
These tutorials/modules are illustrated, step-by-step guides meant to ease you comfortably into your use of Zoho WorkDrive. They are set up to allow for 
self-paced independent study by those who prefer it, but can also be used along with personal guidance at any time if you feel more comfortable learning 
that way. There are many images in these tutorials and they won’t look as crisp in WorkDrive’s preview mode as they actually are; if you download the files 
to your device, they’ll look much better and be easier to use. 
 
You’ll learn most easily if you take on the material in chunks that feel manageable to you, taking breaks when you feel like your brain has had enough. 
Nobody learns well when their attention is fading, so it’s important to stop when you need to. It’ll be much easier for you when you’re feeling refreshed 
and ready to jump back in.  
 
Anytime you’d like some help, have questions, or would like to offer any feedback about these materials, you can email us at 
TrainingHelp@montourtrail.org and an MTC volunteer will get back to you promptly. Additional modules will be added in the future as needed, so feel free 
to let us know about additional topics you’d like to see. 
 

 
 
 
 

Level One Modules—Basic Orientation for All WorkDrive Users 
 

If you’ve been invited to use WorkDrive as a General Member, the only tutorials you’ll need to review are Modules 1A and 1B. If you will be using WorkDrive 
with a personal login—because you are associated with a specific committee, Friends Group, or other work group—Module 1B doesn’t apply to you but 
all other Level One modules do. 
 
Level One modules are meant to be done in order. They’ll familiarize you with why WorkDrive is important for MTC, walk you through your initial account 
setup, and familiarize you with the basics of what you’ll see and what everything means.  
 
If your intention is only to read/view material in WorkDrive, then most of what you’ll need to know is in the Level One modules. This might be the case, for 
example, if you’re on a committee or in a group where someone else is doing the content management for the group and you just need to be able read the 
most recent notes, plans, etc. You might be interested in Module 2E (Favorites and Pinning) and Module 2H (Searching for Content), but you can skip all 
the remaining Level Two modules. 
 
Don’t worry about trying to memorize this stuff because it will always be available for your reference if you need it. Just go over it enough that you know 
where to look if/when you need to. Most users will find it helpful to print up at least some of the modules for easy reference next to their computer as 
they’re learning or practicing new material. You’re likely to find that this all starts to fall into place more easily than you expected. 
 
Pro Tip: If you open a folder of modules and they’re displaying out of order, click on  at the top of the listings a couple of times until they appear in 
the order you want. 
 

Level One Modules 
 
 
 
 
 
 
 
 
 

 
Level Two Modules—The How-To’s 

 
Level Two modules show you how to perform the basic functions that most WorkDrive users will need. It’s important to go through all Level One modules 
first so that it’s easier to understand what you’re seeing here.  
 
Modules 2E, 2I, 2J and 2M apply to all WorkDrive users, while the remaining modules are applicable to specific Roles (Module 1H), which are clearly 
identified within each module. Remember that you may have different Roles in the various Team Folders where you are a member, so the functions you 
can perform within a given Team Folder will depend on your Role there.  
 
You can save some time by having a look at Module 2A to get started, then picking and choosing among the rest as you wish in any order, depending on 
what you think you’ll need to know first.  
 
Your private My Folders area (you’ll know about this from Module 1E) is the perfect place to experiment with new skills before using them in any Team 
Folders you’ve joined where you have the permissions required to manage content. You can practice the skills as much as you’d like until you feel well-
prepared to use them with confidence elsewhere.  
 
Modules will be added to this section over time if needed so if there’s any additional topic you’d like to see here, let us know via email at 
TrainingHelp@montourtrail.org. 
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Level Three Modules—For Team Folder Admins and Organizers 

Level Three modules describe how your Team Folder fits into the larger structure of MTC's WorkDrive, along with the various specialized functions you'll 
need to know in order to manage it. If you are a Team Folder Admin or Organizer and would like to request any topics for additional Level Three training 
modules, please let us know at TrainingHelp@montourtrail.org. 
 

 

 

 
Module 3A is coming soon 

 
 

Module 2A 
Preview of File and Folder 

Management Options 
 

Module 1A 
Why MTC Needs  
Zoho WorkDrive 

 

Module 1B 
 How the General 

Member Login Works 

 

Module 1C 
Opening Your Account 

and Getting Set Up 

 

Module 1D 
 Logging In and  

Logging Out 
 
 

Module 1E 
Tour of WorkDrive Page 

Features and 
i  

 
 

Module 1F 
Accessing, Reading, and 

Downloading Content 

 

Module 1G 
Changing Your Account 

Profile Information 
 
 

 

Module 1H 
Roles and Permissions 

 

Module 2B 
Creating, Naming, 

Uploading New Content 
 

 

Module 2C 
Deleting Files and Folders 

 

Module 2E 
Favorites and Pinning for 

Personal Organization 
 

Module 2D 
Editing Content That is 
Already on WorkDrive 

 

