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Creating Active Links to Material Saved in
Google Drive

Creating active links to material saved in Google Drive can be
done by first opening up the document, spreadsheet, or
presentation that you want to share.

Once you have the document open, you will then click the share
icon in the top right-hand corner.
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Once you have selected the share icon, a separate small window
will open up. Once the window has opened, you will select the
“Copy link” button on the left side.
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If you would like to change the sharing permissions, click the
Restricted drop down.
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A new window will appear, giving you a dropdown option to

change the sharing permissions. Choose any of the options.
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You can also choose the level of access.

General access

Anyone with the link
Anyone on the internet with the link can view

Viewer

ROLE

@ Copy link

" Viewer

Commenter

Editor

| D EA FUSION

Old Dominion University is an equal opportunity, affirmative action institution.


https://www.odu.edu/asis/eportfolio

ePortfolio Support | Academic Success Initiatives
odu.edu/asis/eportfolio

Once you’ve chosen an option, click the Copy link button.Once
you have copied the link, you will get a notification saying that
the link has been copied to your clipboard. Then click Done.
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*Note: 1f you want the link restricted, only added people will be

able to view it. See Sharing an Existing Google Document.

For hyperlinks, in the document you will type in the text you
want to show, and then highlight the text and right-click.
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% Cut ctrl+X
IO copy Ctrl+C
[*] Paste Ctrl+V

[F Paste without formatting Ctrl+Shift+V

il Delete

Comment Ctri+Alt+M

Suggest edits

® Insert emoji reaction

co Insert link Ctrl+K

[ Define 'Sample Hyperlink' ctri+Shift+Y

Q Save to Keep

* Change page to landscape

T+ Format options S
¥ Clear formatting Ctrl+\
| D EA FUSION

Old Dominion University is an equal opportunity, affirmative action institution.


https://www.odu.edu/asis/eportfolio
https://docs.google.com/document/d/1ejSro1vBwIzuZLgps1xdSxfFcNl9WmUUijIKJB2zCCA/edit#heading=h.v1kqfs6yvsm9

ePortfolio Support | Academic Success Initiatives
odu.edu/asis/eportfolio

You will then select the ‘Insert link...” option in the menu.
When the window opens up, you will place the copied link from
the original document into the ‘Link’ section, and then hit

‘Apply.’

Q, https:/docs.google.com/document|  Apply

E hittps://docs.google.com/document/d/ 1 DSTC7vd4K...

Now that there is an active link to your previous material saved
you can change it or remove it by clicking on the link and
clicking on the edit icon (pen) or the crossed out link icon.

Sample Hyperlink

B Google Drive: CreatingA.. 0 2 ®

ePORTFOLIO
i il

| D EA FUSION

Old Dominion University is an equal opportunity, affirmative action institution.


https://www.odu.edu/asis/eportfolio

	Creating Active Links to Material Saved in Google Drive 

