In OneDrive...
Upload ﬁles and
folders

In Drive...

Upload ﬁles and folders
If you’re using the latest version of Chrome or Firefox®, you can
simply drag ﬁles directly from your computer to the Drive page on
your browser.
For more details, see Get started with Drive.

Share ﬁles and folders
and set permission
levels

Share ﬁles and folders and set sharing access

Share with speciﬁc people
1. Right-click a ﬁle or folder and click Share.
2. Under People, enter the email address of the person or
group you want to share with.
3. Click Edit

and choose the access level.

4. Click Send.

Share with your organization
1. Right-click a ﬁle or folder and click Share.
2. At the top right, click Get shareable link.
3. (Optional) Click Anyone at your organization with the link
can view and allow editing or commenting.
4. Copy the link and click Done.
5. Paste the link in an email or any place you want to share it.
For more details, see Get started with Drive.

In OneDrive...
Set an expiration time
on shared links

In Drive...

Set an expiration date on a shared ﬁle
1. Right-click a shared ﬁle and click Share.
2. Click Advanced.
3. Point to a person’s name and click Timer

.

4. Change the date.
5. Click Save changes Done.
For more details, see Set an expiration date for ﬁle access.

Search for ﬁles or
folders

Search for ﬁles or folders
1. In the search box, enter a word or phrase.
To help you search faster, Drive suggests search terms and
results as you enter text.
2. Click a ﬁle suggestion to open it, or click a search
suggestion to see a list of results for that search term.
For more details, see Get started with Drive.

Sort ﬁles and folders

Sort ﬁles and folders
At the top of your ﬁles, click an option:
Name—Orders ﬁles alphabetically by name.
Last modiﬁed—Orders ﬁles by the last time anyone
changed a ﬁle, or the last time you changed or opened a
ﬁle.

In OneDrive...
Track version history

In Drive...

Manage versions
In Drive, right-click a non-Google ﬁle and select Manage
versions. You can download a speciﬁc version or upload a new
version.
In Docs, Sheets, or Slides, select File Version history See
version history. You can name a speciﬁc version or make a copy
of a version.
For more details, read See changes to your Drive ﬁles and folders.

Make ﬁles available
oﬄine

Make ﬁles available oﬄine
1. Install the Google Docs Oﬄine extension.
2. In Drive, click Settings

Settings.

3. In the Oﬄine section, check the Create, open, and edit your
recent Google ﬁles while oﬄine box.
4. Click Done.
5. Right-click a ﬁle and turn on Available oﬄine.
To learn how to access ﬁles oﬄine from your desktop or mobile,
see Access stored Drive ﬁles without the internet.

