


Google Classroom is easy to log in to. You can do this on a PC or on an iPad 

I would really recommend you start your set up on a PC as this is much easier to begin to 
work with as a teacher. The iPad is superb for additional work later such as photographing 
pupil work or evidence and sharing but I always prefer the PC for the main areas of creat-
ing and assigning work  

STEP 1: To log on to a PC go to CLASSROOM.GOOGLE.COM  

Click Go To Classroom 

STEP 1– JOINING A CLASS 

To join a class simply go to the PLUS + BUTTON on the top right hand side 

Click Join Class and add the code given here for our GC 

STEP 2: Your email is your c2ken.net email  

E.g. ateacher123@c2ken.net  

Your password will be your c2k password  

(This is the same for the pupils—Be aware of this as it 
won’t work properly if they are using other addresses)  

If you have more than one Google account you can 
simply add a new account and put your c2k details in 
and you can toggle between them.  

ADD THIS CODE  

This will allow you to 
enter our sharing Good 
Practice Classroom 

Make sure you join as a 
TEACHER  



Joining a Classroom is one thing but creating your own is very easy and will allow you to 

create assignments and allow you to send links, videos, files to all your pupils. I find it a su-
perb way to lay out the course for them and keep them informed at all times—whether they 
like it or not :-)  They have no excuses when they have access to this.   

STEP 1: Go to the main GOOGLE CLASSWORK page and click on the + button.  

Choose CREATE CLASS 

STEP 2: Put in your key details  

For Class name—my tip is to be specific.  Use the Class name for example to differentiate 

Put your subject in CAPITALS to stand out 

The Section box is  an option you can use if you do a few major topics 

Look at the Google Classroom examples above to see how this appears  



CLICK ON THE + CREATE  button to give you your options  

 

CHOOSE TOPIC 

This will allow you to ADD Topic—see below. For this I would suggest 
working out what you want beforehand.  

I number mine and try to have about 1
-15 as it gets hard to organise after 
that 

So for example  

01) Topic booklets and guidance 

02) TOPIC 1– Tectonic plates etc 

STEP 3  If you want to customise your banner. Go to SELECT THEME to choose from the GC Range  

                 Or you can UPLOAD YOUR OWN PHOTO.  

STEP 4  Next is adding TOPICS—This is something that teachers LOVE as it is organisation  

                 Go to CLASSWORK— This is where you will do the vast bulk of your work  



STEP 5  MOVING Topics 

To Move a topic to the place you want simply click on it and pull up or down—Release when it is in the right 
place 

This is the Side Navigation 

menu 

This is the main menu 



STEP 1  GO TO CLASSROOM and then + CREATE 

This will give you the options to upload a range of material from assignments to Quizzes to Files and YouTube 
videos.  

Adding material to your classroom is easy.  Now that you have the Classroom set up and the 

Topic established the next part is to put the material into the various topics. You can do 
this as you go through the course OR you can add the material in and share with the pupils 
from the start. I like to do a mix of both. I tend to share course material and booklets as 
well as key weblinks and help material at the start of a course for them to reference. This 
is particularly good for booklets—in case they forget them!! I add material then as we go 
through the course   

STEP 2  CHOOSE  MATERIAL  

This is perhaps the most common choice. You can use it to up-
load a vast range of material so lets start here.   

STEP 3 ADDING THE DETAILS AND TOPIC   

Add the TITLE you want  

You can add a short description if you want  

It is important that you click the TOPIC at the right hand 
side—choose the best topic the material fits into. This will slot 
it into the Classwork menu perfectly  



STEP 4 Adding the Material   

To add the material you want go to the   

You can choose to add something from your Google Drive Cloud account (free for Lagan pupils/teachers)  

You can add a weblink to various websites to help them research for example BBC bitesize 

You can add a whole range of files from your PC/Pen drive—This is where I tend to upload my material    

You can add a range of YouTube videos  

REMEMBER—You can include a whole range of these things on the one entry                         

STEP 5 Adding from GOOGLE DRIVE 

Click on the Google Drive link  

You can click one file and upload  

You can add a number of recent files by holding 
down the ctrl button and clicking a range  

Click OK when you are ready 

 

REMEMBER—Anytime you upload material to the 
Google Classroom it helpfully saves the material in 
the Google Drive meaning you have quick access to it 
at any time.  



