
Introduction

Logging in Education Apps Google Drive Creating Documents
Google Classroom - completing and submitting work Accessing Live lessons



• SMHW will cease to be used by the College as of 31/10/20
• All home learning will be set on Google Classroom



Laptop or Phone?

• Expectation that all pupils have exclusive access 
to a computer/laptop/Chromebook

• Better visibility for online lessons (larger screens)
• Easier to complete and submit assignments
• Easier to navigate through resources on Google 

Drive

• Google Education Apps free to download (Drive, 
Classroom etc..)

• Excellent for notifications
• Easy and quick to photograph and upload written 

work to Google Classroom



To log in navigate in your 
internet browser to the 
Google homepage and 

click on the Sign In button 
in the top right hand 
corner of the page



You will then be asked to enter your Google 
username and password. If you have your own 

personal Google account you will need to log out –
only your College account will access the online 

learning resources



You will return to the Google homepage 
but you will notice the initial from your 
forename will appear in the top right to 

indicate you have logged in

To access the various apps you will 
need to click on the waffle to reveal 

the Apps menu



Classroom
This is where teachers set 

work for pupils to complete 
and deliver live lessons

Docs
This is the Google version of 

Word

Slides
This the Google version of 

PowerPoint

Sheets
This is the Google version of 

Excel

Drive
This is the online storage 

which contains a resource 
library for pupils and their 

own personal drive to store 
documents

The Apps Menu



overview of Google’s online storage



My Drive is the personal drive space for pupils 
where they can store their documents

Shared Drives is where pupils can find the 
school’s Central Resource Library

From the Apps menu select Drive



The Library is organised by 
year group then by subject

and then by topic folderSelect Shared Drive to 
bring up the link to the 

Central Resource Library



overview of Google Docs, Sheets and Slides



Google Docs is the Google version of Word and 
should be used for any typed task submission. It has 

many of the formatting features of Word

You can enter your 
filename here

You do not need to save any document as Google 
autosaves all the work you do. To close the document 

simply close Chrome tab



You can download your Google Doc in a variety of 
formats including Word and PDF by going to File –

Download.



Google Slides is the Google version of PowerPoint and 
should be used for any presentation type submission. 
It has many of the formatting features of PowerPoint



You can download your Google Doc in a variety of 
formats including PowerPoint and PDF by going to 

File – Download.



Google Sheets is the Google version of Excel and has 
many of the features of Excel



Accessing the 
work set by your 

teachers



Click the waffle icon to access the 
Apps Menu and then select 

Classroom



The To Do button will show a 
summary of tasks to be completed

This is the Google Classroom Homepage with the 
individual subject Classrooms displayed below



The To Do page splits the assignments between those that need to be completed (Assigned), 
those that are overdue (Missing) and those that have been completed (Done)



The To Do page splits the assignments between those that need to be completed (Assigned), 
those that are overdue (Missing) and those that have been completed (Done)



You can also access the assignment calendar from the 
Classroom Homepage. This will list all the assignments 

across all subjects that you have been set



Navigating around 
the different 
classrooms



You have a Classroom for every subject you study, 
including one for your tutor group



The Classroom opens by default to the  
Stream page. This will show recent 
activity such as assignments set by 
your teacher and any posts by your 
teacher or pupils. You can submit a 

comment here as well.

To view work set by 
your teacher click on 

Classwork



The Classwork tab lists all the assignments set by the 
teacher and when they are due

To see what the instructions are and what resources have 
been given just click on the assignment title



A preview of the instructions and additional 
resources are displayed

To complete the assignment click View assignment



With this task, the instructions ask you to complete the work in their exercise 
book and upload a picture of your work in the ‘Your work’ section



To upload work click Add or Create

You have several options:

Google Drive – use to access a file in your My Drive
Link – use this to add a hyperlink

File – use this to upload a file from your computer

OR

You can create a new Google Doc, Slide etc.. to complete 
your work in



The File link will open up a window into which you can drag a 
drop a file from your computer

The Google Drive link will open a window to your Google 
based files



If you select to Create a new Google Doc, this will 
automatically open for you.



When you have finished your work click on Turn In



Your file will now appear in the Your Work 
section

Now click Hand In

You can unsubmit your work if you wish to make changes 
to the work you are handing in/want to add another file

You will be asked to confirm your decision



In this assignment, the teacher has attached resources for you to use 
and an answer sheet for you to submit your answers in



Accessing Live Lessons with Google Meet



Online lessons will occur during the 
same period as your normal lesson. 

The online version of the lesson will last 
40 minutes so will start 5 minutes later 
than your school-based lesson. 

For example, if you are due to have a 
lesson at 9.25am, the live lesson will 
start at 9:30am.

From the Google Classroom homepage, 
select the class with which you will be 
having the live lesson



You can only join the meeting if the teacher is present, if not this message will appear

Your teacher will the Google Meet link visible just before the beginning of the lesson



Once the teacher is present you will access the 

joining page

Please ensure tour camera and microphone are 

muted (click on the two icons and ensure that they 

are RED). 

Then press Join Now to access the lesson

The teacher will take the register and ask 
you to unmute yourself to say your name, 
then mute yourself. 

The lesson will then proceed.



Once the lesson has ended you must leave 
the Meet

To do this simply close the Chrome tab at 
the top of your screen



Using my phone 
or tablet



• Google Education Apps free to download (Drive, Classroom etc..) from all online app stores
• Excellent for notifications
• Easy and quick to photograph and upload written work to Google Classroom



Parents: Keeping track of your son’s work



• Download the Google Classroom app to your phone
• You can also get email summaries about your son’s activity in Classroom. 

These include:
• Missing work—Work not turned in when the summary was sent.
• Upcoming work—Work that’s due today and tomorrow (for daily emails) or that’s 

due in the upcoming week (for weekly emails).
• Class activities—Announcements, assignments, and questions recently posted by 

teachers.

• The school will send you the email invitation

Google Guardians




