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How a teacher can access Google Classroom on a 
Laptop/PC

This video will demonstrate how a teacher or 
pupil can;

• Find GLOW

• Sign into GLOW

• Bookmark GLOW to their web browser

• Save their username and password in their 
browser for more efficient logging in

• Add Google Classroom, Google Drive to 
their Launch Pad within Glow
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Click here for link to the 
“How To” video

https://drive.google.com/open?id=1-8W8-PSQtAa6n193MnCSqNAZcn2uEm9-
https://drive.google.com/open?id=1-8W8-PSQtAa6n193MnCSqNAZcn2uEm9-
https://drive.google.com/open?id=1-8W8-PSQtAa6n193MnCSqNAZcn2uEm9-


How a teacher can setup a basic Google Classroom on a 
Laptop/PC

• This video will demonstrate how a 
teacher can;

• Create a Google Classroom

• Give it a name

• Locate the class code

• Choose a theme

• Add pupils and teachers via email 
invitation 5

Click here for link to the 
“How To” video

https://drive.google.com/open?id=1Ks7VRZZIX94aSsMkcpnOGU-IBNe_XBqa
https://drive.google.com/open?id=1Ks7VRZZIX94aSsMkcpnOGU-IBNe_XBqa


How a teacher can post in multiple Google Classrooms 
at once on a Laptop/PC

• This video will demonstrate how a 
teacher can;

• Create an assignment, announcement or 
other post

• Send it to more than one class at a time
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Click here for link to the 
“How To” video

https://drive.google.com/open?id=1z2Ve3MP2aZJ8TbdF4OwfwJytVekR324x
https://drive.google.com/open?id=1z2Ve3MP2aZJ8TbdF4OwfwJytVekR324x
https://drive.google.com/open?id=1z2Ve3MP2aZJ8TbdF4OwfwJytVekR324x


How a teacher can schedule an announcement or 
assignment in Google Classroom on a Laptop/PC

• This video will demonstrate how a 
teacher can;

• Create an assignment, announcement or 
other post

• Set it to post by itself at a time of your 
choosing
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Click here for link to the 
“How To” video

https://drive.google.com/open?id=1g-ZVoXR8OICgl2Fg_JAdVgjCNe2umICl
https://drive.google.com/open?id=1g-ZVoXR8OICgl2Fg_JAdVgjCNe2umICl
https://drive.google.com/open?id=1g-ZVoXR8OICgl2Fg_JAdVgjCNe2umICl
https://drive.google.com/open?id=1g-ZVoXR8OICgl2Fg_JAdVgjCNe2umICl


How a teacher can access/create a shared drive and 
add files to a shared drive on a Laptop/PC

• This video will demonstrate how a 
teacher can;

• Find the Shared Drive section within 
Google Drive

• Create/access an existing Shared Drive

• Add other teachers to a Shared Drive

• Add files to a Shared Drive
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Click here for link to the 
“How To” video

https://drive.google.com/open?id=1pGvY5lJc8xlvLWhrjk3iIQHJPTIimTeX
https://drive.google.com/open?id=1pGvY5lJc8xlvLWhrjk3iIQHJPTIimTeX


How a teacher can keep Google Drive tidy with folders, 
colour codes, search and star on a Laptop/PC

• This video will demonstrate how a 
teacher can;

• Access Google Drive

• Create folders

• Colour code folders

• Use search to find specific files

• Star files to highlight them as important
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Click here for link to the 
“How To” video

https://drive.google.com/open?id=1v-DOn0AzGIPAIYJaBxDJ86ghcacLEHY-
https://drive.google.com/open?id=1v-DOn0AzGIPAIYJaBxDJ86ghcacLEHY-


How a teacher can share documents with others on a 
Laptop/PC

• This video will demonstrate how a 
teacher can;

• Change the file settings so that it can 
become sharable with others

• Share a file with other staff through 
Google Drive

• Get a link to the file and send it via 
email

10

Click here for link to the 
“How To” video

https://drive.google.com/open?id=1p4xyENYDvRVYnS0H3SXs-dnODhvfvVct
https://drive.google.com/open?id=1p4xyENYDvRVYnS0H3SXs-dnODhvfvVct
https://drive.google.com/open?id=1p4xyENYDvRVYnS0H3SXs-dnODhvfvVct


