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Question Answer

If you have a doc created in 
docs you can move it into a 
folder right?

Yes. Files in Drive can be moved after they have 
been created, either by drag-and-drop or by 
selecting Move to from the More Action menu. 
It is also helpful to create files from the 
appropriate Drive folder to start with.

Can you make a copy of 
someone's document rather 
than just a copy of the link?

Yes!  It is a good idea to make your own copy of 
a file if you intend to change it and make it you 
own. 
In the opened document, click on File and select 
Make a copy.
From Drive, right-click on the file or select the 
file and click on the More Action menu to Make 
a copy.

How does the Google Drive 
icon on the top menu bar 
work--it does not take me 
to my google drive?

You can log into your Drive by:
1) Enter drive.google.com in the URL bar
2) Select Drive from the waffle in any Google 
app page
3) Bookmark the page!

Can you move documents 
from within Docs instead of 
Drive?

If you are in the Google Docs page 
(docs.google.com), you cannot organize your 
documents in folders. Only Drive will give you 
access to your folders.

Do you have to move files 
one by one?  Is there a way 
to move several files at one 
time?

Select multiple files by holding the SHIFT or the 
CTRL key when clicking on the files.



NLPS COL Sessions for Educators

USING GOOGLE DRIVE 

May 29, 2020

Question Answer

What about class photos? Move forward with storing photos with great 
caution, as we do not want to store personal 
student data on our drives.  Consider that files 
that are no longer needed can also be deleted, 
you do not need to store them permanently.

We would have to remove it 
all if we ever leave the 
district or retire.

Yes.  Any files that you would want to access 
after leaving the district would need to be 
transferred to another account or downloaded 
to your computer BEFORE you leave as your 
account will be closed upon termination of 
employment.


