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How to access Google Drive: 1. Goto www.google.com
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Click New = choose Google Doc, Google Sheets, or Google Slides to

start a new document

LIBRARY Drive Q  searchDrie Google Drive Icons:
¢F - Google Drive: Access to all

B roider Google Drive Apps

ﬁ File upload
ng Google Docs: create resume,
I] Folder upload
i letters and documents
DATABASES

B zooglepocs

Google Sheats

Pubdisher

Google Sheets: Create a

Google Slides [/ Coflaction - 3MH spreadsheet to organize
Mara L]
Lom
dy Backups
B vsword Google Slides: Create a
T slideshow presentation

BB computer Basics

| &= Uparade storage

Howl_t|o upload & convert a file to Google Drive

PUBBLO CITY-AC D'f\_-'e Q Search Drive .
Lo Click on New
My Drive =
' Mt Click on File Upload
ﬁ Fila upload
B Folder up aa<:

Select & open your File
B Google Docs
Google Sheets P . . .
Google Slides tal Collection - 3MH SeIeCt Flle In Google Drlve'
& e . Open with selected Google
NSRS o Format (doc, sheets, slides)

| &= LUpgrade storane




How to download & convert a file from Google Drive
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How to share a file

CI ic k at to p rig ht Share with others Get shareable link (&>
corner "Z”“" : )
Enter email addresses of

people to share with

Click‘ 7" - for editing
options

Done




Search for files

Stores files owned
by individuals

Stores files owned
by teams

See what other people
shared with you

View, restore, or
permanently delete
remaoved files

Get link Share files  Preview files without
to file with others  buying extra software Remove fila

—a [ Trash

= A @ i & =— Change settings

= I Right-click a file or folder to:

B Moveto. —— Mave it to another folder

Upload a new version or
/ revert to previous versions
€0 Manage versions.. Sk
[ make a copy o— viakeacopy
% Download &—— Save a copy on your computer

@2017 Google Inc., 1600 Amphitheatre Parkway, Mountain View, CA 94043, USA




