
Collaborate with Google 
Drive

by User



Enter Google Drive



Open the My Drives Menu



Click Upload Files



Find the Zip File



To Organize Create a New Folder



Drag Documents to the Folder



Right Click the Folder



Choose Who You’ll Share WIth



Determine Permissions



Click Advanced



Limit Sharing Access



Click Save Changes



Collaborators Now Have Access to Documents



Search the Drive for Specific Documents
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