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Login to your Google Account

Open up Drive ( was called Documents )
Click Create > Document

Title your document by clicking the words Untitled document

Type the name of the Document
I called mine Test Document
Click OK



Click Share ( blue button in the top right corner )

A window appears

Click in the box Add people

Type the name of the individual you
want to share with. You can add a single
person, a mailing list, or choose from contacts.

Their name will appear in a list below
if it is another student.
Click their name

If you are sharing with your teacher you MUST type their entire email address.

_________@lps.k12.co.us



Their name will now be listed along with their email address in the Add people box

Next to their name you have choices of what kind of access you want to give this person.

Edit: You allow others to see your document, give feedback AND change the document.

Can Comment: You allow others to enter feedback on your document without being able to change the
document.

Can View: You allow others to ONLY see your document but not give feedback or the ability to change the
document itself.

If you are sharing with your teacher you will probably give them EDIT rights

When you are sharing with your teacher
UNCHECK the Notify people via email

If your teacher has asked you to share a document you don’t
need to send an email reminder

If you are sharing with someone that does not know the document
is coming then leaving this checked is appropriate.

Share & Save

This window appears when you uncheck the box to send an
email notification. This is fine.

Click OK



You will now see the individuals name in the list of
people who can see this document

Click Done

You have now shared your document

The individual receiving the document would

Go to Drive
Click Shared with Me


