Google Drive/File Basics
Getting to Drive:
You must be signed in to Google in order to access your Drive. If signed in, you can get to Drive in the following ways: by clicking on the Apps icon in the upper left corner or the upper right corner of your screen, by selecting the Google Drive icon on the bookmarks bar (if you’ve added one), or by typing “Google Drive” in the Google omnibox.







Google Drive: left screen options:
· New: Click on this to create a new Google file (Doc, Slide, Spreadsheet, Form, etc.).
· My Drive: My Drive is lot like the H drive, but accessible from anywhere via the web. Drive contains the files you have created or chosen to store on Drive.
· Shared with Me: Files/folders others have chosen to share with you. Sometimes you will get an email indicating someone has shared files; sometimes they will just appear in SHARED WITH ME without notice.
· Recent: Clicking on RECENT brings up the most recent files you have opened. This is often the quickest way to find that file you were working on yesterday.
· Starred: Files you have marked as important. Clicking on STARRED will bring up only the starred files.
· Trash: Items you have trashed will remain in trash until you choose to permanently delete them.
[image: ]Shared Folders: The person in the icon indicates a folder shared with others (or a shared folder you have chosen to move to your drive).
View Options: You may view Drive contents in a list or grid view. List view allows you to see more files at one time.
Sort Options: Organize files by name, last modified, last modified by me, or last opened by me.




[image: http://noncached.gcflearnfree.org/topics/194/2015_create_start.png]Creating a Google File:
1. Select the red NEW button on the left side of Drive. 
2. Choose the appropriate file you need to create (doc, spreadsheet, slide, etc.). NEW also allows you to create a new folder on your drive, upload a file (Word, PPT, PDF) for storage on Google Drive, and upload an entire folder (perhaps an H drive folder you want access to on Drive).
3. [image: ]Once you have created a document, rename it. Highlight UNTITLED DOCUMENT and then rename the document. Renaming works the same way whether you are using Docs, Slides, or other tools.NOTE: 
There is no SAVE option in Google products. Google automatically saves files as you work on them.


Docs=Word; Slides=PowerPoint; Sheets=Excel
[image: ]Whether Google Docs, Slides, or Sheets, the programs function similarly to the corresponding Microsoft products, but you will notice fewer advanced options in the Google products. Items in the toolbar are also similar to the Microsoft features.

Moving a file to a folder:1. Click on the gray folder next to the title of the file.
2. You may choose to move the document to an existing folder or you may create a new folder. To create a new folder, select CREATE A NEW FOLDER and name the folder. 
3. To move a file to an existing folder, select the destination folder.
4. Click on MOVE.


















Organizing Drive:
· [image: http://ift.tt/1xWD1dr]Drive files will be easier to find if kept more organized through the use of folders. You can move items to folders using the method described earlier or by dragging files to the appropriate folders in Drive.
· You can also create subfolders within folders. Right click on the main folder, select NEW FOLDER, and name the new folder.
· Right clicking on a folder will also give you the option to change the folder’s color. This adds another level of organization to Drive.

Sharing a Google File: Google gives you the option to share files in your drive with other Google users. When you share a file, you decide what kind of rights others will have with the shared file. There are three basic rights levels for any Google file:
· Can Edit: Others who have access to the file are allowed to make changes to your original file.
· Can Comment: Others can view the file and make comments, but they cannot make any changes to the original file.
· Can View: Others can view the file, but they cannot make any changes nor can they make comments.

