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Logging in on a desktop computer / Chromebook. 
To make use of Google Classroom, you need to login to Google using your Edubuzz account.  Personal 
Google Accounts (such as your home @gmail.com account) will not have access to GApps for Education, 
which includes Google Classroom. 
 
Most browsers are compatible with Google Classroom, although Google Chrome is highly recommend.  You 
will find this in the Applications folder on the Desktop of your school computer.  Once opened, you can pin it to 
the taskbar (bar at the bottom of a Windows PC) by right clicking on the icon as selecting Pin this program to 
taskbar.  Internet Explorer, the default browser on school PCs, isn’t the best browser for Google Apps.  
 
You can login to Google by visiting http://www.google.com and 
selecting the Sign in button at the top right of the screen.  Enter 
your Edubuzz email address as your username and enter your 
password.  Alternatively, you can login via the Airhead page by 
visiting http://plhs.airhead.io 
 
To open Google Classroom, either use the LaunchPad provided in 
Airhead, or by visiting http://classroom.google.com 
 
If this is your first time using Google Classroom, you may be asked 
to specify that you are a student.  
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Setting up Google Classroom on your mobile device 
You may find it especially helpful to download the Google Classroom app to your phone or tablet (available 
from the Google Play Store for Android devices and the App Store for iOS devices).  This will allow you to 
check your work on the go and will avoid you having to sign in every time via a browser.  It will also alert give 
you notifications on your device about posts made to Google Classroom and dates of assignments will 
automatically be added to your calendar.  It will also give you direct access to your devices camera to upload 
pieces of work. 
 
You should also download the Google Drive and Google Docs apps to make the most out of Google 
Classroom.  These will allow you to view resources that your teachers share with you and create your own 
documents with ease. 
 
 

Android devices 

Go to Settings → Accounts → Add Account → Google. 
Enter your edubuzz email address and password and choose the data to synchronise.  Make sure you select 
at least Calendar and Email.  
 
Download the Google Classroom app from the Google Play Store and sign in using your Edubuzz account. 
 
 

iOS devices 

Go to Settings → Mail, Contacts, Calendar → Add Account → Exchange. 
Enter your Edubuzz email and password, in the ‘Server’ field, type m.google.com, leave the ‘Domain’ blank.  In 
the ‘Username’ field, enter your Edubuzz email again and password if required.  Click 'Next’.  
Select the services you want to synchronise and click ‘Save’.  
 
You can also set up a Google account that will synchronise other Google apps such as YouTube, etc. 
 
Download the Google Classroom app from the App Store and sign in using your Edubuzz account. 
 
 

Windows devices 

Swipe left on the Start screen to open the Apps list.  
Choose Settings → Email + accounts → Add an account →  Advanced setup. 
Enter your Edubuzz email address and password, then click Next.  
Select Exchange ActiveSync to select the type of account you want to set up, then enter your Edubuzz email 
address as your username.  Leave the Domain text box empty. If your device requires you to enter a domain 
name, enter google. 
Enter m.google.com as the server name. 
Choose your download settings and select to sync the Calendar and Email as a minimum. 
Click ‘Sign in’. 
 
Windows mobile does not currently have a Google Classroom app. 
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Google Classroom main pages 
From the Courses page you can create or join new classes, 
change your settings, or select a class to work with. 
You can return to this screen at anytime by clicking on the 
Menu and settings button in the top left of the screen and 
select Courses.  
 
Clicking on one of the class titles will open that Classroom and 
display the STREAM page. 
 
 
The classroom overview page will show any 
class announcements, assignments 
(homework) or posts.  The three main views 
available are: 
 
Stream shows a list of posts made to the 
classroom by teachers and pupils.  This 
includes announcements, questions and 
homework/assignments. 
 
Classmates allows users to communicate 
directly with each other. 
 
About gives an overview of the Classroom 
and is often where teachers share whole 
course resources. 
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Join a class 
To join a class, you can manually add the class code given by your teacher. 
 
At the top of the screen you will see the Add button.  Click on this and select ‘Join a class’.  
 
 
 
In the window that appears, enter the class code provided by your teacher. 
Click on join button. 
 
Alternatively, your teacher may send you an invitation to join a class.  This will 
be sent to your edubuzz email account.  Click on the link in the email to join the 
class. 
 
