
**NOTE** For this to work, you must have already moved your lesson plan folder from “Shared With Me” to “My 
Drive.”  See previous hand-out for instructions. 
 
It is recommended that you create your lesson plan document within your “My Document” section of Microsoft Word. 
From there, it is easy to upload and place the lesson plan document in your “Drive” account. By doing it this way, you 
ensure that you have a backup copy of your lesson plans on Microsoft Word located on your desktop. 
 

 
 
Written Summary of directions: 
 
1) Upload or create a document in your “Drive.” It would be better if you uploaded a document to your “Drive.”  
2) After you have uploaded your document, there are two ways you can move your lesson plan document to your 
lesson plan folder. 

 
ONE WAY: 

 
First step: Click on the document you want to be moved.  
Second step: Click on the folder that says “Organize” on the top of your screen. This will now open up to a new pop-
up. Please check off the lesson plan folder. 
Third Step: Please press “Apply Changes.” 
 
 

Second WAY: 
 
First step: Click on the document you want to be moved.  
Second step: Click the arrow next to “My Drive” and view all of the folders you have located within your “Drive.” 
Third Step: Grab the document you want, move it, and then drop it into the folder you wish it to be placed in. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



PICTURE TUTORIAL OF STEPS: 
 

 
 
Upload or create a document in your “Drive.” It would be better if you uploaded a document to your “Drive” then 
moved in to your lesson plan folder. 
 
 
 
 
 
 
 

 
 

 



ONE WAY:  
 

 
 
Check on the document you wish to be moved. 



Click on the organize folder that now appears after you check off the lesson plan: 
 

 



When the folder opens up, click on the lesson plan folder. After you have check off the appropriate folder, press 
“Apply Changes.” 
 

 
 
After you click on “Apply Changes,” your lesson plan will be moved to the lesson plan folder.  
 
You can check by clicking on your lesson plan folder. You will notice that your lesson plan document is now in that 
folder.  



SECOND WAY: 
 

This step occurs after you have uploaded or created a lesson plan document in your 
“Drive” account. 
 

 
 



 
 
Click on the document you wish to be moved. 



Click the arrow next to “My Drive” and view all of the folders you have located within your “Drive.”  
 



Grab the document you want, move it, and then drop it into the folder you wish it to be placed in.  
 

 
 
When you click on the Lesson Plan folder, you will notice that your lesson plan document will now be in that folder. 
 
 You can check by clicking on your lesson plan folder. You will notice that your lesson plan document is now in that 
folder.   


