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HOW TO: Go 8[€App5
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Docs, Sheets, Slides, Calendar, & Drive
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Use this guide to write papers, create spreadsheets, give presentations,
manage your time, and save your files using popular Google Apps. Each
step has a screen shot to help you see the process.

;'5 This tutorial is written for Windows 7 but can be applied in
aete) other versions of Windows and iOS.

Visit:
0 google.com/edu/products/productivity-tools/
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WORDS TO KNOW

Study these words before using Google Apps.

Access (v)
To be able to see or find.

Document (n)
A file you create to record information.

Button (n)
An object you can click to do an action.

Checkmark (n)
vy

Click (v)

Select by pressing the button on the mouse.

Collaborate (v)
To work together.

Desktop (n)
Your computer or the main page of your
computer.

Bl Desktop

Download (v)
Save to your computer.

&

Dropdown menu (n)
Click the arrow to choose an option.

Other calendars -]

Hover (v)
Put your mouse over a word or icon.

How To: Google Apps

Grid (n)
A block of squares or lines.

Icon (n)
A symbol or picture to represent something.

n Icon for Google Drive

Internet browser (n)
The program you use for your Internet.

£

Locate (v)
To find.

Navigate (v)
To find the right way, to guide.

Spreadsheet (n)
Electronic document to organize and calculate
data.

Sync (v) or Synchronization (n)

Your changes are updated and saved in all
places.

Sync complete

Update (v)
Make changes to have a new version.

View (v)
To see

Visible (adj)
You can see it



Google Docs
With Google Docs, you can create text documents similar to Microsoft Word. You can share and work on

text documents together with your class/professors at the same time.

Test Doc [ ]
File EGl View Inset Format Tools Table Addons Help Al changes saved in Dive Comments m

BT % - Komatem - A - W - BIUA-ooH EZ=E B E-E-2E L PR RPN

Create a Google Doc
1. Loginto Google or Gmail

Need help?

2. Inthe top right corner, click the icon that looks like a grid of squares

EE'E o bmels08@smumn edu -

140f4 < > o 24
(INBOW ESTATE SALE 200 Edgeview Dri 1:45 pm
nna, | wanted to reach out for a quick favor. 9:59 am
+ 9th. Carrie - we decided to prepare the Jun 5
1 happen to have an update on this? Briann Jun 4
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3. Choose Google Drive

o bmels08@smumn.edu +

HHS

| Search +You Sites

™M ¢
Mail Calendar Drive %

Docs Sheets Slides

More

4. Click new (red button on left)

5. Click Google Docs

Folder

File upload

Folder upload

B Google Docs
Google Sheets
6. Click on “untitled document” title at the top. Type your new title.
Untitled docggrent
File Edit WVie Insert  For
= o T w0 -

7. Work on your document
8. Changes are saved automatically

Help  All changes saved in Drive

cl g i b P i L A oD
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Share a Google Doc
1. Loginto Google or Gmail

Need help?

2. Inthe top right corner, click the icon that looks like a grid of squares

Eit o bmelsD8@smumn.edu -

14ofd < | > Q-

(INBOW ESTATE SALE 200 Edgeview Dri 1:45 pm
nna, | wanted to reach out for a quick favor. 9:59 am
+ 9th. Carrie - we decided to prepare the Jun 5
1 happen to have an update on this? Briann Jun 4

3. Choose Google Drive or Docs

HH o brnels08@smumn edu +

HEHW

) Search +You Sites
Mail Calendar Drive k
-
EH
Docs Sheets Slides
More

4. Click the Doc you wish to share

B  orientation F’Iﬂing 2

5. Click the Share (blue) button

How To: Google Apps



6. Enter the email addresses and add a message (optional)

Share with others Get shareable link (e
People
= Brianna Nelson X  Add more people # Can edit ~

Here is my report. What do you think?

Shared with Maria Garza-Cienfuegos

7. Click Send

Download a Google Doc to your desktop
1. Loginto Google or Gmail

Need help?

