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How to stay connected
Stay connected with DIIT

https://docs.google.com/presentation/d/1Wcu3v1pjeFSX9rij0XsLap1ctHvN2QbTaqrzMISDtQo/edit#slide=id.g13c5b0f19b_14_388
http://www.youtube.com/watch?v=Co3aOPXPgqI


Google Drive / Google Docs

Google Drive
❏ Creating files
❏ Uploading Files
❏ Accessing files
❏ Organizing files
❏ Working with Office files and other non-Google files
❏ Converting Files
❏ Sharing Files and Folders
❏ Managing Folders in Google Drive
❏ How to use Drive as a lesson repository

Google Documents
❏ Create a Google Document
❏ Share a Google Document
❏ How to collaborate using Google Docs
❏ Provide Feedback with Comments and Suggested Edits in 

Docs
❏ Direct Comments to specific users
❏ Add links to comments
❏ Access and Review Revision History in Google Docs
❏ Review Comments in Google Docs for Contributions
❏
❏ Citation tools to avoid plagiarism **
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Google Docs- Creating a new file

Option A) Directly in Drive                         Option B) From the Docs App

To create a new document

1. Open the Docs app: docs.google.com

2. Of the options displayed, select the + button to 
create a blank document file. Pressing + will 
create and open your new document, 
spreadsheet, or presentation.

Or
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Upload a Word Document into Google Drive

1. Go to drive.google.com.

2. Click the red  New on the upper left

3. Click File Upload

4. Locate the Word doc to upload and select it

5. Click Open

OR

1. Locate the Word Doc in your  finder 

2. Drag that Word doc to your Drive Desktop
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Change Upload Settings - Convert Office Files to Google Docs

If you want to automatically convert your uploaded Word 
Files into Doc Files you can do this  in settings:

1. Using a computer, go to 
drive.google.com/drive/settings OR click the 
Gear wheel in the upper right corner, then click 
“Settings”

2. Next to "Convert Uploads," check the box.
3. Click done

Note: You can only change Google Drive settings from 
your computer.
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Sharing Docs

Share with specific people
1. Open a file in Google Docs.

2. In the top right corner, click Share.

3. Under "People" in the "Share with others" box, type the 

email address of the person or Google Group you 

want to share with. Tip: Search for contacts by typing 

a name in the box.

4. To choose if a person can view, comment, or edit the 

file, click the Down arrow next to the text box .

5. You can opt to add a message along with the share

6. Click Done. The people you shared with will get an 

email letting them know you've shared a file.
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Create a Folder in Drive
Create Folder  

Create a folder
1. Go to drive.google.com.

2. On the left, click New > Folder.

3. Enter a name for the folder.

4. Click Create.
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https://drive.google.com/


Share a Drive Folder with Friends or Colleagues

1. Go to drive.google.com.

2. Select the name of a folder. At the top, click 

Share. (Tip: You can also right-click and choose 

Share)

3. Under "People" in the "Share with others" box, 

type the email address of the person or Google 

Group you want to share with. (Tip: Search for 

contacts by typing a name in the box)

4. To choose if a person can view, comment, or 

edit the file, click the Down arrow next to the 

text box .

5. You can opt to add a message along with the 

share

6. Click Done. The people you shared with will get 

an email letting them know you've shared a file 

or folder.
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http://drive.google.com/


Restrict Sharing Permissions
If you don't want people to change sharing settings, copy, print, 

or download a file:

1. Right Click the file or folder.

2. Click “Share”

3. At the bottom right of the "Share with others" window, 

click Advanced.

4. To restrict sharing of Files OR Folders: Check the box at 

the bottom next to "Prevent editors from changing 

access and adding new people".

5. To additionally restrict sharing of Files: Check the box at 

the bottom next to "Disable options to download, print, 

and copy for commenters and viewers" (Note: This 

setting does not apply to folders or people with edit 

access.)

