
INSTRUCTIONS FOR WORKING FROM HOME USING GOOGLE DRIVE 

If schools are closed for a considerable length of time one of the main challenges we face is letting 

pupils share the work they have done at home with staff and staff giving feedback to pupils. 

Google Drive and Google Docs should allow us to work around this problem. 

 

CREATING A “VIRTUAL JOTTER” (DESKTOP) 

This is easiest to do on a desktop / laptop computer. 

Open your Google Drive and click on the icon on the top left to create a new file. 

Select Google Docs and then Blank Document. 

 

This will open a new Google Doc. 

Click on the top left were it says Untitled Document and change the name so it contains the 

following information: your subject class, the subject name, and your full name. 

 

 

 



 

You now need to share this with your teacher. 

On the top right of the screen click on the blue button labelled Share. 

In the box that opens type in your class teacher’s email. If you do not know your teacher’s email you 

can search for them by typing their name in the box. Most Bucksburn Academy teacher will have (BA 

teacher) at the end of their name so this should help you identify the right teacher if more than one 

person with that name exists! 

If you have more than one class teacher enter the other teacher’s email too. 

Once you have done that click Done. 

 

 

  



ADDING WORK TO YOUR “VIRTUAL JOTTER” (MOBILE DEVICE) 

Your teacher will set work for you via Google Classroom which you should work on in your paper 

jotter.  

Once you have completed your task you need to upload it you your “virtual jotter”. 

The easiest way to do this is to use a mobile device which has a camera and Google Drive installed 

on it. 

Take a photo of the work you have completed using your mobile device. 

Open your Google Doc and press the blue + and select Insert Image. 

 

  



Select the photo of the work you have done. 

 

The image will be added to your Google Doc. 

On tablets Google Docs tends to automatically save but on smartphones you may need to tap the 

blue tick on the top left to save your file. 

Your teacher will see the updated work and will be able to leave a text comment below giving you 

feedback on your work. 


