File Sharing — Google Drive Overview

File Sharing — Google Drive

Google Drive, like DropBox is an online storage space used to share files between
computers or to share files with others. It is particularly useful for sharing files too large
for email with others

Logon with the Google ID you use to access and update the Resource Chart and
Calendar (typically name@wisconsin.gov)
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Upload Files/Folders

Upload files and/or folders by dragging them to the My Drive folder, or by clicking the
New button and selecting the file/folder upload option.
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Share Files/Folders
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To share a file or a folder, select an
item and click the Share button.
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Share with others

Link sharing on Learn more

Anyone with the link can view -

https:/idrive google. comfile/d/1bgGErvE-6xJasHp 1xxFS4LAV2VEWL MK olview?usp=

Zet shareable link @

Copy link

People and email the link.

In the dialogue box, add the email
addresses of the people you want to
share with, or copy the link created

You can
choose what
editing options
/' the people you

Enter names or email addresses. .

/ share with

,‘ - have.

v Can edit
Can comment

Can view

DFES Partner Training Team
FileSharing_GoogleDrive.docx

11/09/17



File Sharing — Google Drive Overview

Download Files

To download a file or folder that’s been shared with you, click the : symbol and

choose Download. \
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