How to find your assignments on Google Classroom:
The easiest way to use all the functions of Google Classroom is on a computer or laptop.
1. Open the internet browser and type in: classroom.google.com

2. Log in to Google Classroom using the login details your teacher has given you. This will be your school email
address and a password.

firstname.lastname@park.newham.sch.uk

3. You will then see your year group classroom. Click on this.

4. You will mainly use the ‘Stream’ and the ‘Classwork’ sections of Google Classroom. The stream allows you to
leave comments for your teachers and classmates to see. You will also be able to read messages and updates
from others here too. If you want to say something or ask a question, write it here. Remember all comments
should be learning-related and appropriate.

5. In the ‘Classwork’ section you will see all the assignments that your teachers have created for you to
complete. It will be separated by days of the week - you will find all the online lessons listed for that day. You
can find previous learning down the left-hand side.

6. Click on the assignment you wish to open and then click on the thumbnail to open it.

How to find your to-do list:
Google Classroom also creates a to-do list for you so that you can see all the assignments that you need to complete
in the near future.
1. Click on the 3 horizontal lines in the top left-hand corner.

2. Click on ‘To do’.

3. Here you can see all the work you’ve been assigned, you haven’t yet completed and any assignments you
have already submitted. You can also see their due dates on the right-hand side. For example, these 3
assignments need to be completed and submitted by Saturday morning at 5.59am!

You can then click on these assignments, complete them and submit them using the instructions below.

How to submit an assignment on Google Classroom:
It is important that you submit your finished learning on Google Classroom so that your teachers can review it and
give you feedback.
1. Click on ‘View assignment’.

2. Next, click on ‘+ Add or create’.

3. There are different ways you can submit your learning.
1. You can upload a photo of something you have written,
drawn or made. Simply take a photo and then save it on
your device. Upload it onto Google Classroom by clicking
on ‘File’.

2. You can create a new document, presentation or
spreadsheet by clicking on the relevant icon here.

4. Click on the thumbnail of your new document to edit and complete it:

Mrs Light

5. Once you have finished your assignment and are happy with it, then click ‘Hand in’.

Mrs Light

6. You can now see that your assignment has been handed in. You can also write a private comment about the
assignment for your teacher if you wish to.

Mrs Light

How to view your teachers’ comments:
Your teachers can review your learning, comment and return it to you. You will receive a notification when a piece of
learning is returned.
1. Click on ‘View your work’.

2. Click on ‘Returned’ to see assignments your teachers have marked and returned to you.

3. Click on the task to view your teacher’s feedback.

Mrs Light

Ms Parsons

How to create a copy of a document your teacher has created:
Sometimes it might be helpful to make a copy of the document your teacher has created so that you can edit it for
your home assignment, like in this example:

1. Click on ‘File’ and then ‘Make a copy’.

2. Give the document a sensible name that you and your teacher will recognise. This document will then be
saved in your Google Drive.

3. Complete the assignment. Google Docs will save it automatically.

4. You can then submit your completed document for your teacher to see. Click on ‘+ Add or create’ and then
‘Google Drive’.

5. Find and click on the document you wish to submit.

6. And then click ‘Hand in’, just as shown before!
Videos
Some lessons will be uploaded as videos. It is important you watch these carefully. You can watch them as many
times as you want to.

How to complete a Google Form:
Sometimes teachers may create a quiz for you to complete on Google Forms.
1. As always, click on the thumbnail to open it.

2. Read and answer each question. Once finished, click ‘Submit’.

Not on a laptop or computer?
If you are accessing Google Classroom on an iPad, phone or tablet, you will need to download the following apps to
be able to access all the content your teachers post:

How to log on to your Google Drive
You may also sometimes need to access files saved on Google Drive.
1. Click on the waffle in the top right-hand corner and then click on ‘Drive’.

2. It will take you to ‘My Drive’ where you can find your most-recent documents and anything you have saved.
You can also then access the ‘Pupil Drive’ where your teachers may have saved documents you need to find.
To find the ‘Pupil Drive’, click on ‘Shared Drives’ on the left-hand side.

3. Click on ‘Pupils’.

4. You will then see a range of folders. Click on your year group to find the files you’re looking for.

Step 1: On google search engine, type in Google Meet download or click the link below.
https://meet.google.com/

Step 2: Then download ‘Google Meet Grid View’ so that you can see all your friends at the
same time.
https://chrome.google.com/webstore/detail/google-meet-grid-view/bjkegbgpfgpikgkfidhcihhiflbjgfi
c

Step 3: Log on to google classroom, find the waffle again. You will see the ‘Google Meet’ icon.
Click it!

Step 4: Click ‘Join now’ at the given date and time suggested by your teacher.
You can click to switch the camera on and the mic using the small icons at the bottom.
Sometimes we might even send you a special code to join.

Step 5: Click grid at the top of page so that you can see everyone in the meeting.

