
 

 

Google Classroom Cheat-sheet: Tutors 
Note: I’m new to this system, so this is going to be a very basic breakdown of what I’ve 

found so far 

 

• Accepting an invite

 
Once you receive your invite in an email you simply click “JOIN” and a new 

web page will open. You then click accept and it should take you straight to 

your google classrooms home page. 

 

I have noticed that some invites for tutors are not going out. This may be 

caused by the email account not having a google drive space attached. At 

the minute I haven’t sussed a work around for this, but if that changes I’ll 

let you know. 



• Creating a new class 

You probably won’t need to create a brand new 

class, but just in case… 

To add a new class, click the plus sign in the top 

right-hand corner of the homepage the click create class. 

You need to give your new class a 

name. The other fields you can 

leave empty, but if you choose a 

subject an appropriate theme will 

be selected for your class. 

When you are ready click create 

and a new class should appear on 

your homepage. 

 

• Adding Learners 

To add learners to a class you first must click on the name of the class 

you’re adding to. This will open the stream for the class. 

 

Here you will see all the updates for this class. 

To add learners you want to click the word “People” from the tabs at the 

top. This will take you to the following page: 



 

To add learners you need to click the little person with a + icon on the same 

row as the word “Students”.  

You then add the email 

addresses of your 

learners into the “Type a 

name or email address 

line”. You can put more 

than one address in at a 

time. 

You then need to select 

the learners as they 

appear in the space 

below. Once you have 

selected all your 

learners, click invite. This will send a message similar to your own invite to 

each of the learners. Once they click “JOIN” they will be able to access the 

resources you put into the class. 

If you cannot see everyone you expect to on the people list click “View all” 

at the bottom of the list. 

• Adding Material 

There are different kinds of resources that can be shared via classroom. If 

you are sharing something that does not require a submission from the 

learner you can add “Material”. 



To do this, click on the “Classwork” tab, which is at the top of the page in 

between “Stream” and “People”. This will open the following page: 

 

Next, you will need to click “+ Create”. This will reveal several different 

options. I would recommend that the first thing to create 

would be a “Topic”, unless what you are adding doesn’t 

really fit into a topic, or fits into a topic already there. 

Creating a Topic makes it easier to organise the resources. To 

create a Topic simply click it, fill in the Topic title and click 

“Add”. 

To add your material, click “+ Create” and click Material from the middle of 

the list. This will open the following page: 

Give your resource a title. You can also add information in the description.  

To attach the resource click the “Add” 

paperclip. You can now choose to add files 

from Google Drive (by clicking on Google 

Drive” or a file from your own computer 

(by clicking on file). 

I have tried to add a link using “Link”, but 

this didn’t seem to work. Instead I just 

wrote the web address down in the 

description with instructions for the 

learners to copy and paste this into the address bar. 



I haven’t tried adding a YouTube video…yet! 

Before you click post, select a Topic from the drop down menu on the right 

(unless the resource doesn’t fit into a topic). 

When you are ready to add the resource, click “Post” in the top right-hand 

corner. 

 

• Adding Assignments 

If you want your learners to hand in work via Google Classroom, follow in 

instructions above, but click “Assignment” rather than “Material”. This will 

open the following page: 

 

Fill in the title and instructions. You can add any files as you did with adding 

materials, although this time you can choose whether learners can only 

view the files, edit them as a group, or receive their own copy which they 

can edit then submit. 

Learners can attach any file they want with a submission (e.g. documents or 

images). 

You can set the total amount of marks available under points by deleting 

the 100 and typing in any number you want. You can also set a due date if 

that is required. Give your assignment a Topic before assigning. The 

originality report apparently checks for plagiarism, although I haven’t tried 

this yet. When you are ready click “Assign” in the top right-hand corner. 



• Checking and Returning Work 

As work is returned via Google Classroom you 

should be receiving emails to advise you that the 

work is there. 

To check the work, the easiest method I have 

found is to return to your home page and click on 

the squiggly arrow at the bottom right of the 

individual class box. This will open the following 

page: 



 

Your learners should be listed down the left side of the page, with the 

assignments listed along the top. Each cell then indicates what work has 

been submitted. 

If there is nothing in the cell then that learner has not submitted that piece 

of work yet. If the cell contains the word “Missing” work has not been 

submitted and the deadline has passed. If it contains a blank score, e.g. 

_/100, work has been submitted, but hasn’t been marked yet. If the cell 

contains a black number, e.g. 100, then the work has been marked and that 

is the mark awarded. 

 

To mark a piece of work you must click on the 3 dots that appear next to a 

blank score, e.g. _/100, and select “view submission” from the drop down 



menu. This will open the following screen. 

  

I have noticed that the submitted files window does not always have any 

files in it, but the files are accessible via emails or google forms, I guess it 

depends on how the learners have sent their work. At any rate, once you 

have accessed their work you can award them the appropriate mark and 

leave a comment on the right side of the page. You must press the “Post” 

button to leave a comment and the “Return” button to return the work. 

I have also found that it is possible to award a mark even if the learner has 

bi-passed Google Classroom altogether and sent work to you directly. You 

just click on the three dots that appear in the relevant blank cell and 

continue as above. 

 

• Weekly Register 

I have set up a weekly register on most of the classes using Google forms. 

This is in order to keep track of which learners are accessing the site. I will 

be adding some more questions to this as time progresses, just to get an 

idea of what other resources are being accessed. 

 

I hope this is useful to everyone. 

 

Sharon 


