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What are these icons?

Google Docs: Write a letter, resume, or other
document.

Google Sheets: Create a table to organize
|

information and perform calculations.

Google Slides: Create a presentation to display

\:i on a large screen while you are giving a talk./

Vocabulary
Upload: Copy a document or file from your computer or flash drive to the internet.

Download: Copy a document from the internet to your computer or flash drive.

Share: Allow other users to see (and potentially edit) files you have in your account.
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Navigate a Document

Double click to change the

title of your document. oz} M Share documents.
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to your Google Drive.

fis many people have noticad, the 5: Drive can sometimes be a little cluttered. This
leads to many people having issues finding the files they need when they need
them.

Thiz is a guide for staff to delete unneeded/unused files,
First, back up all of your files onto a flashdrive or an external harddrive. Most

locations have fewer than 4 GB of files saved to their folder in the §: drive, so a
relatively small lashdrive would suffice.

1. Create a new folder on root level of vour staff drive.
a. Right click in white space
b. Click on New
¢ Click on Folder
2. Mame that folder "Backed Up”
3. Az you use any file in the Backed Up folder, move it to the root level of vour
staff drive.
4, Give your team 3 - 4 months to move files over,
a. Use this time to create a file structure that makes sense to your team.
b. If documents logically fit in two places, create a shortcut link instead of
two separate copies of the document.,

Other things to know about Google Drive

Drive is an app that is provided with your Google account.

You can share a doc with a non-gmail address, but the person can only view
it, not edit it or comment.

Google Drive also has spreadsheets, forms, presentations and drawings.
Check them out under the Create button in your Google Drive homepage.

Suggestions for how to use Google Drive

Create and store your resume Maintain a budget
Create a contacts list Backup important documents and files
Backup photos from your phone Share travel plans and documents

Share your poetry with friends Do your homework
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Upload a File

Uploading files to the internet means that you are making a copy of a file, like your resume, and
putting it on the internet. You can also upload files to Google Drive to use it like an online flash
drive. This allows you to access your files from any computer that has an internet connection!

DENVER

Click on New.

Owner

[ »1 Click on File upload.
| File upload

- B3 Folder upload

me

18 Jennifer Lay

\C - Cellaberative Tools Advisory Committes Heath Young
|
B GoogleDocs me
Google Sheets
zdia Standard Replies Janet Ryan
[ Googleslides
More » Ms Tracy Treece
B Kronos Tracy Treece

°Find where your file is saved:

+Kristen Squee

Last modified

Apr19, 2014 me

Jan 22, 2015 Zeth Lietzau

Apr 27,2015 Rebecca Czar...

Feb 11,2015 me

Mar 25, 2015 Janet Ryan

Dec 5, 2014 Tracy Treece

May 4, 2015 Tracy Treece

°© 1@
iz 0 9
File size

Does this look familiar? It should! It's the same process as saving or opening a file from your

flash drive!
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Downloading

Sometimes it’s necessary to use a file saved on Google Drive in another software or webpage.
Downloading saves a copy of a file from your Drive to your computer. Once it’s saved to your
computer, you can upload or change the file as needed.
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WHERE TO GET MORE HELP:

The CTC: come to the desk and ask for help, schedule a 1-on-1 tutoring lesson, come to
more classes, or attend one of our open labs to answer your questions.

Google Drive Support Center: http://support.google.com/drive
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