2. Inthe top right corner, click the icon that looks like a grid of squares

EEEE o bmels08@smumn edu -

1-4ofd < > o 20
INBOW ESTATE SALE 200 Edgeview Dri 1:45 pm
nna, | wanted to reach out for a quick favor 9:59 am
: 8th. Carrie - we decided to prepare the Jun 5
1 happen to have an update on this? Briann Jun 4
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3. Choose Google Drive

# 0

bmels08@smumn.edu +

" H B "

| Search +You

Sites

™M H

Mail Calend:

ar Drive

Docs Sheets Slides

More

4. Open the document or folder you want to download

E Orien

5. Go to File > Download As > Choose the file type you wish to download

File Edit View Insert

Share...

New

Open

Rename...

Make a copy..
I Move to folder...

Move to trash

See revision history

Language

Download as
Publish to the web...

Email collaborators

How To: Google Apps

tation F’Iwing 2

Format Tools Table Add-ons Help Last:«

Arial = " =

Ctrl+0

Orient

) mmer
Cri=Alt=Shift*G | 3 Attend NSOR meetings/
~ | @ Wash bedding
1 Update bulletin boards
Microsoft Word (.docx)
OpenDocument Format {_od

Dirh Tavt Farmat ( rif)

10



6. Locate where to save the file

%v[‘ Desktop »

~ [ 49 |[ Search Desktop 2|
Organize v New folder 2 @
45 Favorites o=
| P Desktop =
i Google Drive
] Recent Places _ﬁ‘
B Libraries BriannaR.Nelson  Computer Network
45 Libraries
[ Documents
& Music ‘
&) Pictures |
B videos |
International Welcome Videos
Center Photo &
4 /% Computer Video

&, Windows (C:)
9 studorg (\landir

File name: ~ OrientationPlanning.docx

Save as type: [Micmsoft Word Document

'~ Hide Folders

7. Click Save

o) [

Save

How To: Google Apps

N
N

11



=

Google Sheets

With Google Sheets, you can create spreadsheets similar to Microsoft Excel.

= Untitled spreadsheet brnelsDB@smumn du ~
File Edit View Inset Fomat Data Tools Addons Help Comments

L R T T N O .= E-1-|+- coHMY-Z-

fx
A B G D E F 4 H 3 K L

L1

@ N e e e e

0
"
12

Create a Google Sheet

You can share and work on spreadsheets collaboratively online instead of emailing multiple versions

back and forth.

1. Loginto Google or Gmail

Need help?

2. Inthe top right corner, click the icon that looks like a grid of squares

Ei't o bmelsD8@smumn.edu -

140id £ | > o 4
(INBOW ESTATE SALE 200 Edgeview Dri 1:45 pm
nna, | wanted to reach out for a quick favor. 9:59 am
+ 9th. Carrie - we decided to prepare the Jun 5
1 happen to have an update on this? Briann Jun 4

How To: Google Apps
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3. Choose Google Drive

o bmels08@smumn.edu +

HHS

| Search +You Sites

™M ¢
Mail Calendar Drive %

Docs Sheets Slides

More

4. Click new (red button on left)

5. Click Google Sheets

N Folder e
File upload n

Folder upload

B Google Docs 5

Google Sheets

k b3
Google Slides

6. Click to rename the “Untitled spreadsheet” title at the top

Untitled spreadsheet
File Edit kliew Insert Form

7. Work on your document
8. Changes are saved automatically

Help  All changes saved in Drive

Ei i e P T | A o
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Share a Google Sheet
1. Loginto Google or Gmail

Need help?