1. Select the blue SHARE button in the upper right corner of the file.
2. [image: ]To get a better view of sharing options, select ADVANCED in the lower right corner of the popup box.
3. You are the owner of any file you create. You can choose to share the file by sharing a link or by selecting specific people with whom to share the file.
4. To share with specific people, enter their name(s) in the Invite People box. Email addresses will automatically pop up as you enter names. 
5. Select the appropriate sharing option: edit, comment, or view.
6. Owner settings: This allows you to control the file. By selecting the appropriate boxes, you can prevent others from changing the access settings as well as prevent others from copying, printing, or downloading a file.
7. Once you enter names, you will also be given the option to “Notify by Email.” Alerting people by email is the best way to notify others; otherwise they may not be aware of the shared file. 
8. Files are initially labeled as private until you choose to change that. To do so, select CHANGE, just to the right of “Private: Only you can access.”
[image: ]
Link Sharing
You may also choose to share a Google file by sharing a link. After you click on CHANGE in step 8, you will open a box that gives you further options. The options for link sharing are listed to the right. The options allow you to decide how public you want a file to be—open to anyone, open to anyone with a link, open to only WDMCS users, or open to only a chosen group of people.

Once you select the option you want, select SAVE.

Collaborating on Google Files:
One of the major advantages of using Google Docs, Sheets, and Slides (as well as some other products) is the ability to have multiple people working on a shared file at the same time. This option is in play once you’ve shared a file—no additional step needed.  Icons in the upper right hand corner of the file will indicate whether other people also have a file open at any given time.
Icons/photos indicate others who currently have a file open.
Different colored cursors indicate where others are working in the file.



[bookmark: _GoBack]
1

image4.png
& Drive My Drive

Name

Folder

File upload

Folder upload

Google Docs

b

Google Sheets
[ Google Slides.

More >




image5.png
~ = C f & httpsy//docs.google.com/docum
e @ O 8 © & MyDrive-Google..

Untitled document
Fie Edt Vew e Fomst Toos Tee Adbons Hep

B e AT e | ematt - | am





image6.png
File Edit View

ST

Insert  Format

Tools Table Add-ons Help

100% - Normaltext - | Arial -

B




image7.png
Training Document
File E ew Insert Format Tools Tal ddons b

Move to

Item is currently in Il My Drive

~ v/ My Drive
AW
» I Classroom
I3 Coaching Resources
» I Coaching/PDCF Documentation
I Curriculum Resources.
3 General Education Articles and Resources
» I Google Classroom
» B Google PD
B Google Training
» I Instructional Coach
> W My Classes
B3 NCTE Handouts
> BENEH

Create new folder (My Drive)

e





image8.png
Training Document
File E ew Insert Format Tools Tal ddons b

Move to

Item is currently in Il My Drive

~ v/ My Drive
AW
» I Classroom
I3 Coaching Resources
» I Coaching/PDCF Documentation
I Curriculum Resources.
3 General Education Articles and Resources
» I Google Classroom
» B Google PD
B Google Training
» I Instructional Coach
> W My Classes
B3 NCTE Handouts
> BENEH

Create new folder (My Drive)

e





image9.png
& Drive My Drive +

Name
B HubSpotIns Open with
My Drive
e B May2014D New folder.
Shared with Me B HubspotGre
=] HuwtoTu.j o s
frecent B slog Traii
B Authorgioy G Getlink
Starred
B AuhorBiol g oo
Trash Brainstorm:
Contactsfor T Addstar
Best Backy Change color
B BlogPostid




image10.png
Sharing settings

Link to share (only accessible by collaborators)
https://docs google.com/a/wdmcs.org/document/d/1KNrT1vjqjOgJ_t-uJdzTQIhII3Gh:

Who has access

6 Private - Only you can access Change.

Shannon Johnson (you) Is owner
johnsons@wdmcs.org

Invite people:

Enter names or email addresses # Canedit -

Owner settings Leam more
Prevent editors from changing access and adding new people
Disable options to download, print, and copy for commenters and viewers




image11.png
Link sharing

 ©n - Publc on the wed
Anyone on the Interet can find and access. No sign-in required.

On - Anyone with the link
Anyone who has the link can access. No sign-in required.

g On - West Des Moines Community Schools
Anyone at West Des Moines Community Schools can find and access.

On - Anyone at West Des Moines Community Schools with the
link

Anyone at West Des Moines Community Schools who has the link can
access.

Off - Specific people
‘Shared with specifc people.

