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1. Google Classroom

1.1 Setting up a Class Group: adding students/assigning a code for students to sign up.

If the school is using Google Classroom you may already have a school email address for
accessing school emails. If the school uses Gmail for their emails we recommend that you use
the school email address for logging into google classroom and creating a class.

1. Open your web browser mentioned in above and search for “Google Classroom”. Click
on the option that matches the image below.

classroom.google.com v

Google Classroom
Sign in. Use your Google Account. Email or phone. Forgot email? Type the text you hear or see.
Not your computer? Use a private browsing window to sign in.

2. If you are unsure of step one you can also search the link: https://classroom.google.com/
3. You may be asked at this stage to login. If you have already logged into your email you
may already be logged in.

If you think you may have logged in already you can check this by clicking the little circle on the
top right of the screen. If you are already logged in you will see your google profile image and
when you click on this you will see your email address.

=]

= GoogleClassroom +

Sample Class . 2nd year Geography g
CBC
1 student 33 students -

If you have not logged in you will see a blue “sign in” box shown across. On the top right of the

screen. If you click the box it will bring up the sign in box for you to sign in.


https://classroom.google.com/

To setup up a class:
1. Click on the “+“ located on the top right of the screen.
2. When you pick this, you will have the option to “Join a Class”
or “Create a Class” —

Create class

3. Click “Create a Class” a window will appear on your screen
that will ask you for a number of details relating to the class
that you are creating. Room

Note: You will need to complete this step for each class. e.g. you
will need to create a class for 5th Year Biology and 2nd Year
Science separately.

4. You do not need to fill in each section but it is advisable to
make sure that the students are aware that it is you class e.g.
2nd Year Science (Mr Murphy). There may be a number of
second year science classes and this avoids confusion. section

5. Once you have some details in you will be able to click the ol
“create” button down the bottom right of the window.

Subjest

Cancel

Create class

v (regquined)

Clans nasr
2nd year Science (Mr Murphy)

Room
cancel  Create

To share a class code:

The “Class Code” is a unique code that is linked to the specific class. There will be a unique
code for each class to ensure that only students in your class can access the content in the class.
The “Class Code” will be 8 characters long and can be a picture of letters and numbers.

Once you complete the steps above you will be taken directly to the class you created above it
will look like the screenshot below.

= 2nd year Science (Mr Murphy) Stream Classwork People Marks ]

@D

2nd year Science (Mr Murphy)

Class code smjyomu [}

Meet link Generate Meet link Q

Select theme
Upload photo

Upcoming .@- Share something with your class.
A4

11

No work due in soon

View all

You will see a unique code located underneath the class name (highlighted in green box)
In the case of the above sample class the code is smjyomu.



The class code is unique and specific to the particular class for each class you will have a
different unique code. This avoid students entering the wrong class and ensures that only your
students are in your class.

This code can be shared with students in the class or depending on the school they may choose to
circulate these codes in a different manner.

1.2 Stream section: communicating with students, uploading material etc.

Google classroom allows a variety of communication between teachers and students. The
amount of communication is controlled by the teacher.

=

You as the “Teacher” can control the level of interaction that the students can have on google
classroom.

To do this simply click settings cog which is located at the top right of the screen. (See Below -
Green Box)

) I=

= 2nd year Science (Ml’ Murphy) Stream Classwork People Marks {S}

@

2nd year Science (Mr Murphy)

Class code smjyomu | 3

Meet link Generate Meet link o

Select theme
Upload photo

Upcoming @ Share something with your class.
A4

1l

No work due in soon

View all

When you click the setting cog a new page will open.

At this point you will see all the information relating to the class such as the class name and
subject, you can change this information here if you need to.

If you scroll down you will see a title called “General”.

Under the title of “General” you will see a box similar to the screenshot below.



