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Life in the Clouds: Google Drive, Part 1 
Cloud Storage and Workspace 

 

 

 

Google Drive is a file storage and synchronization service created by Google, frequently called 

‘the cloud’. Users can store and sync files across devices, as well as edit files, all with just an 

internet connection. 

 

After today’s workshop, you will be able to:     

 Access Google Drive from your Google account 

 Distinguish between a cloud work space and a cloud storage space    

 Understand which Google Services correspond to which MS Office services  

 Know how to create and organize folders 

 Be able to upload files to Google Drive, and download files from your Google Drive 

 

Cloud Work Space vs. Cloud Storage Space  

 You must have a Google Email account (@gmail.com) to use Google Drive 

 A basic Gmail account comes with 15 GB of free storage shared across your Google 

Drive, Gmail, and Google Photos. 

 Any file attachment larger than 25 MB in an email must be shared through alternate 

means, such as a link through Google Drive. 

 Once you have a Google Email, Google Drive also becomes a cloud workspace 

o You can access the cloud workspace anywhere you have an internet connection 

o You can modify documents in real time, without having to download or upload the 

file every time—you can edit while in the cloud. 

 Google Drive is generally compatible with MS Office Suite software 

o If your document starts as a Google Drive file, and you download it as a MS Office 

Suite file, the formatting may change. 

 

Google Drive Services and MS Office Integration    

 

Google Drive can offer a great cloud workspace, but it is 

not MS Word. If you love Word, you can still upload and 

download docs from and to Drive. This is also the same for 

all MS Office products in their corresponding Google 

Drive versions:   

• MS Word: The corresponding option is Google Docs   

• MS Excel corresponds with Google Sheets   

• MS PowerPoint corresponds with Google Slides   

• Google Drive also has Google-based options that are similar 

to other software and apps outside of the MS Office suite. 
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Accessing Google Drive 
Google Drive allows users to create folders, subfolders, and move documents around by dragging 

and dropping. 

 

Opening Google Drive 

 Log into your Google Email Account. 

 From your email homepage, open up the menu on the right with the 3x3 

dot square, next to the Settings and Help menus.  

 Choose the Google Drive icon. It is the 3-colored triangle. This will open your 

‘Google Drive’. 

 From this main location, you can do the rest of the activities. 

 

Practice: Open up your Google Drive 

When in Google Drive, the most recent files you have interacted with will always appear 

at the top of the list. 

 

Folders and Folder Management 

Create a Folder  

 From your email homepage, open Google Drive.  

 On the left, click on the New button on the Main Menu  

 Click on the Folder option at the top of the dropdown menu 

 Type the new folder name, then click Create.    

To create a Subfolder 

 Create another folder, just like above. Name it something 

different than your first folder. 

o The more recent a file or folder is, the closer to the top and to the left on the list 

it will be. 

 Find the icon for the second folder on your google Drive homepage. See “testing 3” in 

the image. The folders should be grouped together. 

 

 

 

 

 

 Now you can click and drag the second folder’s icon (testing 3) into the icon for the 

first folder (Nesting Test 2). 

 

 

 

 

 The second folder is now a subfolder. When you open the first folder you created 

(Nesting Test 2), you should find the second folder icon. 

 The folder pathway, just like on your desktop, should be at the top.   

 

 

 

Practice: Create a folder within a folder. (10 minutes.) 
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Uploading Files into Google Docs:    

 Create a document in MS Word (or choose an already existing file). 

 Log into your Google account, and open up Google Drive.  

 Click the “New” button, just under the Google Drive header on the left.  

 Click on “File Upload”. This will allow you to look through your computer 

and find the file you’d like to upload.    

 Double click on the document. This will upload it to your Drive! 

 Once your file has been uploaded, you will be able to find it under ‘files’, and it will 

appear in the first slot of the ‘Quick Access’ files at the top of your drive. 

 

Practice: Upload a file to Google Drive. (5 minutes) 

 

Save a document or file from your email 

 Open the email with the attached file   

 Click on the file, and a preview of the file will open. 

 In the top right of the preview, click on the white Google Drive icon with 

a plus sign. This will add it to your drive. 

  

Optional Practice: Add a file to your Google Drive this way. (5 minutes.)   

 

Downloading a file to your computer, from Google Drive 

 From Google Drive, right click on the file you want to download. 

 You should get a long menu of options. 

 Choose “Download”. It is the one with the down-facing arrow into an open 

box, near the bottom of the list.   

 If the file is a Google Doc (the MS Word equivalent), this option will 

automatically convert your file into a MS Word document and save it to the 

default location on your desktop. 

OR 

 From Google Drive, open the file you want to 

download. 

 Click on File on the top left of the page 

 Mouse over ‘Download’, and then select the file-

type you want to download your file as. 

 Once you select your document type, the 

document will save to your desktop in the default 

location. 

 Options vary between document types. 

 

Practice: Download a file to your desktop from Google Drive. (5 

minutes). 

 

This should work for all file types.   


