Digital File Sharing Instructions
Ci3T Design Professional Learning Series

We provide instructions for setting up a digital file sharing structure (e.g., Dropbox,
OneDrive, Google Drive) on your computer for use during the Ci3T Design Professional
Learning Series. These instructions are for illustration purposes only as companies
often update their structures and procedures. We hope you find these useful for learning
more about digital file sharing and to serve as a model for developing a guide for
supporting Ci3T Leadership Team members with a similar set of instructions for the
digital platform you elect to use.

Instructions

Digital file sharing structures such as Dropbox, Google Drive, or OneDrive streamline
collaboration allowing team members to work on a document in real time together and
ensure every team member has access to the most up-to-date version of documents.

For guidance in selecting a digital file sharing structure, contact your information
technology (IT) department to learn more about available systems officially supported
by your district or organization. For general instructions related to account set up and
installation, please see platform-specific guidance:

e Account Set Up Guidance: Dropbox

e Account Set Up Guidance: Google Drive

e Account Set Up Guidance: OneDrive

Security
In addition to consulting with your IT department, consider selecting a digital file sharing
structure with security features such as:
e Advanced data encryption: AES-256 encryption (or stronger) for files at rest and
TLS 1.3 encryption for data in transit
e Multi-Factor Authentication: two-step verification adds a critical layer of security
beyond a password, preventing unauthorized account access
e Role-based Access Permissions: ability to set permissions (e.g., view-only,
comment-only, edit) so individuals access specific files as necessary for their role
¢ Remote Device Management: administrators can remotely unlink or wipe synced
data from a laptop, tablet, or phone if the device is lost or stolen
e Audit Logs and Version History: track who accesses a file and restore previous
drafts if accidental changes occur
e Regulatory Compliance: verify the system meets necessary legal standards (e.g.,
FERPA) to protect sensitive student and personnel information

Ci3T Structure Set Up
Ci3T Trainers or District Decision Makers may wish to create and host all schools’
shared folders. First, create a main “YYYY Ci3T Design” folder (YYYY refers to the
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https://help.dropbox.com/account-access/create-account
https://support.google.com/accounts/answer/27441?hl=en&co=GENIE.Platform%3DAndroid
https://support.microsoft.com/en-us/office/set-up-onedrive-included-with-microsoft-365-937e3ac8-b396-4a70-a561-6eaa479a4720

Gi3T
current year). Within this main folder, create each folder to be shared with each school’s
Ci3T Leadership Team members, Ci3T Trainers, and Ci3T Coaches.
Create folder names starting with the year:
e YYYY Ci3T Trainers folder with all documents including presentations and
pacing guides (shared only with Ci3T Trainers)

e YYYY Ci3T Coaches folder (shared only with Ci3T Trainers and Ci3T Coaches)
e YYYY Ci3T [School] folders (populated one session at a time)

My Drive > 2026 Ci3T Design Profes... - &

| Type ~ H People ~ | | Modified ~ || Source - |

Name P

BB 2026 Ci3T Coaches Folder
2026 Ci3T SCHOOL A Folder
2026 Ci3T SCHOOL B Folder

2026 Ci3T SCHOOL C Folder

2026 Ci3T Trainers Folder

The following is a recommended structure for each school’s folder. Note the 01 02 03
numbering so folders stack in the desired order.
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My Drive > 2026 Ci3T Design Profe... > 2026 Ci3T SCHOOL AF...
| Type ~ | | People - | | Modified - ‘ | Source - ‘

Name T Owner
B 00PREVIOUS g me
B 2026 01 Ci3T Blueprint Materials g me
I3 2026 02 Ci3T Table Talks gir me
BB 2026 03 Ci3T Resources g me
BB 2026 04 Ci3T Implementation Materials g me
B8 2026 05 Ci3T Reports g me
B 2026 Ci3T Design Session 1 g me
B 2026 Ci3T Design Session 2 g me
B 2026 Ci3T Design Session 3 gir me
BB 2026 Ci3T Design Session 4 g me
BB 2026 Ci3T Design Session 5 g me
BB 2026 Ci3T Design Session & g me
0 Ci3T_Leadership_Team_List.docx &% g me
M Meetings_Schedule_for Ci3T_Leadership_Team_and_Faculty_and_Staff.docx &% gar me

Each session folder can be populated with recommended readings to prepare for the
session, the session agenda, and session presentation.

= > 2026 Ci3TSCHOOLA... > 2026 Ci3T Design Sessio... ~ &

| Type ~ | | People ~ | | Modified ~ | | Source ~ |

Name T Owner
B Reading to Prepare for Session 1 gir me
M Ci3T _Design_Agenda_Session_1l.docx &% aar me
@ Ci3T_Design_Presentation_Session_l.pptx &% aar me

Frequently Asked Questions
For information on sharing folders, supporting individuals finding and accepting shared
folder invitations, and more, please visit the platform-specific help centers at:

e Dropbox Help Center

e Google Drive Help
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https://help.dropbox.com/
https://support.google.com/drive/?hl=en&sjid=10339776030592205969-NC#topic=14950478

e OneDrive Help & Learning
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https://support.microsoft.com/en-us/onedrive

