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Classroom Fundamentals 
Google Classroom is a platform used by teachers 
everywhere to teach collaboratively. The tools within 
Classroom allow you to create classes, manage work, 
and provide feedback from one central, online location. 

In this module, you’ll learn the fundamentals of using 
Google Classroom, including how to sign in, navigate 
the Classroom environment, and modify the settings 
that affect all the classes you teach. 

  

Objectives 
Sign In 

Classroom Navigation 

Classroom Settings 
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Sign In 

Sign In to Google Classroom 
Before you get started creating classes, you'll need to know how to sign in. There are three types of 
accounts you can use to access Google Classroom. The account type affects which options are available in 
Classroom. 

• School Account: Also called a G Suite for Education account, this type of account is set up by a
school’s IT department at an accredited school (e.g. you@yourschool.edu). The school will have a
Google Classroom administrator who controls some settings at a school-wide level. This is the only
account type that allows sending guardian emails.

• Personal Account: Set up by you for personal use (e.g. you@gmail.com). These accounts are
typically set up outside of a school or business setting. Homeschool teachers often use a personal
account to sign in to Classroom.

• G Suite Account: Set up by an organization’s Google account administrator (e.g.
you@yourcompany.com). These accounts are used in business or other non-accredited
organizations.

Navigate to
Classroom.Google.com.

Because Google programs
work well together, using
Chrome as the web browser is
recommended when accessing
Classroom.

Click Go to Classroom.

Tip: If you’ll be visiting this
page often, you may find it
helpful to bookmark it for easy
access.
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Enter your Google account 
email address. 

If you don’t have an account, 
click Create account on this 
page to create a personal 
Google account. 

Click Next. 

Enter your Google account 
password. 

Click Next. 

You are logged in. Any classes you’ve 
created display on the Google 
Classroom homepage. 
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Classroom Navigation 

There's plenty to explore once you sign in to Google Classroom. First, you’ll need to know how to navigate. 
The first page you see, the Classroom homepage, displays all the classes you have joined or created.  

Class Tile: Displays the class name and 
number of students, as well as a link to the 
gradebook and the folder for the class's 
files on Google Drive. 

Google Apps: Jump to another Google 
application in the suite. The selected 
application will open in a new browser tab. 

Menu: Contains options to change views, 
jump to a class, or modify settings. 

Google Account: Click your picture to 
modify your Google Account settings. 
You can view your Google Account page, 
add an additional Google Account, or sign 
out from here. 

Create or Join a Class: Click the + to create 
a new class or join a class using a class 
code. 

?: See what's new, send feedback, ask a 
question, or get help. 
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Classes: View the Google Classroom 
homepage, which shows your active classes 
in the tile format. 

Active Classes: Your active classes are 
listed here in the menu. Quickly jump to a 
class by clicking it. 

Calendar: Track assignments, questions, 
and events in class calendars. For each 
class, you and your students can view work 
in a calendar view. 

Archived Classes: View the classes you are 
done teaching and have archived. Restore 
or delete these classes from here. 

To-do: See an overview of assignments and 
questions across all your classes on the To-
do page. You can filter by class to display 
only the work for a specific class. 

Settings: Modify your profile, manage 
account settings, and adjust notifications 
for email, comments, and classwork. The 
settings here are Google Classroom-wide 
settings that affect all the classes you 
teach. 
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Navigate a Class 
Click the class name to open a 
class. 

Once you enter a class, you see 
the class code students need 
to join (covered in a future 
lesson), as well as four tabs at 
the top.  

Click a tab at the top of the 
page to jump to an area of the 
class. 

• Stream: This is a central
place to view class posts and
announcements. When
something is added to
classwork, it also appears on
the Stream. On the left side
of the Stream page, in the
Upcoming area, a list of
assignments with upcoming
dues dates displays.

