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Underpinning Technology Guidance Materials

Annex 2 - How to Guide for learners (G-Suite for Education)















2020/2021 Training

Logging in

Everyone will be given an email address at the start of the training, you must change the password you are given and keep it safe. 
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You will need to search classroom on google, you will be asked to log in using you NCL email address and password.
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When you log in all your classes will be on your front page. 
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Once in the classroom you can switch classrooms using the left had side of the screen, clicking onto the three lines. 







To enter the classroom, click onto the one you need to be in on that day.
[image: ]
Any work you have coming up will be at the left-hand side. 
All work that has been set by your tutor will be directly underneath your class details.


If you would like to write something either to the tutor or other students’, it can be done here. 



[image: ]Clicking on the Upcoming page on the left hide side allows you to see what assignments you have been set, which ones you have outstanding and which you have returned.


Clicking onto classwork in the centre of the page will show you your work, due date and google calendar. 
. 
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[image: ]You can find the teacher for each course under people, if you have any questions on work these are who you must contact 
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When you have been set work by a tutor you need to click on the document. Any work you complete will be automatically saved whilst you work. If you have a problem with this, you must get in touch as soon as possible. 
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Online Classes 
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It is important you check the Gmail you are given daily, you will be sent information from you’re tutor. Including dates and times of your classes. 
Each individual tutor will send information for classes, these invites will automatically go into G Classroom and you can click on them at the time you need to be available. 

[image: https://tse4.mm.bing.net/th?id=OIP.Gw8YMltBmQZCS7z_t050tQHaE7&pid=Api&P=0&w=255&h=171][image: https://images-na.ssl-images-amazon.com/images/I/71lbwtcUUzL._SL1500_.jpg]	


Cameras and microphones must be turned on for each session.  
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[image: ]These sessions marked as usual classroom sessions so please be on time. If you are going to be late or cannot attend the session, please get in touch with the tutor as soon as possible. 

To send an email to your tutor, log into Gmail and tap the compose button in the top left. You will need the tutors email address. 

	
[image: ]
You can find Gmail as well as other information on the right side of the screen by clicking on the circle with your initial in. 


[image: https://tse4.mm.bing.net/th?id=OIP.DGxl7W7Cz7YenmlpRmiXegHaE8&pid=Api&P=0&w=264&h=177]




If you have any questions please get in touch with your class tutor or pastoral support. 

image5.png
X G Signin-GoogleAccow X | + =

# - BE

x | [ gelassroom -YahooSe. X | [BY Classes

@ Microsoft Office Home X | (3§ Emal - Jackson, Chloe - X | I Gauite induction 2021
& accounts.google.com/signin/v2/challenge/pwd?continue=https%3A%2F%2Fclassroom.google.com%2F&iservice=classroom@tflowName=GlifWebSignin&flowEntry...

< c

Google

Welcome

@ test7@newcastlecitylearning.me.uk v

Enter your password

Forgot password? B3

Terms

English (United States) + Help





image6.png
@ Microsoft Office Home X | (3§ Email - Jackson, Chioe - x | i3 Gauite induction 20211 X

< c

Google Classroom

Donna's Demo Class
Functional Skills English

Donna Stokes

Level 2 Prep for Workg.
New Direction Study Programme
‘Anne Marie Chesterfield

& dlassroom.google.com/h

Initial/Diagnostic Ass...

Donna Stokes

gclassroom - Yahoo S X | Y Classes

Community
Maria Hawthome

Community Demo ClI...

X B Casses

Maria Hawthome

Preparation for Life T.
New Direction Study Programme

Sophia Taylor

Levels Maths Monda.

New Direction Study Programme

Sophia Taylor

Levels English Tuesda.
New Direction Study Programme

Sophia Taylor





image7.png
B Content x| google classroom - Yahoo Searc X [ Levels English Tuesday AM New X G Sign in — Google accounts x| +
<« C @ classroom.google.com/u/1/c/MTI4Mzg2MDY3NDE
@ Classes Stream Classwork People

(%) calendar

English Tuesday AM

tion Study Programme

Enrolled

EJ To-do

T

Community Demo Class
Community

Get Started with Jewellery
Arts

Level 2 Prep for Work Friday. o

Share something with your class
New Direction Study Programme

< due soon!

Preparation for Life Thursda... .
New Direction Study Programme View ol
fB)) SoptiaTayior posted anew assignment: Levl 1kils Scan
Jul9 (Edited Jul 14)

Levels Maths Monday PM
New Direction Study Programme.

