
Using a Google Drive Folder 
 
Throughout the semester you will be working on several drafts before turning in final versions of 
written assignments. You are required to open a Google Drive Folder and to share the folder with 
me using my Gmail address: katopodis.christina@gmail.com. In this folder, you will share all of 
your drafts with me, including those drafts that are still in-progress. Google Drive will not only 
save your work automatically but also offer me a way to communicate with you, give you 
feedback, and track the changes you make to the documents.  
 
There are several reasons why we’re using Google Drive: it saves your work automatically; 
eliminates the need for printers, waiting in line at printers, and using printing quotas; it allows us 
to communicate about drafts so I can give you real-time feedback; it allows me to see what 
comments of mine you have responded to; and it keeps track of everything, so it eliminates 
potential miscommunication, holding both of us accountable. In other words, there are no 
excuses for late or missing work, there is no reason for you to come to class late the day a draft is 
due, and I can see the time stamps on your work and what you do to incorporate feedback into 
your work. Hard work and improvement earn students higher grades, and it will be rewarded. 
 
 

First. Create a Google account at https://accounts.google.com/. If you already have one, 
you can use your personal account. If you don’t have one, then you can create a disposable 
account. Either way, make sure you remember your username and password. 
 

Second. Go to your Google Drive at https://drive.google.com. Click on the red button 
called “New” and create a new folder. Name the folder with your last name and the course 
number. For example, I might name my folder “Katopodis 395” if I were a student in English 
395. Please capitalize your last name and do not use quotation marks or other symbols in the 
folder title. 
 

Third. Double-click on the folder to open it. At the top you’ll see the name of your folder 
listed after My Drive > and if you click on your folder name a drop-down menu will appear. 
Click on the option to “Share…” then enter my email address (katopodis.christina@gmail.com) 
in the field and leave the option “Can edit” selected. Before you click “Done” make sure the 
spelling of my email address is correct. Then, click “Done” when you are done.  
 
 
Know that I can see everything in the folder, so save personal documents elsewhere. During the 
drafting process, I will occasionally pop into student folders to check on progress and also offer 
help and feedback on drafts. If you would like an opinion on a working draft, send me an email 
with a clear question and a quick link to the document. If you approach me after class or anytime 
outside my office hours to ask me to do this, I will likely forget. A quick email request is the best 
way to ask me for help, or you can come to my office hours. If you have another class during my 
office hours, then please email me to request an appointment. I do not come to campus on days 
when we do not have class, but we can have a Skype conference if need be. 


