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This study skills initiative is brought to 
you by Markville’s Student Success Team 
and Transition Activities Council (TAC)
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DID YOU KNOW……

The average American burns 
55 minutes a day (roughly 12 

days a year) looking for 
things they know they own 

but cannot find!
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ORGANIZATION

First, a short game…
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I have my google drive organized by 
grade, subject, and unit… it is also color 

coded
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All my paperwork is stored in different 
binders/folders separated by subjects 

and units
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I have kept all my previous tests so that I 
can refer back to them when I study
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I know how to sort google documents 
(docs, slides, sheets, etc…) directly from 

the doc itself
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Why do we do 
this?



Take out your binders and laptops!
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PHYSICAL AGENDAS
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ONLINE AGENDAS



ATMOSPHERE
Do you study in your room? Do you 

have your phone nearby? Do you have 
a TV in your room?
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GOOD VS BAD



Where does paper go?
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Cont’d…
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TESTS + QUIZZES

TEST QUIZ
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4 RULES TO BEING ORGANIZED ON GAPPS
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Move important items into your Drive from your “Shared 
With Me”

- You can Make a Copy or “Add to my drive”



Create course and unit folders to organize your work



Use colours to help sort or label your folders



Name your Docs, Slides, etc.. so that you know what they are
 > choose a name that you will remember so you can search it 
later 

- (i.e. Your name_project title)

NO “Untitled” files, please!



ORGANIZING WITH GOOGLE DRIVE
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● Create one folder called 
“Elementary School” and move 
all your old files from Elementary 
in there. 

● Your folders should be labeled 
with the grade and subject (i.e. 
Gr. 8 English)



GOOGLE FOLDERS -> COLOR CODING
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● Right-click on a folder

● Choose “Change Colour” and 
select a colour for each folder



GOOGLE FOLDERS -> RENAMING
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Clearly name your Docs, Slides, etc.. so 

that you know what they are! (i.e. Your 

name_project title)

> Right click on your doc/slide/sheet
> Choose “Rename”
> Name your doc something that you will 
remember so you can search it later



OR…
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YOUR TURN!
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CREDITS: This presentation template was created by Slidesgo, 
including icons by Flaticon, and infographics & images by Freepik

QUESTIONS?
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http://bit.ly/2Tynxth
http://bit.ly/2TyoMsr
http://bit.ly/2TtBDfr

