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Google Classroom as an Online Learning Platform

Aside from UP Cebu’s Official Virtual Learning Environment (UP Cebu VLE),
there is another learning platform that the University uses - the UP Domain
Google Classroom.

The UP Domain Google Classroom is an institutionalized learning environment
that was offered to us after the UP System started subscribing to Google Suites for
Education a few years ago. This is a Google Classroom attached to your UP Mail
Account. Because it is under the UP Domain, this Google Classroom is more
secured for the students and teachers.

You may install and use google classroom for free on your mobile phones which
makes it more accessible. If you prefer using your personal computers or laptops,
you may access the platform by logging in to classroom.google.com.

This guide will help you navigate through Google Classroom with ease by
providing step-by-step instructions in the succeeding pages.

&«

E Google Classroom
2.7% 0 +

Where teaching and learning come
together

|
Gat started for free ot Classroom
' .
. :
Easy to ust Built for collaboration
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Logging In

Like the UP Cebu Virtual Learning Environment, the UP Domain Google
Classroom will also require you to use your UP Mail upon log-in. Here’s how:

Google

For Education

1. Visit classroom.google.com.

2. On the upper right corner of the landing page, hover your arrow on the
“Sign in” link. A drop down menu shall appear which will let you choose
which google platform to sign in. Choose and click “Google Classroom.”

3. This will then lead you to the google sign in page. Enter your UP Mail on
the designated text box. Click “next”.

If you are a new faculty member in the university and have yet received
your UP Mail, you may contact the University’s Information Technology
Center through their email: itc.upcebu@up.edu.ph to ask for assistance.

4. You will then be prompted to enter your password. Type in your
password at the designated text box. Click “Next” when you’re done.

5. Accomplish Google’s 2-step Verification. Choose a “way to sign in” on
the menu and follow the succeeding instructions carefully.

0. After logging into your account successfully, you are then directed to
your google classroom home page.

Signin A

Products

assroom
Sigele]

Where teaching and learning come

together Google Workspace
ur alliin-one ploce for teching and leaming. Our caay-to-use and secure oo
u age, measure, and enrich |ea
Google orkspace admin
h =
s
)gle Clc
All-in-one place Easy to use Built for collaboration Access from anywhere o
pppppp
Assignments
Google
R . = Google Classroom + (1)
Signin

Use your Google Account

[ Email or phone

Forgot email? a8 o

Google Classroom
Not your computer? Use Guest mode to sign in privately. Home Page
Learn more

=]

English (United States) ~ Help Privacy Terms
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Creating a Class

In the UP Domain Google Classroom, you need to have a teacher role to be able
to create classes. To create a class in Google classroom, follow these steps:

1. Visit classroom.google.com and log in using your UP Mail.

2. At the home page, on the upper right corner beside your profile picture,
a plus sign is found. Click it and a drop down menu will appear. This will

let you to either join or create a class.

= Google Classroom
Join class

Join class

Create class

N

Try another account

3. Choose “Create class”. A pop up will let you fill out the basic
information about the class you are going to create such as the class
name, section, and subject.

Create class

Class name (required)

Section

Subject

Room

Cancel

4. Click “Create” to finish. You will be directed to the stream page of the
class you created. This will be your landing page everytime you access

your class.

5. Going back to the your classroom home page, you will now see your
class cards. These refer to the classes you are currently in.
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Setting Up Your Class

Now that you have created your class, you may already set it up. In the class
settings, you will be able to edit the class details, general settings, and the grade
calculation and categories. You may also change the appearance or theme of your
class.

Changing the Class Theme

If you want your classes to have a different display header or to organize it
according to color, you may do so by following these steps:

1. Visit classroom.google.com and log in using your UP Mail.

2. At the home page, choose the class under which you want to change the
theme. Click the class card of the chosen class and you will be directed to
the stream tab of you class.

3. On the top portion of your class stream tab, you will see a display
header where the name of your class and the class code is displayed. On
the header’s lower right, you will see the “Select Theme” link. This will
allow you to change the theme of your class and choose from pre-created
headers.

Remote Learning 101
A

Class code mtspmeéa [ ]

Gallery

4. If you select the “Upload Photo” link, this will let you choose and upload
photos from your computer.

Gallery

Upload

Upload + download.png

Welcome to
Remote Learning 101

‘ Select class theme:

5. Click the “Select class theme” button to finish.
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Setting Up Your Class

The Class Settings

In the class settings page, you will be able to edit the class details, general
settings, and the grading/marking settings.