• Classwork: This is where you
create assignments,
questions, and class
materials. Furthermore, you
can create topics to keep
the Classwork page
organized. For example, you
may create a topic for
classwork, one for
homework, and another for
projects. All like-work will be
organized under the topic
you assign.

• People: This tab houses the
class roster, including all
teachers and co-teachers of
the class. You can add
additional people to the class
from here.

• Grades: View, grade, and
return assignments from
here. You see individual
student scores as well as the
class average.
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Return to Google Classroom 
Click the Menu button. 

Select Classes. 

You return to the Google Classroom 
homepage and all your classes display 
once again. 
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Classroom Settings 

Manage Google Classroom at a global level, including account and notification settings, by making 
modifications on the Settings page. The changes you make here will apply to all the classes you teach. There 
are additional settings that can be modified at the class level; we’ll cover that in another lesson. 

View and Modify Classroom Settings 
Click the Menu button at the 
upper-left. 

Select Settings. 
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Adjust the Google Classroom 
settings. 

• Profile picture: Add or 
change your Google Account 
picture by clicking Change. 

• Account settings: Open the 
Google Account settings 
page to make changes to 
your Google Account by 
clicking Manage. This is your 
“master” Google account 
that manages all your 
Google applications. 

• Email: Toggle email 
notifications on or off. If this 
is off, you won’t receive any 
email notifications for any 
classes you teach. 

• Comments: Choose when to 
receive an email notification 
when someone comments. 

• Classes you teach: Choose 
when to receive an email 
notification for the classes 
you teach. 

• Class notifications: Turn 
email notifications on or off 
for specific classes. 
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Manage the Classroom 
Once you’ve learned how to sign in to Classroom and 
are comfortable navigating the interface, you’re ready 
to start adding and utilizing classes. 

Classes are the foundation for teaching with 
Classroom. In this module, you’ll learn how to create 
classes and add students to them. Adding co-teachers 
allows you to share teaching responsibilities with 
others by granting them access to your class. After 
your classes are up and running, you’ll be able to 
change the class settings to control what is seen and 
what students are able to do within the class. After 
you’re done teaching a class, you can choose to archive 
it or delete it completely. 

  

Objectives 
Create and Edit Classes 

Add or Remove Students 

Invite Additional Teachers 

Class Settings 

Archive and Delete Classes 
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Create and Edit Classes 

One of the first things teachers do to get started in Classroom is create classes. You’ll create a separate class 
for each of the classes you teach. Depending on your situation, you might only need to add a single class, or 
you may add 10 or more.  

Create a Class 
Click the + button. 

Select Create class. 

The Create class dialog box 
appears where you fill in the 
class information. 

Fill in the class information. 

Add as many details as you 
can. You can change these 
settings later from the Class 
settings page. 

• Class Name: Enter the class 
name. This is the only 
required field. 

• Section: If you teach more 
than one segment of a class, 
enter a description, time, or 
grade level for each one. 
You may teach Algebra I 
three times a day, so you’ll 
want to designate each 
section using this field. For 
example, 2nd period. 

• Subject: Type a subject for 
the class or select one from 
the list that appears when 
you start typing. For 
example, Math. 

• Room: Enter the class 
location. 

Click Create. 

It'll take a few moments for your class 
to be created. When it's ready, the class 
page displays. 
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Edit Class Details 
After a class is created, you still have the ability to edit the class details. 

Click the Settings button on 
the class page. 

On the Class settings page, you 
have the same class details 
available as when creating the 
class. 

Edit the class details as 
needed. 

Click Save. 
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Apply a Class Theme 
At first, Classroom automatically assigns a theme to the class, but you can change it. The image or pattern 
you choose displays at the top of the class’s Stream page. The theme image chosen by the teacher is visible 
to everyone and cannot be customized by students. 

Click Select theme. 

If you have your own image to 
add, you could also click 
Upload photo and select a 
picture that’s saved to your 
computer. 

Choose a theme category. 

Choose a theme. 

Click Select class theme. 

