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How to upload a file to Google Classroom

Here are 4 ways of uploading your completed work:

Option 1: For an I-pad or android tablet device

Option 2: For if you have “Word” on your laptop or PC computer

Option 3: For using an online Word document on your laptop or PC computer
Option 4: For typing into a “Google Docs” file on your laptop or PC computer

Option 1: For an I-pad or android tablet device

If you are accessing Google Classroom from an ipad, the best way to do it is as follows.
(It will be similar but not exactly the same from an android tablet).

1. Do the work on paper.

2. Take a photograph of the piece of work using the device that you access Google
classrooms on (as below).

4. After this, ensure the photo or photos that you which to upload are ticked and select
the “Classroom” icon.
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You will then have to select which lesson post you want it to be attached to and then
upload.

! Jan 22, 2021 at 2:08 PM.png

Make sure you then press “hand in” to ensure your teacher knows you have
completed it that you want them to check your work.

Option 2: For if you have “Word” on your laptop or PC computer

1.

If you are working on a computer and have “Word” you can just open up a New
Word Document and simply type up your answers in there.

When you have done your work in this document, you must save it on your own
computer in a folder that you can access later. For example, | have chosen to same
“My Work” onto my Desktop.

o0 Autosave @orr B | © v (I & 5 Documentl

- Save As: | My WorK
Tags

] Where: [ Desktop Q ¥

Online Locations File Format:  Word Document (.docx) B

6. Make sure you then press "hand in” to ensure your teacher knows you have
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3. When it is saved, you need to go into Google Classrooms to this screen and press
“add or create”.
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Maths

ICT Support + 9 Nov 2020 (Edited 8 Jan)

Your work Assigned

100 points + Add or create

The Year 6 children should already know ALL the times tables up to 12x12. The aim is for you to

recall these facts instantly. This half term is a chance for Year 6 children to consolidate their
knowledge of multiplication and division facts and to increase their speed of recall.
Use TT Rockstars or the attached timetable practice sheets to help you learn them.
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4. You will then be able to select the paper clip “File” tab and select the file from the
browser from wherever you saved it!
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5. When you have done that, your work should then upload and appear. Mine is the
“Screenshot 2021” image file.
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Your work Assigned
IScreenshot 2021-... X
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6. There’s just one more step... Click the blue “Hand in” button (above) and then the
“hand in” button (below).

Hand in your work?

1 attachment will be submitted for "Maths".

u Screenshot 2021-01-22 at 15.05.35.png

Cancel Hand in

7. Then you’ve handed your piece of work in.

Option 3: For using an online Word document on your laptop or PC computer

If you don’t have a programme like “Word” (for PC) or “Pages” (for Mac) then you can use
the online version of the programme.
1. Go to the piece of work that you want to attempt. Click on the “+ Add or create”
button circled in green below.

Maths

Your worl Assigned
ICT Support *+ 9 Nov 2020 (Edited 8 Jan)
100 points + Add or create

The Year 6 children should already know ALL the times tables up to 12x12. The aim is for you to

recall these facts instantly. This half term is a chance for Year 6 children to consolidate their
knowledge of multiplication and division facts and to increase their speed of recall.
Use TT Rock or the hed ti le practice sheets to help you learn them.
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2. Now click on the... Create new “Docs” button circled in green below.
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3. This will open you a new page which you can then type your answers into. It will

then automatically save these changes onto the computer so you don’t need to
press save!
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4. When you have finished typing the piece of work... press the “Turn In” button.
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5. The computer will then ask you if you want to “Hand in your work?” Click “Hand in”.
You’ve done it!

Hand in your work?

1 attachment will be submitted for "Maths".

E svpummiimion - Maths

Cancel Hand in

Option 4: For typing into a “Google Docs” file on your laptop or PC computer

1. This option is good for editing a Word file but can be quite tricky to edit a PDF
document so please be aware of this.
2. Open up a task by clicking on the green circled area in a lesson post.

Maths :

ICT Support - 9 Nov 2020 (Edited 8 Jan)
100 points + Add or create

The Year 6 children should already know ALL the times tables up to 12x12. The aim is for you to

recall these facts instantly. This half term is a chance for Year 6 children to consolidate their
knowledge of multiplication and division facts and to increase their speed of recall.
Use TT Rockstars or the attached timetable practice sheets to help you learn them.

Your work Assigned

Clicking on this Private comments
area in green

UltimateTimesTabil...
PDF
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3. Then click the button: “Open with Google Docs”, see below:

PF UltimateTimesTablesChallenge.pdf = Openwith Google Docs ¥

Ultimate Times Table Challenge
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4. Sometimes the formatting goes a little bit strange. You must click in “file” and “Save
as” to save a copy in your Google Drive to begin with.
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5. This is now your copy of the piece of work which you can now edit and it will be
automatically saved in your google drive.
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6. |can close the piece of work and then go to the upload page on the original lesson
post. Click on “+ Add or create” and select “Google Drive”.

Maths

Your work Assigned
ICT Support + 9 Nov 2020 (Edited 8 Jan)

z —@ Google UV
The Year 6 children should already know ALL the times tables up to 12x12. The aim is for you to

recall these facts instantly. This half term is a chance for Year 6 children to consolidate their @ Link
knowledge of multiplication and division facts and to increase their speed of recall @ File
Use TT Rockstars or the attached timetable practice sheets to help you learn them.
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7. You then need to select the file that you have just been working on.
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8. Then the option to “insert” the file appears at the bottom right. Click on this.
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9. And finally, click “Hand in” and the second “Hand in” on the right.

Your work Assigned

i ?
Copy of UltimateT... X Hand in your work?

Google Docs
9 1 attachment will be submitted for "Maths".

+ Add or create

E Copy of UltimateTimesTablesChallenge
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Cancel Hand in

BC — January 2021 (Based on Video by HS)
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