2. Inthe top right corner, click the icon that looks like a grid of squares

EEEE o bmels08@smumn edu -

1-4ofd < > o 20
INBOW ESTATE SALE 200 Edgeview Dri 1:45 pm
nna, | wanted to reach out for a quick favor 9:59 am
: 8th. Carrie - we decided to prepare the Jun 5
1 happen to have an update on this? Briann Jun 4

3. Choose Google Drive

HH o bmels08@smumn.edu ~

H H T

) Search +You Sites

Mail Calendar Drive S
-
£z |

Docs Sheets Slides

More

4. Open the Sheet you wish to share

X Student List.xlsx %.:'.

5. Click the Share (blue) button

How To: Google Apps



6. Enter the email addresses and add a message (optional)

Share with others Get shareable link (e
People
= Brianna Nelson X  Add more people # Can edit ~

Here is my report. What do you think?

Shared with Maria Garza-Cienfuegos

7. Click Send

Download a Google Sheet to your desktop
1. Loginto Google or Gmail

Need help?

2. Inthe top right corner, click the icon that looks like a grid of squares

::T o brnels08@smumn_edu ~

1-4ofd < > o 20
INBOW ESTATE SALE 200 Edgeview Dri 1:45 pm
nna, | wanted to reach out for a quick favor 9:59 am
: 8th. Carrie - we decided to prepare the Jun 5
1 happen to have an update on this? Briann Jun 4
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3. Choose Google Drive or Sheets

" H B "

| Search +You Sites

Ml.%

Mail Calendar Drive

=)

Docs Sheets Slides
More

mxs o bmels08@smumn.edu ~

4. Open the sheet you wish to download

X Student List.xlsx %2‘

5. Go to File > Download As > Choose the file type you wish to download

File Edit View Insert Format

Share. .

New

[ Cpen. ..

Rename. ..
Make a copy...
Import...

Spreadsheet settings. ..

Download as

Publish to the web. ..

How To: Google Apps

Data Tools Add-ons Help
ial - 10 = R !

E

Ctr+0

* Microsoft Excel (.xlsx)

OpenDocument format ( ods) %
PDF document (. pdf)

16



6. Locate where to save the file

@(:)v'. Desktop » v | &,| | Search Desktop pel 1
Organize v New folder = - 0
" - -
7 Favorites 3 L= i
Bl Desktop =

& Google Drive
| Recent Places

- -

Libraries

- Libraries
@ Documents
J\ Music
[&5] Pictures
Videos

18 Computer
&, Windows (C)

5 studorg (\landir - EI

.

Brianna R. Nelson

Empowerr

Il

Comp]ter

¥

Excel 2013

I

nm

File name: | ESGIEY

Save as type: [AII Files

# Hide Folders

7. Click Save

How To: Google Apps
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Google Slides

With Google Slides, you can create slideshow presentations similar to Microsoft PowerPoint.
Untitled presentation [ ] brneis08@smumn edu +
File Edit View Inset Slide Format Armange Tools Table Help  All changes saved in Drive [ Present ~ Comments m
(- e~ a [k [aa] Q' . - B Background.. Layout- Theme.. Transition... a

: Click to add title

Click to add subtitle

Create a Google Slide
You can share and work on presentations collaboratively online instead of emailing multiple versions
back and forth.

1. Loginto Google or Gmail

Need help?

How To: Google Apps 18



2. Inthe top right corner, click the icon that looks like a grid of squares
Ei%o bmels08@smumn.edu ~

4ofd < > Q-

(INBOW ESTATE SALE 200 Edgeview Dri 1:45 pm
nna, | wanted to reach out for a quick favor 9:59 am
+ 9th. Carie - we decided to prepare the Jun b
1 happen to have an update on this? Briann Jun 4

3. Choose Google Drive

HH o bmels08@smumn.edu ~

HHS

| Search +You Sites
2
™M
Mail Calendar Driv
-
E
Docs Sheets Slides
More

4. Click new (red button on left)

5. Click Google Slides

Folder

File upload

B>

Folder upload

Google Docs

E

Google Sheets

Google Slides %

Mare >

How To: Google Apps



6. Click to rename the “Untitled presentation” title at the top

Unfitled g’e sentation [ ]
File Edit iew  Insert Slide Fon

a— 9 —t

7. Work on your document
8. Changes are saved automatically

Help  All changes saved in Drive

r g e e T | A oy

View a Google Slide presentation full screen
1. Loginto Google or Gmail

Need help?

