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Google Drive Basics

● Yes, it is in the cloud
● Yes you can use it on your computer
● Yes, you can access it from mobile devices

○ There are apps for both iOS and Android
● You DO need an internet connection
● It AUTOMATICALLY saves everything for you!



Google Drive Benefits

● It AUTOMATICALLY saves everything for you!
● It keeps a copy of past revisions for you!
● You can collaborate on a document without 

being on the same device, in the same room, 
or even in the same state!

● It is FREE!



How do I find Google Drive?
● Open your internet browser to Google
● Log into your Google account (if you don’t already have 

one it is free!) 
● Click on the “app square”
● It will give you a drop down like the one at the right
● All of these are tools you can access in Google, but 

today we are going to talk about   
This one



Voila!



We can even have a shared folder!

You can add Google 
documents, Microsoft 
documents, photos, 

PDFs, spreadsheets, 
slideshows...



Google drive is a place where you can store files that 
you want to keep private OR share!  YOU control the 
privacy settings!



Now let’s see what we can do with a document?
People refer to this as a “Google Doc”

Remember this drop down?  
You can just click here!



Now let’s see what we can do with a document?
People refer to this as a “Google Doc”

Or if you forget you can always go back to 

your app square!

And here it is again!



It will ask if you want to use a template 
or open a blank one.

Let’s 
try 

a blank o
ne



The first thing I want to do is name my document
That way I can find it again more easily when it auto-saves

I just bring my cursor over where it 

says “untitled document” and it will 

give me the option to rename it.



The first thing I want to do is name my document
That way I can find it again more easily when it auto-saves

Now that it has a name, see how it 

says “All changes saved in Drive”



Now I just type and format like it is a regular 
document



“I know it auto-saves, but what if I mess it up?”

Remember where it says “All 

changes saved in Drive?” Click 

on those words...



“I know it auto-saves, but what if I mess it up?”

It will show you all previous versions 

of your document with date, time, 

and who made the changes (in case 

someone you shared it with messed 

it up!)



But what about the sharing?

It is actually over 

here in the upper 

right corner.



But what about the sharing?

When I hover over “Share” it tells 

me that this document is 
“private.”  I haven't shared it with 

anyone yet.



I can share with one or many!
I just click share and type in their email address into the box.

When I click “send” it will ask me if I am 

sure.  After I say it is okay, it sends the 

invitation to their email address.



Now we can plan the party together!

I can see who is in the document with 
me (a photo or initials will show)

I can see who is making 
changes because their cursor 
is labeled with their name

We can 
make 

comments 
to each 
other, or 

even open 
a chat to 
discuss 
ideas!



Now let’s go 
LIVE!


