Google Classroom

for Teachers

/

Custom@®uide



© 2020 by CustomGuide, Inc. 3387 Brownlow Avenue, Suite 200; Saint Louis Park, MN 55426

This material is copyrighted and all rights are reserved by CustomGuide, Inc. No part of this publication
may be reproduced, transmitted, transcribed, stored in a retrieval system, or translated into any language
or computer language, in any form or by any means, electronic, mechanical, magnetic, optical, chemical,
manual, or otherwise, without the prior written permission of CustomGuide, Inc.

We make a sincere effort to ensure the accuracy of the material described herein; however, CustomGuide
makes no warranty, expressed or implied, with respect to the quality, correctness, reliability, accuracy, or
freedom from error of this document or the products it describes. Data used in examples and sample data
files are intended to be fictional. Any resemblance to real persons or companies is entirely coincidental.

The names of software products referred to in this manual are claimed as trademarks of their respective
companies. CustomGuide is a registered trademark of CustomGuide, Inc.



Contents

Classroom FUNdamentals ........coouviviiiiiiiiiiiiiiiiir e ees 5
1) =4 T 1 6
Y= { W eI Ao R CTe o] =4 [ O F- 11 o Yo o  HPU USSR 6
(OIS foToT 0o Il \\F- 1V T=F- 1 d o oSSR 8
N AT = = LI 1 P 1Y RSP 10
N0 g IR ol G} -4 [ @ -1 o] o o e USSP 11
(01T foTo T 0 BT =1 11 ¥ =R SRR 12
View and Modify Classroom SEHINES ...cccceeiciiiiiiiee et e e e rre e e e e e e e e nrraae e e e e e eeennsreaeeeaeeas 12
ManNage the ClasSrOOM........ceuuiiiiieiiiiiieerrreseerenaneeeeiesierrenassrennssssennssssrenssssssenssssseensssssennsssssenassssnennnns 15
Create and Edit Classes ......co ittt sttt ettt ettt et e s bt e sbe e sae e ear e s b e b e reenneeeaees 16
CrEAtE @ ClaSS .o iueeeeiuiee ettt ettt sttt s e sttt e at e s bt e e be e e st e e e b et e sa bt e e be e e ente e s be e e beeesnreenreeenareas 16
Bt Class DETAIIS .....veeeieeeiee ettt st et e st e s bt e e e b e e be e e sate e s bee e sabeesabeeesnreesreeennreas 17
FAN o] o] AV T O = T I 1 1= o SRR 18
Add OF REMOVE STUABNTES ...ttt ettt et e b e sbe e s e st e et e e b e sbeesaeesanesaneeane 19
SNArE @ Class COOE .....uiiuiieiiieeii ettt ettt ettt et e s bt e e s se e e s bt e s meeesabe e e b be e smbeesbeeesaseesabeessnseesaneeeanes 19
Send an EMail INVITAtION ..eooviiiieeee ettt st s bt e s ar e s b e e snr e e sne e e 21
RemMOoVe StUAENtS From @ Class ......ccoeiiiiieriie ettt sttt e e st e s b e e sab e e sbeeesareesareeesnreas 22
INVite ADdItioNal TEACKETS ... .ottt et sb e sb e s s e ne e 24
Invite an Additional TEACKET ......ccuiiiiiiieeeeee ettt st st sreenree 24
Teacher and Co-Teacher PErmiSSIONS ......ccccuei ittt ettt e et e s s ree e s e sneeesaneeeas 25

