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Sharing

Access Levels

1. Private
2. Shared

3. Linked

www.dropbox.com/k 1hzw3/MyFile.pdf

4. Public and searchable

Let’s take a look at sharing files in the cloud. When sharing files, you can
decide who has access to the file, and who can make changes to it.

Although each service is different, there are usually several levels of
privacy to choose from. These are sometimes called access levels.

First, you have completely private: only you can see it, and you'd have to
type in your username and password at some point. This is the default, so
you don’t have to make a change to keep something private.

Then, you could share it with specific people using their email addresses,
and they would have to log in with their own accounts to see it.
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You could also create a public link to a file: anyone that has the link can
visit it and would not have to sign in. Although you can choose who you
give the link to, it would be possible for them to share that link with others
without asking you.

Finally, you could make the file truly public. Then people could search for it
and might come across the file even if they haven't been given the link.
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File Permissions

Read-only
Comment-only
Can Edit
Ownership

There are also several common levels of file permissions, which controls
whether or not people can make changes to your file.

First is a “read-only” file. That means they can read it, save it, print it, but
they can’t make any changes to your copy of the file.

Some services have a “comment only” setting. They can add comments to
your file, but they can’t change what you’ve written.

Next, they could have full editing privileges. They can change the text, but
they can’t delete the file completely.

Finally, some services let you share ownership. Then they could delete files
completely or sometimes add their own files to a shared location.
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In case files are accidentally deleted, or you don’t like the changes
someone has made, cloud storage services usually let you recover the old

versions of a file.
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Let’s look at SkyDrive first. Michelle clicks on the checkmark by a
document to select it.
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Sort by Namme v
Files
Recent docs
| All photos

Shared

-1 address book e budget

Job Application Ordher

m Confirmation

Recycle bin
Get more storage

Get SkyDrive apps

Then she’ll click on Share at the top to see her options.
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Share Invite people to “Documentl.docx”

Enter contacts to send an email with a link to this item,
To

Invite people

[
Shared with
Only me

Add a quick note

Recipients can edit

N

Now she could Invite specific people, or get a public link to share. We’'ll

look at sharing with a specific person. She’ll type an email address out in
the To field.
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Share

Invite people
Get a link

Shared with
Only me

She can write a note about the file to be included in the email.

Invite people to “Documentl.docx”

Enter contacts to send an email with a link to this item,

To

tomsmith@gmail.com »

1l

Recipients can edit
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Share Invite people to “Documentl.docx”

Enter contacts to send an email with a link to this item,

Invite people To

Get a link Pt =

Shared with Let me know what you think! - Michelle]
Only me

- Recipients c.ar%m

N

By default, they’ll be able to edit the file. Michelle clicks on the link to see
her other options.
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Share Invite people to “Documentl.docx”

Enter contacts to send an email with a link to this item,

Invite people To

Get a link b a =

Shared with Let me know what you think! - Michelle

Only me
Recipients can edit %j
Recipients don't need a Microsoft account V]

o

Now she’ll click on the down arrow.
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Share

Invite people
Get a link

Shared with
Only me

Invite people to “Documentl.docx”

Enter contacts to send an email with a link to this item,
To

tomsmith@gmail.com x

Let me know what you think! - Michelle

Recipients can only view »
Recipients can edit

 pe—
[Reapienls don’t need a Microsoft account V]

N

She could change it to “Recipients can only view,” which would mean it is a

“read-only” file.
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Share

Invite people
Get a link

Shared with
Only me

Invite people to “Documentl.docx”

Enter contacts to send an email with a link to this item,
To

tomsmith@gmail.com x

Let me know what you think! - Michelle

Recnpaems can only view =

Recipients don't need a Microsoft account% VI

N

Then she can choose whether or not they need to have their own Microsoft
Account, which is the same as a SkyDrive account.
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Share Invite people to “Documentl.docx”

Enter contacts to send an email with a link to this item,

Invite people To

Get a link A =

Shared with Let me know what you think! - Michelle
Only me

]
[Re(ipiems can only view

Recipients don’t need a Microsoft account
Recipients need to sign in with 3 Microsochcount
e

She decides to make them sign in with a Microsoft account.
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Share Invite people t0 “Documentl.docx”

Enter contacts to send an email with a link to this item

Invite people 10
Get a link L !
Shared with Let me know what you think! - Michelle
Only me
[Recapiems can only view VI

Recipients need to sign in with a Microsoft account =

Then she’ll click on Share.
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Michelle Summers has shared a document with you =

Michelle Summers 9:00 AM (1 hour ago) -
B 1 —

Let me know what you think! - Michelle

Michelle has a3 document to share with you on SkyDrive. To view it, click the link below.

