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Introduction

Google Team Drive is relatively new to the G-Suite of applications. Team Drive 
is developed to help teams organize and keep track of important documents. 
Before Team Drive, each of us created a document and shared it with others. As a 
result, we had documents and files spread across different accounts. Some times 
a member of the team had not been included in the sharing process. Placing proj-
ect documents and files in shared folders helped a little. 

Team Drive has many similarities to shared 
folders. And, It has some important differ-
ences. Knowing the differences is useful for 
deciding when to use Shared folders or Team 
Drive. I will review how shared folders work so 
we can compare them to Team Drive.  We have 
completely transitioned to using Team Drive 
for projects. It makes the process of sharing 
and collaborating on documents much easier.

Team Drive is part of the solutions available 
for Business and Education. It is not available 
for the ordinary person with a regular account. 
Many of the features available in Team Drive 
can be imitated with shared folders. If you 
don’t have access to a Team Drive then you 
can use a shared folder.

Here is a way to think about Team Drive. Team 
Drive is like a virtual hard drive or a virtual 
storage location in the cloud. This isn’t too dif-
ferent from a regular Google Drive account. 
Team Drives are created and shared with 
specific members of a team. Members are 
assigned one of several roles in the team. The 
roles designate what they can do in the drive 
and how content is available to them. 

Shared folders are account dependent and 
Team Drives are not. A shared folder is owned 
by one account. That account designates per-
missions to the folder. A shared folder has one 
owner with several editors and viewers. Team 
Drive has several owners, account manag-
ers, editors, and viewers. Ownership of Team 
Drives is important.

Organizations and teams have members that 
join and leave. Members that leave are the issue. 
Accounts for members that leave are usually 
purged from the system after a grace period. 
Purged accounts usually prevent anyone else 
from owning shared folders. Account informa-
tion for members that leave is also archived. 
Shared folders from archived accounts are no 
longer accessible. Members that leave are not 
an issue with Team Drives. Team Drives exist 
independent of the team member. With mul-
tiple owners, there is always someone on the 
team that is the owner of the Drive. 

Let’s begin with a review of shared folders for 
working on projects.
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Shared Folders

Before taking a look at Team Drive it is a good idea to see how a shared folder 
works when working with teams. Shared folders are not just for working with 
teams on projects but that will be the focus of these lessons. Shared folders are 
useful for a variety of reasons. Shared folders provide access to documents and 
resources. They are usually edited and updated by a handful of accounts. 

Over the years I have used shared folders for 
a variety of projects. I have also used shared 
folders to share content from professional 
development sessions. Shared folders are great 
but they don’t always work well on their own. 
Shared folders are easily lost in the vastness of 
shared files and folders. The resources in these 
folders are often lost because it is difficult to 
find what you need in folders. Over the years I 
have accumulated hundreds of documents in 
dozens of shared folders. 

Shared folders work best with small teams 
and in combination with other resources like 
Google Sites. Let’s create a folder in Drive and 
share that folder with others.

Log into your Google account and go to Drive.
Click the New button (figure 01). Create a new 
folder. Give the folder a descriptive name and 
click the Create button(figure 02). The folder is 
created and selected for us.  Remain in Drive 
with the folder selected. Click the Share but-
ton in the Drive button bar (figure 03).

Figure 01 Figure 02

Figure 03 Figure 04
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The share with other configuration box opens. 
The options here are very powerful. They pro-
vide lots of basic sharing options. They also 
provide lots of options for nuanced sharing. 
The July 15, 2018, provides detailed informa-
tion on sharing and collaborating with Google 
Drive (figure 04). 

Begin a shared folder by adding collaborators. 
Collaborators can add and edit content in the 
folder. We add collaborators by entering their 
email address in the People box. The permis-
sions selector on the right is set to provide 
them with edit access (Figure 05). 

The other option we have at this point is to 
grant them view only permission. They will be 
able to go through the contents of this folder 
and any folder we create within this folder. 
They have the option to open any document 

for viewing, copying, downloading, or shar-
ing. There is more to the viewing option than 
meets the eye. Sorry, I couldn’t help it. We will 
learn how to manage these options a little 
later. We click the Send button to send them 
an email notification and a link to the shared 
folder. The shared folder is available in their 
Drive without having to click the link in the 
email.

The icon on shared folders updates to include 
a share icon (figure 06). Open the folder by dou-
ble clicking on it.

Another way to share a folder is by clicking the 
triangle next to the folder name in the path 
bar. The share option appears in a pull-down 
menu (figure 07).

Figure 05 Figure 06

Figure 07 Figure 08
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I’ll invite another account to have access. This 
account will have view-only access (figure 08). 

Teachers often ask what the difference is 
between sharing with view access and shar-
ing a link with view access. The options are 
almost the same but there are reasons why 
you might want to choose one over the other. 
Read my July 15, 2018 issue to learn more.

Click the send button. Click the triangle next 
to the folder name and select share (figure 09). 
Click the Advanced button (figure 10). In the 
advanced section, we have a detailed view of 
the accounts that have access. We also have a 
view of the permission for each account.

Click the permission selector for one of the 
shared accounts (figure 11). The permission selec-
tor has a few more options now. My account as 
the creator of the shared folder is the owner. 

As the owner, I can convert another account 
to an owner account. It is the only account 
that can make another the owner. The owner 
account is the only account that can delete 
the folder. There can only be one owner per 
shared folder. 

As the owner, I can prevent editors from chang-
ing access permissions. I can also prevent edi-
tors from adding accounts to the shared folder 
(figure 12).

Any document, file, or folder added to this 
folder is accessible by the shared members 
of the folder. This is part of the inheritance 
nature of working with shared folders. Click 
the Create button and create a new folder. 
The new folder has the same permissions as 
the parent folder. 

Figure 09 Figure 10

Figure 11 Figure 12
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Documents and permission

Create a new Google Doc in the folder. The 
created document will be shared with the 
same members that have access to the shared 
folder. Click the Create and Share button to 
confirm (figure 13).

Documents have additional permission 
options. Click the Share button on the newly 
created document (figure 14). Click the Advanced 
button (figure 15).

Click the permissions selector (figure 16). There 
is an option to grant the user permission to 
comment on the document only. Comment 
permission allows the account to provide feed-
back without modifying the document. 

This permission change applies only to the 
document. It does not change the account’s 
permission to other folders or documents in 
the folder. This is part of the nuance I spoke 
about earlier. 

We could also choose to make this account the 
owner of the document. The account holder 
would own this document. The rest of the per-
missions in the folders and other documents 
will remain the same.

Permissions within folders are inherited. Just 
like we inherit genes from our biological par-
ents. Files in folders can have their own set of 
permissions that are different from the par-
ent folder. This is like how we are similar and 
different from our parents.

There is another option available in shared 
documents. Owners and editors have the 
option to prevent commenters and viewers 
from downloading, printing, or copying a doc-
ument. This option is useful if we don’t want 
old copies of documents to be circulating. 

Figure 13 Figure 14

Figure 15 Figure 16
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