Instructions for utilizing Google Drive to transmit Maine Youth Work Permit forms.

IMPORTANT: Always comply with Federal, State and Local encryption and secure transmission
requirements for Personally Identifiable Information and other sensitive information.

1. Create a Google GMAIL account ... NOTE: ensure one adhere to the federal, state and local
requirements regarding the account, as well as password for the account.

2. Sign in to the new GMAIL account ... See red oval \
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3. Click on the icon of the nine small ‘boxes’ ... See red oval \
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4. Click on Google Drive ... See red oval
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5. Click ‘NEW” ... See red oval
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6. A menu box will appear ... Click ‘FILE UPLOAD’ ... See red oval
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7. Your ‘Documents’ folders will appear ... Select the document you want to upload ... Click ‘OPEN’
button ...See red oval
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8. The file will ‘upload’ to GOOGLE DRIVE ... See red ovals

(status will say ‘1 upload complete’ and the name of the file with a green checkmark) ...

AND, a box will appear with the document name
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9. The upload of the document into GOOGLE DRIVE is complete.
To ‘SHARE’ the document, RIGHT MOUSE CLICK on the box with the document name ...

A pulldown menu will appear ... Click ‘Share’ ... See red oval

% Y & My Drve - Google Drve X Yo %

C 1) | @ secure | nitpsy/drive.google.com/drve/my-dr

oappe D SANS W Matl Governars Bsee Yy MASCIO @ CounclonCybersec B CSOenlne [ US-CERT & DHSCyber {8 IRSPub1075 B rasTosRe [ isaca = 15F c
L Drive Q Search Drive -
My Drive - @ Preview
|— New o
w4 Openwith t
Quick Accoss * P
» B myorive
» [0 Computers —m—— —— = S eable link h
2% Shared with me B Movelo
*  Add star
(©  Recent .
X PGS Agiexisx Rename.
w  Stamed i it e
_ @ viewdetails
B Trash
£ Manage versions
Files
dh Backups e rD Make a.copy
—_— S 4+  Download
=z - o
¢y Storage = _
W Remove
22.3 KB of 15 GO used S ;
UPGRADE STORAGE 0
X Bureau Chacklist @ Getting started X PG&Agle)

Right mouse click on the box with the
document name ... HERE




10. Enter the email address, MDOLWorkPermits@gmail.com ... Then, Click ‘DONE” ... See red ovals .

The ‘DONE’ button will actually change to say, ‘SEND’ after you type in the email address.
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11. You are done! Congratulations!
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