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Online sharing of 
documents: the mobile 
office
REBECCA SULYMA

SANJAY RAM

STEVEN HATCH



Goals
Review major cloud-based office programs

Explain basics of “cloud computing”

Provide brief introduction to how filesharing is used

Supply links for further information



Common programs used for research 
and research administration
Google

Docs

Sheets

Slides

Microsoft

Word

Excel

PowerPoint 

(This presentation is 
PowerPoint)



Google Docs
and MS Word



Google Docs (and MS Word) 
are good for…
Letters

Lists

Research proposals

Manuscripts

Resumés/CVs

Also can check your spelling & grammar
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Research Workshop II 
February 25th through March 1st, 2019. 

JFK Main Conflerence Room 

Monday February 25th, 2:00- 6:00pm 

Introduction to Workshop II: 

Course objectives, pre-workshop evaluation 

Patricia McQuilkin, MD, MS 

University of Massachusetts Medical School 

Research software and technology 

Use o f Google docs, Drop box, and other helpful t echnology 

Steve Hatch . MD, MS 
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Research Worksllog II 
February 25• through Ma:rc 1st., 2019. 
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mode as success" (p_ I)_ 
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Google Sheets
and MS Excel



Google Sheets (and MS Excel)
are good for…
Recording data with multiple variables

Making spreadsheets that can sort and store data

Creating budgets



Google Sheets
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Example:
HIV clinic cohort

(Excel)

From here, you
can make 

comparisons and 
start to ask 

questions of the 
data
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Google Slides
and MS PowerPoint



Google Slides (and MS PowerPoint)
are good for…
Giving presentations to an audience (Grand Rounds, research 
symposia, regional/international meetings)

Presents data visually (photos, movies, charts, graphics) in 
addition to verbally (text)

Google Docs and MS Word are the reverse (they emphasize text)
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Filesharing
and the Cloud



The Cloud

Your information “sits” on a 
computer server somewhere else, 

accessible by internet
Password protected (sometimes)

Your PC (or laptop) files “sit” on the 
hard drive, either inside or outside 

the computer



The cloud let you save lots of data,
and it lets you share

Second user accesses file on their
computers and edits it

Your PC (or laptop) files 
go to the cloud

Saved in the Cloud 
for further revisions



How much data do you need?

Word & Excel files are small (10-200 KB)

Pictures & graphics are small-medium (100 KB –2MB)

PowerPoint files are medium (1-100 MB)

Audio/Video is large (10 MB – GBs depending on length)

Currently all of my stored files total…

34 GB (or 3.4% of my total, as I have 1 TB avail!)



What’s free, what costs
Dropbox: 2 GB free; 1 TB $10/mo

Google Docs: 15 GB free

Microsoft OneDrive: 5 GB free

Microsoft Office 365 Personal (uses OneDrive): 1 TB $6/mo

1 TB = 1000 GB



Google Drive
(https://drive.google.com/drive/u/0) 

Easy group editing and in live time

Simple visuals

Best use is with Docs, Files, and Slides

If you have gmail account, can be easily linked

Compatible with Android phones, not iPhones

https://drive.google.com/drive/u/0
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OneDrive 
(https://onedrive.live.com)

Comes with Microsoft Office subscription

Uses Word, Excel, & PowerPoint

More versatile

Also compatible with phones (can’t upload docs to iPhones) 

https://onedrive.live.com/
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Dropbox
(https://dropbox.com) 
Does not have “stand alone” apps

Can also be used with phones, both Android and iPhone

https://dropbox.com/


Links
How to use Google Docs: https://www.youtube.com/watch?v=OBh8bMC7XEU

How to use OneDrive: https://www.youtube.com/watch?v=wINl89ab-g4

Dropbox intro: https://www.youtube.com/watch?v=zjSFC6pPkyk

Review of main features of filesharing apps: 
https://www.cloudwards.net/dropbox-vs-google-drive-vs-onedrive/

How to use Google Docs with Microsoft files: 
https://www.controlaltachieve.com/2018/03/office-drive.html

https://www.youtube.com/watch?v=OBh8bMC7XEU
https://www.youtube.com/watch?v=wINl89ab-g4
https://www.youtube.com/watch?v=zjSFC6pPkyk
https://www.cloudwards.net/dropbox-vs-google-drive-vs-onedrive/
https://www.controlaltachieve.com/2018/03/office-drive.html
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