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Getting Started with Google Classroom

Before you get started with Google Classroom, talk to your Parish Catechetical Leader (PCL)
and Pastor to make sure that your parish is using Google Classroom for Religious Formation.

Creating a Gmail account

When you create your Google account, make sure to keep your username and password in a
safe place like a notebook or email to yourself so that you can find it later if you forget.

1. Open your web browser and go to gmail.com.
2. Click Create account.

Google
Signin

to continue to Gmail

Email or phone

Forgot email?

Not your computer? Use Private Browsing windows to sign
in. Learn more

Create account m

English {(United States) ~ Help Privacy Terms



3. Select For myself.

Google
Signin

to continue to Gmail

Email or phone

Forgot email?

Not your computer? Use Private Browsing windows to sign
in. Learn more

Create account m

For myself
q'Mm

N/
To manage my business

Englis.. e, Aelp Privacy Terms

4. You will be taken to the sign-up form. Follow the directions on the page and fill in all
required information. Click Next.



5. You will be asked to enter more personal information. Enter your name and birthday. A
recovery phone number and email address are optional but are used by Google for
security purposes or if you lose access to the account. Click Next.

Google

Create your Google Account

to continue to Gmail

First name Last name
Username @gmail.com
You can use letters, numbers & periods e b :
L2
Password Confirm @

One account. All of Google

Use 8 or more characters with a mix of letters, numbers & working for you.

symbols
Sign in instead m

English (United States) ~ Help Privacy Terms

6. Review Google’s Terms of Service and Privacy Policy. Click I agree.

Google
Privacy and Terms

We also combine this data among our services and -
across your devices for these purposes. For example,
depending on your account settings, we show you ads

based on information about your interests, which we

can derive from your use of Search and YouTube, and

we use data from trillions of search queries to build
spell-correction models that we use across all of our

services.

You're in control

Depending on your account settings, some of this data \
may be associated with your Google Account and we E | 2 5
treat this data as personal information. You can control
how we collect and use this data now by clicking “More
Options” below. You can always adjust your controls
later or withdraw your consent for the future by visiting You're in control of the data we
My Account (myaccount.google.com). collect & how it's used

®

MORE OPTIONS v

Cancel lagree

X

7. Your account will be created.



Signing in to your Gmail account

1. Open your web browser and go to gmail.com.
2. Type in your email address. Click Next.

Google
Signin
to continue to Gmail

Email or phone

Forgot email?

Not your computer? Use Private Browsing windows to sign
in. Learn more

Create account m

English (United States) ~ Help Privacy Terms

3. Enter your password.
4. Click Next to finish signing into your account.



Signing out of your Google account

1. In the top right corner of the page, find the colored circle with your first initial.
2. Click on the circle. A box will appear with your name and email address, and the option
to sign out.

™1 Gmail Q Search mai . ® & = %

o- ¢ ¢ 1-saefagez ¢ ¥ ﬁ'f
O primary o fesEER L feee B

2838

“
: "
i
- e
a5 563
W Stan amesting
B Join 8 meeting
Chat
.— +
Make a phane call
Ao ry cur motibe s for AT and
[
29\

3. Select Sign out at the bottom of the box.

i

fpe®vvexrno +
i:

@ © = @

2]
—

I @gmail.com

Manage your Google Account

&t Add another account

Sign out



Accessing Google Classroom

e Sign in to your Google account.

e Go to classroom.google.com, or use the mobile app available on iPhone and Android
devices.

e Tip: While the Google classroom app is good for checking your class, use your
computer for grading and creating assignments to make these tasks simpler.



To start a class with Google Classroom

1. Open your web browser and go to classroom.google.com.
2. Sign In with your Gmail account.
3. On the Welcome screen, click on the + on the top left of the screen.

= Google Classroom

4. Choose Create Class.

+ = @

Join class

Create class

Create or join your first class!



5. Enter the required information, including the class name, section, subject, and room.
Click Create at the bottom left of the box.

6. Your class has been created.



Adding students to Google Classroom by email

Once you have created your class, you will be taken to the class page. You can now add
disciples. There are two ways to add students—by email or by code. You do not have to do
both. Follow the instructions below to add disciples by email.

1. To invite students via email, click on the People tab.

= TstCOnel Sirosm  Classworli.  Poople:  Grades @ 0

Test Class 1
A

Class code zdujpsw {3

2

View all
Communicate with your class here

[T create and schedule announcements

[E] Respond to student posts

2. Click the Invite Students icon to the left of Students. This icon appears as a person with

a+.
= Tecae Seam  Classwork  Pecple  Grades @ = @
Teachers &
; Megan Martinez
Students
-
\. )

Invite students of give them the class code: 20ujpsw



3. A menu will appear where you can type the disciples’ email addresses. Type in the
disciples’ email addresses.

4. Click Invite. An email notification will be sent to the disciples inviting them to join the
class.

Invite students

@ cxamplegmail.c.

10
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Adding students to Google Classroom with a class code

Add disciples to your class with a class code. A class code is a short code that anyone can use to
join the class if they are provided the code. There are two ways to add students—by email or by
code. You do not have to do both. Follow the instructions below to add disciples by asking them
to use the class code.

1. Click Class settings icon (pictured as a gear) in the top right corner of the screen.

= I“'C"“" Stream Classwork People Grades @ 0

Test Class 1
A

Class code zdujpsw (]

2

Upcoming M)  share somathing with your clas:
=3

View oll

Communicate with your class here
[ Create and schedule snnouncements

[E] Respond to student posts

0]

2. Find the class code under the General tab, which is second from the top (highlighted in
red in the example below).

X Class settings

Class Details
TestClass1
Class description
s

Subject
Confirmation 1

General

I Class code dujpsw ¥ I

0] Stream Students can post and comment

Share your class code with your disciples. Ask them to join your
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Creating Assignments and Materials in Google Classroom

Google Classroom allows catechists to assign work to disciples virtually. Assignments may
include questions, essays, worksheets, and readings and can be distributed to disciples via
Google Classroom.

*Before creating an assignment, make sure that you have created the class to which you wish
to send an assignment. If you have not, see previous directions on how to start a class with
Google Classroom and how to add disciples (known as students in Google Classroom) via class
code or email address.

General Instructions
Assigning work

Google Classroom allows users to create various types of assigned work. The following
directions can be used to start any kind of assignment offered by Google Classroom, including
Assignments, Quiz Assignments, Question (to ask disciples one question to which they can
respond), Material (for readings and other materials if disciples are not turning in any work in
response), and the option to Reuse post. Catechists can use Assignments for most of their
work. Follow directions on page 14 to create an Assignment.

1. Navigate to the Classwork tab at the top of the desired class’s page. With this tab, you
can view all current and past assignments.

I}
P

TestClasst g Classwork  People  Grades @ = @

Test Class 1
A

Class code zdujpsw {3

1

View all

Communicate with your class here
[ Create and schedule snnouncements

[E] Respond to student posts.
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2. Click Create.

Test Class 1 Streom Classwork Poople Grades @ m o

m () Goosle Colencr £ Clos et

Assly: [ work to your class here

[E) Create

3. Select Assignment, Question (to ask disciples one question to which they can respond),
or Material (for readings and other materials if disciples are not turning in any work in
response).
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Creating an assignment

1. Sign in to Google Classroom.
2. Inthe class page, select the class section to which you are sending the assignment. Click
on the class name to select the class.

= Google Classroom + o

Test Class 2 N 3 Test Class 1
A L \ A

0 students

~ 0 {l‘n]/-’ ]

3. Navigate to the Classwork tab at the top of the desired class’s page. With this tab, you
can view all current and past assignments.

Test Class 1
A

Test Class 1
A

Class code zdujpsw {3

View all
Communicate with your class here

[ create and schedule sanouncements

(E] Respond to student posts



4. Click Create.

= TestCaser oo Comeok P G

) Google Calendar [ Class Drive folder

<
As\s\g. / work to your class here

[E) Create assignments and questions

B Use topics to organize classwork into modules or units.

T, Order work the way you want students to see it

5. Select Assignment.

= !e“ Claes 1 Stream Classwork People Grades

) Google Calendar [ Class Drive foider

+
0

our class here
and questions

20 classwork into modules or units

you want students to see it

B uoem®

15



6. Add a title and instructions to the assignment.

Assignment

Tie
Example Assignment

Instructions (optional)

B Ade + Create
Assignment
Example Assignment

natry —
This is an example assignment. Type your instructions here.

# Add + Create

16

-~ -

Alstudents =
Points

00 =
Due

Mo due date -

Topic

Mo topic -

Rubric

+ Rubric

Ol Ao |~

Alistudents =

No due date -
Topie

No topic -

Rubric

+ Rubric
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7. Click Add (with a paperclip icon) or Create (with a plus sign) below the title and
instructions to add any supplementary materials necessary to complete the assignment.
a. You can include a link, file, YouTube video, or file from Google Drive using the
Add button. Options are self-explanatory once you select what to add to the

s [ ]
Example Assignment
This is an example assignment. Type your instructions here.
-
Example Topic B
0]

Example Assignment

This is an example assignment. Type your instructions here.

