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THE ADAPTATION OF CLOUD SOLUTION FOR PEER
COLLABORATION WORK AMONG TEACHERS IN
MAKTAB NASIONAL SECONDARY SCHOOL

ABSTRACT

In Maktab Nasional secondary school, students’ assessment record is manually keyed-in
and analysed in Microsoft Excel spreadsheets stored in one local computer. Teachers
need to wait in turns to input marks. It is time consuming and hinders productivity at
work. This study aims to examines the capabilities of google drive solution and to
evaluate its implementation effectiveness in peer-to-peer collaboration among teachers
to manage students' assessment records. The two research questions for this study were:
(1) How does google drive solution able to manage student assessment records at
Maktab Nasional? and (2) How to evaluate the effectiveness of google drive
implementation in managing student assessment record at Maktab Nasional? A set of
task-based assessment and a survey questionnaire were formulated for data collection,
consisting of a demographic item, a five-point Likert-scale with 26 items followed by
listing 3 negative and 3 positive aspects of google drive and lastly, 4 open-ended items
about teachers’ overall perception. The sample population of 6 teachers were surveyed
using purposive sampling technique. The data for this study was collected during the
school break on mid-June 2021. The survey results were analysed using basic
descriptive statistics as well as coded thematic analysis to help answer the research
questions. The results from the research instruments indicated that the cloud solution is
an effective form of peer collaboration among teachers. In addition, participants
expressed that the process of managing student assessment records have improved
significantly from the google drive implementation.

Keywords: cloud solution, peer collaboration, google drive, task-based
assessment, survey questionnaire
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ADAPTASI PENYELESATAN AWAN UNTUK KOLABORASI KERJA DI
KALANGAN GURU DI SEKOLAH MENENGAH
MAKTAB NASIONAL

ABSTRAK

Di sekolah menengah Maktab Nasional, rekod penilaian pelajar dimasukkan secara
manual dan dianalisis dalam lembaran Microsoft Excel yang disimpan dalam satu
komputer tempatan. Para guru perlu menunggu giliran untuk memasukkan markah.
Keadaan ini memakan masa dan menghalang produktiviti guru di tempat kerja. Kajian
ini bertujuan untuk mengkaji keupayaan penyelesaian google drive dan menilai
keberkesanan pelaksanaannya dalam kerjasama di kalangan guru untuk mengurus rekod
penilaian pelajar. Penyelidikan ini mempunyai dua soalan kajian iaitu: (1)
Bagaimanakah penyelesaian google drive mampu mengurus rekod penilaian pelajar di
Maktab Nasional? dan (2) Bagaimana menilai keberkesanan pelaksanaan google drive
dalam menguruskan rekod penilaian pelajar di Maktab Nasional? Satu set penilaian
berasaskan tugasan dan soal selidik tinjauan telah disediakan untuk pengumpulan data
yang terdiri daripada item demografi, skala Likert lima mata dengan 26 item serta
diikuti dengan menyenaraikan 3 aspek negatif dan 3 aspek positif penggunaan google
drive. Akhir sekali, set penilaian berasaskan tugasan ini mengandungi 4 item terbuka
tentang persepsi keseluruhan guru. Populasi sampel seramai 6 orang guru telah ditinjau
menggunakan teknik persampelan bertujuan. Data untuk kajian ini dikumpulkan pada
pertengahan bulan Jun 2021 iaitu semasa cuti sekolah Maktab Nasional. Hasil tinjauan
dianalisis menggunakan statistik deskriptif asas serta analisis tematik berkod untuk
menjawab soalan-soalan kajian. Keputusan daripada instrumen kajian menunjukkan
bahawa penyelesaian awan adalah satu bentuk kerjasama rakan sebaya yang berkesan
dikalangan guru. Selain itu, para peserta memberi penekanan bahawa proses pengurusan
rekod penilaian pelajar telah meningkat dengan signifikan melalui pelaksanaan google
drive.

Kata Kunci: Penyelesaian awan, kerjasama rakan sebaya, pemacu google,
penilaian berasaskan tugas, soal selidik tinjauan
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CHAPTER 1

INTRODUCTION

1.1 Research Background

Education is a fundamental right and is indispensable for the achievement of sustainable
development. The benefits of education are endless. According to Federici (2011),
“education is a gateway to success, an investment with return” because not only it has a
tremendous impact and contribution to society, it gives equal opportunity to individuals
an improved way of life with better job, economic, health and satisfying life prospects.
The economy of a country will become stronger, crime rates and poverty will reduce
when individual possess good education (Federici, 2011). As stated by American
Psychological Association (2009), “a better educated country will be more prosperous;
a less well-educated country will be weaker economically”. For this matter, education
systems have always relied on student information to effectively track student test
scores, assess performance while report cards and disciplinary records used by guidance
counsellors to ensure students are on track (Polonetsky & Jerome, 2014, p.3). Tests and
examinations are important instruments to reflect a student’s achievement in schools. It
is implemented to fulfil the significant purpose to differentiate proficiency among
students. According to Kapambwe (2010), “it is part of an evaluation and assessment
process that are carried out to fulfilled academic requirement”. Talib, Alomary and
Alwadi (2018) added that “the measurement of student’s performance has been
dependent on the student’s overall performance in sporting out obligations inclusive of

quizzes,



assignments, mid examinations, projects and final exams”. These elements are
obligatory to classify students according to their skill and capability. Assigning A-F
grades in report cards have long instituted in schools (Jacobsen, Saultz & Snyder,
2013), which shows how many students have a minimum or proficient level of

knowledge (Clark, 2019).

To manage a high school and at the same time bringing together departments to
achieve this mission has always been a big challenge for school management. School
system needs to be transformed with technology-enabled automation tool to support the
academic as well as its administrative processes simply because with this technology,
they can achieve their goals effortlessly. According to Sriram (2019) in his article he
stated that nowadays ‘there is an emerging demand to modernize public education
system with cloud, mobile and digital technologies to improve operational efficiency
while managing the overall institution effectively, in order to succeed in everyday tasks
of schools’. In order to support these reasoning, he (Sriram, 2019) had listed 10
commonly school management issues based on his observations, findings henceforth

providing technological solutions that can be employed to remedy those issues:

Paper based processes

Educational institutions are burdened by cumbersome paperwork and manual processes
and they will find it difficult to maintain records on attendance fees, admissions or
transport and track the information they need. By using school management system,

automate academic processes to save time and reduce staff workload.



Online Registration
Long queues to pay fees. By simplifying registration and fee collections with online
forms with added ability to send automatic notifications, alerts and reminders via email,

SMS alerts or push notifications from mobile devices.

Admission Management

Hard to achieve admission and enrolment targets. By aligning people processes and
technology with simple and user-friendly cloud-based education solution will help
institutions to manage information from inquiry and application to admission and

enrolments.

Course Management

Designing a course curriculum that can adapt to the ever-changing needs of institution.
Institutions can accomplish tremendously with limited resources by using a course
management system that could create and track coursework, assignments, and exam

papers in a conducive classroom environment to support the goal of graduating students.

Teacher Evaluation

Tracking the progress of teachers and evaluating the effectiveness of teachers’ work is
vital. By using a teacher evaluation system that enables improvement of communication
and collaboration between evaluators and teachers. Meanwhile, students’ feedback will
measure teachers’ performance in the classroom at the same time as the automated

evaluation process improves student learning skills, achievement and success.



Communication and Collaboration

No platform to provide seamless communication between students, administrators,
teachers and staffs. Moreover, increasing student discipline incidents happen as a result
of big communication gap between students and teachers. By adapting web and mobile-
based education management system ameliorates communication through instant
notifications and alerts via email, SMS and push messages to keep all parties informed

at every step of the journey to build relationship and improve student retention.

Classroom Management Strategy

Difficulties in handling students’ tardiness and solving indiscipline and behavioural
issues. By using discipline tracking and behaviour management system to efficiently
handle tardy students and uninformed absences for classroom environment

improvement.

Student Monitoring

Teachers are struggling to monitor students’ activities that includes attendance, leave,
discipline or assignments. School administrators are lacking in result-based monitoring
tools to track student progress. With student information system, student attendance and
absenteeism generally can be automated and streamlined offering real-time student

activities status updates to support learning needs.

Revenue Management
Institution’s difficulties to cope with the tracking and finances of fee collection and
contributions. By seamlessly connect and engage with students and parents to

strengthen relationship.



Forecasting Academic Achievement

Unable to manage information and experiencing endless delays in decision making
based on complete analysis. By applying useful indicators such as dashboard reports
and intelligent analytics so educators are able examine attendance, assignments, grades
or predict student outcomes. The identification of students at-risk and resources
deployment for the benefit of achievement and success improvement will greatly assist
institutions for this purpose by using these data analytics.

(Sriram, 2019)

Thanks to ICT, the dream of collaboration using cloud anywhere and at any time
has become true. Despite this level of interest in cloud collaboration, the main
obstruction to its growth is the lack of access to the necessary technology infrastructure,
for without it there can be no collaboration over the cloud. The main constraint is ‘poor
or insufficient technology infrastructure that can cause more damage than good to
teachers’ according to Naidu (2006); as quoted by Alshwaier et al. (2012) in their

research journal.

Over the years, many authors and researchers in this subject matter such as Toby
et al. (2009), Sarathy et al. (2010) and Robinson et al. (2011) had discussed this issue
extensively that ‘cloud solution is a new paradigm that provides efficient network login
to an appropriate pool of computing resources which can be provided and released with
just nominal assiduity and service providers reciprocity’ in their respective research
findings amongst their research peers. According to Alshwaier et al. (2012), these
resources can be ‘network servers, applications, platforms, infrastructure segments and

services. Cloud solution is a technology that delivers services autonomously based on



demand and provides sufficient network access, data resource environment and
effectual flexibility in the world today including educational institutions. Apart from
that, cloud computing or solution can support education institutions by resolving some
of the common challenges such as cost reduction, quick and effective communication,
security, privacy, flexibility and accessibility (Justin et al, 2009). With its numerous
benefits, it is expected to revolutionize the process of peer collaborations especially in

the education institutions.

1.2 Problem Statement

Over the years, the methods adopted in Maktab Nasional for its students’ assessment
results are keyed in and analysed in an Excel spreadsheet to determine students’
position in class and achievement, and stored locally on a master file in one personal
computer shared by all 28 teachers. Teachers have to wait in turns to key-in marks data
for each student in every subject they have taught. Often, this leads to wastage of time
for the waiting interval between teachers, tendency of overwritten marks by mistake in
the master file, inefficiency and decreases teachers’ productivity. Data sharing and
collaboration are impossible with the current method adapted in Maktab Nasional when

these data are stored in only one desktop, one location, in the staffroom.

With cloud-based solution, multiple users from different locations are allowed to
access these data that are stored in the cloud using a variety of devices (Kiryakova,
2017). This means that by adopting this method teachers may use any or their own
computing devices such as laptop, tablets, iPad or mobile phone to work and collaborate
together on shared documents in real time basis, and access the latest document version

(Amirian, Hojjati, & Roozbahani, 2016) hence, increases collaboration productivity. As



the deadline for report card day approaching, each term there will be chaotic moments
as stress and tension builds up for the teacher in charge tasked to complete this major
compilation duty for the overall of Form 1 to Form 5 student records. Most of the time
the final results are in question due to the hastiness of this whole process. Polonetsky
and Jerome (2014) stated that ‘when a significant portion of students are missing from a
sample, any results would be skewed’ clearly indicating the accuracy of student data
and assessment records hugely impacts the evaluation process of student results in the
school. Therefore, with cloud solution adaptation in the school it is most beneficial to
the teachers so report cards can be generated in a timely manner without any human

errors in the students’ assessment records.

1.3 Research Objectives

The main research objective in this study is to investigate the capabilities and to
evaluate the effectiveness of google drive solution implementation for the teachers in
Maktab Nasional in managing student assessment records. Therefore, the specific

objectives of this study are as follows:

1. To create a set of task-based assessment instrument in order to investigate the google

drive solution when teachers use it collaboratively among peers in managing student

assessment records.

2. To conduct a survey for the teachers to evaluate and rate the effectiveness of the

google drive implementation in managing student assessment records.

3. To analyse the survey results descriptively and using Lund’ Likert scale.



1.4 Research Questions
1. How does google drive solution able to manage student assessment records at Maktab

Nasional secondary school?

