
Head over to http://classroom.google.com to start your login and setup 
process.

Setup a Class
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After logging in for the first time, Google Classroom will ask you to 
setup a new course. This window is basic and only asks for the name of 
the course and the section name/number. This is so that if you teach 
multiple sections of the same course you will be able to differentiate 
between them.

Create your Class
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Once the class is created, take a second and choose a new theme (if 
you’d like) for the headers of the Classroom pages. ‘Change class theme’ 
is located in the bottom right corner of the course header image. Take 
the opportunity now, to personalize what your ‘Classroom’ looks like. It’s 
easy to change down the road should you want to mix it up a little.

Choose a Theme
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The About page (accessible from the middle menu bar) is home to the 
course name, description, location, and instructor contact information. It 
also has a link to the Google Drive folder that is automatically created for 
each course to house resources.
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In addition, there is a Materials section that allows the instructor to add 
files from Google Drive. This is a great place to link course specific 
documents that will be referenced regularly (syllabus, reading list, 
homework calendar, etc).

About Section
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The Stream page is responsible for showing students any new announcements or 
assignments that you’ve posted. It shows you, the teacher, how many students have 
submitted assignments and also allows students to comment on both assignments and 
announcements.

Encourage students to ask questions about assignments in the comments area for that 
particular assignment – it helps organize questions being asked, allows for you to monitor 
one area for new questions, and keeps a good archive of the questions that students had, 
both for other students to reference and for you (the teacher) to use in revising your 
directions for other classes.
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Add Students to the 
Course by Invite

In the Students menu, you are able to Invite, Remove, and Email students. Students must be 
part of the GAFE domain in order to be invited and participate in your Google Classroom 
course. Since email is not set up in the elementary schools you can still invite the students 
and they will  be prompted to join the class when they first log into 
http://classroom.google.com 
1. Click on Students at the top of your screen
2. Click on Invite
3. Click on My Contacts select Directory
4. Type in the student's name and press enter
5. Check next to the name
6. Repeat steps 4-5
7. Press Invite Students when you have added all your students 7

Students will click 
join when they 
log in the first 
time.
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5.

6.
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If you don’t want to manually invite students, you can give them the 
unique course code for them to enroll manually. They would just need to 
go to http://classroom.google.com and sign in, then click the ‘+’ icon 
and click Join Class. This is where they would enter your unique course 
code and they will be added to your roster.  The code could be found in 
the students section.
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Add Students to the 
Course by Class Code

*Varies by class
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Adding an announcement is easy in Google Classroom. Announcements 
are visible by anyone enrolled in that class. Go to the Stream page and 
click Announcement in the top middle of the activity stream. A box will 
appear allowing you to type out your message. You are also able to attach 
a file, attach a Drive file, embed a YouTube video, or share a link with your 
announcement. Announcements can be commented on by students. 
Press Post when you are done.

Adding an 
Announcement

9

http://instructionaltechtalk.com/wp-content/uploads/2014/08/IMG_0006.jpg?2b9db0
http://pdfcrowd.com/html-to-pdf-api/?ref=pdf
http://pdfcrowd.com/customize/
http://pdfcrowd.com/redirect/?url=http%3a%2f%2finstructionaltechtalk.com%2fgetting-started-google-classroom%2f&id=ma-141014083723-ed5f9d7d
http://pdfcrowd.com


Clicking on the Assignment option in the top middle of your Stream page 
allows you to add a new assignment. Blanks are available to title and 
describe your assignment (title is required, description is optional).

Adding an Assignment
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Add a non Google File

Add an Assignment
Add a Google File 

Add a Youtube Video

Assign the Assignment

Add Title

Add Description and directions

Assign Due
date and 
time. Add Links
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You also have to add the assignment due date (and time, if desired).

Enter Due Date
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1. Click on the Date
2. Find a time
3. Click Assign1.

2.

3.
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Insert Files
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1. Click on the paper clip
2. Click on Select a file from
your comupter
3. Select the file
4. Click on Open
5. Click on Upload

1.
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Insert Google Doc

1. Click on Drive
2. Find your File
3. Click on it and press Add
4. Select Sharing option
5. Click on Assign

**If you want each student to have an 
individual copy select Make a copy 
for each student**

1.

2. 

3.

3. 

4.
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Just like with announcements, you are able to add a file (from your 
computer or from Drive), YouTube video, or a link to supplement the 
assignment. *Youtube Videos may only accessible to students at 
home.

Add Youtube Video
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1. Search for your video
2. Select the video
3 Click on Add

1.

2.

3.
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Add a Link
1. Type in the link
2. Click on Add

1. 2.



Once you’ve created a new assignment, you can view submissions, assign 
points, and return work by clicking on the assignment in your stream. 
You will see a page like the one pictured above. Access done assignments  
by clicking on Done. (1.)   You can access the assignment by clicking on 
the students name.  (2.)  Once you review, the assignment you can grade, 
(3.) and comment on a submission, you can click the return button (4.) 
and the assignment and its grade is sent back to the student.

Review Assignments, 
Grade and Return 
Completed Work
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Features of Google Classroom:

Widget on Left Sidebar in Streams shows upcoming assignments
that are due.

Assignments in Stream show how many have submitted and how
many are still due (see image above).

Students can comment on just about any post in Classroom

In the student view, a Turn In button appears in Drive.
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