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Google Drive

Demonstration and sharing of information
Question & Answer as needed
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Google Drive:
Organization with Folders



The WHAT & the WHY of Google Drive ??P

WHAT? WHY?

Google Drive is: Google Drive is:

o Embedded Skills
° CIOUd StOl‘Gge o  Download/Upload

Private o  CREATE new documents/files

Shareable e Organizational Skills

o  File management

Connection between devices o  Folder management

Organizational opportunities o Collaboration
o  Sharing

Ben Sondgeroth * Google for Education Certified Trainer, Certified Educator Level 2



Google Drive

Creating folders & files

e Consider your file name

e Select a Location

e COLOR the folder

e Consider punctuation in file names
SEARCH of Google Drive
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Colored and “Emoji’d” Folders

¢ Summer 2017

BB s Fall2017

o Task Cards - iPad

P @ Student Examples
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Sort Order

L Drive Q. Searchin Drive The arrow next to
the word Name
Eow My Drive > 2020-2021School Year ~ denotes which order
ew

(alphabetical or
Nan{ o I reverse

Sy alphabetical) folders
. iy Drive . 1st Quarter Parent Letters or ﬁleS are Sorted in.
C‘ # Google Classroom ... BB 2nd Quarter Parent Letters U | k t
sSers Ccan ClICK on |
v [ 2020-2021 School Year
. 3rd Quarter Parent Letters tO reverse the Order‘
v [ 1stQuarter Paren...
v [ 'ncoming Stu... BB 4th Quarter Parent Letters
] . N | . N | I
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Last Modified

I— New

Priority

v My Drive
C‘ # Google Classroom ...
~ [ 2020-2021 School Year
~ @B 1stQuarter Paren...

~ @@ 'ncoming Stu...

» B 3rd Quarter Paren...

» B 2nd Quarter Paren...

My Drive > 2020-2021School Year ~
Name
. 1st Quarter Parent Letters
. 2nd Quarter Parent Letters
. 3rd Quarter Parent Letters

. 4th Quarter Parent Letters

EH

Owner (Last modified ¥ File size \

me: +/ Last modified
Last modified by me

Last opened by me

e \ J

me 7:07 AM me =

Dropping down the “Last Modified”
menu allows you to sort by who last
modified or opened a document or
folder.
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Google Drive - Breadcrumbs

L Drive
|— New

Priority
» My Drive

» Shared drives

& Shared with me

Q_  Searchin Drive v ® & it G Suite G
My Drive > 2020-2021School Year > 1st Quarter Parent Letters > Incoming Students ~ H ®
Name Owner Last modified File size
E Parent Letter - incoming students 2020-2021 me 7:00 AM me =
o

The sets of words across the top with arrows in between them

i show you where you are in terms of folders in Google Drive.
W e In the example above, the Parent letter file is stored in a folder
= storage called “Incoming Students,” which is stored in a folder called
mee “1st Quarter Parent Letters,” which is stored in a folder called
2020-2021 School Year. —
] 5§ 5§ I
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Google Drive Navigation

In the image below, no files or folders are selected.

L Drive
Google Drive offers

several ways to filter ; -
and manage your files 8 -
and folders. Onething |5 ="  °
to note about Google X o
Drive's interface on a N -

26.8 GB used

Therefore, there are a limited number of icons showing.