2. How to evaluate the effectiveness of google drive implementation in managing

student assessment record at Maktab Nasional secondary school?

1.5 Significance of the Research

The findings of this study will enable the teaching staffs of the secondary school that
through cloud solution technology, peer collaboration within the school environment
can be made possible. This technology have been widely regarded as a useful tool to
support peer collaboration. Agcaoili (2012) further supported this technology that online
collaboration tools and the all-encompassing ‘cloud” have sprouted up as possible
solution to facilitate collaboration. It examines teachers® use of digital tools to
communicate and collaborate among themselves. Cloud is the new frontier of education
computing and delivery of software and applications, and is rapidly overtaking the
traditional in-house system as a reliable, scalable and cost-effective IT solution. Apart
from that, this study should give teachers in Maktab Nasional an overview of the most
significant advantages of cloud solution, its options for sharing ideal in peer
collaboration in any work environment with its continuous, flexible and fast access to
student data and information. By providing the benefits of cloud solution influencing
peer collaboration among teachers, it is capable in offering efficiency towards the
number of student records while maintaining hardware and software costs into a

minimal. Hence, this research study should contribute in helping teachers of the school



by easing their tasks of the current problem faced in data entry through the adaptation of

cloud solution in peer collaboration.

1.6 Definition of Terms

Cloud solution

According to Deputy (n.d.), cloud solution is an “on-demand services, computer
networks, storage, applications or resources accessed via the internet and through
another provider’s shared cloud computing infrastructure, with benefits that include
increased capacity, scalability, functionality, and reduced maintenance and cost for

computer infrastructure or in-house staff™.

Peer-to-peer
According to Lexico (n.d.), peer-to-peer refers to “denoting or relating to networks in
which each computer can act as a server for the other, allowing shared access to files

and peripherals without the need for a central server”.

Peer collaboration

According to Davis (2020), peer collaboration among teachers refers to “when teachers
come together to share information, resources, ideas and learning expertise;
purposefully building interpersonal relationship and working towards healthy
interdependence, which occurs when teachers are comfortable giving and receiving help

without forfeiting accountability™.



Google drive
According to Beal (2021), google drive is a “personal cloud storage service from
Google that lets users store and synchronize digital content across computers, laptops

and mobile devices including Android-powered tablet and smartphones devices”.

Task-based assessment

According to Brindley (1994), task-based assessment (TBA) is defined as “the process
of evaluating, in relation to a set of explicitly stated criteria, the quality of the
communicative performances elicited from learners as part of goal-directed, meaning-

focused language use requiring the integration of skills and knowledge™.
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APPENDICES

Goum

OPEN UNIVERSITY MALAYSIA

Appendix A

Dear Respondent,

Thank you for your willingness in participating in this survey. The aim of this research
is to examine the adaptation of cloud solution for peer collaboration work among
teachers in Maktab Nasional.

There are 2 sections in this research; SECTION A (Task-Based Assessment) &
SECTION B (Respondent Survey). In Section A, you are required to carry out 3
computer-based practical tasks. A manual for each task is provided to assist you. In
Section B, you are required to answer the survey which consists of Part A
(Demographic Profile), Part B (Ease of Use) and Part C (Overall Perception).

Please note that this research is purely for academic purposes. Your responses will be
treated with a high degree of confidentiality and the data will be presented in such a
way that your identity will not be connected with specific published data.

Shall there be any queries or clarification, kindly contact the researcher, Romella
Marie Sipaul. Your corporation in completing this questionnaire survey is greatly
appreciated.

Thank you,

Yours Sincerely,

Romella Marie Sipaul

MIT candidate

Open University Malaysia

Email: romellamarie@oum.edu.my
Tel: 016-8012081

Supervisor
Dr. Hazalina Hashim (PhD)
Email: hazalina@oum.edu.my

Romella Marie Sipaul is a Master of Information Technology (MIT) postgraduate
student from Open University Malaysia where this research is designed to get an in-
depth insight of the topic for her data analysis and quality improvement of teachers’
collaboration in Maktab Nasional using cloud solution.
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SECTION A (TASK-BASED ASSESSMENT)

TASK-BASED ASSESSMENT #1: ACCESSING GOOGLE DRIVE

Instruction 1:
Login into yvour Google Drive and Google Sheets account using the school domain.

Instruction 2:
Create a shortcut of yvour Google Drive and Google Sheets account on your desktop.

ﬂ Task Manual 1.1 — Using Google Drive on desktop / laptop T

Step 1: Open Google Chrome web browser from your computer.

@ |

"« 21 i CERNEHEHRENNEBE
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Step 2: Type https://drive.google.com in the address bar and press Enter from the keyboard.

= o X
1 e ) O v B % @) |
Hoapps [0 st [ vesebe [] websie [] meomeo [] meoo @ S Lo & @ L @ Py = MpsEE

Google

@, Search Goople of type a URL 4

Step 3: Choose your account and sign in using your Maktab Nasional email address domain.

G Goagle Deives Sign-in X = o 4
€ 5 C ( @ sccountagooge 1 v B @)

[ sdic [} rosstle [] website [] MN2020 [ MN2021 @ Mabeniucom Q. 33 Online Banking-H.. 4 RHE Online Banking »

i Appr

Google

Choose an account

e Romella Marie Sigredout
romaRamariegmaktabnasional edu my

Use anather account

®

& Remove an sceount
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Step 4: You can also access Step 3 by clicking the Google Apps launcher =: | located at the

upper right corner of the Google page.

Hiow Tab x|+ = ®

&« 9 @ Y G SeacchGaogh o typea URL S v B »Qr
B oapp [ sdie [0 ronalle [ website [ w2020 [] w2021 @ Meybetiducom 0. §§ OnfineBanking-H.  p RHEOnine Binking @ Semakan Peryata P @ Praywhentheene., o= MyiSNE -

Gmail Images|

Google

0, Search Google of type a URL L

Step 5: Choose and click Drive. Similarly, Step 3 will be displayed.

P Taks x  + = =k e
& 3 C (Y G SearchGoogieortypea URL i o«ga;
B oapps [ sdke [0 rowele [ webste [ Mnmao [ muza @ & ng-Ho, 4 RHB Orlioe Raniking @ . @ Praywhentheesw. = MyASNE  »

Gmal bmages | §i

YouTube Play News

M @ ©
G I [ Grmiail Meet Contacts
Calendar Translate

@ Search Google or type a URL A | ‘& c @
Photos Due Shopping

+
B B
sttt Docs Sneets Slides

109



Step 6: Type in your password and click Next.

- o x
G Google Drive: Sign-in x4+
€ 3 C 0 & sccountsgoogle.com/signin/ed/challenge/pwddservice=wise&passive=12096008contin.. v @ « B 8 (@ poused)
22 oapps [l sdlc [ roselle [ website [ MN2020 [ MN2021 @ Maybank2ucom O.. 3¥ OnlineBanking- H.. 4 RHE Onfine Banking »
Google

Romella Marie

@ romeliamaric@maktabnasionaladu.my v

Enter your
(==

[0 show password

Forgot password? Naxt

Step 7: Your Google Drive page is displayed upon successful sign in.

& My Drive = Goasle Devn. ® o+ - =] b

€ 3 @ 0 & divegoogiecomidrwmydive ae Qv EMND:

B apps [ sfle [] rossbie [ webste ] MNIZ0 [T W22 @ MaybasklucomO. 88 OvfineBanking - M. 4 RHEOnineBanking @) Semskan Penyata P, @) Praywhenthesne., == MydShE  »

& oive O Searchinbrive - @ ® # Google @

e My Drive = H © B
) ik Access o

@ ety

v B myoive ©

i e -

2, sharedwithme . — +

BB MAC 2021 20 E-LEAR I 2 FED 2020 U EAERRN. B A B Jotal kehadran Pelaia_ BB 1200 2L ELEAR.
[oR Vo edaed noday Arequesily Yo eied tony
r
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Step 1: On your desktop, right-click, choose New and Shortcut.

View
Sot by
Refresh
Paste
Paste shortcut
Undo Delete
B3 Intei® Graphics Settings
B 190 Control Panel
Next desictop backgreund
New
3 Duplay settings
i Personalize

a 2l A @B H

>| [ Folder
) shorteut

@ Microsoft Access Database
@ #tmap image
@ Microsoft Word Document
Gl Microsoft Office Progect Document
@) Microsolt PowerPoint Presentation
@5 Microsoft Pulisher Document
B WeRAR archive

‘ B vext Document
i) Microsoft Office Visio Drawing
@Y Microsoft Excel Worksheet

o

@ ~ 3w e

SI6AM
2T u

111



Step 2: The Create Shortcut message box is displayed. Type https://drive.google.com in the ‘Type
the location of the item’ box then click Next.

& 4 Create Shortcut

What item would you like to create a shortcut for?

This wizard helps you to create shortcuts to local or prog files, folders, comp , of
Internet addresses,

Type the location of the item:

https://drive.googlexom| | [ Browse...

Click Next to continue.

Step 3: The Create Shortcut message box is displayed. Type Google Drive in the ‘Type a name
for this shortcut’ box as the shortcut name on your desktop. Then click Finish.

€ 4 Create Shortcut

What would you like to name the shortcut?

Type a name for this shortcut:
l Google drivel

Click Finish to create the shortcut.
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Step 4: The new Google Drive shortcut created successfully.

2 21l A @R EZHE - X EBE GO @~ 5 woe 2SN g
e — |

Step 5: When the Google Drive shortcut is clicked, your Google Drive page is displayed upon

successful sign in.

& A Common Folder - Google Dl X + - o x
€ >2C 0O @ feszmCKC! AL26wrh_ntofOGGFP ax OvEN»NO:
#1 Apps sdic roselle website MA2020 MN2021 @ Maybankucom O 8B OnlineBanking - M. € RMEOnline Banking @ Semaian PenyataP.. @ Pray when the ene. —MpASNE »
\ Drive Q SearchinDrive v ® ® @ Google @
T Sharedwithme > A.Common Folder ~ |8 0 p
Folders Name
Priceity o
@ wyorie B3 A1ACADEMIC B A2COCURICUUM B3 A3 DISCIPUNE B3 A4 STUDENT INFORM. B3 ASKEHADIRANE- LE o
» B sanadiws
B3 A6 CRCULAR FROM K. B3 A7 ADMINISTRATION B AB ABSENTEE RECOR. B3 A9 JADUAL GURY BER. B3 A10JADUAL GURU BE
&, Shared withme +
© Recent B New totowr
Y Steed
Trash
O Swnge
6808 used
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Step 1: Open Google Chrome web browser from your computer.

T Kelite Codec Pack =
——
@

Al A CCEEHEYZEBAXREBE ®

Step 2: Type https://sheets.google.com in the address bar and press Enter from the keyboard

Now Tab x4+ - 0 X
€ > ¢ O (@ Heetsgoogacon S vEa Q|
1 MN2021 @ MabanklucomO.. $B OnleeBanking - H.. € RIS OnineBanking @ Semskan PeryataP.. @ Praywhen theene.. == MyASNE »
Gmail Images 33

B Appe [0 sdk [ romtle [1 webwite [ MN2020

Google

Q  Search Google of type a URL

114



Step 3: Choose your account and sign in using your Maktab Nasional email address domain.

& Goagle Deive: Sign-in ® 4 - o x
€ 5 ¢ 0 @ woutsgooge i 1 #* O v B »Qrm)
55 oapps [ sdic [ roselle [ website [ MN2020 [] MN2021 @ MebankZucom O BB Online Benking-He 4 RHS Online Banking »

Google
Choose an account
e Raomella Marie Sigred out
romeRamarne@maidabnasionaledu my

@ Use another account

& Remove an sccount

Engiish (United Kingdom) ~

Step 4: You can also access Step 3 by clicking the Google Apps launcher
located at the upper right corner of the Google page.

Google

Q, Search Googhe of type a URL

N Tl ® + - x
& 3 O (t G SearchGoogh orfypea URL T+ O v B » H
3 oapps [ s [ reuelie [ webuibe  [] wn20zo [0 un2021 @ MeppasiZucers O f OrlineBanking -3 dh RHBOnine Bacing (3 Semaban Peryabs P Q8 Piaywhen theone.. s MyASNE »
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Step 5: Choose and click Sheets. Similarly, Step 3 will be displayed.