This is the unigue class code mentioned in
£ 3.3. If you wish to change this code or restrict

General

Class code entry with the code you can do it here.
FA ey AN A .
Stream St\ud!r;ls'ca po§1 and cbméﬁt
Classwork on the stream Show condensed notifications ~
Show deleted IemS e nome ]  The “stream” is the place where you will post

content. You can control whether students can
- post and comment on the stream. This is a
”Classrao;ﬂ now supports Meet o Ger}era;e Meet \lnk‘ ) personal preference for UItimate secu rity the

Leam more ' best setting to have here is - “Only Teachers
 Visible to students can post and comment”

. Google Meets is an online platform for online classes. | you are running live classes online you can
enable this switch which will make it easier for students to access the online classes.
L Ty

** In order for these changes to become effective you must press save up on the top right
of the screen.

X Class settings

Class details

Class name (required)

2nd year Science (Mr Murphy)

Class description

Section

Room

Subject
Science




1.3 Classwork section: assigning work, organising topics and its different features.

How do I upload teaching materials?
On the homepage of google classroom you will be able to see a text box as highlighted below in
red.

=

@

= 2nd year Science (Mr Murphy) Stream Classwork People Marks @3

2nd year Science (Mr Murphy)

Class code smjyomu [ 3

Meet link Generate Meet link Q
Select e
i uplnad"

Upcoming ] g Share something with your class.
=

No work due in soon

View all

Communicate with your class here

D Create and schedule announcements

[E] Respond to student posts

@

When you click on this box you will be able to type in a message that will appear on the
student’s homepage for your class.

For You can type the message you wish the |
! students to see here. i

i i

2nd year Sci.. ~ All students -

b R,

r Share with your class

You can attach a document either from
¥ your device or from google docs /
t google slides etc

'

e

P i . o

@ Add Cancel ¥

You can choose to post the message at
that particular instance by pressing

' “Post” this will illuminate in blue when
you have content in the box.

E This little arrow to the side of the post box allows you to schedule §
£ a post for a later time and date. This can be useful if you wish to
¥ plan the week ahead.




2. Google Forms

Google Forms can be used in a number of ways to create assignments for your class. There are a
number of features on Google Forms that will allow you to tailor your quiz to your need whether
that be to create a self-correcting multiple-choice quiz or to create an assignment using past
Mock and State Examination Papers. The creation of both of these styles of assessment is
outlined below.

2.1 Creating a Form/Quiz.
A Google Form (which allows you to create a quiz) can easily be accessed from within Google
Classroom by clicking on the Classwork tab at the top of your class home screen.

Click here to set an

assignment

Stream People Grades

|

Sixth Biology

Then click on Create and select Quiz Assignment.

Firstly, click here to select a list of options

= Sixth Biology Stream Classwork People
6th Year
-+ Create o
—_—
All topics .
’ E) Assignment .ual Reproductio...
Revision . .
E] Quiz assignment
Question 14 (201...
Experiments .
‘ Question
Circulatory System X
EI Material Click here to select a Google Form Quiz
Vegetative Propagat -

« Reuse post

Sexual reproduction

A new page will appear allowing you to give the new quiz a title and enter instructions for the
students if you wish. On the right-hand side of the screen you will find settings that will allow
you to control when the assignment is due etc. We will look at these shortly. Firstly, to begin



creating your Google Forms quiz click on the tab called Blank Quiz. This will open a new

window in Google Forms.

X

Assignment

Allows you to enter a
title and instructions.

General settings for the
assignment.

Click here to proceed to
design your Quiz.

You will need to give the quiz a name. Do this by clicking on Blank Quiz on the top left-hand

corner of the window and writing the quiz’s new name. Once you press enter this will also adjust
the other title on the top of the quiz page.
To create a question, click on the space called Untitled Question and type your question.

10

N T —

C @ dowsgoegiecomh

B Blank QUIZ [
=

Blank Quiz

Untitled Guestion

option 1

0

@® Multiple choice

o Required

Name your Quiz here.

Click here to type your first

question.

Click here to select the type
of response required.




You can design the type of response required by clicking on the box
beside it that says Multiple Choice. Multiple Choice is the default type
of response. The types of response (or type of question) available to you
are listed in the diagram shown.

