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Logging in 
To make use of Google Classroom, you need to login to Google using your Edubuzz account.  Personal 
Google Accounts (such as your home @gmail.com account) will not have access to GApps for Education, 
which includes Google Classroom. 
 
Most browsers are compatible with Google Classroom, although Google Chrome is highly recommend.  You 
will find this in the Applications folder on the Desktop of your school computer.  Once opened, you can pin it to 
the taskbar (bar at the bottom of a Windows PC) by right clicking on the icon as selecting Pin this program to 
taskbar.  Internet Explorer, the default browser on school PCs, isn’t the best browser for Google Apps.  
 
You can login to Google by visiting http://www.google.com and 
selecting the Sign in button at the top right of the screen.  Enter 
your Edubuzz email address as your username and enter your 
password.  Alternatively, you can login via the Airhead page by 
visiting http://plhs.airhead.io 
 
To open Google Classroom, either use the LaunchPad provided in 
Airhead, or by visiting http://classroom.google.com 
 
If this is your first time using Google Classroom, you may be asked 
to specify that you are a teacher.  
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Setting up Google Classroom on your mobile device 
You may find it especially helpful to download the Google Classroom app to your phone or tablet (available 
from the Google Play Store for Android devices and the App Store for iOS devices).  This will allow you to 
check your work on the go and will avoid you having to sign in every time via a browser.  It will also alert give 
you notifications on your device about posts made to Google Classroom and dates of assignments will 
automatically be added to your calendar.  Teachers can also use the apps to directly draw, annotate and 
highlight student work using your finger!  Ticks can come back into fashion! 
 
You should also download the Google Drive and Google Docs apps to make the most out of Google 
Classroom.  These will allow you to view resources that your teachers share with you and create your own 
documents with ease. 
 

Android devices 

Go to Settings → Accounts → Add Account → Google. 
Enter your edubuzz email address and password and choose the data to synchronise.  Make sure you select 
at least Calendar and Email.  
 
Download the Google Classroom app from the Google Play Store and sign in using your Edubuzz account. 
 
 

iOS devices 

Go to Settings → Mail, Contacts, Calendar → Add Account → Exchange. 
Enter your Edubuzz email and password, in the ‘Server’ field, type m.google.com, leave the ‘Domain’ blank.  In 
the ‘Username’ field, enter your Edubuzz email again and password if required.  Click 'Next’.  
Select the services you want to synchronise and click ‘Save’.  
 
You can also set up a Google account that will synchronise other Google apps such as YouTube, etc. 
 
Download the Google Classroom app from the App Store and sign in using your Edubuzz account. 
 
 

Windows devices 

Swipe left on the Start screen to open the Apps list.  
Choose Settings → Email + accounts → Add an account →  Advanced setup. 
Enter your Edubuzz email address and password, then click Next.  
Select Exchange ActiveSync to select the type of account you want to set up, then enter your Edubuzz email 
address as your username.  Leave the Domain text box empty. If your device requires you to enter a domain 
name, enter google. 
Enter m.google.com as the server name. 
Choose your download settings and select to sync the Calendar and Email as a minimum. 
Click ‘Sign in’. 
 
Windows mobile does not currently have a Google Classroom app. 
 
Email notifications are enabled by default, but can be changed from the Google Classroom settings page. 
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Google Classroom main pages 
From the Courses page you can create or join new classes, change your settings, or select a class to work 
with. 

You can return to this screen at anytime by clicking on the Menu and settings button in the top left of the 
screen and select Courses.  Clicking on one of the class titles will open that Classroom and display the 
STREAM page. 
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Creating a class 
To create a new class, make sure you are in the Courses window by opening the 
Google Classroom menu button and selecting Courses. 
 
Click on the + icon in the top right of the Courses overview window. 
Select ‘Create Class’. 
 
Enter a Name for your class in the first field.  This will likely be your 
timetabled class code e.g. 1A2, N512F, etc. 
 
