
Guidance on: how to access and 
edit the slides when a teacher 
has created a copy for you to 

work on.

Google’s version of an online



To find your task, look for the date and read 
the notes for instructions from the teacher.

By clicking classwork tab, you can see your 
classwork in order of most recent postings at the top.



Sometimes, you only need to view the slides to 
complete your work.

If that is the case, this is how it will look:



Sometimes, your teacher will create a copy of the slides or 
document for you to edit as you work.

When you open these slides, it automatically creates a copy 
with your name as the document title. This is your own copy.

You will need to submit these when you have finished (to see how to do this skip to 
slide X).



Option 1:
You can create a text 
box to type in on the 

slide.



Option 2:
You can create a comment focusing on an aspect of the 

slide.



If you come out of the slides to have a break or do something else, you 

can access your slides again by clicking the document with your name 

on.

If you make 
another copy, 
you have to 
do the work 
all over again 
which can be 
frustrating, so 
be careful to 
click your 
existing copy!

This button is 
most useful for 
adding pictures 
of your work or 
extra documents 
you have done.



To add pictures or other evidence of your work alongside the slides:

This will ask you to attach 
the file you want by 
uploading it from your 
computer or device.



Sometimes, your teacher will create a copy of the slides or 
document for EVERYONE in the class to edit as they work.

If that is the case, this is how it will look:

When working on slides used 
by the whole class, stick to 
using comments or writing in 
the notes section below the 
slides. See the notes section 
on this slide as an example.
This way everyone can see the 
slides as they are intended to.



When you have finished, hand it in.



Forgot to add something? Don’t worry, as long as it is 
within the hand in date, you can unsubmit and add to it. 
Don’t forget to re-submit it afterwards.



Happy sliding!


