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Besides storing files on your computer, you can upload your files to the web through services like Google 
Drive and Google Docs. Because these are connected to the internet, all files uploaded to them can be 
accessed through any computer by logging in with your Google account. Documents uploaded and 
created through Google Docs will appear in your Google Drive, and vice versa. 
 
Before you can start using Google Drive and Google Docs, you must first set up a Google account 
through accounts.google.com/signup. Alternatively, Google Drive’s and Google Doc’s websites have a 
link to create a Google account on their main pages. 
 
Google Drive 
Opening Google Drive 
Method 1: The Address Bar 

1. Using the address bar within a web browser, type in drive.google.com and hit Enter 
2. If you’re not signed into Google, click the “Go to Drive” option in the website that loads 
3. From here, sign in to your Google account 

 
Method 2: Google Apps Menu 

1. On google.com, click the square of nine dots in the top-right corner 
2. Find and click the triangular shape labeled “Drive” 

 
 
 
 
 
 
Layout 
Google Drive has many functions that are set apart in sections on its homepage. These parts include the 
search bar at the top for finding files and the navigation panel towards the left to view different 
categories of files. In the center of the window is the My Drive section, which contains your files and 
folders. As you grow more familiar with Google Drive, you can learn to upload, create, organize, share, 
and delete files, as well as how to customize the way files appear. 
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My Drive 
My Drive contains three sections: Suggested, Folders, and Files. The suggested section contains files 
you’ve opened recently or often. The folders section shows you any folders you’ve created, and the files 
section contains all of your files not contained in folders. To open these files/folders, double-click them. 
 
Uploading Files to Google Drive 
You can upload just about any file to Google Drive to store or even to edit. There are two methods of 
uploading to Google Drive. 
 
Method 1: Drag and Drop 
Click and drag the file you want to move from your computer to the My Drive screen. Once you let go of 
the mouse, the file will be uploaded to Google Drive. 
 
Method 2: The “New” Menu 
While in My Drive, click the “New” button in the top-left corner of the window. A menu will appear 
giving the option to upload files/folders and listing the kinds of files you can create. If you want to 
upload a file or multiple individual files, click the “File upload” option. Otherwise, if you have a folder 
with all the files you’d like to upload, select the “Folder upload” option. 

Once you’ve clicked either option, you’ll have to navigate your computer to find the file(s) or folder(s) 
you wish to upload. To learn how to do this, see our Navigating Computer File Systems handout. 
 
To select multiple files/folders on a computer, press and hold the Ctrl key and single-click each file you 
wish to upload to select them. If you mistakenly select a file, simply click the file again to deselect it. 
 
Another easy way to access the New menu is to right-click anywhere in the Folders or Files sections 
where there isn’t already a file. This will open the New menu that would usually appear at the top-left. 
 
Creating Files and Folders in Google Drive 
Besides uploading files, you can also create files that use Google’s programs, such as Google Docs, 
Google Sheets, and Google Slides. This allows you to write papers, create spreadsheets, and make 
presentations, all inside of your web browser. 
 
To start, click the New button in the top-left corner of the My Drive screen to pull up the New menu. In 
this menu, select the type of file you’d like to create, and the file will open in a new tab in your browser. 
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From now on, the file will be saved in your drive and can be found in the Files section of My Drive. 
 
To create a folder to organize your files a little more, use the same 
New menu, but select “Folder.” Enter a name for the folder and click 
the “Create” button, and your new folder will appear in your drive. 
 
Moving Files into Folders in Google Drive 
After creating a folder, you can use it to better organize your files. To move files into a folder: 

1. In the Files section of My Drive, right-click the file you want to move 
2. In the menu that opens, click “Move to” 
3. In the next menu that opens, click the folder you’d like to store your file in 
4. Click the “Move” button 

 
If the folder you want to store your file in is inside of another folder, click the right-arrow icon to enter 
inside of a folder, then select the folder you’d like to store your file in. 

 
Another method of moving files into folders is to drag-and-drop your file into the folder you’d like to 
use, so long as both the file and the folder are present on the same screen. 
 
Sorting Files in Google Drive 
In My Drive, the sorting type is shown towards the top-right 
corner of the Folders or Files section, next to an arrow. The 
arrow shows whether Drive is sorting in ascending (arrow up) 
or descending (arrow down) order—you can switch between 
the two by clicking the arrow. 
 
By default, Google Drive sorts files by Name in ascending order (i.e., ABC—descending order would be 
ZYX). You can change the sorting type by clicking on the sorting type label and, in the menu that opens, 
changing it to a different method. The sorting types include name, last modified, last modified by me, 
and last opened by me. 
 
Accessing Shared Files/Folders 
In the left-side menu, select the “Shared with me” option. This will list all 
files that are currently shared with you in one location. 
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Storage Space 
Since Google Drive stores files through the internet, Google sets a limit on 
how much data you can store. By default, you can store up to 15 GB, 
which is plenty of space for your personal needs. However, be careful with 
large file uploads such as programs and long videos, as those can quickly 
take up the storage space of your drive. You can keep track of your 
storage in the left-side menu in the Storage section. 
 
