Technology Training at EBPL

ebpl.org/techtraining

Intro to Google Drive
Overview
Online Tutorial: https://edu.gcfglobal.org/en/googledriveanddocs/
You can store your files securely and open or edit them from any device using Google’s free
cloud storage service Google Drive. You get 15 GB of space in your Drive for free. You can
upload existing files/ folders for storage, or create new files. You can then view, organize share, and edit the files stored
on your drive.

Types of files
●
●
●
●

Documents
Images
Audio
Video

Sign into Google Drive
Exercise 1
1.
2.
3.
4.

Open an internet Browser (Internet Explorer, Firefox or Chrome)
In the search box type “Google” or “Gmail” and press Enter.
Find the “Google” or “Gmail” link, click the link.
The “Google” or “Gmail” Starting page will appear, as shown below.

5. Find the Sign in blue button at the top left corner of the window.
Click the Sign in button.

6. The Sign in windows should appear.
7. Enter your Email as xxxxx@gmail.com. Click Next.
8. Enter your Password and Click Next. You are signed in, once you have
a window similar to the picture below.
9. Then find the Apps Button and click the Apps Button.

10. Once you click the Apps Button, you
Google Drive Icon, the green, blue and yellow triangle.
Intro to Google Drive

will see a menu as shown below. Look for the

Fall 2019

11. Now you are inside your Google Drive, you
can see a menu on the left to create new
documents and a list of documents on the
right. That’s where the documents you
create will be listed. You google drive will
look similar to this picture.

GOOGLE DRIVE FOR MOBILE DEVICES
Available for free both iOS and Android, the
Google Drive mobile app allows you to view and
upload files to Google Drive using your mobile
device. You can download to your cell phone or
tablet, use the recommended method for your
device i.e. Google Play or Apple Store.

Popular mobile Google App
Google Drive, Google Sheets and Google Docs.
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Uploading and Downloading Files
On your computer, you can upload from Drive or from your desktop into private or shared folders. You can also
download files from drive for access on your computer.

Exercise 2

Upload from Computer Folder
1. Click New in the top left.
2. Select File upload or Folder upload from the
menu.
3. Go to the Computer Training Document. Find the Google
Drive Folder. (GO TO YOUR OWN COMPUTER
AND FIND FILE) and follow the same steps.

4. Select the Google drive folder, as shown below, and click Open.

5. Then select the file named: “Word I First Letter.docx.” (a file on your computer) And click Open.
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6. Google Drive will display a window on the bottom left corner of the screen, confirming the status of the upload.
Once the upload is complete, you will see a message similar to this:

Upload Files with the Same Name
If you upload a file with the same name, Google Drive will upload the file as a revision of the file already in Google Drive.
To keep both files:

Exercise 3
1. Upload the file named: “Word I First Letter.docx.” (same file you used before from your computer) and follow the
same steps.
2. When the Upload Widows appears, click Keep as separate file.

3. Google drive will assign a version to each similar file, for this example the second file upload will be Version 1
and the first file uploaded will not have a version.
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Download a File
Exercise 4
Download files from Google Drive using a computer or an Android device.
1. Click the file you want to download. Select the file named: “Word I First
Letter.docx.”
(To download multiple files, press Shift or Ctrl while clicking
other files.)
2. Right-click and click Download.

Choose Type of File to Download
Exercise 5
1.
2.
3.
4.

Open Document
Go to File
Choose Download
Select the type of file to use to download file i.e. PDF, Microsoft Word,
etc.
5. Select Type of File
6. File is download to your device. Look for the file in the downloaded folder if you cannot find it.

View, Open, and Create Files
With Google Drive on the web, you can view things like videos, PDFs, Microsoft Office files, audio files, and photos.

View a file
Exercise 6
1. Double-click the file named “Word I First Letter.docx.” (the file recently uploaded)
2. A preview of the document will show
3. On the document preview, click on “Open with Google Docs.”

4. Google Drive will open the document in Google Docs, which is equivalent to Word Document.
*There may be a small change made, in the formatting but not in the content, due to the conversion of the document
between platforms, but very minimal. It is a good practice to review the document just to be safe. Remember, you
always have the option to store your files in their original file format if you'd prefer not to edit files online.

Create a File
Exercise 7
1. Navigate to Google Drive
2. On the left click New and choose Google Docs
●

You may also choose:
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o

Sheets equivalent to Excel

o

Slides equivalent to PowerPoint

o

More:
1. Forms, Drawings, My Maps, Sites, Jamboard

3. Type your address
4. Name the file. At the top left corner, you will see the current name of the created file, which is: “Untitled
document.” Click inside the text and Type “My address”

5. The file will open in the selected app and be saved
automatically in the open Google drive folder. You may close this window.