2. Inthe top right corner, click the icon that looks like a grid of squares

o bmels08@smumn.edu -

1-4%4 ¢ > Q-
(INBOW ESTATE SALE 200 Edgeview Dri 1:45 pm
nna, | wanted to reach out for a quick favor. 9:59 am
+ 9th. Carrie - we decided to prepare the Jun 5
1 happen to have an update on this? Briann Jun 4

3. Choose Google Drive

o bmels08@smumn.edu +

HHS

| Search +You Sites
Mail Calendar Drive %
-
E
Docs Sheets Slides

More

How To: Google Apps
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4. Open the Slide

SEVIS Dwflrance FFT ppt

5. Click the Present button (top right)

u Present E|

6. The slideshow appears full screen. Use the arrow keys on your keyboard to navigate.

'
Sk

- |

[
=

—J
=]

7. Click Esc on your keyboard to exit full screen.

Share a Google Slide

1. Loginto Google or Gmail

Need help?

2. Inthe top right corner, click the icon that looks like a grid of squares

EE'T o bmels08@smumn edu -

1-40f 4 o 20
INBOW ESTATE SALE 200 Edgeview Dri 1:45 pm
nna, | wanted to reach out for a quick favor 9:59 am
: 8th. Carrie - we decided to prepare the Jun 5
1 happen to have an update on this? Briann Jun 4
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3. Choose Google Drive or Slides

o bmels08@smumn.edu -

HEHW

) Search +You Sites

ny
I ™ I a‘l Q
Mail Calendar Drive

-
EH

Docs Sheets Slides

More

4. Open the Slide

@E‘v’ls Clearance PPT ppt

5. Click the Share (blue) button

6. Enter the email addresses and add a message (optional)

Share with others Get shareable link (e
People
= Brianna Nelson ¥ Add more people # Can edit -

Here is my report. What do you think?

Shared with Maria Garza-Cienfuegos

7. Click Send

How To: Google Apps



Download a Google Slide to your desktop
1. Loginto Google or Gmail

Need help?

2. Inthe top right corner, click the icon that looks like a grid of squares

EE{' o bmels08@smumn edu -

1-4of4 < > Q-
INBOW ESTATE SALE 200 Edgeview Dri 1:45 pm
nna, | wanted to reach out for a quick favor 9:59 am
: 8th. Carrie - we decided to prepare the Jun 5
1 happen to have an update on this? Briann Jun 4

3. Choose Google Drive or Sheets

HH o bmels08@smumn.edu ~

H H T

) Search +You Sites

M B &
Mail Calendar Drive

Docs Sheets Slides

More

4. Open the document or folder you wish to download

Sﬂlﬁ:%earance PPT. ppt

How To: Google Apps 23



5. Go to File > Download As > Choose the file type you wish to download
File = Edit View Insert Slide Format Arange Tools Table Help

Share... i + . - | B Background.. Lay
MNew -

Open... Ctri+0

i Rename...

Make a copy...

Import slides_..

Language -

Download as >

Microsoft PowerPoint (.pptx)

Publish to the web... PDF Document ( pdf)

6. Locate where to save the file

€ SaveAs =S

@Ovl. Desktop » - | 45 | | Search Desktop 2|

Organize v New folder

4 5.7 Favorites B =

N
B Desktop ™ E ]
& Google Drive 4
% Recent Places | w-m : -

Libraries Brianna R. Nelson Computer

4 Libraries
\j Documents
J’ Music |
&) Pictures m | L
B videos y

International Welcome Videos
Center Photo &

48 Computer Video

&, Windows (C:)
&# studorg (\landir -

File name: test.ppt o

Save as type: | Microsoft PowerPoint Presentation V]

- Hide Folders Save
7. Click Save

\o

How To: Google Apps



3

Google Calendar
Use Google Calendar to maintain a calendar online and view other contacts’ calendars, create events

and invite others.

