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Getting Started 
Google Apps makes it very easy to share, collaborate, & 
publish a doc, sheet, and slide. Students & teachers, 
teachers & teachers, students & students can do all of 
that.  

 

Sharing a Google Doc, Sheet, 
Slide 

1. In the application you are using, click “Share” 
button in the top right of the screen 

 
 

2. You can add individual people through their email 
and set their permissions (these can be changed 
at any time) 

 
 

3. Click “Advanced” to see more options 

 

4. Click “Change” (optional) 
5. Select “Link Sharing” (optional) 

a. Share with groups of people with a link 
b. Share with specific people 
c. Share with the public 
d. Set their permissions 

6. Click “Save”  

 

7. Click “Done” 

 
 

Sharing an Existing Doc, Sheet, 
Slide 

1. Navigate to the file in your Google Drive 

2. Right click the file’s name 

3. Click “Share” 

4. Add the individuals to share this with 

5. Click “Advanced” to see more options 

 
6. Click “Change” (optional) 

7. Select “Link Sharing” (optional) 

8. Click Save 

9. Click Done 
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Permissions 

1. Can Edit ~ can do what owner can except delete 
the file. Great for collaboration. 

2. Can comment ~ can make comments on the files 
but cannot change anything. Great for peer 
editing; giving feedback. 

3. Can view ~ can only see what is in/on the file. Like 
giving people a pdf. 

 
 
 

Changing Permissions 
1. Navigate to the file for which you want to change 

the permissions. 

2. Right click the file’s name 

3. Click “Share” 

4. Click “Advanced” 

5. Click the pencil next to the person 

6. Change permissions 

7. Click “Done” 

 

 

Take Away Permissions 
1. Navigate to the file for which you want to change 

the permissions 

2. Right click the file’s name 

3. Choose “Share” 

4. Click “Advanced” 

5. Click the x next to the person to delete them 

6. Click the pencil to change their permissions 

 

7. Click “Done”  

 
 
 
 

 
 