The next steps required to complete the design of your question depend
on the type of question you select.

For the purpose of these notes we will look at
e Short Answer
e Paragraph
e Multiple Choice
e Check Boxes
e Multiple choice grid

Short Answer

Short answer

Paragraph

Multiple choice

8 @

Checkboxes

Dropdown

© o

File upload

+++ Linear scale

Multiple choice grid

ate
aee
Ll

Checkbox grid

Date

i)
© Time

Selecting Short answer will permit short responses only. Further tools for this type of question

can be accessed by clicking on the blue Answer
Key shown underneath the response space. By
clicking here, you can type a list of correct
responses (this option can be used for the
autocorrect facility, we will look at that later). You can also assign the p
question.

Answer key (0 points)

oints value for the

<

Untitled Question 0 points

Add a correct aNSWer g
¢

The points value of the
question is assigned here.

[] Mark all other answers incorrect

IE' Add answer feedback g

Click here to type a correct

response.

Clicking done afterwards will save the new settings.

Click here to type feedback for

the student that will be sent

when they are graded.

You can also make the question mandatory by clicking

the Required button shown in the diagram. Other settings @ ||

can be explored using the three-dot icon.

Required

Paragraph

This option facilitates a longer response. The same settings as above can be used (with the

exception that you cannot type predetermined correct responses... paragraph questions therefore

cannot be autocorrected). Points for the question can be assigned as above.

11




Multiple choice

The options in the diagram below appear when the Multiple-choice option is selected (or is used
straight away as the default).

The first-choice response can
/ p

be typed here.
Untitled Question (® Multiple choice -

Option 1 / Further multiple-choice

responses can be entered by

Add option or add "Other" clicking here.
Answer key (0 points) 0 @ Required ~ @ ¢ The correct response can be
—_— set here.

As you can see the same settings are available. This time however we need to enter the options a
student can select from for their response. We do this by replacing Option 1 with the first
possible response. To add another possible response for our Multiple-choice question we can
click on add “Other”, type our answer and continue with a third option if desired etc.

To let Google Forms know what the correct answer is we click on Answer key.

The correct answer is then simply | 7o which group of animals does a dolphin belong? 2 points
selected by clicking on it. The

points value for the question can
also be set and answer feedback

Crustacean

Fish

. . | v
can be entered here if desired. © Mamma
Reptile
Once again Done must be selected Amphibian
to save all the settings. B Add answer feedback

Check Boxes

Check box questions allow students to select from a list by checking the box beside a response.
What makes the Check box question different is that a number of boxes can be selected. You can
set the correct responses by clicking on Answer key and selecting the correct responses in a
similar way to the Multiple-choice questions above (more than one can be selected). Points value
for the question can also be set here as in the previous question types. It is worth noting that
when a self-correcting quiz is being designed a student will receive no marks here if the
combination of responses isn’t exactly correct.

12




Multiple choice grid

This option allows you to set a grid requiring several responses for a question. The points value
you assign will be assigned to every correct response.

The questions are placed in the column on the left called Rows and the response choices are
placed in the column on the right called Columns. For example, the question designed here...

Select the correct group for each of the following Ess Multiple choice grid The mail question is typed
animals. <= here.
Rows Columns
1. Bear % Crustacean % The selection of questions is
typed here.
2. sardine >4 FIEh X
e
3. lguana X Mammal X The multiple-choice response
4 Frog X Repile ) % options are typed here.
5. Crab X Amphibian X
6. Addrow Add column

... will produce what the students see below.

Select the correct group for each of the following animals. * 10 points - - -
In a multiple-choice grid
students can only select one
Crustacean Fish Mammal Reptile Amphibian response for each question.
Bear O O O O O
Sardine O O O O O
Iguana O O O O O
Frog O O O O O
Crab O O O O O

Teachers must click on Answer key as before to set the correct responses in Google Forms.

13



Checkbox grid

The checkbox grid is designed in a similar manner to the Multiple-choice grid above. The main
difference is that students can select a number of boxes per question. If the student does not
select the correct boxes as set by the teacher for each row they will receive no marks for that

row.

