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INTRODUCTION

What is Cloud Storage?

Cloud storage means different things to different people. For our purposes, it refers to online
storage of files, allowing them to be accessed from any computer or internet-enabled device. The files are
stored on physical servers and remotely accessed via the internet. This allows you to access, and often edit
and update, your files from any device with an internet connection and web browser. Some servers in-
clude desktop clients that, in addition to keeping your files on the cloud, synchronize the files on your

computers to allow access to your data without a constant connection to the internet.
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What Should | Use it For?

Backing up your files.

e Synching your files between multiple locations, allowing you to access and edit your files from
any computer. For example, you might install Dropbox on your home computer, your lap-
top, and your work computer, so that you can edit documents kept in your synched folders
without having to carry around a flash drive with the files.

e Sharing files with others. You can generally share a link to a specific file or folder stored in the
cloud.

e Collaborating with others. Many cloud storage services allow multiple people to work on a
single file (though generally not editing it at the same time). This tends to be much easier than

emailing files back and forth between everyone in the group whenever a Change is made.



CLOUD STORAGE OPTIONS

There are several cloud storage options available, many of them free. A few commonly referenced
services are discussed below, followed by a list of additional services you might want to look into. There is
a fair amount of variety in the types of services offered, so make sure that a cloud storage company

provides the services you need before committing to them.

Commonly Referenced

Dropbox

Dropbox is one of the most popular cloud storage

) . Dropbox website:
. A h 2 GB of

services ree account comes wit GB o storage, htto://www.dropbox.com
which can be expanded by referring others to Dropbox
and by purchasing additional space. In addition to a web Free storage space:
) . e 2GB
interface that allows you to upload and download files
between your Dropbox and any computer with an internet Advantages:

e Keeps local copies of files.

e Maintains synched copies
keeps a local copy of your Dropbox on your computer. of your files of all your

connection, you can install a desktop application that

This allows you to work on files locally, without being computers.
e Easily share files or folders.

d he i . N i h \
connected to the internet ext time you connect to the . Supporrs all file formats.

internet, your work will automatically be synched with

your online folder and any other computers on which you Disodvor?’roges:
) e Relatively small amount of
have configured Dropbox. storage space.

Sharing folders or individual files is easy, and you
can choose to make anything available publicly or just to certain other people. When you share a
folder with another Dropbox user, each of you is able to modify files and add new files to the folder.
In this way Dropbox serves as a collaboration tool, allowing multiple people to work on a single
document. It eliminates the confusion of multiple versions of files being emailed back and forth.

Unlike some cloud storage services, Dropbox supports all file formats. Any file type found on

your computer can be uploaded to your Dropbox account.



iCloud

Apple’s cloud storage service, iCloud, is good for

a very specific user. If you use only Apple products and the iCloud website:

http://www.icloud.com
iWork software, this may be a good fit. Seamless
integration with the latest version of Mac OS X and iOS- freef)sg)éoge space:
based devices (such as the iPhone and iPad) makes it very
easy to set up and use. For example, if you use the Pages Advantages:

e Seamless infegration with

Apple products.
save will be automatically uploaded to the iCloud. In e Synchs email, calendars,

software and have iCloud set up, any Pages document you

addition to storing your photos, iTunes music, and iWork and other data.
e Great additional features.

documents, this service synchs your email, contacts,
calendars, bookmarks, and other data between your Disadvantages:
e Requires iWork software.

e Limited file formats
There are some very serious limitations, however. allowed.

computers and mobile devices.

The number of file formats supported is minimal. While
Microsoft Office files such as Word and Excel can be uploaded, the process for doing so is rather
tedious. Many other file formats are simply not supported at all. Basically, if you use any non-Apple

software, you’ll be better off using a different service.

iCloud, despite these limitations, does have some very useful features. A couple of these are:

e Photo Stream
When a photo is taken on a device with Photo Stream enabled, it is automatically uploaded to
the iCloud servers; from there, it is automatically pushed to the rest of the user's registered
devices. So when you take a photo with your iPhone, it automatically shows up on your iPad
and Macbook, for example.

e Find my iPhone
A user can see their iPhone’s approximate location on a map (along with a circle showing the
radius depicting the margin of error), display a message or play a sound on the device (even if it
is set to silent), change the password on the device, and remotely erase its contents.

e iOS device backup and restore
This feature allows users the option to back up i0S devices (such as the iPhone) online. This

means that they can be restoredfrom online backup without connecting the device to a computer.