How a teacher can upload files to Google Drive & 
convert from Microsoft to Google on a Laptop/PC

• This video will demonstrate how a 
teacher can;

• Upload an existing resource from their 
laptop/PC to Google Drive

• Transform a Microsoft based document 
to a Google based document
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Click here for link to the 
“How To” video

https://drive.google.com/open?id=1wER3nu-b1b0VyZv6JAUnJZ_nj33xG06J
https://drive.google.com/open?id=1wER3nu-b1b0VyZv6JAUnJZ_nj33xG06J
https://drive.google.com/open?id=1wER3nu-b1b0VyZv6JAUnJZ_nj33xG06J


How a teacher can create a basic Google Doc on a 
Laptop/PC

• This video will demonstrate how a 
teacher can;

• Create a blank Google Doc

• Title the document

• Save the document

• Use some of the basic functions of 
Google Docs
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Click here for link to the 
“How To” video

https://drive.google.com/open?id=1MXwcr5KVFs_dqoNyLIT302gLt1Kopv_U
https://drive.google.com/open?id=1MXwcr5KVFs_dqoNyLIT302gLt1Kopv_U


How a teacher can create a basic Google Form on a 
Laptop/PC

• This video will demonstrate how a 
teacher can;

• Create a blank Google Form

• Title the document

• Save the document

• Some of the basic functions of Google 
Form

13

Click here for link to the 
“How To” video

https://drive.google.com/open?id=13xFDZWN2yrtdjMkHx2IFUdgAvhn1YWaK
https://drive.google.com/open?id=13xFDZWN2yrtdjMkHx2IFUdgAvhn1YWaK


How a teacher can create a basic Google Sheet on a 
Laptop/PC

• This video will demonstrate how a 
teacher can;

• Create a blank Google Sheet

• Title the document

• Save the document

• Some of the basic functions of Google 
Sheet

14

Click here for link to the 
“How To” video

https://drive.google.com/open?id=1_9kh4klA6H7aApD1NNBocwtNPaoD-yCz
https://drive.google.com/open?id=1_9kh4klA6H7aApD1NNBocwtNPaoD-yCz


How a teacher can create a basic Google Slide on a 
Laptop/PC

• This video will demonstrate how a 
teacher can;

• Create a blank Google Slide

• Title the document

• Save the document

• Some of the basic functions of Google 
Slide

15

Click here for link to the 
“How To” video

https://drive.google.com/open?id=1OygLHIoD7LvFkSAFOEaI7aeXZj9tYJ1N
https://drive.google.com/open?id=1OygLHIoD7LvFkSAFOEaI7aeXZj9tYJ1N


How a teacher can post an assignment in Google 
Classroom on a Laptop/PC

• This video will demonstrate how a teacher 
can;

• Create an assignment post

• Give it a title and instructions

• Add a due date and time

• Sort the assignment under a topic

• Attach a file

• Send to all pupils or a selection

• Alter the pupil privileges of the assignment 16

Click here for link to the 
“How To” video

https://drive.google.com/open?id=1Kw_ou6G95zQLpP41_xZRJZE4gmX50GvE
https://drive.google.com/open?id=1Kw_ou6G95zQLpP41_xZRJZE4gmX50GvE
https://drive.google.com/open?id=1Kw_ou6G95zQLpP41_xZRJZE4gmX50GvE


How a teacher can create a Google Slides assignment 
on a Laptop/PC

• This video will demonstrate how a 
teacher can;

• Create an assignment post in Google 
Classroom

• Add a pre-made Google Slides 
assignment to the post

• Alter the pupil privileges of the 
assignment

17

Click here for link to the 
“How To” video

https://drive.google.com/open?id=1Hs7k60JwfOIq7LGzRojGExiZ23teyqd7
https://drive.google.com/open?id=1Hs7k60JwfOIq7LGzRojGExiZ23teyqd7
https://drive.google.com/open?id=1Hs7k60JwfOIq7LGzRojGExiZ23teyqd7