Levels English Tuesday AM
New Direction Study Programme

M Study Skills English €]

hitps:/classroom google.com/u/1/h -





image8.png
@ Microsoft Office Home X | (3§ Email - Jackson, Chioe - x | i3 Gsuite induction 20211 x | [ gelassroom - Va X | B Classes
<« C @ dassroom.google.com/c/MTI4Mzg2MDY3NDET
Levels English Tuesday AM Classwork people
= New Direction Study Programme
.
Upcoming [ ] are something with your cla

Sophia Taylor posted a new assignment: Level 1Skills Scan

@ w0 B





image9.png
B Content x | [ google classroom - Yehoo Searc! X [EY Your work in Levels English Tues: X [ gmail - Yahoo Search Results X | +

< C @ dassroom.google.com/u/1/c/MTI4Mzg2MDY3NDE1/sp/MTIMJEXMTMxMzYw/all fr

Levels English Tuesday AM
New Direction Study Programme

®  test7 test
[

Level 15kills Scan 1 sep 1 Assigned

Al

Assigned

Returned

Missing





image10.png
Q) Microsoft Offce Home X | 13§ Emal - Jackson, Chioe~ X | (] Gauite induction 2021 | X | [ gclassroom - YahooSe- X | I Classes X B Clossworkforlevels e X |+

< C @ classroom.google.com/w/MTI4Mzg2MDY3NDE1/t/all

Levels English Tuesday AM Stream Classwork People
New Direction Study Programme.

() Google Calendar [ Class Drive folder

8] View your work

Level 1Skills Scan Due Sep 11

Posted Jul 9 (Edited Jul 14) Turned in

“This is your skills scan for English Level 1. This will track your progress for each criteria of the English qualification. Your
tutor will mark this after your diagnostic assessment 50 you wil be able to see what areas of English you are good at and

‘which areas need more work.

test7 test - English Level ...
Google Sheets

View assignment

@

classroom.google.com/c/MTI4Mzg2MDY3NDE/a/MTIANDKZMDU1Nzix/details





image11.png
Hd Content x

<

[ googe classroom - Yahoo Searc! X [} People in Levels English Tuesda) X

C @ classroom.google.com/u/1/r/MTI4Mzg2MDY3NDE1/sort-last-name

Levels English Tuesday AM
New Direction Study Programme

Stream Classwork

Teachers

[ ol - Yahoo Search Results

People

x| +

Sophia Taylor
e phia Tayl

@ Lauraingram





image12.png
Hd Content x | [ google cassroom -Yai: X | [EY YourworkinLevels Enc X (@ test7 test-EnglishLev x [ gmail- YahooSearchF X | M Inbox (76) - test7@nev. X | +

C @ docsgoogle.com/spreadsheets/d/1nol9pATUWDVTPe_h6pAMumviQwKUIEF2PAKwlvgnuQ/edit#gid=1498283492 *

test7 test - English Level 1Rubric ¥ @
File Edit View Inset Format Data Tools Add-ons Help Lasteditwasmadi Working.. phiaTaylor

o~ E P00 v 5% 09 123+ | Avial -0 - BISA &H

Speaking and Listening

A [ c o 3 3 s

v [s and Lister
T
Identify relevant
information and fines of
argument in explanations
or presentations

Meets Standard Approaches Standard Below Standard Incomplete

s 12
Make requests and ask
relevant questions to
obtain specific information
in different contexts

Meets Standard Approaches Standard Below Standard Incomplete

2 113

Respond effectively to
detailed questions

Meets Standard Approaches Standard Below Standard Incomplete

w114

Communicate information.
inions clearly
and accurately on a range

”

