What Settings To Use When

Sharing Google Drive Files

in Washington County School District

Does it contain Sensitive Data?

*Data that must be protected and inaccessible to unauthorized parties. This includes personal student
information, grades, behavior reports, student descriptions, non-public faculty information, etc.

Are you collaborating with
a small group of people?
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Consider creating a shared folder
and grant each person access.
Any files within this folder are
automatically accessible.
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Consider sharing the document with
an organization group who are all
authorized to view it.

Add their district @washk12.org
emails individually to grant them
access. There should be few
circumstances where sensitive
data is shared with a
non-washk12 email
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Do you need them to be
logged into thier
@washk12.org email?
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Share it internally, resitricted to N
Washington County School

District only.

Do you need to share it with
someone outside of WCSD?

f Not Public

Communicate with your
department and administrative N
staff to determine if this is
acceptable to share with the
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Are you sure this is something
you can share publicly?

1 public.
Public
Y
Set the share setting to
"RESTRICTED" B Share it with their email
address specifically, or share it
—> to "Anyone with the link" ‘
(making it completely public).
Edit Settings for Google
Documents

Viewers can only view
files

Editors can change your
document

Commenters can add

notes

WASHINGTON COUNTY

SCHOOL DISTRICT

Sending a Google Form?

Using the share button gives them a link to INPUT
their own data (safe). Adding them as a
Collaborator gives them full access to edit and view
your survey results!

(File

Want to send something that doesn't require

Google Drive?

Download it as a PDF Document and Email it.
-> Download as -> PDF)

Questions?

Email: heath.edner@washk12.org
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