
 

 

 

 

 

Life in the Clouds: Google Drive, Part 2 
Creating and Sharing Files 

 

 

 

After this session, you should be able to: 

 Create a file in any of the Google Apps (especially Google Docs) 

 Move Files within Google Drive 

 Share any Google files and folders 

o **Only people with a Google Account can see Google Drive files attached in Gmail. 

 

Creating a file 

 Log into your Google Email Account. 

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

next to the Settings and Help menus.  

 Click on the Google Drive icon. It is the 3-colored triangle. This will open Google Drive. 

 On the left, under the Drive heading, click on the New button 

 Choose the blue rectangle (Google Docs) 

 

Practice: Log in to Google Drive & create a Google Doc.  

You will need a Google Doc to complete the rest of the practices. 

 

Moving files within Google Drive: 

 Once files are saved in Google Drive, moving 

them is easy: click and drag them 

 To find where a file is located, right click on the 

file and select “Show File Location” 

 Use the “Move To” option to move a file to a new folder without clicking & 

dragging it. 

 

Practice: move your new file into a new folder.  

 

 

Sharing Options 

    To share a file by email 

 Locate and open the document 

 Open the File menu, and mouse over the ‘email’ option. 

 If you have already shared the document, “Reply with this file” 

and “Open original message”, will appear 

 “Reply with this file” (right) will open up the email conversation 

that already has the file, create a new email response, and 

automatically attach this file to the email 

 “Open original message” (right) opens the original email conversation containing the document 

 If the file has not been shared, only “Email this file” will be an option. 



 

 To email the file, the recipient chosen must be another 

Gmail account (@gmail.com) 

 The ‘Subject’ will default to the title of the Google file 

being shared 

 A message is optional 

 

**Only other Google Account users (@gmail.com) can see 

Google Drive files attached in Gmail. 

 

Practice: share your Google Doc via email 

 

**You may need to use Google Drive to share any email 

attachment containing lots of images, due to the size of images 

and the memory constraints most email platforms have. Anything 

over 25 MB will hit this limit in Gmail. 

 

    To share a file or folder directly 

 Open any file, then click the button at the top right of the document. The following 

screen (below) will appear. 

 Make sure the file has the right Share settings. Click on the gear symbol before sharing to check. 

 Copy the link and send it to anyone using “Copy 

Link”. 

 To share a folder, right click the folder & click Share 

Options. The same screen (below) will appear. 

 Sharing a folder shares everything in the folder.  

 

 

 

 

 

Practice: share a file and a folder using the Share button and using the Copy Link method. Check your 

settings! 
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