Amazon Cloud Drive

Amazon has become a leader in large-scale com-
mercial cloud storage. Amazon Cloud Drive is their basic
consumer cloud storage service, which is quite different. It
is focused on music storage and playback, but also allows
users to upload and download any other files. Amazon
provides an MP3 uploader to upload your music to your
Cloud Drive, and Amazon Cloud Player is an application
available for Windows, MacOS, and Android mobile
devices. There is also a useful web-based photo gallery for
viewing pictures stored on the Cloud Drive.

Because of the limited functionality of the desktop
applications, uploading and downloading files other than
MP3s must be done via the web interface, which can be a

lot more time consuming. There is also no automatic

Cloud Drive website:
http://www.amazon.com/
clouddrive/learnmore

Free storage space:
e 5CB

Advantages:
e Music streaming features.
e Supports all file formats.

Disadvantages:

e Does not synch files
between the Cloud Drive
and your computer.

e Limited desktop
application features.

synching of your files—documents with changes must be individually copied to or from the Cloud

Drive and any other places where you want to store them.

Google Drive

Expected to launch this week (April 23-27),
Google Drive is Google’s entry into the cloud storage
market. This service will most likely work in a very similar
way to Dropbox, but with more storage (5 GB free).
Users will be able to access their files on their desktop
computer, mobile phone, tablet, or via the web. Files will
be synched between devices, and will be able to be shared
with other users. A potentially powerful feature of Google
Drive is its integration with Google Docs, allowing you to
use any web browser to edit files stored in the cloud.

Because it has not yet been released, and Google
tends to be very secretive about new products before they
are officially announced, all information about this service
is speculative at this point. Nevertheless, there seems to be

general consensus about the type of service which will be

offered.

Google Drive website:

http://drive.google.com
(likely address; not yet launched)

Free storage space:
e 5GCB

Advantages:

e Keeps local copies of files.
¢ Maintains synched copies
of your files of all your

computers.
e FEasily share files or folders.
e Supports all file formats.
e Integration with Google
Docs.

Disadvantages:
e To be discovered.






USING CLOUD STORAGE:
DROPBOX

This is a guide to setting up and using the cloud storage service Dropbox. It covers the basics, but
there are more advanced features and uses for Dropbox that you can find out about in the resources listed

at the end of this guide. Similar guides can be found for other cloud storage services on the internet.

Setting Up Your Account

o create a new Dropbox user account for yourself, go to http:/ /www.dropbox.com/register, or jus
T t Dropb t f If to http:// drophb /regi just
go to the main Dropbox page and choose “Create an account” from the “Sign in” dropdown menu. Provide
our name and email address, create a password for the account, and check the box to agree to the
Y P g
Dropbox terms of service. Then click the “Create account” button. That’s all there is to it! You'll then be
P

directed to download the desktop application. You’ll also receive a confirmation email.

r T
6@ £2 https://www.dropbox.com/register P-acx u@ Dropbosx - Sign in - Simplify... % {0 .7 653

File Edit View Favorites Tools Help

%+ Dropbox
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‘ Matthew
- Bright

- mbright@nysoclib.org
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Installing Droploox

On Windows

The Dropbox software download should begin automatically once you register an account. If you
already have an account, or want to install it on additional computers, simply click on the “Download
Dropbox” button at the bottom of the main page at http:/ /www.dropbox.com. When asked what to do with

the download, choose “Run”.

Downloading Dropbox...

Your Dropbox download should automatically start within seconds.

If it doesn't, restart the download.

) User Account Control === ' Dropbox Setup =5
Dropbox.exe (123 ME) o allow Welcome to
omputer? 4 Dropbox Setup
Run Save v Cancel =

1. Run the Dropbox Installer 2. Click Yes 3. Follow Setup Instructions

Once the download finishes, click Run to Click Yes to accept the User Account Cony ollow the instructions to get Dropbox set up

Do you want te run or save Dropbox 1.2.52.exe (14.3 MB) from ddr3luum8vi5r.cloudfront.net?

