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Google Drive
 Quick Start Guide 

Google Drive for Hootsuite
Synaptive’s Google Drive for Hootsuite app allows you to easily access your files on Google Drive in a Hootsuite 
stream, or inside Hootsuite’s publisher. View, search, upload and attach files to outgoing messages, all in Hootsuite. 
You can also save your outgoing messages, or, save interesting twitter or Facebook messages directly to your cloud 
files using the app’s plugin. 

 Getting Started 

1. Open the Hootsuite app directory and install the Google Drive for Hootsuite app
Once you have installed the app, you can access the app from within the Hootsuite publisher:

Or, you can add a stream to your Hootsuite dashboard 
by clicking the Add Stream button in your dashboard: 

Then click Apps, and finally select the app you want to 
add to a stream:
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2. Authorize the app
The first time you click on one of the cloud file sources, you will be asked to connect with Google Drive and 
authenticate:

Click the Connect button, and a new tab will open in 
your browser taking you to Google Drive to authenticate. 

Once you have authorized access your files, you will be 
returned to the Hootsuite publisher or Hootsuite stream, 
and the root directory of your files will be displayed:
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3. Hootsuite Publisher
The Hootsuite Publisher version of the app allows you to browser your files, search for specific files and attach files 
to outgoing messages. 

In the app’s menubar, there are a variety of options. 

Clicking the settings Icon         will allow you to 
disconnect the current cloud file account, and then 
reconnect with a different one:

Clicking the Sort-by menu, allows you to choose the 
order in which you want to view your files:

Clicking the search box and entering text will search 
your cloud files for files that contain the text.

Once you’ve found the file you’re looking for, select it from 
the dropdown menu, and it will be displayed in stream:
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4. Interacting with files

Clicking on the image will display a popup with an 
enlarged version of the image. At the bottom, there are 
3 options for dealing with files:

1. Attach & Compose

2. Download

3. Properties

Attach & Compose 
Clicking the Attach & Compose icon          will select the 
current image, and add it to the Social Network 
compose box, allowing you to share the image with your 
social media posts. 

Download
Clicking the Download icon         will download the 
current image to your computer. 

Properties
Clicking the Properties icon           will display the 
properties for the current image:

From the Properties panel, you can Attach and 
Download the image, however you may also open the 
file on Google Drive by clicking the            icon to the 
right of the file name.
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5. Hootsuite streams
In addition to being able to access your files from within 
Hootsuite’s publisher, you can access them from a 
stream. 

In the app stream’s menubar, there are four options: 

�� Create a folder

�� Upload a file

�� Search for a file

�� Settings

Clicking the Create a folder icon            allows you to 
create a new folder in the current directory

Clicking the Upload to this folder icon           allows you 
to upload a new file to the current directory

Search for a file         will display all files that meet your 
search criteria.

From the Settings menu          you can disconnect the 
current account, and then connect with a new one. 

Folder Navigation

Just below the app’s menu bar, is the folder navigation 
strip. Clicking on a folder will take you to that folder, and 
display all of the file/folders contained in it. 

In-stream Options

Clicking the Share link on Hootsuite icon          will 
obtain a link that you can share, and add it to the 
network compose box. 

Clicking the Download icon          will download the file 
to your computer. 

If the file is an image, clicking the Attach icon         will 
attach  to the network compose box, and you may select 
it to include in outgoing social media messages. 

If a preview of the file is available, clicking the file name 
will show it. 

Clicking the Date will open the file in Google Drive. 

googledrive-2.png
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6. App Plugin
Google Drive for Hootsuite allows you to save your 
outgoing messages, or, save interesting messages you 
find on Twitter and Facebook, directly to your cloud files. 

When you first install the app, if you have chosen to install 
the plugin you may configure the plugin’s functionality at 
that time. After that, you can only configure the plugin by 
clicking the Settings icon in the app’s menu bar, and then 
clicking the Configure Plugin button. After you have clicked 
the button, the following dialog will popup:

There are two separate sets of settings:

i) Network Selector Plugin Settings

ii) Stream Plugin Settings

Network Selector Plugin Settings allows you to 
configure the behaviour that occurs when you select a 
cloud file source from the network selector:

Stream Plugin Settings allow you to configure what 
happens when a user chooses “Send to” in a Twitter or 
Facebook stream:

Each function has the same set of options:

i) Prompt me

ii) Save to separate files

ii) Append to the same file

Prompt me will ask you each time what you want to do, 
i.e. Save to an individual file, or, Append to an existing file.  
If you choose Save to separate files, you will be asked to 
select a folder, and each time a new file will be created in 
the selected folder. Selecting Append to the same file, 
will ask you to select a file that posts will be added to. All 
posts will be saved to the file you have selected.

File Formats
For the Google Drive app, you can save posts to a text 
file, or, to a Google Sheets file. 

7. Questions?
If you have any questions regarding Google Drive for 
Hootsuite, please feel free to contact us via our support 
system at:

http://support.synaptive.com/customer/portal/emails/
new

http://support.synaptive.com/customer/portal/emails/new
http://support.synaptive.com/customer/portal/emails/new

