
How to use Google Classroom 

  

 

Select your class 

 

 

There is a class for Years 5 & 6. And a separate class for Years 3&4.  If you don’t see your class, you 
are in the wrong account.  See the notes on the last page for swapping accounts. 

Click here 



 

 

 

 

Click on classwork to see 
assignments  

Click here to contact a teacher.  We 
can see each other’s messages and 
one of us will get back to you as 
soon as possible 



 

 

 

 

 

 

 

  

Once you have scrolled down and 
found the challenges you can click 
on the one you wish to do. 

If you click on the challenge, it will 
tell you what to do and give ideas.   

Click on view assignment to start 
your work and get more details 
about the challenge. 



 

 

 

 

 

 

 

Tells you what you need to do to 
complete the challenge. 

If you are completing your work 
digitally you will need to add a 
document. Click Add or Create. 

When you click Add or Create it will 
give you different options.   

Docs is a word-processing 
programme like Microsoft Word. 

Slides is a presentation tool like 
Microsoft Powerpoint. 

Sheets is a spreadsheet tool like 
Microsoft Excel. 

 

If you want to upload a photo, video 
or another file that you have 
completed the work in click on the 
word FILE.  You can then choose 
where the file is saved on your 
device -e.g. your gallery and the 
click to upload it. 



 

 

 

  

If you choose Docs, Slides or Sheets, 
Google classroom will automatically 
name the file.  

Click on the title to open it. It will 
open in a new window/tab.  

You can then work on your 
document. The toolbars allow you 
to format your work – change text 
fonts, colours, add images etc. 

 

 

Google automatically saves your 
work as you go along.  When you 
have finished working on the 
document, click on the cross to exit. 

 

You can come back to work on your 
document as many times as you 
want. 

 

 



 

 

  

To return to your work, click on the 
named file again.  

If you are sure that you have 
finished, click Hand in. This sends 
your work to your teacher. 

If you have clicked Hand in and then 
want to make a change, click 
unsubmit. This returns your work to 
you. 



Communicating with your teacher and classmates 

 

 

 

 

 

Using Google Classroom on tablets and phones 

If you are using Google Classroom on a phone or tablet, it is best to download the Google 
Classroom, Google Drive, Google Docs and Google Slides Apps.  They are free and take up very little 
space. 

If you are using a device that already has a Google account linked to it, you will need to switch 
between the accounts.  If you can’t see your classroom or it is asking you for a code, you are on the 
wrong account.  Use these steps to switch accounts.  The steps are slightly different for different 
devices. 

1. Open Google Classroom App 

2. In the top left, tap Menu . To connect your account you will need to enter your Hwb 
details.   

3. Click Add/Connect Account. 
4. Type in your Hwb username and Click submit. Make sure you type in the 

@hwbcymru.net 
5. The Hwb sign in page will load.  Type in your Hwb Username and Password.  Your 

classroom should then be attached to your phone. 
 

To swap between accounts, click on the three lines  .  

Messages typed in this box can only 
be read by your teachers. 

Messages typed in this box can be 
read by everybody in the class and 
will show under this box. Be careful 
what you post. 



 
 
 

 