Hew Tabs x o+

& = @ (Y G SearchGoogle ortype a URL
H osppa [ wtte [ sessle [] webste [] MA2020 [ MA202t @ Maphasiducem O

Google

Q Search Google of type a URL L

B Onis Bunking - H_ 4 AHB Gl Bacing @ Sewmaian Payuta 5.

* S v E

=} x

305.

O Payubentioene. e MpashE  w

Ceal Images | 51

Docs Sheets

B 9

Books Hanpgauts

d @

Jambastd Earth

© A

Artsand ©. Google Ads

Keep

A

Callections

Podcasts

Step 6: Type in your password and click Next.

« 2> C 0O & googl /signin/v2/challenge/p vice
# Apps [l sdlc [ roselle [ website [] MN2020 [ MN2021 @ MaybanklucomO.. 3§ Online Banking - Ha.

Google

Romella Marie

[ show password

Forgot password?

G Google Drive: Sign-in ®x 4+
I ice=wi ive=1209600&contin.. ¥ @ v B B

4 RHB Online Banking

[m] x
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Step 7: Your shared Google Sheets page opens, displaying all your most frequently used files upon
successful sign in.

(@ Google sheens x4 = =] 0
€ 3 C 0 & docigoagl it anx GvEN»Q:
5 oapps [ sfic [ rosebe [] webste [ MN2020 [] MNZ021 @) Meybeiducom D #5 OclineBaking- M. #p RMBOnbne Banking @ SemakanPeryataP.. @Y Praywhentheene.. == MylSNE =

= [ sheets 0 Sewch i Google @

Today Owmed oy anyane = Last opened by me B 4 D
Ed  2FED 20221 E-LEARNING ATTENDANCE.xiox 28, me 450 aM

B ecus kenacivan Palajar s B staff Sharing F44 M

B} 3.MAC 2021 7L E-LEARNING ATTENDANCE xia 8 ma E35AM i
El  5SMARCH 7021E -LEARNING ATTENDANCE xisx 8, anot Jahuodin I35AM

n BJFES 2021 £ -LEARNING ATTENDANCE.xisx 85, Janet Jabudin 23T AM

B 5JJAN2021E -LEARNING ATTENDANCE i 88, anet Jahudin 35 AM H
B 1J4N7021 2L E-LEARNING ATTENDANCE xlsx 24 Staf Sharing I A H
E 2 FEBRUARY 021 {1 PEACK) E-LEARNING ATTENDANCE sisx 8, Fuapawart Hann 179 A H
Yosterday

Ragidey Sindin
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A. Given below is the sheets of Form 4 Modesty first assessment in Google Drive. Based on this,
carry out the following instructions.

= 5] X
st Assessment T4 &5-TesTermp X+ (-]
€« - C Y & docsgooglecom/spreadsheets/d/1CKEMPYjgXGs_pSwDBKolEdNvabTohuN/edit#gid=83593351 a % Dv EN o H
S Apps [ sdle [ website [ MN2020 [ MM2021 [ Bills ) Praywhentheene. @@ MMWVIEVE D Senarai Alat Bantu. » | [E Reading list
E 13t Assessment T4 £5-TesTemplate #Ee m o
File Edit view Insert Format Data Teols Help Lasteditwas2 mimes ago
~ o P00 .| £ % 0 00 123 | Calbei M « B IS A & H::Z- Evdoldene ~ B
P21 - x|
A ] clole|rloaluw| v ]alr]c|im|mw]olr|e|ln]|s]T u v W o
" ¥ ] Jumlah hari | Hari
SUBJECTS | BM | Bl | MM | SEI |PMO| PI | 5C | BIO | FIZ |KIM | MT | 5K | PP | PG | EX | EST | 5IV | BX | FIK ‘idak hadi Lewat:
2§ _NAMA koo | ana[m2 [ w3 | ma[ms | w6 | M7 | me | M9 [mio{masmaz(mas{mas[mas(mzolm2imaz| ma2s ]
3| Aliya Fatihah Alam Shah as/raf17 | 65 | 74| 8| s2 64 65| s8] 74| so| E) 7
4 [Azwan Agilla Engelbert 04/Ra/17 | 65 | 63] 85 57 51 27| 49| 38| %0 1 3
5 Iphoebe Bilcher 05/R2f17 | 72 | 67| 85| 66| 56 64| 71| a5 77 3 [0
6 Felice Chia Cal Xuan 33/R3/19 &5 62| B1| 54| &0 63| 54 7B| 72| 1 1
7 [Genesis Ralphael Raymond 27/R1/17_| 45| 3] eo| so &3 71 43 48] 38 1 3
8 |Gerald Voo Chung Yang oB/R2/17 | 59 | 9] s1| 28] s1 51 1 56] 28 4
9 [Jasmine Juanita Danker khoo 29/R1/17_ | 68 | 72| 85| 60| 74 51| 75| 60| & 3
10 | Kee Muhammad Syazwan Bin Ked 11/R4/17 | 48 | 64| 72| 4 78| 53] 3 58| 53 [:
1 d Alfian Bin Padasisn | 47/R&/17 | 58 | 66| 79| 34 a1 43] sz2| so| s4
12 F BinOsq 13/R4/17 | 60 | 59| 74| 43 a8 19 40| 26 & 2
13 rfarizah Bint Mohamed Bashi] 18/R4/17 | 82 | 65| 95| &9 81 63] 63| B6| a1 0 [
12 [Nurfatin Dayana ginfi Rostan SE/R4/17_| &7 | 65| 47| 50 66| 63 21 63| 72 4
13 [5itt khadijah Binti Hakim 22/R4/17_| 70 | 63| 78| 6O 7% 70| ss| 71| &1
16 [Timathy Somuel Lain Chi Hung | 43/R1/17 | 48 | 60] 64| 23] 25 57| 57| 69] 61
17 [Vincent Choo 57/R2f17 | 63 | 61] 28| 64| 62 63 8 60 57
18
o ERi
+ E AModesty - \ Explore 3

NOTE: If you require guide / assistance to complete the following instructions, please refer to
Task Manuals 2.1 — 2.7 (page 18-31)

Instruction 1:

Add 3 new columns between columns Q & R, to add/insert subjects PS (KOD-M16), GEO (KOD-
M18) and LIT (KOD-M19).

Instruction 2:
Next, add 4 new rows between rows 8 & 9, to add students Isabelle, Izzah, Jac and Oh Yejin.

Instruction 3:
Insert the following assessment records at the newly added rows for:

Isabelle (BM—-61,BI-72, MM — 78, SEJ - 52, MT —355)
Izzah (BM -57,BI-67. MM - 71, SEJ - 60, MT — 50)
Jac (BM —-61, BI - 63, MM — 50, SEJ — 63, MT —26)

Oh Yejin (BM — 64, BI - 67, MM — 47, SEJ — 56, MT — 53)
Instruction 4:

Select Oh Yejin records and move it below Nurfatin Dayana Binti Roslan’s records. Change Oh
Yejin’s BM marks to 100. Delete Sitti’s BM mark and let the cell be empty.
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Instruction S:
Select and delete Belphoebe Bilcher records (row 5). Select and delete the PJK column.

Instruction 6:
Move column subject SIV between columns subjects BM & BI and move column subject BK
between columns subjects BI & MM.

Instruction 7:
Copy all the subject MT marks and paste all marks into the subject EST column.

Instruction 8:
Search for student Jac Ng Vyi Kit and replace name with Jackie King.

Final result of the sheets should be similar as below
(will be shown / displayed to respondents once all instructions above are completed)

- [m] *
1st Assessment T4 85-TesTemp': X 4 (~]
€ = O {t i docsgooglecom/spreadsheets/d/1CKEMPIjgXGs_pSwDBKolEdNvabTohuN/edit®égid=1711950796 & vt @ + H » e H
B Apps [ osdle [ website [] MN2020 [ MN2021 [ Bils ¥ Praywhentheene.. (@ MyiEv3 2 Senarai Alat Bantu.. » | Reading list
E 1st Assessment T4 &5-TesTemplate rE e m o
File Edit View Insert Format Data Tools Help Lastedit was 4 minutes ago
A g P 0% « £ % 0 00 123- | Calbn - 1N « B I & i ¢ B :- T D R A
A1D » | Jx | JackieKing Mo Vui Kit
| A B c D E | F 1] H I 4 K Lm N o P Q L s T u v w X ¥ e
1 SUBJECTS BMSNB!!KMMSLIPWP!SCEIOFEHMHTSKPPPGEKPS'GEOHTES[hnh?ﬁ;i o
il ki - + = ” 5 i |5 tidak hadir Lewat
2 | NHAMA KOD | M1 |M21] M2 |M22] M3 | M4 | M5 | MG | M7 | M8 | M3 | M10| M11]M12]M13[M14]M15] M16] M18] M10[M20
3 [Aliya Fatinah Alam Shsh a5/R4/17 |[ 85 74 sz [} 65|48 [ 74|80 74 5 T
2 [Azwan Agills Engelbert 04/R4f17 || 65 &3 85 | 57 51 27 |49 ]38 50 50 4 3
5 | Felice Chin Cai Xuan 33/R3/1T 66 62 811549] 60 63|54 | 7B |72 7B 1 1
& | Genesic Ralphsel Raymond 27R7 |45 €3 69 | 50| 63 71 43 ES 43 2 3
7 | Gerald Voo Chung Yang 08/RI1T ) ] 511 20| 51 51 17 56 | 28 17 1 4
8 [isabelle Ann Yong Siew Kay aafRaf7 || 61 72 78 | 52 55 55 3 4
9 lizmah BuHjMohdSafian | 43/R4/17 || 57 &7 71| 60 50 50 3 2
10 [1ackie King 32/R3/13 | &2 63 500 63 26 % [ 0
1 [Jasmine Jusnita Denkerkhoo | 23/R1/17 |[ 68 72 83 60| 74 51|75 ] 60 | 67 &7 2 )
[ 12 TKee Sysrwian Bin Ked 11/R4/17 || 28 [ 72 4 29[ 53 35 59 53 35 [ 3
EH Alfian Bin Padasian |_47/R4/17 |[ 58 €5 79 3 41 43 [ 52| B0 54 0 [ [
14 Mohammad Farhanuddin Bin 13/R4/17 60 59 74 | 43 48 19 40 | 26 62 26 2
13 Nurfarizah Binn Mohamed Bash 417 || &2 &5 95 | & 8 63 | 69 | B | 81 &6 0
16| Murfatin Dayana Einti Restan | S56/R4/17 || 67 &5 47 | 50 66 | 63 2 63| 72 21 0 4
17| oh Yejin 02/R217 || 100 &7 47 | 56 53 53 o
1B |Simi Khadijsh Bint Hakim 22/R4/1T '_ 63 78 | 60 76 7055|7161 7 1 1
19 Timothy Samuel Lain ChiHung | 43/R1/17 || 48 &0 64124325 5757 69 61 63 5 0
2 Vincent Choo STR2T || &2 61 8] 64| 62 63 2% 60 | 57 25 [ 1
2 |
+ = 4Modesty-master = | 4Modesty ~ Explore s
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B. Given below is the google drive to store Form 4 Modesty first assessment. Based on this, carry

out the following instructions.

N Qe p—

&3, Shared wenme
@ Fucent
¢ St

T

€ Sterage

76 G0 el

@  Mamincnscls

BB 4 Solan -soalin Assessanent _

B 7. Sekatan Pelajaran

B 10 Maan

& 228omella Marie Sipaul - Goog'. W | 4
€2 C0 @d y HGWCR,
B oapen [ wdie [ website MoR0 [ w202t [ B {0 Poywhen the ene.

G Drive Q, saarchin Deiva

E" New Shared withme > 22Romella Marie Sipaul -

Folgers

& Pty

v B Myodive BB 1. Rancangan tatunan B 2 Rancangan Harian

@ mpnEu S Seraral AlutBarty_

B 5 e-bubs ks & senaral buku i

B S ETRpalyar

B3 11 Personal Lives Rikod

° = o *

ax GCviEa»Q:

w [ Readnglist
® © @ Google @
= & i 2 @

Neme

B3 3 Rakod kergauman

B 6 Posi -mortem Assasament

B 7 Jacuml wakiu kelas & Individs

B3 v2:3enics aat baniu Mengaar

B omis

Instruction 1:

Create a new folder in the drive above and name it as EXAM. Then, move it into the misc folder.

