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Key information 

Website: 
www.hydecommunity.college.org.uk 

Log in using school network details. 

Access: 
 
Desktop/Laptop web browser 
 
Mobile/Tablet web browser 
 
Android/iPhone App

Go to the Hyde Community College Website. 
In the top right corner click on the green “Login” 
button. 

You will be redirected to the realsmart login page. 
Enter the username and password you would use for 
accessing realsmart/emails at school. 

Click “Sign in” and you will be taken back to the school 
website. 

The school website will now display your profile along 
the top of the page and give you access to some core 
apps such as Google Mail and Google Classroom. 
 
If accessing through a mobile device such as a 
smartphone or tablet the apps may be hidden in a 
menu.  
 
If you have forgotten your realsmart password, you will 
need to contact school to have it reset to “smartpass”.
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Google Classroom provides access to digital classrooms for all the 
subjects you are ‘enrolled’ in. 

Classroom can be accessed from the school website, when you have 
logged in, by clicking on its icon. 
You can also access Classroom directly through the link in ‘key 
information’ although you may need to log in again. 

In your classrooms you can access any work assignments and make use of 
any digital resources shared by your teachers. You can also post in the 
stream asking classmates for help, or responding to others questions. 

Finding your classes 

When you open Google Classroom you see a tiled grid showing all of the 
different classes you are enrolled in. 
On a desktop, laptop or tablet web browser you can see information such as 
upcoming work assignments and view your work for each class. 
The smartphone and tablet apps are laid out slightly differently but work the 
same way. 
Click on a class name to enter that Google Classroom. 
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Key information 

Website: 
classroom.google.com 

Log in using school email address. 
E.G.firstname.lastname@hydecc.sch.uk 

Access: 
 
Desktop/Laptop web browser 
 
Mobile/Tablet web browser 
 
Android/iPhone App

Class name

Upcoming assignments

Class list Join a class

G Suite Menu

Show you work 
for this class

Open Google Drive 
folder for this class

http://classroom.google.com
http://classroom.google.com


Navigating a Google Classroom 
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Class name

Class list

Class menu

Upcoming assignments

G Suite menu

Post a comment 
to the Stream

Updates from 
your teacher and 

classmates

Class topics

Your work and grades Your files

Assignment title

Summary and 
attachments

View full assignment 
and submit work

Assignment  
due date

Class menu



Submitting your work 

Choosing your files  
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Assignment due date

Assignment title Your attached work

Send a comment to 
the whole class

Assignment description

Available marks
Submission 
status

Add pieces of work

Submit your work 
for marking

Send a comment to 
your teacher only

Find in your 
Google Drive

Find a file on 
your computer

Create a new file

When choosing work to add to the assignment, you 
will be given a list of sources from which to upload 
your work. 

Work already written using Google Docs, Slides or 
Sheet will be saved in your Google Drive. 

You can upload work from your computer such as 
Word Documents, PowerPoints, or PDFs and images. 

Alternatively, you can choose to create a new 
document using apps in the Google Suite. 

In the Android/iPhone app, you will also have the 
option to choose a photo from your camera roll, or 
take a new picture using the camera.





Occasionally your teachers may host a live session with your class. This will be done using Google Meet. 
Your teacher will provide you with an access link to the meet, either by enabling the link in your Google Classroom, 
sending you an email with the link, or both. 

Following the link will take you to a holding page, you may be asked to provide permission for the website to use 
your computers Microphone and Camera. You always have the option to turn these off/on later. Once permissions 
have been granted, click on the teal “Join now” button. In a meet, you should generally have your mic turned off 
unless speaking with your teacher. 
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Key information 

Website: 
meet.google.com 
HELP: Accessing G Meet (6mins) 
HELP: Accessing G Meet (1min) 
HELP: Netiquette 

Access: 
 
Desktop/Laptop web browser 
 
Mobile/Tablet web browser 
 
Android/iPhone App

Meeting details

Toggle mic 
on/off

Toggle camera 
on/off

Leave meet

More options 
menu

Change your 
screen layout

Meeting 
participants Meeting chat

http://meet.google.com
https://www.youtube.com/watch?v=MUXbgDOfrfY
https://www.youtube.com/watch?v=v5ZkMovPnQE
https://www.youtube.com/watch?v=b91oApqI784
http://meet.google.com
https://www.youtube.com/watch?v=MUXbgDOfrfY
https://www.youtube.com/watch?v=v5ZkMovPnQE
https://www.youtube.com/watch?v=b91oApqI784
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Your school emails can be found in Google Mail (GMail for short). 

Gmail can be accessed from the school website, when you have logged 
in, by clicking on its icon. 
You can also access Gmail directly through the link in ‘key information’ 
although you may need to log in again. 

Here you can receive information and help about your work, and contact 
your teachers or classmates for help. 