& Google briive

Example Topic B

@

b. Using the Create button, you can add Google Docs, Slides, Sheets, Drawings, or
Forms (instructions to follow).
i.  Note: If disciples need to turn in written information, a Google Doc or
other material must be included in the assignment using the Create
option. Be sure to have one document per student using the Make a
copy for each student option if they are not collaborating on the
assignment. Otherwise, there is a risk that that the disciples will be
working on the same document.
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8. On the left side of the screen under For, select the students to whom you are sending the
assignment. Click the dropdown menus to make changes.

X Aapment - N

Example Assignment

This is an example assignment. Type your Instructions here.
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9. On the left side of the screen, change the number of points that the assignment is worth if
necessary. (Default is 100.) To mark the assignment ungraded, click on the downward
arrow and select ungraded. You can also type in the number of points an assignment is
worth. Religious Formation is focused on the formation of each disciple. It is not a
subject and therefore it is important to talk to your PCL about a system of
completed an in completed rather than a grading system.

X Assignment soved [ i-

This is an example assignment. Type your instructions here.

X Assignment ol o |- |
For

Example Assignment

This is an example assignment. Type your instructions here.

No topic



10. Select a Due Date for the assignment on the left side of the screen.
a. Click on the down arrow next to No Due Date. A dropdown menu will appear.

X Assignment

o

Example Assignment
= This i Type your here

Ungraded

Due

Tople
No topi

Rubeic

@

b. Click on the light gray button labeled No Due Date to see a calendar and select a
due date for the assignment.

X Assignment

Example Assignment

This is an example assignment. Type your instructions here. Points

Ungraded
Due
Due date & time
Rubric
@
X Assgment - |- ]
- Example Assignment
uden
This is an example assignment. Type your instructions here. Points
Ungraded
Due
Due date & time
25,2020

20
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c. Select a time in the menu under the date. 11:59 PM will appear by default. Type
in a new time if desired.

X Assignment

Example Assignment

This Dl

11. If desired, you can file the assignment under a certain topic.
a. Select the menu under Topic on the left side of the screen.

Example Assignment

This is an example assignment. Type your instructions here.

Ungraded

(€]
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b. Click Create Topic. Type in the topic name.

X Assignment

: For
» g :
Example Assignment
= s e Type your heee.  poims
Ungraded
oue
A cro o
Topi
No topic
Create topic
Example Topi
(€]
X s
. For
g
Example Assignment
udent
This is ol Type your here Points
Ungraded
B Add Tomorrow, 11:59 PM
Topic
Example Topic B
ubic
©]

c. If you already have topics saved, select the menu under Topic and then click on
the relevant label.

X Assignment E=FE
8 Example Assignment

tudens
= Tnisis an example assignment. Type your instructions here.

vvvvv
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12. Assign work.

a. When all of the necessary and desired information is completed, select the blue

Assign button at the top left of the screen for the assignment to be distributed
immediately.

G m.

Ungraded

Example Topic 8

+ Rubr

b. If you do not want to assign the work immediately, click the blue down arrow

icon to the right of the Assign button at the top left of the screen.

e =0

Example Assignment

This is an example assignment. Type your instructions here.

Example Topic B
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ii.  Click Schedule in the dropdown menu to share the assignment. A box
will appear in the center of the screen.

X Assignment Assign

Trie
Example Assignment

natructons (optienst
Thisis ol Type your Points

B Adg + Create

Topic

Example Topic B X

Rubric

+ Rubric

iii.  Click on the text box with the date.

iv.  Select the desired date on the calendar.
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v.  Under the date, change the time that the assignment will be shared with
members of the Google Classroom.

vi.  Select the blue Schedule button at the bottom left of the box.

vii.  Your assignment is now scheduled and will appear in each disciple’s
feed at the set time.



c. If you want to finish creating the assignment later,

a. Click the blue down arrow icon to the right of the Assign button at the
top left of the screen.

V- E=aE

Example Assignment

This is an example assignment. Type your instructions here.
Ungraded
+ C
Topk
Example Topic B
@
X Assignment ik
Schedy
B . -~ Save draft
Example Assignment
oh) ft
= Thisis an example assignment. Type your instructions here. Points
Ungraded
+ oM
Topic
Example Topic B

@
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13. To view your assignments, click on the Classwork tab at the top of the page. All
assignments will appear, including those that you have scheduled or saved as a draft.

@ = @

Test Class 1

Test Class 1
A

Class code zdupsw

Upcoming @ o mominyor s =
Oue todey
11:59 PM - Example Asst.
11:59 PM - Example Assi
Megan Martinez posted 8 new assignment: Example Assignment 1
View all 804 AM (Edited 2.48 PM)

Test Class 1

() Google Colendar £ Clss v

Example Assignment

R

Example Topic

Example Assignment (Draft)

Examplo Assignment 1
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Using Google Docs with assignments

Catechists may want to attach a document to an assignment to include lengthy instructions,
study guides, or other material. Catechists may also need to attach a Google Doc to an
assignment if the student needs to submit written information in order to complete an
assighment.

Attaching and creating a Google Doc

1. Inthe assignment that you are creating/editing, click the Create button below the Title
and Instructions.

X Assignment Saved

5]

Example Assignment

Type in your instructions here.

100

2. Select Docs. A Google Doc will now be attached to the assignment.

X Assigament s [
!

Example Assignment

Type in your instructions here.

=]

TS8R 9 3
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3. Change document editing permissions as soon as the Google Doc is added to the
assignment.

a. If disciples do not need to edit the file, select Students can view file to the left of
the document name. Students can view file is the default setting. This setting is
for a document that you want disciples to view only.

o m-

Type in your instructions here.

Untitled document

(0]

b. If you are creating a document that disciples must complete individually,

i.  Click on the box next to the document name that says Students can view
file, Students can edit file, or Make a copy for each student.
X Assignment aved m-

Example Assignment

Type in your instructions here.

Untitled document



Select Make a copy for each student to make a separate copy of the

same document for every student.

X Assignment

Example Assignment

Type in your instructions here.

Untitled document t
gle €
4

open in another window or tab.

X Assignment

Example Assignment

Type in your instructions here,

5.
Untitled document in gray.

Wed, Jul 22
Students can view file

Example Topic.
Students can edit file

Make a copy for each student

Click on the title of the Google Doc, labeled Untitled document. The document will

Points.

Rubric

To name the document, click on the top right corner of the document where it says

= =30
B-E=zE= EE X /-4 og
o

30
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6. Type in the new document name.

h Example Title |in £ TestClass 1A
File Edt View In

-~ @®A P on

7. Edit the body of the Google Doc accordingly.
a. If you wish to send a completely blank document for disciples to edit, no
further action is required.
i.  Note that disciples can also edit a document with questions or other
material provided by the catechist with the appropriate permissions
outlined in step 3 on pages 29 and 30.
b. If you wish to send a document with some information (i.e. discussion
guestions),
i.  Click in the document.

b Example Title |in 0 Test Class 1A
File Edt View In

-~ @A P 0N




C.
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ii.  Type in the Google Doc.

b Example Title % [ & Savediobein = m
File Edit View Insent Formst Tools Add-ons Help . 0
e @A P 00N - Nomatet - A - M - BIUAS oM EETEE I E-E-FF X /-~ a

(]

Type your information here.

Iii.  Note that disciples can also edit a document with questions or other
material provided by the catechist with the appropriate permissions
outlined in step 3 on pages 29 and 30.

If you wish to send a document with long instructions or supplementary text,
i.  Click in the document.

S i = B3 ©
File Edt View Insert F Tools Addons Help it

& B IUA B = = 1 EE X 2

o
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ii.  Type in the Google Doc.

bsxampceme nmg
File Edit View insert wt Tools Add-ons Help

N @A P 0N - Nomates - Ak - M - BIUAS OB EETETE Iz -2 3 p -

Type your information here.

Iii.  Note that disciples can also edit a document with questions or other
material provided by the catechist with the appropriate permissions
outlined in step 3 on pages 29 and 30. Disciples can also be
prevented from editing a document with the appropriate
permissions outlined in step 3 on pages 29 and 30.

8. Return to the tab where you are editing the assignment.
9. Continue creating the assignment.
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Using Google Slides with assignments

Similar to Google Docs, disciples can create presentations and other assignments with Google

Slides. Similar to PowerPoint, disciples can add bullet points, pictures, and more to their slides.
Catechists can assign a Slides presentation for disciples to complete assignments with phrases
and some creativity.

1. In the assignment that you are creating/editing, click the Create button below the Title
and Instructions.

X Assignment st [

Example Title

This is an example assignment. Type your instructions here.

100

2. Select Slides. A Google Slides presentation will now be attached to the assignment.

S — o R

Example Title

This is an example assignment. Type your instructions here.

