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Opening and Working on PDF files
Teachers will upload your work to Google Classroom. Some of your work will be uploaded as a
document file, PowerPoint file, picture file or PDF. On this guide you will be shown how to open and
write on a PDF.
Below is an example of some class work that has been set.

This file is a PDF.
The type of file is
displayed
underneath the
title of the file.
Click on the title
to open it.

When you click on the title it will open in a new window, as shown below:
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Click on the arrow
pointing down to
open up this menu.
You must now click
on the “DocHub –
PDF Sign and Edit”
option (with the
blue icon)

Once you click on the ion you will be taken to a new tab. It should look like this while it is loading:
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You will need to click
on where your
Google Classroom
login appears.

Once you have click on your login details you will see the following screens:

Click on “Allow”. This
will allow it to work
within your Google
Drive (where you will
be storing your work).
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Next, you will see this screen:

Again, click on
“Allow” button here.

You will now see the following:
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Scroll down to the blue “Allow” button – then click on it to finish the process:

Once you click Allow your work will open up. It not easy to add text to a PDF but we have found a
way:

Click on the
“A” icon (the
Add Text tool).
Your mouse
pointer will
then turn into
a cross shape.
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Click and drag to
create a box where
you would like to
type.

If you do not want
the box after you
have made it click on
the “Delete” button.
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Here you can see a
box that has been
created. An answer
has been typed inside
the box.

To move the box to
another part of the
document click and
hold this icon.

Once you have completed your work you will have to save it to your Google Drive, to allow you to
send it to your teacher. We will have to “Print” the file (I know it sounds weird. Computers can print
to paper but also printing can be used to create a new file).

Firstly, click on the Print
icon.
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Now click on the
“Change” icon.

You should now see the screen shown below:

The option “Save to
Google Drive” should
already be chosen.

Click on the blue “Save”
button to save the file to
your Google Drive.
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Once you have saved this file to your Google Drive you need to check where it is saved.

Click on the original tab,
where you opened the
work from.
If you click in the black
area the displayed file
will disappear.

Now you are back to the Classwork page click on the nine dots to bring up the different Google apps.
Then click on “Drive”.
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The file you just saved
will appear here. This will
show the last few files
that you have created.

You can also find all your
files in this section called
“Files”
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