Written Instructions

1-Please log in to your account.

Step 1-

Please click on the “Drive” icon on your homepadée “Drive” icon is not there, please click dmet“Documents”

icon.

If this is your first time logging in to Google “ixe,” you will have to “Get Started using 5g” omsething similar to
this. You can do this by clicking on the blue butin the upper right hand corner.

You can only begin Step 2 when you see the “My &rhared with me, Starred, etc,” appear on thésefd side of
your screen. From there, you may begin Step 2.

Step 2-

Please click on the “Shared with Me” tab.

Step 3-

After you click on the “Shared With Me” tab, it Wibke you to all of the documents or folders thate been shared
with you.

Please check the box next to your lesson plan folde

After you check the box next to your lesson pldddo you will notice that new tabs appear on thedf your screen.
Please click on “Add To My Drive.”

Step 4-

Please check to make sure that the lesson plaarfblts been moved to your “Drive.” To do that, péeelick on the
arrow next to “My Drive” to open up your “Drive” fders.

Step 5-
If you have successfully moved your Lesson Pladeoto your “Drive,” you will notice that it now gears underneath

the “My Drive” section.

There is a separate hand-out for moving documaetasyour lesson plan folder, but it needs to bgauar “Drive”
section to be successful!



PICTURE TUTORIAL:

After you sign into your Google Apps account, ithwake you back to Google’s homepage.

Step 1: Where to go on the homepage?

'I.J https://www.google.com/
e | fimopsooly| FETIINTS B | DGR 0 o (b Rado )

7 @ Sign into Comeast H CNN.com - Brezking New.. . about.com http-game.b.. ‘@ Suggested Sites E] Free Hotmail (g SideStep E| Get More Add-ons » = Hotmall - chelle543@hot... £ MacGregor's Restaurant - .. dj Customize Links @ Sign in to Comeast (2)

Search Images Mail Drive

ddefiore@burttwpsc

A faster way to browse the
. / Install Google Chrome

Google Search I'm Feeling Lucky

Please click on the “Drive” icon.

Note- if you have an icon that says “Documentstaad of “Drive,” please click on that.



If this is your first time logging in to Google “ixe,” you will have to “Get Started using
5g” or something similar to this. You can do thysclicking on the blue button in the
upper right hand corner.

You can only begin Step 2 when you see the “My &rishared with me, Starred, etc,”
appear on the left hand side of your screen. Fraret you may begin Step 2.

Step 2: “Shared With Me File”
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Step 3: Moving a “Shared With Me” File to “My Drive”
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After you click on the “Shared With Me” tab, it Wibke you to all of the documents or folders thate been shared
with you.

Please check the box next to your lesson plan folde
After you check the box next to your lesson pladdo, you will notice that new tabs appear on tedf your screen.

Please click on “Add To My Drive.”



Step 4: Clicking on my “Drive”
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Please check to make sure that the lesson plaarfolts been moved to your “Drive.” To do that, péeelick on the
arrow next to “My Drive” to open up your “Drive” fders.



Step 5: New View from “My Drive”
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If you have successfully moved your Lesson Pladeoto your “Drive,” you will notice that it now gpars underneath
the “My Drive” section.

There is a separate hand-out for moving documaetasyour lesson plan folder, but it needs to bgauar “Drive”
section to be successful!