[0 T Y= T = PP 26
e T A =T a1l | Y=Y T V=L RSP 26
1AL o CT - [o 11 V-SRI 27
Archive and DEIETE ClassSes ....cccuueeiiuiiiiiieiiee ettt ettt ettt e st e st e e sbe e e s bt e sabeeesaeeesabeesbeeesareesaneeesareenas 28
ATCRIVE @ €SS, nutiiiiiieiiee ettt ettt ettt ettt e sttt e s a e sb et e s st e e s bt e e mbeesabeeeabeeesmbeesaneeesaseesareesanteesaneeennes 28
VIEW AIChIVEA ClasS@S...c.uuiiiiiieiiiieiiee ettt sttt et e et st e st esabe e s bt e e saeeesabeeesaeeesabeeebeeesareesaneeesaneasas 29
Delete @an ArChIVEd Class.......oiuiiieiieiee ettt ettt et et st st st e bt e s b e sme e st e emeeenneenneens 30
T 14 014 1 1= 1 N 31
ClasSrOOM IMAtEIIAIS ..c...eieiiie ettt et e st e e sa e e s b e e e be e e sabeesneeesareesabeeeenteesareeennes 32
Add ClasSroomM IMaterials ........eeeiueiiiieeee ettt e e s e sbe e e re e e s re e e eneeesneeeas 32
The Material DIialog BOX.....ccuiii ettt e et e et e e et e e et e e e e abte e e esabteeeeessaeeeeannteeeesnsraeesannens 33
Delete Classroom MaterialS .......cceereeiierieiie ettt sttt e bt e sme e st s e e neesneenree s 34
(O LI AN 7o Y10 1= o 35

© 2020 CustomGuide, Inc. iii



Create AN ASSISNMENT....iiiiiiiiiiiiiiiieiere e — e e et et et et et et et et ee et e tate et tete et ettt e atetataeaeetateeattaares 35

The ASSIZNMENT DIAlOZ BOX ..cuuviiiiiiiieecciiee ettt ettt ettt e e e ete e e et ae e e seataeeesestaeeesantaeeesastaeaesnnsaeassasseeeennns 36
Grade, Return, and Delete ASSISNMENTS ... eiiiiiiiee ettt e e e et re e e e e e e e e anraaa e e e e e eeennnraaaeaaanas 37
Grade and RETUIN ASSIZNMENTS..........uiiiiiiie ettt et e e e e e ee sttt e e e e e e e e s arareeeeeeeeeenssaraseeeeesesnnnsnsenes 37
(DL [ Ll X = Ty =T oL T 39
POSE QUESTIONS...ceiiiiiiiiiiiiiie it a e s a e s ana s 40
O =F == O (8 =1 o o o FA TSP TR SR 40
The QUESEION DIGlOZ BOX .eviiiiiiiiiiiiiie ettt e e ettt e e e e e e e et ee e e e e e s e s nsbaeeeeaae e s nbesasaeaaeeesasssseseeaeesnsanns 41
REUSE @ QUUESTION ...ttt ettt e st e e e ear e e s aae et e s e re e e et anreeeesanneeeesaareeeeeans 42
DEIETE @ QUUESTION ..ttt ettt ettt et e b e s h e et e e bt e bt e b bt e bt e ae e et e e b e r e e naeesanesares 44
Gra0@ QUESTIONS ..cuteetieiterite ettt ettt ettt et e b e b e sbe e s et e st e e bt e eh e e saeeehb e s ase et e e st e e beeabeesaeesaneeareebeenneennne e 45
VieW and Grade QUESTIONS .......eiiiuiierieeeiiteeitee sttt e st e e sbee e s bt e e tbe e st e e sbeeesabeesabeeeseeesabeeeseeesnseesneeesnseenn 45
00T 004 T 41 ToF: 14 U 49
POSt ANNOUNCEMENTS ..coiiiiiiiiiiiiii ittt ba e s s a e e s s a e e s s aba e e s sabae e s snbae s 50
POSt @N ANNOUNCEMENT .....oiiiiiiiiiiiiiiiie it s a e s ba e s s s e e saba e e e saaraeee e 50
oo 11 A 1 o o 1 TSRO URR PP 51

Y Lo NV T o Ty o o I o V=T o o N RPN 52
StUAENT COMMUNICALION. ...ttt et sttt st e e esh e e bt e sme e et e et e enbeesbeesanesane e 53
Mention @ StUent iN @ COMMIEBNT ...c..iiiiiiiiiiii ittt st b e b e b e sme e smeeemeeeeeeeees 53
T I AU Lo =T o | O TS OUR PR UPPTOPR 55
GUArdian CoMMUNICALION couueiiiiiiieiie ettt sttt e st st e s be e e s ab e e s abeeesabeesabeeesmeeesabeessaeesnneesnenanes 56
INVITE GUANTIANS ..iiiiiie ittt ettt e sh e sttt e e bt e s b e e e bb e e s abeesabe e e saneesabeeeaneeesabeeeneeesaneesneeesanes 56
TUrN ON GUAIdIaN SUMIMATIES. .. .eeitieitiiritesiie ittt ettt ettt et et e sbeesatesar e st e s bt e beesbeesaeesmneemreeneenees 58
EMAil All GUAIIANS ...ttt ettt s e st e sttt e bt e s bt e sbeesmee st e emeeeneenees 59

iv [Your Company Name]