Remember school emails can be tracked and the school rules still apply.  

 

Navigating Gmail 
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Key information 

Website: 
mail.google.com 

Log in using school email address. 
E.G.firstname.lastname@hydecc.sch.uk 

Access: 
 
Desktop/Laptop web browser 
 
Mobile/Tablet web browser 
 
Android/iPhone App

Create new  
email

Labels

Mail search Emails
G Suite menu 
“Waffle button”

Your profile

Mail options

This is the standard layout for Gmail on a desktop, laptop or tablet web browser. 
Accessing Gmail through a smartphone web browser or an app may look different, but will work the same.

Show/hide menu

EmailsSelect email

Star important 
email

http://mail.google.com
http://mail.google.com


Compose an email 

 

Open emails 
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Select recipient(s)

Enter subject

Font tools

Send email

Add attachments & links Delete draft

Alignment tools

Cc/Bcc options

Sender

Return to inbox

Delete 
email

Move  
email

Print  
email

More options

Reply to sender or 
forward the email 
to somebody else



Opening work in G Suite 
Your teachers may provide you with pre-made worksheets to complete at home. 
Depending on the file type of the work sheet, you may have several options on how to complete the work. 

If the worksheet has been written using G Suite (Docs, Slides or Sheets) when you open the attachment, you will be 
able to complete the work straight away in your web browser or mobile app. 

However, often the worksheets are made using Microsoft Office (Word, PowerPoint or Excel). 
In this case, when you open the attachment a preview will open that you can’t edit immediately. You have two 
options to complete and submit your work. 

1. Open in G Suite 

2. Download (if you have Microsoft Office installed) 
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Click on options  (3 dots) 
Click “Open in new window”

Click on “Open with 
Google Docs”

Click on options  (3 dots) 
Click “Open in new window”

Choose the download option 
Locate file and open in Office



Google Docs is a free web based word processor. 

You can access Docs through the waffle button in other G Suite apps such 
as Gmail, Google Classroom, and Google Drive when logged in to the 
school website. 
You can also access Docs directly through the link in ‘key information’ 
although you may need to log in again. 

Google Docs is really useful for completing any written assignments or 
letters; and works in similar way to Microsoft Word that you may be more 
familiar with. 

The documents you create using Google Docs save automatically to your 
Google Drive, ideal for submitting to your classes. 

 

Key information 

Website: 
docs.google.com 

Log in using school email address. 
E.G.firstname.lastname@hydecc.sch.uk 

Access: 
 
Desktop/Laptop web browser 
 
Mobile/Tablet web browser 
 
Android/iPhone App
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Document name 
Click to change

Text style tools Paragraph style tools

Add images 
or links

Add images or links

Text & paragraph 
style tools

http://docs.google.com
http://docs.google.com


Google Slides is a free web based presentation editor. 

You can access Slides through the waffle button in other G Suite apps 
such as Gmail, Google Classroom, and Google Drive when logged in to 
the school website. 
You can also access Slides directly through the link in ‘key information’ and 
choosing from the side menu, although you may need to log in again. 

Google Slides is really useful for creating or editing presentations to 
showcase your work; it works very similarly to Microsoft PowerPoint that 
you may be more familiar with. 

The slideshows you create using Google Slides save automatically to your 
Google Drive, ideal for submitting to your classes. 

Key information 

Website: 
docs.google.com 
Use the menu to change to Slides. 
Log in using school email address. 
E.G.firstname.lastname@hydecc.sch.uk 

Access: 
 
Desktop/Laptop web browser 
 
Mobile/Tablet web browser 
 
Android/iPhone App
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Document name 
Click to change

Add text, images 
and shapes

Change slide style

Add transitions 
between slides

New slide & 
layouts

Slide  
thumbnails

New slide & 
layouts

Slide 
thumbnails

Add text, images 
and shapes

Play show in 
full screen

http://docs.google.com
http://docs.google.com


Google Sheets is a free web based spreadsheet. 

You can access Sheets through the waffle button in other G Suite apps 
such as Gmail, Google Classroom, and Google Drive when logged in to 
the school website. 
You can also access Sheets directly through the link in ‘key information’ 
and choosing from the side menu, although you may need to log in again. 

Google Sheets is really useful for creating or editing spreadsheets using 
formula and creating charts; it works very similarly to Microsoft Excel that 
you may be more familiar with. 

The spreadsheets you create using Google Sheets save automatically to 
your Google Drive, ideal for submitting to your classes. 

Key information 

Website: 
docs.google.com 
Use the menu to change to Sheets. 
Log in using school email address. 
E.G.firstname.lastname@hydecc.sch.uk 

Access: 
 
Desktop/Laptop web browser 
 
Mobile/Tablet web browser 
 
Android/iPhone App
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Worksheet

Add a  
worksheet

Document name 
Click to change

Add text, images 
and shapes

Cell formatting tools

Text formatting tools

Add images, graphs & formula

Add 
worksheet

Worksheet 
tabs

Worksheet 
tabs

Select a cell for 
formatting tools

http://docs.google.com
http://docs.google.com


Your Google Drive can be used to store all your work online. 

