
Google Classroom 
Cheat Sheet

How do I log in? 
Username: Your student number 
@enterprisestudents.net
Password: First 2 letters of your
first name, first 2 letters of your 
last name, month and date of birth. 
EX: josm0524

classroom.google.com

How do I join a class? 
Click + in the top right hand corner. 

Choose “join a class.” Enter the 
class code provided by your 

teacher. 

What are the 3 tabs for? 
Stream Classwork People

- Announcements

- Upcoming 
Deadlines

- Post and 
Comment

- Assignments

- Class Materials

- Email your 

teacher and 
classmates

Speaking of Classwor k…
Click on the classwork tab.

Classwork that is completed is light 
grey. 

Classwork that is incomplete has a 
dark icon.

To v iew an assignment…
Click on the assignment with the dark icon to expand 
the assignment preview. 
Click on View Assignment. 

You can add from your 
drive or create new docs 

here. 

How to turn in an 
assignment…

Here you can submit 
comments to your 

teacher. BE REMINDED: this 
does not always send 
them a notification. An 
email may be a better 

choice.

This icon is your 
main menu. Here 
you can find your 

“To-Do List.” 

Your To-Do list 
Shows all assignments (complete and incomplete) 

from all classes
One more thing…. 

Topics
Under the classwork tab, 
you can view different 

topics that your teacher 
assigns. This will help you 
stay organized and find 

resources. 

Posting and Commenting
Click on the stream tab. If your teacher enables this 
feature, you will be able to post and comment. To 

post, type into the “share something with your class” 
box. Make sure you are following classroom 

expectations!



Google Docs 
Cheat Sheetdocs.google.com

File Menu Highlights

Keyboard Shor tcuts

Click to add 
or edit title 

Docs Menu
Click 

manage 
sharing 
settings

View 
Comments

Make a Copy 
This will duplicate the 

document in your drive.

Download 
Here you can download 
as a PDF or Word Doc.

Rename
This will duplicate the 

document in your drive.

Page Setup
This will duplicate the 

document in your drive.

Print
Here you can download 
as a PDF or Word Doc.

New
Here you can create a 

new doc.

Print Zoom Font Font Size

Bold
Italicize

Underline

Font Color Align Text

Line Spacing

Number Bullet Points

Inser t Menu Highlights

Table

Drawing
Create your own graphic
organizers or drawings.

Header/Footer

Page Numbers
Insert page numbers 

Page Break
Separate pages using this 

feature.

Image
Here you can insert an 

image from your 
computer or online.

Highlight

Ctrl + x Cut Ctrl + z Undo Ctrl + b Bold

Ctrl + c Copy Ctrl + f Find Ctrl + u Underline

Ctrl + v Paste Ctrl + p Print Ctrl + i Italicize



Gmail
Cheat Sheetmail.google.com

Click to start 
a new email

Gmail Home Search 
for emails 

here Google Suite

Gmail 
SettingsArchive 

Delete

Mark Unread

Move to

Label

Find 
previously 
sent emails 

here

To: enter email address 
of recipient 

Sending an e-mail…

CC: Carbon Copy
Recipients can see

everyone that received 
the email.

BCC: Blind Carbon Copy
Recipients can NOT see 
everyone that received 

the email.

Always give a 
subject line so that 
your emails don’t 
get sent to junk 

mail. 

Send your email!
If you press the drop
down menu you can 

schedule an email for a 
certain time. 

These options are the 
same as the options 
in Docs and Slides.

Remember!
Your teachers are always available via 
email. Make sure you are spell checking 

your emails! Emails are not text 
messages. :)