View your Google Calendar
1. Loginto Google or Gmail

Need help?

2. Inthe top right corner, click the icon that looks like a grid of squares

“T o brmels08@smumn.edu =

14ofd < | > Q-
(INBOW ESTATE SALE 200 Edgeview Dri 1:45 pm
nna, | wanted to reach out for a quick favor. 9:59 am
+ 9th. Carrie - we decided to prepare the Jun 5
1 happen to have an update on this? Briann Jun 4

3. Choose Google Calendar

HH o bmels08@smumn.edu +

HHS

| Search +You Sites
Mail Calen Drive
-
E
Docs Sheets Slides
More

How To: Google Apps



4. Use the calendar on the left to choose days/weeks/months
-+ June 2015 <0k

SMTWTF S
111 2 3 4 5 6
7 8[9]10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
262030 1 2 3 4

9 10

5. Use the tabs at the top to view calendar by day, week, month, and year

Day Week Month 4 Days Agenda

View another contact’s Google Calendar
Be aware that you may not have access to everyone’s calendar.
1. Loginto Google or Gmail

Need help?

2. Inthe top right corner, click the icon that looks like a grid of squares

EEEI o bmels08@smumn edu -

1-4of 4 Q-
(INBOW ESTATE SALE 200 Edgeview Dri 1:45 pm
nna, | wanted to reach out for a quick favor. 9:59 am
+ 9th. Carrie - we decided to prepare the Jun 5
1 happen to have an update on this? Briann Jun 4
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3. Choose Google Calendar

HH o bmels08@smumn.edu +

HHS

| Search +You Sites
Mail Calend: Drive

Docs Sheets Slides

More

4. Under the dropdown menu on the left, Other Calendars, type the name of the calendar owner

you wish to add

= Other calendars

10am

11am

"Brianna Melson" <BRNELS08@&@smumn.edu=

Print your Google Calendar

1. Loginto Google or Gmail

Need help?

2. Inthe top right corner, click the icon that looks like a grid of squares

::t o brnels08@smumn_edu ~

(INBOW ESTATE SALE 200 Edgeview Dri
nna, | wanted to reach out for a quick favor.
+ 9th. Carrie - we decided to prepare the

1 happen to have an update on this? Briann

How To: Google Apps

Q-
1:45 pm
9:59 am

Jun 5

Jun 4

12pm
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3. Choose Google Calendar

o bmels08@smumn.edu +

HHS

| Search +You Sites

Mail Cj% Drive

-
H

Docs Sheets Slides

More

4. Select the calendar and view you wish to print

+ My calendars -]
[ Brianna Melson
Birthdays
Maria Garza-Cienfue. ..
Tasks

5. Inthe top right corner, click More > Print

o
Print %

Refresh

Add an event to a Google Calendar
1. Loginto Google or Gmail

Enter your ema

Need help?

How To: Google Apps
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2.

In the top right corner, click the icon that looks like a grid of squares

Eit O  bmels08@smumn.edu ~
1-4ofa < > -
(INBOW ESTATE SALE 200 Edgeview Dri 1:45 pm
nna, | wanted to reach out for a quick favor 9:59 am
+ 9th. Carie - we decided to prepare the Jun b
1 happen to have an update on this? Briann Jun 4

3. Choose Google Calendar

@ bmels08@smumn.edu ~
|
8 -
| Search +You Sites
Mail Calendgrs Drive
=]
Docs Sheets Slides

More

4. Click the red Create button on the left or use your mouse to highlight a block of time for your
event, then click edit event

Event | Appointment slots

When:
What:

Tue, June 9, 12pm — 2pm

.e.g.: Breakfast at Tiffany's

Calendar: |Bn'anna Melson

Create event  Edit event »

12p-2p

CREATE ¥
OR

How To: Google Apps



5. Enter the event information

Untitled event]

B/Y2015 12:00pm to 2:00pm
[ All day [ | Repeat...