Instruction 2:

Next, make 2 copies of the file 1st Assessment T4 &S5-TesTemplate.xlsx and rename those copies
as 2nd Assessment T4 &5-TesTemplate.xlsx and 3rd Assessment T4 &5-TesTemplate.xlsx

(shown below)
& mise - Google Drive x4 ° = (=} *
€ > C 0O a (= 6 aw Gva»@:
2 oappe [ osdie [ webste [ Mnzeo [ Mn2021 [ s N Peywhentheene @ MMVLEV D SerwesiAlseSantu - Reading frsl
& orive Q, Searchin Drive B ® @ @ Googe@
_'. aw Shared withme > 2ZZ.Romella Marie Sipaul > misc = e & @ @ i B @

) Foiders Hamn 4+

@

» B o B o

s B Sheoddives

Filea

B, shwedwithme
()  focent
oy Stamed
B T
> Storage
7668 used

@  haminconsche

B3 1t Assessment T4 5 TesTom.

B} ndAssesument T4 85 TesTom_

B 3rc Assessment T4 85 TesTem

Instruction 3:

Move all 3 files into the EXAM folder. Lastly, delete file 3rd Assessment T4 &S5-

TesTemplate.xIsx.
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Final result of the Google Drive should be similar as below
(will be shown / displayed to respondents once all instructions above are completed)

£ EXAM - Gaogle Drive X + oy = B
¢ 5 C© Y @ drivegoogle.com/drive/u/0/folders/TkGufK-imclOmsmWilEShgzZIu-015d¥8 a %« SvEar»Q:
i Apps [ sdic [ website [ MN2020 [] MN2021 [ Bills +§V Praywhentheene.. & MyVIEv3d 3 Senarai Alat Bantu.. » | [E Reading list
& Drive Q, Search in Drive - @ @ i GOOgIe o
|_ o Shared withme > 22.Romella Marie Sipaul > misc > EXAM ~ B (D
Files Name T

@ o
v [B]  MyDrive
» [E  shared drives

23, Shared with me

(©  Recent

vy  Stamed

[ Trash 15t Assessment T4 45-TesTem_ 2nd Assessment T4 £5-TesTem_.

O storage

7.6 GB used

@  Admin console <
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Task Manual 2.1 — Add, delete and move rows / columns in spreadsheets

Row runs horizontally while Column runs vertically. Each row is identified by row number, which runs vertically at the

left side of the sheet. Each column is identified by column header, which runs horizontally at the top of the sheet.

A. Adding row

row 4

row 3-5

(R Uetitied spreactibest - Google = X 4
- @ docs goagin.com/spreadshests/d/ 14Th-Smmipe,GX_ClellosalLBudB0F
B dpp i renete matute MR2O20 MR2021 Bifs @ Pray when
E Untitled spreadsheet &% B &
File Edit View (nsert Format Data Tools Addons Help Lastedi
Calr e B — T Row abave sablbri - 14 -
44 = x| 3 Row below
._..! 2 o E f
1 NO|NAMA & chan BM | Bl (MM
z 1 |Adam Daniel [ image » 076 | 75| 72
3 | 2 |Adel Nebasa | g 5aing monjrelle]
3 |Alejandro Nal 0|59 | 74 | 81
! el B fom —1 —1
3 4 |Annabel Lau | 0f 74 | B9 | 99
&
7 I Function -
. <0 Insert link Crriek
]
= Checkbox
L B Comment  CulrAl+d
2
T Note Shift+F2
4
L New sheet ShiftsF11
+ B Sheetl =

Untitied spresdsheet - Google & % |
» @ Y & docsgooglecom/sprandshents/d/14Th-Smmipn GX_C2olicealllIBv4BOFRg]
sdlc rosetle website 2020 MN2021 Bitk o Pray when thel
Untitled spreadsheet & [ & SavedtoDrive
File Edit View Insert Format Data Tocls Add-ons Help ast edit
e o P OW00% + | 5 % 0 00 123w | Cakbel - 14 -
H12 -
& B c 0| E F
1 NO|NAMA KOD BM | BI |MM
2 1 |Adam Daniel Bin Ahmad Saffiz | 10/R4/2020| 76 | 75 | 72
* | 2 |Adel Nebasa 68/R4/2020| 69 | 76 | 26
4 new row added
5 | 3 |Alejandro Nathaniel Lee 32/R1/2020| 59 | 74 | 81
& | 4 |Annabel Lau Hui Xian 08/R2/2020| 74 | 89 | 99
T
[
L]
1]
n
12
3

I. To add one row, position cursor on row 4, and
select Insert. Row can be adde8d above or below
row 4.

ii. Result: 1 row added.

Untitfed speeadsheet - Google & X 4
» @ Y @ docsgooglecom/spresdehects/d/ TATh-Smmipn GX_CloUoesllUBuLBD
HE Appe [0 s roselie webate MHI0I0 MBi2021 [T - T e
E Untitled spreadsheet % 0 &
File Edit View lnsert Format Data Tools Addons Help Lasted
LAl I - B S 3 Rows above ik S T
35 - x |2 3 Rows below
' A o E F
1 NO|NAMA [ chan BM | Bl (MM
2o 1 |Adam Daniel ) image » 0/ 76|75 [72]
AdelNebasa | ow prawing 0165 |76 |26
ndro Mat 0] 59| 74 | 81
- - B Form
|Annabel Lau | o[ 74 |89 |99 |
- = T — -]
71 I Function -
s <0 Insert link CrlskK
@
= Checkbox
Ll B Comment  CtrisAltsM
7
n Hote ShiftsF2
14
L New sheet Shift+F11

+ B Sheetl =

Ustitied spreadiiiet - Google 5 % 4

adic rorsele website

» @ Y & docgooglecomfipreadahest:

Untitled spreadsheet f @ &
File Edit Wiew Insert Format Data Tools Addons Help Lastedit)
o P 00N - S5 % 0 00 123~ Cabbel - 1 -
14
A B c o E F

T NO NAMA KOD BM | Bl |MM
2 | 1 |Adam Daniel Bin Ahmad Saffiz | 10/Ra/2020] 76 | 75 | 72
3 new row added
4 new row odded
5 new row added |
¢ | 2 |Adel Nebasa _ 68/R4/2020| 69 | 76 | 26
7 | 3 |Alejandro Nathaniel Lee |32/r1/2020| 59 | 74 | 81 |
e 4 |Annabel Lau Hui Xian |08/R2/2020] 74 | 89 | 99

iii. To add more than one row, position cursor on
rows 3-5, and select Insert. Rows can be added
above or below row 3-5.

iv. Result; 3 rows added.
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B. Adding column

led spreadsheet

c O

ik

Googlet ¥ |+

rosetie website M0

Untitled spreadsheet & B &

= Column left

Column right

] chart
E image

File Edit View Insert Formal Data Tools

MNZT

column D
Add-ogs Help

) s
2 |Adel Nebasa @ Orawing
4 | 3 |Alejandro Nat
——— B form
5 | 4 |Annabel Lau |
]
7 Z Function -
' <o insert link Ctrl+K
L ]
* Checkbox
v B Comment  CurleAliedd
el i shifteF2

Bils @Y Pray when the o

bri

@ docsgooglecom/spreadshasets/d/ 14 Th-Smmipn_GX_CloUoeallBw4B0Fg

Last edit.

- 4.

E F
g BI [MM|
76| 75 | 72
69 | 76 | 26
59 | 74 | 81 |
74 | 89 | 99 |

Unbiged spreadsheet - Google £ X 4
= % O ) @ docsgooglecom/spreadsheets/d/ 14Th-Smmipn_GX_ClolloealUIBI4A0Fg x 58
sdk roselle webste MDY Bits @ Pray when the ene.
Untitled spreadsheet & @ @
File Edit View Insert Formal Data Tools Addens Help 5t edit
o @ TN v S % 000 3w Calbd ~ 14 « B
23] -
] = E|F [
1 NO|NAMA KOD BM | Bl (MM
2 1 |Adam Daniel Bin Ahmad Saffiz | 10/R4,/2020 76 | 75| 72
3 2 |Adel Nebasa 68/R4/2020 69 | 76 | 26
4 3 |Alejandro Nathaniel Lee 32/R1/2020 59 | 74 | 81
5 | 4 |Annabel Lau Hui Xian _a;;_,_fnz_,_{znzq 74 | 89 | 99
3
7
2
3
e
+ B2 Sheet1 -

I. To add one column, position cursor on column
D, and select Insert. Column can be added left or

right column D.

ii. Result: 1 column added.

Usitied sgennsihent - Google S X |

« 2 C0
sle [ rosehe website MAzED
Untitled spreadsheet &f @ &

File Edit View Insert Format Datas

2 Columns left

B 2 Columns right
AMA & chan
dam Daniel 3 image .

3 2 |Adel Nebasa
4 | 3 |Alejandro Nal

a Drawing
B rom

s 4 |Annabel Lau |
e —
= Z Function -
2 @0 Insert link Ctriek
)
o Checkbox
= B Comment
Ctrl+AltsM

Sheet1 Note

MN2T

B

# doc googiecom/spreadsheets/d/14Th-Smmipn X (ZollosalliBv4B0Fg |

s

Tocls Add-ons Help Lastedd
column E-F
alibn - 14 -

@ Pray whenthe

ol 1
| BMT B VIR
0/ 76|75 |72
0/ 69|76 |26
0/ 59|74 |81
0/ 7489 |99

5T Mgt

Untitled spreadsheet & B &

File Edit View insert Format Data Tools Addoes Help
o @ P NN - 5N D 00 e Callel -
EF
i 8 [
NOINAMA KoD

1 |Adam Daniel Bin Ahmad Saffiz| 10/R4/2020

2 |Adel Nebasa bi»!i,fﬁ"lj'lifl.:!('lb 69 | | 76 | 16
* | 3 [Alejandro Nathaniel Lee  |32/R1/200{59 | | |74 |81
_4 |Annabel Lau Hui X |08/R2/2020| 74 89 |99

+ 8 Sheett ~

iii. To add more than one column, position cursor
on column E-F, and select Insert. Columns can be

added left or right column E-F.

iv. Result: 2 columns added.
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C. Deleting row and column

Untithed spreadshest - Google ¢ X 4

& = C Y @ docsgooglecom 15k 4/ 14Th-Smmipn_GX_C2oUosalil 84607
3 Apps sdlc roselie website MH2020 Mh2021 Bl Y Pray when th

Untitled spreadsheet &% @ &
File Edit View insert Formal Data Tools Add-ons Help Lastedl

- g X oo ClsX e cante | 8 -
4 . D copy CtrisC
_____; A | [ Paste Crlsy | € D E F
: NON" Paste special - KUD BM __Bl MM_
: |1iAd R4f2020| 76 | 75 | 72
i 20Ad Moverowup ra/2020 69 | 76 | 26
Mave row down R1/2020| 59 | 74 | 81
5 | 4 |an R2/2020| 74 | 89 | 99
: Find and replace Ctrl+H
B
u Delete values
W

+ B Clear notes

Untitled sprescshest - Google & %+
C 0 @ docsgooglecom/spreadsheets/df 14Th-Smmipn_GX_C2olioealiBwBOF g
B Apps sdic rosele webnite MN2020 MH2021 Bilk @ Pray when the of
Untitled spreadsheet & @ &
File Edit View Insert Format Data Tools Add-ons Help Lastedi..
o F POWON v 5 % 0 00 123w | Calibn - W -
no
A 8 [ c o] E | F
T NONAMA KOD BM | Bl |MM
2 1 |Adam Daniel Bin Ahmad Saffiz | 10/R4/2020| 76 | 75 | 72
3 2 |AdelNebasa 68/R4/2020| 69 | 76 | 26
4 4 |Annabel Lau Hui Xian 08/R2/2020| 74 | 89 | 99
&
7
5
9
10
n
+ = Sheett =

i. To delete row, position cursor on row 4, select
Edit, and choose the Delete row 4 option.

ii. Result: 1 row (Alejandro) deleted.

