
Houston Primary School

Using Google 
Drive to Edit and 
Save Documents

You can download the Google 
Docs app to your device.  This 
will allow you to open, edit, 
upload and send documents, 
including some set by the teacher 
in Google Classroom.

You can download this in Apps.

It will ask which email account you want 
to use to use to progress. 
 
Click on Select Another Account so that 
you can enter your Glow email address.

Type your e-mail address.

It will take you back to the Glow Sign In 
page. If it is safe to do so, you can save 
your username and password to make it 
easier to sign in next time.

gw17surnamefirst@re.glow.scot



You can now open the task in Docs.

The document will open, ready for you 
to type in your own text.

Move the cursor to where you want to 
begin typing.  Continue to type your 
answers/responses.

When finished, click on the 3 dots in 
the top right hand corner of the screen 
and scroll down to Share And Export.  

Now Save as Google Docs file or Save as 
Word.  It will automatically save, ready 
for you to upload the file and send it to 
the teacher.

Go to Classwork and 
then click View Your 
Work.  Click on the 
assignment to open it.



Remember to click on Hand In to 
submit the work to your teacher.

Now find the Assigned task in Google 
Classroom.  Click on Add or Create. 
 
Click on Google Drive to open it.  Find the 
completed document and click on Add. 

Alternatively... 
 
Click on File and find the completed 
document under the Recent tab.  Click on 
the completed document and then Add.

Did you know that you can 
download the Google 

Classroom app on your device 
to make life a little easier? 

 
It saves the bother of 

working between tabs and 
having to login through Glow.

We are all 
learning 

together.  You 
are doing a great 

job!