In the Section field, I recommend adding the year(s) the class will 
be active for (e.g. 2016-2018). 
 
For the Subject field enter the level and subject, e.g. Nat5 
Chemistry. 
 
You can actually enter whatever you think is most appropriate in the above fields, but these suggestions will 
help you manage the classes better, particularly when it comes to archiving and deleting classes. 
 
Once you are happy with your class details, click on Create. 
 
From the Classroom stream page, you can edit the theme. 
 
 

Invite other teachers to a class 
If you share this class with another teacher, or want to give access to a 
learning support teacher, or classroom assistant, you can invite them by 
clicking on the ‘ABOUT’ tab, then clicking on the Invite teacher button. 
 
Invited teachers will need to accept your invitation (they will see this invitation on the Courses page of Google 
Classroom) before they can access the class.  Invited teachers have the same privileges as the main teacher 
except they cannot delete the class. 
 
Invited teachers can leave a class by clicking on the class options in the Courses page. 
 
This feature allows teachers of shared classes to coordinate HW tasks and track pupil progress. 
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Archiving and deleting classes 
At the end of a year, you can archive a class.  This removes the class from 
your courses window, but allows you to keep it stored so that you can 
access any resources, marks, posts, etc., at a later date. 
 
To archive a class, click on the class action button in the Courses window 
and select Archive. 
 
You will then be asked to confirm your choice.  Note that pupils will lose access to a classroom once it has 
been archived. 

 
 
To view your archived classes, open the Google Classroom option menu on the left of the screen and select 
the Archived Classes option. 
 
From this window, you can view the archived class as before, restore (unarchive) it or permanently delete it. 
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Adding students to your class 
To add students to your class, open the appropriate class and then open the ‘STUDENTS’ tab. 
If no students are currently added, this page will be blank. 

 
There are two ways to add students to your class: 
The first method is the simplest and requires you to give the pupils the Class code. At any point, you can reset 
this code or disable it.  This could be useful to stop additional pupils joining the class once it is complete if the 
code has been shared elsewhere.  Just click on the class code and select Reset or Disable.  You can also 
display the class code fullscreen. 
 
The second method is to Invite students to 
the class.  This takes a little more time, but 
ensures all pupils you want to access this 
class get an email invitation that they can 
accept.  To do this, click on the INVITE 
STUDENTS button.  This will open a search 
box (shown on the right) allowing you to find 
pupils in the Edubuzz domain.  Start typing 
the pupil’s name (often you only need to type 
part of the name before searching).  Click on 
search and tick the appropriate pupil, adding 
them to the invitation list.  This process 
should be repeated for each pupil in the 
class.  Once you have added all pupils, click 
on the blue INVITE STUDENTS button at the bottom of the page. 
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Making an announcement 
When you want to share a resource, information, etc. with your class you can create an 
announcement. 
 
From the ‘STREAM’ tab, move your mouse on the + icon in the bottom right.  Then select the ‘Create 
announcement’ button.  You will see a window similar to the one below. 

By default the announcement is set to be posted in the current Google Classroom, however, you can change 
this or choose to post it to several classrooms at the same time.  To do this click on the current class name 
next to ‘Post in’.  Tick any classes you want to add this announcement to. 
 
Where it says ‘Share with your class’, type in a message to appear on the class stream.  This message will be 
included in the GUARDIAN SUMMARY. 
 
New announcements are added to the top of the stream, but gradually get moved down the page as newer 
posts are made.  In order to allow students to filter posts, you can add this Announcement to a TOPIC (or 
create a new topic).   Topics I’d recommend you use/create are Homework, Revision, and Resources.  You 
can, however, leave the post set to ‘No topic’. 
 
To attach a file or Google Drive item, click on the appropriate button and select the file that should be added. 
Any file or Drive attachments added to an announcement are read only.  Pupils would need to download or 
make their own copy of announcement attachments.  Don’t use this to share Google Docs you want them to 
edit, such as homework task. 
 
