Google Drive Guide (Workspace for Education)
Link to this Document:http:/bit.ly/3casIL VT

Overview of Google Drive

Start with Launchpad:

Click on:

Google Apps - LEARN app tile (for
Elementary)

Google Apps - SHARE app tile (for

Secondary) Google Apps - Google Apps -
Learn Share

Keep your Google Learn or Share
tab open.

Google Drive

You can access Google Drive cloud
storage and apps from the left
sidebar navigation.
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Priority
New Button: you can create folders ,
) . » [@ mybprive
for your drive to organize, upload
» Shared drives

files/folder from computer, access
shared drives, and create o

= Shared with me

My Drive: Personal cloud storage ©  Recen
Yy starred
Shared Drive: Collaborative cloud [ Trash
storage
O Storage
Shared with me: Documents other 668 used

people have shared with you

Recent: Recent documents you
have opened
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Use the small dropdown arrow next
to My Drive to show folders and
help organize documents

L Drive
l— New

Priority

- My Drive
» [ 914 Equip Photos
» @ 2017 BETC email tem...
» . 2017 BETC ltems to P...
» @ Agenda
» I8 Ambassador Program
» I@ AR/VR
» @ AscD common Core
» B Assessment

» IA B Bash General Info

L B ©nach nonaral infa

NgW Bu!!gn NaVigg!iQn: L Drive Q, Searchin Drive
Folder: Create a new folder Folder -
File upload
File Upload: Upload documents Folder upload
from your computer to cloud B Googk boe
storage (My Drive) Google Sheets =
Google Slides jle Drive Guide
B Google Forms > |just now
Folder Upload: Upload folders from Vo ,
our computer to cloud storage @ cosleranines
y ) p g Trash — K Google My Maps
(My Drive) o B cossesies
& storage Bl Google Apps Script
Create New Documents: Google oeRueed oy O Goodeameom
. . J. Lucidchart
options created in cloud storage © Neapoc
-1 carpo
SketchUp for Schools
-\+ Connect mere apps
New Button Creation Menu:
To create a new file from the menu,
click the +new button and choose
. B Google Docs »
the file type: i
Google Sheets »
=
e Google Docs .
Google Slides . ,
e Google Sheets jle Drive Guide =]
e Google Slides B Google Forms > ljustnow You
e Google Forms More N
EY Google Drawings
Click More for additional P— Fol

creation tools

These docs will be created in your
cloud storage (My Drive) no upload
needed!

» [l ASCD common Core

E Google My Maps
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Sharing Documents:

Click the Share button to add
collaborators and to share
document via email or with link

/2 Editing v A

Sharing Your Document continued:

Add the email address of
people you wish to
collaborate in creating the
document. Click done and
they will be notified via
email

When your document is
ready to share with a link
you have three options.
Click Change

% Share with peoplwd groups oy

|rdd people and groups

Gir u)
ﬁ_. cla are.brevardschools.org

Send feedback to Google

Get link

Anyone on the internefgmith this link can view
Change

Copy link

Sharing Your Document continued:

Click Change as seen in the above
image (#2)

4.

Use the dropdown to
determine access. If you
select Anyone with the
link, all can access who
have the link and will not
have to sign in.

Brevard Public Schools will
require a BPS login to
access

Decide if you want to allow
Viewer or Editor access
when shared

Copy the link to share out
Click Done when finished

Share with people and groups

No one has been added yet

© ocetiink
3
https://docs.google.com/docfiment/d/1exm2xUeX66Px0591dyS0YVRb4oHXS

Anyone with the link ~
© Y

Viewer ~

Restricted

Send feel

Brevard Public Schools

+  Anyone with the link
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You can access additional apps
from the app waffle in the upper
right corner. (Google Classroom,
YouTube, etc)
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