Event details Find a time

Where Enter a location

Video call mM Join meeting: brnels08
Change name | Remove

Calendar | Brianna Nelson v |

Description

6. Click Save.

=

How To: Google Apps

B/9/2015
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Google Drive

Google Drive is a personal folder hosted online. You can access it from any computer just by logging into
your Google account. You can also install Google Drive onto your desktop computer that will sync to
your online drive.

Access your Google Drive online
1. Loginto Google or Gmail

Need help?

2. Inthe top right corner, click the icon that looks like a grid of squares

Et’ o bmelsDB@smumn.edu +
>

1-4of 4 Q-
(INBOW ESTATE SALE 200 Edgeview Dri 1:45 pm
nna, | wanted to reach out for a quick favor. 9:59 am
+ 9th. Carrie - we decided to prepare the Jun 5
1 happen to have an update on this? Briann Jun 4

3. Choose Google Drive

HH o brnels08@smumn edu +

H B "

| Search +You Sites
Mail Calendar Drive %
B
Docs Sheets Slides

More

How To: Google Apps 31



Upload a document or folder to your online Google Drive
Documents (that are not Google Docs, Slides, Sheets, etc.) cannot be edited, only viewed, through the

online Google drive — to do this, download Google Drive on your desktop (see “Download Google Drive

to your computer desktop”).

1. Loginto Google or Gmail

Need help?

2. Inthe top right corner, click the icon that looks like a grid of squares

% o bmels08@smumn.edu ~

140id £ | > o 4
(INBOW ESTATE SALE 200 Edgeview Dri 1:45 pm
nna, | wanted to reach out for a quick favor. 9:59 am
+ 9th. Carrie - we decided to prepare the Jun 5
1 happen to have an update on this? Briann Jun 4

3. Choose Google Drive

o bmels08@smumn.edu +

" H B "

| Search +You Sites

™M
Mail Calendar Drive

Docs Sheets Slides

More

4. Click new (red button on left)

e

How To: Google Apps
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5. Click File Upload or Folder Upload

Folder

[ .
File upload
Folder upload

Save an email attachment to your online Google Drive
1. Open the email (in Gmail) containing the attachment you wish to save

me Test email - Click this to open the email. Brianna Melson Office Coordinator
2. Hover your mouse over the attachment

X brianna hours.xIsx

ono,

3. Choose the Save to Drive icon

4. Choose the folder in which you wish to save the attachment

nE,

Saved to Drive - Move to: X

Pm Flute

e Human Development

I3 Intl Center

5. Click Move

How To: Google Apps

= 10:44 am
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Create a folder in your online Google Drive
You can organize your Google Drive by creating folders. It is possible to create folders within folders.
1. Loginto Google or Gmail

Enter your ema

Need help?

2. Inthe top right corner, click the icon that looks like a grid of squares

o bmels08@smumn.edu -

140fd ¢ > Q-
(INBOW ESTATE SALE 200 Edgeview Dri 1:45 pm
nna, | wanted to reach out for a quick favor. 9:59 am
+ 9th. Carrie - we decided to prepare the Jun 5
1 happen to have an update on this? Briann Jun 4

3. Choose Google Drive

o bmels08@smumn.edu +

HHS

| Search +You Sites

™M
Mail Calendar Drive

Docs Sheets Slides

More

4. Click new (red button on left)

5. Click Folder

| Folder

File upload

How To: Google Apps



6. Enter the folder name and click Create

Name Folder X

MNew Folde

Cancel q

Rename a file or folder in your online Google Drive
Organize your Drive with clear file and folder names.
1. Loginto Google or Gmail

Enter your emai

Need help?

