Accessing Google Classroom
1. Open your web browser and go to gmail.com
2. Type in your student email address.
3. Click “Next,” then type in your password. Click “Next” and it will log you in to your email account.
4. To access Google Classroom, click on the group of 9 dots in the upper right hand corner, then click on the
“Classroom” icon.

5. This will open a new tab and show all the classrooms you are a part of.

6. Click on the Classroom you want to see the work or announcements for. This will bring you to the home page
for this Classroom.

7. The home page will show you the STREAM of announcements and assignments your teacher has posted. You
can scroll to see all of the information. Some teachers will allow you to comment on posts, but others will not.
On the left side, you can see due dates that are coming up. To see all due dates, click “View All.” This will take
you to a page that lists all assignments with their due dates:

8. To return to the Classroom home pages, click your browser’s “back” button.

Viewing Assignments on Google Classroom
1. On your Classroom’s home page, click the tab that says “Classwork.”

2. On this page, you will be able to see all the assignments your teacher has in your Classroom. To view details
about an assignment, click on the name of the assignment, then click “View Assignment.”

3. This page has all the details you will need for your assignment.
# of points
assignment
is worth

Due Date

Assignment instructions
Assignment materials or examples

Rubric

Expand rubric

4. By expanding the rubric, you can see the criteria your teacher has set for grading your assignment. Not every
assignment will have a rubric.

Turning in Assignments on Google Classroom
1. Different types of assignments will have different ways of turning them in. Here are 4 of the ways to turn in an
assignment.

Turning in a Material from Google Drive
1. To turn in something you have created through Google Docs or Slides (such as an essay), click on the “Add or
Create” button under the “Your Work” section on the right side of the screen.

2. To upload a document you have already created, click “Google Drive.” DO NOT click “Create New Doc.”

3. Find the document you want to upload. If you recently edited it, you can easily find it under the “Recent” tab.
Otherwise, click on “My Drive” to find what you need. Once you find what you want to turn in, click on it, then
click “Add.”

4. If you have multiple files to add to your assignment, you can continue to add files until you are finished. Once
you have everything you need, click the “Turn In” button, and you are done.

Turning in a “Question” Assignment
1. Some assignments don’t need you to upload anything. All you need to do is answer the question right there
on the assignment page. To do this, find the “My Work” box on the right side of the page. Notice there is no
“Add or Create” button this time, but there is a place for you to type in an answer. Type your answer, then click
“Turn In.”

Turning in a “Quiz” Assignment
1. Your teacher might have you complete a quiz through Google Forms. To do so, access the quiz from your list of
assignments in the “Classwork” tab.
2. For this quiz, you do not need to “Add or Create” anything. Instead, click on the Form linked in the assignment
description.

1. The Form will open in another tab.
2. Complete the quiz. When you are finished, you can have a copy of your answers sent to you by clicking the
little “switch” at the bottom. Then, click “Submit.”

3. You can view your score (if your teacher included an answer key) or go back and view the assignment. The
quiz will automatically be turned in for you. If you notice a problem with the answer key, be sure to email your
teacher. They can override the quiz grade if they see you had the correct answer, but the quiz accidentally
marked it wrong.

Turning in a “Print and Complete” Assignment
1. Some teachers may want you to print an assignment to complete and upload a picture of the completed
assignment. First, go to the details of the assignment. If the teacher wants it printed, completed, and returned,
they should say so in the instructions for the assignment.

2. Click on the attached document and print it. In this case, it is a PDF of a math worksheet.
3. Complete the assignment, then take a picture of your completed work. Make sure your work and answers are
clear and easy to read in your picture. You can take a picture with a smart phone, tablet, or regular camera.
Upload this picture to your computer (you can also email it to yourself if using a smart phone or tablet).
4. To turn in the pictures of your completed assignment, click on “Add or Create” in the “Your Work” box on the
right side of the screen. Then click “File.”

5. The box that pops up will prompt you to upload a file from your computer. Click on “Select files from your
device.”

6. Find the file you want to upload, then click “Open.”

7. If you need to add more than one picture, you can do so now by clicking “Add more files.” Otherwise, click
“Upload.”

8. Once all your files have uploaded, you can click “Turn in,” and you are finished.

Turning in an Online Worksheet
1. Some teachers may want you to fill out a worksheet they have created in Google Docs and turn it in. To do
this, click on the assignment and go to the assignment’s information page.
2. Notice there will already be something uploaded in the “Your Work” section. Your teacher has already made a
copy of the worksheet for you and it has automatically been added. All you have to do is click on the document
to open it in Google Docs and make changes.

3. Once you are happy with your answers, you can turn it in right from the Google Docs page.

4. Clicking this button will take you back to the assignment’s information page. Confirm your turn in, and the
assignment is finished.

Checking Grades on Google Classroom
1. You can see which assignments you have completed by checking the main “Classwork” page. Items that have a
gray icon next to them have been turned in. Items with a blue icon next to them have not been turned in yet.

Incomplete

Complete

2. To view your grade for an assignment, click on the name of the assignment that you have turned in. If your
teacher has graded it, it will say “Graded” in the upper right hand corner of the assignment details. Click “View
Assignment” to see more information about your grade.

3. On this page, you can see the points you received, the level of the rubric you met (if a rubric was attached to
the assignment), and comments left by your teacher about the assignment.

Points Received

Teacher Comments

Rubric Level

4. If you turned in something from Docs or Slides, your teacher may have left comments and edits on the
document you turned in. To see these, click on your document under “Your Work.”

5. Your teachers comments will appear on the side. The section they are commenting on will be highlighted. If
they made an edit, it will show up in red in your work. You can accept or reject suggestions by clicking on the
check mark or x in the box on the right side.

Indicates comment

Suggested Edit

Accept or Reject
Suggestion

6. If you have a question about your grade, email your teacher.

