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Google Classroom is an application designed to help students and teachers communicate,
collaborate, organize and manage assignments, go paperless, and much more. This guide is
chocked full of step-by-step instructions for using Google Classroom and setting up classes.

Things You Should Know:

e GAFE: Google Classroom is only available to users with Google Apps for Education (GAFE),
a free collaborative suite of tools that includes web tools like Google Docs, Google Drive, Gmail,
and more. If you have a GAFE account, but do not have access to Google Classroom, contact your
campus or district IT department.

e Google Chrome: To maximize the features in Google Classroom, teachers and students should
use the Google Chrome Browser. Some features work in other browsers, but not all. Plus, Google
Chrome is a fantastic learning environment for all things Google! (Download the Google Chrome
browser here.)

e Menus: Google uses two symbols across Google Classroom, and other Google applications
(including mobile applications) to represent menus and more actions:

o three lines = menu (usually the main menu)

[£]

o three dots = more actions (additional options and actions)

Anytime you see these symbols, there are additional features, actions or options to explore.

1. First Login:
Google Classroom is designed to help teachers and students communicate and collaborate, manage
assignments paper lessly, and stay organized. Google Classroom is part of the Google Apps for
Education suite of tools and is only available to Google Apps for Education accounts.

I Go to classroom.google.com. The first time you arrive at the Google Classroom website
you will see the following screen:
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&« C @ accounts.google.com/Servicelogin/signinchooser?service=classroom&passive=1209600&continue=https%3A%2F%2Fclassroom.google.com%2F&followup=https%3A%2F%2Fca.. #r @

Google

Choose an account

Mehrosh Khalid Lecturer Signed out
mehrosh.khalid@iiu.edu.pk

® @

Use another account

Remove an account

s

Figure 1: Login Screen

ii. Enter your 11U Email address and login to thee Google Classroom. Your home page
will be appeared at successful login as:

€ C & dassroomgooglecom/h o u @ :

= Google Classroom

Create or join your first class!

Don't see your existing classes?

TRY ANOTHER ACCOUNT

Figure 2: Home Page

iii. Click the + at the top right class. You will be provided with two option:
e Create Class

e Join Class
e Teacher role: Can create and join classes in Google Classroom.

e Student role: Can ONLY join classes in Google Classroom.

Note: You cannot change your role later, so be sure to select the correct role. If you or your

students select the incorrect role, you must contact your Google Apps IT administrator to correct
the error.
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= Google Classroom

Vi.

Figure 3: Create Class

Join class

Create or join your first class!

Click on the Create class menu and the following screen will appear:

Create class

Class name (required)
Trainings

Section

Subject

Room

Cancel

Create

Figure 4: Class Credentials Screen

Enter the Class Name (i.e., the Course Title), Section (i.e., Batch) and click on Create Button.
Your class will be created as shown in the following figure:
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+ # @
Trainings Data Mining
0 students UBiqudenls
A~ 0O ~ 0O

Figure 5: Courses Home Page

vii. Now click on one particular course and you will enter the course mode. The interface

contains multiple controls which are described as under:

2. The Stream:

The Stream is where teachers view and add announcements, assignments, discussion topics, and
comments. Announcements are a great way to communicate with your students, share updates,

reminders, and general class or school announcements.

— Data Mining
B

Stream Classwork People Grades @

Data Mining
4

BSCS

Class code ieiv23b [} Enrollment Key

Upcoming

’ No work due soon

Due Tasks Details

@ shere someth ng with your class

View all

Re-post

Announcement

Communicate with your class here

Posting new Announcements here

D Create and schedule announcements

@ Respond to student posts

Figure 6: The Course Stream
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e While posting an announcement in the stream of a particular course, there is option to make
this announcement available for all of your courses (in case of some generic announcement).
You can check the boxes for which courses, this announcement should be posted in as shown
in the following figure:

Stream Classwork People Grades (S} 334 @
e

Data Mining
BSCS

Class code ieiv23b [ ]

Select theme
Upload photo

Upcoming For

No work due soon Data Mining .. All students v

o Data Mining
D ° Trainings

View all

Figure 7: Selecting Courses for Announcements

e Instream, announcements can be posted now or they can be planned ahead.
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= E;Ct: Mining Stream Classwork People Grades @ HH

Select theme
Upload photo

Upcoming For

No work due soon Data Mining .. = All students  «

View all
Share with your class
Welcome to the Data Mining Class. This course is of 2+1 Cr. Hrs. Feel free to ask any questions
here.
0 Add Cancel  pogt
Schedule
Save draft

Figure 8: Announcement Posting Options

e If you click on Post, the announcement will be posted in the course stream now as shown
below:

Data Mining

BSCS

Class code ieiv23b [ ]

Select theme
Upload photo

11

Upcoming Share something with your class.

