City&s
Guilds

7574-12 ITQ for IT Users

Instructions to Centres on the use of Google Drive
Before commencing ensure that you have an up to date version of Google Chrome or Mozilla
Firefox web browser as Internet Explorer can cause conflicts with the Google Drive system.

Please note all screen shots were produced during March 2015, due to the nature of web pages,
the exact layout of screens may change over time.

' & Google Drive - Cloud Storag: %
€ ->C DOE

To access Google Drive, navigate using
your web browser to

http://lwww.google.co.uk/drive/
Click on the Go to Google Drive link.

You will be presented with the Google
sign in screen.

All your files, ready whe

Go to Google Drive

This will look similar to the screen shown below.
- Login in using the username and
One account. All of Google. password provided to you by City
and Guilds. (It is essential that the
username and or password are
not modified at any point).

Sign in to continue to Google Drive

Enter your username and password
and click on the Sign in link.

‘ ‘ Once you have logged in, you will be

presented with the Google Drive

Screen shown over page.
~7 Stay signed in Meed help?

Create an account
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Vo cmeen - s You will have access to a folder called

=29 |8 g e e 7574-121TQ 4 Schools
Google [ a |
& Drive iy orve + (Note: Dependant on screen resolution
and size you may not see the full folder
“ B 7574121TQ 4 Schoo. name).
| B3 wyoive
2+ Shared with Me
@© recent You will see the full folder name if you
P hover your mouse over the folder.
B Trash

B 7574121TQ 4 Schoo. .

7574-12 ITQ 4 Schools:

If you double click the folder you will be presented with three further folders as shown below.

My Drive » 7574-121TQ 4 Schools ~

B Decis B Junis B Mari1s

Again if you wish to access any of these folders, double click the folder that represents the month
in which your learners will undertake their exam. We will discuss later how you should set up
learners folders prior to uploading in to Google Drive.

When you double click on the folder Mar 15 you will see a screen similar to the one shown below.

L C' | @ hittps: //drive.google.com/drive/#folders /0BwZOFSBzXHWRVOQZNWRST 2diR 3c/0BwZ9FSBz X HwR 2 11SHInM Y dEdze

Google [ a | To navigate back up the
folder structure, click on
the folder you wish to

view.

& Drive My Dgive > 7574-12 ITQ 4 School

(=N I

» 3 MyDrive

% Shared with Me

For example to navigate back to My Drive, click, or to navigate to the 7574-12 1TQ 4 Schools click

Alternatively you can return to My Drive at any time by clicking My Drive on the left hand side of
the page, just below the NEW button.

You can then navigate back down through the hierarchical folder structure using the double click
process.
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On completion of the assessment, the files produced by each student within their e-portfolio,
should be copied/moved to a hierarchical folder structure set up in the following format.

Root folder named as MMM YY for example MAR 15 (this will be based on the Month and year
in which the assessment is undertaken), sub folders should then be created for each learner in
the following format.

CG STUDENT NUMBER (all seven characters) FIRST NAME SURNAME for example

1234567 FRED BLOGGS
7654321 JANE BROWN

Each student folder should contain the learner files produced during their course, which the
learner may make reference to during their assessment. Files should be named appropriately to
allow the marking team at City and Guilds to identify files by name. Rather than Document 1,
Presentation 2 etc.

Screenshot below shows a sample folder structure.

. » Computer » USBDISK (E) » Marl5 » - || Search Mar 15

Organize * Share with = Mew folder == ~ [ .@.
45 Favorites Mame Date modified Type
Bl Desktop . 1234567 FRED BLOGGS 16,/03/2015 14:42 File folder
& Downloads . 7654321 JAME BROWN 16/03/2015 14:42 File folder

.
=1l Recent Places

l 4 Libraries
4 3 Documents
> @ My Decuments
. Public Documents
o ;J'- Music
> &= Pictures
> B8 Videos

m

4 /M Computer
> &, Local Disk (C:)
4 USBDISK (E5)
4 | Marls
, 1234567 FRED BLOGGS
J, 7654321 JAMNE BROWN

On completion of the assessment the full folder structure should be uploaded to Google Drive by
navigating to the appropriately named folder Mar 15, Jun 15 or Dec 15.
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Google Drive will look similar to the screen shown below.

", Mar 15 - Google Drive

x =

€« (e https: //drive google com /drive/#folders/ 0BwZ OFSBz)tiwR AV QzNWHS T 2diR 3¢ /O0BWZOFSBz X HiwR 2 1ISHInNY dEdzg

Google
& Drive

» B3 MyDrive

My Drive » 7574-121TQ 4 Schools > Mar15 «

2% Shared with Me

® Recent
Y Stared

i Trash

32 KB used (0%)
Buy more storage

tb‘st.m' @ Google - Mozilla Firefox | & Mar 15 - Google Drive... ] 1TQ4 Schools Google Dri... | (2} Desktop

Drop files here

oruse the red "New" button

P oe| =

itgdschonls07 1093@ gmail com «

= Az

o ¢

« 2R 202z

The main part of the page says Drop Files here, drag the whole folder you have prepared into

the main part of the browser and release.
- o

& Drive

» B3 MyDrive

My Drive > 7546-121TQ 4 Schools > Mar 15 ~

&5 Shared with Me

® Recent
Y stared

i' Trash
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| Address |2 Desktop

File and Folder Tasks

=] Rename this folder

(3 Maove this Folder

Copy this Folder

& Publish this Folder to the
ieh

=2 share this Falder
() E-mail this Folder's filss
3 Delete this Folder

Other Places

My Documents
() Shared Documents

Mame  +

i iMy Documents

4 My Computer

S bty Hetwork Placss

& Recycle Bin

? HP Deskjet 3050 J610 series
@ HP Deskjet 3050 J610 series
4 HP Photo Creations

[ MTunes

{5 Shop For Suppliss - HP Deskj
ICMaR 15

{3 babbit WHF

B 2004 _trial_en_win,exe
ESMServerSetup exs

£ Googls Chrame

B4]1T04 Schools Gaogle Drive.c
o] Main. dwk

Drag and
release the
folder and you
will briefly see a
folder appear
on the screen.
(Enlarged
below)

& My Metwork Places VPEFark lst
—
Details
Google Drive

Mar 2015



Towards the bottom of the screen you will see the folders and files you have produced being
uploaded.

Cancel all

Py MAR TS OB/105KB Cance

(1 files)

| EY | |« 28N 19055

Once the upload is completed, the dialogue box at the bottom of the screen will look similar to
that shown below.

g MAR 15 10.5 KB Uploaded Share

(1 files)

|

« g”ﬁ 1ot

You can then close the dialogue box by clicking on the X. At that point the Google account should
be logged out, all your Learner files will now be viewable by the City and Guilds team.

==mem 1he account should be logged out by, clicking on the drop down
~ = arrow next to the account name in the top right hand corner. Then
selecting Sign Out.

5 itgdschools071093@gmail com v

e London Leaming
itgdechoal=071093@gmail com

Account Privacy

Adid accourt Sign out

At no point should centres modify any account details including folder names, account
name and passwords.

If you believe any details have been modified please contact:

City & Guilds, Assessment Team 5 by email TEAM5ADMIN®@cityandguilds.com alternatively our
customer contact centre on 0844 543 0000.
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