
There are 2 ways to save work to
your online Google Workspace. 
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option
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Save your work to the
desktop, then drag and drop

your file into your Google
Workspace within a web
browser - or use the file

upload option in Google. 

Create your work
directly in the Google
Workspace using the 

New button.

Saving content to your Google
MyDrive or Shared Drive

Navigate to your
student portal and click

'Google Workspace'
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Delete these off the desktop
after you have moved them over

to your Google Workspace.
Navigate to the drive and folder where

you would like the work to be saved
then create your new document.
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