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How to Store and Share Files with Google Drive

Accessing Your Google Drive

You access your Google Drive through your NOVA VCCS 1

1. Onthe NOVA homepage (www.nvcc.edu), click on

MyNOVA.
2. Then click on the green myNOVA button. 2

Forgot your password?

3. Log-in to myNOVA 3 ﬂ 4
4. Then select the Gmail tile. q M
My Uiername g; Gmail

My Password

SIGN IN

Forgot Password | Forgot Username TU(

5. Click on the ‘apps’ icon in the top
right corner of the screen
6. Then select the Drive app

[ .o, | . 2
_ _ 7 Drive
7. Click on the NEW button. A menu will appear
allowing you to upload individual files or entire
folders - New
[3 Folder
8. You can create a new folder to store your files by / File upload
choosing Folder, or you can upload existing files 8 d Folder upload
or folders.
B Google Docs >
You can also create new documents by \
i Google Sheets >
choosing Google Docs, Google Sheets, Google
. Google Slides >
Slides, or Google Forms.
B Google Forms >
More >

@uole 1



http://www.nvcc.edu/

Sharing Files From Your Google Drive

bcuments ~ | le m

1. If you need to share a file or a folder with a colleague, click on
the file (or folder). 2 / Name

[0 ST

d Sharing - Resource Links

2. Click on the Share icon at the top of the screen.

zzzzz sera

1 Click on the document

thumbnail
n.. B 2020 Resource Doc - Cou... B 2020 Resource Doc - C
3. Enter the VCCS email address or the Gmail address of the person 3
. . . Share with others Get shareable link
you wish to share with (such as: ab1234@email.vccs.edu) /
# Can edit »
4, choose whether the recipient can edit the document or just Sharad wihAshley Avcher, Juan S and ons aer P
comment on or view it and click Done. I RS
m 4 Can view
5. The file will automatically be placed into the recipients Google Drive 5 L Drive
in their Shared With Me folder.
If needed, both parties can now access and edit the shared document e
simultaneously. riorty
3 My Drive
6. You can also share the link to the file. Right click on the file, click Get Link. ' Shared cyfts
i . i . ) . 2 Shared with me
7. Click Copy Link, then click Done. You can now paste the link into an email
or document. O Recen
ﬁ{ Starred
E Trash

6| = ,

@© Preview .
N Share with people and groups
Right Click on the > Openwith
document thumbnail i Shared with Hector Revollo
2+ Share
Equipment SO0t romw—g. GO Get link @ Get link @

+  Add to workspace

https://docs.google.com/spreadsheets/d/1j6ewxlVqZaG8QMPAZaJ_-HzpE.{ Copy link

¢ Add shorteut to D

Virginia's Community Colleges ~ /
Move to i 9 yolled

Anyone in this group with this link can view

Send feedback to Google
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Downloading Files From Your Google Drive

1. To download a file to your computer, right click on the file, 1
and click Download. Your file will be downloaded to the
Downloads folder in your computer. odlidekon B D Preview

<> Open with

2+ Share

Equipment Sign-Out  GD  Get link
<+ Add to workspace
f“.,, Add shortcut to Drive
Move to
¢ Add to Starred

/. Rename

@ View details
rD Make a copy
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~, Download

[i] Remove
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