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.
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Once inside your google drive you can create folders, and add documents with the +New button.
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Once you select the +New button, you can then choose which item you want to add and or create.
For this example | am going to create a Folder.
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Once you have selected Folder from the drop down you will be asked to name the folder. In this
case | am just naming it Test Folder. Once you have named the folder select Create.
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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.
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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.
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Once your file is uploaded you will see the indicator in the bottom right hand corner that confirms
that the file is uploaded.

M Inbox (1) - bherring@athensisd: X @ Test Folder - Google Drive » =+ (-] = =

&« c & drive.google.com/drive/u/0/folders/1_00_kxi0Cw-Sgm3Nsq3P7rLESXGXKcyf hd . :
L Drive Q, Search in Drive = @ @« 5 Google o

My Drive > TestFolder ~ B ® B

I— New

Name

Files

Priority
» @ My Drive o
» |2t  Shared drives

2, shared with me +

(© Recent

j‘} Starred

! Third Slide.png

E Trash

¢ Storage

23.9 GB used

1 upload complete

Third Slide.png Q

@ Admin console



You have successfully
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the Google Drive
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