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To	transfer	files	between	your	computer	and	Android	device,	you	can	use	a	USB	cable	or	your	Google	Account.	If	using	a	USB	cable,	connect	your	device	to	your	computer	with	the	cable,	then	unlock	your	device	and	select	"File	Transfer"	from	the	notification.	A	file	transfer	window	will	open	on	your	computer	where	you	can	drag	and	drop	files.	When
done,	eject	your	device	and	unplug	the	cable.	Alternatively,	use	Quick	Share	on	Windows	devices	or	Google	One	for	more	storage	space.	Managing	your	Google	storage	is	crucial	to	avoid	running	out	of	space,	which	can	prevent	uploading,	creating	files	in	Drive,	sending	emails	in	Gmail,	or	backing	up	photos/videos	in	Google	Photos.	If	you're	over	your
2-year-old	storage	limit,	Google	might	delete	content	across	Gmail,	Drive,	and	Photos.	To	manage	your	storage:	1.	Check	how	much	storage	you	have	by	signing	into	your	Google	Account.	2.	If	close	to	or	over	the	limit:	*	Learn	how	to	clear	space	*	Get	more	storage	through	Google	One,	a	subscription	that	increases	your	total	storage	depending	on	the
plan	chosen	3.	Be	aware	of	items	taking	up	space	in	your	account,	such	as	WhatsApp	backups,	Drive	for	Desktop	syncing,	and	messages/attachments	in	Spam	and	Trash	folders.	Understanding	what	files	take	up	space	is	also	key:	new	files	created	in	Docs,	Sheets,	Slides,	Drawings,	or	Forms	use	up	storage	space	unless	they're	existing	files	that
haven't	been	modified	since	June	1,	2021.	Files	in	"Shared	with	me"	and	shared	drives	don't	count	against	your	storage	until	you	edit	them	after	this	date.	For	more	information	on	Google	storage	policies	and	managing	your	account	effectively,	refer	to	related	resources	provided	by	Google.	When	your	account	reaches	its	storage	limit,	you	can't	sync
or	upload	new	files.	This	also	means	that	creating	new	files	in	Google	Docs,	Sheets,	Slides,	Drawings,	or	Forms	is	not	possible	until	you	reduce	the	amount	of	storage	used.	Moreover,	no	one	else	can	edit	or	copy	your	affected	files	until	this	issue	is	resolved.	The	syncing	between	your	computer's	Google	Drive	folder	and	My	Drive	will	stop,	and	items	in
Google	Drive	for	desktop	will	take	up	more	space	than	the	same	items	on	drive.google.com.	However,	there	are	a	few	exceptions	to	note.	Items	in	your	Trash	will	still	occupy	space	in	Google	Drive,	but	they	won't	be	synced	with	your	computer.	Shared	items	will	only	use	space	on	your	computer,	not	on	Google	Drive.	Furthermore,	files	other	than
Gmail,	Drive,	and	Photos	can	also	consume	your	Google	storage	space.	To	turn	off	WhatsApp	backups	through	Google	Drive,	you'll	need	to	delete	them	manually.	Open	the	Google	Drive	app	on	your	device,	sign	in	with	the	correct	account,	navigate	to	the	Backup	section,	find	your	WhatsApp	backup	file,	tap	Menu	Delete	backup,	and	then	learn	how	to
empty	your	trash	for	more	information.	It's	essential	to	understand	that	storage	policies	vary	depending	on	your	Google	Workspace	edition.	Most	editions	come	with	pooled	storage,	which	can	be	found	in	the	provided	tables.	However,	there	are	different	limits	for	each	user,	based	on	their	Google	Workspace	edition.	For	instance,	G	Suite	Business	and
Enterprise	Plus	offer	1	TB	and	5	TB	of	storage	per	user,	respectively.	Google	Workspace	for	Nonprofits	offers	100	TB	of	storage	across	all	end	users,	regardless	of	the	edition	purchased	by	the	customer.	Additionally,	Google	Workspace	for	Nonprofits	features	Google	One	storage,	which	is	shared	among	Drive,	Gmail,	Photos,	and	family	accounts	as
applicable.	The	amount	of	storage	allocated	to	each	user	depends	on	the	chosen	Google	Workspace	edition.	For	individuals	in	select	countries	and	regions,	Google	offers	30	GB	of	monthly	or	yearly	storage	through	Google	One	at	a	lower	price	point.	This	option	is	available	for	everyone,	including	those	who	opt	for	higher	storage	plans	such	as	100	GB,
200	GB,	or	2	TB	per	month.	Furthermore,	users	can	upgrade	to	higher	storage	tiers,	including	5	TB	monthly.	It's	worth	noting	that	your	Chromebook	has	limited	internal	hard	drive	space.	Consequently,	it	may	automatically	delete	downloaded	files	to	conserve	space.	You	can	take	steps	to	store	your	downloads	and	manage	your	files	more	effectively.