No work due soon

View all
Mehrosh Khalid Lecturer .
. 2:08 AM (Edited 3:38 AM) "

Welcome to the Data Mining Class. This is 2+1 Cr. Hrs. Course.

Feel free to ask any subject-related questions

Figure 9: Instant Announcement Posting




INTERNATIONAL ISLAMIC UNIVERSITY, ISLAMABAD
LMS TRAINING MANUAL

e Optionally, you can schedule an announcement for some later date or save announcement as
a draft which can be edited later on, as shown below:

Schedule announcement

Apr 20, 2020|

Cancel  Schedule

Figure 10: Scheduling an Announcement

e After scheduling, the announcement will be shown only to the teacher as a saved
announcement but it will not be visible to the students, before the scheduled date and time.

Data Mining
BSCS

Class code ieiv23b | ]

Select theme
Upload photo

Saved announcements (1) v
Upcoming

No work due soon

11

[ ] Share something with your class
View all

Communicate with your class here
D Create and schedule announcements

@ Respond to student posts

Figure 11: Saved Announcement
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e Optionally add other content to your posts:
e File Attachments: files saved locally on your computer or device.
® Google Drive: Files saved in your Google Drive.
e YouTube videos

o Web Links to outside websites, resources, etc.

Data Mining

BSCS

Class code ieiv23b [ ]

Select theme
Upload photo

Upcoming For
No work due soon Data Mining .. All students -

View all

Share with your class
Week Wise Detailed Course Outline

& Google Drive
@  Link
@ Fie

O vouTube et [

aFigure 12: Adding material from other sources

e C(Click on File. You will be asked to select the file for uploading from a particular location:

Insert files using Google Drive

Recent Upload My Drive Shared drives Starred

B 5423 Data Warehousing and Data Mining.pdf 566 73K

Add more files

Figure 13: Inserting File in Announcement
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e The selected file will be added to the announcement as shown below:

— Data Mining
~ Bscs

Stream Classwork People Grades

Upcoming
Ne work due soon

View all
Y Mehrosh Khalid Lecturer

. 219 AM

Week Wise Detailed Course Outline

CS 423 Data Warehousin...
PDF

4

Figure 14: Added File in the Announcements

3. Course Settings:

You can change additional course settings from the three lines button as shown in the following

figure:

E Data Mining Stream Classwork People Grades
BSCS

Upcoming Share something with your class

View all
0 Mehrosh Khalid Lecturer

@ 9

Week Wise Detailed Course Outline

CS 423 Data Warehousin...

PDF
'

e By clicking on this it will show the settings menu as shown below:

11

Tl

B
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() Classes Stream Classwork People Grades @ s 0
e ——— P
n Calendar L
Teaching View all
T @ Mehrosh Khalid Lecturer
@ 219AM
@ To-do Week Wise Detailed Course Outling
o Trainings CS 423 Data Warechousin...
PDF
Data Mining

BSCS

[ ]
:

® Mehrosh Khalid Lecturer
(@] 2:08 AM

Welcome to the Data Mining Class. This is 2#1 Cr. Hrs. Course.

Feel free to ask any subject-related questions

Figure 15: Course Settings:

e By clicking on the Settings menu, Settings page for your Google classroom will be shown
showing:
a. Profile Settings — Your name, photo and other relevant details
b. Notifications Settings — For what activities you will be receiving notifications on
email and mobile apps.
c. Class Notifications — Notifications for a particular course/subject

3.1 Notification Settings:

In notification settings, you will be setting, whether you want to receive email notifications. If yes,
then for which particular activity you want to receive email notification and for which you want
to disable it.
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= Settings
Notifications
Email
Receive email notifications .
Comments
Comments on your posts ®
Comments that mention you .
Private comments on work .
Classes you teach
Late submissions of student work .
Resubmissions of student work .
Invitations to co-teach classes .
@ Scheduled post published or failed .