@ This type of file could harm your computer. Run Save v | Cancel

When the download has completed, the installation begins and guides you through the process.
When prompted, select “I already have a Dropbox account”. You will then be asked to log in, using your
email address and password that you chose earlier. The computer name is to identify which computer is
making changes or adding files to your Dropbox; choose a name that makes sense to you, like “Matthew’s
PC”. When asked whether you want do a typical or advanced setup, choose “Typical”. The installation

completes, and gives you the option to open your Dropbox folder upon completion.

Dropbox Setu,

Log in to Dropbox

- Email: mbright@nysoclib.org

g\(\/) D ‘ Password: sessews|
4 \:\ ro p b ox Forgot password?
{
h - Computer name:  Matt-PC
(e.g. Drew’s Laptop)

(7)1 don't have a Dropbox account

‘ @ 1 already have & Dropbox account




On Mac

Installing Dropbox on a Mac is very similar to the procedure for Windows. Your download should
begin automatically when you complete your Dropbox registration as a new user. If you already have an
account, or want to install it on additional computers, simply click on the “Download Dropbox” button at
the bottom of the main page at hitp://www.dropbox.com. Once the download has completed, open

“Dropbox.dmg” from your Downloads folder.

amMnOo Downloads

- Dropbox.dmg
=l z5.0MB

1 Download y

In the Dropbox Installer window, just drag the “Dropbox” icon over the “Applications” icon.

A M Dropbox Installer

Tainstall, drag this icon it this one!

Double-click on the Dropbox icon in your Applications folder, or launch it using the Launchpad
on the dock. When you open Dropbox for the first time, you will be guided through the rest of the
installation process. When prompted, select “I already have a Dropbox account”. You will then be asked
to log in, using your email address and password that you chose earlier. The computer name is to identify
which computer is making changes or adding files to your Dropbox; choose a name that makes sense to
you, like “Matthew’s Mac”. When asked whether you want do a typical or advanced setup, choose
“Typical”. You’ll then be ready to go with an active Dropbox folder.

™ M M [ Applications




Using Droplbox

Getting Started

Once you have installed the Dropbox application on your computer, you will find a shortcut
to your Dropbox folder on your desktop. This folder is also usually accessible in the list of common
locations on the left hand side of most “Open” and “Save” windows. Your Dropbox folder works just
like any other folder on your computer, except that anything you place in there is automatically
uploaded to the cloud and synched with any other computers and devices on which you have Dropbox

installed.

__" . > » Matthew Bright » Dropbox » . - Search Dropbox P|

Organize = Include in library « Share with = Burn Mew folder §== = [ I@

-

i MName Date modified W

i Favorites B
G 1uD Ereureuse smo rn

B Desktop =« Citizenship 9/14/2011 12:04 AM
& Downloads & cloud storage 4/22/2012 2:25 PM

| Dropbaox & Documents 3/1/201212:51 PM
i<l Recent Places & Treland Photos 1/17/2012 8:43 AM

& Photos 8/22/2011 415 PM
i Libraries < Public 11/29/2011 3:23 PM
=] Documents i RBS 3/3/201212:49 PM
o' Music o smartrip.rtfd 3/24/2012 12:22 PM
] Pictures < The Drowsy Chaperone 12/23/2011 7:35 AM
EE videos M Amnerican jpy 9/30/2011 353 PM  Irf
£ Cloud Storage Handbook.pub 4/22/20123:05PM M

1% Computer B Cloud Storage Workshop Motes.docx 4/21/2012 245PM M +
& os(c) < T 8

49 items

You can copy files to and from your Dropbox folder just like any other folder. Use the cut,
copy, and paste commands, or simply drag and drop. The Dropbox folder is stored on your hard
drive, so the files stored in it are always available—even if you do not have an internet connection or
close your Dropbox account. It is best to keep a single copy of your working files on your computer,
so it is better to keep documents and images that you might want to edit on multiple computers
within your Dropbox folder rather than your regular Documents or Pictures folders to avoid confu-

sion over which version you are updating.

