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How to Log in to Google Classsroom
Open your browser and go to this website: classroom.google.com

You will see a screen like the picture below:

In the “Email or phone” box you need to
type in the following:
«Username»@orchardside.school

Then press Next

In the “Enter your password” box type in
your password which is:
«Password»
then press Next
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You may see this page next. Read the
information and then click on “Accept”.

You should now see this page. Make sure that your school login details are selected
and then press “Continue”.
If your personal email is selected, you will not be able to access the work.

Click on the “I’m a Student” icon.
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This is the next screen you should see.
This will look slightly different depending
on the year group you are in and what
browser you are using.

To find pieces of work for you to do
click on the icon “Open your work for
Year 10 Class”. This will have a
different class number depending on
the year you are in.

This page is where you can find all of your work.
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Click on one of the titles
to make it expand and
show more information.

Once you have done this
click on “View Details” to
see what work has been
set.

Each piece of work is set
differently. Some will be
an explanation of what is
wanted. Other pieces of
work will be a document
you have to read and there
will be a task to complete.
In this example you have
to click on the document
so that it opens.

The document will
open as shown. Click
on the three dots in
the corner and then
click on “Open in
new window”.

If you have a Chromebook, please search for this video on YouTube:
Video Tutorial: Managing Files on Chromebook
This will help you to find and manage your files.
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Click on “Download “. This will allow you to save a
copy of the work to your computer. This will mean
that you will be able to add your work to the
document.

Depending on the browser you are using, you may be
given a few different options. Whichever browser
you have chosen press the “Save” option and press
ok.
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If the file that you open is a PowerPoint or Word document, it may open with a
yellow bar near the top of the screen. There should be a button there called
“Enable Editing”. Click on this button. This will allow you to make changes/add
work to the file.

Once you have finished your work, you must save it so that you can send it back
to your teacher. Click on “File” and then “Save As”.
Then click on “Browse”.
(If you are using an old version of Word you may not need to do this part.)
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You can now rename your document. If the file has a name already, just add
your name at the end of the filename.
Then click “Save”.
Once you have done this always press the “Save button”
every 5 minutes
while you are working. If your computer randomly turns off or runs out of
power, you will lose your work if you do not do this.

Once you have finished your work you need to go back to Google Classroom to
send the work back to your teacher. Find where you downloaded the work
from.
Now you need to click on “Add or Create”.
Next you should click on “File”.
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Now click on “Upload” and then “Select files from your device” to find your
piece of work.

Find where your work is (You may have saved the work in your Downloads folder).
Once you have found your work, click on it and then click on “Open”.
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Once the file has finished loading, you should see the filename underneath the
“Upload” tab.
Now click on the blue “Upload” button.

You should now see that your work has been uploaded.

Now you need to “Turn in” your work so that it will be sent to your teacher.
To do this, press the “Turn in” button.
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You should now see the view to
the left.
Now click on “Turn in”.
This will then send your work to
your teacher.

If your work has been sent to
your teacher, you will see the
words “Turned in” as shown in
the picture.

To find more
work click on the
three lines.

Click on “To-do”
to find more
work.
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