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Sharing a File in Google Suite
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FINDING THE
SHARE BUTTON
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Inside any Doc, Sheet, or
Slide, look for the "Share"
button in the top right
corner.

SHARING
DIRECTLY
VIA EMAIL
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ADJUSTING
ACCESS LEVELS
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Viewer
Can see

Commenter
Can see and suggest

Editor
Can modify
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Choose who can only read,
who can suggest, and who

can make changes.
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Invite specific people to
your file by typing their
email addresses. They
receive an email with a link.

CREATING
SHAREABLE
LINKS
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Get Link

Restricted
Anyone with the link
Anyone within [Organization]

& Copy link
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Copy a unique link to
send via chat or email.
Use "Anyone with the link"
to make access easy, but
remember to set
permissions (Viewer,
Editor, etc.) for it too.
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