
Google classroom guide



Once you have logged in, click on the 
classroom you want to view.

Make sure you 
click on the name 
of the class.

You may need to 
join the class if you 
haven’t.



If you can’t see any classes, you are using 
the wrong account.

Click here to 
change the account



You can select the correct account, or add 
another.

Select your 
@wpsapps.org

account from the list

Or click here to add your 
@wpsapps.org account



Class stream – here you can see all the 
recent updates to the class.

Click here to see a list 
of your work and 
when it is due.

The list of 
assignments and 
updates from your 
teacher.

You can always click 
on the name of 
classroom to get back 
to this page.

Open the menu to see 
your list of classes



Classwork – here you can find all your 
assignments organised into topics.



Getting to assignment view.

Click on view 
assignment to see the 
full assignment view 
which gives more 
information and 
options.



Assignment view

Instructions

If you need to add a 
new document or 
picture, click here.

Links and documents 
here are for you to 
open and look at.

If you need to speak 
to your teacher, you 
can comment here.

When you have 
finished, click 
here to hand 
your work in.

Any documents over 
here are ones you can 
open and edit.





Assignments with attached and editable 
documents

• Open the attached document.
• Complete the work in the document
• Close the open document (any Google document will automatically save)
• Click Turn in



Quiz assignments

• Open the attached quiz
• Answer the questions
• Click Submit at the bottom. This should turn the work in for you.



Assignments you need to add your own 
work to.

• Click on + Add or create
• You can create a new document to complete your work OR upload a file from your computer
• Click Turn in when you have finished



Remember to check that you’ve turned in 
your work when you’ve finished.

Turned in Not turned in

Well done, you’ve turned in your work.

(If you need to add or edit your work, you can 
Unsubmit it. Make sure you turn it back in when 
you’ve finished.

You still need to turn in your work so your teacher 
knows you’ve finished. Make sure you’ve done 
everything you need to and click the button.