10



Special Dropbox Folders

Included in your Dropbox folder when you first create your account are two special folders:
Photos and Public. Each of them contains a document explaining how to use that special folder, and

the Photos folder also includes a sample photo gallery.

Photo Galleries ,
Tip for Mac users:

Subfolders within the Photos folder are automatically If you do not have a
mouse with a right
mouse button, tap your
view and share your photos with others via the web. Simply frackpad with two
fingers or hold down the
Control key while

Photos folder and select “New > Folder”) and copy your clicking to bring up the

photos into that subfolder. menu of options.

turned into photo galleries by Dropbox, making it easy to

create a new subfolder for your gallery (right-click within the

’., | =/ » Matthew Bright » Dropbox » Photos »

W

“®

Organize - Include in library + Share with = Burn Mew folder i o+ O @

W Favorites N =]
Bl Desktop | oy =
4. Downloads 1 i sample How to use

Album the Photos

. Dropbox —
folder.rtf

=l Recent Places

['l' Copy to My new photo gallery

= Libraries
|3 Documents

You can then right-click on the folder, choose “Dropbox,” and select “Copy Public Gallery

Link” to copy the public link to the clipboard, which you can then paste into emails, a Facebook status

update, etc.
y e d)
2] Open
My = :
ph Open in new window
ﬂ % Dropbox k Browse on Dropbox website

gh  Scan with Microsoft Security Essentials... share this folder...

Copy public gallery link
Share with k

Restore previous versions
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Photo Galleries (continued)

You can also go to http://www.dropbox.com/photos to view your album and get the public

link to the album that you can share with anyone. Once you have logged into your account, you can

view all your photo galleries.

e 2l £ https://wurw.dropbox.com/photos/

File Edit View Favorites Tools Help

P-acx @ Photos - Dropbox

B Get free spacel Matthew Bright ¥

%+ Dropbox |

%# Dropbox » (& Photos

Albums in 'Photos’

My new photo gallery
8images
Last modified 4/22/2012

Sample Album
3images
Last modified 5/8/2011

Once you open a photo gallery, the public link to the gallery is shown near the top of the

page. You can also view your gallery the same way everyone else will be able to, clicking on the

images and playing a slideshow of the gallery.

& €% https: /. dropbox.com/photos/My%20newsl0p O v @ ¢ X %2 Photos - Dropbax

File Edit View Favorites Tools Help

B Gert free space! Matthew Bright ¥

%+ Dropbox |

4# Dropbox = [ Photos » My new photo gallery
N TR R DR L Bl http://www._dropbox.com/gallery/28569 1 ARGLTIY -

Pictures in 'My new photo gallery’
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The Public Folder

This folder makes it easy to share individual files publicly. Any file placed in this folder will
have a specific public link (in the same way that photo galleries do). Drag a file to the Public folder,
then then right-click on the file, choose “Dropbox,” and select “Copy Public Link” to copy the public
link to the clipboard. You can only link to specific files within the Public folder, and not entire
folders.

FTINT E-miaill RLIFF EW TOIAEr = I 1N
Open
Wl Set as desktop back d
_:_:i -as esktop backgroun
— @ Edit
How to use | PO5-15 Print
the Public 14.29,) :
folder.rtf Preview

Rotate clockwise

Rotate counterclockwize

™ Convert to Adobe PDF : _

Ty Combine supported files in Acrobat... 5 2 e
‘ % Dropbox Browse on Dropbox website

gh  Scan with Microsoft Security Essentials... cLL R S

Copy public link

Open with

Sharing Folders with Other Dropbox Users

A powerful feature of Dropbox is the ability to share a folder with other Dropbox users. This
allows multiple people to edit a single document, keeping the most recent changes synched between
all the Dropbox accounts it is shared on. In your Dropbox folder, right-click on the subfolder you
want to share, choose “Dropbox,” and select “Share this folder...”. The Dropbox web site will open,

asking you for more information on who to share the folder with.

Open
4 Open in new window

Add to Windows Media Player list

Play with Windows Media Player

o,
‘ € Dropbox

gh Scan with Microsoft Security Essentials...

