Professional Development Service for Teachers

How to use Google Drive

Google Drive

Keep everything. Share anything.

SE0EARENA

Google Drive is a free, web-based office suite and data storage service
offered by Google. It enables users to create online documents and edit
them collaboratively. As well as word processing, spreadsheets and
presentations, Google Drive offers a "forms" option that can be used to
generate online surveys, collate them and present the results.

"Google Apps for Education” is a package of free online tools, including
Google Drive compiled specifically for schools and colleges. It allows schools
to set up email accounts for its teachers and students, facilitates shared
calendars, shared documents and even the creation of websites that can
become class or project websites. It gives the administrator control to limit
access to emails and sites.

If you are considering setting up Google Apps for your school it is advisable
that it is done in consultation with the ICT Administrator in your school.

For the purposes of using Google Drive with your students, regular Gmail
accounts will suffice.
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Step 1: Log info your email as normal

/ Gmail Email from Google %
<« C' A B hitpsy//accounts.google.com/ServiceLogin?service=mail&passive=true&rm=false&continue=https://mail.google.com/mail/&s scc=1&lItmpl=default&ltmplcache=2

[T Malahide Communi... ! Yahoo! Ireland [ Google [ Co-operative Learni.. (] Methodologies (] Design (] Business (] Personal (] Website (] Literacy & Numeracy [ ICT (] LEVP » [ Other bookmarks

Goc ;gle @

Gmail
A Google approach to email. Signin Google

Username

Gmail is built on the idea that email can be more intuitive, efiicient and useful. And maybe even fun. Afer
all. Gmail has

= Lots of space Password
Over 10364.679125 megabytes (and counting) of free storage

Less spam

Can't access your account?
! Mobile access ’

Read Gmail on your mabile phone by pointing your phone’s web browser to http://gmail.com
Leam more

About Gmail  New features!  Switch to Gmail  Create an account

Love Gmail, but looking for a custom email address for your company?
Get business email. calendar and online docs @your_company.com. Leam mare

, Take Gmail to work with Google Apps for Business

Step 2: click on Drive at the top of the page.

/ [+ Inbox (4) - businessonline
(~ C' M @& https//mail.google.com/mail/?shva=1#inbox @ =
[T] Malahide Communi... Yahoo!Ireland  [EJ Geegle [ Co-operative Learni.. ("] Methodologies (] Design (] Business [] Personal [*] Website (] Literacy & Numeracy (] ICT (] LCWP »  [] Other bookmarks

+You Search Images Maps Play YouTube lendar More
GO L /8[6 businessonlinetools@gmail.com ~
Gmail ~ C o]

OFTEC Qil Training Course - cctrainingsenvices| hp - Competitive Prices. Great Training. OFT 101, 102, 105 & 600 Courses Why this ad?

Inbox (4)
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Step 3: You are now into the Google Drive dashboard.

|/ MInbox (4) - businessoniine: x }'c. My Drive - Google Drive % Untitled form - Google Dr % T |
C M & hitps;//drive.google.com/?tab=mo&authuser=0#my-drive v =

[T Malahide Communi... @! Yahoo!Treland [E] Google [ Co-operative Leami.. (] Methodologies [ Design [ Business [ Personal [ Website [ Literacy & Numeracy [ ICT [ LCVP » [ Other boskmarks

+You Search Images Maps Play YouTube News Gmail Drive Calendar More -

GO L. nge “ businessonlinetools@gmail com ~
Drive

TITLE OVINER LAST MODIFIED
* My Drive
Online Tools for Teaching and Learnin, 18:33
Shared with me = 9 9

Starred J~ 36_Interesting_Ways_to_use_Google_Docs_in_the_classroom pdf 11 Apr me

Ry t
ecen - best_of_teachers_web_tools. pdf 11 Apr me

More +
-~ Digital universe by A. Kilcoyne SBP 2012 pdf. pdf 11 Apr me
Download Drive for PC
- Getting Started with Weebly Instructions. pdf 11 Apr me
. Google Forms Manual_0 pdf 11 Apr me

- Installing Adobe Reader Software pdf 11 Apr me

Step 4: Creating a document from scratch is very simple. Click
the create button.

|/ MInbox (4) - businessoniine: % }'g. My Drive - Google Drive % Untitled form - Google Dr % s e

C A & htips;//drive.google.com/?tab=mo&authuser=0#my-drive e =

[T Malahide Communi... @! Yshoo!Treland [EJ Google [ Co-operative Leami.. (] Methodologies [ Design [ Business [ Personal [ Website [ Literacy & Numeracy [ ICT [T LCVP » (] Other bookmarks

+You Search Images Maps Play YouTube News Gmail Drive Calendar More -

GO L. nge “ businessonlinetools@gmail com ~
Drive

+ My Drive

TITLE OVINER LAST MODIFIED

Shared with me 8 Online Taols for Teaching and Learning 18:33 me
) J~ 36_Interesting_Ways_to_use_Google_Docs_in_the_classroom pdf 11 Apr me
- best_of_teachers_web_tools.pdf 11 Apr me

- Digital universe by A. Kilcoyne SBP 2012 pdf. pdf 11 Apr me

- Getting Started with Weebly Instructions. pdf 11 Apr me

. Google Forms Manual_0 pdf 11 Apr me

- Installing Adobe Reader Software pdf 11 Apr me
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Step 5: You can create a document (similar o Microsoft Word),
spreadsheet (similar to Microsoft Excel), presentation (similar to
Microsoft PowerPoint), form (useful for creating tests,
evaluations, surveys), etfc.