1. Visit classroom.google.com and log in using your UP Mail.

2. At the home page, choose the class under which you want to set up.
Click the class card of the chosen class and you will be directed to the

stream tab of you class.

3. On the upper right corner of your stream tab, on the same row as your
profile picture, you can find a gear icon. Click it and you will be directed

to the class settings page.

?emOte Learning 101 Stream Classworl k People Marks HH ‘
A

Remote Learning 101
A

Class code mtspméa [}

Upcoming N —
No work due in soc

Communicate with your class here
D Create and schedule announcements

@ Respond to student posts

@

4. In the class settings page, you will find 3 sections which you might need
to setup. The class details section, general settings section, and marking

section.

If you need to change anything on the Class Details section, you just
simply have to hover and click your pointer to the text box under the
specific class detail which you want to edit.

Class details

Class name (required)
Remote Learning 101

Class description

Section

A

Room

Subject

RL 101
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Setting Up Your Class

The Class Settings

For the General Settings section, you will be setting up the invitation
codes and links for your students or other teachers. Using these, you will
be able to invite them to join your class. You will also be able to change
the code for your class. Under this section, you can also filter the things
the students can do and what will appear on your class stream tab. You
can also choose if you want to see the deleted items in your class.

General

Invitation codes

Manage invitation codes

Tummedon

Settings apply to both invitation links and class codes

Invitation link https://classroom.google.com/c/NDASNDESOTQOOTM12cjc=mtspméa (O
Class code mtspméa
Class view Display class code [}
Stream Students can post and comment v
Classwork on the stream Show condensed notifications

Show deleted items
On y teachers can view deleted items

Under the Marking Setup, you will be able to choose how the students’
overall grades will be calculated - via total points, by wieghted category, or
no overall mark. You can add grade categories for your class.

Marking

Mark calculation

Overall mark calculation

i Total points
Choose a grading system Learn more

Show overall mark to students

Mark categories

100

Add mark category

5. Once all of the setup you need is completed, click the “Save” button on

the upper right corner of the class settings page.

X Class settings

Class details

Class name (required)

Remote Learning 101

Class description
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Adding Your Students

Your class won’t be compete without any participants in it. There are two ways
on how you can add your students in your class. First, by manually adding or
inviting them individually and second, by letting the students join the classs using

class codes.

1. Visit classroom.google.com and log in using your UP Mail.

2. At the home page, choose the class under which you want to add your
students. Click the class card of the chosen class and you will be directed

to the stream tab of you class.

3. Your Class Code is located on the display header of your stream tab
right below the class name. You may share this code with your students
so that they can join your class by themselves. You may also change the
class code to your personalized code in the class settings (See “Setting Up

your Class” section).

Introduction to Remote Learning
A

Class code mispméa [ ]

4. To manually invite your students to your class, you may go to the
People tab and go to the students section. Click the invite students icon or
the icon with a person and a plus sign on it, and you may start adding the
email addresses of your students on the text box. An invitation link will be

sent to the students.

- Remote Learning 101 Stream Classwork People Marks @3 i ‘
Teachers 2+
-
Students o Invite students

% Invitation link

https://classroom.google.com/c/NDASNDESOTQOOTM1?cjc=mt |_D

| W
L»

IType a name or email address

Invite students to your class

Cancel

5. Click the “Invite” button to send the invite emails and finish.
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The Stream Tah

The Stream tab serves as the default landing page when you access your class.
This is where you can view the activities that are happening in the class. This is
also where a teacher can post activities and announcements. If enabled, students
may also post in the Stream Tab. Newer posts and updates are place on top of the
page. You may also see the upcoming deadlines in your class.

1. Visit classroom.google.com and log in using your UP Mail.

2. At the home page, choose the class where you want to access the
stream tab. Click the class card of the chosen class and you will be
directed to the stream tab of that class.

— Remote Learning 101 oo
= Stream Classwork People Marks ses
=, P @ HH “

Remote Learning 101
A

Class code mispmeéa [ ]

Tl

Upcoming -
e Announce something to your class

No work due in soon

Communicate with your class here
D Create and schedule announcements

E Respond to student posts

©)

3. To post announcements or new activities, click on the stream page text
box. In the text box, along with your message, you may also add google
drive files, upload file, add link, or add a Youtube video in your post.

