Top Hacks for Your
Google Drive!

Tips to improve
efficiency and organization with
the tools you use every day.
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How do we access Google Drive? ‘e’

! Gmail Q_ Search in mail

Compose

Gmail Team Tips for using your new inbox - Hi Ben Welcome to your Gmail inbox Save e S N

Inbox ; - : S :
Gmail Team The best of Gmail, wherever you are - Hi Ben Get the official Gmail app T Necount Search Gmail
Starred
§ a Gmail Team How to use Gmail with Google Apps - Hi Ben Work smarter with Gmail ang
nooze

Sent
Calendar




Need to take notes? Use .New!

Go to the Omnibox of your Chrome browser (where you type URLS)

Type “doc.new” and hit the Enter key:

&< > C H doc.new

This works with most Google apps:
slide.new site.new
sheet.new jam.new

form.new drawing.new bit.ly/LTCdeclutterdrive



Google Drive's Folders

Priority
: My Drive is where you
N MyD > & . .
= WHI = can organize your files
) Shared drives however you'd like.
2, Shared with me

Recent

Starred

X ©
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Google Drive's Folders

Priority

My Drive | s
Shared drives
Shared with me

Recent < j >

Starred

Your tech team can set up Shared
Drives to use as a collaborative
space.

Files moved here are owned by
the Drive, not any individual.

There are several levels of
permission that everyone added
to a Drive can be assigned.



Google Drive's Folders

Priority

My Drive ~—
Shared drives
Shared with me

Recent Q)

Starred

)

A sad, dark, deep, cavern of despair.

EVERYTHING shared to you or your
organization shows up here
chronological..

There is hope. The “Add to Drive”
button, explained on the next slide,
allows you to organize your drie



Use “Add to Drive”

When you'’re already in a file
AlTools in Education % & @ g,

From within Google Drive:

L &4 PDAgenda-AlToolsin t
S i /@}. Add shortcut to Drive
N




Add to Drive - From Email

One attachment - Scanned by Gmail

Al Workshop 7-28-23

- Add to your Drive!

If you have Edit rights to a file, you can add it to your Drive.
If you don’t have Edit rights to a file, you can add a shortcut to your Drive.




Google Drive's Folders

Open with

[«

Download

N

Rename

Priority

i)

Make a copy

. Share
My Drlve Organize

File information

Make available offline

Shared drives

B ® o0 bk

Move to trash

Shared with me

Recent

sared

+ % DU

Move
Add shortcut
Add to starred

Add to workspace

You can “Star” important files
and find them in this folder.



Google Drive's Folders

Priority

My Drive
Shared drives
Computers
Shared with me
Recent

Starred

Woodland Elementary Staff
Woodland ESC Staff
Woodland Intermediate Admin
Woodland Intermediate LRC

Woodland Intermediate Staff

B
-—
B
-—
» B
-—
B
-—
22
-—

v

v

Woodland Middle Staff

Woodland O&F

v

Woodland Primary Staff

Collaborative file storage owned by
the district rather than any individual.



Organize Your “Workspace”

Workspaces Create )

Declutter Sessions

Declutter Your Google Drive
You edited today

Declutter Your Gmail
You edited today

Declutter Your Task List
You edited today

View workspace

Google Workshops

Hey Google! What's New? Upd...

Decluttering Your Digital Life

Creating a Google Classroom ...

View workspace

HyperDocs Examples
B Colonial Resistance hyperdoc
Build a Snowman - Eric Curts
2021 Wax Museum
You've Got the Tools. Now you ...

Christmas Tree Decorating

View 2 more

bit.ly/LTCdeclutterdrive
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Organizing Your Drive
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https://ltcillinois.org/

Add Color and Emoijis...

r— — 9:55 AM me
0-:-» Open with >
For shared folders, the
+2  Share color you choose ONLY

affects YOUR view of the
folder, nobody else’s!

GO Get shareable link

B3 Moveto
Y Add to Starred
. Rename
right
click
S @ Change color >
Q

Search within Another Folder

o View details
¥

Download

Remove




Name 1

BB 1. Morning Work

BB 3 Math right
click
Spelling N

/.. Rename

Visuals!

