Handbook for
Parents/Carers




Accessing Google at home

For laptops (if you have a Chrome device, log into device and go straight to
Google homepage):

1. Open a new Google homepagsing Google Chrome (you may need to
download the Google Chrome app)

2. Click on sign in (top right corner) and enter email address then password

3. Then click on the initial that will appear beside the address toolbar
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6. Some messages may appear affgdf A O] 2y GKS &Sa L
buttons.

7. Once fully logged in and the sync has been turned on, click o= ::
the walffle toaccess Gmail/Classroom/Boaor any other EEN
educational apps.

NOTE: if you are accessing this from an iPad or Android device, you will
need to download the Google for Education apps which are as follows (if
you put these names into the search of thpp/Android store they

should come up):

- Google (for App users use this rather than Safari)
- Google Classroom

- Google Drive

- Google Docs

- Google Slides

- Gmall

- Google Earth



Accessing Gmall

1. To access Gmailhen using a laptogogin'sign in toGoogleas usual
2. Go a Google homepage.

3. Click on the waffle.

4. Click on the Gmail icon,
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5. This will open up your inboxhich should look like thidHere you will see
emails showing notifications of assignments being Sevites to
classrooms
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‘You don't have any saved drafts.
Saving a draft allows you to keep a message you aren' ready to send yet
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6. Youmay want to set up folders so that workrcle filed by subjectin
order to keep your emails organised and keep track of what has been sent
daily. To add a new folder, select the email(s) you wish to move by ticking
the check box to the left of the emailhen click on the folder icon as
shown:
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New label

Please enter a new label name
[Morning Activities
@ Nest |abel under:

9. The selected emails will then automatically move to new folder.

10. To moveemails to folders which have already been created, follow
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name which you wish to move the emails to.



Accessing Gmail from an iPad:
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Launch the Gmail app.
Your inbox should appear limmg any assignments you have been sent.

. Click on an email to read.

If you wish to file emails into foldes, select the circle next to the

a Sy RS NIdusually Bhwvs initials or a profile photo)

Go to the three dots (meatballs as Google like to call nmeand click on
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. If you wish to add a new folder, go to the + sign in the top right corner

and label a new folder.



Accessingsoogle Classroom

There are two ways that you could be askegdio a class room. Via email
(through Gmail) or via a class code (via Classroom).

To access via Gmail:

1. You will be sent invites to join Google Classroom via your Gmail.
2. Go to a Google homepage and sign in as normal

3. Click on the waffle on the top right @fie Google homepage.

4. Click on the Gmail ico
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5. In your inbox you should see invites to join the different classrooms for
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6. After, you have clicked join, you showdditomatically be taken to the
homepage of that classroom (which looks like below).
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7. For each classroom, your homepage will look like the above image. This i
where you will access the work given to you by teachers.



To access vi€lassroom code

1. Go to Google homepage and click on the waffle.
2. Click on Google Classroom icon.
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4. Enter theclass codgou have been giveand then click of]
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homepage which you can usedee what work has been assigned
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NOTE: if you are accessing Google Classroom from a mobile devicglike

for Stream, Classwork and People might appear in a different place. You
should be able to access all the classes that your child has been added to,
within the homescreen of the app. To navigate to different classrooms and to
get to the homescreen, usthe three line menu (known at the Hamburger by
Google) at the top left.



