
To begin with, open a web browser 

such as Google Chrome or Internet 

Explorer. 

Once you’re on Chrome, simply search for “Google Classroom”. Alternatively, click the link below 

and it will take you straight there. 

https://www.classroom.google.com 

You will arrive at a new page and 

you will see something similar to 

this. Click “Go to Classroom”. 

You will now be asked to sign into your 

Google Classroom account. 

Your username (email) will be the 

same username you use to log onto 

the computer followed by 

“@acle.norfolk.sch.uk” 

For example, if my name is John Smith 

then my username for Google 

Classroom would be 

“smithjo@acle.norfolk.sch.uk”. 

Then you’ll just need to enter your 

password. If you can’t remember your 

password email Mr Gould at 

cgould@acle.norfolk.sch.uk and he 

can reset this for you.  

Students’ Guide to Google Classroom 

This short guide will show you how to access Google Classroom in school and at   home if you need 
any extra help with this then please email your class teacher, tutor or Mr Sayce. 
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After clicking on the class you want, you will be taken to its stream. Here you will be able to see 

any post and resource your teacher has provided. You will also see any upcoming assignments. 

To view the assignment, simply click on it. 

Out of the three posts in the stream shown below, the top two are assignments whereas the 

bottom one is just an announcement to the class. 

Once you’ve logged in, you will be taken to the page shown below, where you can see all 

the classes you’re a member of. 
 



 
 

 

 

 

It will now open in a new window where you will be able to edit it using Google Docs, or 

you have the option to download it too if needed. Any changes made to the document 

while using Google Docs will be automatically saved as a personal copy in your own 

Google Drive. 

If you click on an attachment or resource provided, it will pop up in the same window 

you’re currently in, it can’t be edited from here. To edit or download a copy of the  file, 

you’ll need to open it in a new window. To do this, click on the three small dots in the 

top right corner followed by “Open in new window”. 



After click on the assignment, you will see something similar to the page below. On the left you will see 

the name of the assignment, the teacher who’s assigned it and any instructions provided. 

On the right you will see any attachments provided and the option to create or attach files for 

submission. The file provided could be either a resource to be used as a reference or a template for 

you to fill in. You can use the instructions on the previous page to access it. When you click on ‘hand 

in work’, make sure you remove the attachment your teacher provided and instead attach the work 

that you’ve completed.  

By clicking “Add or create”, you will have the option to either create a new document using Google 

Docs or upload a file of your own. Once you’ve uploaded your work, just click “Hand in”, it will then 

be submitted and your teacher can access it. By returning to this page, you will be able to see any 

comments your teacher has left. They can return the work to you too for you to make any 

amendments before handing it back in. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

On the Classwork page, you’ll be able to see any work set by your teacher. Work will be in 

the form of an assignment. As you can see below, we have one   assignment waiting for us. 

To view the assignment, first click on its name and then “View assignment”. 
 


