Job Skills for
Mothers

Google Account

and Drive
Beginner

Google Drive is a file storage and synchronization device created and operated by
Google. With Google Drive, documents can be stored in the cloud, files shared, and
documents can be co-edited with others.

Create a Google Account
A Google Account gives you access to many Google products. With a Google Account,
you can do things like:

e Send and receive email using Gmail

» Find your new favourite video on YouTube

e Download apps from Google Play

Step 1:
Choose a Google Account type

For myself or To manage a business

You don't need a Gmail account to create a Google Account. You can use your non-Gmail
email address to create one instead.

o Gotothe Google Account sign in page.

Google e Click Create account.

Create your Google Account

First

name
| Last name

Username (@gmail.com
You can use letters, numbers & periods
Use my current email address instead

Password Confirm

Use 8 o ore characters with a mix of letters, numbers &
symbols

[] show password

Signininstead =

One account. All of Google

e Enteryour name.

In the "Username" field, enter a
username.
Enter and confirm your password.

o Tip: When you enter your password
on mobile, the first letter isn't case
sensitive.

Click Next.

o Optional: Add and verify a phone

number for your account.
Click Next.


https://www.google.com/intl/en/about/products/
https://accounts.google.com/signup
https://accounts.google.com/signup?gmb=exp&biz=true
https://support.google.com/accounts/answer/27441?hl=en#existingemail
https://support.google.com/accounts/answer/27441?hl=en#existingemail
https://accounts.google.com/signin
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Use an existing email address
1.Go to the Google Account Sign In page.
2.Click Create account.
3.Enter your name.
4.Click Use my current email address instead.
5.Enter your current email address.
6.Click Next.
7.Verify your email address with the code sent to your existing email.
8.Click Verify.

Step 2: Protect your account with recovery info
If you forget your password or someone is using your account without your permission,
updated recovery info makes it much more likely you’ll get your account back.
e Add a recovery phone number
e Add arecovery email address
Learn how to avoid getting locked out of your account.

Google

Welcome to Google

@ benwg0358@gmail.com

=

Google will use this number anly for account security. Your
number won't be visible to others. You can choose later whether to
use it for other purposes.

[ Phone number (optional)

Recovery email address (optional)

We'll use it to keep your account secure
Your personal info is private and

Day Month - Year safe

Your date of birth

Gender 4

Why we ask for this information


https://accounts.google.com/signin
https://myaccount.google.com/signinoptions/rescuephone?edit
https://myaccount.google.com/recovery/email?edit
https://support.google.com/accounts/answer/7684753
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Now that you have a google account, what next?

If you click on the square of nine dots, a dropdown menu will appear.

¥ Merja Mahkd - Sij.. & Inclusion App - G... &% My Tasks - Appte.. & Squarespace — A, # Account- AppleD.. [P Allapps B Introducing: Unloc, U SeeU-Seel gy Omakal S Crisis Centre...

X
¢ M &
Account Gmail Drive
g Docs Sheets Slides
E o« B
Q. Search Google or type a URL 3
Calendar Meet Sites
[1) ~~
(=] (C] % 0 Ay Al G 6
Zoom Home Website Build..  Gizem messa... Omaluotto Groups Seaich Contacts
B m an
B = o] +

Booking.com My Sites Airbnb ebreams Inte... Add shorteut

Here you can access Your account, Gmail, Drive, Calendar, Meet and others.

What is Google Drive?

Google Drive is a free service from Google that allows you to store files online and access
them anywhere using the cloud. Google Drive also gives you access to free web-based
applications for creating documents, spreadsheets, presentations, and more.

Why use Google Drive?

Google Drive is one of the most popular cloud storage services available today. If you've
never used a cloud-based storage service like Google Drive before, take a moment to
consider the advantages of keeping your files online. Because files can be accessed from
any computer with an Internet connection, Drive eliminates the need to email or save a
file to a USB drive. And because Drive allows you to share files, working with others
becomes much easier.
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The left side of the screen is home to a navigation bar where you can access Drive’s
various tabs. These tabs organize your files by various categories.
The “my Drive” tab houses all of your cloud files.

Eecis — = =@ Thisisalsowherethe

b o = 2 = Drive folder on your

e | P | = "7 . computer gets

o L = ll==I10"" I __ . synced. If you've

) synced any other

= folders from your
hard disk to the

T | ] e | I | = cloud, you can find

themin the
“computers” tab.

Meanwhile, “shared with me” keeps all the files that other people have shared with you.
These are your main tabs, and you’ll spend most of your time there.