Drive can be accessed from the school website, when you have logged in, 
by clicking on its icon, or from other G Suite apps via the waffle button. 
You can also access Gmail directly through the link in ‘key information’ 
although you may need to log in again. 

All the work you access through Google Classroom, or create in the 
individual apps will automatically save in your Drive. 
 
You store documents from other sources, such as Word or PowerPoint in 
your drive and access it from any computer connected to the internet. 

Key information 

Website: 
drive.google.com 

Log in using school email address. 
E.G.firstname.lastname@hydecc.sch.uk 

Access: 
 
Desktop/Laptop web browser 
 
Mobile/Tablet web browser 
 
Android/iPhone App
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Search your Drive Your most recent files

Your files and 
folders

Create new or 
upload files

Drag and drop files to 
upload to Google Create new or 

upload files

http://drive.google.com
http://drive.google.com
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Logging in 

Key information 

Website: 
www.go4schools.com 

Access: 
 
Desktop/Laptop web browser 
 
Mobile/Tablet web browser 
 
Android/iPhone App

To gain access to Go4Schools you will need an 
account, students’ accounts are pre-made using your 
school email address. 

Parents can also access Go4Schools using the email 
address they have registered with school. 

In the top right corner of the Go4Schools websites are 
five different log in options: Trusts,  Governors, 
Schools, Students, Parents. 

To log in, choose the option that best describes you - 
IE Student or Parent. 

You will be redirected to your log in page. 

As each option has its on log in page, it is important 
you choose the correct option at the start. 

If you are struggling to access your account, you may 
be trying to log in from the wrong page. 

School or 
registered email

Website you are 
logging in to

Links to Android & 
iOS apps
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First-time users 

First-time users of Go4Schools will need to 
create an account. 
 
On your login page click the link “First-time 
user” below the sign in box.  

This will bring up a window asking for an email 
address. 
 
Students: Use your school email address. 
Parents: Use the email address you registered 
with school as a contact. 
 
You will be sent an email from Go4Schools to 
create your account. 

 

Forgotten Passwords 
If you forget your password for Go4Schools, 
go to your login page and click the link 
“Forgotten your password?”.  

Enter the email you use for your Go4Schools 
account, instructions to reset your password 
will be emailed to you. 

Neither Go4Schools or school can reset your 
password for you. 

Emails for new users and forgotten emails shouldn’t take long to arrive in your inbox. 
Check your junk or spam folders if they have not arrived within a few minutes. 

Remember a secure password contains a mixture of uppercase letters, lowercase letters and numbers. 
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Your profile provides you access to your progress through school. 
You can view your timetable, homework tasks, subject progress, attendance, behaviour points and reports. 
You can also look back at previous years data if you have been at school longer than one year. 
To view any of these sections, click on the relevant link at the top of the page. 

Viewing your homework 
At the top of your profile page, click on the link “ongoing 
and recent homework tasks”. 
 
This will skip you down the page to the homework section. 
This is a summary list of all homework tasks due within the 
next 7 days.  
 
Tasks from the last 7 days will also show here if not 
submitted or marked by your teacher. 

Click the link “View full list of homework tasks” to see a 
more detailed list. Here you can see all homework tasks 
you have been set. Click in the “Task” column for more 
information from your teacher. 
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Date homework 
is due

Subject

The homework task   
Click for more detail, attachments 
or links from your teacher

Homework status 
Pending: Not marked yet 
Complete: Work completed well 
Incomplete: Not done or to a poor standard 
Student absent when set/due

Date homework set 
and by who

Due date indicator 
Red - due within a 
week 
Green - Due in 
over a week
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Logging in 
First-time users of Seneca will need to create an account before 
they can gain access to the website. Click on the white “Sign up” 
button in the top right corner of the home screen. 

Complete the sign up form with your name and email address. It 
is recommended you use your school email address for this. 
Create a secure password that you will remember.  Your email 
address or password can not be reset by your teacher. 

Returning users simply need to click “Login” in the top right 
corner and then enter the email address and password you used 
to create your account. 
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Key information 

Website: 
www.senecalearning.com 

Access: 
 
Desktop/Laptop web browser 
 
Mobile/Tablet web browser 
 
Android/iPhone App

You only need to create one account for all of your 
lessons using Seneca. 
 
If you have already created an account for one 

subject at school, you do not need to create another.
?

Email not recognised? 
You may have incorrectly 
typed  when you joined. 

You may need to create a 
new account. 

Teachers cannot change 
your email address.

