
 

Setting Up Your Google Classroom 

Here’s something important before you start!! You have to have your students’ and/or parents’ email 

addresses in your Gmail account before you get to the Invite Students part!  I suggest you do that before you 

start your process. Otherwise, you could set up your class and then go back and do that step.  

Consider adding students/parents as a Group. That’ll make it easier later. 

 

 Log into your Ferndale Google account. 

 Click on the 9 little boxes in the top right. 

 In the menu that drops down, click on More 

(at the bottom) 

 Click on Classroom 

 

 

 

I don’t have a screenshot for the next screen. On the right, choose “I am a teacher.” 

On the top right of the next screen, click the little plus sign and choose “Create class.” 

 In the “Create a class” box that pops 

up, enter the name of the class you’re 

setting up. In the second field, enter 

the section number, which would be 

period to make things easy for you and 

the students. 

 Click Create when you’re done. 

 

Hooray! You’ve created your first class! 

This is what it will look like by default. 

You can change the picture on the top, 

though, if you want. 

 

 

 



To change the picture, or theme: 

 On the right bottom side of the top picture, 

click on “Change class theme” 

 You’ll get a big gallery of pictures. Pick on that 

you think suits that class period the best. 

 When you’ve found on, choose Select Class 

Theme. (It will become available when you click 

on a picture.) 

 

Adding Students to Your Class 

Click on Students in the middle of the screen. Here are 

some things on this screen: 

 The code that you will give to your students so they 

can access the classroom. 

 An option to allow or disallow your students to post 

and comment (Not sure why you wouldn’t want kids 

to do this…kind of the whole point!)  

Click on Invite in the top left corner. 

 

If you’ve added your students already, you should see 

them when you click on My Contacts in the little menu. 

*I recommend that you do NOT select Directory in the 

little drop down. It will perhaps stress you out because all 

Oakland County students are in that directory. It’s 

overwhelming. 

 

If you added them as a group, click on Groups. 

Choose the right group and click Invite Students on 

bottom left side of box. 

You will see all your students/parents in a list on the 

next screen. From here, you can Email or Remove 

anyone by selecting the box next to his or her 

name, clicking on Actions, and selecting one of the 

options. 



 

If for any reason you have to change your class code or 

disallow anyone else from becoming a part of your class, 

you can Disable or Reset in the top right corner where you 

see the code.  

 

Adding Class Details 

Click on About. 

In the screen that appears, you can add information about 

the class you’re creating. 

 

 

 

 

 

On the bottom of this window, you can add 

any materials that apply to the class generally 

– a syllabus, grading scales and policies, 

philosophy of education, etc. I’ll explain how 

to upload in a minute… 

 

The “Stream” 

 

 

The stream is your class feed – it’s where you can add and students can find assignments, where you can write 

posts and students can respond, etc. Everything that happens on your Classroom should end up here. 

Adding an Assignment or Post 

You’ll see this       

 

“About class” filled out… 

at the top of the Stream 



You can either add an announcement or an assignment. Announcements can be anything – a reminder, a post 

that kids should respond to, a fun fact or quote. To add one, make sure the little down arrow is pointed to 

Announcement , and click where you see “Share with your class…” Type!  

You can add documents, links, YouTube videos to your announcement. I think I’ll add a link to our Weebly. I’ll 

hover over the little chain link, click it, and then a new line will come up where I’ll enter the URL. Then post! 

(You’ll have to hit Post twice to get it to show up on your Stream.) 

 

 

 

 

 

 

 

 

 

 

 

Now, I’ll add an assignment. 

Click on assignment on the top of your stream. You’ll see this: 

 

  

Your message 

Site preview 

Place for you/students/ 

parents to comment 

Edit/Delete by clicking the 3 

little dots 



Add the details of your assignment:  

 

Add a due date: 

 

If you don’t need to add anything else, click Assign. 

If you need to add a link to go along with your assignment, click on the little link button again, enter the URL, 

and click Add. 

 

After you’ve posted your assignment, you’ll see the card below. You can add a comment, if you want! 

 

If you have an assignment due soon, you’ll see a little card on the left side of your screen:  

 

Let’s take a break from your Stream! 