100
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3. Change document editing permissions as soon as the Google Slides presentation is added
to the assignment.
a. If disciples do not need to edit the file, select Students can view file to the left of

the document name. Students can view file is the default setting. This setting is
for a document that is view only for disciples.

N
Example Title

This is an example assignment. Type your instructions here.

Untitied presentation

b. If the you are creating a presentation that disciples must complete individually,

i.  Click on the box next to the document name that says Students can view
file, Students can edit file, or Make a copy for each student.

X Assignment o o |- |

Example Title

This is an example assignment. Type your instructions here.

100

it i
Untitled presentation e = %



5.

ii.  Select Make a copy for each student to make a separate copy of the
same document for every disciple.

X Assignment Aasign ‘

E Example Title

This is an example assignment. Type your instructions here.

Untitled presentation

Example Topic

Click on the title of the Google Slides presentation, labeled Untitled presentation. The
presentation will open in another window or tab.

Example Title

This is

Type your here.

To name the document, click on the top right corner of the document where it says
Untitled presentation in gray.

titled presentation % @

File Edit

e o e g ook AVl L . a o - [S5S Q
tre @0 @ REB-Q N\ - B g Lyeas Thme A m
o
Click to add title
Click to add subtitle
Click 1o add speaker notes
Te

36



6. Type in the new presentation name.

Example Presentation |1 C0 Test Class 1 A B O rresen )
Fle Edt View Insen Fomat Side Arange Tools Addons Help

BN - ] &~ KR FIB-Q \ - E1 dacground  Layoots Theme Transiton

e

Click to add title

Click to add subtitle

Ciick to add speaker notes.

- m L]

7. Edit the body of the Google Slides presentation accordingly.

a. If you wish to send a completely blank document for disciples to edit, no
further action is required.

i.  Note that disciples can also edit a presentation with questions or
other material provided by the catechist with the appropriate
permissions outlined in step 3 on pages 35 and 36.

b. If you wish to send a presentation with some information (i.e. titled slides),

i.  Click in the title slide.

Example Presentation ¥ 1 & B 0re - B 0
File EGN View Ins e i n gy

Insert Format Siide Arange Tools Addons Help

e | 3 - K [FI M- Q \ - El Sacigound Loyt~ Theme  Tramsition

Click to add title

Click to add subtitle

Ciick to add speaker notes

37



ii.  Type in the text boxes, such as “Click to add title” and “Click to add
subtitle.”

Example Presentation # a 0w - 0 |
Fr BT Q- RFAB-QN- %= a - 82 + BIUASL R - 12 - E- ~1 '
(4
Example Title Text]
Click to add subtitle
Click to add speaker notes

- o |
Example Presentation & & @ B O Present 2sme @
4+~ BP Qs RFMB- A\ & /A== i - - m s+ BIUA o = A m
o

Example Title Text

Example Subtitle Text|

Click to add speaker notes

iii.  To add more slides, click on the down arrow to the right of the + to
add new slides. The icon is under the document name and menu with
File, Edit, and View options.

Example Presentation % & & 8 0 - [Z50] ©
File EGt View Insert Format Side Amange Tools Addons Melp Lastedtwas 6 minuies 300
PN - Q- k M- Q \ - E1 Ssckorend Layout- Theme Transition A .

Examghe T Tent

Example Title Text

Example Subtitle Text

Cick to add speakef notes



Select the type of slide you would like to add.

Example Presentation # ™ &

a

File Edt View Insert Format Slide Arange Tools Addons Help Lastedwas 6 minuies 3o

tem B Q- R[EIM-Q \ - E Sockmnd Loyouts Theme Transtion

V.

Examgie Toe Tout

Ciick to add speaker notes.

Example Title Text

Example Subtitle Text

Add information to slides.

Bxample Presentation #r & &

Flle Edt View linsert Format Side Arrange Tools

b ~®T Q- REB-Q -

e e PR— e wtney
Tt e ek oy e cohem et
e Sacton ot G
Py
xx%
b -

Click to add speaker notes

Example Title Text

Example Subtitle Text

@ Present =

asme @

<3n-°

39
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vi.  To add another slide of the same type, click on the + instead of the down
arrow.

Example Presentation ¥ [ @& Savediobrive

O ©reen - [See| @
Fle Edit View Insert Format Side Amange Tools Addons Help
teeE T Q-

t=  Theme Transition

X FIB-Q \ - E Suckoound Layou

L
Examie Tre Test

2 Click to add title

Click to add text

Click to add speaker notes

Example Presentation % ™ &
File Edt View Insert Format Side Arange Tools Addons Help

8 0 - (S5 @
S e P | &~

X [FM-Q \ - B ogomt Lyoa- Theme Trane

L}
Examce Tie o

Click to add title

Click to add text

Click to add speaker notes
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vii.  In the same row with the + to add slides towards the center, the you can
change the background of the presentation, theme (present layout and
color), layout of the slide, and transitions of the presentation
(highlighted here in a red box).

. Example Presentation % ™ & A O e - BB o
%d  File Edt View Insert Format Shde Amange Tools Addons Melp  Lastediw

Examle Tio Teus

Click to add title °

Click to add text

Click to add speaker notes.

Background

Color

image

. Example Presentation % 1 &

“!  File EdM View Insert Format Slde Armange Tools Addons Help Lastedtwas & minutes ag0
e B @ - KR M-Q \ - E Geckgoond Loyt~ Theme Tranwtion ~ =
R e |
. 3 Tite sade Sttt Taemdvey
i Clicktoadd ti . 2
Click to add text
i——" T e
S v —
xx%
e ~
Ciick to add speaker notes
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Example Presentation D O O O rresent 55 o
Fle Edt View Insert Skde Amange Tools Add
Nl - ] R N B-o9\- Q1 round v Theme Tramsition ~ o -
Example Tie Text Stz Y
]
cllck tO add tl"e Click to add title
Click to add text
Click to add title
Click to add speaker notes Streamine
=== o Impoet theme
a o- & Share
—— o
[ some. . oo -
S—— Side Transition
v e ]
Click to add title
None
Click to add text
s Apsiy 1o i ides
Object Animations
Click to add speaker noles
- [+

viii.  Note that disciples can also edit a document with questions or other
material provided by the catechist with the appropriate permissions

outlined in step 3 on pages 35 and 36.
If you wish to send a document with long instructions or supplementary text,

C.
i.  Click in the title slide.

Example Presentation ¥ & & B O e - B o
Wo Edt View Insert Fornat Side Amange Tools Addons Help oo fes sg0 by
L]

© X A B-Q \ - E1 Sscigroud  Layot- Theme Tamsiton

Click to add title

Click to add subtitle

Cick to add speaker notes
4]



ii.  Type in the text boxes, such as “Click to add title” and “Click to add

: 29
subtitle.
Example Presentation #r B ke - (S5 @ |
trm 28T Q- BIUA./ ] =-1 ~ .
(]

Example Title Text|

Click to add subtitle

Click to add speaker notes

- Q |
Example Presentation & & 8 0 - (2 @
Fle Edit View lnsert Format Side Amange Tools Addons Help Lasiedlwn

4em A @P Q- RFB-AN- & /=5 s - -3+ BIYA ol = -~ -
——
o

Example Title Text

Example Subtitle Text|

Click to add speaker notes

iii.  To add more slides, click on the down arrow to the right of the + to
add new slides. The icon is under the document name and menu with
File, Edit, and View options.

Example Presentation % & & 8 [ B e . e O
File EGt View Insert Format Side Amange Tools Addons Melp Lastedtwas 6 minuies 300
PN - Q- Kk [FIM-Q \ - E1 Sxckoound Layout~ Theme Transition A .

Examghe T Tent

Example Title Text

Example Subtitle Text

Cick to add speakef notes



iv.

e B Q-

Vi.

. Bample Presentation & &

Select the type of slide you would like to add.

¥ Flle Edt View Insert Format Siide Arrange Tools Addons Help Lasteditwas? minutes ago

R I M- Q \ - EX tscigrownd Lapout~ Theme Tranusien

Tele sty

T sien Sacton baster

it st cohemes o com st

Example Title Text

Example Subtitle Text

Cagmn

xx%

gt -

Click to add speaker notes

B @ eresem ~
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& share.

Add information to slides by clicking in the pre-created text boxes (as in

the title slide).

In the same row with the + to add slides towards the center, you can

change the background of the presentation, theme (present layout and
color), layout of the slide, and transitions of the presentation

(highlighted here in a red box).