To	locate	and	open	a	file	on	your	Chromebook,	navigate	to	the	Files	app	and	select	the	desired	file	location.	For	recent	files,	you	can	use	the	"Recent"	option,	which	allows	you	to	sort	files	by	name,	size,	type,	or	date.	You	can	also	search	for	your	saved	files	using	the	search	bar.	To	save	files	on	your	Chromebook,	simply	press	Ctrl	+	s	and	enter	a	file
name.	You	can	choose	where	to	save	your	file,	such	as	Google	Drive	or	My	Drive.	Additionally,	users	with	access	to	shared	drives	can	save	files	directly	within	those	folders.	You	can	modify	your	default	download	folder	settings	by	accessing	More	Settings	in	the	Chrome	browser.	Furthermore,	you	can	rename	files,	folders,	or	external	devices	using	the
Launcher.	It's	also	worth	noting	that	third-party	file	systems	are	supported	on	Chromebooks,	including	Android	apps	from	the	Play	Store.	To	connect	to	other	cloud	file	systems,	you	can	install	new	services	through	the	Files	app.	When	managing	your	files,	it's	essential	to	be	aware	of	how	permanent	deletions	work.	By	default,	deleted	files	are	sent	to
Trash	after	a	30-day	period.	However,	for	certain	files	that	aren't	sent	to	Trash,	confirmation	is	required	before	they're	permanently	deleted.	Restoring	files	sent	to	Trash	allows	you	to	recover	them	easily.	You	can	do	this	by	opening	Files	and	navigating	to	Trash,	then	selecting	the	file	you	want	to	restore.	Once	you've	selected	it,	click	Restore	from
Trash.	Zipping	a	file	enables	you	to	bundle	multiple	files	or	folders	into	one	single	file	for	easier	storage	and	sharing.	To	zip	a	file,	open	Files	and	select	the	folder	or	files	you'd	like	to	zip.	Then	press	Ctrl	and	click	each	file	to	select	them.	Right-clicking	on	your	selected	items	and	choosing	Zip	selection	will	create	a	zip	file.	To	unzip	a	file,	double-click
the	zipped	file	in	Files.	This	will	open	it,	allowing	you	to	access	individual	files	within.	Be	sure	to	eject	the	zip	file	from	the	list	of	folders	on	the	left	to	remove	it	once	you're	done.	Sign	in	to	Drive	for	desktop	to	sync	files	and	folders	to	Google	Drive	for	Desktop.	For	this	same	video	with	audio	descriptions,	go	to	Sync	files	and	folders	to	Drive	for
Desktop.	When	you	first	open	Drive	for	desktop,	you’ll	receive	a	notification	stating,	“Google	Drive	would	like	to	start	syncing.”	Click	OK	to	proceed.	On	your	computer,	open	Drive	for	desktop.	You	can	sync	files	from	your	computer	to	Google	Drive	and	backup	to	Google	Photos.	On	your	computer,	open	Drive	for	desktop.	Click	Settings	Preferences.	On
the	left,	click	Folders	from	your	computer.	Select	an	option:	Sync	with	Google	Drive:	Files	you	change	in	the	synced	folder	reflect	on	Drive.	Drive	changes	reflect	on	your	computer.	Synced	folders	shows	under	"Computers."	Back	up	Google	Photos:	Only	photos	and	videos	upload.	Photos	or	videos	you	delete	in	one	place	don’t	delete	in	another.	Edits
upload	as	new	images.	You	can	find	your	photos	and	videos	from	any	device	online	or	on	the	Google	Photos	mobile	app.	Use	Drive	for	desktop	with	macOS	Sync	to	Google	Drive	&	Google	Photos	Important:	If	you	only	store	photos	and	videos,	we	recommend	you	backup	to	Google	Photos.	If	you	store	your	files	in	photos	and	videos,	they	upload	twice
and	use	more	of	your	Google	storage.	Network	Attached	Storage	(NAS)	only	supports	backups	to	Google	Photos.	Important:	If	you	have	multiple	Apple	Photos	libraries,	only	the	System	Photo	Library	syncs	to	Google	Photos.	You	can	sync	all	Apple	Photos	libraries	in	Drive.	If	you	sync	an	Apple	Photos	library	with	Drive,	everything	syncs.	We	do	not