— Remote Learning 101 oee -
= Stream Classwor k People Marks HH A
A P R

Remote Learning 101
A

Schedule announcement

Class code mtspméa [ ]

8 Oct 2021

Upcoming For

All students -

View all

Announce something to your class
Hi! Welcome to our class. | am your teacher for the rest of the semester. Attached is our course syllabus

Cancel Schedule

[0}
~N
Ic
1
A

& 1 o= @ Cancs p
@ Post

Schedule

Save draft

4. After creating the content of your post, you may post it realtime,
schedule it ahead, or save it as draft. To publish, click the “Post” button.
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The Classwork Tab

The Classwork Tab or page in your class is a more organized way of arranging
your class materials. In this area, you can organize the materials per topic or
section. This is also where the class activities are created and posted along with
the other materials for your class.

1. Visit classroom.google.com and log in using your UP Mail.

2. At the home page, choose the class where you want to access the
classwork tab. You will then be directed to your default page or the stream
tab. On the upper portion of the page, click the “Classwork” link or button
just beside the Stream button. This will lead you to your Classwork page.
This is how it should look like:

— Remote Learning 101

Stream Classworl K People Marks €§3 i ‘

D Google Calendar @ Class Drive folder

Assign work to your class here

E Create assignments and questions
B2 Use topics to organise classwork into modules or units

7'4’ Order work the way you want students to see it

@)

3. You may now start personalizing your Classwork page by adding
sections, materials. and assignments and clicking the “Create” button. A
drop down menu for activities and materials you might want to add will
appear which we will discuss in the succeeding subsections, individually.

Assignment

B
&l

Quiz assignment

Question

&

Material st

1l -

Reuse post

i

Topic

4. Aside from the activities and materials, you can also access the Google
Calendar and Class Drive Folder on this page.

The Google Calendar helps in scheduling deadlines for submissions or for
activities to be completed.

The Class Drive Folder stores any material uploaded in your class.
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The Classwork Tab
Setting Up Topics

Setting up topics lets you organize the activities and materials set for a specific
lesson. This also provides the students a “path” to follow where they are able to see
an overview of the flow of your class. Here’s how to add and arrange topics in the
classwork tab:

1. In your Classwork page, click the “Create” button. A drop down menu
will appear.

2. Select the “Topic” button. A pop up will show and let you type in the
name of the topic you want to add. Click “add” add to finish.

Assignment ' .
| Add topic

B
B

Quiz assignment
Topic

Question

{3

Material Cancel

1 =

Reuse post

BE Topic

>

3. Your topic will now appear as a section in your classwork page. Repeat
steps 1 and 2 to add more topics for your class.

f— i.?emote Leaming 101 Stream Classwor k People Marks (EB HH ‘

D Google Calendar @ Class Drive folder

Introduction to Remote Learning

All topics

Time Management %

4. If you made any mistake while adding the topic or simply wants to
rearrange the order of the sections, you may do so by clicking the icon
with 3 dots or the option icon found on the same row as the topic title.
Another drop down menu will appear. You may choose to rename the
topic, move the topic up or down, delete the topic, and even share the link
for the topic.

5. After setting up your topic, you may now start to add materials and
activities under each topic/section.
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The Classwork Tab

Creating an Assignment

The major difference between simply posting announcements on the stream tab
and creating assignments on the classwork tab is the assignment setting’s
capability to set up grades and due dates. To create an assignment:

1. On the classwork tab of your chosen class, click the “Create” button. A
drop down menu will appear.

2. Choose the “Assignment” in the menu. The setup page for the
assignment activity will appear.

. . X X Assignment ¢ .
=+ @3:333-)
S g , E
. All students -
E Assignment \
< = Instructions (optional) Points
B Quiz assignment 100 -
_ Ml Du
Question B I U:=rvx
- - No due date
D Material & & o @ + Topic
No topic
|
= Reuse post :

i

Topic

3. On this page, you will be able to setup the title for the assignment and
the instructions. You may also add file and media attachments by clicking
on either of the icons below the instructions text box.

