
Let's set up a classroom.

To set up a 
classroom 

you will need:

A Google email address 
issued by your school.

teacher@myschool.co.za

A device that can connect 
to the internet. A 

computer or Chromebook 
is best. 



Signing in to Google 
Begin here 1. Open Google 

Chrome

2. Locate the sign in button and click 
on it.

3. Sign in using your Google 
email address and password 
given to you by your school. 



Locate the Google Classroom app and click  



Click the + to join a class or to create your own 



Fill in all of the required information
★ Helpful hint: Add a date/year to your class name to make it easy to tell classes apart.   



Create class 
announcements 

here

The stream is where all work and 
general announcements can be found.



★ Students will use your class code to JOIN your class.
★ You can also create a direct Google Meet link here.

Add a personal touch 
to your class by 

changing the theme 
or uploading a photo 

here.
 



These things will connect you 
straight to Google meet, 

calendar and your Google 
Drive. 

 

Select CLASSWORK to create assignments



1. Title your assignment. 2. Type up a list of 
instructions or 
assignment description. 

3. Attach a template, PDF 
or other lesson resources 
for your students to use. 

4. Adjust the assignment 
points. (What will this 
assignment be out of?)

5. Select a due date (Paring 
this with scheduling an 
assignment can be helpful 
when creating a test.)

6. Assign, schedule or 
save this draft for later 
by clicking on the arrow.

7. Create a topic or attach this 
assignment to one that already 
exists. Makes finding material 
easy, like chapters in a book. 

8. Assign the 
assignment to 
multiple 
classes. 

How to create an assignment



What type 
of 

assignments 
can you 

create in 
Google 

Classroom?

★ Written/visual assignments using Docs, Slides, images 
and other uploads.

★ A quiz that can mark itself.

★ You can ask your class a question. All learners can 
answer the question, view each others answers and 
comment on answers if you allow them to. This is a great 
way for students to practice their digital citizenship or 
netiquette. 

★ Modules, links, schedules and other helpful learning 
material.

★ You can reuse posts and assignments from other 
classrooms that you are connected to as well as post 
assignments to multiple classrooms simultaneously. This 
will help reduce your admin time. 