[ Usmsesspossdiban - Googies % | +

€ 4 C 0 # docageogecomipraadhesty/d/ TTh-Smmipa_ GX_(lolicsslLBu80ig

e rosele [} webute MNNGO (] MGG [ B @ Prywhenithe

Untitled spreadsheet &+ @ @

File Edn View (nsert Format Data Tools Addons HElp Last

- g Kou CuleX  aa. | caste PR

Ef . 0 copy CuleC
1 0 Paste CirlsV € o B F

1 INOIN: Paste special » koD .SM MMI

Z8l 1 Ad RA/2020| 76 | 75 | 72 |

12 Ad Move calumn left R4/2020| 69 | 76 | 26

U 31A%  ove columnriont R1/2020| 59 | 74 | 81 |

= 4 R2/2020| 74 | 89 | 99 |

Find end replace CtrieH

Delete values

+ B Clear nates

2 Untitled spreadsheet - Google & X -+
C Y @ docsgoogiecom/spreadshests/d/14Th-Smmipn_GX_C2ollosalll]
fops sdic raselie website MND2D MN2D21 Bl @ Praf
Untitled spreadsheet & B <
File Edit Wiew Insert Format Data Teols Add-ons Help L]
e~ o @ P W0% » | S % L 00 123w Callba - | 1
HE -
| & | 8 I c IERE
T NO|MNAMA KOD BM | MM
2 1 |Adam Daniel Bin Ahmad Saffiz | 10/R4/2020| 76 | 72
3 2 |Adel Nebasa 68/R4/2020| 69 | 26
4 3 |Alejandro Nathaniel Lee 32/R1/2020| 59 | B1
5 4 |Annabel Lau Hui Xian 08/R2/2020| 74 | 99
&
T
&
5
1
+ = Sheet1 =

iii. To delete column, position cursor on column E,
select Edit, and choose the Delete column E
option.

iv. Result: 1 column (Bl) deleted.
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row 3-4

D. Moving row and column

R Untited spreadsheet - Google & X
&« 2 C O & docsgooglecom/spreadsheets/d/14Th-Smmipn_GX_C2oUoeallUB:
ak roselle webite MN2020 MN2021 B Q Prayw
Untitled spreadsheet % B &
File Edit View Insert Format Data Tools Add-ons Help Las]
w o~ @ Undo Ctri+Z 23 Calbd .
34 * ~= Redo CtrlsY
c o €
X cut Cul+X  KOD BM |MM
O copy cutec | R4/2020| 76 | 72
[0 Paste cuiev | R4/2020| 69 | 26
R1/2020| 59 | 81
Paste special >
R2/2020| 74 | 99
Move rows up
Move rows down
0
— Find and replace  CtrleH
tou Delete values

B Untitled spresdisheet - Google S X 4

- = C (0 @ docsgoogle.com/spreadsheets/d/14Th-Smmipn_GX_C20Uceall
2 Apps sdic roselle website MN2020 MN2021 Bils @ Pr
Untitled spreadsheet &% & &
File Edit View Insert Format Data Tools Add-ons Help ||
o~ @ P 00N v S % 0 00 123 | Calibei v| ?
23 . 2
A 8 c D E
1 |NO|NAMA KOD BM |MM|
2 |Adel Nebasa 68/R4/2020| 69 | 26
3 |Alejandro Nathaniel Lee 32/R1/2020| 59 | 81 .
< 1 [Adam Daniel Bin Ahmad Saffiz | 10/R4/2020| 76 | 72
4 |Annabel Lau Hui Xian 08/R2/2020| 74 | 99

olelvala

Sheet! ~

i. To move rows, position cursor on rows 3-4, select
Edit, and choose the Move rows up or Move rows

down option.

ii. Result: 2 rows moved up above student Adam.

Untitled spreadsheet - Google & X 4

Ctri¢H

Delete values

& 9 C (@ @ docsgooglecom/spreadsheets/d/14Th-Smmipn_GX_C2oUoeallUBvy
38k roselle website MN2020 MN2021 Bl @ Praywi
Untitled spreadsheet & @ ©
File Edit View Insert Format Data Tools Add-ons Help Las
™ o~ § e Undo CtrlsZ 123+ Calibri v
DE + ~ Redo CtrlsY
| A c
1 NO|Nf X cut CtrleX KOD BM |[MM
z Ad © copy cuisc | Y/RA/2020| 76 | 72
2 ) Paste CtrisV i/Rd/ZO?O: 69 | 26
4 2/R1/2020| 59 | 81
Paste special > t
5 3/R2/2020| 74 | 99
6
7 Move columns left f
8 Move columns right
9
w0 |
hae Find and replace |

[ Untitied spreadsheet - Google S X +
C 0 8 docsgooglecom/spreadsheets/d/14Th-Smmipn_GX_C2oUoceatil)
sdic roselie website MN2020 MN2021 Bis Q Praf
Untitled spreadsheet &t @ &
File Edit View Insert Format Data Tools Addons Help L
@ P W% - § % 0 00 123 Calibd CRERE
co - BM
| a & £
" NO|NAMA 8M|MM|  KoD
2 1 |Adam Daniel Bin Ahmad Saffiz| 76 | 72 |10/R4/2020
3 | 2 |Adel Nebasa 69 | 26 |68/R4/2020
4 | 3 |Alejandro Nathaniel Lee 59 | 81 |32/R1/2020
s 4 |Annabel Lau Hui Xian 74 | 99 |08/R2/2020
L]
7
8
3
10
+ = Sheet1 v

ii. To move columns,

columns D-E, select Edit, and choose the Move

column left or Move column

position cursor on

right option.

iv. Result: 2 columns moved left of column Kod.
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row 6

row 4

Task Manual 2.2 — Insert, delete, select and move data in spreadsheets

Untitled spreadsheet & B & J
File Edit View Insert Format Data Tools Add-ons Help A
column
el - § % .0 .0Q 123~ > 14
E6 - 33/R1G020
| A B c [+] E
T NO|NAMA BM | MM KOD
* | 1 |Adam Daniel Bin Ahmad Saffiz| 76 | 72 |10/R4/2020
3 | 2 |Adel Nebasa 69 | 26 |68/R4/2020
4 | 3 |Alejandro Nathaniel Lee 59 | 81 [32/R1/2020
5 4 |Annabel Lau Hui Xian 74 | 99 |08/R2/2020
. ._-_____L'______ i n
& 5,' Becca Lim 100 | 87 [33/R1/2024| g
7 A ¢ & & B ¢ B B B B B 0 B 0 3 B 2 2 2 2

I. To insert data, click a cell (B6). Type in the following
data/record (Nama Becca Lim, BM 100, MM 87, KOD

33/R1/2020) then press Enter or Tab.

Untitled spreadsheet % B &
File Edit View Insert Format Data Tools Add-ons Help Lasj
W o g e Undo Ctrl+Z 123«  Callbri - 14
44 * ~u Redo CrleY
I [ » g |io E
' [NONZ &K cut cubX M|MM|  KOD
2 | 1|Ad g copy cuisc ‘6 | 72 [10/R4/2020
3 |2 [Ad @ pane cutey 19 | 26 |68/R4/2020
B 5 [A 9 | 81 |32/R1/2020
— Paste special -
5 4 |An ‘4 | 99 |08/R2/2020
: 5 |Be Hhove oW up J0| 87 |33/R1/2020
s | Move row down
s _|
1w | Find and replace  Ctrl+H
n
1 |
14 Delete row 4
15
ks Clear noles
7
+ B Sheetl =

ii. To delete datalrecord, click a row (row 4), select
Edit, and choose the Delete values option.
Alternatively, press the Delete button from the

keyboard.

E Untitled spreadshest & B &
File Edit View Insert Format Data Tools Addons Help  Lastednwasds
woew @ PO = 5 W D00 1Ae  Calbn + 4 - p 1
ALLR - NO
i u e | o i
1 m‘mm [Bm|mm| koD |
1 |Adam Dandel Bin Abmad Satfiz| 76 | 72 1[],"IM)’}[JJH§
J 2 |Adel Nebasa 69 | 26 |G8/RA/ 2020
t 3 | Mefandro Mathanicl Lee | 59 | 81 | u,.fln,uum;
54 |Annabel Lau Hul Xian |74 | 99 |u&.f|u,f>wu:
% |5 |Isuc=..\iim |100] 87 |33/R1/2020]

iii. To select data, drag mouse over the data
you want to select. Cells will be selected as
shown above.

a Jntitied ipreadshest &

e

iv. To move data, right-click and select the
Cut option.

isheet ¢ @ @

nserl Format Data Tools Addons Hebp

100 s £ JJ_:I' 3= Caldrt -
ABED 4
A ] c ] E
NO | NAMA |BM MM, KOD |
1 jAdam Daniel Bin Ahmad Saffiz| 76 | 72 | 10/R4/2020|
2 |Adel Nebasa 62 | 26 |68/R4/2020
3 |Alejandro Nathaniel Lee 59 | 81 |32/R1/2020
"
] 4 |Annabel Lau Hui Xian 74 | 99 |08/R2/2020 i
I * |5 |Beccalim 100 | 87 |33/R1/2020 }

Tl

+ = Sheetl =

v. Select the cell where you want to move the
data (A8). Right-click on it and select Paste.
The data is moved now.
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Task Manual 2.3 - Copy, paste and search record in spreadsheets

Untitled spreadshest & @ & Untitled spreadsheet &+ @ &
- File Edit View Insert Formal Data Teols Add-ons Help  Lastedilwis dn File Edit View Insert Formal Data Tools Add-ons
v oo S P TN v 8 % D 00 123w | Calbed -l w -8B I o E e Undo Cukz | 13- | cakbd
fuidic) = i AB = 4 Redo Ctrl+y
A B = o E F r A E
' [nolwama _____|em|mm| koo | " No|nAr & cu cuvx ] KkoD |
2 1 |Adam Daniel Bin Ahmad Saffiz| 76 | 72 |10/R4/2020| 2 | 1 |Ada \ 10/R4/2020
2 2 |Adel Nebasa 69 | 26 |68/Ra/2020| > [z jase = &P cme 68/R4/2020
4 3 |Alejandro Nathaniel Lee 59 | 81 |32/R1/2020 + | 3 Al [ Paste Cirl+V 32/R1/2020
§ 4 [Annabel Lau Hul Xian 74 | 99 (08/R2/2020| 5 T;rl_u Paste special - _-(P_BFH-E}_E;
& | 5 |Beccalim 100| 87 |33/R1/2020| s | 5 |Beo _3_3,rn1;2020
5
. ! Delete val
i. To copy records, drag mouse over the records you = N
want to select. Cells will be selected as shown above. s 7 P
Untitled spreadshect & 0 & ! . H
_Figneay it — iv. To search data, go to Edit and select Find and
ko ) Mot B bl . Wil B replace option (or press Control + H).
_I.-ﬂd NAMA BMMM KOD
1 INLIH\".HIM’“!IJI Ahmad \_lI‘.!J’_ 16 | 12 I[lT,"t-‘Ht
1| 2 |Adel Nebasa | 69 | 26 |68/Ra/2
a 1 | Alejandro Nathanbel Lee | 59 | 81 [3a/myfa
5 | 4 |Annabel Lau Hui Xian |74 99 [os/marat
. 5 |Becca Lim 1100 | 87 [33/R1/A
Delete celin -
+ B Sheatt ~
ii. Rightclick and select the Copy option :
(or press Control + C). e
Untitled adsh - 4 . : -
e T ot o o, el v. Ensure the Search option is set to This sheet
&P o -5 g e KOW cutex | (to make changes to current sheet only) and click
'.r . - f -n . . . .CD: Ctri+C Il : .
s ® 2” s Find. The system automatic detects cell B6 for
Y MolaMA B LLAL L B B ey E student ‘Becca Lim'. To replace with new student
2 1 'nrl.y.—! Daniel #in Ahmad \\:ﬂﬁ!‘ 6| T2 .':!.[?.!’_Rﬂ{)_‘)_).' = .
* |2 [noelnebasa [eo ] 20 learmanon ‘Casey Wood', click the Replace and Done button
) a _-'\IeJ.)r-ﬂru Hathaniel Lea |59 | B1 ESNHHNE' it ! % '
¢ [ |Amabel ow uixion | 74 | 99 [onjmafzon  sertS cotimas Result of new record is shown below.
¢ | 5 |Becea Lim 100 | 67 [33/RUI02  Insert cells -
E Delete rows 10 - 15
w ofwama  Tem[mm| koD | oserecolumnsa-E
" | 1 [Adam Daniel Bin Abmad Saffiz | 76 | 72 [10/R/202 i
1 2 |Adel Nebasa 69 | 26 |68/R4/200
» | 3 |Alejandro Nathaniel Lee 59 | Bt [32/RV0Z oo ee,
" 4 |Annabel Lau Hui Xian 74 | 9% |08/R2/202
1 | & |Becca Lim 100 | 87 |33/R1/202 Ry nomize range
= o Insert link Cirl+k
+ B Sheety =
Get Mnk 10 this ranae

iii. Select the cell where you want to move the data
(A10). Right-click on it and select Paste (or press
Control + V). The records are copied now.
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Step 1: To create a folder, in your Google Drive select New as shown below.

