How to share a google drive resource
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For the following, it is assumed that the user already has a google account and the computer
being used is already logged into that account.

Here are the basic steps you need to take in order to: create a sheet and share it with anyone

1. Open up google drive in order to create a new spreadsheet, enter some data and then
share that sheet.

2. Use the panel on the left to open the previously created be-com files folder
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3. Create a new folder called 'sheets' in the be-com folder by clicking 'new' selecting 'folder’
and then enter the name of the folder (I have used 'spreadsheets’)
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4. Use the arrow to the left of the 'be-com files' icon to open up the subfolder and select the
spreadsheets to enter the folder
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5. Now use the new button, select google sheets and then blank spreadsheet

COONE LW SR s SRS

[3 Folder
@ File upload
3] Folder upload
B Google Docs >
Google Sheets >
Elank spreadsheet
Google Slides >

From a template



A new tab will open up in sheets and you are now ready to enter some data in the file. In the
capture below | have 1)renamed the sheet "who is who" and 2)inserted some aliases
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Now, | want to share this sheet with the people corresponding to the email addresses in the
listing and give them editing rights. This means that they will be able to edit and update the
sheet as they see fit. Alternatively, | could only allow viewing privileges.

1. With the sheet open click the 'share' button on the top right of the window

whoiswho ¥ &) =] & Share
File FEdit view Insert Format Data Tools Add-ons Help Lasieditwas ..
~ o~ @ P 0% - £ % .0 00 123 Default(ai. - 0 ~ B I 5 A | . ”

B C D

| firstname email
2 | george manday@somedomain.com .I
3 john tuesday@somedomain com

SR A R T AR AN e

2. The popup dialog loads and drive is asking you to select how to share the file...
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a. Complete the top part of the form and insert specific email addresses that you
want to give access to. This means that only those people will be able to open
and edit the file.

b. Get a link from the bottom part of the form and send this link to anyone you want
to access the file. This means that anyone with the link can access the file (not
only the people you send it to, but also anyone they send the link to).



If you want to configure the sharing of the file you can click the small gear icon on the
top right of the dialog to select what can be done with the file.
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Viewers and commenters can see the option to download, print, and copy

3. Itis most common to allow specific people to have access rather than provide a link. So
after inserting the wanted address (separating different entries with a comma) | also
added a small note so that when they do get the email they know what it is about.
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4. Clicking the 'Send' button will show you a warning, which is simply notifying you that the
addresses used are not google based and as such these people will not be signed in

5. Click the 'Share anyway' button. The spreadsheet is now shared. The share button icon
will be a little bit different (changed from a lock icon to a people shared icon). If you
move your mouse over it the system informs you of the sharing status
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6. At any point in time, all shared access can be achieved and all 5 people (4 shared plus
me) can be editing this file at the same (real) time.
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¥ Sharing any drive associated file (that you own) is done is an exactly similar manner as
described here. For docs, sheets, forms, or anything; to share follow the above procedure.



