive.
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3. NOTE: Make sure that when you record your Zoom meetings, you record them locally in your computer
and not in the cloud.



