How to Create and Share a Document - With One Or Several Individuals

2013 Dana Levesque
Login to your Google Account
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Open up Drive ( was called Documents )
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Title your document by clicking the words Untitled document
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Type the name of the Document
| called mine Test Document

Click OK Rename Document
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Enter a new document name:

Test Document 1 T —

Cancel



Click Share ( blue button in the top right corner )

dlevesque@ips. k12.cous +

Comments

[

]

]

+—

i
4

T
4
-]

Sharing settings

A window appears Link to share {only accessible by collaborators)
hitps:#idocs.google.comiallps. k12 co.us/document'd/1jffHERSn) =7 51d1 88KMNDU0L

Who has access

8 Private - Only the people listed below can

Chanage...
access
i Crana Levesque (you) dlevesque@lps.ki... Is owner
= dlevesque@lpskiZ.org dlevesque@lpsk. . Can edit =
Click in the box Add people
d people: Choose from contacts
e e . blg] Can edit =
Type the name of the individual you
want to share with. You can add a single "Elizabeth Ellei"<ebIei@Ips.k12.cn.usr=*_
person, a mailing list, or choose from contacts. “Erin Blett <eblett@lps k12.co.us= Send a copy to myself
Paste the item itself into the

Share & sawve Cancel amail

Their name will appear in a list below
If It iS anOther StUdent- Editors will be allowed to esdd peocple and change the permissions. [Change]
Click their name

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

@lps.k12.co.us

Sharing settings

Link to share (only accessible by collaboratars)
hitps:#docs.google.comfallps. k12 co.usidocument/d™ jfHERSNJs75Jd18BKMD U
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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

Sharing settings
Link to share (only accessible by collaborators )
https:iidocs.google.comfalps k12 co.usidocument/d/1jfHERSNJ575.1d 188KNDUOL
When you are sharing with your teacher T
UNCHECK the Notify people via email o Private-Onlythe peopie listec befow can

Change
access

ﬂ Dana Levesque (you) dlevesque@ips.ki... Is owner

If your teacher has asked you to share a document you don’t

need to Send an emall I’emlndel’ = dievesque@ipskiZ.org dievesque@ipsk... Can edit =
If you are sharing with someone that does not know the document
is coming then leaving this checked is appropriate. Add peaple: _Chaoss from contacts

| "Elizabeth Blel” <eblei@lps.k12.co.us=, Can edit ¥
Share & Save Motify people via email - Add message

This window appears when you uncheck the box to send an Skipping Invitations

email notification. This is fine. o R _ - _
If you skip sending an email notification, folks will have to sign in before they notice what
you have shared. Learn more

CliCk OK P Cancel



Sharing settings

Linkto share {only accessible by collaborators)

YOU Wi|| now see the individuals name in the |iSt Of | 12 co.us/document/d jfHERSNJs 75Jd 188KNDuOUE-SKih 7 QS gtpYaw 1LEIUcledit
people who can see this document Who Has access
a :gi::tses— Only the people listed below can Change..
“ Dana Levesque (you) dlevesque@lps.kl.. ls owner
= dlevesque@lpsk12.org dlevesque@lpsk... Can edit =
- Elizabeth Blei eblei@lps.k12.co.us Can edit = X
/
Add people:
Enter names, email addresses, or groups...
Editors will be allowed to-add people and change the permissions. [Change]

Click Done

You have now shared your document

The individual receiving the document would

Go to Drive
Click Shared with Me



