
Basics of Google Drive 

Google Apps for Education



Objectives
Define Google Drive

On the Desktop Computer:

● Access Google Drive 

● Create Folders in Google Drive

● Create Sub-folders in Google Drive

● Upload Files into Created Folders

● Move a file from the “X” Drive to Google Drive

● Open a Microsoft Word Document to edit and upload again



Advantages of Cloud Computing

Flexible

Secure

Supported

Powerful

Robust

Reliable

Collaborative



What is Google Drive?

Part of Google Apps for Education

It’s a document creation storage platform.

A cloud based office productivity suite enabling the creation of

Google Documents = MS Word 

Slide Presentation = PowerPoint 

Web Forms (Google Forms) 

Google Sheets = Excel

Drawings (Google Draw)

...in one online location. 



Accessing Google Drive

1. On the desktop computer, Click on the Chrome Browser:

1. Type the following address: https://drive.google.com/

1. Click on Go to Google Drive

https://drive.google.com/


Log in to Google Drive



Try the Following on your own

Log into Google Drive on the computer

Once logged into Google Drive on the computer:

❏ Create 2 folders 

❏ Create 2 subfolders

❏ Move  a folder into another folder

❏ Upload a Microsoft Word file from either your computer or your “X” Drive to Google 

Drive

❏ Move a file into a folder

❏ Download and Upload a Microsoft Word Document



Helpful Documents

Google Help Sheets

www.mvsc.k12.in.us

1. Click on Staff

2. Click on Technology

3. Click on Resources

4. Click on Google Apps

Apple Tutorials

1. After clicking on Resources above

2. Click on Video. 

www.mvsc.k12.in.us