[/ tnbox @) - businessoniine: x ¥ & My Drive- GoogleDrive  x [E=E ]
C' A @& htips//drivegoogle.com/?tab=mo&authuser=0#my-drive v =
[T] Malahide Communi... ! Yahoo!Ireland [} Google [ Co-operative Leamni.. (] Methodologies [] Design [ Business (] Personal [*] Website (] Literacy & Numeracy [1ICT [ LCVP »  [] Other bookmarks

+You Search Images Maps Play YouTube News Gmail Drive Calendar More -

GOL nge businessonlinetools@gmail.com ~

Drive

My Drive

I TITLE OVINER LAST MODIFIED

» - Folder
é Document

Presentation

B Online Tools for Teaching and Leaming me 18:33 me
. 36_Interesting_Ways_to_use_Google_Docs_in_the_classroom pdf me 11 Apr me
Is_pdf me 11 Apr me
Spreadshest B, e SBP 2012 pdf pdf me 1 Apr me
Form - Getting Started with Weebly Instructions. pdf me 11 Apr me
- Google Forms Manual_0 pdf me 11 Apr me

a Drawing

= Installing Adobe Reader Software pdf me 11 Apr me
Connect more apps

Step 6: Select Document (the steps that follow also apply for
creating a presentation or spreadsheet).

|/ M inbos (4) - businessoniine. x V& Wy Drive- GecgleDrve % ) [ Unfitied document - Goc: X T |
C' A & htips;//docs.google.com/document/d/19cNFSYUTECWs0u15pQV32u3juuhqvMxEcauBWTmTYNk/edit Qs =

[T Malahide Communi... @! Yahoo!Treland [E] Google [ Co-operative Leami.. (] Methodologies [ Design [ Business [ Personal [ Website [ Literacy & Numeracy [ ICT [ LCVP » [ Other boskmarks

businessonlinetools@gmail.com

Untitled document Comments m

File Edit View Insert Format Tools Table Help
[ ala -'-7 Normal text -  Arial

2 1 2
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Step 7: To name the document click on Untitled document

' I Inbox (4) - businessonline. % Y. g My Drive - GoogleDrive % J B Untitled Document - Goo: X oo
I )

C' A & httpsy//docs.google.com/document/d/19cNFSYU7ECWs0u1SpQV32u3juuhqvMxEcauBWTmTYNk/edit Q5 =

[T Malahide Communi... ! Yahoo!Treland [EJ Google [ Co-operative Leami.. (] Methodologies [ Design [ Business [ Personal [ Website [ Literacy &Numeracy [ ICT [ LCVP » (] Other bookmarks

Rename document

Enter a new document name:

| Online Tools for Teaching and Learning

n Gancel

Step 8: Saving your document.
There is no save button in Google Drive. All changes made are
automatically updated, so your work will never be lost.

|/ M ko (4) - businessoniine. x Y& My Drive- GecgleDrive % [ Online Tools ot Teaching X [E=E ]

C A & hitps;//docs.google.com/document/d/19cNFSYU7ECWs0u1SpQV32u3juuhgvMxE

IWTmTYNK/edit Qs =
[ Malahide Communi... ! Yahoo!lreland [] Google (] Co-operative Learni...

(7 Methodologies [ Design (7 Business [ Personal [T Website [ Literacy & Numeracy [ ICT [ LCVP » [ Other boskmarks

businessonlinetools@gmail.com

Online Tools for Teaching and Learning e
File Edit View Insert Format Tools Table Help All changes saved in Drive

& o ~ T Normatext - Aral

2 1 2

Welcome to the first session of Online Tools for Teaching and Learning in Business|
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Step 9: Once the document has been completed, it will be
privately owned by you. If you want to share it with your students
or other members of staff just click the "Share" button on the

top right hand corner.

aq| =

» (] Other bookmarks

C' A | & https//docs.google.com/document/d/19cNFSYUZECWs0ULSpQY32u3juuhgvMxEoauBWTmTYNK/edit
[T Malzhide Communi.. @1 Yahoo!Ireland [EJ Google (] Co-operative Leami... [ Methodologies (] Design (] Business (] Personal (] Website (] Literacy & Numeracy (] ICT [ LCVP

etools@gmail com =
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File Edit View Insert Format Tools Table Help All changes saved in Drive
& o ~~ " Normaltext - | Arial -1 - B Z UA-RIN- ol

