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Please save all questions until the end of the 
presentation, as we have dedicated breakout 

rooms specifically for Google-related problems!
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Google Drive Homepage
Create new 
documents

My Drive

Shared 
Files

Folders

Files



How to create new documents/other tasks

Creating new documents:

1. Click on the “New” 
button in the top left

2. A menu will then pop 
up

3. Find the task you 
want to accomplish 
and click on it. 



Shared Files

1. Files created by others but 
shared can be found under 
the “Shared with me” tab 
on the left

2. Once you click on the tab, 
all the files that are shared 
with you can be found

3. Use the search bar if 
necessary

4. Double click on the file to 
open it

Search 
Bar

Double-Click 
on the file 
you want to 
access 



Using the search bar

1. Click on the search bar
2. Type in the document’s 

name 
3. Use filters to get more 

specific 
4. Hit enter to have results 

show up
5. Double click on the 

document you want to 
open 
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Creating a Document

1. Click “New” in the 
upper left corner 
of your Google 
Drive

2. Scroll over 
“Google Docs”

3. Click on “Blank 
Document” or 
“From a 
Template”  



Google Docs 

Check on personal or shared 
documents

Utilize pre-made templates 

Create a new blank 
document



Template Examples

Templates cover formats for resumes, project 
proposals, meeting minutes, HR documents, etc.



Reading a New Document
File options

Sharing options, 
presentation, and revisions

Document tools
Blank document



File Options
Document Name

Email or download a 
copy of your document 

Move the document into 
another folder or Drive

Adjusting margins 
and printing 
format

Delete your document



Edit / View 

Use for 
specific 
pieces of text

Helpful to 
keep on for 
formatting



Insert Options

Inserting 
images or 
other 
multimedia

Used for page 
organization or 
formatting



Format / Tools



Document Tools

Depending on the width of your window, the 
toolbar may appear differently!



Sharing Docs

Share your 
document via 
email

Change 
permissions 

Share your 
document via link
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Creating a Slideshow

1. Click “New” in the 
upper left corner 
of your Google 
Drive

2. Scroll over 
“Google Slides”

3. Click on “Blank 
Presentation” or 
“From a 
Template”  



General/Blank Presentation

Edit slides here

Choose 
Theme

Toolbars



How to name your slides

1. Click on the “Untitled 
presentation” in the top right 
corner

2. Type in what you want the 
presentation to be called (This 
is for the file’s name)



How to add more slides

Two ways to add more slides:

1. Click on the plus symbol in the 
top left

2. Or, Click on the downward 
facing arrow to choose from a 
menu of slides
a. Click on the slide format you would 

like to add to your slide deck



How to add text to slides/edit them

1. Click on “Click to add 
title/text/subtitle” to add 
text

2. Once you click on it, you 
will be able to type in the 
box

3. Change/Stylize the text 
with the tool bar located 
above the slide 



How to add photos to your slides 

Two ways to add photos:

1. Copy and paste from the 
internet

2. Find and click the picture icon 
in the toolbar

3. Select where you want to get 
the image from 

4. After the image is pasted onto 
the slide, click on the image to 
edit it (crop, resize, rotate)



How to add a textbox

Creates a new box where you can 
type up text.

1. Click on the Textbox icon (the 
one with the “T” in the box)

2. Click on where you want the 
text box to go and drag to 
determine the size of the box

3. Afterwards, you can start 
typing inside the box



How to share your slideshow

Sharing: allows other to view, 
comment, and edit your 
presentation

1. Click Share in the top right 
corner 

2. Enter in the email address you 
want to share the presentation 
to (you can change the 
permissions on the right)

3. Click send.



How to present your slideshow 

1. Once finished and ready to 
present, click on the “Present” 
button in the top right

2. Once clicked on, it will put the 
presentation in present mode

3. Clicking on the screen/hitting 
the spacebar will switch the 
screen to the next slide 
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Creating a Spreadsheet

1. Click “New” in the 
upper left corner 
of your Google 
Drive

2. Scroll over 
“Google Sheets”

3. Click on “Blank 
Spreadsheet” or 
“From a 
Template”  



Opening a Blank Spreadsheet



Key Features

Freezing rows or 
columns helps visually 
for larger spreadsheets

Adding additional rows 
or columns in certain 
spots

Adjust your viewing 
screen on Sheets



Key Features

Go from Excel to Sheets and vice versa



Email questions to 
gerotechsc@gmail.com

Next Presentations:

Saturday, October 16 (3 - 4 PM PST)
- Navigating Youtube  -

Saturday, December 11 (3 - 4 PM PST)
- Internet Basics  -

Additional Breakout Rooms on the next slide!

mailto:gerotechsc@gmail.com


Additional Breakout Rooms!

- Google Drive 

- Google Slides

- Google Docs / Sheets

About 15 - 20 Minutes each