Figure 16: Notification Settings

3.2 Class Notification Settings:
In class notification settings, you can on or off email notifications for any of the courses you are
teacher of.

Class notifications
Turn email and mobile netifications on or off for a class

o Trainings
e Data Mining BSCS .

Figure 17: Class Notification Settings

e By clicking on the settings icon €3 onthe top right corner, the settings page for the
particular course will be shown, from where following settings can be made:
a. Class Details: where you can change the title, batch of the course.
b. General: related to class joining code, stream settings, and meet link settings.
c. Grading: related to grade book settings.
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3.3 Class Details:

Class Details

Class name (required)
Data Mining

Class description

Section

BSCS17

Room

Subject
Data Mining

Figure 18: Class Details Settings

In these settings, you can change the class name, class description, section, room and subject
details of the class according to the requirements.

3.4 General:
The General settings as shown in the Figure 19 deal with the class code, stream, classwork on the
stream, deleted items and Meet Link. All these are described as under:

Class code fohze2s ~
Stream Students can only comment -
Classwork on the stream Show condensed notifications =

Show deleted items

(8] 'I"_'r teachers can view deleted items.
Meet

Q Classroom now supports Meet https://meet.google.com/lookup/bylhsihgdu  ~
Learn more

Visible to students .

Figure 19: General Settings
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3.4.1 Class Code:
The class code settings include the following as shown in the Figure 20:

e Display — whether the class code (required for joining the class / student enrollment) will be
displayed on the course home page or not?

e Copy— To copy the class code (required for joining the class / student enrollment) to be
shared with the participants.

e Reset — To generate a new class code

e Disable — To inactivate the class code

General
Class code féhz62s ~
Stream Students can only co Display

Copy
Classwork on the stream Show condensef|  Reset

Disable

Show deleted items

Figure 20: General - Class code Settings

3.4.2 Stream:
The Stream settings deal with the following as shown in Figure 21:

e Students can post and comment — Students can create a new post as well as can comment
to the already existing posts.

e Students can only comment — Students are not allowed to create new posts, but they can
comment to the posts created by the teachers.

e Only teachers can post or comment — Students are completely restricted to post or comment
on the stream.

Class code Students can post and comment
Stream Students can only comment

Only teachers can post or comment
Classwork on the stream

Figure 21: General - Stream Settings
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3.4.3 Classwork on the stream:
The Stream settings deal with the following as shown in Figure 22:

e Show attachments and details — If a post contains some files attached with it, these
attachments must be shown in the stream along with the post.

e Show condensed notification — If a post contains some attached files, these must be
shown in condensed format.

e Hide notifications — Hide notifications for the new posts from the stream.

General
Class code fohz62s -
Stream SIL

Show attachments and details
Classwork on the stream Show condensed notifications

Show deleted items Hide notifications

0"||'_-,' teachers can view deleted items.

Figure 22: General - Classwork on the stream Settings

3.4.4 Show deleted items:
The Show deleted items settings let you enable or disable, whether as a teacher, you want to see
the deleted items from the course or not as shown in Figure 23:

General
Class code feéhz62s =
Stream Students can only comment -
Classwork on the stream Show condensed notifications

I Show deleted items I
Only teachers can view deleted items.

Figure 23: General - Show deleted items Settings




INTERNATIONAL ISLAMIC UNIVERSITY, ISLAMABAD
LMS TRAINING MANUAL

3.4.5 Meet:
The Meet settings let you generate the Meet (video conferencing) link, copy or resetting the link,
and let it visible to the students or not, as shown in Figure 24:

General

Class code fehz62s
Stream Students can only comment -
Classwork on the stream Show condensed notifications v

Show deleted items

0"||:r' teachers can view deleted items.

4

Meet
Q Classroom now supports Meet https://meet.google.com/lookup/bylhslhgdu
Learn more

Visible to students .

Figure 24: General - Meet Settings

3.5 Grading:
Following grading settings can be adjusted as per the requirements:

e Overall Grade Calculations
e Show overall grade to students or not
e Grade Categories

Grading

Grade calculation

Overall grade calculation

Mo overall grade -
Choose a grading system. Learn more

Show overall grade to students
Grade categories

Add grade category

Figure 25: Grading Settings