Browse on Dropbox website

Share this folder...
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Sharing Folders with Other Dropbox Users (continued)

Enter the email addresses of those you want to share the folder with. You may also include a

message telling them what you are sharing with them and Why.

Share 'Collaborative Project’ with others

Invite collaborators to this folder ] Invite Facebook friends

abehler@nysoclib.org

(Optional) Send a personal message with your invitation

Let's work on these documents together. This way, we will be able to see any changes
made right away.

- T

If the person you are sharing the folder with does not have Dropbox, they will have to create
an account. If they already have Dropbox, they must approve the shared folder. Once they have
approved the collaboration, this folder will automatically be created in their Dropbox folder, along

with any files in it.

Joining Another User’s Shared Folder

You must be invited in order to join another user’s shared folder. Once you receive the email
that a folder has been shared, click the link and log in to your web Dropbox account if you are not
already logged in. You will then be prompted to accept or deny the shared folder. Click “Accept” and
it will be added to your Dropbox.

[_] Shared folder invitations (1)

(&3 Collaborative Project
=N o
Invited by Matthew Bright, 15 mins ago
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Dropbox on the iPad

Installing the Dropbox App

Open the App Store by touching the icon at the bottom of the screen, then search for

“Dropbox”. The Dropbox app should be the first result, and is free. Tap on the “+ Free” button, then

“Install app.” You may be prompted for your Apple ID password. The app will download and the icon

will become available when the download is complete. Touch the icon to open the app.

Dropbox
Productivity

Updated Nov 08, 2011 m

i iriryr 3567 Ratings

Dropbox
Productivity

Updated Mowv 08, 2011
Wi iryr 3567 Ratings

Using the Dropbox App

Navigating the App

When you first open the Dropbox app,
you will be prompted for your Dropbox account
information. Once you log in, the main Dropbox
screen appears. Touch the box in the top left
corner to view the files in your dropbox and to
access other features.

The icons at the bottom of the screen
allow you to view your favorites, upload files
from your iPad, and change Dropbox settings.

You can navigate your folders, and view
most documents and images within the Dropbox

app by simply touching the file name in the list.

15
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Working with files

Opening a file in Dropbox allows you to view it within the app, and also provides a few
options with the buttons in the top right corner of the screen. The link button allows you to share the
file with others by sending an email with the link, or by copying the link to the clipboard. The star
button saves the file to the iPad, allowing you to access it even when there is no internet connection
available. The third button, “open,” allows you to open the document for editing (if you have an app
that supports the file format of the document), or save an image to the iPad photo library.

2:24 PM =

L3 Matthew Bright - 733 Final Paper.docx g w =

Running head: THE PRESERVATION OF BOOKS I I I

The Preservation of Books in the
New York Society Library Closed Stacks
Matthew Bright
GSLIS 733 — Fall 2011
Prof. K. Piotrowski
December 20, 2011

The Preservation of Books in the
New York Society Library Closed Stacks
As the oldest library in New York, the collection of the New York Society Library
includes a large number of older items acquired during the library’s earlier days. While some of
these items are considered rare and housed in the rare book stacks, many are not deemed to be

Paper.docx & w = al Paper.docx S w =

Email Link
Copy Link to Clipboard

uld you like to share this file?

|
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Uploading files

A limitation of the Dropbox app is that it only allows you to upload pictures and videos. To
upload pictures, tap the “Upload” button at the bottom of the screen. You will have to authorize
location access. Once you do so, your camera roll is displayed, and you can select multiple images to
upload. You may choose a specific upload location and place these files within a subfolder by tapping
the button at the bottom of the screen. Then tap “Upload” at the top, and your files will be uploaded
to your Dropbox. In addition to appearing in your main Dropbox folders, these files will also appear
as recent uploads within the uploads tab. To upload additional files, tap the plus-sign button in the top
right corner of the uploads tab.

iPad =

Photo Mar 21, 1 55 21 PM.jpg
36.0KB, Uploaded just now

Photo Mar 21, 1 55 03 PM.jpg
111KB, Uploaded just now

19 Photos

Choose an upload location.

{ _E Dropbox
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