
Open your email and select the waffle icon at the top right hand corner of your screen. Then select 
the Drive icon in the drop down menu.



Once inside your google drive you can create folders, and add documents with the +New button. 



Once you select the +New button, you can then choose which item you want to add and or create. 
For this example I am going to create a Folder.



Once you have selected Folder from the drop down you will be asked to name the folder. In this 
case I am just naming it Test Folder. Once you have named the folder select Create.



Once you open the new folder, you can simply drag and drop files into the area that says 
Drop Files Here. Once you do this your item will then begin uploading to the google drive. 

NOTE: You can drag multiple items at once, but the more items you try to upload at once, the 
amount of time of the overall upload process increases. 



Once you drag and drop files into the area that says Drop Files Here you will see a indicator in the 
bottom right hand corner that shows you the file upload process.



Once your file is uploaded you will see the indicator in the bottom right hand corner that confirms 
that the file is uploaded. 



You have successfully 
uploaded a file to 
the Google Drive

Stop Here


