CONTRACTS AND GOOGLE DRIVE - HOW TO SAVE AND SEARCH

TO ACCESS GOOGLE DRIVE AND SAVE A COMPLETED CONTRACT,
FOLLOW THE STEPS BELOW:

STEP ONE

#F Quick access

[ Desktop
{ Downloads
|=| Documents

= Pictures

- Ooogle Drive (G ——

STEP TWO

Mame

3] My Drive

Fel Shared dirives < g—

STEP THREE

Mame

e

P Contracts  —
4 Data Governance Committee
4 Finance and Administration
" Proposal Library

I 55 5U Public Information

STEP FOUR - SAVE CONTRACT IN THE APPROPRIATE DEPARTMENT FOLDER:

Mame

% Dean of Faculty Contracts

% Enrollment & Recruitment Contracts
Finance & Administration Contracts

% Marketing & Communications Contracts
% President Contracts

Student Life Contracts

% University Relations Contracts
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TO LABEL AND/OR SEARCH BY VENDOR, DATE, OR DEPARTMENT

The fields included for this label are:

e Vendor: User entered text value
e Date: Long format date selection
e Department: User selected drop down list

Edit label

Preview
Label name*
Contracts Contracts
Use this label to appropriately tag
Label description contract documents for easier searching
Use this label to appropriately tag contract documents for easier searching. *
(@ This label contains
When copying files required fields
Always copy label -
[ Vendor* = l
Fields
0/100
= Vendor* HEY [ Date® B l
[ Date HEEY) [ Department* - l
i= Department* H v
Permissions Edit
Add Fields 5} G
Status Published
Crostor Brandan Admin Account
Dieterich

Nov 30, 2022 -
Lastmedified  Brandon Admin Account
Dieterich

TO ADD A LABEL TO A CONTRACT DOCUMENT:

Right-click the document in question and choose Labels > Apply a Label
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Q. Searchin Drive

Contracts » Finance & Administration Contr... ~

Name

E Test Contrart

@ Preview

§»  Openwith >
2+ Share

G2 Getlink

+ Addto workspace »
[ showfilelocation

{&, Add shortcut to Drive

& Approvals

Move to

Y¢ Add to Starred

2. Rename

[ Labels >
|_D Make a copy

(D Reportabuse

4, Download

] Move to trash

SELECT THE CONTRACTS LABEL

View labels

Apply alabel

Last modified

9:23 AM me

—F
=
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e Apply label to 1item

Q, |Search labels

APPLIABLE LABELS
[ Contracts

[ File sensitivity

YOU’LL THEN BE PRESENTED WITH INFORMATION TO COMPLETE ABOUT THE

CONTRACT:
F

e Apply label to 1item

[ Contracts Change label

() This label contains required fields

Vendor* =

0/100
Date* |
Department* -

Cancel Apply to 1 item
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Once done, click Apply and the label is assigned to the document.

To search for a specific contract, you can use any of the above labeled items as a search
parameter.

Click the slider icon in the search bar to open advanced search features.

Q, Search in Drive

Select to search labels and choose the Contracts label

Type Any A x
Owner Anyone -
Has the words Enter words found in the file
ltem name Enter a term that matches part of the file name
Location ANYWHERE
[ intrash [ starred [ Eencrypted
Date modified Any time -
Labels [ Q, [Search labels J

SUGGESTED LABELS

[ Contracts

Approvals zd by me
ALL AVAILABLE LABELS

Shared 1o [ File sensitivity

Follow up - -

LEARN MORE RESET m
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Once selected, add the field(s) you would like to search on and enter the
terms/dates/department you need to find.

Labels [ Contracts
‘ l Vendor +
Date
Department
Approvals [[] awamngmyapprovar |_J Kequesteo oy me

Shared to Enter a name or email address...