If you are ready to post the announcement now, click on the POST button.  However, if you want to save it as 
a draft or schedule the announcement for a later date, click on the expand arrow next to the POST button.  If 
you save the post as a draft, you will see all draft posts at the top of your stream as SAVED POSTS.  Clicking 
on this will allow you to open the draft at a later date.  If you choose to schedule a post, you will be asked for a 
date and a time for the post to go live on the stream. 
 
Once an announcement has been posted to the stream, it can be edited, deleted or moved to the top of 
the stream by clicking on the options button (three dots) in the top right hand corner of the post.  
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Sharing resources with your classes 
Whilst you can share individual resources with your pupils by attaching them to an announcement, one of the 
downsides is that you have to post resources on a regular basis and older posts quickly disappear down the 
stream making them harder to find.  One of the powerful features of Google Classroom is that it can be used to 
share entire course resources.  The best way to do this is to create a resource folder on your Google Drive. 
 
Open a new tab in your web browser and navigate to Google Drive (http://drive.google.com). 
 

 
 
If you have created a Google Classroom, you will see a folder named Classroom.  This folder is not for you to 
add files to manually, but it holds any documents or homeworks you have set the class or that pupils have 
handed in.  This folder essentially becomes an online folio store of pupil uploaded work from the Classroom. 

 
If you are planning on uploading MS Office documents (Word, PowerPoint, Excel), 
you should allow Google Drive to convert these into Google Docs format.  This will 
allow pupils to view these files on their devices without requiring them to own a copy 
of MS Office.  You only need to enable this feature once.  To do this, click on the 
Settings menu (cog shaped icon) and select Settings.  On the window that appears, 
ensure that Convert uploads box is ticked.  Click Done.  By default Google Drive will 
now convert MS Word (.doc and .docx) files into Google Docs format, MS PowerPoint 
(.ppt and .pptx) files into Google Sheets format and MS Excel (.xls and .xlsx) files into 

Google Sheets format.  Occasionally the formatting isn’t perfect, but students can now view resources from 
any device and without the need to buy MS Office. 
 
From within the My Drive page, click on the the NEW button and create a 
new folder that will hold your course resources for a particular stage/level of 
study.  Name it something appropriate, e.g. Nat 5 Resources.  These folders 
can be shared with other teachers so that an entire department can make 
use of them with their classrooms! 
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Once this folder has been created, open it up by double clicking on the folder icon in My Drive and upload any 
files (PowerPoints, etc.) into this folder.  Files and folders can be uploaded by clicking on the NEW button as 
before and selecting File upload or Folder upload.  If you are using Internet Explorer as your browser, you 
may not see the option to upload a folder. 
 
Please take care not to upload any sensitive material such as SQA assessments, prelims, etc. 
 
Now that you have a folder of resources that you want to use with Google classroom, you should share this 
with any other teachers in your department.  This means that all teachers can manage the resources and do 
not have to upload everything themselves.  If this folder is modified by one of the teachers, all teachers and 
pupils who access the folder (via Google Drive or Google Classroom) see the most up to date versions.  Often 
a department will allocate a member of staff to be in charge of certain course resource folders (e.g. S1, S2, 
Higher, Nat 5). 
 
To share a folder with Edit privileges with teachers in your department: 
 

1. Right click (or Alt-Click) on the icon of the folder you want to share in My 
Drive.  Select the Share… option. 

 
2. In the popup window, type the names of the teachers you want to share this 

folder with.  As you type, their edubuzz usernames should appear.  You 
can add multiple teachers at once.  By default, sharing resources in this 
way gives edit rights (as shown by the pencil icon in the top right) and so 
should only be done for teachers, 

3. You can optionally add a message to send to the teachers, then click on the SEND button to give them 
access. 

 
Folders shared with staff will show up in their Shared with me section of Google drive.  They will also receive 
an email with a link to the folder. 
 