The theme is applied, updating both 
the header image and the color of the 
tabs at the top of the page. 
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Add or Remove Students 

Once your class is set up, you are ready to start adding students. There are a couple ways to add students to 
a class. You can either give students a code that they can use to join, or you can manually add people to the 
class. 

Share a Class Code 
The first and easiest way to add students is by sharing the class code. You'll see the code near the top of the 
class Stream page, under the class name. This is fine if you want to copy it to send out, but it’s somewhat 
small for sharing on a projected screen. For that, you’ll want to display a larger version. 

Click the Settings button. 

Click the Class code list arrow. 

This menu contains a few 
different options for working 
with the code: 

• Display: You can display a 
large version of the code on 
a projected screen that’s 
easy for students to read. 

• Copy: You can copy the 
code to send in a message. 

• Reset: You can reset the 
code if maybe the code 
generated has some 
unfortunate letter and 
number combinations. 

• Disable: You can disable the 
code at any time. You may 
occasionally have students 
trying to be funny and 
joining classes they aren't 
supposed to be in. 

Select Display. 

The class code appears 
enlarged on the screen. 
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(Optional) Click the Full screen 
button. 

You can now display this screen for the 
class. Students need to navigate to the 
Join class screen in their Google 
Classroom and enter the code. Then 
they are instantly added to the class. 
For large, co-located classes, this is the 
fastest method for adding students. 
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Send an Email Invitation 
You may also invite students to a class by sending out an email invitation. 

Click the People tab. 

Click the Invite students 
button. 

Type the name of the student 
you want to add to the class. 

You could also use a Google 
Groups email alias to invite a 
group of students. You don’t 
need to be the owner of the 
group, but you need to have 
permissions to view the group 
members and their email 
addresses in order to invite 
groups of students. 

Select the student from the list 
of search results. 

Click Invite. 

The student receives an email that they 
have been invited to join the class. 
They'll also see the class when they log 
in to Classroom, and they can click join 
from there as well. Until the student 
joins the class, they appear greyed out 
in the students list. 
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Remove Students from a Class 
If you ever need to remove a student—perhaps they drop your class or move away, you can do it with just a 
few clicks. 

Click the People tab.  

Select the check box for the 
student you want to remove. 

You can select more than one 
student at a time, if needed. 

Click the Actions list arrow. 

Select Remove. 
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The dialog box asks if you're 
sure you want to remove the 
student from the class. 

Click Remove. 

The student is removed from the class. 
Their classwork remains in class folders 
and their posts remain on the class 
stream. If you want to remove those as 
well, you will have to manually delete 
them. 
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Invite Additional Teachers 

Additional teachers can be added to your class to help you coordinate activities, communicate with 
students, and grade work. Depending on how your Google Classroom administrator has configured your 
settings, you may only be able to add teachers from your school as co-teachers. 

Invite an Additional Teacher 
Click the People tab. 

Click the Invite teachers 
button. 

Type the name of the teacher 
you want to add to the class. 

Select the teacher from the list 
of search results. 

Click Invite. 
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Teacher and Co-Teacher Permissions 
It’s important to note that the permissions differ for the teacher and co-teacher of a class: 

• Only the primary teacher can delete a class. 

• The primary teacher can't unenroll or be removed from a class. 

• Only the primary teacher can opt-out of using Classwork for a class. 

• Teachers can't be muted in a class. 

• The primary teacher owns the class Google Drive folder. 

• After a co-teacher joins the class, the co-teacher has access to the class Google Drive folder. 
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Class Settings 

Once you have a class created and students added, you may decide to adjust the class settings to control 
what students can do and how grading works. 

Edit General Settings 
Click the Settings button. 

The settings on this screen only 
affect this specific class.  

Modify the General class 
settings. 

• Class code: View, share, and 
modify the class code. 

• Stream: Choose what 
students are able to do on 
the class stream page. 
Enable or disable student 
commenting from here. 

