
MAKING FILES PUBLIC IN GOOGLE 
 
So Google Docs users from other schools can access your files if that is your wish. 
 
Log into Google Docs 
Use School Login and Password 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you are not in Google Drive and only see your mail 
Click on the 9-square array 
Choose Google Drive 

 
 
 
 
 
 
 
 
 
 
 
 

 
Choose the document that you want to share 
 
 
 
 
 
 
 
 
 
 
 
 
  



Open the document 
Click on the Share Button 

 
 
 
 
 
 
 
 
 
 

 
Click on Advanced 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on Change 
 
Note – this is the URL for 
the document after it is 
public 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Choose the option you want, but to go Public Choose that one 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click Save 
 
Now your document is searchable by Google 
OR You can send the URL to people who need it. 


