
Google classroom (GC) : all will 
be revealed

A “how to” guide for Google classroom



Welcome to Google classroom This will be the first thing you see 
once you log on. You will see your 
classes (your classes will of course 

be different to mine)
let’s not look at 
“To do” for the 

moment



1. Click on a particular class. This is what your screen on 
GC looks like (not with the class name but similar look) 



2. Stream :where is it and why do I need to know

1st of all : 
Your teacher might post 
important messages on 

here

This is the 
stream page



3. Stream : it shows you the Google live meet link 

Which you can 
see here

You will not be able 
to see this link – this 
is the teacher view 
and the line means 
they have not made 

it visible.

When your teacher lets you 
know that they will have a 

live session at a certain time, 
The link will display. 



4. How do I know I am going to get a Google 
meet live session?

Once your teacher 
has set up the link 
for you to see, you 

will receive a 
message in your 
Gmail account!

You can of course also go to the main page again (see  
previous slide and look there for the link



5. What do I do with the message in Gmail?

Click 
on 

open

You will now 
see this 
appear



6. What is Gmail? Do I need it? YES !!!
Click 
on 9 
dots



8. Where is Google mail? Part 2

Hover over 
the 9 dots 
and it says: 

Google apps



9. Where is Google mail? Part 3

Click on 9 
dots and you 
will see this : 



9a) What does Gmail look like?
It looks like this  but you might have 
quite a few more emails/ replies to 
private comment etc.  in your inbox



10. Where is Google classwork?
Click on this to get to the 
Google classwork  page



11. What can I see when I click on classwork ?
This is an example of what 

you can see

Here are some tasks 
Miss Suddick set me

Here are the 
date and 

sometimes 
times when 
they are due



12. What happens if I miss the deadline? You must 
still complete your tasks. It is NEVER too late 

Here are 
some tasks 

Miss Suddick 
set me. 
I didn’t 

complete any 
and have now 
received a C1 

for missing 
work

Click 
on 

view 
your 
work

This is what 
you see 

when you 
click on 

“view  your 
work”

You can now 
see missed 

deadlines and 
also tasks 
without a 
deadline



13. What happens when there is no deadline?

These tasks  
say 

“assigned”

These tasks also say 
“no due date”



14. What about uploading work

Usually your teacher will ask you to complete the work in your exercise 
book or on paper. This is much better than doing it on a google doc.

Why? Writing things down physically helps your brain to remember 
better and the more you do so, the better is gets.

Some of you may prefer to work on a document and your teacher may 
also ask you to do this as an alternative to paper. 

Look at the next few slides to show you how easy it is to upload your 
work.



15.How do I upload and submit work? part 1 
1) This will automatically be 

on your screen. 
Click on +Add or create

2. This drop 
down box 

will turn up 
next. 

3. Click on 
Google 
Drive



16.How do I upload and submit work? part 2 

5. Finally look for the 
picture you took on 
your phone  (which 
you need to send to 

your own email 
account and upload 

onto your 
computer/laptop)

4. Click on 
upload and 

then click on 
browse

Tip: after step 
5,

click on the 
correct photo, 
click on open 



17.How do I submit work? part 3 

5. Finally look for the 
picture you took on 
your phone  (which 
you need to send to 

your own email 
account and upload 

onto your 
computer/laptop)

3. Click on 
Google 
Drive

4. Click on 
upload and 
then click 
on browse

Tip: after step 5,
click on the correct photo, click on open 

and it will upload to your work (See 
below) now click on hand in. 



18 a) Can I use my phone to take picture, upload 
the work and submit the work ? YES (Part 1) 

Click on upload and then 
on browse

Click on add Click on Google browse Take a picture



18 b) (Part 2) 

Upload the picture 

Double check it is the 
correct task you are 

attaching

You now have proof that you 
have uploaded and attached 

a picture of your work.  = 
happy teacher, happy 

student, happy parents
Click on hand in



19.How do I complete a quiz and submit it? 

1) Complete the quiz

2. Click on 
Submit

Click on 
this too!

3. You can 
now click 
on view 

score

4. Finally have a 
look at the quiz 
by clicking on 

open assignment 
and see where 
you might have 

gone wrong



20.How do I have proof that I have sent the quiz?

When you 
click on the 
email, this 
is what you 

will see.

Have a look at 
your email 
account. It 

should show 
you this!