& 10 Mackah cmaciah Ao X 4 = & R
e 300 @ - 24 - DOWOTPRLE t SvB»0:
Biodpps [ sk [] vosstle [] wobtte [] MN2020 [] w0021 [ Bk @ Praywhenthesne. @ MMEV] S Senws Al Barta. "
6%@ Q, Searchin Drive - @ ® Googleo
I e Sharedwith.. > 22Romefla.. > 10.Markoh-markshAsse. ~ 2 B @ [
@ roory o
» @ myoie (]
v B st dive
.
2, shared with me ;! +
© e { &
fr  stamed @ ‘4 i
B e Drop files here
or use the “Hew” button.

Step 2: Select Folder.

& 10 Markah ~markah Assesienent X +

€2 C0 & di I i cs9 * Ov EN»Q:

HE Appe [0 sl [ resstle [] wewste [] MNI0D20 [] MN2021 O] Bie @ Praywhentheene. f MIEST D Serars AlstBantu_ -

& orive Q. Searchin Drive - @ @ # Google @

gh. » 22Romella.. » 10.Markah -markah Assessment... = 2 B @
[ e )

Flle upload
Folder upload

moSE BE
i
g

§
¥

Drop files here
o use the "New” button.
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Step 3: Type a name for the folder, and click CREATE.

New folder

[ b @ Paywhentheene.. @ MAMEVE S Senaral Alst Bartu..

& 10 Markah -markah Assessmen: X | 4 - 0 Xx
€ 2 C O & dwegoogle. 1PXAZASCCs9Peq) TPRULF * Qv En»0:
1 A () sdic [ rosetle [ webste [} MN2020 [ MN2021

x

oo

]

CREATE

Step 4: A new folder TEST 1 is created successfully as shown below.

& 10 Markah -marksh Assessmen: X 4 o = X
€ > C O @dn I 1PXASZ4rScCs9PcqABESIyQDOWOTPRULF * S vEN»Q:
i Apps [ sdic [] roselle [] website [] MN2020 [] MN2021 [] Bills @ Praywhentheene.. @ MVIEVZ S Senarai Alat Bantu.. »
e Drive Q  searchinDrive - ® @ # Google e
§ s Shared with.. > 22Romella.. > 10.Marka.. ~ & & @ i B 0
Folders. Name 1

Priority
» [  myorive B rest

» B shared drives
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Step 1: To move a file / folder, in your Google Drive select the item (file/folder) to move and select
the Move to option. In this manual, we will move a folder (TEST 2) as an example.

& 22Romells Marie Sipsd - Goog' % |+ == =}
¢« oa ! HEWER * SvE»D:
B oapps []osic [ rosefe [ webste [ MN20X0 ] MNIOZT [ Bils @ Prapwhentheene.. 8 MALEV] D SenacaiflitBantu. @ (107)Angeiofthe L. [ Modul Soslen Sas.. "
& rive Q Searchintrive - ® @ # Google @
g s Shared withme 3 22 Romella Marie Sipaul + @ & O @ B @
Faldern Name A
Priorey .g. pen with »
v B wyore B 1. fancangan tahaman Bz RancanganHarisn | 0 Ghae | BB 4 soslan —soalan Assessm..
.E Shared drives . & Gellink
B 5 obuku toks & senari bu.. B bFost-metemAsses [ Sno loier ocation | B TR palajer
&, sharedwith ma 1 Add shortout 1o Deive @
@ #ecem B 5 todusd vkt kedas & S B 10, Markah —markah A: | B 12 Senseai oot bants Meng..
> |y hddtoStaned
B 13 Fersonal Leaves Rukod B s £ Rename
Trash
[l @D change color >
& s ©,  Search within TEST 2
7,368 used () View detags
&, Downicad
&  admin consale e ¢

Step 2: Choose the location you want to move your item (file/folder) and click the MOVE option
when done.

& 22Romells Marie Spmd -Goog- % |+ — O
€« > C0 aa e HGWCR * CvEM»D:
B odpen [ sl [ rovelle [ webite [ stz [0 mho2t [ S @ Prywhentheeme. @ MVE D Serecw Alst Barta -
anﬁm Q, SearchinDrive - @ & i Googbe
A Shared withme > 22 Romella Marie Sipaul ~ @ & i 2 0
= = B 10 Markah -masksh A B3 11 Rekod laporan PED B 12 Senacai alat banks _
@ ericiy
» @  myoeve B 13 Perscnal Lesves R B stz

11, Rekod Faporan FED

-]
-]
B3 12 Senarsi alat ban.slan-soalan latihan
B
B

12 Perscnal Leaves Rekod
TEST2 [2]
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Step 3: TEST 2 folder successfully moved to a new location.

& 0 Markah ~mariah Assesumen| B+ = o =
«£3Ccn 8 fah 1" t CvEM»D:
5 apps [1osdc [0 rosele [] websne [ MNZO20 ] Mn20n [ Bk Q) Praywhentheene. @3 MWIEVD D Sersrs MatBanti. @ (07 Angeiofthel. [ Modul Soatan Sans. -
&Dﬁve Q, Searchin Drive - ® 8 o GOOQIEG
+ i Shared withme » 22.Romefla Marie Sipaul > 10. Markah -markah Assessment dan ujian ~ 2 B @
o) Folders Fama 1
v [B]  myorive B et B e —
v B sharedanves

Files.
23 Shared with me
©  Focent
fr  stwred
W Tk
[
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Step 1: Folders cannot be copied, only files can be copied. Right-click a file (1 Jolly) as shown

below and select the Make a copy option.

& 70 Matksh -mariak dssessment X+

v Shared diives +  Addioworkspace
Files

[ show Nelocation
| (B Add shorcut fo Drive

© o i | B wen
#* T Addio Sterred
£ Fename
T Trsh
Wiew detalls.
& Starage | 0 wakeacopy
7.3 68 vaed 1 dolly
&, Downiload
[ Remove

&  admin cansole

= o *

¢« 2 Cc0 @ * SvE»ND:
$appe [ sde [ rosele [ website [ MNZ020 [ Mh202 [] Bk @) Paywhentheene. B MWLEVE 2 Senam lsBartu. @ (007 Angelofthel. [ Modul Soatan Sans. »
&Drive Q. SeacchinDrive - ® @ H# Googlee
e Sharedwith.. > 2 @ Predew irkah Assessment danuji., » @@ & @ @ H O
~ ’ | 4 openwinn |
@ Folders. Hama

4 2% ‘shame
v B o | e G Getlink

-

Step 2: Copy of 1 Jolly file copied successfully.

2, shared with mo

Fecent

& 0. Markah ~marah Assemwen| X |4 = =) x
€3 Cc0 @ d i 15 t OvERQ |
3 odpps [ sdic [ roselle [ webshe [ MNED [ MA2ON [ Bik @ Papwhentheene. @ MALEW 2 Seam datBarti. @ (0 Aweiotthel. [ Modul Sostan Sans. .
ﬁDrive Q SearchinDrive - [ORO] Gongle°
+ . Shared with... > 22.Romella MarieSi.. > 10.Marksh —markah Assessmentdanuji., - @ S @ @O ¢ =2 O
+

@ Prioriy Foldars Narow
v @ wmyome B s | s
v [ Shared diives

Files
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Step 1: To rename file / folder, right-click a file (1 Jolly) as shown below and select the Rename
option.

& 10.Markah -markah Assessment X+

€ > C O ad I 1PXASZAr5cCsIPCQABLS yQDOWOTPRULF * Qv EB»Q:
# apps [ sdic [ roselle [] webste [] MN2020 [] MN2021 [] Bilk @ Praywhentheeme. (B MALEVZ 2 Senorsi Alst Bantu.. »
6 Drive Q  searchin Drive - |
@ Preview
2,
+ o Shared with.. > 22Romella.. > 10.Ma.. ~ c& % Openwith ?
+ Share
< Folders &
Py @ Getlink
My Drive B Eesn | s + Addtoworkspece >
shered 3 showfilel
Files @ Add shortewt to Drive (0]
Shared with me T [E Moveto

Yr Add to Starred

Starred

b @ View details
5) Makeacopy
Nenge 1 Jolly Copy of 1 Jolly o
&, Download “

90 @0k BEO
i

Step 2: Rename for the file, and click OK.

& 10 Markeh ~markeh Assessment X | - o X
€2 C QO ad o Z4r5cCs9Peqy lF * CvEa»Q:
i Apps [ sdk [ roselle [] website [ MN2020 [) MN2021 [ Bils @ Praywhentheene.. @ MWLEVZ S Senarai Alat Bantu.. »
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Step 3: 2 Love file renamed successfully.

& 10 Matksh -markah ssmamant X | 4

2% shaed with me
©  Recent
V7 Stared

[ Trash

» 10. Markah —-markah Assessment dan uji...

€ 2 C 0O @ad o
B oApps [0 ase [ ressfie []] website [ MN2D [ MNZ [ Bl Prayp when the ene...
& Drive Q, SearchinOrive
Shared with... »> 22 Romella Marie 5i.,
b ew
Falders
= Pricrity
b My Driv B s | = B
v B shaedcives
Flios

£S5 o X

* CvENzND:

@ MVIER L Senses At Barku_
= @ @

o & @ [m

D oy Angeiofthe L. [ Modul Soalan Saini.

Gaogfeo
B Q@

Step 4: To delete file / folder, right-click a file (2 Love) as shown below and select the Remove

option.

& 10 Markah —rarksh Assesement X 4 == [u] X
€ 2 C {d @& divegooglecom/drve/u/liolders/ IFXASZ4rScCsIPegABSIDIWITPRULF “ S vEA»Q:
B oAgps [0 sl [ roselle [ website [] MN2020 [ MN2021 [] B @ Praywhentheene.. @ MyWEv3 S SerwrsiAlat Bantu.. "
& Drive Q, Searchin Drive - +  Openwith > —'
Shared with., > 22Romella.. > 1O.Ma. - | = T )
. + Naw / &5 Getlink
.@—'prwm Fobdars I; Add ml workspace »
YE o B T B T2 B Add shorteut 1o Drive ®@
» ] shared drives @ Mot
o Yr Add to Starred
2, shared with me 2. T
£ v @ Vview details
V¢  stared I‘g Make a copy
[ rash @ Reportabuse
. &, Download
o = E=1
&  Adminconscle |
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Step 5: To confirm deletion, select the MOVE TO TRASH option.

IAI&WWW: + = o x
|

€ 5 0 o T C39PcaABISHQ RuLF w S vE»Q:
B Apps [ st [ roselle [ webste [] MN2020 [] MN2021 [ B @ Praywhentheene— @ MMEV] 2 Senarai AlstBantu »

Move to trash? x

2 Love” will be deleted lorever after 30 doys.

can make a copy of Google files.

CANCEL MOVE TO TRASH

Step 6: 2 Love file deleted successfully.

& 10, Markah ~raariah Accessmen: X + = (-] *
£3C 0O a got = * SCvEa»Q:
B oAnm [k [ rosete [ webste [] MN2020 [T MN20Z1 [1 Bk @ Praywhentheeor. @ MAVLEYS 5 Serw MatBanke. @ [H01) Angel otthe L [ Madut Saalan Sains. "
ﬁ Drive Q,  Searchin Drive - ® ® i Google o
_|_ i Shared withme > 22Romella Marie Sipaul » 10, Markah -markah Assessment dan ujian = & B 0
® N Foldets Name
v My Drive | oesn B s
3 Shared diives
e Filas

28 shaned with me

Recent

ved o rash UNDO X




Given below is the spreadsheet of Form 4 Modesty first assessment in Google Drive. Based on
this, carry out the following instructions.

