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Share	a	file	or	folder	with	specific	people:	Select	the	file	you	want	to	share.	Optional:	To	open	the	document	in	a	new	browser	tab,	at	the	top	right	of	the	conversation	preview,	click	Open	in	a	new	tab	.	Remove	a	link	to	a	file	or	folder	you	own:	Add	comments	and	replies	in	Docs,	Sheets,	or	Slides	In	Docs,	Sheets,	or	Slides,	select	the	text	you'd	like	to
comment	on.	Collaborate	with	Google	Docs	editors	On	the	web	In	Google	Docs,	Sheets,	Slides,	Forms,	and	Google	Sites,	you	can	work	together	in	the	same	document	in	real	time.	Person	who	last	modified,	created,	or	opened	the	item.	When	you	collaborate	on	a	file	with	people	in	a	space,	you	can	edit,	format,	share,	and	rename	it	without	leaving
Gmail	or	Google	Chat.	The	document	or	spreadsheet	opens	in	the	chat	window,	next	to	the	conversation,	letting	you	chat	while	collaborating	on	the	file	together.	Click	Share	or	Share	.	If	you	notify	people,	each	email	address	you	enter	will	be	included	in	the	email.	Expand	the	space	to	full	screen.	The	document	opens	to	the	right	where	you	can	make
edits	directly	without	changing	tabs.	To	create	a	shared	document	within	a	space,	in	the	reply	area	of	the	conversation	tab,	click	Integration	menu			Google	Docs	.	Note:	If	visitor	sharing	is	on	for	your	organization,	you	can	invite	someone	who	doesn't	have	a	Google	Account	to	collaborate	on	your	Google	Drive	files	and	folders.	Your	suggestions	won’t
change	the	original	text	until	the	document	owner	approves	them.	Who	shared	or	unshared	the	item.	The	document’s	owner	will	receive	an	email	with	your	suggestions.	At	the	top	right,	click	Close	.	(Optional)	To	direct	your	task	or	comment	to	a	specific	person,	enter	a	plus	sign	(+)	followed	by	their	email	address.	To	open	an	already	shared
document,	point	to	it	in	the	chat	then	click	Open	in	chat	.	To	change	what	people	can	do	to	your	file,	on	the	right,	click	the	Down	arrow	Viewer,	Commenter,	or	Editor.	Click	Copy	link.	To	view	the	activity	for	a	specific	file	or	folder,	select	the	file	or	folder	and	click	Information	.	Your	suggestions	appear	in	a	new	color,	and	text	you	mark	to	delete	or
replace	is	crossed	out	(but	not	actually	deleted	until	the	document	owner	approves	the	suggestion).	Google	Workspace	Learning	Center	Note:	If	visitor	sharing	is	on	for	your	organization,	you	can	invite	someone	who	doesn't	have	a	Google	Account	to	collaborate	on	your	Google	Drive	files	and	folders.	When	they	click	any	suggestion,	they	can	Accept	or
Reject	it.	Find	the	person	you	want	to	stop	sharing	with.	In	this	section,	you	learn	how	to:	Share	files	in	Drive,	Docs,	Sheets,	or	Slides	Unshare	files	in	Drive,	Docs,	Sheets,	or	Slides	Add	comments	and	replies	in	Docs,	Sheets,	or	Slides	Suggest	edits	in	Docs	Chat	with	people	directly	in	Docs,	Sheets,	or	Slides	Collaborate	on	documents	and	spreadsheets
in	a	Gmail	chat	space	Note:	Sharing	options	vary	by	group	size:	Up	to	100:	You	can	let	up	to	100	people	with	view,	edit,	or	comment	permissions	work	on	a	Google	Docs,	Sheets,	or	Slides	file	at	the	same	time.	Collaborate	on	documents	and	spreadsheets	in	a	Gmail	chat	space	Note:	This	feature	is	only	available	in	Google	Docs	and	Google	Sheets.
Folder	size	and	number	of	items.	In	the	top	corner,	make	sure	you’re	in	Suggesting	mode,	which	may	also	appear	as	.	Editor	Description	Example	uses		Google	Docs	Text	documents	Proposals,	reports,	shared	meeting	notes		Google	Sheets	Spreadsheets	Project	plans,	budget	sheets		Google	Slides	Presentations	Pitch	decks,	training	modules,	team
presentations		Google	Forms	Surveys	Customer	satisfaction	surveys,	group	polls		Google	Drawings	Shapes,	charts,	and	diagrams	Flowcharts,	organizational	charts,	website	wireframes,	mind	maps		Google	Sites	Websites	Team	sites,	project	sites,	resume	sites	Back	to	top	Google	Workspace	Learning	Center	Next:	Print	and	download	files	You	can	share
with	people	who	aren't	on	Google	Workspace,	too.	Click	Comment	or	Assign.	(Optional)	To	specify	what	people	can	do	with	your	file	when	you	share	it,	under	your	organization	name,	click	Change:	To	change	the	permission,	at	right,	click	the	Down	arrow		and	select	Viewer,	Commenter,	or	Editor.	Select	a	file	or	folder.	Enter	your	comment	in	the	box.
