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iCloud Drive
Basic file management using the iPad



The Files App 
allows you to 
access your 

iPad and cloud-
based files in 

one place.



From the files 
sidebar, you can 

use the circle 
with 3 little dots 

to add or 
remove drive 
locations like 
OneDrive and 
Google Drive.



The active drive is highlighted in blue.







Share Options 
allow you to 
control who 
sees the files 
you share and 
what kind of 
access they 

have.





“Only people you invite” - requires you to enter every e-mail 
address of people you want to invite. This is ideal for sensitive 

documents or sharing documents with just a few people.


“Anyone with the link” - the documents are public, but you must 
know the link to access them. This is fine for sharing worksheets 
and most files as long as there is not sensitive information in the 

file. 


“Can make changes” - people can change the original document - 
unless you’re collaborating on a document, choose “View only” - 
which will allow users to save a copy of the file instead of altering 

the original.



After you click 
COPY LINK, a 
SHARE FILE 

screen will briefly 
pop up, then 

disappear. Your 
link has been 

copied.  

Do not press the 
COPY button for 

this step. 



You can share your file in a variety of ways. If you try one 
way and it doesn’t work, you can go back and share it 
again. 


Copying the link and pasting it into an e-mail, Schoolwork 
instruction, etc... is simple and works consistently.



QR Code

E-mail
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QR codes are not limited to sending website links. You can provide a QR code 
to a publicly shared digital file for quick access.


Example workflow: I make a shared iCloud Drive folder named “ELA” and share 
the link with my students via QR Code. Every day, students enter the classroom 

and open the shared folder to find that day’s files. Any changes I make within 
the folder (sub-folders, add files, delete files) are visible to students. Students 
only need the QR code for the first time they access the folder. They add the 

bookmark to their iPad homescreen or Safari favorites so they can have access 
anytime. Students save the daily files to their iPad and return the work to me in 

a Schoolwork Hand-In Request.