X Assignment For

All students v

@ Title

Instructions (optional)

B I U

< No topic

A 2+ o e +

4. On the right side of the page, you can setup the grade points for the
assignment, schedule the deadline, choose or create a topic under which
the assignment will be placed, and create a rubric for grading the
assignment.

5. When done creating the content of your assignment, you may choose to
assign/post the activity immediately, schedule when to post it, or to
simply save it as a draft and get back to it for posting. These actions can
be done by clicking on the “Assign” button or the drop down arrow beside

1t.

Schedule

Save draft

Discard draft
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The Classwork Tab

Quiz Assignments

The quiz assignment has a similar set-up page as the assignment activity. The
only difference is that you will have to use google forms for the quiz questions. To
create a quiz:

Title
El Assignment | Introduction to Remote Learning Quiz

1. On the classwork tab of your chosen class, click the “Create” button. A
drop down menu will appear.

2. Choose the “Quiz Assignment” in the menu. The setup page for the quiz
assignment activity will appear.

3. On this page, you will be able to set up the title of the quiz assignment
and its instructions. A blank google form will automatically be loaded as
an attachment. Click the form after loading and set up the questions and
other details in the google form’s page.

X Assignment Saved .

]

All students -

IE] Quiz assignment Instructions (optional) Points

Question I 100 -
|
. Due
M Material BIruscsy
E— No due date
—  Reuse post
a @ &L 2 o 6 Topic
No topic
B Topic Blank Quiz 5
Google Forms
. Rubric
4+ Rubric
B BlankQuiz [J ¥y Allchanges saved i Orie e e s ¢ IR :
Questions onses  Settings otal points: 0
Blank Quiz
®
llllllll Question = @ ultiple choice
5|
Optio N
Add [
(3]
=
o w =

Since
quizzes,
for your
security.

4. After setting up your google form quiz, you may now go back to the quiz
assignment setup page in google classroom and setup the rest of the page
by editing the deadline schedule, grade points, rubrics, and the topic
where you want to place your quiz assignment.

S. Like the assignment activity, you may choose to assign/post the activity
immediately, schedule when to post it, or to simply save it as a draft and
get back to it for posting. These actions can be done by clicking on the
“Assign” button or the drop down arrow beside it.

some functions or quiz formats are limited upon creating google form
it will be helpful to have form add-ons such as limiting the date and time
quiz or add-ons which are helpful in maintaining the exam integrity and
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The Classwork Tab

Posting a Question

You may also post a question directly in your class for your students to answer.
However, this is only limited in short answers and in multiple choice questions
and can only post 1 question per post. This may be effective if you want to create
interaction between the students or check their knowledge on a specific lesson.

1. On the classwork tab of your chosen class, click the “Create” button. A
drop down menu will appear.

2. Choose the “Question” in the menu. The setup page for the question
activity will appear.

3. On this page, you will be able to setup the question you want to ask, the
form of question (if it’s a short answer or a multiple choice question), the
instructions, the options for multiple choice questions, grade points,
schedule due dates, and choose whether the students can reply to each
other and if they can edit their responses.

y N - 'Y
— Multiple Choice
X Question Saved “-
[E] Assignment
! . For
Question )
- How well do you manage your time? @ Multiple choice  ~
E Quiz assignment : demiss -
) 1 - Instructions (optional) Points
Question
100 v
[M] Material Due
U =¥
B I Y =X No due date
=3 Reuse post .
Option 1 Topic
No topic -
B Topic
@ X [c5] [+ ] =+ Students can see the class summary
X Question Saved “-
Question For
How well do you manage your time? == Short answer
All students -
Instructions (optional) Points
100 -
Due
U = ¥
B I Y=X No due dat
@ J & o + Topic
No topic
Students can reply to each other
(] students can edit answer

4. You may also add file and media attachments by clicking on either of
the icons below the instructions text box.

5. When done creating the content of your question activity, you may
choose to ask/post the activity immediately, schedule when to post it, or
to simply save it as a draft and get back to it for posting. These actions can
be done by clicking on the “Ask” button or the drop down arrow beside it.
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The Classwork Tab

Sharing Materials

There are instances when we just want to share lesson materials for the
students which do not need to be graded or to be answered. The materials option
will be helpful in this matter:

1. On the classwork tab of your chosen class, click the “Create” button. A
drop down menu will appear.

2. Choose the “Materials” in the menu. The setup page for the sharing
materials will appear.

i : = i Saved
(T « s -
- 4
M Title For
: Introduction to Remote Learning
E Assignment All students  ~
@ Quiz assignment = Descri ption (optional) Topic
No topic
Question
. B I U =¥
] Material =
= Reuse post [ E

e & oo o +

i

Topic

3. On this page, you will be asked for the title and description of the
material attachment. You can attach the materials by uploading it from
your computer or through google drive. You may also opt to attach links,
Youtube videos, and other types of google materials. You will also be
choosing the topic under which the material will be located.