6. Go to Google drive, and find your new file listed there, as below

Save a File
When you're online, your Google files will save as you type. You don’t need a save button. Anytime you make a change
to the document there will be a note above your document that says “All changes saved to Drive.” See below.

Organize Your Files
To organize your files in Drive, you can create folders to make files easier to find and share with others. You can use
Google Drive on the web, Android, iPhone, or iPad. Your changes will sync automatically.

Create a folder
Exercise 8
1. On the left, click New and then click Folder.

2. Enter a name for the folder: “My First Folder.”

5

3. Click Create.

4. The new folder created will show on your Google Drive as below.

Try It

Move a File or Folder
You can move an item from anywhere in Google Drive: the main window, the left panel, or search results.
1. Right-click the item you want to move.
2. Click Move to…

3. Choose or create a folder, then click Move.

Drag to a folder
1. Click and hold the item you want to move.
2. Move the item over the folder and release it.
Tip: Use the left panel to move items into any folder in Google Drive.

Make a copy of a file
1. Right-click a file.
2. Click Make a copy

.

Note: You can’t copy folders, only files.

Delete a file or folder
1. Right-click the file or folder you want to delete.
2. Click Remove.

Note: If you accidentally put an item in the trash, you can restore your item.

Delete and restore files in Google Drive
Move a File to the Trash
To remove a file from your Drive, put it in your trash. The file will stay there until you empty your trash. When you put a
file in the trash:
●

If you own the file, people you’ve shared it with can make a copy. Learn how to permanently delete a file.

●

If you don’t own the file, removing the file from your Drive only removes it for you.

To move a file to the trash:
1. Click a file.
2. Click Remove

.

Empty Your Trash
You can permanently delete an individual file or empty your
entire trash.
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●

After you delete a file permanently, anyone you’ve shared the file will lose access to it.

●

If you want others to be able to view the file, you can transfer ownership to someone else.

Empty Your Entire Trash
1. On the left, click Trash.

2. Make sure there are no files you want to keep.
3. At the top, click Empty trash.

Delete an individual file forever
1. On the left, click Trash.
2. Click a file.

3. At the top, click Delete forever

.

Recover a File from the Trash
If there’s a file in your trash you want to keep, put it back in "My Drive."
1. On the left, click Trash.

2. Click the file you want to restore.
3. At the top, click Restore

.

Find Files in Google Drive
You can find files in Google Drive, Docs, Sheets, and Slides by searching for:
●
●
●

File title
File contents
Items featured in pictures, PDF files, or other files stored on your Drive.

You can also sort and filter search results.

Get Quick Access to Your Files
Under "Quick Access," you'll see recent and suggested files.
●
●

To open a file, double-click the one you want.
For more options, right-click the file.

Search for your files
1. At the top, type a word or phrase into the search box.
2. On your keyboard, press Enter.

View Activity & File Versions
See changes made to your files in Drive and keep track of who
made those changes. You might see changes when someone:
●
●
●
●
●

Edits or comments in Google Docs
Renames a file or folder
Moves or removes a file or folder
Uploads a new file to a folder
Shares or unshares an item

View Past Activity
1. On the left click My Drive.
2. In the upper right, click Info

.

3. To see recent changes, click Activity.

4. To see the activity of a specific file or folder, click the file or
folder.
5. To see older changes, scroll down on the right side.
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Share Files from Google Drive (Video) SHOW
You can share the files and folders that you store in Google Drive with anyone. The people you share with will
always see the most updated version of the file.
Note: To edit Microsoft Office files with others, you'll need to convert
them to Google Docs, Sheets, or Slides.

Invite people to edit, comment or view a document
STEP 1: Choose what to share.
STEP 2: Choose whom to share with.
STEP 3: Choose what people can do with your file.

Exercise 9
1. Open the file by clicking the file “Word I First Letter.docx.” on
your Google Drive.
*To select multiple files, press Shift or C
 trl while clicking other files.
2. On the top left of the screen, click Share.

3. Under People, type the email address you want to share with.
For this exercise type this email address:

ebpltech1@gmail.com. Place your gmail address in the CC
field so you can see the demo.

*you are able to share with gmail and non-gmail addresses.
4. To choose what someone can do with your
file, click the Down arrow
comment for this exercise.

. Choose

a. You can give people permission to edit, comment or only
view your document.
5. Make sure Notify people is checked. To notify people that you are sharing the document with them and what
they can do with the document (edit, comment or view) verify that Notify people is checked.
*If Notify people is unchecked the person receiving the document will not get a notification email telling them that you
have shared a document with them, as seen on the picture below. The receiving person will need to check their Google
Drive to see that the document has been shared. This method is recommended, when an email notification is redundant
or not needed.