Mests Standard |Approaches Standard Below Standard Incomplete





image13.jpeg




image14.png
Bl Content x| [ google dlassroom - Yahoo Sez. X | I Your workin Levels Englsh Tu X | [ test? test - English Level 1Rut X M) Inbox (76) - test7@nevcastiec X+ - X
< C @ mailgoogle.com/mail/u/1/?hi=en-GB#inbox B HE» O :
= |V| Gmail Q search mail . ® ® G Suite o
o- ¢ 1-500f 103 > @
+ Compose
Maria Hawthorne (CI. New assignment: "2020-21 MFL ILJ" - Hi test7, Maria Hawthorne posted a new assignment in Com. 6:26 PM
@ nbox 76 5 ~ L
Maria Hawthomne (Cl. New assignment: "MFL ILJ" - Hi test7, Maria Hawthorne posted a new assignment in Community De. 519PM
% Starred
o s , Maria Hawthorne (vi A Leamer Arts ILJ - Invitation to edit - nclmaria.hawthomne@newcastlecitylearning.me.uk has invited 216PM (]
nooze
> sent Maria Hawthomne (( New material: "2020-21 Arts ILJ (Google sites)" - Hi test7, Maria Hawthorne posted a new material i Aug14
B Drfts Maria Hawthorne ( New material: "How to set work for your learners -.." - Hi test7, Maria Hawthorne posted a new mate. Aug 14 +
v More
Maria Hawthomne (Cl. New material: "Setting up a new class - video from.. - Hi test7,Maria Hawthorne posted a new mate. Aug14
Meet
et Maria Hawthorne (Cl. New material: "How to see your students when..."- Hi test7,Maria Hawthorne posted a new material i Aug11
W Start a meeting
Maria Hawthomne (Cl. New announcement: "Hello - welcome to the Demo Class. .." - Hi test7,Maria Hawthome posted a ne. Aug 11
@ Join a meeting
Maria Hawthomne (Cl. New material: "Safeguarding! How to prevent learners... - Hi test7,Maria Hawthorne posted a new m Aug 11
Hangouts.
®) e Maria Hawthorne (vi Test 7 Arts ILJ - Invitation to edit - nclmaria.hawthorne@newcastlecitylearning.me.uk has invited you. Aug 10
¥
Maria Hawthorne (vi Sum - Invitation to edit - ncimaria hawthore@newcastlecitylearning. me.uk has invited you to edit th Aug 10
No recent chats sum
Start a new one
nclmaria hawthorne Information - I've invited you to fill out a form:Information Fill out formCreate your own Google Form Aug 10

New material

9 o Maria Hawthorne (( "Adding learners to your class” - Hi test7,Maria Hawthorne posted a new material in C. Aug10

Q) 2009




image15.jpeg




image16.jpeg




image17.png




image18.png
X

B Content x google classroom - Vah X Your workin Levels Enc X | [ test7 test- EnglishLeve X M Inbox (76) - test7@nev. X Ontime - Yahoo Image X |+ -

< C @ mailgoogle.com/mail/u/1/?hi=en-GB#inbox?compose=GTWIcSKkkPpvZxaCRNRcltWckmjZrzKXpCQGxdfkvnpwZZbafSdfiPzptTIaPLFIVGThplfdPdL * BB » O :

Draft saved

Chloe jackson@newcastle. gov.uk
Unable to attend

Hello

Iwill not be able to attend todays lesson

@@ 22 B




image19.png
Hd Content x

google cassroom -Yah X [} Yourworkin Levels Enc X [ test test - English Leve X | M Inbox 76)- test7@nes. X

Ontime - Yahoo Image X |+

< C @ dassroom.google.com/u/1/c/MTI4Mzg2MDY3NDE1/sp/MTIMJEXMTMxMzYw/as fr

Levels English Tuesday AM
New Direction Study Programme

O M &
; test7 test Account Gmail prive

B B B

Level 15kills Scan 1 sep 11 Assigned  Classroom Docs Sheets
Al B @
Assigned slides Calendar Chat
Returned o w 1
Missing Meet Currents Sites

[ -

@

hitps://myaccount google.com/Zutm_source=0GB&wtm_medium=app

Q) 2028




image20.jpeg




image1.png




image2.png
~e
L) VocTech




image3.png
GOOGLE IT

The beginners quide to
Google Classroom





image4.png
@ Microsoft Office Home x| (3§ Emal - Jackson, Chioe - x | i3 Gauite induction 20211 x | [ gclassroom - Yahoo S x | [FY Classes X G Sgnin-GoogleAccou X |+ = x
<« C @ accounts.google.com/ServiceLogin/identifier?continue=https%3A%2F%2Fclassroom.google.com%2F &service =classroom&flowName=GlifWebSignin&flowEntry=...  ¥r B » 0 :
Google
Signin

Use your Google Account

Email or phone

Test7@newcastlecityleaming.me.uk|

Forgot email?

ur computer? Use Guest mode to sign in privat
Leam more

Create account B3

English (United States) + Help Terms





