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Here is a quick tutorial on how you can use Google Drive to collaborate with students in a similar 
manner in which you currently use the F drive. 
 
The instructions below assume you already know how to access your Google Drive. As a reminder, sign-in 
to your account (ending with @hwps.net) and either click on the box next to Apps on the left-side top of 
your browser window, or visit https://drive.google.com/. 
 
Why Use Google Drive? 
If you and your students have no complications using Citrix, then you might not find it necessary to 
switch to Google Drive. However, if you (like many) encounter issues trying to get Citrix to work within 
several different internet browsers or operating systems (e.g., Mac OS) or want to have the ability to 
access files from mobile smart devices, then switching to Google Drive will not only save you from a lot 
of frustration, but it will increase student productivity and encourage constant collaboration. You will 
also avoid hearing from students, “I couldn’t access the drive so I was unable to do the assignment!” 
 
 

 
 
 

Setup a Handouts Folder 
The teacher’s HANDOUTS folder currently on the F drive is “read only” which means that students can 
download class materials without being able to add or delete from the folder. Here is how you can 
create a Handouts folder using Google Drive and connect it to your Google Classroom: 
 

 Navigate to your Google Drive folder. 

 Double click the folder that says Classroom. 

o If you use Google Classroom, and have already added a class, you should see the 

individual class folders. Double click on each class and follow the next steps for creating 

a Handouts folder for each class. 

 Click New -> New Folder. 

 Title the folder Handouts. 

 Right click on the folder and click Get shareable link. 

 Turn Link sharing on. 

 Click on Sharing Settings. 

 Verify that Anyone at Hewlett-Woodmere Public Schools with the link can view. 

o This is important. If you allow Edit access, students can add, delete, move, copy, and 

share files within the folder. To make the folder the same as the “read only” access of 

the F drive, you will want the folder to be view only. 

 Click Copy link. 

 You can now paste link anywhere you would share it with your students (e.g., within a To-Do List 

assignment, letter home, teacher page, Google Classroom, class guidelines, etc.). 

o Google Classroom Users: Read below for how to add it to the “About Section” for each 

of your classes. 
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Setup a Homework Folder 
The teacher’s HOMEWORK folder currently on the F drive allows students to copy into the folder but not 
delete or modify existing files. While at present advanced user permissions cannot be emulated with 
Google Drive, a comparable alternative can be achieved enabling students to be able to upload and 
protecting against the accidental deletion of another student’s work. 
 

 Follow the directions above to create a new folder. 

 Title the folder Homework. 

 Right click on the folder and click Get shareable link. 

 Turn Link sharing on. 

 Click on Sharing Settings. 

 Verify that Anyone at Hewlett-Woodmere Public Schools with the link can edit. 

 Follow the directions above for how to copy and share the link with your students. 
o NOTE: Because students have edit access, they CAN accidentally delete other files. 

Google does safeguard and protect the owner’s contribution by not deleting the file 
from the owners themselves. In other words, when someone submits a file to the 
shared drive, they take immediate ownership of it. Now the owner of the file, it will 
never truly disappear from the drive until they themselves remove it. While another 
collaborator can delete it from their screen and it appear gone, the owner will always 
have access to the file and therefore possess the capability of restoring it to the main 
folder for all to see once again. 

o NOTE: Turning in work via this folder will not be private. Students will be able to see 
and download each other’s material. If you want to privatize student work so that 
only you and the student can see it, then simply create an assignment within Google 
Classroom and ask the students to submit an attachment in response to the 
assignment. Their file will go into a folder specifically created for the topic you 
associated with the assignment. While you will see all the student work in one 
location, the student will not be able to see their classmate’s submissions. For more 
information about setting up and using Google Classroom, please visit http://hewlett-
woodmere.net/Page/9618. 

 A list of all the recent activity is always viewable to the right of the screen allowing collaborators 
and owners the ability to see what files have been added, modified, and deleted. 

 

 
 

GOOGLE CLASSROOM: Share Your Handouts Folder Link 
The best way to distribute the link to the Handouts folder for each of your classes would be to list it as a 
Class Material within the About section. 
 

 Click on the class then on the About tab. 

 Click on Add class materials. 

 Type the title (e.g., Class Handouts, Class Materials, etc.). 

 Click on the horizontal paperclip (fourth icon from the left). 

 Paste the link copied from before after you setup the Handouts folder. 
o Remember that if you want a separate Handouts folder for each class, you need follow 

the directions above and create a separate sub-folder within each class folder. 

 Click Post. 
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