
ETHS Technology Staff Development 

Reference Guide: Google Docs versus Home Folders 

Prepared by David Chan, Tech Staff Developer, ETHS, 4/18/2011 

 

Defining Terms: 

ETHS Home Folder: Otherwise known as your “your my documents” or H drive. 

When you log into your school profile at ETHS, the default saving option is set to your My Documents.  When 

you save to this location, your documents are stored on a server at ETHS. Consequently, you can only access 

your documents when you are on the ETHS network.  We call this your Home 

Folder or H: drive. 

Cloud Solution: (definition or synonym/s)  

When you log into your Google Apps account at ETHS, you can store documents here as well. The difference is 

that they are stored on Google’s server, which means you can access them even 

when you are not at school.  We call this a Cloud Solution.  

So, why store your documents through the Cloud Solution 

as opposed to your home folder?    

Simple.  You want to access your documents when you’re at home, the library, a 

coffee shop, on your mobile phone, your iPod Touch, your iPad, anywhere, with 

almost any device that has internet access.  

So, how do you start using the Cloud Solution?  

1) Get in the habit of logging into your Google Apps account at ETHS. 

http://tinyurl.com/ethsgoogle 

Not only will you get a document storage solution, but you’ll have access to your 

school email account, a Google Calendar, websites, discussion groups, and more. 

2) For any new documents, spreadsheets, and presentations, create them in 

Google Docs – you can always download them as MS Office files or PDFs later. 

3) Try moving a few documents from your Home Folder into Google Docs.  On the 

back, we’ll show you how. 

4) Enjoy life in the cloud – never lose another document again, and work from anywhere you want, at any time.  

More info? 

For more information on using Google Apps at ETHS, please visit: http://tinyurl.com/ethsgoogle 

For more information on Google Docs, please view the Help page: http://docs.google.com/support/ 

http://docs.google.com/support/
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How do you upload into Google Docs? 

Home Folder: When you log into your school profile at ETHS, you can store documents under My Documents.  

Now, we’re going to show you how to move some files from your ETHS folder 

to Google Docs. 

1) Log into your ETHS Google Apps account.  

2) Click on Documents (upper left corner) 

3) Click on Upload… 

4) Select files to upload or try dragging and dropping 

files into the space provided.  

 

 

5) Select the conversion option desired. 

If you would like to share your document 

and collaborate with others on edits, leave 

the “Convert docs, presentations, etc. to 

Google Docs formats” checked.   

NOTE: if the document or presentation has complex formatting (i.e. tables, pictures, columns, etc.), the 

conversion process may not proceed perfectly.  

If you would like the file to remain in its current format, uncheck 

the “Convert docs, presentations, etc. to Google Docs” box.  

6)  When the upload and conversion process is complete, you 

will see a checkmark next to the file. Clicking on the filename will 

take you directly to your document, and you will also be able to 

access your document through Documents (upper left of screen).  

For more information on using Google Apps at ETHS, please visit: http://tinyurl.com/ethsgoogle 

For more information on Google Docs, please view the Help page: http://docs.google.com/support/ 

 

http://docs.google.com/support/