STEP 6 ADDING A WEBLINK 

Simply add the weblink or cut and paste from the site you want 

Click Add Link  

You can add a few links if you wanted 

This picture below shows what it looks like  

STEP 7 ADDING A FILE 

This is the most common usage—This is 
where we can add a file of our own from 
our files.  

This can be a PowerPoint ; Word document; 
pdf  or anything else.  

Simply Select the files from your device 
and upload.  

STEP 8 ADDING A YOUTUBE VIDEO 

This is perfect to add a selection of vet-
ted videos for them to look over an en-
hance their learning  

Click  

 

You can either do a Video Search there  

Or find your YouTube video yourself and 
cut and paste into the URL banner  

Click Add 

STEP 9 POSTING  

This is the button to Post your material / You can do this immedi-
ately but you can also schedule a time to post for later—Just click 
the arrow button beside post to do this.   



STEP 1  GO TO CLASSROOM and then + CREATE 

This will give you the options to upload a range of material including Quizzes and Questions  

You also have the ability to add a few other types of interactive material  

You can create quizzes for them to do using MS Forms—this is really easy and will produce 
ready marked results for you to add to your assessment evidence 

STEP 2  CHOOSE  QUIZ ASSIGNMENT  

This is a great way to set a homework that produces immediate 
marks and the pupils love   

STEP 3 ADDING THE DETAILS AND TOPIC   

Add the TITLE you want  

You can add a short description if you want  

It is important that you click the TOPIC at the right hand 
side—choose the best topic the material fits into. This will slot 
it into the Classwork menu perfectly  

Click the Blank quiz and create your quiz and assign  



STEP 1  GO TO CLASSROOM and then + CREATE 

This will give you the options to upload a range of material from assignments to Quizzes to Files and YouTube 
videos.  

Adding ASSIGNMENTS is a key part of Google Classroom. You can set an assignment and 

add the marks and date due very easily   

STEP 2  CHOOSE  ASSIGNMENT 

This allows you the possibility to create an assignment for your 
pupils  

STEP 3 ADDING THE DETAILS AND TOPIC   

Add the TITLE you want  

You can add your instructions of what you want them to do  

Add the material you want—videos / weblinks/ pdfs etc (The 
beauty about this is that you can have a multimedia range of 
material to look over, enhancing the learning  

Add the Points—how many marks you want 

Add the Due date  

Add the Topic—I usually have an Assignments topic set up 
for this 

When ready click ASSIGN 

This is what it will look like from an overview  

You can see the Assignments set and so can they  

They will get reminders of work due  



Marking ASSIGNMENTS is also possible on Google Classroom. They can upload work which 

you can mark online if you want. Or you can simply mark the hard copies and upload their 
marks and comments. This goes straight to them and allows you and them to have a track of 
all their marks and averages (see below)  

ADD MARKS  add your marks to the section here  

This will give you the options to upload a range of material from assignments to Quizzes to Files and YouTube 
videos.  

If you click on MARKS you will see a range of all your assignment marks and the averages 

Click on the student you want  

Add the mark  

Click return  

Add your comment   

Send 

(It comes up not handed in if there has 

not been a  digital upload  but you can 

upload marks from your hard copies)  

NAME REMOVED 

NAME REMOVED 

NAME REMOVED 

NAME REMOVED 

NAME REMOVED 

NAME REMOVED 

NAME REMOVED 

NAME REMOVED 

NAME REMOVED 



Google Classroom is an excellent way of sharing material and good practice.  It is easy to 

upload a variety of items from digital files and presentations to weblinks to YouTube vide-
os.  This page aims to show you  how to  DOWNLOAD or SHARE material from the Google 
Classroom  

STEP 1: Go to the CLASSWORK section  and choose the topic and piece of work you want to download.  

There are lots of entries within each topic and each entry may have a selection of material to choose from.  

This example below shows the range of material in the  Year 9  Shared Resources topic  and 
subtopic of Year 9 mind maps.  



STEP 2: Click on the material you want and you will see the screen below.   

You can use the ARROW button in the top LEFT hand side to go back to your menu 

You can MAGNIFY the material by using the tolls at the bottom.  