Q sear

My Drive > T21Programs - au

Owner Last modified N2 File size
T21 Leadership Program Tom Daccort d Nov 21,2015 Tom Daccord -
iPad Beth Holland Sep 24,2015 Beth Holland =
Chromebook Beth Holland Aug 27,2015 Beth Holland =
Elementary Beth Holland Feb 4,2015 Beth Holland -
Master List of Modules EdTechTeacher T21 Program - Updated Decemb... me Jan 25,2019 me =

Design Thinking Course Outline - December 2018 Nov 30,2018 me -

T21Sc,

In the second image below, a folder is selected, and

computer is that, in an

effort to streamline the | & o«

Search

can also be found in a right-click context menu.

oo
oo

. t f th . t My Drive > T21Programs ~ ® 42 © 8
Interrace € ICoONS a
’ +
Name Owner Lastmodified File size
the to pcC han ge '@ e Y rer— r—— Nov 212018 Tomscors =
» B3 TeamDrives
e e n i n n W h t . B iPad Beth Holland Sep 24,2015 Beth Holland -
d P d 0] atis ..
g an  Shared with me I3 Chromebook Beth Holland Aug 27,2015 Beth Holland =
.
| ® Recent
. I I3 Elementary Beth Holland Feb 4,2015 Beth Holland -
Y Starred
.
_ =] Master List of Modules EdTechTeacher T21 Program - Updated Decemb... & me Jan 25,2019 me =
B  Trash
B Design Thinking Course Outline - December 2018 Nov 30,2018 me -
users o
° 26.8 GB used T21 Schedule -2015-18 Gail Ross-McBride Nov 26,2018 Gail Ross-McBride —

therefore, there are additional icons available. These icons

8 B |
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Right-Click Context Menu

The right-click is
a powerful tool.
Ona

In other words - what are
all of the things we can do
with this particular file?

/

Chromebook, it
is a 2-finger tap.

L Drive

My Drive

It creates what

De

“context menu”

» My Drive

is called a a

©

rrrrrrr

TTTTT

Q_ Searchin Drive

> 2020-2P21School Year > 1st Quarter Parent Letters ~

which meansit |-
provides =
options in the
context of what
you are clicking
on.

| |

I
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Preview

Open with

Share

Get shareable link
Add to workspace
Add shortcut to Drive
Move to

Add to Starred

Rename

View details
Make a copy
Report abuse

Download

Remove

14



Add Shortcut to Drive o s
<-$-> Open with >
Google Drive has an option to add “shortcuts” of files. T| o+ share
file is actually stored in one folder location, it can be acq .5 et shareable link
+  Add to workspace >
My Drive > 2017-2018 School Year @ ~ ¢Y.  Add shortcut to Drive }f’)
> Miove 10
Name ¢  Add to Starred
B & New School Year Letter to Parents & <= /. Rename
(i)  View details
My Drive > 2018-2019 School Year # ~ ] ake acopy
Name 7 (1) Report abuse
td & New School Year Letter to Parents & ch Baumiogd
il  Remove
| N N | [ e —— I
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Uploading & Downloading to & from Drive
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Uploading to Drive

PowerPoint

]

Drive Q Se

Folder

File upload

Folder upload

Google Docs > 3

Google Sheets >

Google Slides >

More > |
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Downloading from Drive

E @@

Word Excel PowerPoint

[
[ A— Y

File > Download > Microsoft Word

LN Share
New >
< Open 80
Heal Make a copy
appe
Download >

Z Email as attachment

Make available offline

Version history >

Rename
3 Move

4 Add shortcut to Drive

é General Letter to All Parents
File Edit View Insert Format Tools Add-ons Help Last edit

ormaltext Arial v i ‘

w 3

v 1

Microsoft Word (.docx)
OpenDocument Format (.odt)
Rich Text Format (.rtf)

PDF Document (.pdf)

Plain Text (.txt)

Web Page (.html, zipped)

EPUB Publication (.epub)
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Google Drive Automatic File Conversion

Settings

General

Notifications

Storage

28.9 GB used

View storage details
View items taking up storage

Manage Apps

Convert uploads Convert uploaded files to Google Docs editor format

Offline |:| Create, open and edit your recent Google Docs, Sheets, and Slides files on this
device while offline. The Google Docs offline extension will be added to Chrome
Not recommended on public or shared computers. Learn more

Density Comfortable v

Suggestions Make relevant files handy when you need them in Quick Access.