Forgotten password? 
Click here

http://www.senecalearning.com
http://www.senecalearning.com


Joining a class 

Viewing your assignments 
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View your classes & 
assignments

View your classes Join a class

Enter class code

View your classes & 
assignments

View upcoming 
assignments

Assignment title & 
deadlines

Complete the whole 
assignment

Choose specific 
modules to complete



Your score and memory strength 

When you complete a module or topic, Seneca will tell you the percentage of questions you got right. If you think 
you can do better then you can go back at anytime to redo the module and improve your score. 

Seneca will also tell you your memory strength - the 5 lightening bolts. The higher your score here, the more likely 
you are to remember what you have learnt in the future. Hovering your mouse over the question mark will tell you 
when is best to come back and revisit the module to best improve your memory strength. 

No unit in Seneca should only ever be completed once. Repeated attempts are key to learning a topic better. 
Your teachers also receive your scores (best score, worst score and average score) as well as how long you have 
spent learning on a topic and how many times you have attempted it. 
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Logging in 
First-time users of iDEA will need to create an account before 
they can gain access to the website. Click on “Sign up” button in 
the top right corner of the home screen. 

Complete the sign up form with your name and email address. It 
is recommended you use your school email address for this. 
Create a secure password that you will remember.  Your email 
address or password can not be reset by your teacher. 

Returning users simply need to click “Login” in the top right 
corner and then enter the email address and password you used 
to create your account. 
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Key information 

Website: 
www.idea.org.uk 

Access: 
 
Desktop/Laptop web browser 
 
Mobile/Tablet web browser 
 
Android/iPhone App

Main menu

Badge categories

Your profile

Your progress

All badges

http://www.idea.org.uk
http://www.idea.org.uk


Managing your profile 

There are a range of services available through your profile menu. 

You can edit your details such as nickname and email address, or you can add or 
remove organiser codes to join certain groups or classes. 

From this menu you can also download your record of achievement showing all 
the courses you have completed and the points you have learnt so far. 

When you complete an award you can also apply for your certificates here. You 
can download a digital copy straight away and/or order a physical certificate to be 
sent to school. 
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Choose your profile 
picture

Enter organiser codes

Change your name 
or email address

Save your changes



Completing badges 

The iDEA project is designed to to develop your digital, enterprise and employability skills. Over 50 different 
modules (called Badges) have been created in 5 main areas - Citizen, Worker, Maker, Entrepreneur, and Gamer. 

Badges can be accessed through your homepage, the badge store or clicking “Badges” at the top of the page. 
Different badges carry different difficulty weightings and so some are worth more points than others.  

Clicking on any badge will give you a summary of the content of the badge, the skills it will develop and how many 
points it is worth. 

You can switch between categories by clicking on the category title below the summary and selecting another from 
the list. 

To start learning click “Start Badge”. You need to gain 250 point from various badges to earn the Bronze Award. You 
should aim to complete a range of different badges from all of the 5 categories. 
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Points value
Badge description 

and skills

Badge categories

All badges
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Taking a screenshot 
Some classwork may require you to take a screenshot of your work or achievement for submission to Google 
Classroom. Depending on what system you are using the following may be helpful: 
 
Windows: 
1.  Search for a program called “Snipping Tool”. 
 Make sure the window showing what you want to capture is open. 
 Select “New”. 
 Click and drag the mouse selecting the area you wish to capture. 
 When done, click “Copy” and finally paste into the destination file. 

2. Press the “Print Screen” button on the keyboard. 
 Paste into the destination file. 
 Note: This will capture the full screen, not just the desired selection of it. 

Mac: 
1.   On the keyboard press Command+Shift+3. 
 This captures the full screen, and saves it to the desktop. 

2.  On the keyboard press Command+Shift+4. 
 This will allow you to select a specific area to capture, and saves it to the desktop. 

3.  On the keyboard press Command+Shift+5. 
 This will bring up a dock with various options for capturing all or part of your screen.  
 All captures are saved to the desktop. 

iPhone/iPad/Android: 
Different iPhone models have different methods of capturing the screen. 
See here for iPhones or here for iPads for your model. 
 
For Android devices see here for Android Help. 
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https://support.apple.com/en-gb/HT200289
https://support.apple.com/en-gb/HT210781
https://support.google.com/android/answer/9075928?hl=en-GB


Emailing photos 
Some subjects may prefer you to email photos of the work you have created at home. If you have a smartphone 
you can do this straight from your phone, here’s how: 

Open the camera 
app on your phone 
 
 

 
Take the best  
photo you can of  
your work 

 
 

View the photo 
and press the  
share button 

Choose to send  
the photo by email 
 

Enter your teacher’s email address into the email application you choose. 
EG. a.teacher@hydecc.tameside.sch.uk 
If asked what size photo to send, choose “Large”. 
Finally, send your email 
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