
Introduction 
 
Google Drive exists as a way to safely back up your data, and it gives you the opportunity to 
share important files and folders among other Google Drive members. 
 
Google Drive can be accessed via MAIN in two main ways: the web app 
(https://drive.google.com) and File Stream. Due to some limitations from each of these methods, 
we recommend using both of them - as needed - to get the most out of Google Drive. 

Browser view 
Here is the “home base” of Google Drive. You can always access the contents of your files via 
https://drive.google.com  
 
If you have a gmail work account, you already have an account. If you do not have a gmail work 
account, submit a ticket and I can create an account for you to access Drive. 

UI Overview 

 
 

 

  

 

Vi

https://drive.google.com/
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My Drive: Everything you save to your Drive will be available here. 
 
Shared Drive: These exist as single directories which can be shared out to any number of 
users, and all users that it is shared with will have full access to the content in the drives. 
 
Quick Access: The ‘Quick Access’ section displays the most recently edited files on your Drive, 
for convenience. 
 
Shared with me: Here are the files that have been shared with you. Files that are shared with 
you from others do not appear in File Stream but can easily be dragged via the Desktop 
interface into “My Drive” which keeps all permissions but makes the file available via the 
desktop app. 
 
Views: You can choose which view is best when viewing your drive. The currently displayed 
view above is “List View”. Grid view displays your files as a grid. 
 
Limitations of accessing files purely through the website: 

● When creating new documents from the web interface, they will be in the Google format 
(using Google Sheets or Google Docs for example). Google Sheets is like Google’s 
version of Excel, and Excel won’t be able to open files of this type easily. The same goes 
for Docs/Word and other Google services. 

● When opening documents from the web interface that were created using Microsoft 
Office programs (like Word documents, Excel documents) you will only be able to read 
or save - NOT EDIT - them. There is an option to edit with Google Sheets, which creates 
a new version of your file as a special Google Docs file. This is not recommended. To 
avoid this, you can download the file, update it, and re-upload it but that is a lot of 
unnecessary work that can be avoided by using the File Stream app. 

 

File Stream 

 

 
File Stream is an application that allows you to use Google Drive like a USB drive. It creates a 
new drive on your computer (named Google Drive File Stream (G:)) From this drive, you can 



access all of the files that you have created - but you will only see items shared with you if you 
move those folders from “Shared with me” to “My Drive” using the desktop app.  
 

 
 
 
The files in the above screenshot will not appear in the user’s File Stream view, but they can 
still be viewed through the Drive app.  
 
Right-click the folder you would like to move into your Drive  and click ‘Add to My Drive’ to 
make it available via File Stream. 

 
 
If the File Stream program crashes, or is not currently running for whatever reason, these files 
will disappear from your computer. The files you see with File Stream are dependent on the 
program running.  



 
When File Stream is running & active, you will be able to see your files and folders as if they 
exist on your computer. They don’t actually take any space up on your hard drive because your 
data exists in the Cloud and is being streamed to you, much like streaming a video on Youtube: 
you watch the youtube video while you’re on that page, but you don’t have it taking up space on 
your computer. 
 
To check if File Stream is running, check your system tray in the bottom right corner of the 
screen. You should see a white Google Drive icon that you can click on to ensure you are 
logged in and it is running. 

 
 
If File Stream is not running, you will not have access to your files. 
 
To run it again, open the start menu and look for Drive File Stream.  
 
Limitations of accessing files purely through File Stream: 

● Only one account can be logged in to File Stream at a time. This means it’s difficult to 
use File Stream on a shared PC unless all of its users are using the same Drive account. 
For smaller libraries there may be just a “Circulation” drive on a PC that anyone who has 
access to that PC can see. For larger libraries, the shares can be more advanced than 
that.  

 



Using Google Drive as a Backup 
To use Google Drive as a backup, you just need to copy and paste the files you’d like to back 
up into your Google Drive folder. In the future, when editing these files, be sure to edit the file 
that is on your drive, and not a separate copy that might still be on your hard drive. 

