
Saving to Your Google Drive
Please note you will need to upload your project to your Google drive          
at the end of every class period that you work on your project. 
1) Save your project to the “Documents” folder 

a) Click “Save as” under the File tab

2)   Upload your project to your Google Drive 
         a) Be sure you are signed into your google account 

         b) Select the Triangular “Drive” icon by clicking the nine 
         box tab in the upper right 

         

b) Name your project and be sure to save it to the 
“Documents” folder of the computer. 

c) Select the blue “New” tab in the upper left of 
your Google Drive. Underneath that select the 
“File Upload” option. 



Downloading Your Project from Your Google Drive
Please note once you have saved your project to your Google drive        
you will need to download it anytime you wish to work on it. 

1) Locate your Document in your Google Drive 
a) Log into your your Google Account 
by selecting the blue “Sign In” tab in 
the upper right of Google’s main 
screen. 

b) Select the Triangular “Drive” icon 
by clicking the nine box tab in the 
upper right

2) Download your Document 
a) Double click on the most recent 
version of your document 

b) Google will then show you a 
preview of your document. 

c) Double click the icon in the upper 
right hand corner of the preview 
screen. 

d) You will want to look in both the 
“Documents” and the “Download” 
section of your computer because 
depending on your computer it may 
download to either folder. 


