1. Sign in to your google account (gmail)[image: image.png]
 
2. In the upper right hand corner of the screen (by your name) click on the 3x3 grid box. Looks like this . 
 
 
3.Then click on Drive. Looks like this. 
 
 
 
 
 
4. In Drive, click on New, then Folder.
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[image: image-5.png][image: image-6.png]9. This box should appear next. Type my email address in it and leave everything else the same.  
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10. This should be the final box you see at the top of your screen. If you do not see this, change your advanced settings and make sure it says that you can share your folder. 
 
Now, Upload files to it by going to New, File Upload, and selecting the files from your Microbiology Folder (Contagion Movie Analysis, Disease Defenders Quiz, Bellringers, & Lab Safety Presentation
 
TROUBLESHOOT 
IF FOLDER DOESN’T SHARE THE FIRST TIME…
 
A.CLICK ON ADVANCED
B.MAKE SURE EVERYTHING LOOKS LIKE THE FOLLOWING SCREENSHOTS.[image: Screen Shot 2015-09-08 at 7.02.03 AM.png]
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5. You should get a box that looks like this. Name
you folder with your block, last name, and first
name, just like | did below.It should look like this:

New folder X

Examples:

A2- Harris, Jakyle

A3- McGee, Andreashia
A4- Cotton, Amber

New folder X

A2- Your Last Name, Your First Name
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Link sharing

On - Public on the web.
Anyone on the Inferet can find and access. No sign-n required.

On - Anyone with the link
‘Anyone who has the ink can access. No sign-in required.

On - Canton Public Schools
Anyone at Canton Public Schools can find and access.

On - Anyone at Canton Public Schools with the link
‘Anyone at Canton Public Schools who has the nk can access.

e = Off-Specific people
‘Shared with specific people.

Note: Items with any link sharing option can stil be published o the web. Learn more.

“ Leam more about link sharing
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7. You should see a screen that looks
like this.

8. Click on the person with the plus
sign by their head.
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6. Click on your new folder.
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Sharing settings

Link to share (only accessible by collaborators)
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