
 

 

 

 

 

ERASMUS+ PROJECT (2023-2-HU01-KA210-VET-000177733)  

Title: 

„Promoting regional agriculture and hospitality as complementary and 

mutually supportive sectors for vocational students and trainers” 

 

„Funded by the European Union. Views and opinions expressed are 

however those of the author(s) only and do not necessarily reflect those of 

the European Union or the Tempus Public Foundation. Neither the 

European Union nor Tempus Public Foundation can be held responsible for 

them.” 



GUIDE FOR STUDENTS 

 

⮚ Sign in to your team GMAIL account 

⮚ Open and download worksheets from your DRIVE 

⮚ After completing, upload the tasks to PADLET 

 
1. Log in with the team email address and password provided: 

 

 

2. Click on the menu in the top right corner: 

 
3. Here, find the Drive icon and open it: 



 
 

 

4. Click on the right folder. 

 

5. To download the worksheet, click on the three dots next to the WORD document and then 

on DOWNLOAD:

 



6. Open the document from the download folder on your computer and fill it in.

 
 

7. Once you have completed the document, save the document to a folder on your computer 

and upload it to the PADLET interface by clicking on the PLUS sign for the appropriate 

occasion: 

 



 

 



GUIDE FOR STUDENTS 

To edit a questionnaire, copy a link, write an official letter 

 

1. Sign in to your group account with the email address and password you provided: 

 

 

 

2. Click on the menu in the top right corner and click on the GMAIL icon:

 

 

 

 

 

 

 



3.  Click on this email in your email box (where the questionnaire is shared with you): 

 
 

4. Open the questionnaire:

 
 

5. Correct XY in the title of the questionnaire to the name of the business that your group is 

paired with:

 



6. You can add a new question with a plus sign, and with yellow we have marked where you 

can set the type of answer.

 

 

7. When you have completed the final questionnaire, click on the icon below to find the "Copy 

Responder Link". Like this you will copy the link of the questionnaire.

 



 
 

8. Next, find the template for the official letter in Drive. Click on the menu in the top right 

corner:

 
 

9. Find the Drive icon here and open it. 

 
10. Download the letter format to your computer: 



 
 

 

 

11. After opening it, copy the link you saved earlier into the letter you wrote:  

 

 
12. When the letter is complete, send it from your GMAIL account: 



 
13. Give the recipient's e-mail address, subject of the letter and attach this letter: 

Send the written official letter as an attachment to the addressee. In the body of the e-mail, 

please include a short greeting. 

 

"Dear XY! 

 

We send you the following official letter.  

 

Yours sincerely, 

Students of the “NAME OF THE SCHOOL" 

 


