
Using Backup and Sync on your Mac 
 
The Backup and Sync application allows you to keep a folder of your Google Drive on your computer 
as well as backup other folders on your computer directly to the Google Drive server.  When you work 
on an item in any of these folders on your computer, the changes will be automatically backed up to 
your Google Drive whenever you have an Internet connection. 
 
 
To get started, go to your Applications folder and launch Backup and 
Sync.  Please set aside time to the complete the setup process and 
connect to power and your Ethernet cord before you begin. 
 
 
 
 
 
 
You will get a welcome screen—just click “Get Started” to begin setting 
up the application. 
 
 
 
 
 
 
 
Sign in with your district email address and password. 
 
 
 
 
 
 
 
 
Next you will decide which folders from your computer to backup to 
Drive.  Click “Got it” to proceed to the selection box. 
 
 
 
 
 
You have the option to upload the content of your Desktop, Documents, 
Photos, and other folders to drive.  Check the boxes beside the folders 
on your computer you wish to backup to Google Drive online.  If you 
do not see a folder you want, click on Choose Folder to open finder 
and select.  When you have made your selections, click “next.”   If you 
later want to make changes, you can do so by going to Preferences from 
the Backup & Sync icon that will appear in the top right toolbar on your 
computer.  Always save your files to the chosen folders so they can 
be synced to Drive whenever you make changes. 



The next step is to decided whether you want to sync the files from My 
Drive online to a new Drive folder on your computer.  If you have 
already been using the old Google Drive app, Backup and Sync will 
automatically see and use the Drive folder on your computer.  Click 
“Got it” to proceed. 
 
Remember, the Drive folder takes up space on you computer—if 
you have a great deal of content—especially music, pictures, and 
movies—stored in My Drive, you should not put all of that content 
on your laptop.  Choose to not sync or only sync some content. 
 
At this time, you can choose to sync your entire Drive or just certain 
files and folders to the Drive folder on your computer.  You can 
always change your Preferences later.  Click “Start” to begin syncing.  
Please keep in mind that this will take some time to complete—
especially if you have many GBs of files.  It is best to be connected 
to your Ethernet cord and power during this process.  If you must 
interrupt the sync, it will continue next time your machine is open 
and connected to the Internet. 
 
 
A number of messages will appear as your sync progresses. 
 
The first points out the new Backup and Sync icon that appears on 
your top right toolbar. 
 
 
The second lets you know that your computer files are now backed up 
in Google Drive online. 
 
 
 
 
  
You can now open files directly from your Drive folder on your computer or from any synced folders 
on your computer, and the changes you make will automatically be saved to Google Drive online when 
you are connected to the Internet.  If you are working offline, changes will save the next time you 
connect. 
 
 