@5 Document1.docx

Share your files with ‘ SkyDrive.

The person she sends it to will receive an email like this one. They can see
who it is from and read the note that Michelle added. Then they could click
on the link to see the file.
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Google

Drive

CREATE | #

| »myonve
Shared with Me
Starred
Recent
More »

Connect Drive to
your deskiop

0.08 GB (0%) of 15 GB used
ManaQe

Meet your Drive

My Drive is the home for all your
files. With Google Drive for your
PC, you can sync files from your
compuier 1o My Drive

Downdoad Google Drive for PC
x

TILE
X acaress book xisx
X bucget xisx

% W Garage Sale Fiyer gocx
J Job Application pof
- Order Confmation.paf

Then, go for a spin

» Explore the left hand |
+ Create Google Docs
« See fies 3t a glance |

- Get the Google Drive

OWNER .

338 33

Now we’ll look at getting a link for a file in Google Drive. First, Michelle

clicks in the checkbox to select a file.
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Google

Drive

CREATE o

| »myonve
Shared with Me
Starred
Recent
More

Connect Drive to
your deskiop

0.08 GB (0%) of 15 GB used
Manage

TILE

X adaress book xisx

X bucget xisx

W Garage Sae Fiyer.docx
- Jod Application pof

. Order Confimation.pdf

Then, go for a spin

+ Explore the left hand |
« Create Google Docs |
« See fies al a glance '

« Get the Google Drive

i?i%%%

Then she'll click on the Share icon, which looks like a person with a plus

sign.
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Sharing settings

Link 10 share (only accessible by coliaborators)

R (v

Who has access

Private - Only the people listed below can

Change
B access J\’f:,} "
- Micheile Summers (you) IS owner
Invite people

s

The link is already at the top, and people who have access are listed
below. Michelle is the only one right now. She could add other people at
the bottom by typing in their email addresses, just like she did in SkyDrive.

Right now, only people who are listed can see the file, even with the link.
That’s because it’s set to Private by default.

Michelle clicks on Change to see her other options.
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Sharing settings

Visibility options:

@ Public on the web
Anyone on the Internet can find and access. No sign-in required

o g Pvae
Only people explicitly granted permission can access. Sign-in required

Note: ltems with any visibility option can still be published to the web. Learn more

Save Cancel Leam more about visibility
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Correct (Slide Layer)

Sharing settings

Visibility options:
&, Public onthe web

Correct

That's right! You selected the correct response.

Leam more aboul visibilily

.DIGITALLEARN.ORG

.. A PLA INITIATIVE

19




Try Again (Slide Layer)

Sharing settings

Visibility options:
&, Public onthe web

Incorrect

That is incomrect Please try again.

Leam more aboul visibilily
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Sharing settings

Visibllity options:

@ Public on the web
Anyone on the Internet can find and access. No sign-in required

Anyone with the link
Anyone who has the link can access. No sign-in required.

Private
Only people explicitly granted permission can access. Sign-in required

Access: Anyone (no sign-in required)  |Can view

Note: Items with any visibility option can still be published to the web, Learn more

Save Cancel Learn more about visibility
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Correct (Slide Layer)

Sharing settings

Visibility options:
&, Public onthe web

Correct

That's right! You selected the correct response.

MNote: ltems with any visibility option can still be published to the web. Learn more

Cancel Leam more about visibillty
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Try Again (Slide Layer)

Sharing settings

Visibility options:
&, Public onthe web

Incorrect

That is incomrect Please try again.

MNote: ltems with any visibility option can still be published to the web. Learn more

Cancel Leam more about visibillty
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Sharing settings

Visibllity options:

@ Public on the web
Anyone on the Internet can find and access. No sign-in required

Anyone with the link

=

Private Can comment
Only people explicitly granted pe |uired

' Can view

Access. Anyone (no sign-in required) | Can view ~

Note: Items with any visibility option can still be published to the web, Learn more

Cancel Learn more about visibility
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.DIGITALLEARN.ORG
o

24




Correct (Slide Layer)

Sharing settings

Visibility options:
&, Public onthe web

Correct

That's right! You selected the correct response.

MNote: ltems with any visibility option can still be published to the web. Learn more

Cancel Leam more about visibillty
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Try Again (Slide Layer)

Sharing settings

Visibility options:
&, Public onthe web

Incorrect

That is incomrect Please try again.