—
|

One option in Google Drive is
to automatically CONVERT all
files to the Google Docs
editor format as they are
uploaded.

For example, a Microsoft
Word document would
become a Google Doc. A
Powerpoint file would become
a Google Slideshow.
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Manual File Conversion ‘

My Drive - = = & If the auto

ame conversion box is
8 — - - NOT checked, any
” files uploaded will

remain in their

original format.

DAA PN an

h 20160320_182955.jpg

GO Get shareable link
Move to @ CloudConvert

@ Available offline
<+ Connect more apps

F fianame 7 L1 Apps on your Computer T h ey C a n b e O p e n e d
B cameron's Test Document - Jul 31,2017 me - ]
B @ View details . ) Wlth Google programs
ear Parents £ Manage versions ) by RIG HT_C LI C KI N G
EdTechTeacherOnlineLearningProgram I Make a co Jun 23,2017 me - .
B g Repkortabupsye On them & SEIectIng
B  Essay 4 Downioad Aug 15,2017 me — OP EN WITH .

. IMG_0718.JPG Oct 23,2017 me 2
[i] Remove

[ ] I
I B 6 0721.mna - Oct 24,2017 me s
BeTm - ied Educator Level 2

f{ Add to Starred




File Types in Google Drive L

Files in Google Drive have
E  General Letter to All Parents different icons denoting the

type of file that they are.

]  General Letter to All Parents.docx
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Google Drive menu

option on the left

‘ Drive side of the page,
there is a tiny

‘ Google Drive Navigation etelofthe

arrow. By default,
|. N it is pointing to the
right. When clicked,
it opens a
id My Brive navigational
My Drive » [ *Martin Luther | enyironment tha!:
allows users to view
» B % Screencasti & move files.
2, Shared with me » % Screencastify > Bl Avra IerIVIdual folders
will also have
©  Recent » BB Avra Book Creator B grrows that will
open them.
B St » [ Book Creator Examples > BB ArtClass &
ELACI -E
i  Trash » @ Classroom » ass - Essay
4 Math Class +
» [ Science Period 7 & =
» I8 Science Labs &




& Managing Shared With Me

2> Shared with me

W
0]

4 My Drive
» [0 Computers

Starred

Trash

Shared with me

Name

Today

Google Drive - Santa Maria-Bonita |

Earlier this year

Copy of Math Virtual Classroom - 2

m Ryder Sondgeroth - blank.pdf

Older

Preview

Open with

Share
Get link

Add to workspace

Add shortcut to Drive

Best practice is to
remove items from
your “shared with
me” area and add a
shortcut to that file
in your Drive. You
will have a lot of
files in your “shared
with me” are so
bringing out the
ones you most
frequently use will
be very helpful!



‘ Information Button

L Drive
I— New

Priority
» @ My Drive

» Shared drives

2, shared with me
@ Recent
ﬁ Starred

Trash

Storage

55.8 KB used

Q_ Search in Drive

Shared withme > # Google Classroom Activities ~

Study Guide - Google Slides =%

Setting Up Google Classroom - for a work... <%

Push & Pull Sorting - Drag & Drop Activity ==

Nouns vs. Verbs - Classification Activity =%

Math Beginner Fractions Interactive <%

Martin Luther King Jr - Highlight Key Det...

Field Trip Permission Slip =%

Copy of Pattern Blocks - Make a Picture -...

Copy of Fiction or Nonfiction Text Explor...

