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Store, Share and Sync Files and Folders



Google Drive is a free Google App that places all of your files within reach from any 
smartphone, tablet, or computer. All your files in Google Drive – like your videos, photos, and 
documents – are backed up safely so you cannot lose them. You can easily invite others to 
view, edit, or leave comments on any of your files or folders.

Unit: Collaborative Tools

Standards: Interpretive Communication, Presentational Communication

Pedagogical Concepts: Sharing and collaborating on teaching/learning materials

Duration 1.5 hours (including application and practice)

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

Level Beginner/Intermediate

OS Mac/PC (Web Based)

Overview

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


Session Goals

TELL Criteria Evidence/Product

PR5a: Participants participate 

in professional learning 

networks and/or professional 

organizations

Participants contribute and 

learn from posting to the 

Google Drive associated 

with the workshop.

TELL Criteria Evidence/Product



If you already have a Google Gmail Account, open it 

now.

If you do not have a Gmail account, follow the 

instructions in Preview to learn how to create a 

Google Account and access your Google Drive.



GOOGLE Drive

Preview
Step by Step Instructions



Click on https://www/google.com/drive/ to 

open Google Drive in your browser.

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


Click on Create an 

account for free.



Complete the account 

application, then click 

Submit. 



Enter your credentials 

(email and password) 

then click Sign In.



Click Next to explore the features in 

Google Drive. 



Explore the Google Drive Tutorial, double click to open it.



STOP: Create a Google Drive account

and explore the tutorial before

proceeding.



Google Drive
Uploading and Organizing Material 

NEXT



Drag a document from your desktop to Google Drive, and it will 

start uploading to your Google Drive.



Note that your file is uploading. 



Right click on your file 

and the drop down menu 

will open. You can 

bookmark your file by 

adding a Star to your file 

from the Drop Down 

Menu.



To access your starred files, click on Starred in the Side Bar Menu. 



To change the view of your files you can either switch between Grid View 

and List View, or you can organize your files in A    Z order. 



Click on i  to access information about your folder, like file kind, 

sharing information and status.



Create a Folder in Google Drive

Click on New in your Side Bar Menu, then click on New Folder.



Give your folder a New Name, then click 

Create.



To add a file to your new folder, 

simply drag it to the new folder.



Find a file on your desktop/computer to upload. Files can be 

images, videos, or documents (Word, PDF, PowerPoint, Excel).

Bookmark your document with a star. 

Create a folder, give it a name and add your files to it.

STOP: Upload and organize files in your 

Google Drive.



Google Drive
Creating Documents, Spreadsheets 

and Presentations

NEXT



Click on New in the Side Bar Menu. Click on Google Docs.



Write or paste your text. Note that Google Docs has similar functionality to 

Microsoft Word. You can add script, images, web links, tables and more. 



Give your file a name.

Click on File, and choose Rename from the Drop Down Menu. 



Type the name and click Save.



Click on New in the Side Bar Menu. Click on Google Sheets.



Create a spreadsheet, as you would with Microsoft Excel.



All documents in Google Drive save automatically. 

If you wish to give it a new name, click on File to open the Drop 

Down Menu, then choose Rename.



Type the name and click Save.



Click on New in the Side Bar Menu. Click on Google Slides.



Choose your slide template, then click OK.

You can add different slide templates, and rename your Slide, if 

you would like. The files saves automatically.



STOP: Add files to a folder in your

Google Drive account

Create a Document, a Spreadsheet and a Presentation. 

Add some content to each file. You can cut and paste 

content from a similar file on your computer. Save your file 

with a new name and add them all to one folder in your 

Google Drive. 



Google Drive

Sharing and Editing Materials



Click on        to share your file or your folder.



Enter the email addresses to share with other people, choose

whether they can view or edit your file or folder and then click send.



You can select the degree of access for your collaborators. 

With maximum access, your collaborators can edit the file 

and its contents, or you can only give them access to 

comment, or only view. Note that view access limits access 

to reading and viewing the file and its content. 



You can also share your file or folder by sending a web link to your 

collaborators. Click on the chain, a window with the URL opens and 

you can copy the URL and send by email, or text to your 

collaborators.



You can also choose how your link can be viewed: 

If you select Public, anyone with the link can view what you share. If 

you select Private, individuals with the link must to log into their 

Google Drive account to see the file.



Enter the email addresses to share with other people, choose 

whether they can view or edit your file or folder and then click send.



Click OK to share.



Make sure you name your file/folder before saving and sharing.

NOTE: To share a folder, you need to access Google Drive 
on the Google Chrome Browser.



You have completed the Module.

Time for Reflection
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