How to share Google Docs
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Anyone who has the link can edit Change.
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Sharing Google Docs or files uploaded to Google Docs allows you to collaborate in real time with colleagues, classmates, or friends. It also prevents you from ever having to send an email attachment again.
You can share your docs with as many or as few people as you like, and you can give each collaborator whichever level of access you like -- and it's all under your control. This article will focus on how to share a doc or file with an individual from your Documents List or directly from a doc or file.

Share a doc or file from the Documents List

1. In your Documents List, check the box(es) next to the item(s) you'd like to share.

2. Click the More drop-down menu, and point your mouse to Share...
3. Select Share....

4. Type the email addresses of the people you want to share with. You can add a single person, a mailing list, or choose from your contacts.

5. To the right of the list of names, choose 'Can view' or 'Can edit' from the drop-down menu.

· 'Can view' means that they will only be able to view the file. We recommend this setting if you don't want people to be able to edit your file.

· 'Can edit' means that they'll be able to edit and make changes to the file. By default, people who can edit your file will be able to share it with additional people. You can remove this option by clicking Change next to 'Editors will be allowed to add people...' before you click Share & save.

6. Click Share & save.
By default, everyone you share with will get an invitation email. If you'd rather not notify them, de-select the 'Notify people via email' checkbox. They'll have access to the item when they next sign in.
Share directly from a Google doc

1. Click the blue Share button.

2. Type the email addresses of the people you want to share with. You can add a single person, a mailing list, or choose from your contacts.

3. To the right of the list of names, choose 'Can view' or 'Can edit' from the drop-down menu.

· 'Can view' means that they will only be able to view the file. We recommend this setting if you don't want people to be able to edit your file.

· 'Can edit' means that they'll be able to edit and make changes to the file. By default, people who can edit your file will be able to share it with additional people. You can remove this option by clicking Change next to 'Editors will be allowed to add people...' before you click Share & save.

4. Click Share & save.
By default, everyone you share with will get an invitation email. If you'd rather not notify them, de-select the 'Notify people via email' checkbox. They'll have access to the item when they next sign in.

Adding Additional Editors
In the sharing window you also have the ability to allow people to edit. If you’re sharing a document for the purposes of group collaboration or peer editing, be sure to enable editing from the sharing window in your document.
Look for this button!





Click this link to change the editing options for people you share the document with.