6. Click Send. An email is sent to people you shared with.

Send a Link of Your Document
You can give other people a link to your file so that you don't
have to add email addresses when you share your file. This
method is extremely helpful when sending documents to
others or to allow quick access to your document by everyone.
Also, it is an alternative to attaching files. It a very common
task used at companies, schools and businesses. When you
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share a link to a file, your name will be visible as the owner of the file.

Step 1: Choose what to share.
STEP 2: Get a Shareable Link.
STEP 3: Choose what people can do with your file.
STEP 4: Copy link and share link.

Exercise 10
1. Open the file by clicking the file “Word I First Letter.docx.” in your Google Drive.
2. On the top left of the screen, click Share.
3. At the top right, click Get shareable link. You will
see the window below.
4. Next to "Anyone with the link," click the Down
arrow

.

5. To choose what someone can do with your file,
click the Down arrow
this exercise.
●

. Choose comment for

You can give people permission to edit,
comment or only view your document.

6. Copy and paste the link in an email or any place
you want to share it.

Link Sharing Options
When you share a link to a file, you can control how widely
the file is shared. These options depend on if your Google
Account is through work, school, or Gmail.
●
●
●
●
●

On - Public on the web: Anyone can search on Google and get access to your file, without signing in to their
Google Account.
On - Anyone with the link: Anyone who has the link can access your file, without signing in to their Google
Account.
On - Your domain: If you use a Google account through work or school, anyone signed in to an account at your
work or school can search for and access your file.
On - Anyone at your domain with the link: If you use a Google account through work or school, anyone signed
in to an account at your work or school can access your file if they have the link.
Off - Specific people: Only people you share the file with will be able to access it.

When you share a file with someone, you can choose what they can do with it.
●

View: People can see, but can’t change or share the file with others.

●

Comment: People can make comments and suggestions but can’t change or share the file with others.

●

Edit: People can make changes, accept or reject suggestions, and share the file with others.

Exercise 11 SHOW
1. Open the “Word I First Letter.docx” file in Google Drive.
2. Find the web address in the file, and follow the instructions (copy the web address or enter
https://tinyurl.com/yyatzwcf).
3. OR open the link in the browser (enter h
 ttps://tinyurl.com/yyatzwcf in the internet browser search box
and press enter).
4. On the document preview, click on “Open with Google Docs.”
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5. Instead of clicking on the View only button and request access.
6. Click on F ile and select Make a copy.

7. Click OK.
The file “Copy of Google Docs_Formatting” is now in your Google drive and you are the owner and you able to edit the
document.

Receiving Google Drive Attachments
When you send messages in Gmail, you can attach files from Google Drive, such as documents and photos. This is especially
helpful if the document is larger than the Gmail file size limit, or if you want to collaborate with others on the document.

Send a Google Drive attachment
On your computer, open Gmail.
Click Compose.
Click Google Drive.
Select the files you want to attach.
At the bottom of the page, decide how you want to send the file:
o Drive link: This works for any files stored in Drive, including files created using Google Docs, Sheets, Slides, or
Forms.
o Attachment: This only works for files that weren't created using Google Docs, Sheets, Slides, or Forms.
13. Click Insert.
8.
9.
10.
11.
12.

More info at: https://tinyurl.com/y9wkrkoj

Download to Google Drive
1. On your computer, go to Gmail.
2. Open an email message.
3. Hover your mouse over the thumbnail, then click Save to Drive .
You can see any files you've downloaded in Google Drive.
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Limit, Stop or modify Sharing Point out to it
If you would like to restrict your document after you shared it, you can. You can stop sharing a file at any time, or
limit how someone you have shared use the file.
Delete a shared file
Turn off a link to a file
Don’t let people
Stop sharing a file
download, print, or copy
your file
Select a file or folder.
Click Share
At the bottom right of the
"Share with others"
window, click Advanced.
Next to the person you
want to stop sharing with,
click Delete.
Click Save changes.

If you delete a shared file
that you own:
People that can
view, comment, or
edit can make a
copy of the file until
you permanently
delete it.
To permanently
delete the file, click
the file in your
trash, and click
Delete forever
Delete forever.

Open or select a file.
Click Share or Share.
Next to "Anyone with the
link," click the Down arrow
Down.
Click More.

Select one or more files
you want to limit.
Click Share.
In the bottom right, click
Advanced.

Click Save.

Check the box next to
"Disable options to
download, print, and copy
for commenters and
viewers."

Click Done.

Click Save changes.

Click the circle next to "Off
- Specific people."

Click Done.

If you delete a shared file
that you don’t own:
The file will be
removed from your
Drive, but other
collaborators can
still access it.
To get the file back,
open a link to the
file and then File
and then Add to
My Drive.
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