
Your OU email is powered by Gmail. You already have 
an Google Drive & Calendar account, you navigate to 
it from your webmail. You can keep your inbox clean 
by !ltering and labeling your email.

Google Calendar lets you put all of your events and 
meetings into a calendard and you can share/invite 
others to the events as well.

Google Drive allows multiple viewers to edit a Google 
doc live, online, in real-time. No more worrying about 
who has the latest !le, no more emailing yourself !les!

3rd party website for storing 100 free passwords. You can sort by 
keywords, and store other account information into each 
password. It can even generate super-secure passwords, and you 
can install an ‘auto-login’ button in your browser so Passpack can 
log you in.

3rd party options for cloud !le storage. Makes storing 
!les easy and accessible. Files sync online from a 
designated computer folder

These websites have apps for smart phones and 
tablets. Box and Dropbox both integrate with Moodle 
LMS.

You can encourage use of cloud storage to  your 
students so they don’t lose !les. Each one has di"erent 
incentives on sharing referal links to get more space.

SpiderOak has the highest encryption.  As a part of 
their overall ‘zero-knowledge’ privacy environment, 
any !le or folder you put in SpiderOak remains 100% 
private and visible to you and only you. Other 
companies use encryption in some form, but their 
employees can read your data!

3rd party sites for to-do lists

Makes lists and memos easy to access, 
you’ll never have to worry about forgetting 
your paper or losing it.

You can share lists or memos with others.

Stop emailing yourself !les and passwords!
DIGITAL ORGANIZATION WORKSHOP

CLOUD STORAGE

TASK MANAGERS

PASSWORD MANAGEMENT

GOOGLE APPS

Making sense of cloud sharing, !le storage, and
password organization.

Wunderlist
www.wunderlist.com

Google Tasks
mail.google.com/tasks/canvas

SpiderOak 2GB start
www.spideroak.com

Dropbox 2GB start, 16GB limit
www.dropbox.com

BOX  10GB start, 100GB limit
www.box.com

Copy 15GB start, no limit
www.copy.com

Passpack
www.passpack.com

Google Email (!lter and label mail)
webmail.oakland.edu

Google Calendar (schedule meetings, etc.)

Google Drive (create, share, collaborate,
 and save documents)

NOTE:

-  Personal  cloud  storage  solutions  are  personally  funded;;  they  are  not  eligible  to  be  paid  for  with  university  funds  nor  is  the  expense  reimbursable.    It  is  an  out-of-pocket  expense.

-  Oakland  University’s  Policy  #860  Information  Security  defines  different  classifications  for  data  and  different  data  stewards.    Data  stewards  have  to  approve  the  storage  location  

    of  data.  Some  data,  such  as  Confidential  Data,  have  specific  security  requirements.

-  External  funding  sources  may  have  specific  data  storage  requirements.    Care  should  be  taken  to  meet  the  security  and  storage  requirements  established  by  external  funding.

-  Some  data  storage  requirements  require  that  the  data  be  stored  in  the  United  States.    Even  if  a  company  is  in  the  U.S.,  the  data  storage  farm  may  not  be  in  the  U.S.,  and  

      therefore,  some  original  intellectual  property  or  research  should  not  be  stored  in  most  cloud  services.

-  Departmental  documents  (those  documents  shared  among  a  department)  should  not  be  stored  off-campus.

-  Oakland  University’s  UTS  outline  is  here:    http://www.oakland.edu/uts/storage/options


