
Go to www.google.com. Select sign in.

Accessing Google Drive - Option 1

Log in with your DCS email username and password. 
Select Sign In. Make sure you add @duplinschools.net in 
the email box.



Accessing Google  Drive - Option 2

http://gmail.duplinschools.net

Accessing Google Drive - Option 3

Use the Email tab in the upper right corner of the DCS homepage.



Accessing Google Drive - Option 3

Select Documents from the tabs at the top of the screen.



Once in your documents, select Find out more and get started.

Select Get started with 5 GB free.



A pop-up screen will appear. Select Try Google 
Drive.

To create a lesson plan folder, select the folder with 
+ icon, or select create and choose the folder 
option in the drop down menu. 



A pop-up box will appear. Type in the name of the folder 
and select create. For example, Mrs. A. Smith Lesson 
Plans.

Once your folder has been created, you should see the 
name of the folder at the top. You can now create your 
lesson plan in a document from this screen or upload it 
from a Word document.



To create a lesson plan document from within 
Google. Select create and from the drop down menu  
select document.

Creating document within Google Drive

A blank document will appear, and you 
may begin typing your lesson plans. 
Google documents automatically saves 
your changes as you create them. 
Therefore, when you finish, simply close 
the document.



To upload a lesson plan document from Word. 
Select the upload button. From the drop down 
menu, select files. 

Uploading a document to Google Drive

A pop-up box will appear. Select the file you wish to upload and 
select choose.



Once document is upload, a pop-up box will appear that 
says Upload Complete. You can then select share or open 
the document to view.

Once you have finished adding your lesson plan or document, you 
will see all the files added to the folder.  Then select My Drive.

Sharing your folder



Select the folder that you would like to share by placing a check 
mark in the box. Select More, and in the drop down menu select 
share.

A pop-up box will appear prompting you to Add 
people. Begin typing the name or email of the 
person in which you would like to share.



The name and email address should 
appear in the box. Then uncheck the 
Notify people via email box.  Select 
Share & save.

You will receive a notice about Skippling Invitations. Select OK.




