Creating a Google Share folder with your school-provided email account.

STEPS:

1. Log in to your school-provided email account.

2. Click on the “Drive” tab at the top of the screen.

3. Click on “Create” and choose “Folder”.

4. Name your folder: p5_grade_lastname,firstname_school year
Example: p5_12_Mouse,Mickey_13-14
5.  The new folder should show up under “My Drive” on the left hand side of the screen.  If you do not see the folder, you may have to expand your folder list by clicking on the arrow on the left of the words “My Drive”.

6.  Hover the mouse over the file and you will see a “drop down” arrow on the right side of the folder name.  Click on the drop down arrow.

7.  Go to the sharing settings for this folder.

8.  In the “invite” section on the bottom, type in the email address of your AVID teacher, jodikohler@guhsd.net.

9.  Give the teacher “Can Edit” rights.

10.  Click on “Share and Save”.