Folders that are shared in Google Drive have a ‘shared person’ picture in the folder icon. 
 
Next, you will want to share this folder with pupils, but only giving them View / read only permissions. 
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To share a folder with View / read only privileges with students in your Classrooms 
 

1. As before, right click on the icon of the folder you want 
to share with pupils and select Share… 

 
 

2. Click on the Advanced button in the bottom right 
corner of the popup page.  This gives you more 
detailed sharing options as shown on the right. 

 
 

3. You will either see a line that shows ‘Specific people 
can access.’ if you have manually shared with other 
teachers, or if you haven’t yet shared this with anyone 
it will read ‘Private - only you can access’.  Click on the 
Change… option to the right of this line to open the 
Link sharing page. 

 
 

4. Select On - Anyone at edubuzz.org with the link. 
Also ensure that the access setting is set to Can view. 

 
 

5. Click on Save. 
 
 

6. Copy the shareable link (Link to share) at the top of the 
page (highlight it all by double clicking on the text and 
pressing Ctrl+C to copy it). 

 
 

7. Open Google classroom and go the the ABOUT tab. 
 
 

8. Click on the Add class materials… button. 
 
 

9. Give this resource a name (e.g. Nat 5 Resources), 
then click on the link icon and paste your shareable 
link that you copied from Google Drive (use Ctrl+V to 
paste).  Click on Add link. 

 
 

10. Click on the POST button to share this resource with the class.  Pupils will see this on the ABOUT tab. 
 
 
Once the sharing setting has been set, you won’t have to change it again.  To share this folder in future years, 
you can simply copy and paste the shareable link to any Google Classroom.  This also applies to all teachers 
that have edit rights to the folder. 
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Creating Assignments 
When you want to share a resource, information, etc. with your class you can create an announcement. 

 
From the ‘STREAM’ tab, move your mouse on the + icon in the bottom right.  Then select the ‘Create 
assignment’ button.  You will see a window similar to the one below. 

Many options on the Create Assignment window are the same as the Create Announcement window. 
 
The main differences are that you set a due date for the assignment 
and with any Google Drive item or file you attach, it is possible to 
switch the attachment options to Make a copy for each student. 
Students can then edit any attachments (such as Google Docs, etc.) 
and this can become their homework submission. 
 
Once assignments have been set, the due date is automatically 
entered into both staff and pupil Edubuzz calendars.  Pupils will also 
receive email reminders nearer the due date and parents will receive 
notification of assignments being set. 
 
‘Dummy’ assignments can also be set to remind pupils / guardians of upcoming tests.  Once the tests have 
been marked, you can add the test scores to this dummy assignment, giving the pupils a record of their 
progress.  Some teachers may also use this as an option to keep an online markbook of pupil progress. 
 
Once an assignment has been posted to the stream, it can be edited, deleted or moved to the top of the 
stream by clicking on the options button (three dots) in the top right hand corner of the post.  
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Marking assignments 
Teachers will see a summary of the assignment and the number of pupils who have submitted their work on 

the stream page.  These are shown as DONE and NOT DONE. 
 
To view any pieces of work available for an assignment, click on the title of the assignment.  

On the Student work screen you can view any files submitted as HW (such as Google Docs, photos, videos, 
etc.) using the icons on the right of the screen and then give the students a grade/score.  You can also send a 
comment to the pupil with suggestions etc. by clicking on their name and adding a private comment (other 
pupils do not see these).  When you are done marking, you can return the HW (with grade and comments) to 
the pupil by making sure the box next to each student you want to do this for is ticked and then clicking on the 
Return button at the top left.  Pupils can only see your comments and edit/view their HW once you return 
it to them.  
 
