
Sharing a file in 
Google Drive



Sign into your Google Suite Account



Click on the 
matrix

Click on Google 
Drive icon



Right Click on the 
document you 
wish to share

Click “Share”

There are many options you can use to 
share a document. Here are two options.



A window will appear on your screen. 

Enter the email 
of the person 
you would like to 
share with.

As an option 
you can add a 
message.

Click “Send”



To share an entire folder, 
click on the folder of your 
choice.

Click the 
“Share” icon


