
Goog le  Dr ive  a llows  you t o  s tore  your  documents  in t he  
cloud . New documents  can be  created . Documents ,  

presentat ions ,  spreadsheets  and  o thers  can be  
uploaded ,  ed it ed  and  shared  with o thers .

Google DRive requires 
the user to have an active 
google Gmail account.

open a web browser, preferably 
google chrome, and browse 

your way to google docs

http://drive.google.com/

folders that you can use 
to keep your files 

organised

create a new 
document, 

presentation, 
collection and 

so on upload an 
existing 

document from 
your computer

1

drag and 
drop files from 
your computer on 
to this window to 

easily upload 
the files



2click on Create 
new to create a new 

collection or 
Document, 

Presentation, 
Spreadsheet, 

Form Or Drawing

click on 
upload to 

upload a file 
or Folder 
from your 
computer

select a file and 
click on MORE to 
share, Organise 

and rename the file

individual 
files within a 
collection

google 
chrome 

allows you to 
upload entire 

foldeRs

drag and 
drop files from 
your computer on 
to this window to 

easily upload 
the files



click on a 
file to edit 

the 
document

click on the 
sharing status 
link to edit the 

sharing settings

set the access 
settings for the 

users

3

editing the 
document is quite 
similar to the 

process involved in 
editing a conventional 

document on the 
desktop

click on the 
share menu 
item to invite 

collaborators 
to edit the 
document



4
navigate the 
presentation 

slides

format the 
document

right mouse click 
(WIN) or ctrl-Click 

(MAC) to access a 
menu to perform 
Edits to the Slide

add and delete 
slides, change 
the theme and 

alter the 
background

click on actions to 
access the illustrated 

pop-up menu

click on 
PRESENT to view 
the presentation 

navigate the 
presentation 

slides



5

format the 
spreadsheet

data and formulas can be 
applied  in a manner similar 

to conventional desktop 
based spreadsheet 

applications

click on Form to 
explore publishing 

possibilities

click on form to 
choose from a variety of 
publishing possibilities

check the 
live form

view the 
responses

embed the 
form in a web 

page with 
some code
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Name of the Form

Cells that require 
completion

Select this menu 
item if you wish to 
embed the form in 

a  web page

embed the 
form in a web 

page using 
this code

Link to the live form

copy and 
paste this 

code
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Conventional form 
that appears after one 

clicks on the Published 
form link

same form after 
the code was pasted 
into the web page


