
Guide for Students on Google Classroom 

Please use the following guide to support accessing Google classroom, opening work and also for how to submit 

work.  There is a video explaining the following guide as well, uploaded on the school website under Home learning / 

Google classroom. 

 

Search for Google Classroom login and then click to sign into Google Classroom 

 

Enter log in details and password 

 

Click on the class that you want to work from 

 

Click on the Classroom tab at the top to access the work for the day 

 



All the work will be show underneath the date tab (there will be a new tab for each day, which is clearly labelled 

as the day and date) 

 

Click on the assignment you want to complete and all the files will be shown.  Here I have clicked on Maths to 

open the assignment. 

 

Click on view assignment  

When you open the assignment it will look similar to below. Watch the video, which will explain the work you 

need to complete.   

 

 

 



If there is a worksheet to support the learning then click on the file to open it.  Click on Open with Google Docs to 

be able to edit the document directly. 

 

 

 

Click on download – Word and it will open the document in Microsoft Word where you can then edit and save the 

document in your Google Drive. 

 

If the sheet is a PDF then you will not be able edit it.  You can type your own work in a new word document or you 

can write your work on your own piece of paper and then photograph the work and upload it.  If you have an i-

pad then you can screen shot the worksheet and then write over the top of it, which you can then save and 

upload to the teacher. 

When you have completed the work you need to upload the file to submit your work back to the teacher. 

 

Click on Add or create and file 



 

Click on Browse to find your file 

You will see the file that you have attached.   

 

You can post a comment to your teacher in the private comments part 

Click on turn in when you are ready 

 

It shows you the files you are attaching.  Click on turn in. 

The work you have submitted will then turn grey on the classwork page so you know what you have completed.   

 



For some pieces of work you might not need to attach a file as it may be a quiz or using a website. 

 

Put a comment in the private comment box to your teacher and then press mark as done. 

Please do not just press Mark as done without putting a comment to your teacher. 

 

 

 

Additional bits of Google Classroom 

If you click on View your work it will list all the work you have been set 

 

 

 

 

 

 

 



Here you will be able to see if you have had any comments back from your teacher as it will show a speech 

bubble.  

  

Click on the assignment to see the comments 

 

You can sort your assignments into ones the are due in (Assigned), Returned (you can see what comments are 

from teacher) and missing which are overdue but you can still complete these and return them to your teacher.  

They will look at them by the end of the week.  Please do not worry if you turn an assignment in late – there is no 

penalty for not handing the work late, we appreciate that people have different circumstances and will be able to 

complete work at different times 

.  



More guidance on how to edit and re-upload a piece of work. 

If there a document you can edit to complete the work such as a powerpoint or word document then open the 

file.  

 

Click on open with google slide (google doc)  

 

 

You can then type into the powerpoint to give the information to your teacher.  It will save automatically on your 

google drive. 

 

 

 

 



When adding the document to submit this time click on add and then Google drive.  

 

All the files you have opened will appear, the most recent first.  Click on the file to upload it.  

 

 

Click on insert and it will insert your file into the assignment 

Don’t forget to add a comment to your teacher if you need to before turning your work in 

Again, don’t worry if it says you have turned your work in late – the teachers have put in a due date but it’s ok to 

submit it late, the teachers just might not get to it straight away, but will mark it by the end of the week.   


