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not available for public viewing.   
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3. You may not use any text or images found within this 
resource to make commercial resources of your own.
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1. Once you have copied your file, it will open.  
When you want to share the file with students, 
click the Share button in the upper right-hand 
corner of your screen.

2. A box opens asking you to share 
with others. Make sure you set 
it to Can view so that students 
can’t edit your original copy. 
Then click Get shareable link.  
Distribute this link to your 
students. 

3. Once students are notified 
of the new document, they 
will find it in their Google 
Drive.  When they click on 
Shared with me they will 
find the document. 

4. When they open the 
document, they will need 
to go to File and click on 
Make a copy.  This way 
they can have an editable 
copy for themselves in 
their own drive, otherwise 
they will not be able to 
type in the text boxes.

If you need more direction, click on 
this link to Google Support services.  
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