At this point, why don’t we add some more classes. On the top left side of your screen, 

you’ll see 3 little lines:  

This button will open up a sidebar that will take you to different places.  

Since I only have 1 classroom set up, I only have 1 thing in my sidebar menu, 

aside from Home: Ferndale Tech Integration (that’s you!) 

If you need to edit or delete 

your assignment, click the 3 

little dots again! 



 

Click on Home. 

You’ll see a screen with 1 card on it – the class you’ve already created. 

On the top right side, you’ll see that little plus again from one of the first 

steps. Click on this plus and create another class. 

 

After you’ve created more classes, you’ll see them when you click on this 

again:  

 

 

 

 

 

Now, things get really fancy. 

Since I’ve set up a few classes, I am going to 

go back to my first class, Tech Integration 1. 

I’m going add an assignment (at right). 

BUT…now, you’ll see a new little drop down 

menu. 

Here, you can assign the same assignment to 

multiple classes! Just click the box in front of 

the classes you want to assign to. 

Fill in the date and time due, and click Assign. 

Then, each class will have the same 

assignment! 

Now, we’re going to insert a document 

to an assignment. 

Add a new assignment.  

Now, you have 2 options for choosing 

a file: 

 Your hard drive 

 Google drive 

“Card” 



First, we’ll tackle Google Drive 

because it’s new. 

Click on the little Google Drive 

triangle. You’ll be taken to your 

Google drive folder, which you  now 

have as a Google customer.  

When you click on the little Drive icon 

on the Add Assignment window, a 

new menu will come up. Don’t be 

alarmed if yours is blank. You just 

haven’t saved anything to it yet. 

On your hard drive of your computer, 

you should now have a folder that 

says Google Drive. Anything that you 

save in that folder will show up in 

Google Drive automatically. And if 

your hard drive crashes (as they do 

sometimes), the files WILL STILL BE 

ON DRIVE. Isn’t that great? 

Anyways, when I open my drive, I 

have all these folders. 

If I want to add a document to an 

assignment, I just find it in Drive, 

select it, and Click Add. 

 

It will show up on my Assignment, and I 

can Post it from here. 

 

 

Let’s say there are multiple 

steps to my assignment. I can 

just put all the steps and files 

and links right in the assignment 

window. See the box at the 

right: 

 

What’s Google Drive?  

Google drive is THE CLOUD. It’s a storage space for documents and other 

files that is saved onto the internet as opposed to a physical server 

somewhere. So, in August when the server crashed and we all lost 

everything, it was because hardware failed here at Ferndale. The cloud 

belongs to Google, so they have a hard drive somewhere, but they’re much 

better than us at data storage. So, it’s safer, you can access it from any 

computer or device with an internet connection, and you can edit right on 

the internet and it automatically saves your changes to Drive.  

Drive icon 



Now, there’s a lot going on here. Read the actual assignment. 

Notice that the last sentence asks kids to save their homework to the Tech Integration Section 2 folder in 

Google Drive.  I have created a Google doc in my Google Drive (more on that later), saved it, and uploaded it 

here as the assignment. Now, when you open the file, it’s blank. Students write their assignments in the 

document, and then save it as their own document, but to your folder.  

If you know how to do this, great. If not, I will walk you through it later. 

Checking on status of assignments 

To see who’s turned assignments in, click on the title of the assignment (in our case, “What is the claim of 

“Wings” by Macklemore and Ryan Lewis?” 

You’ll see this screen pop up: 

As we can see, DAVID HASN’T 

TURNED IT IN YET. 

 

 

You can do a bunch of stuff here. You can email David, change the points the assignment is worth, write David 

a comment (that only he will get), and go to the Drive folder where all the students’ files for this assignment 

will be stored. 

Last thing: Creating a forum discussion 

From time to time, you could give a little 

assignment or formative assessment on Google 

Classroom. All you do is start an announcement, 

and ask a question. Then, kids can respond in 

comments with their answer. It’s kind of like 

Facebook, and it’s a simple way to gauge where 

kids are in their understanding. You could put 

more requirements on the assignment, like 

length, proper grammar, citations, 

documentation, etc, or you don’t have to. 


