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Google Shared Drives Enhance File Access and Collaboration 
     With EASD faculty & staff usage of Google Apps and Drive increasing 
everyday, moving documents to a Shared Drive makes actual sharing of resources 
and collaboration much easier.  Shared Drives are found under My Drive when you 
go to your Google Drive online.  If you are already a member of any Shared 
Drives, those drives will appear here.  If you want to create a new Shared Drive, 
highlight and right-click.  When you create a Shared Drive, you get to add 
members and set permissions.  The big difference between your personal Drive 
and a Shared Drive is that all items added to the Shared Drive belong to the drive 
itself rather than to one individual.  If someone leaves the district and is removed 

from the drive, content that person added remains in the Shared Drive for the new and remaining 
members.  You no longer need to worry about changing ownership of shared documents—
everything stays active in the Shared Drive as members of that drive are added or deleted. 
     When adding members, they may be given 
different roles: Manager, Content Manager, 
Contributor, Commentator, or simply Viewer.  
Those assigned Manager status have full 
permissions to add and remove members as 
well as add, edit, move, and delete files, and 
change settings.  Content Managers may 
create files and folders, upload content, and 
edit and delete files.  Contributors are limited 
to adding and editing files.  These distinctions 
add a layer of protection to the contents of the 
Shared Drive, since only certain member roles 
can reorganize the shared drive or remove files.  
The addition of Commentator and Viewer roles further preserves the integrity of drive contents.  
You can also share specific files or folders with people who are not actual Shared Drive members. 
     To add content to the drive, you can either upload files and folders from your computer, create 
new files and folders in the drive, or move files and folders from a personal Drive to the desired 
Shared Drive.  To upload files from your computer or create new content, go to the Shared Drive 
and then click on New (top right side).  A box opens giving you the option to upload or create new 
docs, the same process as in any Drive.  To move files and folders from your personal drive to the 
Shared Drive, first click to highlight the desired file or folder, then click on 
the three perpendicular dots (top left) and select Move to in the 

dropdown menu.  In the new dropdown, click on 
the arrow beside My Drive to navigate back to all 
drives, click on the arrow beside Shared Drives, 
then select the desired Shared Drive and even 
the folder to which item should be moved. 


