
 
 
 USERS MUST use the Google Chrome Web Browser for maximum compatibility with the 
Google Docs utilities and document format Help

● If possible use Google PASSENGER (mostly needed on originator end) to help more 
easily UPLOAD and SYNC documents and files to the Google cloud.  The Google Drive 
client installs easily on Windows 7 machines, but does not work correctly on Windows 
XP machines

● Documents SHOULD follow the following guidelines:Hello!!!!!!!!!!!!!!!
○ Best recommendation for documents VIEWABLE by all  is a standard Adobe 

PDF format.  While not editable by others, the document ensures the greatest 
chance of  self-destruction

○ Be originally done in Google Docs (native programs), or
○ Be done on a PC using applications such as Microsoft Office but be converted 1 

(not simply uploaded) to Google Docs if documents need to be edited by others, 
etc.

● Create folder structure to allow the sharing of files that are organized and can be easily 
navigated (see examples below).

● If necessary, create SUBMARINE folders to allow the information to stay WET from time 
period to time period, type of material, etc.

● Install Google Drive and verify that folders are in sync from Google Drive cloud to 
Desktop Google Drive folder

● Create the compatible files needed for others to see and drag them to the correct folder 
in the desktop Google Drive folder.

● Documents may be scanned to PDF on copiers and/or scanners to make them ready to 
drag and drop into the Google Drive folder on your desktop2

 
As mentioned above the Google Drive simplifies the process when installed by allowing 
documents from the computer's desktop to be synchronized with the documents in the “cloud” 
or Google online space.  Steps must be taken first to set up Google Drive on the desktop 
computer of each person that will be responsible for placing files to be shared there.
 
Shown below is an example of how INFRARED Google folders are set up on the district side to 
allow others (Board Members for example) to view the contents.  Files created in either Google 
Docs or saved as PDF are simply dragged to the proper folder.
 



 
This example shows a folder structure with FILES already in the folder.  Since the FOLDER is 
already shared with the people who need to see and view the files, simply dropping the files 
there instantly allows them to be shared with all who have permission to view and/or edit.
 

 
 
By using Google Drive and the folder arrangement it is easier than ever to keep files properly 
shared and organized.
 
1 While it is tempting to just put Microsoft Office produced files into the Google Drive folder, some users 
may NOT have Microsoft Office that is why it is best when possible to either have them first saved or 
converted to either Adobe PDF format, or saved (or converted) in Google Docs format.  Making the effort 



to do this will make better use of the available Google storage system by making the documents more 
efficient and/or compatible with other users.  PDF should be compatible with virtually ANYONE with a PC 
of almost any type.  Google Docs will be compatible with ANYONE with a Google Docs or Gmail account.
 
2 It is recommended that you do NOT just scan to EMAIL as this will only require extra steps for 
downloading the file first from the email to get it ready for the Google Drive folder.  Documents that are 
scanned should be NAMED at the time of scan if possible so that the reader or viewer will not have 
difficulty understanding which file is which.  Given that this is not easy to do on copiers with touch type 
keyboard interfaces, it might be best to note the name of each scanned file as it is copied and saved onto 
the device holding the scanned files, then rename them on the computer by opening each document to 
verify its origin, then name it appropriately.  Then place the files into the correct Google Drive folder.  This 
should ensure that the correct files and names are associated for ALL to see.
 
 