& Insert files using Google Drive X

A 2 o o +
[} EEEEEE e womwe s
B Docs
Slides
Sheets
EY Drawings
B roms

4. When done creating and attaching your material, you may choose to
post it immediately, schedule when to post it, or to simply save it as a
draft and get back to it for posting. These actions can be done by clicking
on the “Post” button or the drop down arrow beside it.
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The Classwork Tab

Reusing Posts

If you have materials or posts from previous classes or from other sections of the
same class, you may reuse it in your present class using the “reuse post” function
in google classroom. To reuse a post:

1. On the classwork tab of your chosen class, click the “Create” button. A
drop down menu will appear.

2. Choose the “Reuse Post” in the menu. A pop up will appear which will
let you choose which class you will get the post from. Click on the name of
the class.

Select class X

Class Teachers Created

Assignment . R PU—
emote Learnin
{ o ) g Noelle Anne Cortes Seno 6 Oct

A

B
B

Quiz assignment

Question

=

Material

1 =

Reuse post ‘

N

i

Topic

3. This will then lead you to the list of posts your chosen class has. Choose
the specific post which you want to reuse by clicking it. You will be
directed to the setup page of that post.

X Question n'
& Select post (Remote Learning 101+ A) X
LD For
" How was your Remote Learning Experience in the previous year? = Short
Title Teacher Post date s
How was your Remote Learning Experience = t .roJ'a.r.vs.-'.'.‘erin maximum of 200 words and reply to at least 1 of your classmates’ response. Points
7 : ; 07:30
Write your answer in maximum of 200 word ‘ 0
Due
B I U=X No due date
& & o o + Top
Introduction to Remote Leamning
Students can reply to each other
D Students can edit answer
[[] create new copies of all attachments Reuse

N

4. You may choose to edit some contents of the post or directly post it by
clicking on the “Post/Ask/Assign” button.
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The People Tab

The People Tab is used when you want to check the list of students and teachers
that you have invited or added in your class. We have partially introduced the
people tab at the “Adding Your Students” section of this guide. Aside from adding
students, you may also add teachers in the class as co-teachers or if you simply
want to share your materials with them. You may also perform specific actions
concerning your students in this tab such as emailing them, removing, or muting
them.

1. Visit classroom.google.com and log in using your UP Mail.

2. At the home page, choose the class where you want to access the people
tab. You will then be directed to your default page or the stream tab. On
the upper portion of the page, click the “People” link or button just beside
the Classwork button. This will lead you to your People page.

3. On the page, you will find two sections. the teachers section where you
will see the list of members with teacher roles and the students section
where you’ll see the list of students in your class. In the students’ section,
you may perform your desired actions per student or you may choose to
select multiple students to whom your chosen actions will be applied.

On the same line as the student’s name, on the right side, is a three-dot
icon. Click on the icon to choose whether to email, mute, or remove the
correspond'&gg student.

— Remote Learning 101

Teachers o

-

StUdentS 1student 2
O AZ
0 @

eeeeeeeee

Beside each student’s profile picture, on the left side, is a checkbox.
Tick the checkboxes on students under which you want to perform similar
actions. Just below the Sudent’s section divider is the “Action” button
which will allow you to choose whether to email, mute, or remove your
chosen students.

Bemcte Learning10t g, m Classwork People Marks 3 B ‘
Actions -

Teachers o

Email
e é

Remove

Students ke o
Mute

e

4. When you choose to email the student, a new tab which opens the email
text box will open. If you choose to remove or mute a student, a pop up will
appear to confirm your actions.
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The Grades/Marks Tab

The Grades Tab also known as the Marks Tab contains the online gradebook
which contains all the assignments and graded activities in your google class with
the grade categories that we set in the class settings.

