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WHAT IS CLOUD STORAGE 

When creating a digital file, 

most people will save the 

file on the computer itself or 

on a small flash drive. Both of these 

methods require direct access to the 

specific device on which the file was saved 

to retrieve the file.  

Cloud storage offers 

another way to save files 

that makes them available 

to you on any device with 

an internet connection.  

Similar to a public 

storage facility, online 

companies offer space 

for you to keep your 

digital files on a large 

computer, or server, that they keep in a 

secure location. 

To access the cloud storage, visit the 

company’s website and create an account. 

Most companies allow a certain amount of 

storage for free use, with the option to buy 

more storage if needed.  
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DIGITAL SPACE 

Just like a 1,000 page book will 

take up more space on a shelf 

than a one-page flyer, digital 

files take up “space” on the 

computer. The amount of info in 

the file determines how big the 

file is. There is a specific set of 

measurements used to describe digital 

space. 

 

A Byte is one of the smallest measurements 

used to describe computer space, and is the 

base level used for the most common file 

sizes. Most documents or small files will be 

several Kilobytes (KB, or roughly 1,000 

Bytes). Larger media files or very large 

documents take up several Megabytes (MB, 

roughly 1,000 KB).  

 

Devices and cloud storage sites typically 

measure their available space in Gigabytes 

(GB, roughly 1,000 MB) or Terabytes (TB, 

roughly 1,000 GB). Cloud storage services 

typically offer between 2-15 GB of free 

storage space. You can purchase extra 

space up to one TB through most cloud 

storage services. 
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Notes 

DIGITAL SPACE 
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UPLOADING FROM A DEVICE 

Adding files to cloud storage 

from a device, such as your 

computer or a flash drive, is 

called uploading. In your 

cloud account, there will be an 

option to add or upload a new 

file. You can usually upload 

more than one file or a whole 

folder at a time. 

Moving a file from the 

internet to a device is called 

downloading. To download a 

file, click on the download 

icon, which may be indicated 

by a downward pointing 

arrow. You will be prompted 

to rename the file and 

possibly save it to a specific 

folder.  

DOWNLOADING TO A DEVICE 
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Notes 

OFFLINE EDITING 

Some mobile devices may allow a copy of a 

file to be saved offline. These files are then 

always available via the app used to store 

the file, even if the device is not connected 

to the internet. 

SAVING FROM THE INTERNET 

There may also be options to save or share 

directly to cloud storage from other 

internet sites, such as an email account or 

personal or corporate webpages. 
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Notes 

SAFETY 

 Create strong passwords 

and do not share them 

with anyone. 

 When transferring data to 

or from the cloud, make 

sure you are using a 

system that encrypts your 

files so that they cannot 

be stolen. 

 Hackers are more likely to 

attack the whole cloud versus your 

individual files. 

 Data isn’t immune to search and seizure 

laws. Storage companies could be served 

a subpoena and must comply. 
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BENEFITS OF CLOUD STORAGE 

 Can access files from anywhere 

at any time on any device with 

an internet connection 

 No need to carry around a flash drive or a 

specific computer that holds the files. 

 Can download files on any device with a 

compatible program 

 Can share files and collaborate with others 

 Automatically syncs files to the cloud’s 

application on all devices with an internet 

connection 

 Some cloud companies offer the capability 

of creating and editing files within the 

cloud. 

 Offers a secondary place to save files. 

(Note: for better protection, this should 

not be the only place where files are 

saved) 

 Does not take space on your computer or 

device 

 Cost effective; most cloud companies 

offer limited free storage, with a small 

monthly fee for larger storage capabilities 
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CLOUD STORAGE SERVICES 

 

Google Drive 

 drive.google.com 

 

 

Microsoft OneDrive 

 onedrive.live.com 

 

 

Apple iCloud 

 icloud.com 

 

 

Box 

 box.com 

 

 

Dropbox 

 dropbox.com 

 

 

Amazon Drive 

 amazon.com/clouddrive 