Cloze the Gap Activity - in Slides <~

Owner

J\vra Robinson

Avra Robinson

Avra Robinson

Avra Robinson

Avra Robinson

Avra Robinson

Avra Robinson

Avra Vandre

Avra Robinson

Avra Robinson

Avra Robinson

Last modified

Jan 19, 2020 Avra Robir

May 5, 2020 Avra Robin

Jan 19, 2020 Avra Robir

Jan 19,2020 Avra Robir

Apr 3,2020 Avra Robins

May 21, 2020 me

Mar 29, 2020 Avra Vand

Jan 21,2020 Avra Vand

Apr 3,2020 Avra Robins

Apr 9,2020 Avra Robins

Apr 2,2020 Avra Robins

File size

@ @

o & © M :
| Study Guide -
Google Slides
Details

G Suite @
:::| O

©

x | @

Activity

Google Slides for Parent
Communication Video

Study Guide

®0000-6

Type Google Slides
Size =
Storage used

Location

0 bytes Google Slides files are free

B3 7 Google Classroom Activ




Information Button - Details & Activity

Study Guide - X
Google Slides

Details Activity

®000600-0

Type Google Slides
Size —

Storage used 0 bytes Google Slides files are free

Location I3 7 Google Classroom Activ
Owner Avra Robinson
Modified Jan 19, 2020 by Avra Robinson
Created Jan 19, 2020 with Google
Slides
Add a description V4

Viewers can download

. Study Guide - X
Google Slides

Y =

Details Activity

Last week
Earlier this year
Mar 30

O Avra Robinson Vandre added an item
to

Il Google Classroom Activities

Study Guide - Google Slid...

Mar 29

0 Avra Robinson shared an item

|| Study Guide - Google Slides

m Melissa Ost Can edit




List View vs. Grid View

L Drive
‘*'l- New

Priority
4 My Drive

» Shared drives

2> Shared with me

@ Recent
{“7 Starred

Q_ Searchin Drive

My Drive ~
N A k/

C‘ # Google Classroom Activities

‘ Drive Q_  Searchin Drive
BB 2020-2021 School Year )
My Drive ~
l- New
BB classroom Folders
Priority
BB cClassroom Templates 2 MylDovE ™8/ Google Classroom Activi... BB 20202021 S¥ool Year BB Classroom
» Shared drives
’ ) Field Trip Images
BB Field Trip Images - ¢

o
~

Shared with me

=
Files
@ Recent
ﬁ Starred
[ Trash
2=  Storage
8.9 MB used

M 20170721_135018 (1).jpg M 20200525_140611.jpg

Group Project - WEBINAR G...

Name

BB Classroom Templates

Group Project - WEBINAR G...
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Use the Search in Drive

& orive
I— New

Priority
» @ My Drive

» Shared drives

2> shared with me

@ Recent
ﬁ Starred
E Trash

¢ Storage

13.7 GB used

Q_ Searchin Drive

Type

Owner

Location

Date modified

Any -
Anyone -
ANYWHERE

[J Intrash [] starred
Any time -

Search allows you to
type in keywords
that a file might
either be title or
contain and then
also refine that
search by a number
of different filters!

as|

ec
lan]
an

un

Item name Enter a term that matches part of the file name
Has the words Enter words found in the file
Shared with Enter a name or email address
Follow up = -
ec
LEARN MORE RESET SEARCH
"Wl 2020 FETC Examples

Feb
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Priority & Workspaces

What? Why'?

e Space that allows you to Organize and quickly access
group like files in one location. files in one place.
e Organize and quickly access  Decreasing searching for files
files without searching the within Drive.
entire Drive. .
e Group files at the top level of
e Priority suggests files that you your Drive in a Workspace.
have been working on most : .
often. e Less visual scanning.
| . N N | . N | I
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Settings

S ® © ]

Settings : 2] @

Get Drive for desktop

Keyboard shortcuts

G Suite G

General
Notifications Convert uploads [ convert uploaded files to Google Docs editor format
Manage Apps
Language Change language settings &
Offline [C] create, open and edit your recent Google Docs, Sheets, and Slides files on this
device while offline
Not recommended on public or shared computers. Learn more
Density Comfortable v
Suggestions Make relevant files handy when you need them in Quick Access.
Surface important people and files in Shared With Me. (Page refresh required)
[CJ  Make Priority my default home page
I . N | I
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