
How To Use Google Classroom 

bit.ly/howtousegoogleclassroom

Updated as of 

Sunday, March 29, 2020

**A resource for teachers 
(not students)



Initiate Google Classroom

● Open Google Classroom

● Continue with the correct 
account

● Select Teacher

● Click +

● You should have two options

○ Join class

○ Create class



Create a Class Click the + 
and then 
Create class

Give the class 
a title

Section, Subject, 
and Room are 
optional

Click CREATE



Three Tabs

Stream is for 
announcements

Classwork is for 
assignments 
and other work

People is where you 
invite students and 
co-teachers

Marks is where the 
marks are tracked.



Course Code

Students use 
this code to 
join the class

Click the 
code to make 
it larger

Click the box 
to make the 
code full 
screen



Class Theme

Click Select 
theme

Select one and 
click Select 
class theme



The Settings Gear
Click the 
Settings gear

Add or update 
class details



The Settings Gear Click the class 
code for more 
options

Click to determine 
students’’ level of 
permissions

Click Save in the top right 
corner before you close



The Settings Gear

Click to filter what 
it shown on the 
Class Stream

Click Save in the top right 
corner before you close

Slide the dial 
to the right to 
show deleted 
items



The Settings Gear

Click Save in the top right 
corner before you close

Slide the dial 
to the right to 
allow Guardian 
summaries

NOTE: Guardian summaries 

may not be turned on for 

your district. Contact your IT 

Admin to inquire about 

Guardian summaries.



The Settings Gear

Click Save in the top right 
corner before you close

Click to 
determine how 
grades are 
displayed

Slide dial to the 
right to show 
overall the grade 
to students



The Settings Gear

Click Save in the top right 
corner before you close

Click to add a 
grade category



The People Tab

Give students 
the class code to 
join the class

Click the share 
icon to add 
students and 
teachers

Type in one or 
more email 
addresses and 
then INVITE



The People Tab

Click the share 
icon to add 
co-teachers

Teachers can do 
everything you can, 
except delete the class



Join a Class from an Invitation 

Visit 
Classroom.Google.com, 
select the correct 
account and click 
CONTINUE

Select STUDENT

STUDENT VIEW

Click 
JOIN



Join a Class from an Invitation 

If the invitation in not in 
Classroom, check Gmail 
for an emailed invitation

Click JOIN

STUDENT VIEW



Join a Class with a Class Code

Click + and 
Join class Type in the 

Class code

Click JOIN

STUDENT VIEW



Adding Guardian Emails

On the People tab, click 
Invite Guardians next to 
each student’s name and 
input the guardian’s email. Type in one or 

more email 
addresses and 
then INVITE

NOTE: Guardian summaries may not be turned 

on for your district. Contact your IT Admin to 

inquire about Guardian summaries.



Adding Guardian Emails

The guardian receives an 
email to accept the 
notifications and set how 
often they should come



Emailing Guardians

Click Email All Guardians. 

All guardians emails are placed 
in the BCC field.

Click on the dots to the right of 
a student’s name to email only 
that guardian.



Guardian Summary Sample

The guardian email summaries 
are either weekly or daily.

The notification is first 
organized by work missing 
from the previous week and 
upcoming due dates.

Then the summary lists 
activity from each class. 

Guardians cannot access 
student work or see comments 
from the class.



The Stream Tab

Click in the 
Share box to 
create an 
Announcement

Click the arrows to 
reuse an existing 
announcement 
(from any class)

Upcoming 
work with due 
dates will be 
listed



Announcements

Click the name of 
the class to send 
the message to 
other classes too



Announcements

Type the message 
in the box

Click All students to send the 
message to specific students 
instead of everyone



Announcements

Attach files, link files from 
Drive, link to YouTube videos, 
and paste in links to websites

Click Post or click the 
dropdown to Schedule or 
Save the draft



Saving Drafts & Scheduling Announcements

Click the dropdown 
arrow and select either 
Schedule or Save draft

If you selected 
Schedule, choose 
a date and time 
(time is optional) 
and SCHEDULE

