
Setting Up Google Classroom: 
Schools Administration Will Need 

1. A G-Suites Account  
 
Teachers Will Need: 

1. Internet Access 
2. A Gmail Account 
3. A computer, smart phone, or tablet 

 
Students Will Need  

1. Internet Access 
2. A Gmail Account 
3. A computer, smart phone, or tablet 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



How To Create A Classroom: 
1. Once inside google classroom, click the + sign in the upper right hand corner, then clip “Create Class” in the 
dropdown menu  

 
2. You may get a prompt if you are using Classroom in a school setting. Contact your administrator/technology 
specialist about setting up a “G Suites for Education” Account which is free. This only works with school 
emails. You can still make a classroom without the additional security and customization that “G suites” 
provides, and just click continue. 

 
3. Put in the information for your classroom. You can make one for every section or put all sections into a 
single classroom if easier. The only required information is the class name.  

 
 



 
 
4. You have created your classroom! 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



How To Get Students To Join Your Classroom: 
1. There are two ways to get students to join your class. The first is to send students your class code, which is 
depicted on your class homepage under the name of your class.  

 
2. Once students have the class code, tell them to go to google classroom, click the + sign in the upper right 
hand corner, then clip “Join Class” in the dropdown menu. Then type in code.  

 
 
 
 
 
 
 
 

 
 
 
3. For the second option, start by clicking the ñPeopleò  tab at the top of the screen. 

 



4. Once on the ñPeopleò page click the ñInvite studentsò button  then type in the email addresses of any 
students you want to join the class.  

 

 
 
 
 
 
 
 
 
 
 
 
 



How To Send Announcements To Students: 
1. On the home page, click the box in the center to send announcements to your entire class which will be sent 
to their email addresses and displayed on the page.  

 

 
2. You have the option to send the same announcement to multiple classes by clicking the drop down box in the 
upper left and corner and checking all classes to send the announcement to.  

 
 
 
 
 
 
 
 
 
 
 



3. You also have the option to send the announcement to only some students by clicking the drop down box 
next to the previous box and unchecking students you do not want to see the announcement. 

 
 
 
 
 
 
 
 
 
 
 

4. You also have the option whenever you make a post to schedule the post for a later date and time by clicking 
the down arrow to the right of “Post” then clicking “Schedule” then filling in the day and time. 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



How To Send Attachments To Students: 
1. Whenever you make any kind of post you can send attachments to students by clicking the “Add” button in 
the bottom left. 

 
 
 
 

 
 
 

2. If you click “Google Drive” you can add documents you have uploaded digitally from your google drive 
 

 
 

 
 



3. If you click “Link” you can put in a URL to link in a webpage. 

 
 

 
 
3. If you click “File” you can attach a file from your computer by either dragging it to the screen or by clicking 
“Select Files From Your Device” and choosing the file.  

 



 
4. If you click “Youtube” you can attach a Youtube video by either searching for the video you want or by 
pasting in the URL.  

 
 



 
 

 
 
 
 
 
 
 
 
 
 
 



How To Create Assignments For Students: 
1. Click the “Classwork” button at the top of the page. 

 
 
2. Click the “Create” button at the top left of the page. Then click “Assignment” in the drop down menu 

 

 
3. Creating an assignment is very similar to creating a post, with a few extra options. First you can give the 
assignment a point value if you want to grade it within google classroom 

 
 
 



4. You also have the option to put your assignment under a topic [such as the name of the unit] to organize the 
work on the Classwork page.  

 
 
 

 
 
5. More importantly you have the option to set a due date and time for students to complete work and hand it in. 
Students will be made aware of this due date and time when viewing the assignment.  
 

 
 
 
 
 
 
 
 
 
 
 
 



6. From a student’s perspective, once they view the assignment they will click the  “Add or Create” button in 
the top right of the screen to add a document where they have done the work or create a new document to 
complete the work on.  

 
7. Once a student has completed the work, they will click “Turn In” to send you the assignment. They have the 
option to “Unsubmit” the work if they want to change or fix it.  

 
8. As a second option, you can create worksheets for students to fill out. The first step is to create the worksheet 
and attach it to the post. Once it shows up at the bottom of the assignment, click the drop down menu next to the 
upload, marked “Students can view file” 

 
 
 
 



 
9. If you set this menu to “Make a copy for each student” every student will get a copy of the worksheet you 
made in Google Docs that they can edit and turn in to you. The other benefit of this is that you can view each 
student’s document as they are working on it in real time. 

 
10. When finished. Click the “Assign” button at the top right of the page. As with announcements you can 
schedule the assignment to post at a later date and time. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 




