
Google Classroom Hints and Tips 

For extra help: https://support.google.com/?hl=en 

How to hand in work on Google Classroom 

Press; 

1. Classwork 

2. Then view assignment. 

3. Click add or create. 

4. Choose Google drive. 

5. Look for the work you have done. 

6. Add (blue at the bottom). 

7. Then X on the plain template. 

8. Then click hand in. 

When setting work for children to complete online 

1. Make a copy for each student = allows independent work 

2. Student can edit work = allows for collaborative work. 

General tips: 

 Make sure you don’t click sync details 

 When opening work, children need to open the document in Google Docs or Google Slides 
or whatever you are using. 

 If using a laptop children should always sign in as themselves to the network this means that 
the network will save their settings and it doesn’t matter who used the computer before. If a 
child doesn’t know their individual login make a note and send to Richard who will issue new 
login details for that child. They should not be logging in as Year 6 Year 6 for example. 

 Don’t sign into google account as this won’t let you access the classroom, it needs to be the 
gmail that you sign in to. 

Ipads 

 When opening up the ipad open up Google Docs this will run in the background and should 
stop the children needing to open up Google Docs. 

 Double tap on the home button to show which windows are open. Swipe up the screen to 
close the windows (this helps when logging into Google Classroom to stop Google accessing 
previous users’ details.) 

 To open an incognito screen you need to hold down the windows icon at the top right of the 
screen               then choose private tab and this will open a new screen that won’t save your 
details. 

 An issue we had was that even when children had sgined out of their gmail account when 
another child tried to open a document from classrooms to work on then it would open the 
drive of the first person who ever signed into gmail on that device. The easiest way to be 
able to access your own documents is to remove the previous accounts. So when you click 
sign in to gmail a box will appear with a list of accounts that have previously signed in. At the 
bottom of this box is a section that says remove account. Keep removing the accounts until 
none are left then sign in. 

https://support.google.com/?hl=en

