
HOW TO ACCESS AND USE 

GOOGLE CLASSROOM 



STEP 1: Go to classroom.google.com and click ‘Go to Classroom’. You can also download the 

app for a tablet/phone device. 

STEP 2: Click on the Google Classroom App STEP 3: If there is a welcome message, read it and 

click ‘Accept’ 

Your child’s login details were 

stuck in the inside cover of 

their Reading Diary 

http://www.classroom.google.com/


STEP 4: Click ‘I’m a student’  Click ‘Get Started’   Click ‘Join’ 

Now you are signed in and you are part of the Classroom! Each time that you log in on a device, you will be 

able to go straight to Classroom classroom.google.com. If you already have a gmail account/s, be sure to 

sign in to Google Classroom with the correct account (@southmead.me.uk).  



STEP 4: You are now in the Portal 

STEP 5: this is like a social media stream.  Assignments as well as comments/ conversations will appear here 

in chronological order.. 

STEP 6: Click on the classwork tab to see what work you have been set by your teacher. This is the 

most important part of Google Classrooms to access the work 

Now click on 

the link to 

access your set 

tasks. 

This is the link 

for live lessons 



Features of Google Classroom 

Click on view assignment to see what instructions your teacher has set. 



Click on the document and by doing so you will be given your own copy of it that only you can edit. 



Begin typing. Google saves your work automatically so you don’t need to worry about 

pressing save! 

 

When you are satisfied that you have completed an assignment to the best of your 

ability click on TURN IN. 



You will be prompted after clicking TURN IN to a message that makes you confirm you want to hand it in.  



The Private Comment box is a way to ask your teacher a question that only your teacher will see. Your teacher 

will receive an email notification with your question. They can respond to that question and again you will 

receive an email with their response. 



Here is an example of a Private 

Comment that could be used. Please 

remember to use this wisely. Don’t use 

it to say you have completed the work. 

Your teacher doesn’t need to know that 

they will be able to see that on their 

account. 



Within the classwork 

tab you can click on 

view your work. 

Here you can see 

what assignments 

you have been set. 

You can see if your 

assignments has 

been marked. You 

can also see if you 

still owe an 

assignment.  



When you click on 

returned with 

grade you can see 

the feedback from 

your teacher. You 

may be directed to 

make 

amendments and 

resubmit. 



By clicking on the 

Google Calendar you 

will be able to see 

assignment start and  

due dates. 



By clicking on the 

Class Drive Folder you 

will be able to keep all 

your work in a safe 

place that only you can 

add to. 

Here is the assignment you have been working on. 

You could upload any resources e.g Knowledge 

Organiser you used to help you. This could be used 

as revision too in the future. 



Your Google calendar will give you an 

overview of all the assignments you have 

been set and the due dates for all the 

classes you are enrolled in. 



There is a tab called 

To Do, which will 

show you what 

assignments are to 

be completed. 



There is a tab called 

done, which shows 

you all the work you 

have already 

completed. 



The best way to find a shortcut to any resources or organization of your classroom is through the Google 

Classroom Home Screen. 



Click on the shortcut to view your 

work. When is it due in. Have your 

received a grade or feedback. 



Click on the Classroom Folder. Here you can find the document 

you have been working on. You may want to also put in here any 

resources you find that may help you. 



Downloading a Word document 

(In the event a file has been shared 

with you as a Word Document). 

STEP 1: If you are trying to access 

A word doc that a teacher wants 

you to edit as your own to become 

a Google Doc. Then click on the 

three dots in the top right corner.  

STEP 2: Now click on Open in new 

window.  

STEP 3: Click on the download 

button. 

STEP 4: Click on to open as 

Google Doc. This is now a doc that 

can be edited. 


