HOW TO UPLOAD A FILE, CHANGE ACCESS PERMISSIONS & COPY A FILE LINK
ON THE GOOGLE DRIVE

1. Log in to your Gmail account.
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2. Open your Google Drive via https://drive.google.com/drive/my-drive :
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3. Drag your report to upload to the Google Drive:
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4. Once uploaded, right-click on the file and select “Share”, then click the “Share” on the second selection tap:
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5. Change the “Restricted” to “Anyone with the link” under the General access panel:
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6. Click on the “Copy Link” icon to copy the link:
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7. Now you can paste the copied link to the related column in the online registration website.

(Instructions end)