Drafts and 
scheduled posts sit 
above the share box

Click the arrow to 
view the drafts and 
then click the blue  
post to edit



Class Comments

Everyone in 
the class can 
view class 
comments

Decide if students can 
post or comment or 
just view in Settings



Class Comments STUDENT VIEW

Type the 
comment in 
the empty field

Click Post



Muting Students
Hover over the 
comment, click 
the three dots, and 
select either 
Delete or Mute

When muting 
students, you can 
also delete the 
comment

A mute icon appears 
next to the student’s 
name until they are 
unmuted again



Unmuting Students

In the People tab, 
select the student, 
click Actions, and 
Unmute

Click UNMUTE to finish

Change to the People tab



Deleting Comments

Hover over the 
comment, click 
the three dots, and 
select Delete

Click DELETE to confirm. If you have “Show 
deleted items” turned on in settings, the 
deleted comment will show for 30 days only.

NOTE: 
Teachers can 
delete all 
comments. 

Students can 
delete their own 
comments.



The Classwork Tab

Click Create to see 
the different types of 
tasks and topics

Open your Google 
Classroom Calendar in the 
Google Calendar app and  
open the Class folder in 
Google Drive 



Adding Topics

Click Create 
and then 
Topic

Type in the 
topic and 
click ADD

Students can only see 
topics if there is a 
published post 
connected to it



Organizing Topics

Click and drag to 
change the order 
of topics. All posts 
in the topic will 
come with it.

Click the three 
dots to edit the 
topic name, delete 
it or copy the link.



Creating An Assignment

Click Create 
and then 
Assignment

Title the assignment 
and include 
instructions (optional)



Creating An Assignment

Click the Class 
to assign the 
work to 
multiple classes

Click All 
students to 
assign a task 
to a 
sub-group of 
students.

NOTE:
If you assign to multiple classes, 
you must select All students.



Creating An Assignment

Set a point 
value or leave 
as ungraded

Assign a due 
date (optional)

Assign a topic, 
create a new one, 
or choose no topic



Creating An Assignment

Create a new template 
right from the 
assignment.

Find a template from 
Drive, link to a 
website, attach a file 
from the hard drive, 
or find a YouTube 
video



Creating An Assignment

If you include a 
template, select the 
sharing method. 

Students can view file 
● students will only be able to see the file)

Students can edit file 
● students will be editors on the same file)

Make a copy for each student 
● each student gets their own copy of the assignment
● The assignment will have the student’s name in the title



Creating An Assignment
Finally either assign it or 
select another option.



Assignments without Topics

Assignments 
without topics sit at 
the top of the 
classwork page

To give it a topic, 
click on the 3 dots 
to edit it or drag 
and drop it under 
another topic



View Student Work

Click the assignment 
to reveal more 
information

See how many students 
have turned in their 
work out of all assigned

Click View Assignment to 
access the students’ work

Click the link to 
view the template



View Student Work

You can change it 
back to graded

Click and the 
student’s work 
will open in a 
new tab

Filter the student work 
by clicking on Turned in 
or Assigned



View Student Work

If it is a graded 
assignment, type 
a grade in this 
box

Click a student’s name 
to see one student’s 
work and send private 
comments

Click Instructions 
to view or edit the 
assignment’s 
instructions

Check the box 
beside a student and 
then Return to send 
them back their 
work after it is 
assessed



Assignments STUDENT VIEW

Open 
assignments 
from the Stream

In the Classwork tab, 
click on the Assignment 
and then View 
Assignment

Click on the file to 
begin working 
right away



Create Files in Assignments STUDENT VIEW

This is the assignment view 
when it is first opened

Students can add a 
class comment

Students can add a 
private comment 
that only the 
teacher will see

Access the linked 
file from the 
teacher on the 
right side



Create Files in Assignments STUDENT VIEW

Click HAND IN 
when finished

Add existing files from 
Drive, by a link or 
upload from the hard 
drive.

Create new files and it 
will be titled with the 
name of the 
assignment and the 
student’s name.

All files are 
automatically shared 
with the teacher



Tracking Work STUDENT VIEW

Unfinished 
assignments have 
a coloured icon

Turned in 
assignments have 
a greyed out icon



Unsubmitting Assignments STUDENT VIEW

Click Unsubmit to 
continue working 
on your 
assignment

Confirm and remember 
to resubmit later



Resubmitting Assignments STUDENT VIEW

Click Resubmit to 
turn in the 
assignment again



View Your Work Page

On the Classwork 
page, click View 
your work

All work is listed and 
you can change what 
you see with the filters 
on the left

STUDENT VIEW



Submission History

In the 
assignment, click 
the student’s 
name and then 
See history

The submission 
history window 
opens



Private Comments

Enter and respond 
to private 
comments for just 
this student



Differentiating Assignments

Check only the 
student(s) who need 
the assignment. 
Only those students 
will see it on their 
classwork page.