, Example Presentation & ™ &
Format Side Amange Tools Addons Help

xEB-2N\-§

File Edt View Insert

BN -] Q- Backgrowd L
Examle Tite Text

Click to add title

Click to add text

Cick to add speaker notes

Background
Color

image

B O fesent -

2o @
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Example Presentation a o- o o
Fle Edt View Inser ddons Help
oS [ Layout + ]
[—— -
2 3 o— T
Click to add ti °
Click to add text
ot e Ty P—
—p— S e o exn
———
xx%
— —
Click to add speaker notes
-
Example Presentation v [ ¢ B O rresent . B 0
Fle €0t View insent Format Side Amnge Tools Addons Halp Lasts i
N -] R~ (3N B- O \ - El Backpound Layowt~ Theme Tramsition ~ -
[ — v
o
9 " Click to add title
Click to add title
Click to add text
Click to add title
Click to add speaker notes Streamine
= o Impoet theme
Example Presentation # ™ & 8 O - 250 @
Flo Et View Insert Format Sde Awange Tools Addons Help " o
ooooo rEA®-a\- 8 e otdni -
i oo o Sido Transit
v o ]
Click to add title
None
Click to add text
)
Click to add speaker noles
- \

vii.  Note that disciples can also edit a document with questions or other
material provided by the catechist with the appropriate permissions
outlined in step 3 on pages 35 and 36. Disciples can also be
prevented from editing a document with the appropriate
permissions outlined in step 3 on pages 35 and 36.

8. Return to the tab where you are editing the assignment.
9. Continue creating the assignment.
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Using Google Forms with assignments
(for surveys, sign-up lists, feedback forms, and quizzes)

Use Google Forms to create surveys, sign-up lists, feedback forms, and quizzes within Google
Classroom. A variety of question types may be created for quizzes. Google Forms also features
customizable settings that can be modified depending on the type of form that disciples are
filling out.

Attaching and creating a Google Form

Beginning your Google Form

1. Inthe assignment that you are creating/editing, click the Create button below the Title
and Instructions.

ST

............

2. Select Forms. A Google Form will now be attached to the assignment.

X Assignment ses [

B

Example Assignment

Type in your instructions here.

1)
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3. Click on the title of the Google Form, labeled Untitled form. The Google Form will
open in another window or tab.

X Assignment Saved
P

Example Assignment

n

Type in your instructions here.
100

< Googl{J5arms
4 Example Topic

4. To name the Google Form accordingly, click on the large text labeled Untitled form at
the top of the white area.

B Untitedfom © co v IEN : O
Questions  Response

: ®

Untitled form 8

o oo hij

2

Untitled Question =

2

Option 1

)
5. Type in the new document name.

B ExampleTite & o o ® i @

. ®

Untitled form 3

hid

=]

Untitied Question =



6. To add a description or instructions to the Google Form, click below the title.

B ExampleTite 0O v o o @ m i 0
Questions  Rezponses
. €]
Untitled form 5
degcripn T
=}
Untitied Guestion C

Option 1

o
7. Type in your description or instructions.

B ExampleTitle [0 & Archeoges samdinonve © o @ H 0

®

Example Title 3

=]

Untitied Question =
(2]}

8. Click on the Settings (gear) icon at the top left of the screen to the left of the Send

button.

B ExampleTitle [0 v Archesgessomdinone e © @ m : @

Guestions  Responses. n

. ®

Example Title o

Type a form description here *

=]

Untitled Question (O]

Option %
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a. A box will appear. Click on General. Make any desired changes if necessary,
requiring disciples to sign in to their Gmail accounts, allowing disciples only one
attempt, and other options.

i.  Click Save at the bottom right corner of the white box.

Settings

General

[ Collect email addresses

Response receipts

Requires sign in:
Limit 10 1 response

Respandents wil be required to sign in to Google.
Respondents can:
[ Edit after submit

[ See summary charts and text responses

b. Click on Presentation to change the confirmation message when disciples
complete the form, to shuffle the question order, and other options.

Settings
General
[ Coliect email addresses
Response receipts

Requires sign in:

[ umitto 1 response

Respondents can:
[ ednafter submit

[0 see summary chants and text responses.

Settings

General

[ show progress bar
[0 shufhe question order

Show link to submit another response

Confirmation message:
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i.  Click Save at the bottom right corner of the white box.

Settings

General

[ show progress bar
[ Shuffie question order
B8 show link 1o submit another response

Confirmation message:

has been recorded.

c. To make the Google form a quiz, click on Quizzes.

Settings
General
[0 coliect emai sddresses
Response receipts
Requires sign in:

[ umitto 1 response

Respondents can:
[ ednatter submit

([0 see summary charts and text responses.

i.  Click on the toggle to the left of Make this a quiz if desired.
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i.  Edit quiz options accordingly.

(@ Immediately after each submission

O tater, after manual review
Turns on email collection
Respondent can see:
Missed questions (2)
Correct answers (2

& rointvalues D

iii.  Click Save at the bottom right side of the box.

Settings

@ Immediately after each submission

O Later ater manual review
Turns on em collection

Respondent can see:
Missed questions (D
Correct answers (2)

2 rointvalues ()

iv.  Follow the directions for creating questions.
v.  Click on the Answer Key option at the bottom left of the question box.

B ExempleTitle [0 v  Atchwessomdinone o @ B “ E 1 )

Questions  Responses

Example Title

Type a form description here.

(©]
Type in your question here. @ Multiple choice N
Type in an answer. X Tr
Type in another ansmer. X o
=
Add option or add "Other*
=
=]
Answer key (0 points) 0@ Requied WO i
m



vi.  Choose the number of points the question is worth to the left (if you
choose to do so).

B ExampleTitle [0 ¢ Atchuos omdinone o o ® : @

Questions  Responses

Example Title

Type a form description here.

Choose correct answers: ®
5]
Type in your question here. 0 - pomts Tr
Type in an answer =]
=
=
@ aa o
fffff
]
vii.  Select the correct answer.
B ExampleTitle [ ¢  Archaspes somdinome co s IR : O
Questions. Responses.
Example Title
Type a form description here.
Choose correct answers: ®
5]
Type in your question here. 0 : points T
Type in an answer. E]
=
s
B Ad answer foedback =
o

viii.  Click Done at the bottom right corner of the question box.

B BampleTitle 0 %  Acwmsmdinone © © @ : @

Example Title

Type a form description here.

Choose correct answers:

Type in your question here. 0 : points

0weEgBo3FI®we




iIX.  *Note that there is another way to create a quiz assignment. See
instructions for Creating a Quiz Assignment on page 73.

9. To create your first question,
a. Click on the box labeled Untitled question below the title and instructions.

B ExampleTitle [ fr Archsspessomainoowe cos IEN : O
=3
Guestions Responses
. ®
Example Title 9
Type a form description here. Tr
=)
Untitled Question =
option't =}
o
B ExampleTitle [0 r  Avchgessawdinoome e © @ m H 0
Guestions  Resporses
Example Title
Type a form description here.
Untitied Question Multiple choice 3
Option 1 T
(=
®
D ® Required g
o
b. Click on the text labeled Untitled question.
B ExampleTitle [ ¢r Ascueow smsinoim o © 8 : @
Questions  Responses
Example Title
Type  fom descrpton hee.
®
Untitied Question @© Multiple choice.
- 5]
Option 1 T
@
®
O @  Reqiea 8

53



c. Type in your question.

B ExampleTite 00 & swo Q@ o @ m H 0

Questions  Responses

Example Title

Type a form description here.

®
Type in your question here. E @ wmutiple choice 5
Option 1 T
=]
1 of add "0
=
=
8

d. To change the question type, select the box to the right of the question labeled
Multiple choice. (Multiple choice is default.)

B ExampleTitle £ ¢  Archessesomcinome 0 © @ : @

Questions  Responses

Example Title

Type & form description here

®
Type in your question here. E @ Mulisle choice 3
Option 1 hid
=
(O}
0 @  Reeires 8
(]
e. Select the question type from the list.
B ExampleTitle [3 v Archenges sondinoe Qo © 8 H o
— =
—
Example Title B
@® Multiple choice
Checkbaxes ®
Type in your question here.
3
© Dropdown
Option 1 T
Add option of add "Other” © Pl upload Q
=
s D
8

fa}

32 Mulupl choice grid
32 Checkbox grid

£ ose
® Time

54



10. Follow the directions below depending on the desired question type. Then, read
directions for finishing your Google Form.
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Creating questions: Multiple choice

1. To create your question,
a. Click on the box labeled Untitled question below the title and instructions.

B ExampleTitle [0 ¥r  Archangessawdinonve e © B m : o
Guestions  Responses m
2 ®
Example Title 3
Type a form description here. Tr
(=]
Untitled Question =
Option 1 E
]
B ExampleTitle [3 ¢  Atchinges savedinoove o o ® m : o
Guestions  Responses
Example Title
Type a form description here.
®
Untitied Question @ Mubtiple choice
8
Option 1 Tr
=}
(O]
(W) Required =
]
b. Type in your question.
B ExampleTite 01 & s e © B m : 0
Guestions Responses
Example Title
Type  form description here.
®
Type in your question here. E @ wmuttiple choice 9
Option 1 Tr
) of add O =]
=



c. If you are writing a multiple choice question, you do not need to reselect the
question type. Multiple choice is automatically selected.