- o ®
Tst Assessment T4 &5-TesTemp - X 4 [-]
€ 3 C t @ dosgooglecom/spreadsheets/d/1CKEMPSGXGs pSWOBKoIEdNVabT: gid=1711950726 & % @ v B » @ :
3 oApps [0 sdic [ website [ MN2020 [ MN202t  [] Bds V Praywhentheene.. @ MyVLEW3 2 Senarai Alat Bantu.. » | [E Reading kst
E 15t Assessment T4 &5-TesTemplate #Mmae " a
File Edit Wiew Insert Format Data Tools Help Lastedtwasd minutes ago
e P OWN - £ % 0 00 123w | Calibr =M - B Irg A b HE:HE-Eedeolp-w- *lm
A0 - | fi | Jdackie Kng Mg Vi Kit
A 2 3 clole[F[a[n
! susecrs || om s o f o |
I T R T T M2 | M22] M3 | ma
3| Alsm Shan A5/M4/17 || 65 74 B1] 52
4] n Agi 4417 || 65 &3 BS | 57
5 | Felice Chia Cai ¥usn 33/A3/19 |( 66 [7] Bl 54
& | Geness Ralphael Raymond 27/RUT || 45 63 &3 | 50
7 | Gerald Voo Chung Yang CE/RYLT_| 59 [ 5128
¥ | ssmbetie Ain Yorg Siew Ksy 44/R2)17 || 61 72 78 | 52
-1 49/ran17 || 57 &7 71 80
10 [lackis ¥ing 32/R3/19 | 61 [F] 50 | 63
1t Jasrnine Dankerkhoo | 29/RU17 || 68 72 B3| 60
12 Eee Munammad Syazwen Bn ke 11/R4/17 | 38 &4 71| a8
T AlFisn Bin Pacsion | A7/R4/1T || 5B 66 1D
B Bl 13maN17 | 60 50 74 | 43
[ Bintt snid 18R4T || B2 3 5 | 89
16 Nurfatin Dvene Biriti Roslan | S6/R4/17 || 67 &5 7 | 50
17_|oh Yejin ozfnz/i7 | 100 [ 7 | 56
18 [ S Knadijsh Bint Makim ARANIT 1] ! 78 | 50
1 y in Chitung | 43/R1/17 | 48 [ 54 | 24
T Vincent €hoo sTR1T | @ 3 A
]
+ B T - |n Exsiore ¥

Instruction 1:

Share spreadsheet above to a group of teachers (minimum 2) in the Maktab Nasional domain with
Editor permission access and Viewers and commenters can see the option to download, print
and copy option. Once completed, your spreadsheet will display People added (shown below)
indicating that you have successfully shared this spreadsheet:

& EXAM - Google Deive ® Nt Aserament T4 &5 TesTempt X+ [- ] x
& 3 @ fy @ docsgoog gGs, 1711950706 a4+ SvENMND:
2 oapps [l adie [ webste [ MN2020 [] M02021 [ B3k OV Praywdentherse. @0 MALEV S5 SerawdlstBaectu. @ (101 Angel ofthel. [l Modul Sosen Sain. » | [ Readng st
T —— -
st Assessment T4 5-TesTempiate EIE) & 0 & r [ ® o
File Edit View immert Format Oasla Tools Help  Last at Fas en 2 Poopk
o P W . E % 8 D08 tHe | ki | n -n}gll‘“pﬂ—hmp.mmgv.:. ~ '}
Al r
A 8 clafje|le|alw|[i]Ja|lw|c]|w|w]ale]a|n]s]r|uw]v]|w x ¥ o
|I SUBIETS | A6 SV | B | B MM ST nnmmwmu|nmu|ummm.-m ey
z 3 NARA LR TN O O S T S T R TR T | i &
3| Altyn Fabihan Alwm Shah asmT 2 o | an =
& [Awan Agils Engeiben BafRAT 7 S A ED
! Felice Chia Cal Xuan 33/R19 ™ | 60 8| s T
L] senevis_Ralphasl Saymand amna? | [1] ki [THED
T | Gerald Voo Chung Yasg 08/R}1T 51 51 56 | 1@
¥ [iabebe Ann Tong Siew ey AEAT |
©  [tzzah Safryys 82 4] Mohd Safiae | 28/R4/17
% [hackie Ging 3xmne
11 [lsmine lussita Ganler ihoo | 29/RIAT i F AR
W[ kee Muhammad Sysowan B be] 1178117 | 53 59 | 53
11| Mohammad Alhan Bn Padxian | 47/R417 43 | 57 e
wmmad Tarhanuddin Bin 631 _13/8417_| is 0 7]
it Mobamed Sathid  LR/RAAT %3 | 69 [T}
[Murfatin Quysna b Roden | s6/7ef17 | ¥ 5} 67
17 [k vejin Ba/RAT | 100
WSt Chadish Bnb Hakim 22/RAT 76 0 | 55 61
W AYmfAT | 4 T ) A ET 61
M Vincest Choo STRAT a 1 (M | 62 L) 60 | 57
+ B AModosty.mastor = | 4Mocosty - | « BT *
- N - 1202 PV
# 2l AQRHDEYTHEHE GG@% DT @~ Bwes (00 @
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Instruction 2:

Download spreadsheet above in PDF document (.pdf) scaling and ensuring it fit into 1 page and
download in Microsoft Excel (.xlsx) to your desktop / laptop. Once completed, your final display

should be similar as shown below:

® 1sta T485- xlsx - dModesty-master.pdf - Adobe Acrobat Reader DC (32-bit) - o X
File Edit View Sign Window Help i .
Home  Tools 1st Assessment T4 .. X ® A  signin
BYx®B QO O© 1/ | - o Ga B %
@

B

: =

B 23

-

| =

» 4 E“
i

=

L

v

g I»

PDF document

BB S ¢ Dwa.- P —r— e P R

HOME  WNSERT  PAGELAVOUT  FORMULAS  DATA  REVIEW  VIEW sv.mH
B E e =l |» TR he Ty 4
- i £~ ormat as Table ~ e~ [~
e a5 ea SEE R B un e B | 2
Chipboard Font . Augnment e Number & Stytes. Cents. Editing ~
=] i X v &6 #
A 8 é DI E L FIOIN gl iLiNiNIOIPIO.RIS T IVIVIW X \ AL E
an s | o | ax || s o | sc | wio| rer ) war | sx | 0 | pa »s loto| ut s -
y 5 5 5 5 1 | 5 e | | =
bl MZE] W2 (W2 W3 | A | WIS | WG | N7 | M| IS [NALOIMLE[ML3[ WAL 3 M1A| 1S M 33| 1
3 e s | a8 [}
‘ Gl A R
s © 63 ] 54 m
L] [£] n 4] 3%
7 1 51 EVEDD
5
) 53 63 )
W wie
a]s S
19 ) [
Tile el
) (EY R
3 EIEEE )
W A CA )
2] (1] Q)]s
| ® G 1 ®
i > 0%
Excel document

Instruction 3:

Lastly, print both documents from Instruction 3 in Landscape orientation with no gridlines. Once

completed, show documents to the researcher.
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Task Manual 3.1 — Share a spreadsheet

4.1a) Share with specific people / groups
Step 1: Go to File, and select Share. Alternatively, click the green Share button.

- o x
1 Jolly - Google Sheets N
€ 3 C d @ docgoogiecomspreadsheets/d/14Th-Smmipn GX ClolloesliBwB0iqx 5. @ * O «v B » @
2 dog s roete e MO0 M2 B Q) Pray whea the ene. & e -
o ————
1Joll
A - a{{Eo
File Edin View Insert Format Data Tools Addons Help Lastedi A )
- o8 09 1z Cabbei - " - B I & A -~ E
B&
I A New » c o [ ¥ [ " ' . |
! INC  open Cwivo || |BM|MM| KOD |
2 1 | 76 | 72 |10/R4/2020
— Import t 0
3|2 69 | 26 |68/R4/2020
s |3  Makeacopy | 59 | 81 [32/R1/2020]
L= el Ll Ll i
s |a 74 | 59 iua{az!mznl
el 5  Emal . 100 87 |33/R1/2020|
2 Download .
]
] Make available offiine
"
= Version history L
»
+ Rename n

Step 2: Enter the email address (for people or groups) that you want to share the sheet with, and
choose type of permission access; as Viewer, Commenter, Editor, Give temporary access or

Make owner. Click © to modify access type in the Share with people settings as shown in

Step 3.

1 ity - Google Sheats x|+
€ 3 0 Y & docspoog 41 Th-Simenbpsn GG BOF s _SETReF =0
HHET ik ronsile webaite K220 M0z Bih @) Peywhenthemne. @ MAVEv D SenaceAlst Bantu

- 8 X

a+* SvE»Q:

D (101 Angel ot the L (] Mook Soalan Saini "

e Share with people and groups

Add peogle and groups

Romells Marie (you)

romellamarie@maktabnasional edu.my
o Amean Udi

amranudi@maktabnasional edu.my

Aycra Cathering
ayeracatherinegmaktabnasional edu my

Ahar Asmuin
et azharasmuin@maktabnasionaled my

M. Rrother dohn

Serd feecitach tn Gossls

© cetiink

Maktab Naslonal Anyone in this group with this link can view
Changs

Editor =

Viewer
Commenter

~  Editor

Give temporary access

Comment and view only

Make owner

Remove
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Step 3: Check the checkboxes accordingly in the Share with people setting below.

& Share with people settings
Editors can change permissions and share

Viewers and commenters can see the option to download, print, and copy

Permission access remarks:

e Viewer — people can view, but can’t change or share the file with others

e Commenter — people can make comments and suggestions but cannot change or share the file
with others

s Editor — people can make changes, accept or reject suggestions and share the file with others

Step 4: Choose to notify people. If you want to notify people that you shared a file with them,
check the Notify people box and each email address you enter will be included in the email. Else,
uncheck the box. Click Send after making your selection.

= o L
1 Ity - Google Sheets *:
€ 3 O {t & docsgooglecom/spreadshents/d/14Th-Smmipn GX_ CloloealllBviblfa xS & & @ « B » @
i Apps sl resedie wabitite MN2020 MN2021 Bils @Y Proywhentheene., i MWLEVI »

° Share with people and groups

Viewer
Message
4 Commenter

~ Editor

1Jolly

Send feedback to Google
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4.1b) Share with using a link

Step 1: Under the Get link section, click Copy link. You can also change permission access by
clicking the Change setting below to change to Viewer, Commenter or Editor.

w7 azharasmuin@maktabnasional.edu.my

4. Rrother John

© ocetiink

R =)

e Share with people and groups o
Add people and groups
e Romella Marie (you) -
1t & Ledu.my ion.
Amran Udi
o amranudi@maktabnasional.edu.my e
Aycra Catherine
o aycracathe ktab: val.edu.my ooy
Azhar Asmuin Edllor

e Jaktak Npsional Anyone in this group with this link can edit
w Change 3

Copy link

Share with people and groups

© cetiink

https://docs.google.com/spreadsheets/d/14Th-SmmJpn_GX_C2oUoeallUBv...

Maktab Nasional ~

Anyone in this group with this link can edit

Send feedback to Google

Shared with Amran Udi, Aycra Catherine, Azhar Asmuin, Brother John, and 23 more

Viewer

Commenter
v/ Editor

Editor ~
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Step 2: The file can be controlled on how widely it is being shared depending on if your Google
account is under a Gmail, work or school domain account with the option of Restricted, Public or
Anyone with the link. After that making your selection, copy and paste the link in an email or any
place you want to share it. Then click Done to complete the process.

Share with people and groups

Shared Restricted Asmuin, Brother John, and 23 more

—

——
e v Maktab Nasional @
|

I
h‘hps:,iI Anyone with the link !h-Smmen_GX_C2oeraIiUBv... Copy link

Maktab Nasional ~ .
B Editor ~
Anyone in this group with this link can edit

Remarks:

¢ Restricted — only people you share the file with will be able to use it

¢ Public — anyone can search on Google and get access to the file, without signing into their
Google account

¢ Anyone with the link — anyone with the link can use the file, without signing into their Google
account
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Task Manual 3.2 — Download spreadsheet

Step 1: Select File > Download. The download option in Google sheet enables you to download
spreadsheet and open it in other programs, as shown below.

a oy ¥ @ &

File Edit View Insert Format Data Tools Add-ons Help Lasleditwas..

