Logging onto Google Classroom:
You can access Google Classroom through My-School or by searching it through a browser. Since you
will be accessing it on a regular basis you should bookmark the site for later. You can do this by
clicking on the star in your search bar. Bookmarking will allow for easier and faster access.

Click on the star to
bookmark the classroom.

Please note that Google
Classroom works best when
using Google Chrome as
your internet browser.

When you open the Google Classroom application you need to sign in with your c2k email (not your
own Gmail). If you cannot access a class using the code, you may not be on the correct Google
account.
If there are more
than one Google
accounts saved on a
computer, you can
switch to the correct
account by pressing
on this button at the
top right-hand side
of the internet
browser.

Once you have logged into Google Classroom it will be empty, like the picture above. You can join or
create a new class by clicking on the ‘+’. You can only join a class if the teacher has given you
permission in the form of a unique classroom code or through an email request. If you have a code,
you can enter it by pressing on the ‘+’.
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Again, if you are having trouble accessing a class it may be that you are not on the correct google
account or you are not using your c2k email.

Layout of the classroom
When you have joined classes, they will appear on your homepage as shown below. You can also
rearrange your classes by clicking holding down your mouse. Then drag them into the correct order.

Each Google Classroom has three main sections to it.


The Stream is the homepage of the classroom. It works as a feed, where the newest
comments appear at the top of the page and the oldest at the bottom. Anyone who has
access to the classroom can comment on this section. Teachers can also post work here. The
stream is public so anything you post can be seen by everyone in the classroom. Teachers
can also delete comments or stop pupils from commenting.
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The three main
sections are:
Stream
Classwork
People



Classwork is where your teachers can upload work, documents, pictures etc. They can also
create assignments, quizzes, questions and material. Work can also be put into topics. You
will be able to see all the work that has been set and when it is due.

Topics are listed along the
left hand side for quick
access to specific
resources or assignments.

You can also see when
assignments or work for a
particular topic is due to
be submitted.

Uploading your work to Google Classroom
To upload your work for a particular assignment, click on the assignment title which in this case is
‘Nets of Shapes’.
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Uploading your work to Google Classroom (continued)
This will expand the assignment so you can see more detail. In order to upload your work for the
assignment, you first need to click on ‘View Assignment’.

Click on ‘View
assignment’ to
access all the
materials posted
by your teacher
and to allow you
to upload your
work.

This will open the following page:

Your teacher may have left
instructions for you to
complete the set task
along with resources to
help you complete it which
can be viewed as
attachments here.

If you have a question about the task you can add
a ‘class comment’ but be aware that all members
of the class can see what you write here.
Alternatively you can send your teacher(s) a
‘Private Comment’. Any messages sent by private
comment can only be seen by you and your
teacher(s) on the Google classroom, no one else
can view these.

The panel titled
‘Your work’ on the
right hand side is
where you can
upload your
completed work for
the set assignment.
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Uploading your work to Google Classroom (continued)

When you click on ‘+ Add or create’ you will be
given the options shown on the left to upload
work.
If you have already completed your work on
any of the Microsoft Office applications (e.g.
word, power point, excel etc.) then you can
click on ‘File’ and this will allow you to select
and upload files from your computer or Google
drive.
This option can also be used if you are
uploading a saved image of your work if you
have completed it in your workbook or a file
page.

Multiple documents can be uploaded at the
same time (e.g. if you have pictures of more
than one page) by clicking on the ‘+Add or
create’ button.

Once you have uploaded all of your documents
for the assignment click ‘Hand in’*.

Once you have clicked on this you will be
asked to double-check your attachments and
confirm your submission.

*MAKE SURE YOU HAVE ATTACHED YOUR WORK BEFORE YOU CLICK ‘HAND IN’
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Re-submitting work on Google Classroom

If you have forgotten to attach your file,
forgotten to add an additional page or have
accidentally submitted the wrong file to Google
Classroom you can go back to this page and
click ‘Unsubmit’.

By unsubmitting your work, you can then
change or add to the files you originally
uploaded but you must remember to resubmit when you have corrected your work.

Parent(s)/Guardians - Checking what work has been set for all subjects:
The best way to check what work has been set or what must be reviewed is by clicking on the ‘To
Do’ button on the Google Classroom homepage.

Click on the three horizontal lines

Then click on ‘To Do’
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All the work that has been set will appear in this section. You will be able to see what work students
still need to do (organised in chronological order) and what work has been done by using the filters
at the top. This is an easy way for pupils to see an overview of all their subjects.

This list can also be filtered
to look at specific subjects
by clicking on ‘All classes’
and selecting the subject
from a drop down menu.

This list also shows work
that is missing. On the
‘done’ tab you can see
whether the work was done
on time, before the
deadline, or submitted late.

Best way for Parent(s)/Guardians to view set tasks and status of assignments for individual
subjects
The best way to check what work has been set or what must be reviewed for each subject is by
clicking on the ‘View your work’ button on the Classwork tab of the subject’s Google Classroom.
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This will bring up a list of assignments so that you, and your parent(s)/guardian(s) can keep track of
your work.

You can filter tasks based
on whether it has been
assigned, returned with a
grade or missing on the
left hand side.

The number of attachments
submitted with the assignment
can be viewed beside the
assignment title as well as the due
date for the tasks.

The status of the task is
also shown. You can see
whether it has been
assigned, handed in,
handed in late or missing

Other ways to keep on top of your work
If a teacher has set an assignment, it will also appear on the front of the class with the date that it
needs to be completed by. This is very useful for pupils to keep track of their work.
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