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Google Classroom is a free service, developed by Google for schools and can be accessed via the HWB platform. KS2 pupils in Wick will be familiar with its features and 

would have already used it to complete work, collaborate and access learning materials.  

Logging into Google Classroom 

First, you will need to log into Hwb. Go to https://hwb.gov.wales or search ‘HWB’ in your preferred online search engine.  

Click on the login button. 
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Use your login details to sign into your account.  

Enter Username 

Your username will be your surname, first initial 

and a number followed by @hwbcymru.net.  

NB: Your username is not case sensitive.  

e.g. jonesk3213@hwbcymru.net 

 

 

Enter Password.  

Your password will be a word followed by a 4 

digit number. NB: passwords are case sensitive 

and will include a capital letter. 

e.g. Road1234 
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Accessing Google Classroom 

Once you have logged in successfully, you will be presented with a range of different tools to choose from. Click on the Google for Education icon.  

 

 

 

 

 

 

 

 

 

 

 

You will then be asked to sign into your Google account. This is your HWB username. E.g. JonesK3889213@hwbcymru.net. 

 

 

 

 

 

 

 

 

NB: On your first time logging in, you will be presented 

with Google’s terms and conditions. You will need to click 

the accept button to proceed to Google Classroom.  



 

 

 

 

The platform will then give you some instructions to follow. These instructions will tell you how to use Google Classroom. Once you have followed the steps, click 

on the ‘I’m a student’ icon. 

 

 

 

 

 

 

The classrooms you’ve been invited to will be displayed on the next screen. You will be asked to ‘join’ or ‘decline’ the classroom on your first-time logging in. There 

are three different classrooms to join per year group. 

 

 

 

 

 

 

 

 

 

 

 

 

 

First time logging into a classroom – you 

should see the classrooms displayed 

here. Click the ‘join’ tab. 

Alternatively, you can search for each 

classroom by clicking on the + button to 

join a class.  

Each classroom has a specific code.  

You will find classroom codes on the 

newsletter sent in the first newsletter in 

September.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After your first time logging in, the icons will look 

slightly different. Click on the grey section at the 

top to access the classroom. 

Quick access tools 

Open your work Open a folder 



 

Inside Your Google Classroom 

At the top of the screen you will be presented with 3 tabs: Stream, which gives you the most up-to-date information, Classwork which shows any work that needs 

to be completed; and People, other members in your class. Any work to be completed will be shown in Stream and Classwork. Lesson content will also be shown 

on your Stream.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Assignments/ classwork will be displayed here on the stream (see the next page for examples).  

 

 

 

 

 

 

 

 



 

Google Classwork, Assignments and Lessons 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on the ‘new assignment’ tab. You will then see a set of instructions on how to 

complete the work, set by your teacher. Any other documents you might need will also 

be here.  

If you click on these documents, they will open in a new tab. If you are asked to create 

or amend a document, you can work online to complete it and it will be saved 

automatically. Your saved work will be in the class drive and your personal Google drive 

(see the next page).  

To hand in your work, simply click the ‘mark as done’ button displayed.  

 



 

Creating your online work and submitting  

 

 

 

 

 

 

 

 

 

 

 

Once you have completed your assignment and have clicked ‘mark as done’, your work will be sent to your teacher. They will then look at the work you have 

created and send feedback.   

 

 

 

 

 

 

 

 

 

 

If you want to create a new piece of work, click on ‘+ Add or create’. Several options 

will pop up for you to choose from.  

  Access your Google Drive. This is where other documents you have 

created will be saved. 

Link a website – add which website you want to link your piece of 

work to.  

Add files from your computer. This could be a document, photo, 

image or PDF. 

Create new documents, presentations, graphs/data or drawings 

online. Remember these will save automatically to your drive.  

 

 

 

 

 

 

 



 

Teacher Dialogue and Feedback 

Once you’ve attached and sent work to your teacher, they will look at the work and provide feedback with some ways forward. To be able to see this feedback you 

will need to follow a few steps.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. To view the feedback provided by your teacher, click on the 

classwork tab. 

2. In the top left-hand corner on the classwork page, you will see a small tab ‘view your work’. Click on this tab.  

Here you will see all the 

assignments you have been 

asked to complete.  

 

Name of the assignment. 

Here you will see the date the 

assignment is due in.  

In this area you can keep track of 

where you are with your 

assignments. If the assignment 

has been ‘assigned’, the task is 

still active. You can still complete 

this piece of work.  

If the assignmnet has been 

completed and sent back to 

your teacher, the assignment 

will say ‘handed in’.  

Remember to check this 

section regularly. Sometimes 

you may have completed an 

assignment, however, it 

hasn’t sent properly, or you 

have forgotten to click the 

‘hand in’ button. This will 

keep you up to date. 



 

Click on one of the assignments. The assignment will expand to show you any comments left by your teacher. Your assignment and any attachments you added will 

also show. 

 

 

 

 

 

 

 

 

 

 

 

 

Click on the ‘view details’ hyperlink to respond to the comments made and 

engage in a learning dialogue. 

Type your response in the private comment box. When you’ve finished 

what you want to say, click on the arrow to send it to your teacher. 

Your attachments 

Comments left by your teacher 



 

Viewing Comments 

Once you have opened your work and have chosen an assignment, click on the attachment to open it.  

Your attachment will open and show you a preview of your work. Here you might see further and more specific comments have been added to your 

work. Your teacher may use a highlighter tool to point out features in your work that stand out, ways forward and things to consider next time.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Here you can see that the teacher 

has highlighted a particular part of 

the work and has made specific 

comments.  



 

 

Once your teacher has responded to your work, you will also be sent a notification email to let you know that your work has been acknowledged.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Accessing Your Google Drive 

To access your Google Drive, click on the ‘9 dot’ icon at the top right-hand corner of the screen. 

Then choose ‘Drive’, by clicking on this icon. 

 

Your Drive is your online storage and filing system.  

 

 

 