2 1 2 3 4 5 6 7 8 9

Welcome to the first session of Online Tools for Teaching and Learning in Business|

Step 10:

/ M inbox 4) - businessoniine. x 1 ¢ My Drive - GoogleDrive % |5 Online Tools for Teaching x

C i |8 ntps//docs.google.com/document/d/19eNF5YU7ECWs0u1SpQV32u3juuhavMxEoauBWTmTYNK/edit

[T] Malahide Communi... @ Yahoo! Ireland [E] Google (] Co-operative Learni.. (*] Methodologies (*] Design (] Business (] Personal (] Website [1] Literacy & N|

Sharing settings

Link to share {only accessible by collaborators)

hitps: /docs. google. com/document/d/19cNF5YUTECWs0u1SpQV32u3juuhavixEcau

Share link via: [0V '_!-a n u
o]

Whao has access

Private - Only the people listed below can
access

8 Change

2 PDST Business Online Toals (you) busine. Is owmer

Add people:
Can edit ~

v Can edit
INotify people via email - Add message
Can comment

Send a

Paste t Can view
Cancel z
email
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Step 11: You can also upload your existing word
document/spreadsheets/PowerPoint Presentations that you have
already created to Google Drive from your computer or laptop

_.a" ] Inbox (4) - businessonline x Yb My Drive - Google Drive % _
‘L J

C A 8 nttps//drive.google.com/?tab=mo&authuser=0#my-drive
m Malzhide Communi... @l Yahoo! Ireland B Google (] Co-operative Learni... [ Meth

+You Search Images Maps Play YouTube MNews Gmail Dri

GOUSI(’T

Drive

* My Drive

My Drive

TITLE

Shared with me B Online Tools for Teaching and Learning

Starred M- 36_Interesting_Ways_to_use_Google_D

Recent
seen - best_of teachers_web_tools.pdf

Maore -
- Digital universe by A. Kilcoyne SBP 201,

Step 12: Select the file or folder you want to upload, then click
on "Open” to attach it.

_uﬂ
- vl « Courses » Drumcondra Courses Search Dr. urses O

Organize v New folder s I @

¢ Favorites Documents library PO e
B Desktop Drumcondra Courses

& Downloads o

%] Recent Places
4 Dropbox 58] Verbs for Blooms Taxonomy
= | Google Forms Manual_0
3 Libraries @] 1deas for Drumcondra Course
5 Documents = Digital universe by A. Kilcoyne SBP 2012 pdf
o Music ) Online tools for teaching and leaming
& Pictures @ Installing Adobe Reader Software
H videos = Installing Adobe Reader Software
= | Getting Started with Weebly Instructions
«& Homegroup B Online tools for teaching and leaming participants contact details
@ Course information

= best_of teachers_web_tools

1% Computer
£ Local Disk (€3 36_Interesting_Ways_to_use_Google_Docs_in_the_classroom
3 DVD RW Drive (0 | Animoto - Cartoons in education2
-4 i

File name: | + |AlFiles
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Step 13:

™ Inbox (4) - businessoniing % 7 & My Drive - Google Drive % [E=E ]
C M & hitps;//drive.google.com/?tab=mo&authuser=0#my-drive v =
[ Malahide Communi.. @! Yshoo!reland [EJ Google (] Co-operative Leamni.. ("] Methodologies (] Design (] Business [ P | [ Website (7] Literacy & Numeracy (] €T (7] LCVP S it bos

+You Search Images Maps Play YouTube News Gmail Drive Calendar More -

Google
Drive

My Drive
=35

“ businessonlinetools@gmail com ~

"Verbs for Blooms Taxonomy doc” has been uploaded.

o -

TITLE OWINER LAST MODIFIED

I * My Drive

Shared with me

Starred pe

Recent

M

More «

M

Download Drive for PC

P

P

M

8 Online Tools for Teaching and Learning me 18:33 me

36_Interesting_Ways_to_use_Google_Docs_in_the_classroom.pdf 4 Upload complete

best_of teachers_web_tools.pdf Settings v Conversion: Off
Digital universe by A. Kilcoyne SBP 2012 pdf. pdf W7 Veros for Blooms Taxonomy.doe
Getting Started with Weebly Instructions._pdf

Google Forms Manual_0_pdf

Installing Adobe Reader Software pdf

B Online Taols for Teaching and Learning

'W Verbs for Blooms Taxonomy.doc

0% full
Uparade storage

Using 17 MB of 5 GB - 0 MB in Bin Upgrade storage

Documents can be easily shared with students and/or worked on

collaboratively.

Students can follow the same process to share

their homework/projects which you as the teacher can then

comment on.

For more information, click
https://www.google.com/intl/en/drive/start/features.html
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