


What is it?
Google Drive houses all of your created Google items as well as items shared with you. Here you can 
create folders to organize and share information. You can access the various Google creation options, like 
docs, within drive or on their specific program page. 

How to access
•	 When logged into your ASC email, access either email or Google.com
•	 Locate the “Waffle” in the top right corner of your screen and click on it
•	 From the Dropdown Menu that opens, choose Drive

Getting Started

A new window will open. You will see Drive in the top left corner and your ASC logo and Initial in the top 
right corner.

Don’t forget - If you have questions beyond the guide, be sure to schedule an appointment with the 
CDVL tutors! They will happily walk you through any issue you may be facing. 

You can also click here to watch a tutorial that walks you through all of the steps above. 

https://youtu.be/guYwUk25KIY


What Can You Do in Google?

Google offers multiple options for document creation and collaboration. We are only touching on the main 
ones you may end up using in this program. 

Google Docs – works like a word doc, this is a word-processing document that is completed and saved on-
line. It automatically updates as you work, allows you to share it with multiple people who can add directly 
to it or add comments, gives you the ability to access a revision history and restore earlier versions as well as 
download it as a word doc or a pdf to submit to classes. 

Google Sheets – this is a spreadsheet app that allows you to create, edit and share spreadsheets as well as 
download them as excel files.

Google Slides – a presentation based program that allows you to build, edit and share presentations  
online. It can generate a link so that anyone can access your presentation without submitting a specific file 
or download as a PowerPoint. 

Google Forms – this app allows you to create surveys that can be easily shared. Multiple question types are 
available (fill-in, multiple choice, checkbox, etc) which give you a wide range of options. Questions can be 
branched, meaning you can have people follow a certain path of questions based on how they answer 1 
parent question. Answers are automatically gathered and available in an online collection site as well as 
downloadable into a spreadsheet. 



How to Create a New Item

How to create a doc, folder, presentation, etc:
From the menu on the left, choose New

In the dropdown menu that opens, choose what you would like to do. Click More at the bottom if you don’t see 
your choice. Click here to watch a video tutorial of this step.

https://youtu.be/Slpy3BqVlh8


How to Share

How to share:
In any of the applications look for the large button in the top 
right corner. 

The button will always say share, but the color will differ based on which program you are in 
(blue for docs, green for sheets, etc)

Click the share button.
If you have not named your document, it will prompt you to do so at this time. 

If you want to share with a specific person, begin typing the name of that person. People in your organization 
that match that name will start to populate into a chooser menu. 
Click on the correct person or continue typing the ASC email address of the person you are looking for. 

Click on the pencil next to the 
name to determine if that person 
can:
•	 View only
•	 Edit
•	 Comment

You can add additional people, write a note to go in the email notification or click the checkbox to keep an email 
notification from being sent.  When you are ready click send (IF you opted to not send a notification, your 
button will read OK instead of send)

If you want to allow anyone with the link to access your file, click Get Shareable Link in the top right corner. 
Choose who can access and how. The default option is that anyone at Agnes Scott with the link can view.  Click 
on advanced on the bottom right to get additional options. 

Click here to watch a video tutorial of the information.

https://youtu.be/4sV4HI05S54


How To Download

Each of the google products allows you to download the file as the file of a different program.
For example: Google docs can download as a Microsoft Word doc.
            Google slides can download as a Microsoft Powerpoint file.
            Google sheets can download as a Microsoft Excel file.

In order for you to download these you need to open the file you wish to export.
Once it is open in Google, click File from the top left corner.
In the dropdown, choose Download As...
Choose the correct file type from the list that opens.
If prompted by your computer, click okay to accept the file.
Then find the file where it saved to on your computer (If using a Mac it will be sent to your downloads folder)

The process will be the same regardless of which Google product you are trying to download. 

Quick Tip! Because it will let you download these files, it will also allow you to upload these file types to 
your drive. It will save them as regular .docx, .ppt, etc files. If you wish to edit them, YOU MUST CONVERT 
THEM TO GOOGLE FILES. Google will prompt you to do this. Once you convert, you’ll see 2 versions of 
the files - the original and a Google version. Only the Google version will be editable. 



Editing 101

Editing in Google products works very similarly to editing in other software. Many of the formatting items you 
use are located in similar, if not the same, places. Watch this video to see more. 

The biggest change you’ll notice is that Google products allow you to work collaboratively. Multiple people can 
view and/or work on the same document at the same time. As long as the document is shared with 
collaborators who have editing rights, it can be used in this manner. 

Because it is in the cloud and because of the collaborative features, Google products auto-save as you work and 
allow you to view a revision history. If you share your doc and another accidentally deletes a portion of it, you 
can restore that by clicking on the edit history.

This opens a new window that allows you to see who made changes, when the changes were made, and 
what changes were made. Click on the versions in the list on the right to see tracked changes of these 
items. You can also click to restore an earlier version from this screen if you need to. 

Click here to access 
revision history

Choose from any of 
the available 
versions to see 
changes that were 
made or to restore 
an earlier version.

Helpful Feature! You can also comment on files and share notes as you collaborate. Watch this tutorial to 
find out how. 

https://youtu.be/pxuSuxcBT8w
https://youtu.be/yPUuPif28vU
https://youtu.be/yPUuPif28vU


How To Delete

You may find you no longer need a particular file in your Google Drive. Or you accidentally uploaded two of 
the same documents. In this instance you can delete.

Deletion is a two-step process. 
 1. Delete item and move it to your trash
 2. Remove it permanently from your trash

If you move something to trash, it will be recoverable until you run out of space in your drive. You can bring 
it back into your files at any point as can anyone who shares that document. 

If you want to permanently remove the document, you need to erase it from your trash can. 

There are 2 main ways to move an item to trash.
Option 1: While working in the document/presentation/etc:
       Click file, scroll to Move to Trash
       The file will be moved and you will get a “confirmation screen” 
       of sorts that allows you to instantly remove from trash if you 
       made a mistake or to go to the home screen of the google product 
      you are working with. 

Option 2: While in your Google Drive main page:
       Right click (Control + click on a mac) on the document
       Choose remove at the bottom of the menu that opens up. 
       The file will immediately be removed. You will get a notification
        of the change in the bottom left corner with an option to undo if
        you’ve made the change in error.



How to Delete, continued

Lastly, to permanently delete an item from your Google drive, go to your Google Drive main page. 
Click on the Trash Can from the left-side menu
This will open a new screen with all of your previously deleted files.
Right click (Control + click on a mac) the file you wish to remove
Choose between Restore (moves it back into your Google Drive) or Delete Forever (removes file 
permanently.)
If you choose Delete Forever, you will be prompted to confirm the choice in a second pop-up window. 

Once you delete forever, you can no longer recover that file. 