recommend	you	make	changes	to	these	files	from	another	computer	or	in	the	cloud	as	it	can	corrupt	your	library.	Your	System	Photo	Library	is	the	only	library	that	works	with	iCloud	Photos,	Shared	Albums,	and	My	Photo	Stream.	If	you	only	have	one	photo	library,	then	it's	the	System	Photo	Library.	Otherwise,	the	first	photo	library	that	you	create	or
open	in	Photos	is	your	System	Photo	Library.	When	you	download	photos	and	videos	from	your	iCloud	and	upload	them	to	Google	Photos,	it	temporarily	uses	your	Hard	drive	space.	Learn	more	about	backing	up	photos	&	videos.	Access	your	files	when	they're	synced	On	your	computer,	click	your	name	Google	Drive.	You	can	find	several	options	based
on	your	Drive	usage:	My	Drive:	Contains	your	own	personal	files	and	folders.	Shared	Drives:	Contains	files	and	folders	others	share	with	you.	Other	Computers:	Displays	files	synced	from	other	computers	connected	to	your	Google	Account.	Double	click	the	file	you	want	to	open.	Files	created	in	Google	Docs,	Sheets,	Slides,	or	Forms	open	in	your	web
browser.	Other	files,	like	Word	docs	or	.pdf	files,	open	in	their	default	programs	on	your	computer.	Tip:	If	your	Drive	and	"My	Drive"	folder	is	empty,	you	can’t	find	the	"Shared	Drives"	or	"Other	Computers"	views.	Customize	your	Drive	for	desktop	settings	Improve	your	Drive	for	desktop	experience	with	Advanced	Settings.	You	can:	Customize	sync
preferences.	Enable	or	disable	real-time	presence	with	Microsoft	Office.	Customize	Google	Photos	settings.	Customize	general	settings,	such	as	automatic	launch,	hotkeys,	and	proxy	settings.	Learn	how	to	customize	you	Drive	for	desktop	settings.	Open	files	&	folders	offline	Search	for	your	Drive	files	To	find	your	files	in	Drive,	search	in	Drive	for
desktop.	When	you	search	in	Drive	for	desktop,	rather	than	in	Windows	Search	or	macOS	Spotlight,	it	ensures	that	your	search	includes	all	files	from	the	Drive	streaming	location.	On	your	computer,	open	Drive	for	desktop.	Click	Search.	Enter	your	search	terms.	Tip:	You	can	use	the	same	advanced	searches	as	in	Drive	web.	Open	your	file.	If	the	file
is	on	your	computer,	it	opens	with	the	associated	application.	Otherwise,	it	opens	in	Drive	web.	Tip:	To	open	the	search	window	you	can	also	use	the	search	hotkey	combination.	Work	on	MS	Outlook	&	Office	files	Mirroring	My	Drive	Mirroring	and	streaming	are	two	ways	to	sync	your	files.	Folders	from	your	computer	can	only	be	mirrored.	Shared
drives	and	other	computers	can	only	be	streamed.	My	Drive	can	either	be	mirrored	or	streamed.	When	Drive	for	desktop	is	installed,	the	“My	Drive”	folder	is	streamed.	You	can	update	your	preferences	and	choose	to	mirror	or	stream	My	Drive	after	installation.	Learn	about	streaming	and	mirroring	options	with	Drive	for	desktop.	Learn	how	to	find
and	fix	errors	in	Drive	for	desktop	In	Drive	for	desktop,	under	“Activity,”	a	“Some	errors	occurred”	banner	displays.	To	display	the	list	of	errors,	you	can	either:	Click	the	link	in	###ARTICLEclicking	on	settings	error	list	provides	information	about	correcting	issues	found	during	our	review	process	we	encourage	you	to	learn	more	about	fixing	errors
and	explore	related	resources	for	assistance
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