Just	click	New	and	select	one	of	the	file	types	below.	See	Drive	activity	on	the	Details	tab:	In	Drive	at	the	top	of	the	Activity	pane,	click	Details	to	see	information	and	changes,	such	as:	File	type	and	owner.	Who	commented	in,	edited,	or	renamed	the	item.	You	can	collaborate	on	shared	Google	Docs	and	Sheets	with	people	directly	in	a	space.	If	more
than	one	person	has	your	file	open,	just	click	Show	chat		to	open	a	group	chat.	Go	to	Google	Chat	or	your	Gmail	account.	People	affected	by	the	change.	Click	Share	or	Share	.	View	Drive	activity	and	file	details	On	the	web	You	can	keep	track	of	changes	to	items	created	in	or	uploaded	to	Drive.	Share	a	link	to	a	file	or	folder:	In	Drive,	right-click	the	file
or	folder	you	want	to	share	and	select	Share	.	Now	all	you	need	to	do	is	share	the	file	with	your	team	to	collaborate	on	a	draft	or	key	issue.	To	suggest	an	edit,	simply	begin	typing	where	you	think	the	edit	should	be	made	in	the	document.	Share	a	link	to	a	file	or	folder	and	set	access	levels:	In	Drive,	right-click	the	file	or	folder	you	want	to	share	and
select	Share	.	All	other	company	and	product	names	are	trademarks	of	the	companies	with	which	they	are	associated.	See	Drive	activity	on	the	Activity	tab:	You	can	see	changes	to	items	in	Drive,	such	as:	Who	uploaded,	copied,	moved,	or	removed	the	item.	Back	to	top	Google,	Google	Workspace,	and	related	marks	and	logos	are	trademarks	of	Google
LLC.	Note:	You	can	only	share	files	that	you	own	or	have	edit	access	to.	Click	Add	comment	.	To	let	more	than	100	people	view	your	file	at	the	same	time,	publish	it	as	a	web	page	instead.	In	Docs,	you	can	also	propose	changes	directly	in	the	document	without	editing	the	text	by	suggesting	an	edit.	Click	Done.	Click	Share	or	Send.	Commenting	on	any
file	brings	a	conversation	into	context	so	you	avoid	back-and-forth	email	and	lost	time.	100	or	more:	When	100	people	or	more	are	accessing	a	file,	only	the	owner	and	some	users	with	editing	permissions	can	edit	the	file.	See	Share	documents	with	visitors.	Choose	to	notify	people:	If	you	want	to	notify	people	that	you	shared	a	file	with	them,	check	the
Notify	people	box.	(Optional)	To	assign	the	comment	to	a	specific	person,	check	the	Assign	to	box.	Delete	a	link	to	a	file	or	folder	you	own:	Open	the	homescreen	for	Google	Drive,	Google	Docs,	Google	Sheets,	or	Google	Slides.	Click	Save.	Note:	If	a	file	reaches	the	maximum	number	of	comments,	you	can	make	a	copy	of	the	file	without	copying	over
any	comments.	Change	permissions	as	desired.	Paste	the	link	in	an	email,	on	a	website,	or	wherever	you	need	to	share	it.	Click	Edit	to	add	a	description	of	the	item.	To	allow	sharing	the	link	outside	of	your	organization,	next	to	your	organization	name,	click	the	Down	arrow	Public.	Note:	If	you	don't	see	this	option,	contact	your	administrator.	You	can
get	instant	feedback	without	ever	leaving	your	file.	Select	a	space.	If	you	don't	want	to	notify	people,	uncheck	the	Notify	people	box.	You	can	add	as	many	people	as	you	want.	Each	person	will	get	an	email	with	your	comment	and	a	link	to	the	file.	Hover	over	People		to	get	a	quick	look	at	the	folder	sharing	settings,	including	who	owns	the	folder	and
permissions,	such	as	View		or	Edit		access.	To	the	right	of	their	name,	click	the	Down	arrow			Remove.	You	can	also	see	specific	information	about	your	files	and	folders.	Stop	sharing	a	file	or	folder	you	own:	Open	the	homescreen	for	Google	Drive,	Google	Docs,	Google	Sheets,	or	Google	Slides.	To	work	with	comments	or	use	other	features	from	Docs
or	Sheets,	open	the	file	in	a	new	tab.	Share	a	file	or	folder	with	specific	people	and	set	access	levels:	Select	the	file	you	want	to	share.	When	you	collaborate	with	your	team	members,	you	can	edit,	format,	share,	and	rename	files	without	leaving	Gmail.	To	save	changes,	click	Save.	The	document	or	spreadsheet	opens	in	the	chat	window,	next	to	the
conversation,	where	you	can	chat	while	you	collaborate	on	the	file	together.	In	Docs,	Sheets,	or	Slides,	at	the	top,	click	Share.	You	can	collaborate	on	shared	Docs	and	Sheets	files	with	team	members	directly	in	a	Gmail	chat	space.	Chat	with	people	directly	in	Docs,	Sheets,	or	Slides	You	can	collaborate	within	documents,	spreadsheets,	or
presentations	over	chat,	too.	Under	Share	with	people	and	groups,	enter	the	email	address	you	want	to	share	with.	You	must	have	edit	or	comment	access	to	the	document	to	suggest	changes.	Change	permissions	on	a	shared	file	or	folder	you	own:	In	Drive,	click	a	file	or	folder,	then	click	Share	.	Suggest	edits	in	Docs	Note:	This	feature	is	only
available	in	Google	Docs.	Unshare	files	in	Drive,	Docs,	Sheets,	or	Slides	Stop	sharing	a	file	or	folder	you	own:	Open	the	homescreen	for	Google	Drive,	Google	Docs,	Google	Sheets,	or	Google	Slides.	See	who	a	folder	is	shared	with:	In	Google	Drive,	double-click	the	shared	folder	to	open	it.
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