B ExampleTitle [ ¢ rchesecsmcnone 0 © @ : @

Questions  Responses.

Example Title

Type & form description here.

®
Type in your question here. E @ Muttiple choice
)
Option 1 Tr
=)
(O}
O @  Reaied B
(]
2. Select the text labeled Option 1 under the question.
B ExampleTitle [0 ¢  Archwgessondinome e o B H 0
Oueetions Réopohse
Example Title
Type form description here.
®
Type in your question here, @ Mubtiple choice a
Option 1 [m] Tr
s 2
=
0@ Required 8
]
3. Type in an answer.
B BampleTitle [ ¢ s o o B : @
usstions  Rosponieé
Example Title
Type a form description here.
) ) ®
Type in your question here. @ wmutiple choice P
Type in an answer. (=] Tr
=}
=
O @  Required 8

57
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4. To add another answer, click on the gray text labeled Add option under the first answer
option.

B ExampleTitle [3 r  Avchanges savedinome o © B : Q
Questions Response:
Example Title
Type a form description here
®
Type in your question here. @ Muttiple choice 3
Type in an answer. hig
Add option of add “Other =]
=
0O ® Required 8
o/
B ExampleTitle [3 vy  Archesges sodinomne o o B : o
Questions  Responses
Example Title
Type a form description hare.
®
Type in your question here. @® Muttiple choice 3
Type in an answ X Tr
Option 2 B x 8
=
O @  reques
]
B ExampleTitle [0 r  Archwgessowdinomve o o B : 0
Questions  Responses
Example Title
Type 2 form description here.
]
Type in your question here. @® Multiple choice 3
Typein x T
Typein B x e
(O]
o =)
0o Required
]

6. Continue for subsequent multiple choice options for the question.
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7. To add a new question,
a. Find the long, vertical white box of icons to the left of the question box (shown

here highlighted in a red box).

B ExampleTitle [0 r  Avchngessovdinome ) @ i 0
Example Title
Thpe  form descpton her.
®
Type in your question here. @ Muttiple choice v a3
% T
i X &
=
0O @ Required
L]
b. Select the circled + at the top of the box.
B ExampleTitle [ &  Archasgessomaimome co s BN : O
i, W
Example Title
ype 8 form descrption hee.
© =3
Type in your question here. @® Muttiple choice d
Type a0 anewer. x T
Type in another answer. X e
(O]
=
O @  weaues
@

c. Start your new question.
8. Reuse these directions for subsequent multiple choice questions or skip to directions for

your relevant question type.
9. When you are finished creating questions, read directions for Finishing your Google

Form on page 70.



Creating questions: Checkboxes

1. To create your question,
a. Click on the box labeled Untitled question below the title and instructions.

B ExampleTitle [0 ¥r  Archangessawdinonve e © B m : o
Guestions  Responses m
2 ®
Example Title 3
Type a form description here. Tr
(=]
Untitled Question =
Option 1 E
]
B ExampleTitle [3 ¢  Atchinges savedinoove o o ® m : o
Guestions  Responses
Example Title
Type a form description here.
®
Untitied Question @ Mubtiple choice
8
Option 1 Tr
=}
(O]
(W) Required =
]
b. Type in your question.
B ExampleTite 01 & s e © B m : 0
Guestions Responses
Example Title
Type  form description here.
®
Type in your question here. E @ wmuttiple choice 9
Option 1 Tr
) of add O =]
=



c. To change the question type, select the box to the right of the question labeled
Multiple choice. (Multiple choice is default.)

B ExampleTitle [ ¢ rchesecsmcnone 0 © @ : @

Questions  Responses.

Example Title

Type & form description here.

®
Type in your question here. E @ Muttiple choice
(=)
Option 1 Tr
=]
(O}
O @  reores 8
]
d. Select Checkbox from the list.
B ExampleTitle [ 4 Avchwgessavdinoie e © ® : @
P —
=3
= Short answer
Example Title =
= Paragraph
Type a form description here.
@® Multiplo choice
Type in your question here. =] el ©
=)
© oropeo.
Option 1 Tr
© Fileupload =]
=
S 5
Q | =
$1E Ml choion gid
255 Checkbox grid
3 oate
® Time
)
2. Select the text labeled Option 1 under the question.
B ExampleTitle [ ¢  Aemessmuanome © © @ : @
Questions Responses
Example Title
Type your description here
®
Type in your question here. Checkbores a
Opticn 1 [m] ™
=)
=
0 @  Reied -
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3. Type in an answer.

B BampleTitle 0 % sws e o ® : @

Example Title

Type your description here

®

Type in your question here. Checkbores 3
Type in an answer. (=] T
or add"Other =

=

=

8

4. To add another answer, click on the gray text labeled Add option under the first answer
option.

B ExampleTitle [ fr  Arcrsessmsnone © o @ : @

Example Title

Type your description here.

®
Type in your question here. Checkboxes 3
Type i an snswer] @ L
g =]
®
8
O @  Requied
)
5. Type in an answer.
B ExampleTitle [0 v  Arcwspessondinove o o ® 1 o
Ovestions Response
Example Title
Type your description here
®
Type in your question here. Checkboxes 3
Type X T
T @ x ||9
®
or sda Ot
=
0 @  Requred
)

6. Continue for subsequent checkbox options for the question.
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7. To add a new question,
a. Find the long, vertical white box of icons to the left of the question box (shown

here highlighted in a red box).

B ExampleTitle [0 r  Avchngessovdinome ) @ i 0
Example Title
Thpe  form descpton her.
®
Type in your question here. @ Muttiple choice v a3
% T
i X &
=
0O @ Required
L]
b. Select the circled + at the top of the box.
B ExampleTitle [ &  Archasgessomaimome co s BN : O
i, W
Example Title
ype 8 form descrption hee.
© =3
Type in your question here. @® Muttiple choice d
Type a0 anewer. x T
Type in another answer. X e
(O]
=
O @  weaues
@

c. Start your new question.
8. Reuse these directions for subsequent checkbox questions or skip to directions for your

relevant question type.
9. When you are finished creating questions, read directions for Finishing your Google

Form on page 70.



Creating questions: Short Answer

1. To create your question,
a. Click on the box labeled Untitled question below the title and instructions.

B ExampleTitle [0 ¥r  Archangessawdinonve e © B m : o
Guestions  Responses m
2 ®
Example Title 3
Type a form description here. Tr
(=]
Untitled Question =
Option 1 E
]
B ExampleTitle [3 ¢  Atchinges savedinoove o o ® m : o
Guestions  Responses
Example Title
Type a form description here.
®
Untitied Question @ Mubtiple choice
8
Option 1 Tr
=}
(O]
(W) Required =
]
b. Type in your question.
B ExampleTite 01 & s e © B m : 0
Guestions Responses
Example Title
Type  form description here.
®
Type in your question here. E @ wmuttiple choice 9
Option 1 Tr
) of add O =]
=



c. To change the question type, select the box to the right of the question labeled
Multiple choice. (Multiple choice is default.)

B ExampleTitle 03 r archenser somdinoive e o B H 0

Questions  Responses

Example Title

Type & form description here.

®
Type in your question here. & @ Mutiple choice 3
Option 1 Tr
@
=
O @  reores 8
]
d. Select Short answer from the list.
B ExampleTitle 3 vy  Archges sovedinoove Q o @ H 0
w Responses
-
= ot mon
Example Title =
= Paso
Type 8 form description hre
@® Muliipie choice
Checkboxes (©]
Type in your question here, =]
]
© Oropdown
Option 1 T
© Fevpiond @
®
oo Lo scale 2
Q.. =
333 Multile chokce grid
B2 Checkboxgrd
2 Date
© Time
)

2. To add a new question,
a. Find the long, vertical white box of icons to the left of the question box (shown

here highlighted in a red box).

B ExampleTitle [ fr  Avcnges sedinorme O © ® i\ ]

Example Title
Type  form description hre.
®
Type in your question here. @® wuitiple choice N
Type in an answer X Tr
Type in anather answer. X
=
=
8
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b. Select the circled + at the top of the box.

B ExampleTitle [ ¢  Atchspes somsnome o o & m : @
Gussiins.  basonse
Example Title
Type form description here.
® ==
Type in your question here. @® Muttiple choice I
Type n an anewer. x T
Type in another answer. X e
(O]
=
=]
O @  Requea
1]

c. Start your new question.
Reuse these directions for subsequent short answer questions or skip to directions for

your relevant question type.
When you are finished creating questions, read directions for Finishing your Google

Form on page 70.
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Creating questions: Paragraph

1. To create your question,
a. Click on the box labeled Untitled question below the title and instructions.

B ExampleTitle [0 ¥r  Archangessawdinonve e © B m : o
Guestions  Responses m
2 ®
Example Title 3
Type a form description here. Tr
(=]
Untitled Question =
Option 1 E
]
B ExampleTitle [3 ¢  Atchinges savedinoove o o ® m : o
Guestions  Responses
Example Title
Type a form description here.
®
Untitied Question @ Mubtiple choice
8
Option 1 Tr
=}
(O]
(W) Required =
]
b. Type in your question.
B ExampleTite 01 & s e © B m : 0
Guestions Responses
Example Title
Type  form description here.
®
Type in your question here. E @ wmuttiple choice 9
Option 1 Tr
) of add O =]
=
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c. To change the question type, select the box to the right of the question labeled
Multiple choice. (Multiple choice is default.)