• Classwork on the stream: 
Adjust how classwork 
appears on the stream. 
Classwork can appear with all 
the attachments and details, 
which will take up more 
space on the stream; in a 
condensed notification; or, 
you can hide classwork 
notifications on the stream 
altogether. 

• Show deleted items: 
Choose whether deleted 
items appear. If enabled, 
only teachers can see 
deleted items. 

Click Save. 
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Set Up Grading 
You have the ability to control how grading works in Classroom. You can turn grading off completely; or, you 
can have Classroom calculate grades for you using total points available or by weighting grades by category. 

• Total points: An overall grade is calculated for you by dividing the total points a student earns by the 
total points possible for the class.  

 
• Weighted by category: You assign weights to categories, such as assignments and tests. Classroom 

will then find the category's average and multiply it by the category's weight to calculate the overall 
class grade. 

Assignments: 60% of grade Tests: 40% of grade Overall Grade 

Assignment 1: 16/20 Test 1: 92/100  

Assignment 2: 18/20 Test 1: 88/100 

• (80% + 90%) ÷ 2 = 85% avg 
• 85 x 0.6 = 51 

• (92% + 88%) ÷ 2 = 90% avg 
• 90 x 0.4 = 36 

Category Score: 51% Category Score: 36% 51% + 36% = 87% 

 

Click the Settings button. 

By default, Classroom doesn't 
calculate grades. 

Modify the Grade calculation 
settings. 

• Overall grade calculation: 
Choose whether to calculate 
by total points, weighted by 
category, or not to calculate 
a grade at all. 

• Show overall grade to 
students: Choose whether 
students are able to view 
their overall grade. 

• Add grade category: If you 
chose to calculate grades 
weighted by category, define 
the categories here. 

Click Save. 

Assignments Tests Points Earned/Points Possible Overall Grade 

Assignment 1: 16/20 Test 1: 92/100 108/120 90% 



28  

Archive and Delete Classes 

While there’s no limit for the number of classes you can create with a G Suite or school account, you’ll want 
to keep the Classroom homepage tidy by displaying only the classes you are actively teaching. When you're 
done teaching a class, you can archive it to remove it from your Classes page or delete it completely if you'll 
never need it again. 

Archive a Class 
When you archive a class, it no longer appears for students, but the teacher can view and restore it if 
needed. 

On the Google Classroom 
homepage, click the More 
button for the class you want 
to archive. 

Select Archive. 

Once a class is archived, no 
one will be able to make 
changes to the class.  

Click Archive to confirm. 

The class is removed from your active 
classes. 
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View Archived Classes 
Click the Menu button. 

Select Archived Classes. 

Any archived classes appear 
here. The theme image has a 
pattern overlay to show it's not 
an active class. Permanently 
delete classes or restore them 
from this page. 
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Delete an Archived Class 
If you want to delete a class completely, you have to archive it first. You can't directly delete an active class. 

On the Archived Classes page, 
click the class's More button. 

You also could create a copy of 
the class or restore it from this 
menu. 

Select Delete. 

Be aware that you can't undo a 
deletion, so make sure it's the 
right class. Additionally, the 
class files will remain in Google 
Drive. If you are done with the 
files, you will need to manually 
delete them from your Goggle 
Drive. 

Click Delete. 

The class is permanently deleted from 
Google Classroom. 
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Assignments 
Within Google Classroom, you have the ability to 
create work and assign it to students to complete. 
Work can consist of a single document, perhaps a 
syllabus, that is distributed to students. It could also be 
a homework assignment delivered via a Google Suite 
application that students need to complete and submit 
in Classroom. You may also choose to create a quiz 
question that students need to answer.  

No matter the type of assignment you are creating, 
Google Classroom has a number of ways for you to 
distribute work, communicate with students, assess 
submissions, and provide feedback. 

  

Objectives 
Classroom Materials 

Create Assignments 

Grade, Return, and Delete Assignments 

Post Questions 

Grade Questions 
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Classroom Materials 

Classroom materials are anything a student needs to view or read. It could be a syllabus, a weekly article, or 
a document communicating classroom rules. These materials are not graded by the teacher. 

