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Learning Objectives

•Navigate Google Drive

•Upload files

•Create new documents

•Search for files

•Create, move, copy and rename folders

•Viewing shared files



What is a Google Drive?

• Google Drive is a tool you can use to store uploaded files 
and share them with others.

• Uploading a file emans moving a file from your computer 

to the Internet.

• Downloading a file means taking a file from the Internet 

and putting it in your computer.

• In this module, you’ll learn how to work with your files online 

using Google Drive.



Step 1:

• To go to Google 
Drive, type in the 
address bar: 
drive.google.com


• Log in to your 
Chamuellian Account 
to use Google Drive

What is Google Drive?

http://drive.google.com
http://drive.google.com
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Adding Files and 
Folders
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Uploading Files
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Folders
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Searching for Files
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Working with Files 
and Folders
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Copying Files
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Renaming Files and Folders
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Viewing Shared Files
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Any questions on this module?
Send an email to your IT Support

• support@chamuel.edu.ph

mailto:support@chamuel.edu.ph
mailto:support@chamuel.edu.ph