There are other tabs, as well. You can find recently accessed files in the “recent” tab.
“Starred” is where you can find any files you’ve made favourites for quick access. If you
want to recover a deleted file, the “trash” tab keeps all the files that you delete for 30

days.
L Drive Q, Searchin Drive ] @ @ s e
F tew Shared with me B O B
. @ SEh Suggested
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» OO Computers Rl n CARDINAL - P @
A
2, shared withme i e Select a fil orfolder to view s detals
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Mothers Now comes the most important part: how to interact with Drive files.
First, you have to upload a file to Drive. To upload files, you can click on the “new” button
in the top-left corner, then select the file or folder you want to upload. An easier method is
to simply drag and drop the file into the browser window, which will upload it into the
folder you have open in the website interface.

& one s -
b tew My Deha B @ B
3 Mew fold
» @ myoive @ My Drive X
t- & e .
4

n_deeiaration of relation. B English modules - Beginmers. Atlaas 13k manitering NEW
o : B Sraikavi edited yesterday

e in the past week by Susanne

0 =2 %@kD

Now that your files are in the cloud, you can right-click on them or use the icons at the top
of the screen to interact with them. Both have the same options. Probably the most
important of these options are the two sharing options.

& Drive Q - @ @ G ]

Computers > MyComputer > My Data - @ & @ W\ H B @ m

| new

'8
'

o
=

s

EE oo

B @
P

08_WhatlsGoogleDrive_BrowserRightClick


https://www.cloudwards.net/how-to-upload-to-google-drive/
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The first option is the simpler of the two, and it’s called “get shareable link.” Clicking on it
will generate a share link that you can copy and send. The second sharing option is
called “share.” Clicking on it opens up a dialogue where you can add people to the file
via email address. You can then set various permissions for each person.

e Share with people and groups

< myfriend@gmail.com X

W4 Notify people
v/

Message

Hi, check out this file please :)

Bl Booky Book.pdf

Viewers of this file can see comments and suggestions.

Eesdback? Cancel m

Another important option here is the “preview” function. You can preview many file
types, including images, videos, PDF files, and Microsoft Office and Google Workspace
documents. Once you're in the preview window, you can choose “open with” to open the
file you're previewing, either with a Google app — such as Google Sheets or Google
Slides — or a third-party app.
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Exercise 1

True or false

1. How much storage space do you have in your Google for Educators Drive?
a)Unlimited b)1TB c)500 GB d)I have no idea?

2. How do you create a new folder?

a) Click "New" box b)Click "Drive" (Left)
c)Click "Drive" (Upper Center) d)Click"Trash"
3.0nceyou create afile, youmust _________ it.

a) share. b)hide. c)save. d)name

4. Where are documents that you place on Google Drive stored?

a) On your school network b)Somewhere in California
c)In the cloud d)On a flash drive

5. Why is there no Save button for your files?

a)No changes are ever saved.

b)Google Drive uses autosave, which automatically and immediately saves your files as
you edit them.

¢)The Save button is in the “File” submenu.

d)You “Right-Click” to get the Save function.

6. How do you share a document with someone?
a)Put it in a box with a bow on it
b)Click the "share" icon and type in their "google" account email address.

¢)Email them the link
d)Tell them to ask nicely

7. When sharing directly with a person (or people), you can give them permission to:

a)Edit b)Comment c)View d)All of the above
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Exercise 1

Multiple choice

1. How much storage space do you have in your Google for Educators Drive?
a)Unlimited b)1TB c)500 GB d)I have no idea?

2. How do you create a new folder?

a) Click "New" box b)Click "Drive" (Left)
c)Click "Drive" (Upper Center) d)Click"Trash"
3.0nceyoucreate afile, youmust _________ it.

a) share. b)hide. c)save. d)name

4. \Where are documents that you place on Google Drive stored?

a) On your school network b)Somewhere in California
c)Inthe cloud d)On a flash drive

5. Why is there no Save button for your files?

a)No changes are ever saved.

b)Google Drive uses autosave, which automatically and immediately saves your files
as you edit them.

¢)The Save button is in the “File” submenu.

d)You “Right-Click” to get the Save function.

6. How do you share a document with someone?
a)Put it in a box with a bow on it
b)Click the "share" icon and type in their "google" account email address.

¢)Email them the link
d)Tell them to ask nicely

7. When sharing directly with a person (or people), you can give them permission to:

a)Edit b)Comment c)View d)All of the above