Add Classroom Materials 
Click the Classwork tab. 

If you don’t have any 
assignments on the Classwork 
page, you’ll see some 
information for how to assign 
work. 

Click Create. 

Select Material. 

Fill in the material details. 

See the table on the following 
page for a description of each 
option in the Material dialog 
box. 

Click Post or the Post list 
arrow. 

• Post: The material is posted 
immediately. 

• Post list arrow: Schedule a 
date for the material to be 
posted or save it as a draft 
to come back to later. 
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The Material Dialog Box 

  

Option Description 

For Select the class and students to which you want to assign the material. You 
can create a material for multiple classes at once or assign it to only specific 
students in the current class. 

Title The name of the material. 

Description Add an optional description to instruct students what to do with the class 
material. 

Topic Assign a topic to group the material with other related class items. You might 
create a topic for tests, one for homework, and one for classwork as a means 
of organization. Or, you might create a topic for each unit. Topics are buckets 
used to categorize work. Apply an existing topic or create a new one from this 
menu. 

Attachment The material you attach can be: 
 A file saved to your computer 
An item saved to your Google Drive 

 An online video 
 A web link 
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Delete Classroom Materials 
If class material is no longer needed, you can delete it to remove it from the Classwork page. 

Hover over the item you want 
to delete and click the More 
button. 

Select Delete. 

When the material is deleted, 
any comments added to it are 
deleted as well. 

Click Delete to confirm. 
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Create Assignments 

Assignments in Google Classroom are created to assess student learning. They can be posted immediately or 
scheduled for later. After an assignment is completed and turned in, you are then able to grade it and return 
it to students. 

Create an Assignment 
Click the Classwork tab. 

Click the Create button. 

Select Assignment. 

Fill in the assignment details.  

See the table on the following 
page for a description of each 
option in the Assignment 
dialog box. 

Click Assign or click the Assign 
list arrow. 

• Assign: The assignment is 
assigned immediately. 

• Assign list arrow: Schedule 
the assignment for a later 
date or save it as a draft to 
come back to later. 
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The Assignment Dialog Box 

Option Description 

For Select the class and students to which you want to assign the assignment. 
You can create an assignment for multiple classes at once or assign it to only 
specific students in the current class. 

Title The name of the assignment. It’s a great idea to include a number, such as 
#001, as part of your naming convention to help keep assignments organized. 
 
This makes it easy for you to tell a student which assignment number they 
are missing. It’s also beneficial for file organization in Google Drive. When an 
assignment is created in Classroom, a folder is automatically created in Drive 
with the same name for student submissions. This allows you to organize 
your Google Drive by number to keep assignments chronologically ordered. 

Instructions Add optional instructions so it’s clear to students what to do with the 
assignment. 

Points Set a point value for the assignment or make it ungraded. The default is 100 
points, but you can change it to whatever point value you’d like. 

Due By default, an assignment has no due date. However, you can set one for a 
specific day or time. 

Topic Assign a topic to group the assignment with other related class items. You 
might create a topic for tests, one for homework, and one for classwork as a 
means of organization. Or, you might create a topic for each unit. Topics are 
buckets used to categorize work. Apply an existing topic or create a new one 
from this menu. 

Attachment The material you attach can be: 
 A file saved to your computer 
An item saved to your Google Drive 

 An online video 
 A web link 

Attachment Permissions If you’ve attached a file, a permissions menu appears next to the file name. 
There are 3 permission levels to select from: 

• Students can view file: All students can open and view the file, but 
they cannot make edits. 

• Students can edit file: All students can view and make edits to the 
same file. 