When pupils begin the HW tasks, you will be able to view their progress at any time by opening the 
documents. 
Homework can be returned for the entire class at once, or individually as you mark them.  Pupils will then see 
their score next to the HW and be able to view and respond to your comments. 
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Annotating pupil assignments on mobile devices 
If you are using the Google Classroom mobile app on Android/iOS, it is possible to annotate documents using 
your finger (or stylus).  This can be a useful way to mark documents on the go (bringing back the red pen and 
highlighter!). 
 
To do this, open the pupil’s assignment document using the Google Classroom app on your Android/iOS 
device.  You will see a preview of the file with two options on the toolbar - a pen to annotate and a launch icon.  

Click on the annotate pen tool.  You can now draw directly on the document.  Tools available are: 

● Select - to highlight any annotations you have made and move them around 
● Eraser - to remove any of your annotations 
● Pen - to draw on the document 
● Coloured pen - to draw coloured annotations 
● Highlighter - to emphasise parts of the document 
● Text - add a text box 

 
Long pressing on the pen/highlighter tools gives you 
extra options to customise the tool (colour, width). 
 
 
Once you have completed annotating the document, 
click on the save button.  This saves a new copy of the 
document as a PDF (the original is left untouched).  You 
can also undo any changes. 
 
When you return the pupil’s assignment, they can see 
your annotated document. 
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Creating a Question 
 
Questions are a simple way of getting quick feedback from pupils, such as a poll / vote.  Options 
available are short answers or multiple choice.  These aren’t marked automatically, but can be used 
to quickly gauge student understanding of a concept. 
 
From the ‘STREAM’ tab, move your mouse on the + icon in the bottom right.  Then select the ‘Create 
question’ button.  You will see a window similar to the one below. 
 

 
 
When asking short answer questions, you can also allow pupils to edit their answers and reply to each other 
(good for peer review!). 
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As with assignments and announcements, you can choose the class(es) to post the question to, attach various 
items (files, Google Drive files, YouTube videos and web links) and assign a topic. 
 
You can choose the style of question (multiple choice or short answer) and whether to allow students to see a 
summary of the class responses. 
 
Once the question has been posted (by clicking on ASK), you can see student responses by clicking on the 
question in the STREAM tab.  You can see an overview/summary and individual responses.  You can also 
manually assign marks to students and return a grade to them if desired. 
 
Once an question has been posted to the stream, it can be edited, deleted or moved to the top of the stream 
by clicking on the options button (three dots) in the top right hand corner of the post. 
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Using Google forms for surveys and assignments 
Google forms can be added directly to your Stream or set as homework assignments.  These are act 
like an enhanced version of Google Classroom’s question feature.  The bonus of Google forms is 
that they can be used to automatically collate responses (such as surveys), mark homeworks for you 
(multiple choice/multiple answer) and give students automated feedback (such as suggested answer 

schemes). 
 
Firstly, create a Google form by visiting opening an 
appropriate location in your Google drive 
(http://drive.google.com) the click on the NEW button, 
select More then Google Forms,  Alternatively, you can 
open the Google Forms web app by visiting 
http://forms.google.com and choosing one of the templates 
to get started. 
 
Once you have your blank form, you will need to add some 
questions and decide how you want to receive responses 
from students. 
 
Google forms can contain YouTube video links and images 
in addition to questions.  To insert items, use the toolbar on the form page (this will appear either on the right 
or the bottom of the page depending on available space). 
 

 
 
Question types include short answer, paragraph, multiple choice, checkboxes (multiple answers), drop down 
lists, linear scale, multiple choice grids, etc.  Short answer or paragraph responses cannot be automatically 
marked by Google Forms.  
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Before creating your form/quiz, you should set the appropriate Settings by clicking on the cog icon near the 
top right of the screen.  The settings are listed under the General, Presentation and Quizzes sections.  Some 
of the settings are explained below: 
 

● General → Collect email addresses - Tick 
this option if you need to be able to match 
responses to pupil edubuzz email addresses. 
If you are using the Google Form as a 
homework assignment, make sure you switch 
this on. 

