MONTAGUE AREA GOOGLEDRIVE:

cURRieEenecs Transier Ownership of a File

Any file you create is automatically owned by you. However, you can transfer ownership of a file if the recipient
agrees to assume ownership. The process involves these steps:

e The pending owner receives an email inviting them to accept the transfer request. This email informs the
recipient that they will become the file owner.

e The pending owner becomes an editor of the file (if not already in that role).

e When the pending owner accepts the invitation, the original owner downgrades to Editor. The new owner has
the ability to remove the original owner.

e NOTE: You can transfer ownership of a file to someone you previously shared the file with.

Step 1.
Open Google Drive, then select the file(s) or folder(s) you want to transfer.

Step 2.
Click the Share icon in the upper right corner of the screen.

Step 3.
Next to the pending owner’s name, click the down arrow, then select Transfer Ownership.

Accept or Decline an Ownership Transfer Request
When you receive an email offering transfer of ownership, you can accept or decline the invitation
within the email message.

Cancel Ownership Transfer

To cancel ownership transfer (before it has been completed), open the file, then select Share in the
upper right corner. Find the recipients name, click the Down arrow, then select Cancel Ownership
Transfer.