• Make a copy for each student: Students get a unique copy of the file 
and their name is automatically added to the document title. For 
Google Docs, Sheets, and Slides files, both you and the student can 
edit the document. After students turn in the assignment, they can’t 
edit the document until you return it to them. 
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Grade, Return, and Delete Assignments 

After you create assignments, they show up for students on the Classwork page. It's their responsibility to 
complete and turn them in by the due date. You can check the progress of an assignment on the Classwork 
page by clicking the assignment. This gives you an at-a-glance view of how many students have turned it in 
and how many additional students it's assigned to. When it’s time to review and grade assignments, you’ll 
do that from the Grades page. 

Grade and Return Assignments 
Click the Grades tab. 

Here you see a table with each 
assignment listed at the top 
and separate cells to add a 
grade for every student in the 
class. If the assignment is past 
the due date, it displays as 
Missing for any students who 
didn't turn it in. 

Click the More button in the 
cell where you want to enter a 
grade. 

Select View submission. 

The completed assignment 
opens in a new browser tab. 
You can add a comment to the 
file using the icon on the left 
side of the Files pane. Or, view 
the file in a new browser tab 
without any of the grading 
options by clicking the icon to 
the right of the file name in the 
Files pane. 

Add a grade for the 
assignment. 

(Optional) Add a comment and 
click Post. 

Click the Return button. 
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The dialog box notifies you 
that the student will now be 
able to view their grade. 

Click Return. 

Once the assignment is graded, you 
can close the tab with the assignment 
to return to the gradebook. 
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Delete Assignments 
If an assignment is no longer needed, simply delete it. Deleting an assignment removes it, along with any 
associated grades or comments, from Classroom. However, any files or attachments created in Google Drive 
will still remain. You’ll need to manually delete those in Drive if you don’t want to retain copies. 

Be aware that deleting an assignment is permanent. There is no way to undo the deletion. 

On the Grades page, click the 
More button for an 
assignment. 

Select Delete. 

The dialog box notifies you 
that any grades and comments 
associated with the assignment 
will also be deleted. 

Click Delete. 
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Post Questions 

You can use questions in Google Classroom to ask students for a specific response, or as a tool for 
collaboration. How you use them is totally up to you. The questions you create can be multiple-choice or 
short answer. Once a question is created, Classroom tracks student responses. Like materials and 
assignments, questions can be asked immediately or scheduled for a later date. 

Create a Question 
On the Classwork page, click 
the Create button. 

Select Question. 

Fill in the question details. 

See the table on the following 
page for a description of each 
option in the Question dialog 
box. 

Click Ask or click the Ask list 
arrow. 

• Ask: The question is posted 
immediately. 

• Ask list arrow: Schedule the 
question for a later date or 
save it as a draft to come 
back to later. 
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The Question Dialog Box  

Option Description 

For Select the class and students to which you want to post the question. You can 
create a question for multiple classes at once or post it to only specific 
students in the current class. 

Question Type out the question you want to ask students. 

Instructions Add optional instructions so it’s clear to students how to answer the 
question. 

Points Set a point value for the question or make it ungraded. The default is 100 
points, but you can change it to whatever point value you’d like. 

Due By default, a question has no due date. However, you can set one for a 
specific day or time. 

Topic Assign a topic to group the question with other related class items. You might 
create a topic for tests, one for homework, and one for classwork as a means 
of organization. Or, you might create a topic for each unit. Topics are buckets 
used to categorize work. Apply an existing topic or create a new one from this 
menu. 

Question Type Select either Short answer or Multiple choice from the menu. 
 
Short answer, if selected, has the following options: 

• Choose whether students can reply to each other. 
• Choose whether students can edit their answer after submission. 

 
Multiple choice, if selected, has the following options: 

• Choose whether students can see a class summary. 
• Add options to select from. Click Add option to add as many possible 

answers as you wish. 

Attachment The material you attach can be: 
 A file saved to your computer 
An item saved to your Google Drive 

 An online video 
 A web link 
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Reuse a Question 
If you have a question you've already asked, save yourself a little time and reuse it. You can reuse not only 
questions, but assignments and announcements as well. 