 
● General → Limit to one response - If you tick 

this box, pupils can only answer once.  For 
some HWs, you may wish pupils to reattempt 
the work at a later date, in which case leave 
this turned off.  Google Forms will collect all 
responses including multiple responses from 
the same pupil.  For some assessments, you 
may wish to turn this on. 

 
● General → Edit after submit - If you want 

pupils to be able to change their mind after 
they have submitted their response, tick this box. 

 
● General → See summary chart and text responses - If you want pupils to be able to see each others 

responses, tick this button.  For most forms set as marked homework, you will likely leave this turned 
off. 

 
● Quizzes → Make this a quiz - If you want 

Google Forms to automatically mark multiple 
choice questions and allow you to assign 
marks to other questions, make sure you 
switch this on. 

 
● Quizzes → Release mark immediately / 

After review - Decide when you want pupils to 
know how well they have done on their 
homework/quiz.  For homework that includes 
text/paragraph responses that require you to 
manually mark, set this to ‘after review’.  If the 
quiz/homework is purely multiple choice, 
immediately is a better option. 

 
 
 
 
 
 
By selecting the Options button at the top of the questions page, you can set up add-on features for your form 
(such as Maths tools) and make a PDF printable version of your form for pupils without internet access. 
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If you wish to gather student responses and use the 
Google Form as a homework assignment, open the 
Responses page and click on the green Create 
spreadsheet icon. 
 
 
You are now ready to add questions to your form by selecting the Questions page and clicking on the Add 
icon in the toolbar.  Each question can have images, video clips in addition to unlimited multiple choice 
options. 
 
Questions can be shuffled around in the form and moved to different sections rather than having them all on 
one scrollable page. 

 
Once you have created a 
question, clicking on the 
Answer key button at the 
bottom of the question will let 
you set the correct answer(s) 
for multiple choice/checkbox 
questions and a mark to be 
automatically assigned.   You 
can also provide answer 
feedback (e.g. a mark scheme 
for short answer or paragraph 
questions) that allows pupils to 
check their answer against the 
feedback. 
 
Remember the Answer key 
button is only visible if you have 
set this form to ‘Make this a 
quiz’. 
 
 
Once your form is ready, you can preview how it looks by clicking on the preview icon.  If you are happy with 
the form, close it down and from Google Classroom, select a new post or assignment as appropriate.  Enter a 
title and then select the recently created Google form by clicking on the Google drive icon and locating the 
form either from recent files or by navigating to the appropriate folder.  Post your announcement or assignment 
as previously described. 
 
When posting a Google form, you will have the option of automatically importing grades.  This is useful when 
you use Google Classroom as a mark book for homeworks/class tests.  Make sure you switch this feature on 
before posting the assignment in classroom. 
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Checking responses from Google Forms 

 
Once the post or assignment has been set in Google Classroom, you can view student 
responses by clicking on the View responses in Sheets button, or for more detailed results, 
including the opportunity to mark other questions (short answer, paragraph, etc.), open the form 
by clicking on the title and then click on the edit icon in the top right of the form screen. 

 
Open the Responses page.  Here you can choose from the summary or individual responses.  Summary 
pages are useful for highlighting areas of weakness across your class, whereas the Individual page will allow 
you to manually mark questions that have been answered.  Any multiple choice questions or checkbox 
questions that you have set correct answers and scores for will have already been marked. 
 
To manually assign marks for other questions (or to change the marks that were automatically assigned), 
scroll to the appropriate score for this question and adjust the marks using the up and down arrows.  You will 
be shown a warning that your edits are pending at the bottom of the screen. 

 
Once you have completed marking a pupil’s work, you need to click on the SAVE button to save the score and 
then click on the RELEASE SCORE button to let the pupil know how they’ve done.  This sends them an email 
to view their responses and compare them with any answer key you created. 
 
