How to create and share a folder in Google Drive

This Document borrowed from Mr. La Greide at Lincoln High School!
[bookmark: _GoBack]
1. Sign into your gmail account, If you don’t have one you can create one. 

[image: https://lh6.googleusercontent.com/37hlWq2jo39HCGmC4CDuW19oHNwOqf23JsQmUZ9PoFQOKuARXenkPeqId3ipQ_Nt6aXZckYMf03S2TGKDJ8k-XPyYD8_kTePHJ21TxC2RvOL]


2. Once you have signed in, at the top there is a section called “Drive/Documents” it’s highlighted in this picture. But you click on it. 

[image: https://lh6.googleusercontent.com/neqCK0P7UrwXOoVGwx998BeK8A7YMFalShp6jhPe4_vCSwBFTDk1owuvWnuNw32NmkIlw5l-b-ghkVPxZu9Dw2dgSygbpPMy35GI5Fc_3h6e]





3. When you click it something like this should come up. 

[image: https://lh5.googleusercontent.com/Hj4fweCSU3cr4GcYmcF_ALG_ifeZqHBM-CM5zUmCf4JOd-h23AF1F7Mt_zXwp3CIm4iwW-3sNw3XdZc2AGb8z1GrF3pBy5QeF4VeAD7VlX9H]

4. Next click on the button “Create” its red. When you click on it go down and click on “Collection

[image: https://lh4.googleusercontent.com/7OtyDYYBtdRFEBSxd9JmeJSpR6b1A2MxxJBsOC6Wmjj4-5ruzLkVeI_0Aj20KeLtGIPwyLreMjXFI1iYq383e0G2Oqbm9IJskvliKrZpWrxZ]

5. This is the next screen that will pop up and type your own name followed by the period you have Meyer laoshi (Example: P8MarieMeyer) and click create.
[image: https://lh3.googleusercontent.com/HDPD3ZPH7QCEoldIx--9NODRFlH4zzdD9fJ2517Ry6hZAPIIQH8qC4Vey4GB3QZHYcYkKtOy-jaxgwcWFwvHH3cCvaLcIPdhNjHaN1zmEZsi]


6. You will see the folder with your name appear in the left hand side. When you put the mouse on it you will see an arrow, and it should look like this. Move your mouse to “Share” and then click on the other “Share..” [image: https://lh3.googleusercontent.com/w4A5_XRm147LqVMyvCkAldTQdupb7ChGr5lNZVWEuZI9VT93o8_0WnUbrSLMR8D2NlPNBTVnyvDQtZpT6QyxI7gR770KHN3l-8btylIi2bzA]
7. Your screen should be like this and at the bottom where it says “Add peope” type in Meyer laoshi’s G-mail address (lhschinese@gmail.com) and press save and share. [image: https://lh6.googleusercontent.com/aNJpK6yG8uo45WmU57Za9PmRrXnZsAoLZ_xvZsZPzDjU867CClRWXWsz8P3aw3K8FyaIdvaLg8CEcK2R9c4c5SFDNXC2d5c4JOfOZPJ1XWNE]

8. That is how you create and share a folder!
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