
Dear Parents/carers        17.3.20 

Yesterday I wrote to you regarding how we will make work available for children 

who are self-isolating. 

Please see the guide below. Whilst it may seem complicated most children have 

had experience of this system. 

 

How to access G Suite/Realsmart. – link has been added to the top of the school website.   The 

button looks like the image below. 

 

Click it and you will be prompted for logon details. 

Users are only required to put in the first part of their email address (The bit before the @ sign) for 

their username and Password1! 

Once logged in you will see a portal like below 

 

 



Distributing work to students. 

Class folders have been created within the drive for staff to put work into.  Students will be unable 

to amend these documents.  They will need to make a copy of the work.   

To do this they will need to do the following: 

1. Open Google drive. 

2. Click ‘Shared drives’. 

3. Open ‘Student Shared Area’ 

4. Go into their class folder and select the piece of work they wish to make a copy of. 

5. Right click the document and select ‘Make copy’ 

6. This will create a copy of the document in their Google drive called ‘My Drive’. 

7. To view it click on ‘My Drive’ on the left within Google Drive and look for the document you 

have just copied. 

Submitting Work. 

Work that can be completed online should be saved in the separate class folder in the shared drive.  

This is called their class name followed by ‘work folder’.  So for example 6Ds folder is called ‘6D work 

folder’.  This folder allows students to save work here and edit files, but not delete.  Students can 

only see their own class work folder. 

Students can save work into the work folder by either opening up their work and then click ‘File’ at 

the top and they can then select ‘Move’ or ‘make a copy’ and select where they want to move it to.  

Or they can drag and drop where they want it to go within Google drive. 

Any problems please speak with your class teacher as soon as possible. 

 

 


