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Google Drive 
 

Scanning and saving documents to your google drive 
 
To scan your document, you will first need to enter your 4 digit staff ID number into 
the Toshiba copier. 
 
After you have entered your staff ID number, you will then click on the enter button on 
the screen. 
 
Once you have logged into the Toshiba copier, you will select Scan and then the Scan to 
Google Option. 
 
Once you have selected the scan to google option, you can change the name of the 
document before you press submit.  By changing the name on your document before 
scanning, this will allow you to find the document in your drive and email quicker. 
 
After you have scanned your document, you will have a new folder that is called Scans 
for Papercut in your Google drive.  You will also receive an email stating that your 
scanned document is waiting for you in your Google Drive. 
 
Once you have received the scanned document, you can now move the document to the 
folder you would like to save the document in.  Such as a shared document with your 
principal, staff, etc. 
 
How to make a shared folder in Google 
 
To create a shared folder, you will first go into your Google Drive and select the NEW 

button located in the top left-hand portion of your screen  .  You will then 

select Folder from the drop-down menu .  You will have the option to 
change the name to the name you would like the folder to have and create the folder. 
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After you have created your new folder in your Google drive, you will then click 1 time 
on the folder name. 
 
After you have done that, you will click on the Share button in the top right hand 

portion of your screen .  After you have selected the share button, you can then 
add the individuals that you are wishing to share the folder with.  

.  
 You can also change the options that the individual/individuals have, such as being 
able to edit, read only, etc. by clicking on the pencil and making the necessary change 
from the drop-down options. 
 

 
 
Once you have created your shared folder and saved your document/documents to the 
folder, the individuals that you have shared the folder with will be able to see the 
items.  Remember that every time you make a change or add more documents or 
content to the folder, you will have to reshare the folder with them so they are aware 
of any new items or changes. 
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Please Note:  To view the shared folder and documents, they will click on Shared with 
Me which is located on the left-hand side of the screen.  They will have to move the 
folder/file to be displayed in their main Google Drive.   
 
To do this, they can right click on the folder/file that you have shared with them and 
select add to my drive from the drop-down menu. 
 
 
 
 
 
 


