Republiclofithe|Philippines

Department of Education
Region IV-A (CALABARZON)

Division of Cavite
Trece Martires City, Cavite

July 18, 2017

DIVISION MEMORANDUM
No.l 8 7 s. 2017

TO:  OIC, Assistant Schools Division Superintendent
CID Chief
OIC, SGOD Chief
Education Program Supervisors
Public Schools District Supervisors
All Unit and Section Heads
All Concerned

GUIDELINES ON FILE BACK-UP AND AVAILABILITY OF SERVICEABLE UNITS

1. To address the risk of data loss, this division requires every personnel to perform
regular file back-up using secondary storage media such as external HDD and thumb
drives or uploading files to cloud storage/official Google drive supported by personal
DepEd email accounts.

2. Attached herewith is the comprehensive step by step procedures in uploading
foldersffiles in Google drive. The IT Officer will conduct a verification for the strict
compliance on or before July 31, 2017.

3. More so, to ensure that all division personnel can still perform their duties and
responsibilities despite occurrence of technical issues and a need for internet
connectivity, two serviceable computer units in ICT Services are made available.

4. Immediate dissemination of this Memorandum is desired.

OIC, Schiools Division Superintendent
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Enclosure 1 to Division Memorandum no. _I§F s. 2017

UPLOADING FOLDER AND FILES USING GOOGLE DRIVE.

Step 1. Type https://www.google.com.ph to the URL bar and click Sign in button located to the upper
right corner of the screen.
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Step 2. Type your email address then click “Next” button,

K Debdtame o R o signin- Googleecou X : [= B
£ C O | B Secure | hips acounts google.com; Soris Losin e Mhierifl=onBipassve=tneloainoes hlps %S A% 2 3 B goriecom o S %3 pie o i

Gongle
Signin

with your Google Account

Type your email address here. Emes e e
» depedravileict@gmall.com|

Erlish {United Staten) = Hal's . Brindiy




Step 3. Type your password and click “Next”,
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Step 4. Click the drawer in the upper right corner of the screen besides Images.
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Step 5. Click the Drive icon below.
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Step 6. Click the new button on the upper left corner of the screen under the logo of “Google Drive”.
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Steps for uploading a folder:

Step 7. Click Folder Upload.
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Step 8. A dialog box will appear. Now Browse the folder you want to upload.
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Step 9. Click OK button.

< % Ceptd Cay Tk, & My D

£ C ) @ Szeus | anpsoodrivegoogiecom

Gougle Drive Q

* E Ry Drive ik

¥ rcomputers

2% shared with me

@ Recent

= Googhe Fhotos

*  Staed

B Tmsh Falders

@& sackups #%  coreeroaldance
W gymnasies

2= upgrade siorage

Frlas

]‘;| Get Backip anH Syne for
Windows

Browse For Folder = l

Selsct Enlder 1o Upicad

v Bl ThiPC ~
~ Bl Desktop
| additenst pics
iss rozd map picture
leo

1 | MESSTRAINING

A

LX)

B3 msusnces BE koreapics e

Division Memao a

#  final

SECD AK

Step 10. A progress dialog will appear in the lower right corner of the screen. Wait until finished.
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Steps for uploading a file:
Step 11. Click File Upload.
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Step 12. Explorer will appear. Browse to the file to upload. Then click “Open Button”,
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Step 13. A progress dialog will appear in the lower right corner of the screen. Wait until finished.
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