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Google Drive 

Import a file 

1. Click on squares 

 

 

2. Click on Drive  

 

 

 

 

 

 

3. Click on the word NEW 

 

4. Click on File upload (folder upload, depending on the 

documents you want)    
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5. Choose to convert your document, it takes up less space in your memory and allows you 

to manipulate it in your Drive account. Click on cog wheel 

6. Click on settings 

 

 

 

 

 

 

 

 

7. Click convert uploads 

 

 

 

 

 

 

8. Choose your file -then click open 

 

 

 

 

 

 

  

 



9/21/2016 Tiffaney Trella, Technology Integration Specialist 
 

9. Your document should 

appear in your list 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Identifying 

that you 

have 

uploaded 

successfully!  
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Sharing a Document/ Form 
 

 

Click Share 

 

 

 

 

 

 

 

 

Share settings window opens 

 

Click Advance 

 

 

 

*Click Change to give access to a group of 

people  

 

 

Type in a person’s email to give them 

specific access to the file, to view, comment 

or edit  

This is where you can work together on a 

document or any type of file 

Click DONE 
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*You now have options on how you would like to 

share the file and with whom.  

If you are posting the file on the internet you 

must choose anyone with a link.  

 

Click SHARE 


