Instructions for editing permissions on google drive worksheets (CCGS Submission Form):

1. After you make a copy of the CCGS Submission Form and save it in the appropriate program’s folder, open it and click on ‘Data’ on the toolbar at the top.
2. Move mouse down and click on ‘Protected Sheets and Ranges.’
3. On far right of screen, a ‘Protected Sheets and Ranges’ box appears.
4. Click on the blue ‘Set Permissions’ button (See Picture A.)
5. In the box that opens up, click the check box so that all member names are selected. (See Picture B.)
6. Click ‘Done.’
7. On the far right (See Picture C), you will see several lines saying something like:
· Sheet1!A1:C1 (and a little picture of a lock and ‘can edit’); OR you might see
· Sheet1 (picture of lock and ‘can edit’) 
8. Click on each one of these lines to see if only you have permission to edit or if all members have permission to edit.  If only you have permission to edit, click ‘Change Permissions.’
9. Where it says ‘Only You’ click and select ‘Custom.’ 
10. Again, select the checkbox so all members are selected. Click ‘Done.’
11. And then click ‘Done’ over to the right. 
12. Do this on each one of those ‘Sheet1’ lines (except the ‘for chair only’ line) until all members have been selected to edit.
13. To test your document, you can email me at mjohnson@highered.ohio.gov and I will check and see if I can open and edit it.
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