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WELCOME  TO  TECHSOCIAL  
The following manual will provide an introduction to the Cloud. Our goal is to familiarize you with
different aspects of the Cloud and how to use it efficiently.
We would like to thank the Ontario Trillium Foundation, FedNor, and the Venture Centre for funding
this project. We would also like to thank all of our community partners who help to ensure the success
of this program.
North Eastern Ontario Communications Network Inc. (NEOnet) was established in 1999 as a not-forprofit organization and has quickly grown to become the region’s information and communication
technology (ICT) champion. Our mandate is to promote and develop three pillars of ICT in the
Northeastern region of Ontario: Infrastructure enhancement, education/awareness, and application.
LEARNING  OBJECTIVES  
•   Discover the benefits of Cloud usage and how to store files
•   Learn about the different types of applications available for Cloud storage solutions

3  

TechSocial

  

CLOUD COMPUTING
WHAT IS CLOUD COMPUTING?
In the simplest of terms, Cloud computing is software and services that run on the Internet. Files
stored on Cloud based services are stored on physical infrastructure; they aren’t floating above your
head. Cloud hosts such as Apple, Amazon, Google and others, have many computers housed in
warehouses all over the world and create a network of servers to find what you need and deliver it.
Most cloud services can be accessed via a web browser or application such as Google Drive,
Microsoft One Drive, Apple iCloud, and Dropbox. The benefit of the Cloud is that you can access
these files from any device, anywhere in the world once connected to the Internet. You can also
collaborate and share files with friends and family.

WHY USE CLOUD COMPUTING?
The main reasons for using the cloud are the reliability and convenience. Chances are, you’re already
using the cloud. If you’ve ever signed up for a web-based email client like Gmail, Yahoo or Hotmail,
you’re already using a cloud-based service. All of the emails from this web-based service are stored
on servers, rather than your computer. That means you can access your emails from any platform
and you can easily recover everything if something were to happen to your computer.

CLOUD SECURITY
Protecting yourself on the Cloud is vital to keeping your personal information and files secure. Best
practice dictates that you should never store sensitive information in the Cloud, such as passwords or
Credit Card information. To ensure that you are protecting your files, use strong passwords.
Research indicates that using a password with a minimum of one capital letter, a symbol and
numbers is the best option for ensuring a strong password. As in TechSocial’s security module, we
strongly suggest to not use easy and personal information as your passwords. Another way to protect
yourself is to set up a two step authentication factor. This adds an extra layer of security that makes it
harder for hackers to access your files.
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TYPES OF CLOUD SERVICES
There are different types of the cloud and however, we will be focusing on the software type of cloud
services. Software type of cloud services enables users to be able to use an application without
installing it on a computer or other type of device. Those type of services are much like using Google
Word on Google Drive or Microsoft Word on One Drive. There are also options as to who and how
you share your files as well.
-‐  
-‐  
-‐  
-‐  

Private: Dedicated to one customer
Public: Shared by multiple customers
Hybrid: Combination of both private and shared resource
Community: dedicated resource for a group of

In this module, we will be discussing the storage options available for Android and Apple devices.
These cloud-based storages are also compatible on desktop computers.
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GOOGLE DRIVE
Google Drive offers free online document storage and management, applications and word
processing options. Google drive is available on smart phones, tablets and computers that are
connected to the Internet. On Google Drive, all of your files will be located in My Drive. You can move
files that have been shared with you to My Drive if you want them to sync to your computer and
mobile devices. You can also upload new files to My Drive. Everything you put in Google Drive will be
listed in My Drive on any device that you use.

Shared With Me is where you’ll find the files, folders, and
Google Docs that have been shared with you. Shared with me
only shows items that were shared with you explicitly. You won’t
find items here that were shared with the “Public” or “Anyone with
the link.” (You can find those items by searching in the All items
view.)
Click Starred to see all the items you’ve marked with a star.
Just click the star to the left of an item to mark it. Stars are like
“bookmarks” or “favorites” in a browser to mark web sites you
want to access frequently.
Use the Recent view to see all the private and shared files
that you've opened, in reverse chronological order. This is a great
way to quickly find your most current stuff.
Trash contains everything you’ve deleted. To delete an item,
tap on the three dots next to your file and select Remove to send
to trash. Note: You can only trash items that you own.

You can search for files by taping the magnifying glass at the
top of the screen. Type a word or phrase to find a specific file,
folder or document. This will pull up any files you’ve uploaded
and that have been shared with you.
You can also alter the display and select how the files will be
sorted by taping the six boxes icon and the three dots.
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It’s also easy to upload existing files and folders to Google Drive
on the web. Here’s how to upload a file (folders work the same
way).
In the Google Drive app, tap the blue ‘+’ icon located at the
bottom of your screen. From there, you will have options to create
a new folder, upload a file, use the camera, or create new
documents using the G Suite (Docs, Sheets, Slides, etc.).  

