
Uploading your coursework onto your Google Drive 

 

Remember everything uploaded into your Tobias folder and it’s subfolders can be viewed by your 

tutors and peers. Anything confidential, assignments etc should be emailed to info@tobiasart.org. 

By now, you should have created a hierarchy of folders onto your shared Google Drive 

 

 

I will now explain how you put your work into your folders. If you have any problems, email 

sam@tobiasart.org and I shall try and answer your queries. 

 

When you have a piece of work to upload, this may be a document, photo or pdf. Follow these 

instructions. 

Open your drive. 

 

  

Find the folder that you want... 

 

For example – in her introduction Gill has asked you to upload you’re a photo of your artwork. 
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Click Tobias School……then click Module 1…… then click Introduction Gill. 

 

Click New 

 

 

It will ask you whether you want to upload a New File or a New Folder. Click New file. 

 

Search for the file on your computer. 

 

Click the file to upload 

 

 

You should now see it in your folder. Check it is in the correct folder (in this case Introduction Gill 

David). 



  

 

This ASSUMES that your photo is on your computer. Many people download the Google Drive app 

and upload photos straight from their phone       

The process is the same. Sign in into the google drive, find the right folder and click the plus (+) 

button, then find the photo within your photo albums. 

On an iphone 

1. Find the right folder 

2. Create folders 

3 Upload files. 

   

 

 

 

 



Help! I have put something in the wrong folder! 

Don’t worry, this is easily put right. 

 

 

 

If you click the little arrow next to ‘My Drive’ the hierarchy appears.  

You can drag and drop the misplaced file into the correct folder OR right click the misplaced file and 

‘move to’ the correct folder. 

You may get a warning that sharing permissions may change but as long as it is within the Tobias 

folder it is OK. 

 

In conclusion 

Experiment and let me know if you are having difficulties. By the end of the first week, you will be an 

expert and I am here to guide you where and how to arrange your folders. 

If you want to upload a random picture and ask me to check it is there, that is OK. 

Many thanks 

Sam 