Note: Items with any link sharing option can still b published to the web. Leam more

Cancel Learn more about link sharing




image12.png
/M What F Teachers Took o x T & My Drive - GoegleDrive x | B Valy Bngo card-cooc x|, S S &« = [ e
C # |8 https//docs.google.com/document/d/1dkBCSa2XIqQuS77PkVPsVATSy_ckTGNpVhseswz @ 72| @ e %, O & 3 ¢ wO4 e BE®G S
o © O B © &MDie-Goge.. & [@ [ WOM VPN M aved Tabs ) VHS Databases | (3 Other bookais

Imported From Firef.. [ Wellness [ Digolet [T] GoogleApps

Valley Bingo card ] johnsons@wd

File Edit View Insert Format Tools Table Add-ons Help Al changes saved in Drive n W Comments m

& ~ P 0% - Nomaltext -  BreeSert - 12 - B Z U A- coH -lE & /- =
1 2 3 [ s s 7 s s 10

‘NAME:

Ourgoal:  Increase collaborative efforts among our peers to increase student achievement





image13.png
/M What F Teachers Took o x T & My Drive - GoegleDrive x | B Valy Bngo card-cooc x|, S S &« = [ e
C # |8 https//docs.google.com/document/d/1dkBCSa2XIqQuS77PkVPsVATSy_ckTGNpVhseswz @ 72| @ e %, O & 3 ¢ wO4 e BE®G S
o © O B © &MDie-Goge.. & [@ [ WOM VPN M aved Tabs ) VHS Databases | (3 Other bookais

Imported From Firef.. [ Wellness [ Digolet [T] GoogleApps

Valley Bingo card ] johnsons@wd

File Edit View Insert Format Tools Table Add-ons Help Al changes saved in Drive n W Comments m

& ~ P 0% - Nomaltext -  BreeSert - 12 - B Z U A- coH -lE & /- =
1 2 3 [ s s 7 s s 10

‘NAME:

Ourgoal:  Increase collaborative efforts among our peers to increase student achievement





image1.png
= | &
M Misge Reimbursement \([E] Google - Google Search _x ! [E] “howtosetup Google . x \( % Setings x s

€ - C # 8 hitps//mail.google.com/mail/u/0/#inbox/14f84e7dce36dbbc O QW O0O6T & wO4=EE =
& My Drive - Google .. [ [ WOM VPN ™M [ C3J Imported From Firef.. [ Wellness [ Digolet [T] GoogleApps [ Saved Tabs 5 [P @i s

| | :





image2.png
= | &
M Misge Reimbursement \([E] Google - Google Search _x ! [E] “howtosetup Google . x \( % Setings x s

€ - C # 8 hitps//mail.google.com/mail/u/0/#inbox/14f84e7dce36dbbc O QW O0O6T & wO4=EE =
& My Drive - Google .. [ [ WOM VPN ™M [ C3J Imported From Firef.. [ Wellness [ Digolet [T] GoogleApps [ Saved Tabs 5 [P @i s

| | :





image3.png
QO My Drie - Google Drive. X

httpsy//drive.google.com/drive/my-drive

Aps @ o @ O @ @ & MyDrive-Google.. &) [ WoM VPN M [ 3 Imported From Firef... [*) Wellness [] Diigolet [T] GoogleApps

OS%063 ¢

wQ 4 e Nl

Saved Tabs () VHIS Databases » (] Other bookmarks

‘Shared with me.

Google Photos

Recent

Starred

Trash

Search Drive

My Drive ~

Name 1

AW

Classroom

Coaching Resources

‘Coaching/PDGF Documentation

Curriculum Resources

‘General Education Articles and Resources

Google Classroom

Last modified

Mar 5,2015 me

Aug 27,2015 me

Sep 23,2014 Vicky Rossan.

May 20,2015 me

Aug 26,2014 Vicky Rossa.

Aug 26,2014 Vicky Rossa.

May 20,2015 me

AZ

File size

©Q iohnsons@wdmes.org ~

[ -




