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1. GETTING STARTED: 

a. Sign in: 
i. E-mail address: lastname.firstname@pusd.us 
ii. Password 

b. Go to Chrome: Click on chrome icon pinned to the shelf at the bottom, or choose 
the apps icon (waffle) on the shelf and select chrome 

c. Go to your Google Drive: Click on the apps (waffle) icon in the upper right next to 
your email address.  If under Drive it says Create, you are in the old Drive.  Click on 
Take me to the new drive.  Now under Drive, it should say New.  

 
2. COMMON CHROME SHORTCUT KEYS:  Click on ctrl-/  (ctrl-backslash) to see them 

 
3. UPLOADING FILES/FOLDERS: To upload a file or folder from your local computer to 

your Google Drive: Click on New. 
a.  If you want to upload just one file, select File upload.  
b.  If you want to upload an entire folder, click on Folder upload. 
 

4. CREATE A NEW FOLDER:  If you want a new folder in your Google Drive:  
a. Click on New 
b. Click on Folder 
c. Type in the name of the folder 
d. Click on Create.   

If you want to put files into the folder, drag them into it. 
 

5. APPS: To view all the apps that are installed on your chromebook, click on the apps 
icon (waffle) in the bottom far left in the shelf.  Click on Web Store to see what apps are 
available to download. 
 

6. CONVERTING FILES:  
a. With the New Drive, you can work on Word, Excel, or PowerPoint files without 

converting them to a Googe Docs, Sheets, or Slides.  Just double-click on the file.  
But must be in Office Compatibility mode.  (Click on File and you will see it say 
Office Compatibility). If it is not in Office Compatibility, you must check for the 
most recent updates on your chromebook software. 

b. If you do want to convert an Office document into a Google document so that you 
can share it (You can’t share an Office file)(Your Office documents also remains): 

i. Select the file (single left-click) 
ii. Rt-click on the file (two fingers) 
iii. Select Open with 
iv. Select the Google app you want to open it with 

 
7. CREATE A NEW GOOGLE DOCUMENT:  Click on the apps icon and open Google 

Docs, Google Sheets, or Google Slides.  Click on the + in the circle in the bottom 
right of the screen to create a new document: 
a. Google Docs corresponds to Word 
b. Google Sheets corresponds to Excel 
c. Google Slides  corresponds to PowerPoint 
 



8. SHARING A FILE: 
a. Click on the file to select it 
b. Either click on the Share icon in the upper right, or rt-click (2 fingers) on the file and 

click on Share . . . and a new window will pop up. 
i. You will see the hyperlink to your document 
ii. You can change the rights to the document.  You can change it so only specific 

people can view it, anyone who clicks on the link can view it, or anyone who can 
find it on the internet can view it. 

iii. You can invite certain people to access it by inserting their e-mail address.  If 
you do this, you must specify if this invitees can edit the document or only view 
it.  If you e-mail the invitation to share, you can also type a message in the e-
mail. 

iv. You have the option for the e-mail to be sent to you also. 
 

9. TO SEE REVISION HISTORY: 
a. Double-click to open the file. (only shows for Google files, not office files) 
b. Click the File menu and select See revision history. 
c. Click a time stamp in the panel on the right to see a previous version of the file. 

You’ll also see the people who edited the file below the time stamp, and the edits 
that each person made is shown in the color that appears next to their name. 

d. If you want to revert to the version you're currently viewing, click Restore this 
revision. 

e. If you'd like to return to the current version of your document to continue editing, 
click the X in the upper right of the Revision history panel. 

f. Reverting your document to a previous version doesn’t eliminate any versions of 
your file, but it moves this previous version to the top of your revision history. 

 
10. RESEARCH TOOL IN GOOGLE DOCS: You can research on the internet in a side 

panel while in a Google Doc: 
a. Open the Google doc 
b. Click on the Tools menu 
c. Select Research.  A side panel will open on the right.  Enter a subject in the Google 

search box. 
 

11. CREATE A GOOGLE FORM: See attached procedure 
 

12. NEED HELP? 
 

Google Drive Help Center: https://support.google.com/drive/?hl=en#topic=6069797  
 

Very helpful GAFE tutorial videos: 
http://www.youtube.com/user/allymollica/search?query=Google  
 
E-mail me: NaomiLewisdotField@gmail.com (replace dot with a period) 
 

 
 
 