Classroom Fundamentals

Google Classroom is a platform .used by teachers. . Objectives
everywhere to teach collaboratively. The tools within

Classroom allow you to create classes, manage work, Sign In

and provide feedback from one central, online location. Classroom Navigation
In this module, you’ll learn the fundamentals of using Classroom Settings

Google Classroom, including how to sign in, navigate
the Classroom environment, and modify the settings
that affect all the classes you teach.

© 2020 CustomGuide, Inc. 5



Sign In

Sign In to Google Classroom

Before you get started creating classes, you'll need to know how to sign in. There are three types of
accounts you can use to access Google Classroom. The account type affects which options are available in
Classroom.

e School Account: Also called a G Suite for Education account, this type of account is set up by a
school’s IT department at an accredited school (e.g. you@yourschool.edu). The school will have a
Google Classroom administrator who controls some settings at a school-wide level. This is the only
account type that allows sending guardian emails.

e Personal Account: Set up by you for personal use (e.g. you@gmail.com). These accounts are
typically set up outside of a school or business setting. Homeschool teachers often use a personal
account to sign in to Classroom.

e G Suite Account: Set up by an organization’s Google account administrator (e.g.
you@yourcompany.com). These accounts are used in business or other non-accredited
organizations.

0 Navigate to Google

Classroom.Google.com.
=  For Education

Because Google programs
work well together, using
Chrome as the web browser is
recommended when accessing
Classroom.

e Click Go to Classroom.

Tip: If you'll be visiting this

page Often, you may find it Having trouble signing into Classroom? Get tips and help here.
helpful to bookmark it for easy
access. [

Manage teaching and learning with
Classroom

Classroom helps students and teachers organize assignments. boost

collaboration, and foster better communication.
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e Enter your Google account
email address.

If you don’t have an account,
click Create account on this
page to create a personal
Google account.

o Click Next.

o Enter your Google account
password.

o Click Next.

You are logged in. Any classes you’ve
created display on the Google
Classroom homepage.

Google
Signin
Use your Google Account

Email or phone

o { Kayla@cgacademy.edul

Forgot email?

Not your computer? Use Guest mode ta sign in privately.
Learn more

Create account m

6

English (United States) + Help  Privacy  Terms

Goaogle

Welcome

@ Kayla@cgacademy.edu

®

{ Enter your password

o

Forgot password? m

6

English (United States) = Help  Privacy  Terms
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Classroom Navigation

There's plenty to explore once you sign in to Google Classroom. First, you’ll need to know how to navigate.
The first page you see, the Classroom homepage, displays all the classes you have joined or created.

* 68

= ogle Classroom

Algebra ll Geometry
1st Period 5th Period

5 students 5 students

Due Thursday

Assignment 1

~ O A~ O
o4
o Class Tile: Displays the class name and Q Google Apps: Jump to another Google
number of students, as well as a link to the application in the suite. The selected

gradebook and the folder for the class's application will open in a new browser tab.
files on Google Drive.

e Menu: Contains options to change views, G Google Account: Click your picture to
jump to a class, or modify settings. modify your Google Account settings.
You can view your Google Account page,
add an additional Google Account, or sign
out from here.

e Create or Join a Class: Click the + to create o ?: See what's new, send feedback, ask a
a new class or join a class using a class question, or get help.
code.
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Classes
Calendar
Geometry
5th Period
5 students
To-do
Algebra Il
1st Period
Geometry
5th Period

Archived Classes

Settings

Classes: View the Google Classroom
homepage, which shows your active classes
in the tile format.

Calendar: Track assignments, questions,
and events in class calendars. For each
class, you and your students can view work
in a calendar view.

