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Google Drive Exercise #1 — Uploading Documents

Google

In this exercise you will practice:
¢ Signing In and Signing Out of

Google Drive e Editing a document on Google Docs
¢ Navigating through Google Drive e Automatic Save features

and Google Docs e Sharing documents to another
e Uploading a Microsoft Word Google Drive user

document to Google Drive

1. Go to google.com/drive.

/L Google Drive - Cloud Stora... X \k-i-
€ 9 @ nhitps//www.google.com/drive c

Google Drive

2. Sign In to Google Drive using your Google account.

Google Google

One account. All of Google. One account. All of Google.

Sign in to continue to Google Drive

e g
Rondo Library
rondoelectronicclassroom@gmail com

Sign in to continue to Google Drive

Need help? R
Create account
One Google Account for everything Google One Google Account for everything Google
GMEROGLE *HE GMPROL * > @
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3. Click on the “New” button.

Then, click on “File

upload”.

the document called “Astronaut_resume’
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More
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and single-click on “Open”.

Double-click on the folder called “Files for Google Drive” on your desktop. Then, single-click on

[
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5. The upload is complete when you see this picture on the bottom right-hand corner:

W Astronaut_r c 80.5KB Up

&«

Google M . B

& Drive My Drive ~ H-E YR i T« ]
“ Name 1 Owner Last modified File size

I » B3 MyDrive BB Introduction to Google Drive me 12:06 pm -
&% Shared with me Astronaut_resume.doc me 238 pm a1 ke
4% Google Photos

@ Getting started me Sep 30,2015 1MB
(© Recent
B Google Docs me 115 pm -
Y Starred
i — Google sheets me 1:11 pm -
ras
Google Slides me 111 pm -
Introduction to Google Drive Day 1 me 1:45 pm -

l:_l Get Drive for PC

5MB of 15 GB used

4 Uploads completed

W Astronaut_resume.doc 80.5KB Uploaded Share

= Upgrade storage

6. Double-click on “Astronaut_resume.doc” to view the Word Document preview on Google Drive.

Then, click on “Open” to open the Word Document in Google Docs.

My Drive - Google Drive % |

€ @  hitpsy//drive google.com/drive/my-drive c Search we 93 a0 =

Buzz Aldrin
461 Dale Street North
Saint Paul, MN
952-315-4125
buzz@gmail.com

Objective
To go boldly where no man has gone before

Employment History

ABC Construction 10/2008-Present

Insulation Worker St. Paul, MN
* Cover and line structures with blown or rolled materials to insulate from cold, heat, or moisture
+ Remove old insulation such as asbestos, following safety procedures
«+ Measure and cut insulation for covering surfaces, using hand and power tools

llinois Department of Motor Vehicles 9/2003-1/2005
Highway Maintenance Worker Chicago, IL
+ Drive vehicles to clear ice and snow from roadways or trim roadside vegetation
+  Haul and spread sand, gravel, and clay to fill washouts and repair road shoulders
+  Flag motorists to warn them of obstacles or repair work ahead

Subway Restaurant 9/1995-12/2000
Store Manager and Sandwich Artist Chicago, IL
+ Supervise 25 person staff and coordinate changing shifts and schedules
+  Enforce food safety and sanitation regulations to franchise standards
+ Make sandwiches for individuals and special events according to customer requests

Education
National Restaurant Association Solutions
ServSafe Food Protection Manager Certification

Chicago Training Institute
Snow Plow Operator Safely Training

Wilson High School
High School Diploma

Skills
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Astronaut_resume.doc will look like the picture below in Google Docs:
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File Edit View Inset Format Tools Table Addons Help

To go boldly where no man has gone before
Employment History
Insulation Worker

» Cover and line structures with blown or rolled materials to insulate from cold, heat, or moisture

« Remove old insulation such as asbestos, following safety procedures
« Measure and cut insulation for covering surfaces, using hand and power tools

Higiway Maintenance Worker

= Flag motorists to warn them of obstacles or repair work ahead
Subway Restaurant

» Supervise 25 person staff and coordinate changing shifts and schedules
«* Enforce food safety and sanitation regulations to franchise standards

Chicago Training Institute
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Buzz Aldrin
461 Dale Street North
Saint Paul, MN
952-315-4125
buzz@gmail.com
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2010
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Change the address to 1560 Mars Ave

Change Buzz Aldrin to your name.

nue.

Change the name of the document by single-clicking on “Astronaut_resume.doc” and replace

“Astronaut” with your name.
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10.

Share your document by single-clicking on the blue “Share” button on the top right-hand corner.
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11.Type in the email address of another student. Press “Done” after you have typed in the full email

address of who you will share the document with.

Share with others

# Can edit ~ >

12. Click on “Shared with me” to view your shared files.
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End of Exercise