L Share 0 00 123w  Callbri - W <« B I
L4g
[+ New - [e]w® £ F
TN Open ctri+0 BM | MM KOD
23 Import affiz| 76 | 72 |10/R4/2020
|
i [ Make a copy 69 | 26 |68/R4/2020
4 |2 59 | 81 |32/R1/2020
14 Emal . 74 | 99 |08/R2/2020
6 | e - — - -
T Ocwnload * 1 Microson Excel (xlsx) _:
Ll Make avallable offline : OpenDocument format (.ods) 1
s | N ]
™ | Version history > : PDF document (pdf) :
n |
a1 Hieminn : Web page (.html, zipped) :
1| B Move : Comma-separated values (.csv, current sheel}l
Tab- I h
+ & aiasonauttoome | _Jbspasedvaies oucuentse) _ |

Step 2: For example, if you want to view the file in a PDF format, select the PDF document (.pdf)
option. It will bring you to the Print settings screen below. Click EXPORT.

1 Jally - Goagle Shests XLt = = 3

€ > C Y & docsgoogiecom/spreadshests/d/14Th-Smmipn GX_C2oloeallUBwiBlFqx.. & © « B & @

i Apps adle reselle website MN2O20 MN2021 Bilk @ Draywhentheene. @ MyVLEwI »
Print settings Totak 1 page CANCEL EXPORT |
Expert
Current sheet -
Fapersize
Letter (8.5'x 117 -

Fage anemanicn

® Landscape () Portrait

Fit to width e

Marging

MNomnal -

SET CUSTOM PAGE BREAKS

Formatting w

Headers & footers ~
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Step 3: The file is automatically downloading in PDF to your computer.

3 1 Jolty - Google Sheets x +
< 2> C 0O

i Apps 1 sde 1 rosetie

a 1Jolly & 0 ®

1 website

1 MNZO2O [

@ docs.googlecom/spreadsheets/d/14Th-Smmipn_GX_C2

MN2021 [ Bils

File Edit View Insert Format Data Tools Addons Help

— @ P 00N - 5 % 0 09 123+ | Calbn - 4
K7 | Sx
| O ] o 3

' NO NAMA BM MM KoD

2 1 _|Adam Daniel Bin Ahmad Saffiz| 76 | 72 |10/R4/2020
3 | 2 |Adel Nebasa 69 | 26 |68/R4a/2020
+ [ 3 |Alejandro Nathaniel Lee 59 | 81 [32/rR1/2020
s 4 |Annabel Lau Hui Xian 74 | 99 |08/R2/2020
¢ | 5 |Casey Wood 100 | 87 |33/R1/2020
7

s |

s |

o |

¥

+ = Sheetl

k> [¥ 1Jolly - Sheet1.pdf b

@ 10lly - sheetr.pdf

A @ I

w5 ¥ B @ @

Step 4: 1 Jolly spreadsheet can now be open/view as a PDF format as shown below.

@ 1Jolly - Sheet1.pdf - Adobe Acrobat Reader DC (32-bit) L O X
File Edit View Sign Window Help
® a

G B 2

Home  Tools Sign In

B ®B Q@ O

1 Jolly - Sheet1.pdf X

/1‘*@@@ 50% v  eee

Search 'Crop Page' ‘

BM MM XOD

1 [adam Daniel Bin Ahmad Saffiz | 76 | 72

2 |Adel Nebasa o9 | 26 E% Export PDF v

3 |Alejandro Nathaniel Lee 59 | 81 |32/R1/2020

4 |Annabel Lau Hul Xian 74 | %

5 |casey wood 100 | 87 |33/R1/2020 E Edit PDF
[ createPDF v
B Comment

» »

E“ Combine Files
#[1 Oraanize Pages

Convert, edit and e-sign PDF
forms & agreements

Free 7-Day Tnal

11.00 x 8.50 in
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Step 1a: Go to File, scroll down and select the Print option (or press Control + P).

[§ 1oy - Google Sheets x o+ = =] *
€ > C Ot @ docsgoogh h Smmipn_GX_C WiFqxs. @ % @ v B » Q
32 oApps [ sdic [ veselie ] webste [] MNZB20 ] MNZ0OZ1 [ Bk @) Paywhentheene., {8 MyVIEWE =
B oo -

File Edit View Insert Format Data Tools Add-ons Help Lastedi.

Ll Make available offline 400 123~ Calibd - % - BIS&SA - B

| Verslon history -
A e o E F 3 | H | 1 u

1 |NC Renine BEM |MM| KOD }

2 1 76 | 72 |10/Raf2020

& Move

Gl | 69 | 26 |68/R4/2020 @
1 | 3 & Addshortout to Drive 59 | 81 |32/R1/2020

|4 & Movetouash 74 | 99 |08/R2/2020

t |5 100 | 87 |33/R1/2020

: Publish to the web

8
LSS |

0 Document details | =t

" =

i Spreadsheet settings

& Print Cri+P

Step 1b: Alternatively, you can also click the print icon shown below.

‘H5

E 1olly # B ©

File Edit View Insert Format Data Tools Add-ons Help

e a-,!: 9% v  § % .0 .00 123w  Calibri v |

- fx |
A B ¢ o E F

T INO|NAMA BM (MM KOD

2 | 1 |Adam Daniel Bin Ahmad Saffiz| 76 | 72 |10/R4/2020
3 2 |Adel Nebasa 69 | 26 |68/R4/2020
4 3 |Alejandro Nathaniel Lee 59 | 81 [32/R1/2020
5 | 4 |Annabel Lau Hui Xian 74 | 99 [08/R2/2020
6 5 |Casey Wood 100 | 87 [33/R1/2020
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Step 2a: In the print settings below, you can set:

i. which sheet to print, paper size, paper orientation, scale &margin
ii. to enable SET CUSTOM PAGE BREAKS

= o X
1 Jolly - Google Sheets x +
&€ 3 C {t @& docs.googlecom/spreadsheets/d/14Th-Smmipn_GX_C2oUoeallUBvdBOFqxSBTnIP... W @ « H B o H
55 Apps [ sdlc ] roselle [ website [ MN2020 [] MN2021 [] Bils @ Praywhentheens.. (@ MyVLEv3 »

Print settings Total: 1 page

g Eriny
Current sheet >
MO|MANA BM |MM)| KOD
1 |Adarn Daried Bin Ahmad Saffiz| 76 | 72 | 10/Ra/2020 Papersize
| 2 |Adel Nebasa 9 | 26 |s8/R4 2020
3 |Alsjandra Nathaniel Lee 59 | 81 [32/R1/2020 Letter (8.5"x11") -
4 |Annabel Lau Hus Xisn 74 | 59 |0&/R2/2020
5 |Casey Wood 100 87 [33/R1/2020 l R
3 Page oremation
@ Landscape () Portrait
Scale
Fit to width £
S 2rging
Nermal ¥
@ ser custom Pace sreaxs |1
Formatting ~
— Headers & footers v
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Step 2b: In (iii) above, more settings can be set in Formatting and Headers & footers as shown

below.
Headers & footers A
Formatting [J Page numbers
Show gridlines [ workbook title
Show notes [ sheetname
— (] current date
Over, then down :
! [ current time
Alignment
EDIT CUSTOM FIELDS
Herizenzal
Center v Row & column headers
Got w > Freez which rows/columns
Vartica to repeat on all pag
Top v - =
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Version history enables you to view past spreadsheet versions and restore it if you have edit access to the

spreadsheet.

Step 1: Select File > Version history = See version history.

3 2FIB 2021 L EABARNING ATTE X 4 — o
€300 ad 4 13C Yhbat_ 9 191 * OvEN»Q:
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- share o pg 12w | A =M . BIrEA SHEE. Eclefpeyr 0 EBET-3- B L1 A B
New N hone T =T e e | T i PGOOOE0 wu[www]m
il BB T AT o
e areo R T e e S A E ey ] B e
Impart 1 T 1 1
MTT‘T TEH gﬂ;?—\?ﬁr Fi C —7—%—-—.—»1& o
Mpheaoony - Szl af o]l sl | 3] 3l 7|7 o oA alala ool wlw| 2]
Save a TR B I
| Fﬂ T 2
; v ]
Email - [
Dawlad v i %
Make available offine | e
L 1 T 1
Version history L2 Name current version N
T
RS Seeversion history  CtridsARsShiftaH _ LR ':
@ Move
& Add shorfout to Drive i Bt
iy Tul
= W Moavetotrash i n D F = = +
] m H e
+  Publishto the web 3% B12Feb »  15-19Feb = | 22-2¢Fob + | Sthweek *  master = [+] X

Step 2: The timestamp below shows the names of anyone who has edited the document with a
color next to their name (indicating the edits they made)
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Step 3: To make / use the current version active, click on the three dots
select the Restore this version option.

as shown below and

Version history

Onily show named versions )]

MONDAY
March 1, 7:20 AM
Current version
® Diana Chong

LAST WEEK

» February 28, 3:52 PM
® Romells Marie

-

February 27, 211 AM
® Romella Marie

-

February 26, 11:54 AM _E_
@ Victoria

Rob
® Diana Cnong || Restore this version
® Aycra Cather

® Ladyleaolga  Name this version
Make a copy
February 26,

® Romeila Marie
® Aycra Catherine

-
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Appendix B

Respondent Survey

SECTION B (RESPONDENT SURVEY)

PART A: DEMOGRAPHIC

1. What is your gender?

2. What is your age?

3. What is your marital status?

4. What is the highest education qualification you have attained to date?

5. How long have you worked as a teacher in Maktab Nasional?

6. How many subjects do you teach in Maktab Nasional?

7. How long have you been using the computer?

year(s)

8. How long have you been using the internet?

vear(s)

9. What is your level of computer literacy? Tick (V) the most relevant.

[ ] No experience [ | Novice [ ] Intermediate [ ] Expert

10. How do vou access the internet at home? Tick (V) the most relevant.

™ Digi Maxis Celcom Ohers (please state):
Unifi [1
Fiber [] [] [] []
Broadband [] [] [] []
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PART B: EASE OF USE

Please rate your perception of the Google Drive ease of use by marking (V) to only ONE of the
five alternatives below (1 being strongly agree and 5 being strongly disagree).

Strongly Agree Agree Neutral Disagree gﬁ;‘:ﬁg
1 2 3 4 5
USEFULNESS 1|2 |3 |4 |5
L. It helps me be more effective.
2. It helps me be more productive.
3. It is useful.
4. It makes the things I want to accomplish easier to get done.
5. It saves my time when I use it.
6. It meets my needs.
EASE OF USE 1|2 |3 |4 |5

7. It is easy to use.

8. It is simple to use.

9. It is user friendly.

10. It is flexible.

11. It makes using it effortless.

12. It requires fewer steps possible to accomplish what I want to do
with it.

13. I can use it without written instructions.

14. 1 can recover from mistakes quickly and easily.

15.1 can use it successfully every time.

16. I don’t noticed any inconsistencies as I use it.
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EASE OF LEARNING

17. It is easy to learn to use it.

18. 1 learn to use it quickly.

19. 1 easily remember how to use it.

20. I quickly became skillful with it.

SATISFACTON

21. I am satisfied with it.

22. I would recommend it to others.

23. I feel I need to have it.

24. Tt is fun to use.

25. It is pleasant to use.

26. It works the way I want it to work.

List the most negative aspect(s).

L.

[§]

List the most positive aspect(s).

1.

8]
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PART C: OVERALL PERCEPTION

1. What is your perception on the usage of Google Drive in Maktab Nasional? State your
opinion.

S

What can be done to improve the Google Drive usage in inserting / capturing student
assessment records?

3. Isthere any other comments or recommendation that you would like to highlight?

4. 1Inyour opinion, how applicable/important are the google applications to you in the school?

Thank you very much for participating in this survey, I appreciate the valuable time you spent
on this activity. If you have any query, please feel free to contact me on 016-8012081 or email

at: romella.marie@gmail.com
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