For instructions on changing the layout of My Drive or on sharing, 
searching for, and deleting files, see the combined Google Drive and 
Docs section at the end of this handout. 
 
Google Docs 
Opening Google Docs 
Method 1: The Address Bar 
Using the address bar within the web browser of your choice, type docs.google.com and hit Enter. 
 
Method 2: Google Apps Menu 

1. On google.com, click the square of nine dots in the top-right corner 
2. Find and click the blue icon with white lines labeled “Docs” 

 
Navigating Google Docs 
Google Docs’ homepage shares a similar appearance to Google Drive’s. You have the option of starting 
with a blank document or from a template. Below the template gallery is your existing documents, 
where you will go when returning to your saved works. 
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Templates 
Near the top of Google Docs is the template gallery. Templates are pre-formatted documents that you 
can edit to make your own; they include reports, resumes, letters, and more. Click on a template image 
to create a new document that uses that format. You can click on the words “Template gallery” in the 
top-left to view more templates. To create a new blank document, click the blank template. 

 
Existing Documents 
Your documents are found below the template gallery. To open one, click on the file image or name. 

 
Uploading Documents 
If you have worked on a document using a different word processor but wish to transfer it to Google 
Docs, you can simply upload the document: 

1. Click the “File” menu at the top-left corner of your screen 
2. From the drop-down menu that appears, select “Open” 
3. Click the “Upload” option in the top-right corner of the dialogue box that appears 
4. Click “Select a file from your device” or drag and drop a file from your computer 

If you choose to “select a file from your device,” you’ll have to navigate your computer to find the file 
you wish to upload. To learn how to do this, see our Navigating Computer File Systems handout. 
 
Sort 
You can sort your documents by ownership, title, or when they were last modified or opened. First, find 
the sorting options in the top-right corner of the existing documents section. 
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1. To sort by ownership, click the “Owned 
by” drop-down menu. 

2. To sort by title or when the document 
was last modified or opened, click the AZ icon. 

 
Downloading Documents 
Many professors require a certain document type to be submitted on Canvas. Google Docs allows users 
to download their documents in many formats, including .docx, PDF, and plain text. To do so: 

1. Select the “File” menu in the top-left corner of your screen 
2. From the drop-down menu, select the “Download” option 
3. In the menu that opens, click on your desired file format 

 
Google Drive and Docs 
Sharing Files 
Using Google Drive or the Docs main screen, you can share your files or documents with other people 
and allow them to view, comment on, or edit them. In My Drive or the Google Docs main screen, right-
click the file you’d like to share. In the menu that opens, select “Share.” The share menu will appear. 
 
Alternatively, if you have a document open, you can open the share menu by 
clicking on the big blue “Share button” at the top right of the screen. 
 
The Share Menu 
At the top of the share menu is a textbox in which you can type in emails to share the file with. After 
adding someone, their email will appear under the “People with access” section. 

 
Before adding an email, you can change other settings. The “General access” section gives you two 
options for how the file is shared with others: 

1. Restricted (Default): Only people that you added by email can open the file. 
2. Anyone with the link: Anybody who has the link can open the file and an email isn’t required. 

You can also set edit permissions for everyone who has access to the link. 
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Using the “Copy link” button in the bottom-left corner of this menu will copy the link to your document. 
You can paste the link and send it to others, and they’ll be able to access it or not according to the 
access type you set (“restricted” or “anyone”). 
 
After adding an email, select what kind of edit permissions the shared user has. The options include 

1. Viewer (Default): Shared user can only view the file 
2. Commenter: Shared user can view and make comments on the file 
3. Editor: Shared user can view, comment, and edit the file 

 
Additionally, you can send an email to the shared user letting them know you’ve shared a file with 
them. Click the “Notify people” checkbox and write your message to them in the textbox that appears. 
 
To share your file, click the blue “Send” button in the bottom-right corner of the menu. 
 
Searching for Files/Folders 
You can use the search tool at the top of My Drive or the Docs main screen to find files. Enter a keyword 
from your project’s title. Google will pull up a list of files that match the keyword; click on one of the 
results to open the file, or press the Enter/Return key to see more results. 

 
Selecting a Layout 
To change the way files are displayed, click the top-right layout button (next to the “i” button in Google 
Drive or the “AZ” button in Docs) and the layout will switch between list and grid format. 
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Deleting Files 
Drive and Docs both have a Trash folder where files are placed once they are “removed.” You can locate 
it towards the bottom of the navigation panel, indicated by the garbage bin icon. If the Trash has not 
been emptied, you can recover any files you’ve removed. Keep in mind that Google Drive automatically 
permanently deletes files after they’ve been in the Trash for 30 days. There are two ways to delete files: 
 
Method 1: The Homepage 

1. Open My Drive or the Docs main screen 
2. Find the document you wish to delete and click the three vertical dots next to the file’s name 
3. In the menu that opens, select “remove”  
4. In the dialogue box that opens, click “move to trash” 

 
Method 2: From the Document 

1. Open the document you wish to delete 
2. Select the “File” menu at the top-left corner of your screen 
3. Click “move to trash” from the drop-down menu 

Your document has been deleted; click “Go to Docs home screen” in the dialogue box that opens or 
simply close the tab. 