How a teacher can grade pupil work, use a comment 
bank and return the work to the pupil on a Laptop/PC

• This video will demonstrate how a 
teacher can;

• Use suggestion mode

• Add comments to work

• Use the comment bank

• Add to the comment bank

• Provide a score for the work

• Return work to pupil
18

Click here for link to the 
“How To” video

https://drive.google.com/open?id=19XV0OOl4nViqIyY5pd6vTOtn3HLx7nPN
https://drive.google.com/open?id=19XV0OOl4nViqIyY5pd6vTOtn3HLx7nPN
https://drive.google.com/open?id=19XV0OOl4nViqIyY5pd6vTOtn3HLx7nPN


This video will demonstrate how a 
teacher or pupil can;

• Download the Google Classroom App

• Log in to the App

• Save their username and password in 
the App

How a teacher can access Google Classroom using the 
app on a smartphone/tablet
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Click here for link to the 
“How To” video

https://drive.google.com/open?id=1nkYWC9QVlf5kbC6rhfz-Kjzf4seZfSXF
https://drive.google.com/open?id=1nkYWC9QVlf5kbC6rhfz-Kjzf4seZfSXF
https://drive.google.com/open?id=1nkYWC9QVlf5kbC6rhfz-Kjzf4seZfSXF


• This video will demonstrate how a 
teacher can;

• Create an assignment post in Google 
Classroom

• Add a pre-made Google Docs 
assignment to the post

• Alter the pupil privileges of the 
assignment

How a teacher can create a Google Docs assignment 
using the app on a smartphone/tablet
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Click here for link to the 
“How To” video

https://drive.google.com/open?id=1zOB4xgm73fxHO2rvNmq9pHvV_2iqjWTE
https://drive.google.com/open?id=1zOB4xgm73fxHO2rvNmq9pHvV_2iqjWTE
https://drive.google.com/open?id=1zOB4xgm73fxHO2rvNmq9pHvV_2iqjWTE


• This video will demonstrate how a 
teacher can;

• Create an assignment post in Google 
Classroom

• Add a pre-made Google Slides 
assignment to the post

• Alter the pupil privileges of the 
assignment

How a teacher can post a Google Slides assignment 
using the app on a smartphone/tablet
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Click here for link to the 
“How To” video

https://drive.google.com/open?id=1R5YRQXxzEj6iy3oTPd1Hrj2Ye76928Ew
https://drive.google.com/open?id=1R5YRQXxzEj6iy3oTPd1Hrj2Ye76928Ew
https://drive.google.com/open?id=1R5YRQXxzEj6iy3oTPd1Hrj2Ye76928Ew


• This video will demonstrate how a 
teacher can;

• Find pupils completed assignments

• Add feedback

• Provide a score on the work

• Return the work to the pupil

How a teacher can grade and mark an assignment using 
the app on a smartphone/tablet
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Click here for link to the 
“How To” video

https://drive.google.com/open?id=1isZUJSCyLoEIK2FG6iphKJpErtCLVuhs
https://drive.google.com/open?id=1isZUJSCyLoEIK2FG6iphKJpErtCLVuhs
https://drive.google.com/open?id=1isZUJSCyLoEIK2FG6iphKJpErtCLVuhs


This video will demonstrate how a teacher or 
pupil can;

• Find GLOW

• Sign into GLOW

• Bookmark GLOW to their web browser

• Save their username and password in their 
browser for more efficient logging in

• Add Google Classroom, Google Drive to 
their Launch Pad within Glow
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How a pupil can access Google Classroom from a 
Laptop/PC

Click here for link to the 
“How To” video

https://drive.google.com/open?id=1ssWbaZwNLbk1MKdhprLwXb4Al5rS_k03
https://drive.google.com/open?id=1ssWbaZwNLbk1MKdhprLwXb4Al5rS_k03
https://drive.google.com/open?id=1ssWbaZwNLbk1MKdhprLwXb4Al5rS_k03


• This video will demonstrate how a pupil 
can;

