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How to check files and folder permissions in Google Drive?

Google Drive Auditor - This tool lists out all files on your HKBU Google Drive with its
sharing permissions. The license is available for department and staff per request through
ITO Service Call Centre.

e The Google Drive Auditor features overview is available on the official website:
https://workspace.google.com/marketplace/app/drive_permissions_auditor/370134017754
e For official support, please refer to: https://digitalinspiration.com/product/google-drive-auditor/#faq
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Google Sheets :

‘https://docs.google.com/spreadsheets’. Extensions > Drive Permissions

1 Login to the Google Sheets 2 Create a new Google Sheet, click
Auditor > Restore License.
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G Sign in with Google

Choose an account from hkbu.edu.hk

to continue to Drive Audit by Digital Inspiration

The add-on Drive Permissions Auditor needs your permission to run in this 170 Service Call Centre
@nkou.edunk

document. k
® Use another account

m Cancel
To continue, Google will share your name, email address, language preference, and

profile picture with Drive Audit by Digital Inspiration. Before using this app, you can
review Drive Audit by Digital Inspiration's privacy policy and terms of service.

English (United States) + Help  Privacy  Tems

Allow the permission, click Choose your HKBU email address.
‘Continue’.

G Signinwith Google

. Activate Premium License X
Drive Audit by Digital Inspiration
wants to access your Google Make sure you trust Drive Audit by Digital Your GADG license key was emailed to the address you provided at the time of
Account Inspiration purchase. If you do not see the receipt in your inbox, please check your SPAM

‘Shkbu.eduhk folder for an email from digitalinspiration.com

You may be sharing sensitive info with this site or app. You

can always see of remove access in your Google Account ) ) .
This will allow Drive Audit by Digital Inspiration to: Please copy-paste your license key and then click Activate.

Lean how Google helps you share data safely

& see e:ln create, and delete all of your Google () See Drive Audit by Digital Inspiration's Privacy Policy and
Drive file: Terms of Service

@  sce,edi, create, and delete all your Google () Activate Get License
Sheets spreadsheets Cancel Allow
I : Heed heip? Send an email al support @digilainspiration com and we would be happy to

By connectto an external service
assist you out

By Display and run third-party web content in
prompts and sidebars inside Google applications

and click ‘Allow’. Service Call Centre, enter key here

5 Read the instructions, scroll down 6 Obtained the license key* from
and click ‘Activate’.
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Verifying license key and it takes 1-2

minutes.
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0 Getting Started

What can | do with the add-on?

Google Drive auditor scans the files in your
drive and prepares a detailed share & access
permissions report so you know who has
access to your files and what kind of
permissions they have,

Can | audit Shared Drives?

If you have the Enterprise edition, you can
also audit the files store in Google Shared
Drives (Team Drives)

What is your privacy policy?

The add-on directly connects to your Google
Drive and writes the audit log in your Google
Sheet. Your data is neither uploaded, stored
nor shared with anyone, Please read our
privacy policy for details.

Once verify succeed, click Extensions >
Drive Permissions Auditor > Open.

Drive Permissions Auditor will be
available at the right-hand side of the

Google Sheet.
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Search fles of a specifc type?
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tem Name

hared with

Email address of user who can view files

After Before:

Enter a term that matches part of the filename.

Last Modified Date
How many files can | audit?

- Advan

The free version allows you audit up to 100 Search fles that are-

files. If you'd like to audit more files in your Show search operators

e

Scroll down and click ‘Run’ to
generate report for all files. You
may apply filters/conditions
based on screen options.

Google Drive, please upgrade to premium
and remove the limits. BS  Drive Auditor

0 owns the files

Read the instructions, scroll down and
click ‘Continue’.
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STOP

Audit in progress. It takes around 3
minutes for 1,000 files.

1 2 The report will be show on the Sheets.

* The license key is for staff only (@hkbu.edu.hk) and valid until 9 July 2023.
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