The score that the pupil achieves is not automatically entered against the assignment in Google Classroom but 
is recorded in the appropriate spreadsheet. If you wish to keep a record of these in Google Classroom 
(particularly useful for your online markbooks and letting parents know), you should manually type the pupil’s 
score into the Google Classroom Assignment page and return their work as previously discussed. 
 
Once pupils complete their assignment as a Google Form, they should also click on the Submit / Turn in 
button to let you know that the work has been completed. 
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Reuse a post 
Rather than creating an announcement / assignment / question from scratch, you can reuse and 
modify a post that you have already created on Google classroom (even from an archived class from 
previous years). 
 
From the ‘STREAM’ tab of the class you want to post in, move your mouse on the + icon in the 
bottom right.  Then select the ‘Reuse a post’’ button.  

 
You will see a window similar to the one on the right. 
 
Select the class you want to reuse a post from, then 
click on SELECT. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Next, choose the post (announcement, assignment 
or question) that you want to reuse from that class. 
 
You can make new copies of any attachments if 
required. 
 
Click REUSE. 
 
You will then have the option of editing the post 
before posting to your class(es). 
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Communicating with guardians / parents 
A relatively new feature in Google Classroom is the option to invite parents to receive a summary of the class 
activity (announcements you make and assignment due dates).  To be able to use this with your pupils, we 
need to seek their permission (to comply with Data Protection regulations).  This has been done centrally for 
senior phase pupils (and is in progress for junior phase).  
 
Once a parent has been invited in one class, they are automatically invited in every Google classroom the 
pupil is registered in.  The process of inviting guardians has been done centrally, although you will have to 
switch on the feature for your classes. 
 
To enable this feature, click on the STUDENTS tab of the appropriate classroom.  The current status of 
guardians will be shown as follows: 
 

 
 
To switch on guardian summaries for your class, switch on 
the toggle switch on the left hand side under the heading 
GUARDIANS’ EMAIL SUMMARIES that says ‘Include this 
class’.  You will then be asked to confirm this choice. If you 
tick the box in this window, this will switch on guardian 
email summaries for all of your Google Classrooms. 
 
 
Parents will need to accept your invitation by clicking on the link in the email they receive.  They can also 
choose the type of summary they receive and how often they are sent the summary.  Guardians do not get 
access to the classroom, information on other pupils or posts or comments made by pupils. 
 
Once a parent has accepted an invitation, their email address is added to every class that their child is in. 
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Using Google classroom as a markbook 
When you mark an assignment, the score that a pupil receives is stored in the classroom.  If you want to use 
Google classroom as a markbook for all assessments, etc.  You can create ‘dummy’ assignments.  These are 
assignments that you do not expect pupils to hand anything in for.  For example, if you are planning on giving 
your class a test, or are carrying out an SQA unit assessment, set this as an assignment with the date of the 
test as a due date. 
 
After you have marked the test, open the assignment and enter the pupil marks (as if you were marking an 
assignment).  Click on RETURN to let the pupils access their scores. 
 
If you want to download all marks as a spreadsheet, from any assignment page (where you view work or 
allocate marks), click on the settings / cog icon in the top right of the page. 
 

 
If you copy all marks to Google Sheets, you will see an overview of all assignments that you can use for writing 
tracking reports or parents’ evenings. 

 
You can also click on any pupil name in the ‘Students’ tab to see a individual summary of their assignments. 
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Getting more help 
If you need more assistance with Google Classroom, be sure to check out the links below: 
 

● Google’s official help page for Classroom: https://support.google.com/edu/classroom/ 
● Google for Education Help Forum: https://productforums.google.com/forum/#!forum/google-education  
● YouTube video with a quick summary of features: https://youtu.be/K26iyyQMp_g 

 
Obviously check in with other colleagues, share your expertise, or send me an email (gevans@edubuzz.org). 
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