1. Visit classroom.google.com and log in using your UP Mail.

2. At the home page, choose the class where you want to access the people
tab. You will then be directed to your default page or the stream tab. On
the upper portion of the page, click the “Grades/Marks” link or button
just beside the People button. This will lead you to your Grades/Marks

page.

3. The page contains a spreadsheet or table containing the list of the
students in your class and the record of all the graded activities in your
google class. You can also see the individual grades of the students per
activity. If you want to change or adjust some grades, you may do so by
clicking on the grade and save the changes by pressing the Enter key.

— Remote Learning 101 st

date .
ywas ¢
your.|
Sort by surname out of

&, Class avera ge

ream Classwork People Marks @ i ‘

9
. Draft

4. For activities which still need to be checked and graded, you may grade
them through the Classwork Tab or through the Grades Tab.

To grade activities through te Classwork Tab, simply go to the classwork
tab and click on the activity which you want to grade. a drop down
information will appear showing the number of submissions the activity
already has. Click on it an you will be directed to the grading page where
you can view the list of students who submitted their work. You may input
your grades just beside the students’ name where the total points for the
activity is also found.

= Bemote Learning 101 Stream Classwork People Marks @ 3 ‘

+ Create D Google Calendar @ Class Drive folder

Introduction to Remote Learning

How was your Remote Learning Experience

To grade through the Grades Tab, click on the activity name link on the
first row of the table. This will lead you to a similar grading page.

— semOte Learning 101 Question Students' answers EEE ‘
A

& 10 points QB

O e All students How was your Remote Learning Experience in the previous year?

Sort by status - 1 O
Handed in Assigned

[[J Handedin Handed in

9
D . Draft My remote learning activity was stressful but also worth the struggle because | still elarned many things
despite my classes being challenging

€\ Reply
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Originality Report

The Originality Report is Google Classroom’s version of an anti plagiarism
checker. This can be generated in an assignment activity both by the students and
teachers. A drawback is that, in the UP Domain Google Classroom, a limit of up to
S assignment activities per class can use this function.

Paper Tor

discovers where Margo had fled shortly before hugh

1. In your classwork tab, create or edit an assignment activity (See
Classwrok Tab section of this guide).

2. On the left side of the assignment setup page is a checkbox button to
enable the originality report. Tick the box and a prompt will pop up
informing you of the available times or slots you may use the function.
Click “Continue” to use one of the remaining slots.

Sample Clas - All students -

Grade category Points
Mocategory: > o b 2 assignments with originality reports left

Due You can enable originality reports on 5 assignments per class
No >

e Sample Class Spring Semes...

Topic
No topic - Cancel Contin
A

Rubric
ubric

%Dngmalny reports (i)

3. Click “Assign” to publish your assignment. Before submitting, students
may generate their own originality report for their work so they can check
if they need to change something.

4. To check the submissions of your students, go to the classwork tab and
access the assignment. A drop down information will appear showing the
number of submissions the activity already has. Click on it and you will
be directed to the grading page where you can view the list of students
who submitted their work.

= . |
Web matches J W W
b irs. Most of Paper Towns is set
Jacey Jonson ] S in suburban Orlando, and the main characters
kol J are all seniors in high school, just a few weeks
- away from graduation. In Part One, Margo, a

> now-popular girl who has not interacted with
Quentin since they were nine, shows up at his

Under a Veil of Mystery

window one night. She asks him to be her
> chauffeur for reas! "Js undisclosed

Most of Paper Towns is set in suburban
Orlando, and the main characters are all
seniors in high school, just a few weeks away

lucs, be discor ity Margo had been hiding under a facade 2nd walocks f
Shees, ba chacorans & perrosetiy e stk b ki ke from graduation. In Part One, Margo, a now-
courageons side of humself popular girl who has not interacted with

Quentin since they were nine, shows up at his
window one night. She asks him to be her
chauffeur for reasons undisclosed

Plot Overview - SparkNotes

5. On the grading page, access the submitted file of the students. This will
lead you to a new page containing the content of the student’s submitted
file. On the right side of the screen, you will see the originality report
results where it shows the number of flagged contents for the file. Click on
it to expand and view other details from the report including which parts
were flagged and the possible web sources and matches of the flagged or
quoted passages.

The Google Classroom Teacher’s Guide
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