PPL Technology Guides
Using Google Drive &
Google Documents
What you need
 Computer
 Internet connection
 Google/Gmail account

Accessing Google Drive
 Sign in to your Google account on your browser of choice (Chrome, Firefox, etc).
 In the top right corner of the browser window, you should now have the following links shown:

 Hover your mouse over the 3 x 3 grid of dots. This should bring up a text box that says “Google Apps.” Click the dots.
 Click the Google Drive Icon:

 You can also access your drive by typing in the following link: https://drive.google.com/drive/my-drive

Navigating Google Drive





In Google drive you can store images, Google word processing files, .PDFs, videos, and several other file types.
You can also share files across multiple accounts by inviting other users to view, comment on, or edit them.
Files can be sorted and stored in folders, similar to your File Explorer on Windows.
All Google-based word programs (docs, slides, forms, sheets) are automatically saved on the Google cloud while you are
connected to the internet.

Parts of Google Drive
New: Allows you to create
new Google documents,
forms, slides, sheets. These
are comparable to Microsoft
Office Suite
My drive: Files you have
created on your account
Shared with me: Files that
you have been invited to
view, comment on, or edit, or
have added to your account
via the web

Creating New Files
 Click the New button, then choose the fourth option on the list, “Google Doc”:

 In the top left corner, click on the text “Untitled Document” to highlight it, delete the words, and write in “Test 1”:

 You can now create a word processing document with almost the same functionality as a Microsoft Word.
 Each time you stop typing, the Drive will automatically update and save the file if you are connected to the internet.

Sharing and Downloading Files
 To share a file you have created, click the blue Share button in the top right corner of the window

 Click Advanced in the bottom right corner of the pop-up box
 There are several ways to share a Google File
 Get shareable link/Link to share: You can copy the link that is at the top of the pop-up box and send it to others
 Inviting others via email: write emails in the “Invite People” box. The pen icon beside it can be clicked to change the

level of editing access people you share the file with have (can view, can comment, can edit)
 Once you have shared your file the way you want to, click the blue Done or the Send button.
 The lock icon on the Share button will change to a person with a chain link under him, or two people:

The chain link is for a shared link, the two people are for shared via email.
 To download a file and access it outside of Google Drive, click File.
 The fifth option on the list is “Download.” You can save your file into any of the formats listed.

Other Tips


To change the way you view files (as large icons or as a list) click the Grid View icon located in the top right of the main
Google Drive page:




To change the margins or layout of your Google Doc, click File > Page Setup (it is not in the Format list).
If you are allowing others to comment on a shared document, or are commenting on your own document, you can track
what is being said with the comment icon, located beside the Share button.
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