NOTE: 
If posting the 
assignment 
multiple classes, 
you cannot 
differentiate by 
student as it must 
go to the entire 
class



Opening Student Work

In the assignment view, open 
a student’s work.

Click the drop down menu on 
the top left to select any 
student’s assignment.

Use the left and right arrows 
to switch to the previous or 
next student’s work.

Click on the pop-out arrow to 
open the student’s 
assignment in the regular 
view.



Status of Student Work

It will say Turned in if 
the work has been 
submitted and 
Assigned if they are 
still working on it 

Return student 
work here or in the 
assignment page



Provide Suggestions and Private Comments

Student work opens in 
suggestion mode. Switch to 
edit and view modes by 
clicking on the green icon.

Send the student private 
comments on the right. They 
will also appear in the 
student’s Classroom 
assignment page.

The Return button is grey 
until the assignment is turned 
in.



Comments for Descriptive Feedback

Click Comment bank and Add 
to comment bank.

Add in multiple comments 
separated by pressing enter.

Select text and press the 
comment button

Hover over the desired 
comment, click the three dots, 
and copy the comment.

Paste it in the comment field.

Press Comment.



Adding Existing Comments to Comment Bank

Click the three dots in a 
comment, select Add to 
comment bank and edit the 
comment if necessary.

Click Add.

It appears in the comment 
bank.



Give the assignment 
a title first.

 

The Rubric button on the bottom 
right will appear. Click it to 
reveal the rubric generator.

 

Select on of the 
three option.

 

Rubrics *NEW NOTE: If you prefer to 

use Doctopus & Goobric 

for rubrics, it still works. 

Instructions begin on 

slide 101.



Slide the dial to 
the right if you 
want to include 
scoring.

 

Name and describe 
the criterion.

 

 

Add in the level and 
its description.

 
Click the + sign to 
add more levels. 
Click Add a criterion 
to build the rest of 
the rubric.

NOTE: Click 
the + sign on 
the right to 
add criterion 
on the right 
and click the + 
on the left to 
add criterion 
to the left.

 

Rubrics *NEW



Rubrics *NEW

 

In the teacher view, 
the rubric sits on 
the right.

 

Click the dropdown arrow 
to see the descriptions.

 

Pop out the 
entire rubric in 
a separate tab. 

 

Click the boxes to 
assign the student a 
level.



Rubrics *NEW STUDENT VIEW

 
Once the work is 
returned, 
students see their 
levels in the 
assignment.



Rubrics *NEW STUDENT VIEW

 
Students can click 
the dropdown 
arrow to see the 
details of the 
rubric.



Check the box to 
run an originality 
report.

 
Originality Reports *NEW

 

NOTE: There is a limit to 

how many reports you 

can run per class unless 

your district pays for it.



Originality Reports *NEW

 

If plagiarism 
is detected, it 
will identify 
the number 
of flagged 
passages. 

Click on it to 
reveal the 
issues.



Originality Reports *NEW

 

Display the number of 
flagged passages or the 
percentage of flagged 
content.

 

 Slide the dial to the 
right to review the 
properly cited 
content.



Originality Reports *NEW

 

Click the arrow to review 
the flagged passages.



Adding Marks in the Student’s Assignment

If the task will be 
graded, a spot to 
input the grade will 
be in the right panel

Click the three dots to 
the right to change 
the total amount of 
points for the 
assignment

 



Marking Assignments

Input the grade 
next to the 
student’s name,

 

Check the boxes to the left of 
the students’ names and then 
Return so the students receive 
their marks

 

Confirm that you want 
students to see their mark and 
have editing rights again

 



Receiving Marks STUDENT VIEW

The grade will 
appear on the 
student’s 
assignment

 

Student’s 
gain editing 
access again 
and can 
resubmit

 



The Marks Tab
The Grades tab shows all assignments, 
grades, and class average

 



The Marks Tab

 

Hover over the grade 
and click on the 3 dots 
to return the students 
work or view the 
submission history



Exporting Marks From Classroom

Inside any assignment, click on 
the settings gear in the top right.