Shared Drives 
Shared drives, previously called Team Drives, are drives you can create and share out the 
entire contents to the members of that drive. It is a little less complex than working with 
individual permissions per file or folder if you expect to make this information fully available to all 
members. 
 
Shared drives can be accessed via the Google Drive web dashboard by clicking on ‘Shared 
Drives’ under ‘My Drive’: 
 

 
Shared drives can be accessed via File Stream by going to your G:\ drive and clicking on 
Shared Drives: 
 

 
 
For example, it might be useful for a library to create a shared Reference folder that is only 
shared with the reference staff, and a Youth Services folder that is only shared with the youth 
services staff. 
 
When you first create a shared drive, it is only shared with yourself. To add members, you can 
right-click the Drive on either the web browser or File Stream and choose “Add Members”. You 
must use the e-mail address associated with their Google account (instead of a non-Google e-
mail).  
 
Shared Drive limitations: 

- A shared drive can contain a maximum of 400,000 files and folders. 
- A single shared drive can nest up to 20 subfolders but it might be easiest if you try to 

nest as little as possible, to make things easier to find and locate. 
- A shared drive can add no more than 600 members. 

 



Frequently Asked Questions 
How to share a file or folder? 
Right-click the file or folder and click Share with Google Drive. You should see a “Share 
with…” input. Here is where you input the Google Drive e-mail of the person you would like to 
share with. If your organization is not using an @library.mainlib.org domain, it is likely that this 
e-mail address ends in @mainlib.org. 

 
 

 
 
How do I know if a file or folder is being shared? 
When using File Stream, a shared folder is indicated by a blue person icon on the folder. This 
indication only appears on folders, not files. If you’d like to know who a file or folder is being 
shared with, right-click the folder and click Share with Google Drive. A new box should pop up 
that says “Share with Others”. Under the input, you should see an option that says “advanced”. 
Click here and you will see a list of people who the file or folder is being shared with. 



  
 
How do I know how much space I’m using? 
If you are using File Stream, you can see how much space you’re using by opening ‘This PC’ on 
Windows 10 or ‘My Computer’ on Windows 7. Look for the Google Drive File Stream drive. It 
should display the remaining free space right beneath it. 
 

 
The image above shows there is 7.54 gigabytes free. 
 
What do I do if I need more space? 
MAIN accounts can only have 30GB of data per Drive. To purchase more space, you can go to 
the web interface on Drive, and on the left side where it displays how much space you have left, 
there is a link titled “Upgrade Storage”. 
 

 
 
What happens if the internet goes out/how do I access files offline? 
If your internet goes out, you obviously won’t be able to access the Drive app from the web. But 
what about File Stream? By default, File Stream requires internet access to see your files. If you 
have some folders you’d like to keep for offline access, here are the steps: 
 
You can right-click the folder in File Stream, hover over the Drive File Stream option and click 
“Available Offline”. You should also notice that a green circle has appeared on the folder that 
you made available offline, which just lets you know it worked. If you don’t see the green circle 
right away, that is normal. Sometimes it takes a while for the green checkmark to appear. 
 

 
 



When you are no longer connected to the internet, make sure Drive File Stream is still running 
(you should see it in your system tray). The files you marked to be “Available Offline” should still 
be accessible. Note: This was tested in-house and proved to be a little finicky. Files marked as 
available offline do not always become available offline immediately. It is recommended that you 
test this feature out if you expect to need your files offline. 
 
How can I access my files from home? 
Google Drive File Stream can be installed on a home laptop or computer even if you have it 
installed on your work PC. An important thing to keep in mind is that having it in two places 
requires an internet connection to sync the information. If you change a file from home but you 
are not on the internet, when you open that same file at work, you will not see your change until 
your home PC connects to the internet and syncs. 
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