When you reuse any of these posts, you have a few options: 

• Modify the original post before reusing it in the current class. 

• Make copies of any original attachments or add new ones. 

• Use it in the original class or a different class. 

On the Classwork page, click 
the Create button. 

Select Reuse post. 

A dialog box appears. You can 
reuse any announcement, 
assignment, or question from 
an existing class.  

Locate and select the post you 
want to reuse. 

Click Reuse. 
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The question is brought into 
the current class and the 
points and topic are populated. 
Make any adjustments to the 
question here. 

Modify the post details. 

Click Ask. 
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Delete a Question 
Deleting a question removes it, along with any associated grades or comments, from Classroom. However, 
any files or attachments created in Google Drive will still remain. You’ll need to manually delete those in 
Drive if you don’t want to retain copies. 

Be aware that deleting a question is permanent. There is no way to undo the deletion. 

Hover-over the post you want 
to delete and click the More 
button. 

Select Delete. 

Click Delete to confirm. 
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Grade Questions 

When you’re ready to grade question submissions, you can view the responses on the Classwork page. 

View and Grade Questions 
Click the question you want to 
grade. 

You now see the question 
details. There are three 
possible options displayed 
here: 

• Turned in: The number of 
students who submitted 
work. 

• Assigned: The number of 
students who haven’t 
submitted work. Any work a 
student unsubmits is 
counted as assigned. 

• Graded: The number of 
students you’ve returned 
work to. 

Tip: To see which students fall 
into each category, click 
Turned in, Assigned, or 
Graded. 

For a multiple-choice question, 
you can see how many 
students selected each 
response to the right of each 
option. 

Click View Question. 

At the left you see each 
student’s name grouped into 
one of the three question 
statuses. 

Click a student's name. 
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(Optional) Post a private 
comment for the student. 

Click the Close button. 

Click in the grade field for the 
student you want to grade. 

Tip: You can also grade 
questions on the Grades page. 

Type a grade. 

Repeat these steps to view 
responses, leave comments, 
and assign a grade for each 
student. 

Once you enter a grade for a 
student, the box next to the 
student’s name is checked. 
When you return grades, only 
the selected students will 
receive a grade. 

Click Return. 

Students will only receive a 
notification of the new grade if 
you return it. 
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Click Return. 
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Communication 
Google Classroom isn’t just for keeping track of 
assignments and grades; it’s also a platform for 
communicating with students and parents. 

Announcements are one way to communicate with 
students. These are posts with no assignment, meant 
for information sharing. You can also communicate 
with students on an individual level by mentioning 
them within a post. 

Email is a more private means of communication in 
Classroom. You can send emails to both students and 
parents with the proper setup. 

  

Objectives 
Post Announcements 

Student Communication 

Guardian Communication 
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Post Announcements 

You can post announcements to the class stream to keep students in-the-know about class happenings. 
Announcements are posts that don't have an assignment. Use them to share updates or notify students of 
important activities. By default, students receive an email when an announcement is posted; however, 
students do have the ability to turn this notification off. 

Post an Announcement 
On the Stream page, click in 
the Share something with your 
class field. 

Type your announcement. 

Just like with any other post in 
Classroom, you can add an 
attachment or click the arrow 
next to the Post button to save 
a draft or schedule the post for 
later. 

Click Post. 

The post is added to the Stream. 
Students may be able to comment 
depending on how you've set the 
permissions in the class settings. 
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Edit a Post 
You can edit an announcement at any time. If you posted it to multiple classes, you will have to individually 
edit each one from within the respected class. 

Click the post's More button. 

Tip: This is also where you go 
to delete the announcement or 
copy a link to directly send it to 
someone. 

Select Edit. 

Edit the post as necessary. 

Click Save. 
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Move a Post to the Top 
Everything on the class Stream is listed in chronological order. Unlike the Classwork page, where you are 
free to click and drag to arrange things in any order you want, the only option you have on the class Stream 
is to move a post to the top. 

