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Learning Target:  
By the end of this lesson, students should be able to:

● Achieve the following objective(s): 
○ Create and color-code folders in Google Drive to save class materials and assignments. 
○ Create a file naming convention to easily find assignments and keep track of due dates. 

○ Move related files into the appropriate class folder or sub-folder. 
○ Share files and folders with a classmate and add to their own Drive. 

● Answer the following essential question(s):
○ How can I use Google Drive to organize my files, collaborate on projects, and keep track of due dates? 

● Internalize the following enduring understanding(s):
○ Cloud-based storage systems like Google Drive ensure that you can find and work on files whenever you have an Internet 

connection.
○ An organizational system can help you stay on track with due dates and quickly find the files you need. 
○ Using a consistent naming convention and/or color coding system makes it easier to stay organized. 

○ When you are organized, it’s easier to collaborate with others.



Introduction:Organize Your Files in Google  Drive

https://docs.google.com/file/d/1CrElIG1R2L8nLQuWUmedVlWLbLED6UP1/preview


.

Practice Video:Create Color-Coded Folders

https://docs.google.com/file/d/1nPCXhMpKqMXM3W9X3xG3e3-gbz6oH0yw/preview


Practice Video:Rename, Move, and Delete Files

https://docs.google.com/file/d/1TF-qpWHC9M9dF1rb0Hnv6xoBLZ2Bw5t5/preview


Practice Video:Upload and Add Files to Drive

https://docs.google.com/file/d/1BFqA2wvcbbJ0At_8HP9pMB-lePpR7z8h/preview


Practice Video:Set and Change Sharing Permissions

https://docs.google.com/file/d/1ex2T8qruarXVq1mRhm1KbudqGaji22ok/preview


Practice Video:How to Organize Files in Drive Wrap-Up

https://docs.google.com/file/d/1vd8n-32vms9pW_ZiRHOvJavpPkckEmNi/preview


Practice Video:Extension: Mark Important Files

https://docs.google.com/file/d/1MOwQ6QMt7Z7eqG6fc8eyNo-WEFLbg2Zc/preview


Practice Video:Extension: Find a Recent File

https://docs.google.com/file/d/1zaTmjO5yi_b_fmzDYrLT6-nh6hevZ_SY/preview


Practice Video:Extension: Check Your Google Drive Settings

https://docs.google.com/file/d/1zaTmjO5yi_b_fmzDYrLT6-nh6hevZ_SY/preview


Practice Video:Extension: Customize Advanced Sharing Settings

https://docs.google.com/file/d/1Gq5mMHVSmhobipe5QuQMb6S3WQSATm3w/preview


Practice Video:Extension: Download Files from Google Drive

https://docs.google.com/file/d/1iSfdiXRFpYi6nt3ERcU4Dvk_2S2phJnW/preview


Practice Video:Extension: Search for Files 

https://docs.google.com/file/d/1QxoQLxFz5xAsWOTd_Gqemdv69oYHYU-5/preview

