
 

Login to Gmail account with your username and password 

 

 

Click Apps Icon on the right top Conner of the web page, dialog pops up with various 
icons, click Drive icon 

 



Google Drives pages opens 

 

Click on the New icon found on left top corner. Select File upload and select your file. 
 

 
 
 
 
 
 



Wait till the file gets uploaded. 
 

 
 
 
Click on the file uploaded and click on share symbol on top of the window 
 
 

 
 



 
 
Sharing with others window opens, Click on Get sharable link. 
 

 
 
Click on copy link 
 

 
 



 
 
Logout of google drive 
 

 
 
Click Login  Staff Login on www.vmtw.in 
 

 
 



 
 
Login with your credentials. For help click on Help on top of the window 
 

 
 
 
Click on upload files in Quick Links 
 

 



 
Select all the fields enter the title and paste the URL copied from the google drive.Click 
on Submit button( If something goes wrong click on refresh button) 
 

 
 
File uploaded successfully 
 

 
 



Click on Students tab 
 

 
 
 
Select all the fields. Click on Submit button ( If something goes wrong click on refresh 
button) 
 

 



Click on corresponding title 

 

 

Students can view and save the document 

 


