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HOW DO | SIGN IN / OUT OF MY GOOGLE ACCOUNT?

SIGN OUT

1. Goto Google or any Google app.

2. Click on the circle in the top right
of the screen.

3. Click Sign out.

SIGN IN

1. Go to Google or any Google app.

Click on the blue Sign in button.

3. If yousee your account, click on
your email address to sign in.

4. Ifyoudon’t see your account,
click on Use another account to
sign in.
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HOW DO | JOIN A GOOGLE CLASSROOM?
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1.  Sign in to your school Gmail ® G 9
account. Go gle o> B

2. Find the email(s) with Class i Oy
Invitation in the subject line. " M Q@ O

3. Click on the email to openit, and | & m &
click the Join button. o

4. Youwill be redirected to the A
Google Classroom that you just

5. Repeat these steps for each of
your classes.
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HOW DO | FIND GOOGLE CLASSROOM?

@0 (5]
1. Sign in to your school Gmail ° ° T ‘ |
account. ~ O
2. Open Google or any Google app. ' " ﬁ
3. Click on the dot grid on the top GO gle o S
right of the screen. ., 9
4. Scroll down the menu of Google
Apps until you see Classroom. | “ b
5. Click on the Classroom app. o

°Liee :

1. Sign in to your school Google 09
account. G ?
2. Open Google or any Google app. GO g|e o) &
3. Click on the dot grid on the top e e
right of the screen. _ “ M e 0
4. Click on the Gmail icon. L B B
» m a
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Continued on next page...
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HOW DO | EMAIL MY TEACHER? conmnueo

5. Click the Compose button. 0 o ® PP . A A
6. Typeyourteacher’s email = o : : ° = @
address in the To section. 2 q —— - @
7. Type a short title in the Subject - P e ““%— :
section. Be specific. g~ oo/
8. Tobegin your email, write a . o e
greeting. S N ——
9. Inthe body of your email [EE
politely explain what you need, -y il s il
or what your question is. e
10. Take the time to use | = R

capitalization, punctuation, good
grammar, and correct spelling
(Gmail will spell check for you).
Remember you’re not texting a mjones@bghs.com
friend- you’re emailing a teacher.
11. Finish off your message with an

History Test 5 7 X

History Test 5

3 ; lg’ Hi, Mr. Jones
approprlate Slgnature' My family and | are going on vacation next Friday, but | know you said that's when
12. Proofread your message. Make our next history test is
N Would | be allowed to take the test ahead of time, on Thursday?
corrections.
13. Click Send. .n Thanks
Joe
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HOW DO | SEE THE INSTRUCTIONS FOR AN ASSIGNMENT?

® 2 ® :
1. Make sureyou’rein the correct o s o 1
Google Classroom. — A
2. Find the assighment in the 8: t
Stream or Classwork tab and =] oo

click oniit.
3. Carefully read all directions and -

any rubrics attached. '» Y ——
4. Openany links provided.

5. Watch any videos included.
6. Openand read any documents n -
attached. —
. —
] = [+} . >
= glish 9 u @
Group Project — SR IWOPX
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HOW DO | TURN IN AN ASSIGNMENT?

1. Make sureyou’rein the correct = Engish? o # @
Google Classroom. e t

2. Find the assignment in the
Stream or Classwork tab and
click on it.

3. Carefully read all directions and
information one last time, to be "
sure you aren’t missing anything.

4. If your teacher provided you
with a document to work in, o -
open it up to be sure your work
is there. = B

5. If you need to attach an item L e e e i
that you created, click Add or = Engish? # @

create. (See the How Do | Attach My prm _—_—
. . . Group Project
Work? section of this guide to learn © tebrinits sy [’

more.) “ : "-

6. Check to make sure everything ﬂ BT
you're supposed to turnin is

present.
7. Click Turnin.

.
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HOW DO | ATTACH MY WORK?

MTACH I:ROM GMLE DRWE ;EZM e o OB —
1. Openthe assignment you're ﬁr:”pproiec" o Yk §
ready to turn in. F— i > oy
2. Click Add or create. '» B ¢_’
3. [Ifyouritem is a Google Doc, * '
Google Slides, Google Sheets, B
etc., click on Google Drive to find -

and add it.

4. The Recent tab will pop up first.
If you don’t see your item here,
try opening the My Drive tab to
access all of youritems saved in
your Google Drive.

5. Click on the item you want to
turn in. This will give it a blue
box.

6. Click Add.

7. Repeat these steps for each item
you need to include from your
Google Drive.

8. Click Turnin when you’re ready.
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HOW DO | ATTACH MY WORK?

ATTACH USING A LINK

10.

Open the assignment you're
ready to turnin.

Click Add or create.

If your item is hosted on a
website (like a video on YouTube,
or a presentation on Prezi), click
Link.

In a separate tab of your
browser, go to the webpage for
the item you created.

If the item you created has a
Share option, click on that and
select the Copy Link (or similar)
option, if there is one.

If you don’t have those options,
carefully select the entire URL
for the page youritem is on and
copy it.

Return to your Google Classroom
tab and paste the link into the
box provided.

Click Add link.

Repeat these steps for each item
you need to include that is a link.
Click Turn in when you’re ready.
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HOW DO | ATTACH MY WORK?

ey . ceroa@DD:
ATTACH FROM FILES ON A DEVIGE D e
1. Openthe assignment you're grfm”pprqe“ o Ym )
ready to turn in. F— i D i
2. Click Add or create. P '» 8 e
3. Ifyouritem is saved on the * : @l
device you are using, click File. : -
4. If you already have the folder B

open on your device, click the
item you want to attach and drag - B
it onto the white box.