MNote: ltems with any visibility option can still be published to the web. Learn more

Cancel Leam more about visibillty
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Sharing settings

Visibility options:
@ Public on the web
Anyone on the Internet can find and access. No sign-in required

Anyone with the link
Anyone who has the link can access. No sign-in required.

Private
Only people explicitly granted permission can access. Sign-in required

Access: Anyone (no sign-in required) |E§n—e’&nh7|
Note: Items with any visibility option can still be published to the web, Learn more

BEN - PEEp—
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Correct (Slide Layer)

Sharing settings

Visibility options:
&, Public onthe web

Correct

That's right! You selected the correct response.

MNote: ltems with any visibility option can still be published to the web. Learn more

- Cancel Leam more about visibilty
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Try Again (Slide Layer)

Sharing settings

Visibility options:
&, Public onthe web

Incorrect

That is incomrect Please try again.

MNote: ltems with any visibility option can still be published to the web. Learn more

- Cancel Leam more about visibily
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Based on our share settings, how could Michelle's friends get to this

file? (Check all the apply)

(Multiple Response, 10 points, 3 attempts permitted)
| Based on our share settings, how could Michelle's
friends get to this file? (Check all the apply)

Google sends them an email, and they'll click on the link in the message.
v Michelle sends them a separate email with the link.
« Michelle publicly posts the link on Facebook or on a website.

They'll use Google to search for the file.

« Michelle prints the link out on paper, so they can type it out.

i 4

Google sends them an email, and they!'ll click on the link in
the message.

X Michelle sends them a separate email with the link.

X Michelle publicly posts the link on Facebook or on a
website.
They'll use Google to search for the file.

X Michelle prints the link out on paper, so they can type it out.

Feedback when correct:
That's right! You selected the correct response.
Feedback when incorrect:

‘ DIGITAL .ORG
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Your answer is not quite right. Click on Continue to see the correct answer!

Okay, now we've got the share settings in place. Now how would
Michelle's friends actually get to this file?

Check the box next to any answer you think would work. Then click on
the Next button at the bottom to see the answer.

Answer:
Here are three ways people could get to the file:

Michelle could send out a separate email, and use copy and paste to put
the link in the message.

She could publicly post a link on a website or Facebook page.

Or she can give out a printed copy of the link for people to type in.
However, the printed link is very long and tricky to type, so it's probably
best to send it electronically.

The other choices won't work. Google can't automatically send out an

email, since she has not mentioned any specific people. No one could
search for the file, they would have to know the link.

31
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Review (Slide Layer)

D Google sends them an email, and they'll click on the link in the message.
Michelle sends them a separate email with the link.
Michelle publicly posts the link on Facebook or on a website.

D They'll use Google to search for the file.

Michelle prints the link out on paper, so they can type it out.
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Correct (Slide Layer)

; /
) S

Correct

[:] Google

v Mimelj

That's right! You selected the correct response.
¥ Michel
| They'llt

@ Michelle prints the link out on paper, so they can type it out.
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Incorrect (Slide Layer)

D Google Incorrect

Your answer is not quite right. Click on Continue
to see the correct answer!

v Mimelj

¥ Michel
| They'llt

@ Michelle prints the link out on paper, so they can type it out.

34
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Try Again (Slide Layer)

D Google Incorrect

At least one of your answers is incomrect Please try
again!

v Mimelj

¥ Michel

_ They'll

@ Michelle prints the link out on paper, so they can type it out.
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Files &% Dropbox I @B o
a Photos
budgetxisx | @ Snare hok # Download & Delece Rename & Move Moce ¥ 917 KE
e —— ey
- o | Shave boit )
17 4 | Assignments f
Q¢
tartes B E'[ Getting Started paf document N2013623 P
S
group project draft docx
.
Summers Server Resume 2013 docx document . MN72013 559 PM
S >

When you select a file in Dropbox, you only have a choice for a link. It
could send out an email with the link inside.

Anyone with the link could see the file and would not have to sign in. They
can share the link with others if they want, so you do not have as much
control of the document’s privacy.

However, they would not be able to edit the file--they can only view it.
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¥ Un
2 budget xisx gocument
W Got Started B B9_ Getting Started pdf
-
group project draft docx document
(e ]
Summers Server Resume 2013 docx document
Hep
<

In addition to sharing a link, she could invite someone to the folder, which

gives them full access. They can add files, delete files, and edit files in that

folder. They would have to sign in with a Dropbox account to use this

option.
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Now we've looked at sharing with SkyDrive, Google Drive, and Dropbox. As
we've seen, there are small differences with each service, but they all give
you several options for privacy. You can decide how much privacy you
need for each file or folder. The files that you keep private are protected by
your password.
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