B ExampleTitle 03 & wrchesessomdimome Q@ o @ : @

Questions  Responses

Example Title

Type & form description here.

®
Type in your question here. & @ Mutiple choice 3
Option 1 T
@
=
O @  reores 8
(]
d. Select Paragraph from the list.
B ExampleTitle [3 v  Archges ssvedinome e o B i 0
Questions Response
-
= swon
Example Title -
.
Type  fom descrption ere [
@® Multipie bice
Checkbaxes (C]
Type in your question here. =
9
© Dropdown
Option 1 T
i © File upload =]
=
= Linearscale ==
o .. =
353 Molipl choice id
52 Checkboxgrid
) oate
© Time
)

2. To add a new question,
a. Find the long, vertical white box of icons to the left of the question box (shown

here highlighted in a red box).

B ExampleTitle [ fr  Archnges savedinorve 0o © ® m i o

Example Title

Type a form description here.

®

Type in your question here. @® wuitiple choice a3
Typein x T
X (=]

=

=

=}
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b. Select the circled + at the top of the box.

B ExampleTitle [0 ¢  Atchges cainonm 0 o ® m : @
Ouestions  Respons
Example Title
Type o form description here
® ==
Type in your question here. @® Muttiple choice I
Type in an snswer. x T
% =]
o]
=
g
O @  reque
(]

c. Start your new question.
Reuse these directions for subsequent paragraph questions or skip to directions for your

relevant question type.
. When you are finished creating questions, read directions for Finishing your Google

Form on page 70.



Finishing your Google Form

1. Return to your Assignment page.
2. Make any changes to your assignment page before you share the assignment with your
disciples.

70
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To require an answer for a given question

e Click on the toggle button at the bottom left side of the question box labeled Required to
the right of the button.

B ExampleTitle [ v archasessondinome e © & : @

Example Title

Type your description here.

(C]
Type in your question here. @® Muttiple choice 5
Type i X T
Typein X =
=
i -
=]
O @  Rees
]
B ExampleTite [0 % Arceesomdnome e © @ m : o
Questions  Responses
Example Title
Type your description here

®
Type in your question here. @ Multiple choice 2
Type in an answer, x T
Type in anather answer. X -
=

2 “Other
=
8

0 @ Requied @) i



72

More tips

e At the bottom of the white question box editor, you can duplicate your question by
clicking the two rectangles on the far left side of the bottom bar.

B ExampleTite [0 v  Archopssavedinome e o @ m H 0

Questions  Responses

Example Title

Type your description here.

Type in your question here. @® Muttiple choic:

NEgo 3

e To the right of the duplicate icon, you can also delete a question by clicking on the trash
can icon.

B ExampleTite [0 v Arcenssawdnome e o & H o

Quostions  Responses

Example Title

Type your description here.

@
Type in your question here. @ Muttiple choice a3
Type in an snswes, X Tr
=]

Type in snather answer. X
=

B
=

Required @)
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Creating a Quiz Assignment

Note that you can also assign a quiz by creating an assignment. This is simply another way to
assign a quiz where a Google Form with Quiz settings is already attached to an assignment. To
create a Quiz Assignment directly without using a regular assignment, use the following
directions. Religious Formation is focused on the formation of each disciple. It is not a subject,
and therefore, it is important to talk to your PCL about a system of completed an in completed

rather than a grading system.

1. Navigate to the Classwork tab at the top of the desired class’s page. With this tab, you
can view all current and past assignments.

Test Class 1
A

Class code zdujpsw {2

View all
Communicate with your class here

[ Create and schedule snnouncements.

[E] Respond to student posts

2. Click Create.

= JstClemsl Streom  Clssswork  Poople  Grades (I 1 )

m () Gaogle Colendar £ Closs Drve fldr
dy

Assly: [ work to your class here

3. Select Quiz Assignment.
4. Follow directions for creating an assignment.
5. Then follow directions for editing the assigned Google Form on page 46.
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Grading and Leaving Feedback

After disciples submit assignments, catechists can review and grade them. Each assignment has
its own page in Google Classroom.

Note: Religious Formation is focused on the formation of each disciple. It is not a subject, and
therefore, it is important to talk to your PCL about a system of completed an in completed

rather than a grading system.
Navigating submitted assignments

1. Navigate to the Classwork tab at the top of the screen.

Test Class 1

Test Class 1

A

Class code zdujpsw {3

1

Upeoming

View all

I posted a now assignment: Example Assignment 2

2. Click on the assignment that you would like to review. The assignment will expand.

ol Steam Clasework People  Grades @ = @

sesmene

Example Topic

[ YO
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3. Atthe bottom left of the assignment box, click View Assignment.

Test Class 1

Example Topic

Example Assignment 2

[©)

4. The Student Work page will appear. You can view each disciple’s submissions for

review.
a.

On this page, you will see the who have turned in the assignment in the menu
labeled Turned In (highlighted below in the red box).

Under the Turned In tab, the Assigned tab shows all disciples who have not
turned in the assignment (any assignments not returned would appear in the
highlighted red box).

On the left side of the page, assignments will be present (highlighted below in
the orange box).

— TestClass1

O e S Assignment 3

,,,,,,,,,,, . 1 0
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Grading via the Student Work page

1. Under the Turned In list, click on the grade next to the disciple’s name.

= TostClass1 Instructions Student work ] o
00 o o]
O @ M Assignment 3
Sort by s 1 0]
O Tumes an o
0@ 00 S
4
Assigam.
(0]

2. Type in the grade you want to give the disciple. This may be used to acknowledge that
the work has or has not been completed.

= TestClass1 Student work # @
e A studonts
No grade
Sortby status
S - Assignment 3
A
° 95
-
*
0] =S

3. Inthe second row from the top of options, select Return to share grades with disciples.

= TestClass1 Instructions Student work s 0
- I g
6 Msudeons
95/100
Sort by status.
Tumedin - Assignment 3
2 ”
°
-
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A box will appear. Confirm that you would like to return the grades to the disciples by
adding comments if desired and clicking Return at the bottom left of the box. Consider
adding a positive comment, such as “good job,” “nice reflection,” or “creative” in
order to provide positive feedback.
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Grading assignments with the grading tool

5. On the right side of the page, which shows submitted work, click on a submitted
assignment to open it.

= Test Class 1 o
00 poi @
() @ Al students Assignment 3
sotbysutss 1 0
) Tumedin a - O

3

@

6. The right side of the screen will show a column featuring the grading tool. In the middle
of the column will be a box labeled Grade. Click on the blank box under grade to add a
grade to the assignment.

Assignment 3 #= @

Students type their answers here. This is an example answer.
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7. Catechists can add private comments in a text box under the Grade section. Click on the
empty box under the Private Comments label to send a message to the disciple. Click on
the blue Post box when you are done typing your comment. Consider adding a positive
comment, such as “good job,” “nice reflection,” or “creative” in order to provide
positive feedback.

Assignment 3 #= @
x s e (R
=

00% ~  Nommaltext « Anal - n . U A »

Students type their answers here. This is an example answer.

@
>
Assignment 3 # @
° we: Not returned m-
-
. @A P WA - Nomaltet v Add vinm -8B T UANP B v Files
m
o nssig
Students type their answers here. This is an example answer.
Grade

Private comments.

{ eatjob
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8. Click the blue Return button on the left side of the screen above the grading column
when the you is finished grading the assignment. The assignment will be returned to the
disciple with their grade and any comments the you have made.

° R0~ Not returr
3
B A P W Nemdem v A e . D v A

Students type their answers here. This is an example answer.

9. A box will appear. Confirm that you would like to return the grades to the disciples by
adding comments if desired and clicking Return at the bottom left of the box. Consider
adding a positive comment, such as “good job,” “nice reflection,” or “creative” in
order to provide positive feedback.
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Viewing the all grades for one class

Google Classroom allows all grades to be exported to Google Sheets (similar to Microsoft Excel).
A spreadsheet will be created that includes grades for each assignment for all disciples. The
class’s average assignment grade and average class grade are also included on the document.

1. Navigate to the Student Work page for the class.
2. Click on the gear icon on the far right side of the screen near the top.

e ¢ 0
00po #
O 6 mowtens Assignment 3
snbpsonn - o |0 |1

3. Select Copy all grades to Google Sheets.

— TestClass1

100 points @

R
= — :
O € s Kisigans

Sort by status - 0 0 1 Dawnload these grades a5 CSV

A =

4. A Google Sheets document will open with the class’s grade information. Note that as
the you add more assignments and changes grades, the document will remain the
same and should be updated.
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Communicating with Disciples

Using Google Classroom, catechists can email disciples individually or as a class.