Click the More button for the 
post you want to move. 

Select Move to top. 
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Student Communication 

While you can communicate with students directly within Classroom through announcements, you can also 
send communication via email or invite them to a conversation with mentions. 

Mention a Student in a Comment 
Click in the Add class comment 
field for any announcement on 
the class Stream. 

Type the + sign, then begin 
typing the student's email 
address. 

Tip: Typing the @ symbol 
before the student’s email 
address also works for 
mentioning someone.  

A pop-up appears displaying 
any students that match your 
search. 

Select the student's email from 
the menu. 
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Type a message to the student 
you are mentioning. 

Click Post. 

Your comment is added, and the 
student receives an email with a direct 
link to the post. 

Note: Mentions only work on the 
Stream page. 
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Email Students 
Classroom emails can be sent to an entire class, a selected group, or to individuals. 

Click the People tab. 

In the list of students, you see 
a check box next to everyone's 
name. 

Select individual students or 
check the Select all check box. 

Tip: You are limited to emailing 
100 students at a time. 

Click the Actions button. 

There a few other options in 
the menu you might find 
helpful. If you have a student 
drop your class or move away, 
remove them from the class. If 
you've allowed students to 
post or comment on the Stream 
page but have one or a few 
students who are abusing it, 
mute them. They won't receive 
a notification; they just won't 
see the option to post. 

Select Email. 

A Gmail message opens in a 
new browser tab. All the 
students you selected are 
listed in the Bcc field. Names 
are populated in the Bcc field 
rather than the To field in 
order to keep the recipient list 
private to those who receive 
the email. 

Populate the email. 

Click Send. 
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Guardian Communication 

If your Google Classroom administrator has enabled it, you can invite guardians to Google Classroom so they 
can get class summaries. Adding guardians also allows you to quickly send an email to everyone at once.  

Invite Guardians 
In order to invite guardians, you need to have your Google Classroom administrator verify you are a teacher. 
They also need to give you permission to manage guardian email summaries. You’ll need to use Classroom 
with a school account in a web browser or the Android app. 

Click the People tab. 

You may notice that some 
students already have 
someone listed in the 
Guardians column. This is 
because only one teacher in 
your school needs to invite a 
guardian. Once a guardian is 
linked to the student, they will 
appear as the guardian for any 
class the student is a member 
of. 

Click Invite guardians next to a 
student's name. 

Enter the guardian(s)’s email 
address. 

Click Invite.  
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Classroom gives you the option 
to turn on email summaries for 
this class or all classes you 
teach. 

Click Add class to turn on email 
summaries or No thanks to 
keep summaries off. 

It now says Invited next to the 
guardian’s email. This is 
because the guardian hasn't 
accepted the invitation yet. 
Once accepted, the guardian 
name will appear. 
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Turn on Guardian Summaries 
Guardian summaries include information about upcoming and missing work, as well as class activity. Once 
enabled, they are sent to any guardian that’s added in the class. This does not grant guardians access to the 
student’s Google Classroom account to view assignments and grades; it simply sends a summary of activity. 

Click the Settings button in the 
class where you want to turn 
on summaries. 

Under General, click the 
Guardian summaries toggle 
button. 

Click Save. 

Class updates will now be sent in a 
summary report. Guardians will only 
receive one summary email and it will 
contain updates showing missing work, 
upcoming work, and class activity for 
every class the student is in where the 
teacher has turned on summaries. The 
guardian will, on their end, be able to 
set how often they want to receive a 
summary email. 
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Email All Guardians 
If you have some communication you need to send to all guardians at once, you can do so from the People 
page. 

On the People page, click the 
Email all guardians button. 

A Gmail window opens with all 
of the Guardians listed in the 
Bcc field. Names are populated 
in the Bcc field rather than the 
To field in order to keep the 
recipient list private to those 
who receive the email. 

Populate the email. 

Click Send. 
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