• Access and join a specific Google 
Classroom using the class code given to 
them by the teacher

How a pupil can join a Google Classroom using a class 
code their teacher has given them from a Laptop/PC

24

Click here for link to the 
“How To” video

https://drive.google.com/open?id=1cR7mEMyTphaBS67sAeQcePPGmKmAQagW
https://drive.google.com/open?id=1cR7mEMyTphaBS67sAeQcePPGmKmAQagW
https://drive.google.com/open?id=1cR7mEMyTphaBS67sAeQcePPGmKmAQagW


• This video will demonstrate how a pupil 
can;

• Access and join a specific Google 
Classroom after having been invited in 
by the teacher

How a pupil can join a Google Classroom when the 
teacher has invited them from a Laptop/PC

25

Click here for link to the 
“How To” video

https://drive.google.com/open?id=1a6NVz-tom9VqohfmjhEry0a-QBSIQBD3
https://drive.google.com/open?id=1a6NVz-tom9VqohfmjhEry0a-QBSIQBD3
https://drive.google.com/open?id=1a6NVz-tom9VqohfmjhEry0a-QBSIQBD3


• This video will demonstrate how a pupil 
can;

• Complete their assignment as a Google 
Doc

• Some of the basic functions of a Google 
Doc

• Hand their assignment in to the teacher 
after completing their work

How a pupil can hand in a Google Doc from a 
Laptop/PC

26

Click here for link to the 
“How To” video

https://drive.google.com/open?id=1SehNkz0_CH8RhgTQ3_tPWtmTlHiaitPo
https://drive.google.com/open?id=1SehNkz0_CH8RhgTQ3_tPWtmTlHiaitPo
https://drive.google.com/open?id=1SehNkz0_CH8RhgTQ3_tPWtmTlHiaitPo


• This video will demonstrate how a pupil 
can;

• Complete their assignment as a Google 
Slides

• Some of the basic functions of a Google 
Doc

• Hand their assignment in to the teacher 
after completing their work

How a pupil can hand in a Google Slide assignment 
from a Laptop/PC
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Click here for link to the 
“How To” video

https://drive.google.com/open?id=1giIYpB_S4x4z0AuHagqPerGKqgXgh_XC
https://drive.google.com/open?id=1giIYpB_S4x4z0AuHagqPerGKqgXgh_XC
https://drive.google.com/open?id=1giIYpB_S4x4z0AuHagqPerGKqgXgh_XC


• This video will demonstrate how a pupil 
can;

• Add an attachment alongside their 
assignment when submitting

• This could include a picture, another 
document, a website link etc

How a pupil can add an extra resource when submitting 
an assignment from a Laptop/PC

28

Click here for link to the 
“How To” video

https://drive.google.com/open?id=18l6MvLtnWvkvRFsCCNFlDStOy5fvFi-0
https://drive.google.com/open?id=18l6MvLtnWvkvRFsCCNFlDStOy5fvFi-0
https://drive.google.com/open?id=18l6MvLtnWvkvRFsCCNFlDStOy5fvFi-0


• This video will demonstrate how a pupil 
can;

• Find feedback on an assignment

• See comments, scores and amendments 
which the teacher has suggested on 
their assignment

How a pupil can access feedback on an assignment 
from a Laptop/PC
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Click here for link to the 
“How To” video

https://drive.google.com/open?id=1qssfkfAEbZhC3p1rkh_0eUrdE0kwMWpS
https://drive.google.com/open?id=1qssfkfAEbZhC3p1rkh_0eUrdE0kwMWpS
https://drive.google.com/open?id=1qssfkfAEbZhC3p1rkh_0eUrdE0kwMWpS


This video will demonstrate how a 
teacher or pupil can;

• Download the Google Classroom App

• Log in to the App

• Save their username and password in 
the App

How a pupil can access Google Classroom using the app 
on a smartphone/tablet
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Click here for link to the 
“How To” video

https://drive.google.com/open?id=1jFzYiIk_tFnlDgLfjCmaQe5--VTuS9ND
https://drive.google.com/open?id=1jFzYiIk_tFnlDgLfjCmaQe5--VTuS9ND
https://drive.google.com/open?id=1jFzYiIk_tFnlDgLfjCmaQe5--VTuS9ND