Select one of the options.

The Google Sheet includes the 
title of the assignment and its due 
date.

If students were exempt, their 
cell is greyed out.



Adding a Quiz Assignment

Click Create 
and then 
Quiz 
Assignment

 

Fill in all the 
assignment details. 

 

A Google Form Quiz 
is automatically 
created

 

 The form is 
automaticall
y set up in 
in Quiz 
mode

 

 



Asking a Short Answer Question

Click Create and 
then Question

 

Post the question 
to one or multiple 
classes, and to the 
entire class or a 
sub-group. 

 

 

Type in the 
question and 
instructions

Assign a grade, due 
date and topic (all 
optional)  

 
 



Asking a Short Answer Question

 

Link to supporting 
resources

 

Check the box if 
you want students 
to reply to each 
other and edit 
their own answers



Asking a Multiple Choice Question

Slide the dial to the 
right to allow 
students to see 
others’ answers

 

Select multiple 
choice and then 
type in the options

 

 

Schedule or post 
the question

 



Asking a Multiple Choice Question

In the Classwork 
tab, click once on 
the question to 
quickly view 
results

 



Asking a Multiple Choice Question

Open the question 
to see the results

 

Click on a student’s 
name to see an 
individual’s answer

 



Answering a Question STUDENT VIEW

In the Classwork tab, 
click once on the 
question to quickly 
answer and then 
click Hand in

 

Open the 
question to 
answer and 
click Hand in 

 

If permitted, the student 
will see the survey results 
as they come in but only 
after they submit their 
answer

 



Adding Material

FIll in all the details, 
link file and post 

Add in or create  the 
resource.

 

Click Create 
and then 
Material

 

It sits under 
its topic with 
its own icon  



Adding Material STUDENT VIEW

Because there is no 
work to do with the 
Material, its icon will 
be greyed out

 

Open it up to 
access the 
resource and see 
class comments

 



Reusing a Post in the Classwork and Stream Tab

Click Create and 
then Reuse post

 

Select the class 
that contains 
the post 

Select the post, do not 
create new copies of 
attachments, and click 
REUSE 

 



Reusing a Post in the Classwork and Stream Tab

Edit the post 
(assignment or 
announcement) as 
needed and then 
Assign or Post

 



Single Student View

On the People 
tab, select one 
student

 

Click the envelope 
to send the student 
an email  

See the status of all the 
work and filter with 
links on the left

 



To Do Page

Click the 3 
lines and 
To-do

 

 
Click on an 
assignment 
to open it.

View all the work 
you have to 
review, both 
turned in and 
still in process

 

View all the work 
you have already 
reviewed

 

 



To Do Page

Filter the 
To Review 
list by class

 NOTE: 
Bookmark 
the To-Do 
page for each 
Class to the 
bookmark bar 
for quick 
access



To Do Page
View all work 
organized by 
due date

 

STUDENT VIEW

View all work 
that is done 
with grades if 
applicable

 



Google Classroom Calendar

Click the 
pancakes and 
then Calender

 

 

Anything you 
created with a due 
date sits in the 
calendar

 

Click on the item 
to go directly to 
its assignment 
page

 



Classroom & Google Calendar Integration

Access the Google Calendar 
from the Classwork tab.

Assignments posted as 
events are directly linked 
back to Classroom.

Events created in Google 
Calendar will NOT appear 
back in the Google 
Classroom Calendar.



Deleting Google Classroom Calendars

Each time a new Class is 
created, it comes with a 
Google Calendar.

That can result in a lot of 
Calendars that you don’t 
necessarily need.

Check out Alice Keeler’s blog 
post for how to remove 
Classroom Calendars you 
don’t want to view.

