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Classroom Helps Teachers:
● automatically creates Drive folders for each assignment 

● create and collect assignments paperlessly 

● create assignments and share a single document or automatically make a 

copy for each student. 

● see who has or hasn't completed the work

● provide direct, real-time feedback

● Students can easily see what’s due, so they can stay on top of their work

● make announcements and start classroom discussions

● create, review, and grade assignments quickly, all in one place
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Classroom Helps Students:
● stay organized with one Drive folder for each class/teacher

● notifies students on class stream when work is assigned and due

● class materials are automatically filed into folders in Google Drive

● communicate and assist classmates through class discussions
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When you see 
me you are 
looking at 

the TEACHER 
view

When you see 
me you are 

looking at the 
STUDENT view

Teacher/Student View
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Classroom Home
The classroom home displays all classes created.

Rename 
class

Permanently 
remove 
class

Access 
class Drive 

folder

# of 
students 
enrolled

Class 
name
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Create a New Class

Name the 
class

Include 
Section 

(optional)

From 
Classroom 

Home
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Class Homepage

Add 
Students

Create 
Announcement 
or Assignment

Class 
Homepage

Name of 
Class Class 

Section

Hover & Select 
to Change 

Image

Class Stream

Students 
can join 

with Class 
Code

Shows 
upcoming 

assignments 7 
days in 
advance

Switch 
Classes & 
Settings
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Class Homepage

Name of 
Class

Shows 
upcoming 

assignments 7 
days in 
advance

Switch 
Classes

View 
students 
in class

Post message 
to class 
stream 

Class 
Homepage

Email message from teacher: both 
teacher and student must have 

district Gmail account to receive 
messages

Class Stream
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Change Theme

Hover & Select 
‘Change Image’

Select image 
from Gallery
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Add Students 

Shows 
students 

added

Lists from contacts 
(GMail), district 
directory, and 
created groups

Add 
selected 
students

Save 
students 

as a group

OR

Manually 
add 

student(s) Change 
code

Disable Code so 
students can’t join

Delete a 
student

Send student(s) an email; 
your district must use 

Gmail for staff AND 
students for this feature to 

work

Give student(s) 
your unique class 

code
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Make an Announcement

Attach 
file from 
computer

Write announcement

Click 
here

Upload Drive 
File

Add 
YouTube 

Video

Attach 
link

Delete 
post

Choose classes to 
post to; option 

appears when 2+ 
classes are created
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Displayed Announcement

Add 
Comment 
to Post

The announcement will be displayed on the class stream.
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Make an Assignment
Click 
here

Choose 
due date 

from 
calendar

Name Assignment

Give assignment 
description (optional)

Give specific time 
assignment is due

Attach file from 
computer

Upload 
Drive 
File

Add YouTube Video

Attach link

only viewing 
rightsall students 

will be able 
to edit same 

file
each student will get an 
editable copy of the file

Choose classes to assign 
assignment; option 

appears when 2+ classes 
are created

Cancel 
assignment
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Displayed Assignment

YouTube 
Video

Google Drive File; 
student will find file 
on Assignments Page

How Drive file 
was shared with 

students
Add a comment 

about the 
assignment

view the 
assignments 

submitted

view the assignments 
not submitted

time 
submitted

Title and 
description

The assignment will be displayed on the class stream.
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Submit an Assignment

submit 
assignment

due 
dateassignment

title
create Drive 

file

file created by teacher; 
if no file was created by 

teacher this will be 
blank

add 
comment 

for teacher

add existing 
file

add 
existing 

Drive 
file

add link to 
online 
source

add file from 
computer

The student will lose editing rights to the Drive file 
once the assignment is turned in. They have the 
option to unsubmit the assignment to obtain 
editing rights again.

remove 
added file

The student can click on the assignment name from the class stream or the 
assignment sidebar to submit work. 
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Assignment Alerts

Shows alert on Class homepage 
stream for assignments about 
to be due and those overdue

Shows an alert on 
sidebar for 

assignments about 
to be due 

denotes assignment 
has been turned in

The class stream will notify students when work is about to be due or overdue.
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View all Assignments 

Click here to view 
all assignments 

The students can click on the ‘View All’ link in the Assignments section on the 
sidebar to gain access to all submitted and unsubmitted assignments..

shows date 
turned in

shows grade 
when graded 
and returned

Shows 
assignments 

still due

shows 
assignments 

turned in
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Submitted Assignments

return work 
back to 

student to 
edit/redo

Assignment 
title

return back 
to class 

homepage

view 
assignment 

details

view students with 
submitted and 

unsubmitted status

email student; both 
teacher & student must 

have district Gmail 
account.

view  
assignment 
Drive folder

clear 
student 
from list

assign point 
value: 1, 20, 

50, 100, or no 
point value

click to 
assign 
grade

assignment 
status

Only displays assignments that have been submitted.

Download 
grades as 
csv file
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Unsubmitted Assignments

Assignment 
title

return back 
to class 

homepage

view 
assignment 

details

view students with 
submitted and 

unsubmitted status

email student; both 
teacher & student 
must have district 

Gmail account.

view 
assignment 
progress

clear 
students 
from list

assigned point 
value: 1, 20, 50, 
100, or no point 

value

click to 
assign 
grade

assignment 
status

Only displays assignments that have not been submitted.

Download 
grades as 
csv file
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Assignment Submissions

assignment 
name

students with 
work not turned 

in

change 
grade

Click on the assignment from class stream or assignment sidebar and select 
student submissions. This view will show all students and assignment status.

students with 
work turned in

assign 
grades

comments 
left

date/time 
assignment 
was turn in 

and returned
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Grade Assignments

type in grade

Grade assignments from the Submitted Page & and the Student Submissions Page.

change point 
value

status of 
when turned 

in

add comments

check 
name to 
complete 

above 
tasks

name of 
assignment

After 
grading, 
return 

assignment 
back to 
student

email student; both 
teacher & student must 

have district Gmail 
account.

Access assignment 
Drive folder with 

submitted assignment Download 
grades as 
csv file

The teacher gets editing rights to the file when the student turns in the assignment. Once the teacher 
returns the assignment the rights switch from editing to commenting. 
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View Graded Assignments 
Students can click on assignment name from the class stream or from the 
assignments sidebar.

Points earned 
/ total points

Re-submit 
assignment if 
changes were 

made

Assignment 
status

Comment 
from teacher

Send 
comment to 

teacher
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Drive Folder(s) 
Classroom automatically creates a folder for each assignment you create. 

Turned in 
assignments 

Folders for 
each class

Folders for 
each 

assignment
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Drive Folder(s) 
Classroom automatically creates a folder for each class the student is 
enrolled into. 

Class 
assignments

Folders for 
each class
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