To-do: See an overview of assignments and
questions across all your classes on the To-
do page. You can filter by class to display
only the work for a specific class.

Active Classes: Your active classes are
listed here in the menu. Quickly jump to a
class by clicking it.

Archived Classes: View the classes you are
done teaching and have archived. Restore
or delete these classes from here.

Settings: Modify your profile, manage
account settings, and adjust notifications
for email, comments, and classwork. The
settings here are Google Classroom-wide
settings that affect all the classes you
teach.

© 2020 CustomGuide, Inc.
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Navigate a Class

Click the class name to open a
class.

Once you enter a class, you see
the class code students need
to join (covered in a future
lesson), as well as four tabs at
the top.

Click a tab at the top of the
page to jump to an area of the
class.

e Stream: This is a central
place to view class posts and
announcements. When
something is added to
classwork, it also appears on
the Stream. On the left side
of the Stream page, in the
Upcoming area, a list of
assignments with upcoming
dues dates displays.

e Classwork: This is where you
create assignments,
questions, and class
materials. Furthermore, you
can create topics to keep
the Classwork page
organized. For example, you
may create a topic for
classwork, one for
homework, and another for
projects. All like-work will be
organized under the topic
you assign.

e People: This tab houses the
class roster, including all
teachers and co-teachers of
the class. You can add
additional people to the class
from here.

e Grades: View, grade, and
return assignments from
here. You see individual
student scores as well as the
class average.

= Google Classroom

Algebra ll
1st Period
5 students.

Due Thursday
Assignment 1

Geometry

5th Period
5 students

&

— Algebrall
15t Period

Stream

Classwork People Grades

Algebralll

1st Peried

Class code p22317[]

Upcoming ﬁ
Due Thursday
Assignment 1

View all

Share something with your class

Kayla Claypool posted a new assignment: Assignment 1
Aug 13 (Edited 10:26 AM)

Kayla Claypool
Aug 13

&

11
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Return to Google Classroom
0 Click the Menu button.

o Select Classes.

You return to the Google Classroom

homepage and all your classes display
once again.

Algebra ll HH ]
15t Period @ o ‘J

6 Stream Classwork People Grades

Sep 12
Assignme
nt1
Sortby lastname  ~ out of 25
an Class average 22.4
Emily Howard 22
Q Faith Morrison 25
Hunter O'Neil 20
% Theo Marshall 24

0 Vienna Reyes 21

@

o .. 0 © = §

m Calendar n Classwork People Grades
Teaching 12
signme
1
@ To-do of 25
° Algebra Il 3
1st Period |
Geometry
Sth Period

Archived Classes

ﬁ} Settings

© 2020 CustomGuide, Inc. 11




Classroom Settings

Manage Google Classroom at a global level, including account and notification settings, by making
modifications on the Settings page. The changes you make here will apply to all the classes you teach. There
are additional settings that can be modified at the class level; we’ll cover that in another lesson.

View and Modify Classroom Settings

Click the Menu button at the
upper-left.

Google Classroom + ‘J

e Select Settings. Algebra ll y

Geometry

1st Period
6 students.

S5th Period
5 students

Due Thursday
Assignment 1

(] Classes + i ‘J

m Calendar

Geometry

5th Period

Teaching
5 students

@ To-do
° Algebra Il
1st Period
Geometry
Sth Period

Archived Classes

(3) Settings 0
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Adjust the Google Classroom
settings.

o Profile picture: Add or
change your Google Account
picture by clicking Change.

e Account settings: Open the
Google Account settings
page to make changes to
your Google Account by
clicking Manage. This is your
“master” Google account
that manages all your
Google applications.

e Email: Toggle email
notifications on or off. If this
is off, you won'’t receive any
email notifications for any
classes you teach.

e Comments: Choose when to
receive an email notification
when someone comments.

e Classes you teach: Choose
when to receive an email
notification for the classes
you teach.

e Class notifications: Turn
email notifications on or off
for specific classes.

= Settings

Profile

Profile picture

ﬁ CHANGE

Account settings
Change your password and security options, and access other Google services. Manage

Notifications

Email

Comments

Classos ynufaach

&
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