5. Otherwise, click Select files from e [p—— B s >
your device, and this will open @ e © s Bt © e - '
your files.

6. Select the item(s) you want to
attach (you can select more than
one item by holding down the
Ctrl key while you click), then
click Open.

7. After all files have been added,
click Upload.

8. Click Turnin when you’re ready.
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HOW DO | MARK AN ASSIGNMENT

AS DONE?

1. Make sureyou’rein the correct
Google Classroom.

2. Find the assignment in the
Stream or Classwork tab and
click oniit.

3. Carefully read all directions and
information one last time, to be
sure you aren’t missing anything.

4. If you'resureyouaren’t
supposed to attach any work,
and you have completed the
task(s) given in the assignment,
click Mark as done.
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HOW DO | ASK A QUESTION?

1. If you have a general question
about a lesson, or something not
specifically related to a particular
assignment, contact your
teacher in the way that they
have instructed you to, such as

email (see the How Do | Email My
Teacher? section of this guide for
more info.).

2. If your question is about a
particular postin the Stream on
Google Classroom, or a certain
assignment, leave a comment on
that post or assignment. Type in
your question, proofread to
make sure what you wrote
makes sense, then click the
paper airplane symbol to post
the comment.

3. If yourteacher has disabled
comments in Classroom, send
him an email with your question
instead.
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HOW DO | SEE IF AN ASSIGNMENT HAS BEEN GRADED?

1. Make sureyou’rein the correct
Google Classroom.

2. Click on the Classwork tab.

Click on View your work.

4. Assignments that have been
graded will show the number of
points earned out of the number
of points possible.

5. Assignments not yet turned in
that are late will show as
Missing.

6. Assignments that have not been
graded will show as Turned in.

w
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HOW DO | SEE ALL MY GRADES?

GRADES FOR ONE CLASS

1. Make sureyou’rein the correct
Google Classroom.

2. Click on the Classwork tab.

Click on View your work.

4. Fromthe Filters menu, select
Returned with Grade.

w

GRADES FOR ALL CLASSES

1. Go to Google Classroom or any
class.

2. Click on the three lines at the top
left for the Classroom menu.

3. Select To-do.

4. Openthe Done tab.

5. This will show all graded and
turned in work for all of your
classes.
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HOW DO | SEE ALL MY ASSIGNMENTS FOR ALL MY CLASSES?

1. Inany Classroom, click the three ﬁ
bars to access the Classroom
menu.

2. Onthe menu, click To-do.

3.  Your To-do list will show all
incomplete assignments that
have a due date. Keep in mind
that you may have other tasks to
complete for a class that may not

Upcoming

P Type here ta search

show up in the To-do list. Only g B S
assignments with a due date will | 00 o e o o S B O
show up here. P— PN
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HOW DO | SEE ALL MY ASSIGNMENTS FOR ALL MY CLASSES?

IN GOOGLE CALENDAR

1,

N

Make sure you’re signed in to
your school Gmail account.
From any Google app, click the
dot grid.

Click on Calendar.

In monthly view, each of your
assignments that has a due date
will show up on your calendar.
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HOW DO | RESUBMIT AN ASSIGNMENT?

1. Gotothe Classwork tabin
Classroom. Writing

2. Assignments already turned in ﬁ
will show up with a gray icon. '_»

3. Click on the assignment you
want to resubmit.

4. Click on View assignment.

5. If necessary, make changes to £
your work, or add additional -
work (see the How Do | Attach My
Work? section of this guide for help)
using the Add or create button. A — x —

6. When you’re sure you’ve made ¢ > 0 o G S | % 0.05%0:
all changes or additions = Engisho 5 @

required, click Resubmit. Q- .
Grammar Quiz o Your work

Symbsaliam Exaay
£ Type here o seanch 4 ] | EmAM
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HOW DO | CHECK MY WORK BEFORE SUBMITTING?

1. Openan assignment from the
Stream or Classwork tab. prye—

2. The Your work box will contain Group Project TEmA L Tereel
any files your teacher has given O “ o
you to work on, and any files you
have attached to submit.

3. Beforeyouclick Turn in, click on
each of the files to open it and
make sure your work is
complete.

n, P o Mm@ 8 BE = @ B 2 &

1. Openan assignment from the
Stream or Classwork tab. @
2. Typeyour comment or question Group Project -] o

in the Private comments box. o =

3. Proofread what VFJU wrote: Is it
respectful? Does it make sense? :

4. After proofreading, click the l» - «.
paper airplane icon to submit
your comment. Only your
teacher can see private
comments, and only you can see

your teacher’s responses to your
private comments.

n, o m @G 8 R EH = 9B *
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HOW DO | FIND A FILE 'M WORKING ON?

1. Make sureyouare signed in to
the Google account that you
were using when you created
the file.

2. Fromany Google app, click the
dot grid in the upperright
corner.

3. Click on Drive. Google Drive
holds all of your Google files
such as Docs, Slides, or Sheets,

all of the assignment files that
your teacher provided, and any

Te)

files that you upload to Drive. ¢ 0 o CEEEE

4. At the top of your Drive, you'll
see your most recent files.

5. Inthe Folders section, you'llsee |, ...
a folder for Classroom, plus any S
additional folders that you
create.

6. If afile was providedto youin
Classroom, or you clicked Add or
create on an assignment to start
a file, you will find them in your

il 2 2 @

Classroom folder, then inside
the folder for that particular
class. Double-click any folder to
open it.

7. Youcan also use the Search bar
at the top of the page to find
what you’re looking for.
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