
In this document, I am going to attempt to explain some various ways you can share files with 

students to best replicate the student share drives.  I will explain three of the most common 

methods:  

1. Sharing a folder with individual students 

2. Making a folder viewable/editable by anyone with the link 

3. Having students create individual folders and sharing with you 

 

I will discuss the pros and cons for each method and I’ll also include a brief explanation of an 

advanced method involving the Google Sheets Add-on called Doctopus 

Method 1: Sharing a Folder with Individual Students 

With this method, you create a folder to share with students.  It could be called something like 

World History.  Inside that folder you could have more folders called Unit 1, Unit 2, etc.  Once 

you share that main World History folder with specific students, you do not have to share the 

subfolders, as students will have access to everything in that main folder.  This would work like 

the student share drive in that all students see everything in the folder.  They will only be able to 

add/edit if you give them specific access. 

 

Pro: No link sharing is necessary 

Con: Not efficient for a large number of students 

 

1. Create a folder in Google Drive by clicking the blue New button and selecting Folder 

 
2. Name the folder 

 

 

 

 



3. Highlight your folder by clicking once and then click the +Person icon in the upper right 

 
4. Start typing the e-mails or names of students you want to share the folder with.  If you’ve 

shared something with a user before, their name will pop up while typing.  If it’s the first 

time you’ve shared with a particular student, you will need to type in their entire e-mail 

address, hit enter, and then their name will show up.  This works ok if you only have, 

say, 20 or so students.  But if you have 100+ students, this is not ok and you should look 

at option two or three.   

5. You probably will want to change the sharing permission to “can view” so students will 

not be editing items in your folder and only viewing.  If you choose “can edit”, it will 

function much like a student share drive where students can add and delete from the 

folder. 

 
6. Now you can double click your main folder and add items to it by using the blue “New” 

button in the upper left.  You can upload files from your computer, create Google 

Docs/Sheets/Slides, create subfolders, etc.  Anyone you share this folder with will be 

able to view it all as you add more files/folders.  You won’t need to share it again after 

adding more materials. 

 



Method 2: Sharing a Folder by a Link 

With this method, you create a folder to share with students.  It could be called something like 

World History.  Inside that folder you could have more folders called Unit 1, Unit 2, etc.  You will 

not share this folder with specific students, but rather share a link to access the folder.  This 

would work like the student share drive in that all students see everything in the folder.  They 

will only be able to add/edit if you give them access. 

 

Pro: You don’t have to type in specific students to share with, so it’s more efficient for larger 

numbers of students. 

Con: It requires the students to do a few things on their own, such as go to a link and add the 

folder to their Google Drive. 

 

1. Create a folder in Google Drive by clicking the blue New button and selecting Folder 

 
2. Name the folder 

 

 

 

 

 

 

 

 

 

 

 

3. Highlight your folder by clicking once and then click the +Person icon in the upper right 



 
4. Click on “Get Shareable Link” 

 
5. Choose either “Anyone at Columbia Public Schools with the link can view” or “Anyone 

with the link can view”.  If you chose the former, students will have to login with the CPS 

google account to see the file.  If the latter, they will not.  If you choose a “can edit” 

option, then students will be able to add to and delete files to your folder, much like a 

student share drive.   

6. Click “copy link” and then give that link to students via e-mail, Schoology, QR code, write 

on the board, etc.  If you are writing on the board or posting in the room for students to 

type into a browser, use a link shortner like https://goo.gl or www.tinyurl.com. 

7. Once students click on the link, have them sign in (if not signed in already) by clicking 

the “sign in” button in the upper right.   

8. Now you want them to add your folder to their own google drive, so they don’t have to go 

to that link every time you want them to access the folder.  This might show up two 

ways: 

http://goo.gl/
http://www.tinyurl.com/


a. Usually on a mobile device, they’ll see a Add to my Drive button in the upper 

right.  If they tap on it, that folder will now appear in their own Google Drive 

without accessing a link 

b. Usually on a computer, the student can click the drop down by the name of the 

folder up top and click Add to my Drive from the list.   

 
c. Either way, the next time the student accesses Google Drive, they’ll see your 

folder from their main Google Drive screen and it will update as you add more 

materials.   

 

 

 

 

 

 

 

 

 

 

 



Method 3: Have students create individual folders 

that they share with you 

In this method, you have your students create a folder called, say, “Pingrey, Ryan - World 

History”.  Then they will share that folder with you.  This is not like the student share drive, 

because the student only sees their own files and you would see each students’ files in different 

folders. 

Pro: Each student has their own folder to place files for you to see and no one has to worry 

about other students accidentally modifying or deleting that student’s work 

Con: You will have a folder for each student - that might be a lot of folders!   

 

1. Have students create a folder in Google Drive 

 
2. Have them all name the file using a naming convention such as Pingrey, Ryan - World 

History.  This will make it easier for you later on. 

 

 

 

 

 

 

 

 

 

 

3. Instruct students to highlight their newly created folder by clicking once and then click 

the +person icon in the upper right 



 
4. Instruct students to type in your e-mail address to share with and choose the appropriate 

sharing permissions.  If you want to be able to edit/delete their files, have them choose 

“can edit”.  If you only want to be able to view and not change/delete their files, have 

them choose “can view”. 

 
5. The next time you go to your Google Drive, click on Shared With Me on the right.  You 

will see LOTS of student folders that students have shared with you.  My 

recommendation is to create a new folder in your main Google Drive called “World 

History - Student Folders” and then move all those folders they shared with you into that 

new folder.  That will keep you much more organized.   

 

 

 

 

 

 

 



Advanced Method: Doctopus Google Sheet Add-on 

If you want to attempt to automate some of this process, check out the Doctopus Google Sheet 

Add-on.  Basically, you get your student roster onto a google sheet, and follow the instructions 

the add-on leads you through.  It creates student folders for you and your students, sets up the 

sharing permissions, etc.  It’s very efficient once you get the hang of it, but a bit more 

complicated to set up.  I did a Technopalooza session this past summer on Doctopus and here’s 

the Google Slide presentation I made that leads you through the setup.  There is a video at the 

end that leads you through the same steps. 

 

Link to presentation with written steps (video at the end): goo.gl/ZYRCe0 

 

Link straight to video: https://www.youtube.com/watch?v=1GeGDBHOOOc 

 

 

 

 

 

 

 

 

http://goo.gl/ZYRCe0
https://www.youtube.com/watch?v=1GeGDBHOOOc