6. Click Save changes.
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Organize your Drive - Move a document or file

Move a file or folder
You can move an item from anywhere in Google Drive: 
the main window, the left panel, or search results.

Option #1

1. Right-click the item you want to move 
2. Click Move to…

3. Choose a folder, using the arrow, or create a 
folder, then click Move.

Option #2: 

1. Select the document or folder
2. Press “Shift + Z” 

3. Choose a folder, using the arrow, or create a folder, 
then click Move.

Drag to a folder

1. Click and hold the item you want to move.
2. Move the item over the folder and release it.

(Tip: Use the left panel to move items into any folder in 
“My Drive” 
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Direct Comments to Specific User
Send a comment to a specific person

To make sure someone sees a comment, you can add their name to it. 

They will receive an email notification with your comment.

1. Open a document.
2. Highlight the part of the document you are commenting on.
3. Select the comment icon on the right side of the toolbar, or 

click Command+Option+M
4. Type a comment: Somewhere in your comment, add the 

name (with the first letter capitalized or with the + sign in 
front). When the correct person is suggested click their 
name. You can also add the email address of the person 
you want to see the message.

5. Click Comment.

Note: If you add someone who doesn't have permission to see the file, 

you will be asked to share the file.
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Revision History

See revision history for a file

1. Open a document, spreadsheet, presentation, or drawing.

2. Click File>See revision history. OR click the phrase at the top that says 

“All changes saved in Drive” OR click Command+Option+shift+H

3. Click a timestamp in the panel on the right to see a previous version of 

the file. You'll also see the people who edited the file below the 

timestamp, and the edits that each person made are shown in the color 

that appears next to their name.

4. You can scroll through and click to see different versions from the past.

 Note: Text that has been added will be highlighted in a different 
color. Text that has been deleted will be shown with a 
strikethrough.

5. To revert to one of the  versions you're  viewing, click Restore this 

revision.

6. To return to the MOST RECENT  version of your document, click the back 

arrow on  the top left of the screen.
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Research (or explore) & Citations

Insert and Citations for Texts or Websites 
Looking to create a citation?
Select the article you want to add and click “Insert”  to add 
the citation info into the document, or “Add Citation” and 
citation will appear in the Footer

Not in a GAFE Domain?
Try the following citation add-ons:Paperpile or EasyBib 
Bibliography Creator.

You can get these by going to Add-ons (in the tool bar) > 
Get add-ons and then searching for them by name.

Once you find them, just press the blue Free button to add 
them to Docs. You can then access them by clicking on 
Add-ons in the toolbar to display all the add-ons you have.

Explore 
Google built the search engine into Google Docs and named 
the feature “Research” (or “Explore” when not in a GAFE 
domain) 
Go to Tools> Research (Explore), or press 
Control+Option+Shift+i, or look for a four-point star in the lower 
right corner of your Doc (if not in a GAFE domain)

Choose “Explore” to search for related topics, images, and 
links. Browse through the items, choose one, then create a link 
or insert an image.
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Test Your Knowledge
1. Log into your Google Drive account
2. Create a document
3. Search for a poem in the Chrome omnibox
4. Copy and paste it into your document
5. Name your Document
6. Share it to someone sitting next to you
7. Add a targeted comment to the same person sitting next to you, asking them to reply.
8. Create a folder and call it Google Session
9. Move the document into the folder you just created

10. Open the document and select a phrase to search with “Explore.” Insert an image result into 
the doc.

11. Open the document and select a phrase to search with “Explore.” Insert a citation.
12. Select all the text in the document and make it bold
13. Go to revision history and restore to earliest version
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Share your success

After you take the exam! 1. Take a screenshot of your screen 
when - Congratulations you have 
passed - appears on your screen. 
Save it to your desktop

2. Upload it to Google Drive
3. Change the link setting to - anyone 

with the link can view
4. Paste the link into the Google 

Sheet that your voucher was in.
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