If you are using a PC, laptop or Chromebook, you can access your edubuzz 
email using either http://inbox.google.com or http://mail.google.com 
 

 

Communicating via Google Classroom 
Once you have joined a classroom, you can comment on any post that has been made, or create your own 
posts.  This is useful for sharing resources with your classmates and also can be used to ask for help if you 
are unsure of anything in the course. 
 
To make a post, click on the New post icon at the bottom right of the page, or click on a post that has already 
been made to respond to it. 
 
Teachers can switch pupil posts off if the feature is being abused and can also ‘mute’ (stop individuals from 
posting or commenting) you if you post inappropriately.  As will always, when online, be safe and 
respectful. 
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Completing assignments / homework 
When homework is set online, it can be 
submitted directly within Google Classroom.  
 
If you have installed the Google Classroom 
app or you have set up your Edubuzz 
account as described earlier, you will receive 
a notification of any work that is due and a 
reminder will be added to your calendar. 
 
To open the homework, click on the Open 
button on the appropriate post in the Stream 
page.  You will then see the homework 
description and any attached documents. 
The simplest way to complete the homework 
online is to open the attachment and 
complete your homework in this document. 
When you are finished, click on the HAND IN button.  Once you have handed homework in, you will not be 
able to edit it until the teacher has returned it to you. 

Annotate Google Docs in Google Classroom 
If you have been set a HW in Google Classroom that includes a document (Google Docs, Slides, PDF, etc.), it 
is possible to annotate the file using your finger as a drawing tool. 
 
To do this, open the assignment file using the Google Classroom app on your Android/iOS device.  You will 
see a preview of the file with two options on the toolbar - a pen to annotate and a launch icon.  

Click on the annotate pen tool.  You can now draw directly on the document.  Tools available are: 

● Select - to highlight any annotations you have made and move them around 
● Eraser - to remove any of your annotations 
● Pen - to draw on the document 
● Coloured pen - to draw coloured annotations 
● Highlighter - to emphasise parts of the document 
● Text - add a text box 
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Long pressing on the pen/highlighter tools gives you 
extra options to customise the tool (colour, width). 
 
Once you have completed annotating the document, 
click on the save button.  This saves a new copy of 
your document as a PDF.  You can also undo any 
changes.  Remember to click on the HAND IN button 
as before to submit your homework. 
 
Teachers can also use this method to mark your 
homework.  
 
Alternatively the work can be completed in jotters and 
handed in physically.   You can even add your own 
attachments to your submission, such as photos, 
audio clips, videos, etc. 
 
 
Once your homework has been marked by the 
teacher, you can see your score and any comments 
made by the teacher by opening the homework task 
as before. 
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Accessing class resources 
Teachers will often share resources with you on Google Classroom such as Office or Google documents.  To 
be able to properly view these or edit them on a mobile device, please make sure you have installed the 
appropriate Google apps (Drive, Docs and Slides). 
 
Teachers may also share links to resources on the Team Drive.  Most resources used in class will be made 
available here.  To check this out, open Google Drive (https://drive.google.com) and select the ‘Team Drive’ 
option from the left menu.  Pupil resources will be found in the PL Pupils folder. 

Guardian summaries 
Parents may also have access to guardian summaries.  

When pupils come to Preston Lodge, we ask their permission to share 

Google Classroom summaries with you electronically.  If they have 

given permission and you have provided the school with a valid email 

address, we will send you an invitation.  You have 120 days to accept 

the invitation. 

 

The guardian summary does not let you access Google Classroom, but 

it does give you a daily/weekly/monthly (your choice) summary of 

activity in the classroom.  This includes all teacher posts, homework 

assignments that are due (or are late) and scores of marked 

assignments. 

 

If you are not receiving Guardian summary emails, please discuss this 

with your child (as they may not have given permission).  If your child 

has given permission, please send an email to gevans@edubuzz.org stating your child’s name, year group, 

edubuzz email address and, of course, your email address.  We will then add you to the system (and email 

your child to confirm that they have given permission). 

 

Getting more help 
If you need more assistance with Google Classroom, be sure to check out the links below: 
 

● Google’s official help page for Classroom: https://support.google.com/edu/classroom/ 
● Google for Education Help Forum: https://productforums.google.com/forum/#!forum/google-education  
● YouTube video with a quick summary of features: https://youtu.be/K26iyyQMp_g 

 
Obviously you can get help from your friends and teachers, or you can send me an email 
(gevans@edubuzz.org). 
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