• This video will demonstrate how a pupil 
can;

• Access and join a specific Google 
Classroom after having been invited in 
by the teacher

How a pupil can join a Google Classroom via invitation 
by the teacher using the app on a smartphone/tablet

31

Click here for link to the 
“How To” video

https://drive.google.com/open?id=1kI0nbaJMgo5-5_rsoTPAQHD5rYuqI87W
https://drive.google.com/open?id=1kI0nbaJMgo5-5_rsoTPAQHD5rYuqI87W
https://drive.google.com/open?id=1kI0nbaJMgo5-5_rsoTPAQHD5rYuqI87W


• This video will demonstrate how a pupil 
can;

• Access and join a specific Google 
Classroom using the class code given to 
them by the teacher

How a pupil can join a Google Classroom using a class 
code using the app on a smartphone/tablet

32

Click here for link to the 
“How To” video

https://drive.google.com/open?id=1TC2_SpJTXBJqTG9v2BpEyuOEzsgN_SH2
https://drive.google.com/open?id=1TC2_SpJTXBJqTG9v2BpEyuOEzsgN_SH2
https://drive.google.com/open?id=1TC2_SpJTXBJqTG9v2BpEyuOEzsgN_SH2


• This video will demonstrate how a pupil 
can;

• Find the Google Doc assignment in the 
Google Classroom app

• Complete the Google Doc assignment using 
the Google Doc app

• Some of the basic functions of the Google 
Docs app

• Hand in the Google Doc as an assignment

How a pupil can complete a Google Doc assignment 
using the app on a smartphone/tablet
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Click here for link to the 
“How To” video

https://drive.google.com/open?id=1eQu5W1AQ0RT7GqNT8BEhtsbY9Np0aazL
https://drive.google.com/open?id=1eQu5W1AQ0RT7GqNT8BEhtsbY9Np0aazL
https://drive.google.com/open?id=1eQu5W1AQ0RT7GqNT8BEhtsbY9Np0aazL


• This video will demonstrate how pupils can;

• Find the slides assignment in Google 
Classroom using the app on a smartphone 
or tablet

• Complete the slides assignment using the 
slides app

• Some of the basic functions of the Google 
Slides app

• Hand in the slides assignment

How a pupil can access and complete a Google Slides 
assignment using the app on a smartphone/tablet
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Click here for link to the 
“How To” video

https://drive.google.com/open?id=1Dau8A41dJ1XD3tTLa3jroy-eyTvLcqAL
https://drive.google.com/open?id=1Dau8A41dJ1XD3tTLa3jroy-eyTvLcqAL
https://drive.google.com/open?id=1Dau8A41dJ1XD3tTLa3jroy-eyTvLcqAL


• This video will demonstrate how a pupil 
can;

• Find feedback on an assignment

• See comments, scores and amendments 
which the teacher has suggested on 
their assignment

How a pupil can access feedback on their assignments 
using the app on a smartphone/tablet
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Click here for link to the 
“How To” video

https://drive.google.com/open?id=1PEDEFAQrzMgFVNzni2RUYXzDIlHcKkj9
https://drive.google.com/open?id=1PEDEFAQrzMgFVNzni2RUYXzDIlHcKkj9
https://drive.google.com/open?id=1PEDEFAQrzMgFVNzni2RUYXzDIlHcKkj9


• This video will demonstrate how a pupil 
can;

• View their “To Do” list on the Google 
Classroom app

• See all class assignments which are due 
from all of their classes

• Order the assignments due by date for 
priority

How a pupil can see their “To Do” list in Google 
Classroom in the app

36

Click here for link to the 
“How To” video

https://drive.google.com/open?id=1srr0hoy3aF-lckMAkBADrEujrLNoKhMy
https://drive.google.com/open?id=1srr0hoy3aF-lckMAkBADrEujrLNoKhMy
https://drive.google.com/open?id=1srr0hoy3aF-lckMAkBADrEujrLNoKhMy

