
A guide to 

Google Classroom



Accessing Google Classroom 

Step 1

 Open your internet 
browser.

NB: Google Classroom works best on 
Google Chrome but it will work on any 
internet browser and on any device 
which allows access to an internet 
browser (i.e. smart phone, tablet, 
desktop computer, laptop, ChromeBook, 
Xbox and PlayStation).



Step 2

 Click on ‘sign in’.



Step 3

 Type in your child’s 

Google Account email 

address and click ‘Next’.

NB: The email address is case sensitive. 

(A member of staff from school will have 

been in touch with you to check you have 

your child’s Google Account details.)



Step 4

 Type in your child’s 

Google Account password 

and click ‘Next’.

NB: The password is case sensitive. 

(A member of staff from school will have 

been in touch with you to check you have 

your child’s Google Account details.)



Step 5

 Now you should see that 

you are logged into 

Google and your initial 

should appear in the top 

right corner of the page. 



Step 6

 Click on the 9 dots.



Step 7

 Scroll down until you see 

‘Classroom’. Then click 

on the ‘Classroom’ icon.



Step 8

 Click on your child’s 

Classroom to enter.



Step 9

You are now in 

the Classroom.



Finding your 

way around

Upcoming

Work which is due soon will 

appear here. Clicking on the 

work will take you to the 

assignment.



The Stream

The ‘Stream’ shows you all the 

announcements which have been 

made. This will include all 

assignments which have been 

set, both previous and current, 

as well as any further 

announcements which your 

teacher may have made. The 

‘Stream’ is visible to EVERYONE 

who has access to the Classroom 

(staff and pupils). So anything 

you write on here can be seen by 

all.

Finding your 

way around



Classwork

The ‘Classwork’ tab 

shows you all the work 

which has been set, 

both past and previous 

along with due dates. 

The work set for home 

learning will appear 

under the date the 

work is assigned.

Finding your way around



Click on the 

assignment you wish to 

open. This can be 

accessed via the 

‘classwork’ tab, the 

‘stream’, or under the 

‘upcoming’ on the 

home page.

Accessing an assignment



Details of the 

assignment will appear.

This includes the 

instructions for the 

task and a link to the 

assignment. 

Accessing an assignment

Click on ‘view assignment’.

When the assignment is 

due to be handed in 

will appear here.



Here, you can communicate privately with your class teacher. If you need 

help, you can send them a private message and only the staff in charge of 

your Google Classroom will be able to read it (unlike The Stream, which is 

visible to everyone in your classroom). 

Accessing an assignment
When the assignment is 

due to be handed in 

will appear here.



Some assignments will have a file attached. To open the file click on it here. 

Accessing an assignment



Click ‘open with Google Docs’.

Accessing an assignment



You can now type 

directly onto the 

document. 

Accessing an assignment (Every time you edit the 

document, your work 

will be automatically 

saved in to your Google 

Drive.)



Once the work has been completed, it will need to be handed in 

to the class teacher. The way that this is done will depend on the 

format of the work which is being handed in. The next few slides 

will show you how to hand in work when:

• Method 1 - The teacher has attached a Google (Doc, Form, 

Slides etc) template to the assignment

• Method 2 - The teacher has attached a Microsoft (Word 

Powerpoint etc) template to the assignment 

• Method 3 - You are attaching your own file to the assignment 

(such as your own Google Doc, Microsoft Word, Powerpoint)

• Method 4 – You are attaching a photo

Handing in an assignment



Method 1 - Handing in an assignment 
when the work assigned has been created by your 

teacher using a Google attachment

This assignment has been attached by 

the teacher as Google Doc so is a 

Google attachment.

Don’t forget 

you can add 

private 

comments to 

your teacher 

to let them 

know how you 

found the task.



Open the attachment in the usual 

way. Once the work has been 

completed, click ‘Turn in’ in the top 

right corner.

Then on the pop up window, click 

‘hand in’.

Method 1 - Handing in an assignment 
when the work assigned has been created by your 

teacher using a Google attachment



Method 2 - Handing in an assignment 
when the work assigned has been created by your 

teacher using a Microsoft attachment

This assignment has been attached by 

the teacher as Word document so is a 

Microsoft attachment.



Click on ‘add or create’.

Then click on Google Drive. 

Method 2 - Handing in an assignment 
when the work assigned has been created by your 

teacher using a Microsoft attachment



Find and select the file 

you want to hand in.

Then click ‘insert’.