Emailing disciples

1. Navigate to the class to which the disciple(s) belong.
2. Click on the People tab at the top of the page to the right of Stream and Classwork.

@ = @

— TestClass1

Test Class 1
A

Class code zdujosw {3

u

Upcoming 3 Share scmething with your

View all
I posted a new assignment: Exampie Assignment |
Jun 25 (Edited v 1)

I posted o new assignment: Exampie Assignment 2
23 (Edied 4 1)

3. To email the entire class,
a. Select the check box above the list of names.

= TestClass1

Teachers

© mmmmm

Students
o, 2
0 @ s
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b. Under the Students label, select the menu labeled Actions. A menu will appear.

s = @

— TestClass1

Teachers

oo

Students

<}

a
Qe

(0]

c. From the menu, select Email, which will be at the top of the list.

— TestClass1

Teachers
*
-

Students

4. To email multiple disciples,
a. Check the names of the disciples who you would like to email using the boxes to

the left of their names.

= TestClass1

Teachers

Students

(]

0@
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b. Under the Students label, select the menu labeled Actions. A menu will appear.

= TestClass1 Classwork People Grades @& m 0
Teachers &
*
b
Students Vatudent 2
[-] 2z
2
@

c. From the menu, select Email, which will be at the top of the list.

= TestClass1 8 = @
Teachers 2
*
B
Students &
-]
Emal
R
Mote
®

5. To email a single disciple,
a. Find the disciple’s name in the list labeled Students.

et clam Stream Classwork People Grades & 0
Teachers 2
o
-
Students Tstudent 8¢
0O AZ
oS



b. Click the More button shown as a vertical ellipsis. A menu will appear.

= TestClass1 Closswork People Grades & 0
Teachers 2
*
&

Students

0@

c. Select email student from the menu.

= TestClass1 Classwork People Grades & o
Teachers
*
=3

Students

Email student

6. Compose your email.
7. Click the Send button at the bottom right of the box when you are finished.

85
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Posting announcements

Instead of sending emails, the catechist can remind disciples of work and send other
announcements by posting an announcement. These posts will appear in the Stream section of
the class page and will be available for all disciples in the class to read. Use this feature to
remind disciples of upcoming events, assighnment deadlines, and more. All disciples in your
class will have access to the stream. Please make sure that you are professional with all that

you post.

1. Click on the Stream tab at the top of the page if you are not already there.

= JestClesst Stroam Classwork People Grades & Q

+ Croste 5 Googlo Calendar [ Class rive foider

Example Topic
Example Assignment 2

[ Y p— eeaer—

2. Click Share something with your class... underneath the class name and information in
the colored box.

Test Class 1

Test Class 1
A

Class code zdujpaw {2

n

Upcoming @) e someshing with your class
L

View all

N posted a new assignment: Example Assignment 1

I o<t s new assignment: Example Assignment 2
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3. Underneath the For label, add a class for which the message is intended if necessary by
clicking on the box with the class name. (The class whose page you are in cannot be
deselected.)

= TestClsst Steam  Classwork  People  Grades S @ o

Test Class 1
A

Class code zdujpsw {3

Upcoming For

Ho work due zen
. 4 TestClass 1A x Allstudents

Share with your class

B Ads (< | it
®
= TestClsst Swesm  Classwork  People  Grades & = @
Test Class 1
A
Class code zdujpsw 3
Upcoming For
s e - [
View all
" o Test Class 1
Test Class 2
N I
8 As o hoe
®
— TestClass1 & °

Test Class 1
A

" ‘ Test Class 1

. ‘:en(‘_l-uz
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4. Select the disciples to whom the message will be sent by clicking on the box labeled All
students. (All students is default and does not need to be changed if the message is
intended for every disciple.)

Tost Class 1 Sweam  Clsswork  Pecple  Grades s = @

Test Class 1
A

Class code zdujpsw {3

Upcoming For

Techss 1A v Ml
Viw y

Share with your class

8 Add Cancel Post
®
e et Seom  Classwork  People  Grodes @ # @
Test Class 1
A
Class code
Upcoming For
o work doe scon TestClass 1A~ Al students -
View all
@ At students
Share with your class
¢ Il
8§ Agd Cancel Post
®

5. Click in the large box labeled Share with your class.

= I“‘C"“‘ Stream Classwork People Grades @ °

Test Class 1
A

Class code zdujpsw [}

Upcoming For

TestClass 1A ~ Al students

Share with your class
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6. Type your message.

= JestClasst Stream  Classwork  Poople  Grades @ = @

Test Class 1
A

Class code zdujpsw 3

Upcoming Fox
o work due socn TestClss1A »  Allstudents
View all
Shars with oue clos

Type your message here for your students,

7. If you wish to add material (an item from your Google Drive, a link, a file, or a YouTube
video), click on the Add button at the bottom left of the box.

Thexcloss Swoam  Classwork  People  Grades @ = @

Test Class 1
A

Class code zdulpsw {3

Upcoming For

TestClass 1A ~ A students
View il

Type your message here for your students.

0]
— TestClass1 * ades
= Stream Classwork People Grade: o) °
Test Class 1
A
Class code zdujpsw {3
Upcoming For
vk due o TestClass 1A ~ Al students
View all
S wthyourcass
Type your message here for your students.
&  Google Drive
D File
® O  YouTube

a. Follow directions in subsequent boxes that appear depending on the your
selections.
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8. Post your message.
a. If you wish to post your message immediately, click on the box labeled Post at

the bottom right of the box.

= TestClass1
o X

Test Class 1
A

Class code zdujpsw 3

TestClass 1A ~ All students
View all

Share it yourcloss
Type your message here for your students

8 A Cancal “

J

b. If you want your message to be automatically posted at a later time, click on
the arrow to the right of the Post button at the bottom right of the box.

= TestClass1
=

Stesm  Classwork  People  Grades ® o

Test Class 1
A

Class code zdulpsw I3

Sefect theme.
Uplosd photo

Upcoming For

TestClass 1A ~ Al students

Shore wih your clase
Type your message here for your students.

= JwtChast Seam  Classwork  People  Grades @ =z @

Test Class 1
A

Class code zdujpsw 3

TestClass 1A~ Al students

Type your message here for your students.

§ Agd Cancel



i. A menu will appear. Select Schedule.

Test Class 1
A

Test Class 1
A

Class code zdujpsw {3

Al students

View all
¥ Add c ' Post
Schedule
® sove) ||

ii. Click on the date and time to type in when you would like your message
to be shared.

July 2020

@

s 6 7 8 9 wm

1213 wq'The o

w oo n xnouos

2 W BH NN




iii. Select Schedule at the bottom right of the box.

Schedule announcement

28,2020

1200PM

Cancel  Schedule
8

92



93

c. If you want to save the message for later, click on the arrow to the right of the
Post button at the bottom right of the box.

Select Save as draft to return to your post later.

Test Class 1

Sreem  Ciswork  People  Grades @ =@

Test Class 1
A

Class code zdujpsw {3

Upcoming For

No work due s00n TestClass 1A ~ All students

Shore withyour class
Type your message here for your students.

Save draft
M

€20 I o104 o now sssigrment: Example Assignment
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General Tips for Google Classroom
Finding a class

No matter where you are in Google Classroom, you can follow these directions to navigate to
another class.

1. Click on the three horizontal bars at the top left corner of your screen.

ag) e e Stream Closswork People Grades & @ o

Test Class 1
A

Class code zduipsw {3

u

Upcoming a hare something with your class.
No work due soon

Viow all
Megan Martinez posted 8 new assignment: Example Assignment 1
2un 25 (Edited un 25

© =

02 posted a new assignment: Example Assignment 2
n 25
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2. Do one of the following:
a. Click Classes with the house icon at the top of the menu to see all classes.

ol s Sresm  Cissswork  Poople  Grades @ = @
B coh 4

Teaching

B todw

Test Class 2
A

o Test Class 1
A

€3 Senings

= Google Classroom + H o

Test Class 2 H Test Class 1
A A

b. OR under Teaching in the menu, see a list of your classes.

@ o Sweam  Closwork  People  Grades e = @
[ Calendar

Tesching

B Todo

Test Closs 2
A b
Test Cliaa'1
A

@ sewngs

Megan Martinez posted a new assignment: Example Assignment 2
Jun 23 (Edited A 25)
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Removing a disciple from a class

1. Navigate to the class to which the disciple(s) belong.
2. Click on the People tab at the top of the page to the right of Stream and Classwork.

