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Organizing your drive can be a confusing task at first, but once you learn how to transfer 
them the task can become common. The drive has several organizational options 
built-in, but you can also utilize folders and the “starred” directory to make your drive 
further organized. There are also different sorting styles to display your files to your 
preference. 
 
 

Sorting style can be used to manage your 
drive in a much more efficient way. There are 
two sorting styles to choose from: “list view” 
and “grid view.” These options can be found in 
the top right underneath your notifications. List 
view displays your drive’s contents with the 
title of the file followed by the owner of the file, 
the date it was last modified, and the file size. 
The other option, grid view, presents your 
documents with folders at the top, and all files 
not in folders will be listed below in a block 
view. 

 
 
 
Folders can be utilized to make your drive more 
organized. Folders can hold any files stored in your 
drive. To create a folder, select the “New” button in 
the top left and click folder. Then you will be 
prompted to name the folder and then it will be 
created. Now you may move files to and from the 
folder. 
 
 
 

 



 
Moving your files around in your drive, including into folders, is simple. You can either 
select the file and then drag it to where you want it, or you can use the “move to…” 
option. To use this option, select the file and right-click. Then select where the file needs 
to go and press the move button.  
 

 
After receiving a document from another person to read or 
change, don’t forget that the file you have is the original file and 
you may want to create a copy of it. To make a copy of a file, 
there are multiple ways. While in the document, select file and 
then click “Make a copy” and a new tab will open up with the 
copy of the document. You can also do this in your drive by 
right-clicking the file and then choosing the “Make a copy” 
option. 
 

 