 

http://www.alicekeeler.com/2017/07/19/google-classroom-delete-calendars/
http://www.alicekeeler.com/2017/07/19/google-classroom-delete-calendars/


Overall Classroom Notifications

Click the 3 
lines and 
Settings

 

 

Set the 
specific email 
notifications 
you prefer

 

 

Differentiate 
notifications 
by class



Managing Email Notifications from Private Comments

If want to keep the 
notifications but feel you are 
getting too many, check out 
Alice Keeler’s strategy for 
filtering all the incoming 
messages

 

http://www.alicekeeler.com/2017/05/23/google-classroom-respond-private-comments/
http://www.alicekeeler.com/2017/05/23/google-classroom-respond-private-comments/


Changing the Order of Classes

Drag and drop the 
class to a new 
location on the 
dashboard

 

Click the 3 dots 
and select Move

 

Click a class and 
this one will move 
to the left of it

 



Copy a Class

Click the 3 dots 
and then Copy

 

Fill in all the new 
information and 
click COPY

 

 



Archive, Delete, and Restore a Class

On the main 
Classroom 
dashboard, click 
the 3 dots and 
Archive

 

Click the 3 lines 
and Archive 
Classes

 

 Move, Restore 
the class back 
to the main 
dashboard or 
delete it 
permanently

 



Bookmarking Google Classroom

For quicker access 
to Google 
Classroom, 
bookmark the 
main dashboard to 
the Chrome 
bookmark bar

 

For quicker access to a 
one class, bookmark the 
Classwork tab to the 
Chrome bookmark bar

 



Help Icon

Click the question 
mark for tours of 
new features, to 
ask a question and 
to send feedback

 

NOTE: 
Be specific with 
feedback and 
include a 
pedagogical 
rationale for the 
suggestion



Giving Students Extensions on Assignments

To give students an 
extension on an 
assignment, check 
out Alice Keeler’s 
workflow using the 
Reuse post feature

 



Doctopus & Goobric for Assessment

NOTE: If y
ou prefer to

 

use Doctopus & 

Goobric for ru
brics, it 

still w
orks.



Create a Rubric in Sheets

● Open a new Google Sheet

● Leave cell A1 empty

● Column A must be the 
criteria

● Include at least 3 more 
columns of qualifiers



Get the Goobric Extension

● Open the Chrome Web Store

● Search for Goobric

● Add to Chrome

● Add the student version as 
well for later 



Get the Doctopus Sheets Add-on

● Open a Google Sheet

● Open the Add-ons menu

● Search for Doctopus and 
click + Free

● Accept the permissions



Begin Running Doctopus

● Open the Add-ons menu and 
select Doctopus

● Select Open or Setup

● Click more to dismiss the 
warning

● Select ingest a Google 
Classroom

● Select the Class

● Select the Assignment

● Click Ingest Assignment



Authorize Goobric

● When prompted to 
Authorize Goobric 

● You can also do this using the 
button at the top of the sheet

● Follow the prompts

● If the final stage stalls, close 
the tab

● Click authorize again and it 
will finish



Attach Goobric

● Again, click More to dismiss 
the warning

● Click attach Goobric

● Select the rubric from recent 
or from your drive

● This will take a few seconds



Assess with Goobric

● Click on the link to access the 
doc with Goobric at the top

● Click on each criteria to bring 
up its qualifiers or type a 
number in the box next to a 
criteria



Assess with Goobric

● Write or record a comment

● Decide if you want to:
○ email the rubric to the student
○ change the student’s level of access 

to Can comment

● Submit and the rubric 
appears at the bottom

● Click next to move to the 
next student or switch to a 
student using the drop down 
menu above comments



Goobric Data

● On the Doctopus Sheet, in 
the Ingested from CR tab 
view:

○ the turn in date

○ the most up to date scores for each 
criteria

○ the comment

○ the number of times it’s been 
assessed through Goobric

● On the rubricScores tab, view
○ each individual rubric score



What’s in this tutorial?
Creating the Class

Student Permissions /The Settings Gear

The Stream Tab

The People Tab

Communicating with Guardians

Make an Announcement

Draft and Scheduled Posts 

Managing Class Comments

The Classwork Tab

Topics for Organization

Assignments

Posting to Multiple Classes

Class vs. Private Comments

Differentiating for Students

Ask a Question

Rubrics *NEW

Originality Reports *NEW

Keeping Track of Work

Single View of a Student

The MarksTab 

Exporting Marks

Classroom and Google Calendar

Overall Classroom Settings

Organizing Classes on the Main Page

Doctopus & Goobric for Assessment

Hack for Giving Students Extensions