You can SCROLL between material in that sub topic using the arrows at the side  

You can PRINT the material from here 

However the key area for you to download or share is at the TOP RIGHT hand side—the three dots 

CLICK the THREE DOTS and it will provide the option to : 

OPEN IN NEW WINDOW—Click this  

This will open the item in a new window with some more options 

If you click the THREE DOTS now it gives you the options to  

SHARE—This allows you to share this with anyone via email  



STEP 3: TO DOWNLOAD the material  

                 Go to the DOWNLOAD Logo  and CLICK—It should  start the download  

 

Click this to open it up  

Click the Download symbol again and then save it to where you want it  

You can then upload it on to your own Google Classrooms or make use of it yourself.  



Google Classroom is an excellent way of sharing material and good practice.  It is easy to 

upload a variety of items from digital files and presentations to weblinks to YouTube vide-
os.  This page aims to show you  how to  UPLOAD or SHARE material to the Google Class-
room  

STEP 1: If you have more than one Google Classroom  go to the correct one 

STEP 2– The best place to share the material is in the CLASSWORK section which is struc-
tured and perfect for sharing in a meaningful way 



This provides you with all the choices available from quizzes to Material  

For sharing as a team always use MATERIAL 

STEP 3: Go to + CREATE  

 

STEP 4: ADD YOUR MATERIAL : You should see the screen below.  

To begin—Add your TITLE  

You can add a short description if you like ; If it is a class resource you could explain how you use it.              
If it is self explanatory just leave it blank  

 

Go to the ADD at the bottom and click . This is the important part that 
lets you add your resources 

GOOGLE DRIVE: You can add from your existing GOOGLE DRIVE—
Just remember every time you upload anything it automatically saves to 
your Google Drive. This is really useful as it is really easy to reuse in 
other Google Classrooms AND it means you have it saved safely in the 
Cloud.  

LINK : This is really useful for WEBSITE LINKS that you find have 
been useful for example BBC Bitesize  

FILE : This is where you can upload any Word; PowerPoint, Pdf file or 
booklet. Try to do this on a PC. Just go to where your file is and upload 
the same you would to upload to an email.  

YOUTUBE: You can add YouTube videos by using the search or simply 
finding the URL of the Video you like and cutting and pasting it in 



STEP 5: ADDING TO TOPIC AND POSTING  

It is important that we can add our material to the right topic for organisation.  

Once you have your material added look on the RIGHT hand side and look for Topic 

Click on the area that has No topic and it should open up the menu of all the topics we have 

Click on the right topic for your material 

Once you have did that you are all ready to POST. Simply click Post on the top right hand side to upload. 

STEP 6: EDITING 

If you have posted something and wanted to edit it ; add to it ; take something away, then this is straight 
forward:  

On your Classwork menu 

Find the sub topic you want 
to amend and edit 

Hover over it and the three 
dots should appear. Click 
this and it should give you a 
menu with a few options 

To Edit—Click that option, 
make your changes and save 
again. Simple as that.  

If you have forgotten to put your material into a topic you 
can simply Click on it in the Classroom menu and drag it 
down to the place your want it 

You can do this to drag any of the material into a better 
position too.  



Google Classroom is excellent as an iPad tool for teachers as you can use it to take photos 

of an share pupils work as WAGOLL’s or Evidence of Good practice for the department. 
This can then be easily shared among the GCSE / A Level classes as well as KS3. It is also a 
way to demonstrate our own different techniques and the results they produce.  

STEP 1: On your iPad Google Classroom app  

Go to CLASSWORK  

Go to the PLUS button on the bottom right hand side and click 

You can choose from a range of possibilities  

If you choose the most applicable ; For us to share as teachers choose 
MATERIAL  

STEP 2 The attachment paper clip symbol on 
the top right hand side allows you to upload  

You can upload Google Drive files  

You can upload weblinks 

You can USE THE CAMERA  

You can upload files on your iPad 

You can PICK A PHOTO 

 

For the iPad the ability to Use the camera and 
pick a photo is key here—This allows you to up-
load any evidence you have very easily—Think 
Kahoots ; drama ; chronology exercises; games; 
poster making using time lapse.  


