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Introduction to Google Drive 

 

Objectives: 

 Learn how to access your Google Drive account 

 Learn to create new documents using Google Drive 

 Upload files to store on Google Drive 

 Share files and folders with others using Google Drive 
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Your Google Drive Homepage 

 

 

 

Vocabulary 

Apps Tray: Shows all of the features included with your Gmail account. The icon looks like this:   

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 Google Drive. 

Sync: Short for “synchronization,” this is when Google Drive duplicates files on your device in “The 

Cloud.” 

The Cloud: Many people get confused by this term, but it simply means online storage. 

 

Click New to 

create new files 

Access your Drive 

from the Apps Tray 

Your Drive – Where all your files 

in your Google Drive are displayed 

Search your 

Drive 
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Your Google Drive Menu 

 

 

 

 

 

Your Drive – Where all your files 

in your Google Drive are displayed 

Shared with me-a short cut to the 

documents you did not create but 

have access to 

Google Photos-a separate place 

where you can store just photos 

Trash-where deleted files are 

temporary stored  

Backups-If you have an android 

device and have used the backup 

feature, this is where the current 

copy to your device is stored 
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Navigating a Document 
 

 

 

 

 

 

  

Double-click the title to change 

the title of your document 
Use tabs at the top to get 

back to Google Drive 

Share 

Documents 

A few ways to use Google Drive 

 Create and store your resume (Using Google Docs) 

 Backup important documents & files 

 Write a paper (Using Google Docs) 

 Maintain a budget (Using Google Sheets) 

 Create a presentation (Using Google Slides) 

 Share documents with friends 

 Have a group all work and contribute to the same document at once (All 

formats)  

  
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Uploading a File 
Uploading files to the Internet simply means you are saving a copy of a file on the Internet. Uploading 

files to Google Drive allows you to access your files from any computer with an Internet connection! 

 

Step 3: Find where your file is saved on your computer

  

Step 1: Click 

on NEW 

Step 2: Click on 

FILE UPLOAD 

Step 3c: Find the FILE 

Step 3d: Click OPEN 
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Downloading Files 
Downloading saves a copy of a file from your Google Drive to your computer. Once it is saved to your 

computer, you can upload or change a file as needed. 

 

 

 

 

 

Right-click on the file you 

want to download 

Then click 

Download 

Your file will automatically be saved 

in the DOWNLOADS folder 
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Google Drive for PC/Mac Computers: 

Download this program to your computer for easy syncing. With this program, when you save files to 

a Google Drive folder on your computer, it synchronizes your files to Google Drive on the web, 

making them available anywhere, at any time, on any device. Get it here:      

https://www.google.com/drive/download/ 

Google Drive for Mobile Devices: 

Android: Since both Android & Google Drive are Google products, Google Drive comes pre-

installed on your device! 

iOS (iPhone & iPad): Download the Google Drive App for FREE in the App Store. 

 

For More Assistance Using Google Drive: 

At the Library: Visit the reference desk for help, or schedule a 1-on-1 tutoring session. 

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

  

https://www.google.com/drive/download/
http://support.google.com/drive
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Google Drive Word Search 
 

W O Q T L R I Z U V L D Z A X D H H 

R M R F T T V O E N R O Y I E A O B 

F A I Z E O I I O P Y W L N D O L Z 

Y C T P U A H J L N T N C K F L V F 

C E U A W Q A O M J T L U L N P K J 

W S W G O N P V M W W O B Z O U A X 

U M V Z N R P G X J O A I E M U L F 

D H O K D S S F A V D D V S J M D N 

U R G E C F O T H G P I K H O D O N 

S C O D Z U L W H A R F K O B D T E 

L H L V J C S G S D M J G H Y B Z K 

R T S H A R E M I W M O R X D E I D 

J C G E T L F Y T M O E B I Z F P Z 

N K X W D P D G P G O Z L X E S W A 

Y L R V E I H E L R U Z O C G Y A Y 

S T E E H S L E Q L Y L T N N R R A 

A L H N E T V S Z N Z U K F F Y O B 

X L T Z P U I Y H O V G A V C L S T 

 
    APPS   CLOUD 

    DOCS   DOWNLOAD 

    DRIVE   GOOGLE 

    SHARE   SHEETS 

    SLIDES   SYNC 

    THE   TRAY 

    UPLOAD 

 