Method 2 - Handing in an assignment 
when the work assigned has been created by your 

teacher using a Microsoft attachment



1. Click the blue 

‘hand in’ button.

2. Then on the pop 

up window, click 

‘hand in’. 3. Don’t forget you can add private 

comments to your teacher to let them know 

how you found the task.

Method 2 - Handing in an assignment 
when the work assigned has been created by your 

teacher using a Microsoft attachment



Method 3 - Handing in an assignment 
when you are attaching your own file

At times, you may wish to create your own document to 

complete your assignment. For example, if a template is not 

provided by your teacher, or you are asked to choose how to 

present your work.

You can create a Google file (such as Docs, Forms, Slides, Sheets) 

by clicking on ‘add or create’ when you have the assignment 

open. Google files automatically save to your Drive as you edit 

the document. Once you have finished your work using a Google 

file, you can submit it in the same way as shown in Method 1.



Method 3 - Handing in an assignment 
when you are attaching your own file

You can also create files using other software such 

as Microsoft Word, Powerpoint etc. but must be 

sure to save your work to your device as this will 

not save automatically.

Once you have finished your work using a file 

format different to Google, you can submit it to 

your teacher in the same way as shown in Method 

2. (If the file has not been saved to Google Drive, 

you will be able to locate it by either clicking ‘add 

and create’ then ‘file’. 



At times, you may wish to take a photo of 

some of your learning and send the photo in to 

show your teacher. For example, a photograph 

of your written learning, something you have 

drawn or created etc. 

To do this, when handing in your assignment, 

click on ‘add or create’, then ‘file’. 

Method 4 - Handing in an assignment 
when you are attaching a photo



Click on ‘Browse’ to locate the 

file from your device, or ‘Drive’ if 

you have previously saved it to 

your Google Drive.

Locate the file, select it and click 

‘open’. 

Method 4 - Handing in an assignment 
when you are attaching a photo



Note – if a child realises they have submitted 

their work to their teacher before finishing it, 

they can click ‘unsubmit’, edit the work and 

then hand it back in. This applies to work handed 

in in any format. 



Working on a draft

NB: don’t hand work in to your teacher until it is completed. 

If you haven’t finished a piece of work but wish to continue working on it 

at a later date, you can do so by accessing it via Google Drive or via the 

assignment.

Remember, every time you edit a document on Google Docs, your work 

saves automatically to Google Drive. 



If the draft work does not appear when you 

click on the assignment attachment

To reopen a draft, click back on 

the 9 dots in the top right 

corner. 

Then click ‘Drive’.



Working on a draft

Find and open the file 

you wish to edit.

Don’t forget to hand your work in once you have finished it (as 

previously shown).



Responding to feedback from your 

teacher
After you have handed your work in, 

your teacher will review it and 

provide feedback. You will want to 

read your teacher’s comments and at 

times, you may need to respond to 

some of the feedback (just like in 

school).

On the ‘classwork’ tab, click on a past 

assignment to see if your teacher has 

reviewed your work yet. If they have, 

it will say ‘returned’ in the top right 

corner.



Responding to feedback from your 

teacher
To see your teacher’s comments, click 

‘view assignment’.



Responding to feedback from your 

teacher

The teacher may have private messaged you with 

some feedback. In this example, the teacher has 

given a ‘Next Step’ using ‘N’ (just like in school). 

The next step here says to check comments. To 

view the comments, click on the attachment.



Responding to feedback from your 

teacher

Any highlighted work has a comment attached to it. 

Comments appear down the right hand side of the page. 

Here, the teacher has used the school’s usual marking 

code to provide feedback about spellings and punctuation. 

(sp = spelling error, p = punctuation error)



Responding to feedback from your 

teacher

Edit the work as necessary to respond to the feedback. 

Then click the blue tick next to each comment to show 

your teacher that you have corrected the errors (mark 

as resolved).  



Responding to feedback from your 

teacher

You must then send your work back to 

your teacher so that they can see how you 

have improved you work. To do this, click 

on ‘Turn in’ and then on the pop up 

window, click ‘Hand in’. 



How to join a Google Meet

At the time of your 

arranged meeting, click 

on the Meet Link at the 

top left of your Google 

Classroom Stream.

This link will only be 

visible at the time the 

meeting has been 

arranged for and will 

change each day so 

cannot be copied and 

pasted.



Accessing Google Classroom 

via a games console

Access the internet browser on 

the Xbox or PlayStation and log 

in as usual.

This is easier with a keyboard 

plugged into the USB port, but 

not essential. 