To share a document or file, scroll to your document and tap
the three dots next to the title. A menu will pop up with options
available. Tap Add People and add their email addresses. You
can also add a message and adjust the share settings. When
ready, tap the arrow at the top of the screen.
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ICLOUD
iCloud is an Apple based cloud service that helps users manage storage, applications and update
applications across all platforms. iCloud is available for Apple users and general users by signing up
on iCloud.com by using their Apple ID. iCloud offers an initial free 5GB with payment options for more
storage space.
When initially setting up your device, you will be asked to
set up iCloud. If you didn't activate it during setup, you can go
to Settings > Your Account > iCloud later on, and then
enter your Apple ID and password.
To access what iCloud stores, tap on the Settings App
and tap on your profile. For older versions, go to Settings>
iCloud.
iCloud allows you to manage what gets stored in iCloud.
From your iCloud settings, tap on iCloud and select which
applications you would like iCloud to store.
Toggle which applications you would like iCloud to back
up (keep in mind that there is only 5BG available).    

The new Files app for iOS 11 replaces iCloud Drive and
offers a lot more functionality than its predecessor.
With iCloud Drive, you can safely store all of your files —
and access them any device. And now you can invite people
to work on the same file with you. The files you create on your
iOS device are automatically stored in iCloud Drive. That
includes any documents you create using iCloud-enabled
apps. And everything stays up to date automatically — across
all your devices.
Once the Files app is opened, you can see the different
file locations beneath "Browse" in the left column. Here,
iCloud Drive has been selected, and inside this location, we'll
open up the documents folder.
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You can find, organize, open, and delete all the files on
your device, in iCloud, and on 3rd-party storage services like
Dropbox and Google Drive.
To select a file, just tap down on the selected file and hold
it down. The file image will slightly enlarge, and then you have
control over dragging and dropping it to different file folders or
locations. Once your file is hovering over the destination
folder, lift your finger and the file will drop.
To move and copy files on iPhone, tap Select and tap on
the file you need to move or copy. To delete a file, simply tap
on the garbage can at the bottom right corner. Deleted files
are located in the Recently Deleted folder.  
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DROPBOX
Dropbox is another alternative for Cloud storage. Dropbox is accessible via the Apple App Store,
Android’s Google Play and computer devices with both free and paid plans.
Create an account on dropbox.com or by downloading
the application. You can use your email, or Google
account.
The Home page shows your recent files, as well as
notifications and a gear you can tap to open your Dropbox
settings. You can always navigate back to the Home page
by tapping Home in the bottom-left corner of the screen.
On
some
Android
platforms,
this
tab
is
called Recents instead.

  
There are three other tabs at the bottom of the screen
Files - This is where all of your uploaded files and folders will appear. Everything here will be
organized by file type (e.g., FILES for documents and PHOTOS for photos).
Photos - This tab is reserved specifically for the photos in your Dropbox.
On Android, you must first tap ☰ in the top-left corner of the screen to see these options.
Tap +. It's in the bottom-middle of the screen (iPhone) or in the bottom-right corner of the screen
(Android). A pop-up menu will appear.  
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Tap Create or Upload File. Both of these options allow
you to upload a file from your phone.

  
  

On Android, tap Upload photos or videos or Upload
files.
If you tap Create or Upload File, tap Upload File in the
next page, then select a file location before continuing
Select a file to upload. Tap the file(s) that you want to
upload to Dropbox, then tap Next in the top-right corner of
the screen.
•  

On Android, just tap the file(s) you want to upload, and
then tap UPLOAD in the bottom-right corner of the screen.
Tap Choose a Folder. This option is below the "UPLOAD
TO" heading
Tap Set Location it's in the bottom-right corner of the
screen
Tap Upload It's in the top-right corner of the screen. Doing
so will prompt the file to begin uploading to your Dropbox
account. You can also change the file name before
tapping Upload.
You can also share files with friends and family.

  

Open the Dropbox app.
1.   Find the folder you'd like to share.
•   On Android: Tap the downward arrow.
•   On iOS: Tap the ... (ellipsis) icon.
2.   Tap Share.
3.   Enter the email addresses of the people you'd like to
have edit access.
4.   Under the These People option, choose Can
edit. You can also select Can view to make them a
viewer.
5.   Add a message about the files and tap Send.
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MICROSOFT ONEDRIVE
The OneDrive app for Android, Apple and Microsoft devices lets you easily work with your personal
and work files when you’re on the go. OneDrive is a Cloud based service that Microsoft offers in
which you can easily store and access your files. To add a personal account, enter your Microsoft
account on the sign-in page.  
Save photos and Videos:
•   In the OneDrive app, tap Add + at the top of
the screen.
•   Then tap to create a folder, take a photo or
video, or upload an existing one.  
If you choose Take a photo or video, your
device's camera app opens. You might be asked if
you want OneDrive to access your camera tap OK to allow your pictures to be saved in
OneDrive.
If you tap Upload, links appear to the Photos app
on your device. Browse to the pictures you want to
upload, select them, then on the top bar, tap Done.
You can add folders in the Files view, or in any
other folder in OneDrive.
In the view or folder where you want a new folder,
tap Add + at the top of the screen, and then
tap Create a folder.
Tap Folder name and type the name you want for
the folder, and then tap Create.  
OneDrive also gives users the option to share
files with others. By tapping on the ellipses next to
the file, it will populate a menu with a variety of
options.
You can also manage files by tapping on the
ellipses. OneDrive lets users delete, move and
rename the file. You can also open files in another
application.
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