2. Inthe top right corner, click the icon that looks like a grid of squares

EE% o bmelsD8@smumn.edu -
Lo la>

1-4 of 4 Q-
(INBOW ESTATE SALE 200 Edgeview Dri 1:45 pm
nna, | wanted to reach out for a quick favor. 9:59 am
+ 9th. Carrie - we decided to prepare the Jun 5
1 happen to have an update on this? Briann Jun 4

3. Choose Google Drive

o bmels08@smumn.edu +

HHS

| Search +You Sites

2
™M
Mail Calendar Drive

=
E

Docs Sheets Slides

More

How To: Google Apps



4. Locate the file or folder you wish to rename
E Test Doc
5. Using your mouse, right click and choose Rename
W AQQ star

X brianna hours.xl Rename...[

BE Downloads.Ink o View details

Make a co
B  RecentPlaces.In Py

i Download
SEVIS Clearance

B Remove
L

6. Type the new name
Share a document or folder in your Google Drive

You can change settings so others can edit or just view.
1. Loginto Google or Gmail

Need help?

2. Inthe top right corner, click the icon that looks like a grid of squares

ET. O  bmels08@smumn.edu ~

1-4of4 < > Q-
(INBOW ESTATE SALE 200 Edgeview Dri 1:45 pm
nna, | wanted to reach out for a quick favor 9:59 am
+ 9th. Carie - we decided to prepare the Jun b
1 happen to have an update on this? Briann Jun 4
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3. Choose Google Drive

HH o bmels08@smumn.edu +

HHS

| Search +You Sites
2
™M
Mail Calendar Drive
-
E
Docs Sheets Slides

More

4. Open the file or folder you wish to share

B %Intl Center

5. Click the Share (blue) button

6. Enter the email addresses and add a message (optional)

Share with others Get shareable link (&
People
= Brianna Nelson x  Add more people # Can edit

Here is my report. What do you think?]

Shared with Maria Garza-Cienfuegos

7. Click Send
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View others’ files that have been shared with you through Google Drive
1. Loginto Google or Gmail

Enter your ema

Need help?

2. Inthe top right corner, click the icon that looks like a grid of squares

o brnels08@smumn_edu ~

1-4ofd < > o 20
INBOW ESTATE SALE 200 Edgeview Dri 1:45 pm
nna, | wanted to reach out for a quick favor 9:59 am
: 8th. Carrie - we decided to prepare the Jun 5
1 happen to have an update on this? Briann Jun 4

3. Choose Google Drive

o bmels08@smumn.edu +

H H T

) Search +You Sites

™
Mail Calendar Drive

]
EH

Docs Sheets Slides

More

4, On the left, select Shared with me

» I3 My Drive
5+ shared with rﬁ

5. Locate the document you wish to view
E Test DD{%
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Download Google Drive to your computer desktop
This will allow you to access files easily from your desktop without having to open your Google account

in an internet browser. You will be able to edit, rename, create, and delete files directly in this folder.
Files in your desktop Google Drive are synced automatically to your online account.

1. Go to tools.google.com/dlpage/drive

2. Click download drive

Download Drive v

L pc

Iﬁl Android devices

" iPhone and iPad

3. Click Accept and Install

Accept and Install

4. Follow the prompts to install the drive on your computer (you may need an administrator code

to allow installation)

Access Google Drive on your desktop
To access directly from your desktop, Google Drive must first be installed on your desktop.

1. Open My Computer or My Documents

2. On the left menu, choose Google Drive (under Desktop)

@(?J‘v| L * Brianna R. Nelson » Google Drive »

Organize « Include in library ~ Share with ~ Slide show

-

0 Favorites

Bl Desktop g\! E': E
& Google Drive ':
=l Recent Places ES v \/E:"
) Human Intl Center
7 Libraries Development
@ Documents 1 1
J’ Music = -
[ Pictures E
B videos
v~ v~
o o cornce e ociec
&, Windows (C:)
5 studorg (\\landir
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https://tools.google.com/dlpage/drive

Hide selected Google Drive folders on your desktop
This is a useful feature if you want to hide some private folders from your desktop and other users who
use the same computer.
1. Click the Google Drive icon at the bottom right corner of your screen (looks like a triangle similar
to a recycling sign).
211 PM
6,/8/2015

LK

2. Click the three little dots at the top right corner

3. Choose Preferences

{u .