Module 2F 
Moving Files and 

Subfolders 
 

Module 2G 
PDFs, What You Need to 

Know 
 

Module 2H 
Renaming Files and 

Subfolders 
 

 

Module 2I 
Searching for Content 

 

Module 2J 
Sharing Content from 

WorkDrive 
 

 

Module 2K 
Subfolders  

 

Module 2L 
Uploading New Content 

Module 2M 
Setting Your Preferences 

for Notifications 
 

Module 3A 
Orientation for Admins 

and Organizers 

Module 3B 
Adding and Removing 
Team Folder Members 

 

Module 3C 
Changing Member Roles 

and Permissions 
 

 

Module 3D 
Team Folder Settings 

 

WorkDrive User FAQ 

WorkDrive User FAQ 

mailto:TrainingHelp@montourtrail.org
mailto:TrainingHelp@montourtrail.org
mailto:TrainingHelp@montourtrail.org
https://workdrive.zohoexternal.com/external/df7e0a21756d8ef9f4f050afbe828290aa52d90d3aff9f4721fc92acef454df2
https://workdrive.zohoexternal.com/external/a20e0e5e3173c047e5bab8a3cbda5c682c9fb83698e2a48c269f96633b125e09
https://workdrive.zohoexternal.com/external/106ab003ac721b8411eaa2a07d4ec9b0069d875b10116b85cdeb165b47024e31
https://workdrive.zohoexternal.com/external/8c701d71bb258d68544481c372221e0bc4d56f1dc073fbbdbd673a799aee6b82
https://workdrive.zohoexternal.com/external/3630af7336ad4835fcb34de05613ede6e31d5617d44606312b71ff367e2b5949
https://workdrive.zohoexternal.com/external/36fe88726e61386664f89d6f22774492f95b554444f94a45cc9e590da8d7bba1
https://workdrive.zohoexternal.com/external/1d7d499085a20d5212d4ec7128126a1a4b354d843cd547a3b627707fc3dbcc82
https://workdrive.zohoexternal.com/external/8b85614cec94b161ac24267f972ecf108a5362ea7ffb8c9b2d65fa00f2b12feb
https://workdrive.zohoexternal.com/external/b1ac8ae1e498222fcdd0a85576ce2795183ad1ee0341331e340fef25ac213b6b
https://workdrive.zohoexternal.com/external/2e69803a1b65bd5eeee87aa3a6344eab4c2845d17ca5c9f6a45b80eea7857919
https://workdrive.zohoexternal.com/external/dae50a73b882abaf5023556dc05f1ef26e611513f7adb9e2a1361d7278261366
https://workdrive.zohoexternal.com/external/06cf2b9a2182be57b3471f92c85f3037c989217f9570e42a368d25e1c325c2dc
https://workdrive.zohoexternal.com/external/2547a8c3eb6867da2b5b3818aef392e6c6bd8b2901c6d5e9eb6073ebff27ce23
https://workdrive.zohoexternal.com/external/373c8594309b7b8a8d8cdae00d3bdefa39de4b5bc3661fc9c386f413e966b02a
https://workdrive.zohoexternal.com/external/2db85602ca30291337cf797ed64a7c821face4fac3d48cf140c4d3776e9ad07b
https://workdrive.zohoexternal.com/external/dc3390565ecff1158334e3b38eb7f07d848470f664cd8a60cd629209adf53d37
https://workdrive.zohoexternal.com/external/db99e160997e898acd9544d81c1d387dcb0250de2a745bd31463d533b4ee1785
https://workdrive.zohoexternal.com/external/d8d3bf610d84b638501b1c16f9483f07058d24fde7bf4624585ee8279ee5731d
https://workdrive.zohoexternal.com/external/e723a1f20f11ae3c725dddf76b4536d88c2766066ba9d4b47372ff968bdba262
https://workdrive.zohoexternal.com/external/d0c75831cfec6e3cdb3349cce1fd466ba8d7dd4846317baa6a025b911fff7d7c
https://workdrive.zohoexternal.com/external/b9e9d9640c661ace436d295d51ff780dcd93faae5651841230c5762d34f1ff87
https://workdrive.zohoexternal.com/external/1371f89df09e7401a8e3725c549bc69107038c6bb75e6990cc4a58456177b16d
https://workdrive.zohoexternal.com/external/a51836cd3fd5ed3092e8ced6e20f44ba53e165b462fa4bc13ab19f58bc62ba80
https://workdrive.zohoexternal.com/external/e91bde9f3fdac9e0146a52d5d0cccf32aaafaf54b8d21dd68c848fd15037bb2e
https://workdrive.zohoexternal.com/external/cd38d27e2d90624aebaae38cbb7b078930672a5d9d53b3f337f97552c2766b42
https://workdrive.zohoexternal.com/external/cd38d27e2d90624aebaae38cbb7b078930672a5d9d53b3f337f97552c2766b42

