
How to access and return 
work in Google Classroom 
using a PC or Laptop. 



Once you are logged into your classroom, you will find yourself on the 
class stream. Click on the ‘Classwork’ tab at the top of the page.



Here you will find resources and work that has been assigned for you to 
complete. Click on the assignment to open it up further, then click view 
assignment.



At the top you will see the 
title and a description of the 
work that needs to be 
carried out.

Below are resources you 
will need to complete the 
work. This could be web 
links, teaching slides, 
quizzes, etc.



On the right hand side 
is ‘Your Work’. These 
are the documents you 
need to complete. 
Click on a document to 
open it.



Your document will then open up in either Google Slides or Google Docs. 
Here you can now edit the document. Click on a text box to edit or you 
can insert your own using the tool bar above.
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There is also a ‘Present’ button at the top, which lets you view the slide 
show in full screen mode. This is useful if there are links or animations 
within the Google Slides.



Google Docs works in a similar way. Your tool bar is at the top of the page 
and you will be able to edit and add to the document. 



Once you have finished editing your slide or document click on the X on the 
browser tab. Unlike Microsoft PowerPoint or Word, Google Slides and Doc are 
constantly saving in the background, so there is not a ‘save’ button.



Make sure all slides and/or docs are 
completed, before clicking on the 
‘Hand In’ button.



If you did ‘Hand In’ something by 
mistake, or want to make some 
changes, click ‘Unsubmit’ and your 
work will return.



The teacher will then check your work and leave a comment. The work 
will then be returned to you. 
You will be able to check any comments and make any changes if 
necessary. 

You can click on the ‘View 
Your Work’ button to see 
what work has been 
assigned.



Here you can see what 
work still needs to be 
completed.

What work is done.

What work is missing.

You can also view all Assigned, Returned and Missing documents, by 
clicking on them down the left hand side.


