
 

How to use G Suite 
Gorey School of Art 
paul.carter@gsa.ie 

 

What is G Suite? 

G Suite (formerly Google Apps for Education) is a large suite of apps designed to help 

students and staff communicate and collaborate within a given school. It’s free, works on a 

desktop computer, tablet, smartphone and is cloud based so your files are available to you 

24/7 wherever you are.  

 

Login 

Logging into Google Apps for Education is simple.  

1. Visit www.google.com 
2. On the right-hand side of your web browser you should see a blue sign-in 

button. Click on it. In a case where your chrome browser has already been used by 

someone else you may need to click on “Sign in with a different account,'' which will 

appear in the middle of your screen. 

3. Follow the onscreen directions and enter your new GSA email address, e.g. 

firstname.lastname@student.gsa.ie  

4. Input your password Student1234. You are now logged into G Suite at Gorey 

School of Art. 

5. You will be prompted to change your password, please do so immediately. 

Passwords must be at least 8 characters long. 
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6. You will also be asked for your phone number. This is useful if you forget your 

password. You will be able to request a temporary password code from Google 

without having to use the system administrator at GSA. 

7. You should update your profile picture as soon as possible. This will help us identify 

you. Photos should show your face, not your pet or you as a baby or your favorite 

cartoon character. To change your profile picture: 

○ Click on the circular icon on the top right hand corner and a drop down 

window will appear like the image below. 

○ Click change on the photo and upload a photo from your computer or 

phone.  

 

I’m logged in, how do I access my apps? 

Once you’re logged into your G Suite account, click this icon found at the top right 

corner and you will get this drop down menu… 
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Google Classroom 

 

Think of this app like your own unique (but much better) facebook page where tutors will 

post project assignments, interesting and relevant videos/photos, announcements about 

materials required, field trips, access to your course calendar including due dates for 

projects, you will submit written assignments for review or assessment and much more. 

Visit classroom.google.com and follow the instructions below 

 

Click “Join Class” and use the following codes: 

● For Portfolio Preparation course please use: xkna1l 
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● For Advanced Portfolio Preparation course please use: 6tq2ry0 

● For Documentary Filmmaking & Photography course please use: cpsq33w  

 

What Other Apps should I use and why… 

 

Google Mail 

 

Fairly obvious...but nevertheless worth explaining how it is relevant to your course. You can 

use this app to contact a tutor(s) privately. For instance, if you are unwell or your 

circumstances have changed and you need to inform a staff member, then this is where 

you will do it. Plus a lot more, obviously! 

Google Keep 
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When students at GSA receive an assignment or project brief, you’ll note that there are 

specific learning outcomes to achieve, however, the brief is very open to how those 

outcomes are achieved. This allows each student’s unique creative language to develop. In 

order to facilitate this, you will have regular one-to-one tutorials with your tutor(s). The 

outcome of these tutorials often results in a to-do-list or task that is specific to your 

development. Google Keep is a note taking app that also allows you to create those 

to-do-lists. They will be created by you during the tutorial. The notes or to-do-lists can be 

easily shared with your tutor, giving them an up to date record of your progress. 

 

Google Drive 

 

With GAfE, every student has their own drive and it is unlimited. You can save as much data 

as you like. Please keep college work only in it, because when you graduate from GSA, the 

account will be deleted but we can transfer the data to your personal Google account so 

you don't lose the data that you have accumulated over the year. Within Drive, you can 

create documents, spreadsheets, presentations, save photos, videos and other data. 

Google Hangouts 
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Google Hangouts is an instant messaging facility within GAfE, similar to WhatsApp. You can 

contact staff and students instantly through Hangouts and you can make video conference 

calls with multiple people for remote collaboration. This app will be used when on field 

trips (gallery visits, etc) and for filmmaking students on location.  This app is not to be 

used to instant message a staff member outside of school hours! In the case of an 

emergency, please phone 053 9421000. 

 

Intro Videos 

 

Classroom: Intro to Classroom 

Keep: Into to Keep 

Drive: Intro to Drive 
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Hangouts: Intro to Hangouts 

We encourage students to explore the many tutorial videos available on youtube that 

relate to the Google Apps. Here is a Google channel specifically for GAfE 

https://www.youtube.com/user/eduatgoogle/featured 

 

What if I experience a problem? 

Paul Carter is the system administrator. Paul can be contacted at paul.carter@gsa.ie during 

school hours. He is the busiest person on the planet, so please keep that in mind.  
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