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A. Logging in to Schoology 
 

Email Login 
1. Go to app.schoology.com on your iPad. 

2. Enter your Email Address and Password. 

3. Click Log in. 

 

Username Login 

1. Go to app.schoology.com 

2. Enter your Username, Password, and the name of your school (As you type, a menu will appear 

that enables you to select your school). 

3. Select your school from the list. 

4. Check the box to Remember my School (optional). This setting saves your school on the current 

device and browser. 

5. Click Log in. 
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B. Joining a Schoology Course 

 

1. Login to Schoology. 

2. Select Courses in the top menu. 

3. Click Join a Course or My Courses.  

4. From the My Courses page, click Join Course on the right side of the page. 

5. Enter your access code (XXXX-XXXX-XXXXX). 

6. Click Join. 

Note - After you have entered the Course Access Code, you will be taken directly to your new course. When 

you want to return to this course in the future, or any of your courses, click COURSES at the top and select the 

course you would like to enter. 
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C. Submitting an assignment in Schoology 
Submitting a text-only response 

1. Open the assignment and tap Submissions. 

2. Tap the + in the upper right corner and then tap Create Submission to write a text-only 

response. Tap Save Draft to save a working copy of the assignment, or the green checkmark  

to submit. 

 

 
Submitting an assignment from Notability or other apps:  

You can create your assignment file in another app like Notability and submit it using the Open In 

or Export  function. As long as the app has the Open In or Export functionality, you can submit 
directly from it to Schoology. 

In the Notability app: 

1. Open the file in Notability that you want to turn in. 

2. Tap the More (...) icon in the upper right and then tap Export . 
3. Choose the format for the file. 

Note: Always choose Word, PDF, or RTF as the format. 
4. Tap Copy to Schoology. 
5. Tap the course you wish to submit to. 
6. Tap the assignment you wish to submit the document to. 
7. Tap Upload. 
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In the Google Drive app: 

1. Open the file in Google Drive that you want to submit. 
Note: Always choose a Word, PDF, or RTF file. 

2. Tap the More (...) icon in the upper right and then tap Open in  
3. Tap Copy to Schoology. 

4. Tap the course you wish to submit to. 

5. Tap the assignment you wish to submit the document to. 

6. Tap Upload.  
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**After your teacher has looked at your work and commented on or graded it, you'll receive notifications 
on that assignment. 
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D. Check for comments from your teacher on 

assignments handed back to you in Schoology 
 

1. Click on the assignment you want to check. 

 

 

2. Click on “Submissions”. 

 

9 



 

 

3. Your submitted assignments will appear. Click on the one you want to check. 

 

4. Your assignment will open with the teachers comments in the comment box on the right hand 

side. 

 

  

 

 

 

1. Find comments on a Google Doc and resolve them after making a change. 
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E. Logging into your Google account  

1. Open your Chrome browser and click the “sign-in” button in the top right corner. 

 

2. Enter your isd192.org email address. 

3. Enter your password. 
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F. Joining a Google Meet: 
 

From an Internet Browser 
1. You must be logged into your Google account. 

2. Click on the top right corner to open the drop down menu. 

3. Click on the Google Meet option. 

 

 

 

4. Click “Join a Meeting”. 
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5. Type in the meeting nickname in the space and click “Join”. 

 

 

 

 

 

 

From A Student iPad 
1. Open the Google Meet app on your iPad. 

2. Sign in with your Google account. 

3. Choose Enter a Meeting Code. 

4. Enter the code provided by your teacher and choose Join Meeting. 
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G.  Checking for missing work in Schoology 

In your course page, click on Grades 

 

 

Assignment categories are in the left column, the grade is the middle column, and comments are in the right 

column. 

 

Your grade may have a marking next to it:  

 

 

Note: Course grades on Schoology indicate online work only. Students’ report card grades may vary based on 

in-class assignments and other work.  
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H. Schoology How To’s 
 

How to check messages:  
1. Open Schoology on your iPad.  
2. Select the “three little lines” on the left corner of the screen.  
3. Select Messages.  
4. If a blue dot is next to a message this is an indication of a new message.  
5. Select a specific message to read or reply.  
6. YouTube Link How to send a private message 

  
 
How to navigate between different courses:  

1. Open Schoology on your iPad.  
2. Select the “three little lines” on the left corner of the screen.  
3. Select Courses.  
4. Select the correct course you are looking for.  

 
 
Submit an assignment: 

1. Open Schoology on your iPad and find the assignment that needs to be submitted.  
2. Select the assignment and then select submissions on the top right-hand side of your screen.  
3. Select the plus sign button on the top right-hand side of your screen.  
4. Create Submission – When you select create submission you are able to type a response that 

will be submitted as your assignment. Press the green check mark when you are finished to 
submit your work.  

5. Submit Photo / Video – When you select submit photo / video you are able to submit a photo 
or video from your iPad as your assignment. Press the green check mark when you are 
finished to submit your work. 
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I. How to Complete, Submit,and Check for Feedback 

on Schoology Assignments 
1. Go to Schoology 
2. Find the Course 
3. Find the Assignment your teacher has asked you to complete 
4. Find the INFO tab and Submission Tab, there will be instructions and an assignment.  
5. Click on the PDF 
6. Choose the box with the arrow in the upper right corner 
7. Find the blue Notability Box 
8. Click...Add into Notability 
9. Push Import 
10. Walla!  **Check Notability for the imported document 
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J. Locating comments on Google Documents and 

resolving them after making a change. 
1. After opening a Google Document, If you see any words or phrases in highlight, this means that 

someone has commented on that word or phrase 

2. Click on the highlighted word or phrase and the comment will pop up.  

3. After reading the comment, you can either choose to resolve or comment back. 

4. If you click Resolve, the comment will be gone and no longer visual. 

5. If you choose Comment, you will continue to see the highlighted word or phrase until it is 

“resolved.” 
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K. How to do a split screen on your ipad 

1. Open one of the apps you want to use for your split screen  

 
2. Swipe slowly up from the bottom of your screen until you see your bar of “home apps” and “recently 

used apps” 
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https://www.youtube.com/watch?v=k8MoKdE7qtk


  

3. Click and hold then drag up one of the “home apps” or “recently used apps” to split your screen 

 

L. Usernames & Password Grid PDF 
1. The Username and Password PDF is for students and families to store important login and password 

information for the electronic tools/App access throughout the school year.   Link Below 

https://drive.google.com/file/d/1i_NkXjfoTP2btb4OklY3VPpgijRdxyDN/view?usp=sharing 
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M. Common Vocabulary/Terms/Phrases to Know  

● App vs Browser - Apps (Applications) allow you to access a specific tool such as 
Schoology, Notability, or Keynote to name a few.  Browser based applications are 
similar, however, they have to be accessed using a browser like Safari or google 
chrome.  **Not all applications can be accessed through a web based Browser.   
 

● Digital Citizenship - The practice of navigating the digital world, online, 
safely, responsibly, and ethically.  See District Policy Related to “Acceptable Use”. 

 

Terms: 
1. Submit = “Hand-in” 
2. Icon - Image of a specific App (Application) 
3. Blue Dot = Symbol showing new message 
4. Chat room -  A virtual meeting space on the Internet 
5. Download - This is the process where you copy something from another 

computer or the Internet, and save it on your computer 
6. Drag and drop - To do this, you click on something and hold the button 

down. This will move the object you clicked on and will leave it where 
you let go of the button. So it drags it and drops it. 

7. Google Meets - Video app through google suites 

Notes: 
1. Students can download 

additional Apps through 
the “Self -Service” App 
on their ipads.  

  
  
                Icon- 
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