
Getting Started with PF Google Drive 
 

PF Counselling uses the Google Drive secure cloud storage system to enable 

counsellors to maintain client notes and other relevant files online. We 

consider it a ‘counsellors’ filing cabinet in the cloud’, equivalent to the physical 

filing cabinet in the Counsellors’ Room on the PF premises. 

 

To use the PF Google Drive you will need: 

• A Google Account, 

• A Unique Link sent to you from the PF. 

 

Creating a Google Account 

If you do not already have a Google account, you will need to sign up for one (it’s free!).  Even 

if you already have an account, you may want to consider creating a new own exclusively for 

your client notes. Google is a pervasive and multi-functional system and it is easy to lose track 

of which people and apps you have given permission to share data with. A fresh, separate 

Google account for client notes can help keep them secure. 

 

• Go to accounts.google.com 

• Click ‘Create Account’ in the sign-in box, and choose ‘For myself’. 

• You can now create a brand new ‘Gmail’ email address for yourself, or use an existing 

email address. 

• Create a secure password and continue to follow the instructions. 

• This email address and password are now your login credentials for your Google 

account. 

• We recommend you set up 2-step Verification and that you take the time to consider 

all of Google’s security measures:  Via the ‘Security’ menu, under ‘Signing in to Google’. 

• Let the PF know this email address will be the one you will use. 

 

Accessing Your PF Folder 

The Office will create a unique folder on the Google Drive for you, and ‘share’ it with you by 

email, with access restricted to us and you only. You can then access your Google Drive folder 

through the link provided, by signing in to Google Drive through your browser or desktop app, 

or via your login to the MyClients Portal. You should not pass the link or your login details on to 

anyone else. 

 

• Look out for an email from ‘pfcounselling@gmail.com’ containing a link to a folder 

named using your full first name and surname initial followed by your PF counsellor 

reference number. e.g. Alison H 567. 

• Make sure you are logged into your Google account using the email address you have 

told us you will be using. 

• Click on the folder name or the ‘Open’ link in the email. 

• This will open the Google Drive folder, which you should bookmark so you can return 

to it easily. 

https://accounts.google.com/
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Guidelines for Using PF Google Drive 

Creating and Editing Client Notes Documents  

Google Drive stores the Client Notes files in the cloud, where the PF can access them and ‘look 

after’ them if required, just as we can with handwritten notes on paper in the filing cabinet. 

This keeps them safe from access by others, and from accidental loss or deletion. 

 

It is important that you do not move copies of the files in your Google Drive to elsewhere, 

such as saving them on another device. This breaches the security aspects of the system, and 

could mean that the ‘files in the cabinet’ are not always the up-to-date versions with notes 

from your latest sessions. 

 

As long as you have internet access, you can open and edit your Client Notes documents 

directly from your Google Drive webpage. 

 

Create a New Client Notes Document Using the Template 

• Right-click the Word Notes Template and choose ‘Make a 

copy’. 

• Now right-click the Copy and choose ‘Rename’. Name the 

new document with the client's two initials and their PF 

Client Reference. e.g. AA 220022. 

• Make a new document for each client, don’t keep notes 

for two or more clients in one document. 

 

Edit an Existing Client Notes Document 

• Double-click the file you want to edit. 

• It will open in the Google Docs editor, but will remain in the Microsoft Word format. 

• Because you are online, your edits are saved as you type them. You do not need to click 

‘Save’ at any time, even when closing the document. This can feel strange at first, but 

you will find there is not even a ‘Save’ button anywhere! 

• Add to, edit and format your notes as required. 

• Close the document when you are finished by simply closing the browser tab/window. 

 

Creating New Folders 

You can create new folders within your Google Drive folder, to 

organise things as you wish.  Click the ‘+ New’ button in the top-

left corner and choose ‘Folder’.   

 

Make sure you give any new folders names that will make sense to PF staff as well as you! 

 



PF Google Drive Guidelines v3.0 12Apr22 

Uploading Your Own Documents to the PF Google Drive Folder 

You can upload your own documents to the Google Drive folder, including existing Client 

Notes documents you have previously created elsewhere. Please remember: 

 

• All files on the PF Google Drive can be accessed by the PF staff. 

• Only use the folder for documents relating to PF client work, and don’t upload personal 

or sensitive non-PF information. 

 

You can upload files in two ways: 

• Drag and Drop – Open the folder you want to use on the Google Drive webpage and 

simply drag the files from an Explorer/Finder window across into the folder. 

 

 
 

• Choose New Upload – Click the ‘+ New’ button in the top-left corner 

and choose ‘File Upload’ or ‘Folder Upload’. This will open an 

Explorer/Finder window for you to find and choose the item you 

want to upload. 

 

Work Offline with Drive for Desktop 

If you want to edit your files when you have no internet access, or would prefer to use your 

usual editor such as Word or Pages on a Windows PC or Mac, you need to install Google’s 

‘Drive for Desktop’ app and choose the ‘Mirror’ option when asked. This does download a 

‘local’ copy of the files to your device, and you need to ‘Save’ the file when you have finished.  

It then automatically uploads any changes the next time your device has internet access. 

 

• Download and install the app from https://www.google.com/drive/download/. 

• Follow the instructions for your device to download and install the app, being careful 

to avoid setting it to backup your entire hard drive (unless you want to!). 

• This will create a desktop icon which you can open just like File Explorer, Finder, etc. to 

navigate to and open your files. 

• Depending on your setup, you may also find that a new ‘G:’ drive appears in your File 

Explorer/Finder, alongside your other drives. This can also be used to access your files 

in the normal way. 

https://www.google.com/drive/download/
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Finished Clients Procedure 

When you end with a client, please ensure the following: 

• Use the latest Final Report template, which you can find in the Counsellors’ Area on 

the PF website pfcounselling.org.uk/counsellors/counsellor-area/. 

• On the Final Report tick the ‘Client Notes in Google Drive’ box, so that we know not to 

look for them in the filing cabinet. 

 

 
 

• Once you’ve completed the Final Report, email it to Alison. You can save the report in 

your Google Drive folder, but please remember to also email it in. 

• Leave the Client Notes document in the Google Drive folder.  We will retrieve the 

file from the folder and archive it, as we do with paper notes. 

 

https://pfcounselling.org.uk/counsellors/counsellor-area/