Rename

2. Spelling 3&

right
clgi,ck

—@\\\\_

CANCEL “ [Q Search

FREQUENTLY USED

Emoji & Symbols [DFC7 8T e

® 0o

ELA

Math &

PE®

Science @

Social Studies

Technology ™/




Hack the Alphabet

Name M
Rename files and folders that
you need access to most B8 BHSLIMay
ickly.
quickly I3 Assignment Examples
Use emojis, symbols, or :
numbers at the beginning of | eSS
the name to bu_mp them to e
the top of the list
“alphabetically.” e B3 1 - Workshop
AddtgStared BB Apple Distinguished Educator

ci:II\\ ik
N
/. Rename
. 2  Change color




Make a “z_Archive” while you're at'it!

Name M

@ Templates & Examples

1. ROEs / ISCs

2. District / School PD &%

3. Networking Meetings

4. Google Training @

5. App-Specific (non-Google) é#
badges-icons-logos

Data Tracking Tools and Templates

HR

B4 B

z_Archive

O 17 21 Dicital Oisi Lin O Oiiicdond |

My Drive > z_Archive ~

Name P

BB 20182019

BB 2019-2020

BB 2020-2021

Pop Quiz-why didn’t | name it just “Archive”?



Use Drag and Drop to Organize

While you click files, hold the “Shift” key to select multiple files in a row.
Hold “Control” (or Command) while you click to select multiple non-consecutive files.

My Drive ~ ® & © [ : f

l— New

- . @' Templates & Examples

» B badges-icons-logos Drag ‘n Drop!

Name 4 Owner Last modified

B L LR R L R ey ey

Archive me Sep 30,2021
» Il Coaching
- . FakeFolderSetup <\F:_[I Brainstorming: What's New, G.. &% me Nov 5 2021
’ - 1:Sloming ¥ i i ChessBoard - James Abela me Dec 21, 20
” 7 Spsiing 4 E Code.org Pilot email draft 3/2.. &% me Mar 21, 2022
’ . 3 Math E Computer Science Standards ... &% me Mar 8, 2022
* - Goiden.tieie E Copy of Blank Newspaper: NARRA.. me Ma
b2 Cuagle Kany Hundive Copy of Canva - West 40 Coaches me 10:05 AM
M Google Slides Examples El  Copyof CSTA 2022 Workshop Out..  me Nov 5, 202
B My Badgee B Copyof CSTA 2022 Workshop.. % me Nov 5, 207

» [ Santos Marketing Copy of Example Grades for Sheets  me Apr 14, 2027




Use the Advanced Search

Q_  Search in Drive Er
X

Type [ Any S I

Owner ‘ Anyone - ]

Has the words { Enter words found in the file ]

Item name { Enter a term that matches part of the file name ]

Location { Anywhere - ]

[J mntrash [J sStarred [] Encrypted

Date modified { Any time - ]

Approvals [J Awaitingmy approval  [] Requested by me

Shared to [ Enter a name or email address... ]

Learn more Reset Search




Be Ready for Life Offline

< Settings

General Offline

Notifications ) ) ) )
Create, open and edit your recent Google Docs, Sheets, and Slides files on this device while offline

Manage apps
Not recommended on public or shared computers. Learn more




/ Al in Your Classroom - 3 A

Hour

Details Activity

Last month

ﬁ(‘jl You and Eric Santos LTC edited an
L & item
2:01PM Jul 27

[ Al in Your Classroom... ]

Eric Santos LTC shared an item
10:15AM Jul 25

[ Al in Your Classroom... j

Anyone on the internet with
the link
Viewer

a Paul Magnafici
Viewer

® Terry Ahearn
Viewer

You and Eric Santos LTC

r’%
2

s commented on an item
\ 11:20AM Jul 24 /

What are the Details?
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;;;;;ff:' Become a Keyboard Warrior

In Google Drive, you can type the following keyboard commands:

Arrow Keys | Navigate files & folders
Enter Open
n Rename
p Preview (in same tab)
. (period) Share
z Move
/ Search

? See more shortcuts!




Ben Sondgeroth
Lead Regional EdTech Coordinator
Learning Technology Center of lllinois
Email: bsondgeroth@ltcillinois.org
Twitter: @Mr_Sondgeroth



https://ltcillinois.org/
mailto:bsondgeroth@ltcillinois.org
https://twitter.com/Mr_Sondgeroth

