Navigating your way around Google Classroom

When you join google classroom, it will look like this:
The CLASSWORK tab
is where all your
classwork/assignments
/material will be set.
The STREAM is our
classroom home page. It is
where your teacher will
post announcements or
notifications. It is also the
place where we will have
our class discussions.

The people tab is
where you can see who
is enrolled in our class.

Some other useful features on the home page:

These 3 lines take
you to the class menu.

is enrolled in our class.

When you click on these 3 lines, this page will come
up:
These are your classes
that you are enrolled
in. Click on this to get
back to your classes.

This is your “TO DO” list. It
tells you what assignments
is you
enrolled
have in
toour
do. class.
This will keep
you up to date with your
work.

Now let’s look at completing classwork!
Click on the classwork tab on your homepage. This is
an example of what you might see:

Click on the piece of work
you want to complete. (ONE
CLICK ONLY…NO DOUBLE
CLICKING)

Open up the piece of work:

Click on the piece of work
you want to open. (ONE
CLICK ONLY…NO DOUBLE
CLICKING)

You will see your piece of work in a window like this.
It may be a word document or a google document.

Click on the 3 dots on the
top right hand side.
Then click on
OPEN IN NEW WINDOW

When you open in a new window you will see this:

AGAIN click on the 3 dots
on the top right hand side.

This menu will appear:

Click on Download

This option will appear:

Click on save as and
save the document to
your own documents or
onto your desktop. Save
it as the activity plus
your name. For example:
Literacy Morning
Activities 8 June
Pauline Fleming

Complete the activity saving in your own documents along the way.
When you have completed the assignment. It is time to hand it in.

Handing in Assignments
 Go back into the classwork tab
 Click on the same assignment

Click on VIEW
ASSIGNMENT

This window will appear:

Click on ADD or
CREATE to add your
work

This window will appear:
Click on file

This window will appear:

Click on
SELECT FILE FROM
YOUR DEVICE

Find your work from where you have saved it. Double
click on it. This window will appear:
Your work will upload and this window will appear:

Click on UPLOAD

Your work will upload and this window will appear:

Click on Hand in!
Congratulations you
have handed in your
work on Google
Classroom!