— TestClass1

@ = @

Test Class 1
A

Class code zdujosw {3

e

View all

I posted a new assignment: Exampie Assignment |
Jun 25 (Edited i 1)

I posted o new assignment: Exampie Assignment 2
un 23 (Eited 4 1)

3. Check the names of the disciple(s) who you would like to remove using the boxes to the
left of their names.

7 Jo Ches Steam  Classwork People Grades & @ o
Teachers &
¢ =mmmm
Students oot 8¢
() - Az

'-7_,,‘ S mmmmm

o
S



4. Under the Students label, select the menu labeled Actions. A menu will appear.

— TestClass1

e =@
Teachers

Students

<]
(0

5. From the menu, select Remove, which will be at the middle of the list.

Test Class 1

rrrrrr Grodes ® = @

Teachers

Students

97
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Seeing and Changing Class Details
Editing a class name, description, section, room, or subject

1. Navigate to the class.
2. Click Settings (pictured as a gear icon) at the top right corner of the screen.

Test Class 1 Classwork Poople Srades L o

Example Topic

®

3. The Class Details label will appear with the Class name at the top. Highlight the Class
name, Class description, Section, Room, or Subject to change information.

X Class settings

Class Details

Test Class 1

Confirmation 1

General

®

4. Make relevant changes.



5. Click the blue Save button at the top right corner of the screen.

X Class settings

Class Details
TestClass1
A
o

First Communion

General

99
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Displaying a class code

1. Navigate to the class.
2. Click the Stream tab at the middle of the screen.

— TestClass1
= A

Test Class 1
A

Class code zdujpsw £3

Upcoming ; Share something with yous class. o

View a8

EEEEEposted a new assignment: Assignment 3
706 P
2) posted a new assignment: Example Assignment 1
Jun 25 (Eed Jut 1)

[B) (EEposted o new sssignment: Exsmple Assignment 2
Jun 23 (€daed Jul 1)

3. The class code will be underneath the class information at the top of the screen
highlighted here in red.

Tost Class Sroam  Classwork  People  Grades @ = @

Test Class 1
A

Class code zdujpmy {3

Upcoming ; Share something with your class =
View 81
P osted a new assignment: Assignment 3
706 P

P osted s new sssignment: Example Assignment 1
Jun 25 (Edted Ju 1)

(B) Eposted o new assignment: Example Assignment 2
Jun 23 (Edted Jul 1)
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4. 1f you wish to enlarge the class code, click the Display icon (pictured as a box with open
sides) highlighted here in red.
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Turning off, resetting, or copying the class code

1. Navigate to the class.
2. Click Settings (pictured as a gear icon) at the top right corner of the screen.

Test Class 1 Streom Classwork Poople Grades LR o

Example Topic

[ Yy —
PT—
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3. Find the General label under the Class Details label. Then, find the Class code and click
on the down arrow next to the code.

X Class settings

Class Details

Test Class 1

Class description

A
7

Confirmation 1

General
Class code

O Stream Students can post and comment

To display the code, click Display.

To copy the code, click Copy.

To reset the code, click Reset.

To turn the code off or on, click Disable or Enable.

o0 o

X Class settings

Confirmation 1

General

Grading

Grade calculation

Overall grade calculation fR—
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Google Meet

Google Meet is a video conferencing service where catechists can communicate face-to-face
with disciples online. The service offers scheduling, screen-sharing, real-time captions, and
interchangeable layouts.

o .’ ! ‘ y Q‘ -
WSSNEIbath Adams . B Sheldor i Jack Ly :
' : ‘ ﬁ "
]

«s "Ben Thomson

A Google Meet session. Catechists can see multiple disciples’ faces at once.
Source: https://apps.google.com/meet/
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Starting a meeting from Gmail
To create and start a meeting immediately, follow the directions below.

1. On the sidebar under the Meet label, click Start a meeting.

= M Gmail Q " - ORECIE 1 ]

Ly 9BV VO *xO -+

Chat
° o
-

2 98

2. Allow Meet to access your camera and microphone.
3. On the right side of the screen, click the green Join now button.

Q Google Meet @

Meeting ready

Camera is off m (3] Present
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4. Invite individuals to the meeting.
a. Share the meeting code by clicking Copy joining info and sending it to disciples
via email or Google Classroom.

b. Click on Add people to add disciples via email address. Enter their name or email
address. Then, select Send invite.
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Scheduling a meeting via Google Calendar

1. Go to calendar.google.com and sign in if you have not already.
2. On the top left side of the screen, click + Create. A box will appear.

= fB Colendar Tdy < > July2020 Qa0 @& ws- =@
;o n ou . , : , »
12 ® 14 15 16 17 18
2
" 0 "
—

3. Type in the meeting name.

= [ Calendar Todsy < > July2020 A @@ we- =@

12 @ 14 15 16 17 18

July 2020

B 1 0
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4. Modify the beginning date under the meeting name next to the clock icon.

= Calendar Tday < > July2020 Q@ ® wi- =@
" won - weo ™o - »
12 ® 14 15 16 17 18

July 2020 < > s = (1]
M w v ) X
i s S E N Example Meeting

S e ey e o +
° Event Reminder Task

n@u o owowow

nREIRELS - O W ‘1 2020 1:30pm - 230pm  Jul 13,2020

My calandars -
=== o

Buthdays

8 Reminders
- worecptons [ R
Tasks )

Tost Class 1 A

@ TestClass2A

Other calendars + A -
8 Holidays in Uned Staes >
= [H Calendar Tedsy < > July2020 Q0@ ws- =@
12 ® 14 15 16 17 18

July 2020 < > ano — o
s M o7 x
i WL ¥ E 2 Example Meeting
Sedge S & B 8 . Event  Reminder  Task *
wmnasoua © 13,220 1300m - 2300m ul13,2020
x o oum e S

- 2y <o

- Q " w ' '

i 9] w u
My calendars ~ = v ow
© — el u om

=] »n

& sithdays * » A
- . =
& Tosks o o

Test Class 1A

TestClass 24

Other calendars + A

Hoiidays in United States - >
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5. Modify the beginning and ending times to the right of the meeting name.

= [B Calendar Today < > July2020 QA @ @ e - P 0
16 17 18
o
|
= [E Calendar Todsy < > July2020 QA @ ©  Week - = @
12 ® 14 15 16 17 18

Example Meeting

6. Modify the end date to the right of the beginning and ending times if necessary.
7. Invite disciples to the scheduled meeting. There are two options—adding disciples via
email or sharing the meeting link with them. You need only do one of these options.
a. Next to the person icon in the text box, click Add guests if you wish to add
disciples individually by email.

= B Calendar oy ¢ > July2020 Q@ ® wa- @@

16 17 18
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8. Click the blue button labeled Add Google Meet video conferencing.

= [ Calendar Todsy ¢ > July2020 QA @ B  Wee - i Q

12 @ 14 15 16 17 18

July 2020

Example Meeting

9. Click the Copy meeting link button with the two boxes on the right. If you have added
disciples to the event via the Add guests option, you do not need to share the meeting
link with them again. However, it may be helpful to them if you do so.

= B Calendar Tdwy < > July 2020 QA @& ws- =@
12 @ 14 15 16 17 18
iy 2020 °
x
Example Meeting
"” o "
. P — .
) o)
@ Test
10. Add a description if desired.
= B Calendar Tdw ¢ > July 2020 Q@ @ wx- #= @
12 ® 14 15 16 17 18
iy 2020 °
%
Example Meeting
—
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11. Change the label at the bottom of the box to select the class for which the meeting is
intended by clicking on the calendar label with the down arrow.

= B Calendar Tdw < > July2020 QA @8 ws- =@
1é @ 14 15 1& 17 18
jy 202 . (]
3 Example Meeting
2 o “
h . B 20
O x
= B Calendar Tody < > July2020 QA @ @& wx- =@
12 ® 14 15 16 17 18
iy 2020 °
x
, Example Meeting
H 0 7 &
B x
12. Click Save at the bottom right of the box.
= [E Calendar Tody < > July2020 Q @ @B  Week - F 0
12 @ 14 15 ié i? 18

©

x
Example Meeting m
Event Rominder Task

13. Go to Google Classroom to send a message to your disciples with the scheduled meeting
information including the copied meeting link.
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Joining a Google Meeting

e From Gmail
o In the sidebar, click Join a meeting.
o Enter the meeting code from the email or copied code shared by the meeting’s
creator.
e From Calendar
o Click on the event in your calendar.
o Click Join with Google Meet.
e From Meet
o Click Enter meeting code and type in the code sent to via email or shared via
copied link.
o Click Join.

Customize video settings, interact with participants, or share your screen

View meeting participants
@

*) . . . a
2), People [E chat e— Chat with meeting participants

— Pin a participant

N
© e Remove a participant

See additional settings, such as

- recording the meeting, changing
meeting v o @ Presentnow  © °1 your video resolution, and
@ LR . ® changing layout
\ H\__
Share meeting Turn microphone Leave Turncamera Share your screen
details with guests on or off meeting on or off or give presentations

Source: https://support.google.com/a/users/answer/9300131?hl=en



