Sharing GW Content

Introduction

The fundamental difference between GW and the desktop versions Microsoft Office is the
way in which content is shared.

Files v Links

In traditional MS Office you share a document by sending a physical self-contained copy of
the file, typically via email. So if you share a file with 12 people there will be multiple versions
of the document spread around the users’ computers. If they make edits and share the
edited versions with the audience, the number of copies soon spirals and it becomes hard to
know which is the master. It also consumes a lot of disk space.

With GW content, files are a virtual concept. A ‘file’ is a portal into a database where the
document contents are stored - a smart window that can assemble all the items together to
present on screen something that looks like a physical document. This means there is no
physical file to send to someone unless you download a copy in MS Office or PDF format

So in Google Workspace we use a completely different approach to sharing. We can share a
link to a GW file, we can share a folder or a drive and we can limit what recipients can do with
the content that we share. There is only one copy of the file
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Sharing GW Content
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Telling the user that you have shared something

When sharing a folder or document,
you have the option to notify people
from here or to do it separately.

If ‘notify people’ is checked you can
enter a message to them in the box
provided. When you press ‘send’,
the system will send them a nicely
formatted email containing the link
to the document and your
explanation

If you want to send a separate
notification, uncheck the ‘notify

o Notify people
Message
dHi Vanessa.

Here's a link to the folder containing the documents
we spoke about

Thanks

Paul

©- - CDQ

people’ box. The message box will disappear and you will need to copy the link (3) to send
to them. In that scenario the ‘send’ button (4) will change to ‘done’

Using ‘notify people’ is a good idea simply because it is quicker and easier than doing it

manually
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Sharing a document
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Sharing GW Content

option (2) is greyed out, you have limited permissions to the share. If you have elevated
rights to the share then you have these options.

You can add people
or groups as above
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A Content Manager can move documents out of the shared drive, delete it and share it

A Manager has absolute rights over the share and can do anything, including deleting the
share!

Moving a file between My Drive and a Shared
Drive

You have absolute rights to My Drive - it's yours. So you can choose to move a file from My
Drive to any Shared Drive to which you have Contributor or greater rights (see above). When
you move a file you will be warned that the file will acquire the access right of the target drive
and lose the original rights in My Drive

If you change your mind and want to move the file back to My Drive, you can’t unless you
have Content Manager rights or greater to the Shared Drive. This can make it appear that
moving files is a one-way asynchronous process. In reality, it depends on the rights you have
to the shared drive. If you need elevated rights, contact someone who has Manager rights to
the drive. You can find out who they are by right clicking the share drive and selecting ‘View
members’
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Sharing outside the Society

You can share content freely with people who have Society email accounts. You can also
share with people outside the society BUT, they will need a Gmail account in order to access
the content. If they don't already have one, it's free and easy to set up a Gmail account and
it's by far and away the best way to share content and maintain version control.
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If this becomes necessary you will then be faced with how to merge the edited Word
document back into Google Docs - see the separate guide on Version Control for detail of
how to do this.
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