1 erd -
About

ri Help

v Pauze

— Preferences...

t

4. Check the folders you wish to remain visible
& Preferences - Google Drive

Sync options | Account I Advanced |

(7 Everything in My Drive

@ Only these folders...

B [T] All folders in Google Drive

B [ Flute
B [¥]Human Development
[ 7] Intl Center

5. Click Apply

Sync folders from your desktop Google Drive to your online Google Drive
This should be automatic. Synced files in your Google Drive will have a green checkmark over them. A
red X means the file has not synced. You can monitor the synchronization status by clicking the Google
Drive icon at the bottom right corner of your screen.

1. Click the Google Drive icon on your screen.
211 PM

bt LS

6/8/2015
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2. The checkmarks are good — that means the files are synchronized.

BRMELSOE8@smurmn.edu
0.01TE {0%) of 10.01TE used

E Open Google Drive folder

Visit Google Drive on the web

1. Google Apps tutorial for . docx

Synced

1. Google Apps tutorial for ...docx

Synced

1. Google Apps tutorial for .. docx
Synced
~55tudent List.xlsx

Deleted

Student List.xlsx

v

B B B M F o

Synced

Sync complete

Using desktop Google Drive

Documents can be deleted (may not go to trash), renamed, and created in your desktop Google Drive
folder in the same way you would use My Documents. Right click on the files to rename, copy, delete,
etc.

o
=| . » BriannaR Nelson » Google Drive » Intl Center » - earch Intl Center
(@] Br R. Nel Google Dri Intl C +9 ||| search nt

Organize v (5 Open  Includeinlibary v Sharewith v Bum  Newfalder B=
2 Favorites Name Date modified Type Size

B Desktop . Activities 4/30/2015331 PM  File folder

& Google Drive %4 Brand 151204 PM  Filefolder
%, Recent Places 2\ Business Office 4/22/2015459PM  File folder
/4 Celebration of Scholarship 5/1/20151:24PM  File folder
il Libraries 4 Chartwells 4/15/201511:00 AM  File folder
[ Documents . Dela Salle Language Institute 5/28/2015335PM  File folder
& Music i Dr File folder
5] Pictures Ben P File folder
B videos Uim o CITiEED File folder
[ Add to VLC media player's Playlist File folder
1% Computer B it |[BrewseinAdabe Bridge €56 File folder
&, Windows (C) i NA Play with VLC media player File folder
59 studorg (\Wandini) (. Ne & Google Drive r File folder
2 deptmnt! (Wandind 20 O sparewith 5 File folder
52 Departmentsl (Amo . Ori File folder
S coursema (Wmorph| [ Re| O | Scan for theeaks.. File folder
3 BRNELSOSS (\\nec) (i Re|  Restore previous versions File folder
K2 apps (morpheus) (2 Rel g Combine supported files in Acrobat.. (el
i 56 File folder
g Network L su Dy " b File folder
% HO213-06 & Tr Sendto » D37TAM  File folder
W HO213TS-24357 dve File folder
ROBOFFICE 2 W File folder
SML265-23444 7 20 Cory Microsoft Publish 502 KB
SMU24057 @EOff  Createshortcut Microsoft Word D... 43KkB
8 SMU2916 %iPal  Delete Microsoft Excel W.. 20KkB
8 SMU-MARTINLAB B 1 Rename Adobe Acrobat D... 298 KB
8 SMUTHEATRE a2 sty PM Microsoft Excel W... 180 KB
Properties
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