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What is Google Drive?

❖ Google Drive is an online file storage and 

sharing service launched by Google.

❖ It also lets you open and edit files (doc, ppt, 

xsl, etc.) on any device.

❖ Requires a Gmail address, but offers 15GB 

of free storage and access to office tools.

❖ Focuses on sharing and collaborative 

working

❖ Can be installed on the desktop (work 

offline).



❖ To connect, go to: https://drive.google.com/drive/my-drive



Using the interface

My drive  Files I own

Shared with me files shared with me

Recent Files I've recently modified

Followed files marked as « followed » as favourites



Using the interface

Creating or importing a document

To import a document / create a folder or other 

documents (text, table, presentation...), select 

"new"... All you have to do is choose



Editing an existing document

▪ If  the file you've imported is an editable document (Word, Excel, PowerPoint), you can edit 

it from Google Drive. To edit the document, right-click on its name, and select "Open with 

..." as shown below:



Importing a document

▪ You can retrieve a document 

from Google Drive at any time 

and save it as a Microsoft Office 

or PDF file on your personal 

computer. Microsoft Office 

version or as a PDF on your 

personal computer. To do this, 

open the document you want to 

retrieve, then click on "File", 

"Download in format", and select 

the format in which you would 

like to you wish to export your 

document. 



Google Sheets

All the operations carried out on Google Docs remain valid in Google Sheets and Google Slides



Google Slides

Creating a new presentation



Google Forms

Creating a new form

Google Forms can be used to create 

satisfaction surveys and polls, and to 

access the responses in various 

forms (graphs, Excel files, etc.). 

access responses in different forms 

(Graphs, Excel File, etc.). To create a 

new form, click on Google Forms as 

shown below:



Google Forms

Creating a new form                          The survey results are presented in several ways



Sharing the interface with a colleague

▪ To share a document, select a 

document and click share. You 

simply enter the user's Gmail 

address. You can allow them to 

read-only access to the document, 

with the option of making 

comments, or give them 

comments, or give them full access 

to the document with editing 

rights. modification rights.
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