2.2 Setting up your Quiz.

Once your test is designed it is time to examine the settings. On the top right-hand corner of
Google Forms, you will find the following icons. Their functions are briefly listed below.

Customize Theme - Allows you to make changes to
the colour scheme of your document.

Send — Sending the Quiz to students (if not
using Google Classroom).

Preview - Allows you to preview your
quiz i.e. see what the students will see.
Questions can also be tried out.

More — Allows such
functions as adding
collaborators e.g. fellow
teachers who can work
Settings - Controls the on the quiz with you.

settings for the quiz.

When you open the Settings Option, you will see the following options:

General Tab

Settings

General Presentation

a Collect email addresses
This setting is required to release grades manually.

Select if you want the Quiz to collect
email addresses automatically.

Select if you wish students to receive an
email confirming that their work was

[[] Response receipts (7) =

Requires sign in:

Restrict to users in Heywood Community School and its trusted
organizations

Limit to 1 response ==

submitted.

Select if you wish to restrict to users in

your own school.

Respondents will be required to sign in 1o Google:

Respondents can:

(] edit after submit

(] see summary charts and text responses

Cancel

\

Save

Select if you wish to prevent students
from completing the quiz again.

Provides further options as to what
students can do and see.

14



Presentation Tab

Settings
Presentation

General

D Show progress bar

Creates a bar allowing students to see to
show how far in the quiz they are.

[[] shuffle question order <=

Show link to submit another response

Randomly arranges questions — handy to
prevent student sharing multiple choice
responses e.g. the answer to Q 2 is (b)
doesn’t work!

Confirmation message: \

[

Allows the quiz to be repeated.

[

Quizzes Tab

Here you can enter the message students
will see at the end.

Settings

General Presentation

. Make this a quiz ¢

Quiz options

Locked mode on Chromebooks

Chromebooks. Learn more

Turn on locked mode

Release grade:
O Immediately after each submission
@ Later, after manual review

Turns on email collection
Respondent can see:

Missed questions (?)

Assign point values to questions and allow auto-grading.

Allows you to assign a number of points
to each question Also allows for the
design of a self-correcting quiz (see
below).

@ Respondents aren't allowed to open tabs or other applications while
taking this quiz. This feature is only available to schools using managed

If the quiz is auto-correcting this option
allows you to release the grade to
students as soon as they complete the
quiz or to wait until you have reviewed
the work.

Allows further control over what the
students can see.

Make sure you click save before leaving
the Settings window.

2.3 Auto-Correcting Quiz

This option is excellent for Multiple Choice questions. As shown in in the diagram immediately
above the option to ‘Make this a quiz’ provides the opportunity to make the quiz an auto-
correcting one. The Google Form can be set to correct itself.

This is most suited to Multiple Choice Questions. Short answer questions can also be used, but

efforts must be made to predict the type of response students give... if they misspell words, write

numbers in letter form or basically any other type of response you haven’t predicted the auto-

correct function will mark the response as incorrect. If using the auto-correct function it is better

to stay with Multiple Choice only or to select ‘Later, after manual review’ under Release
grade in the diagram above. The quiz can then be corrected manually (see section 2.5 below).

15




2.4 Sending the quiz to students

A great feature of Google Forms is that every change that you make is automatically saved.
When you are finished designing your quiz simply go back to Google Classroom to set your

deadline and send to students in your class.

Ecology Quiz

Answer the questions in the quiz below and click submit.

x

Points

180

Due

Frl, 0ct 9, 11:59 PM -
Rubric
+ Rubric

[ check plagiarism {originality)

Tople

Ho topic

(Y EE- X
s

Biology-Mr .. ~

Allstudents

[

[ /

Click Assign to assign it to
students. By clicking on the
downward arrow, you can set a
date and time to assign.

Total number of points for the
quiz can be written here.

Select a due date here.

Assigning a Topic will place your
quiz within the relevant topic in
students’ classwork.

the quiz is assianed to students.

Do not worry if the title of your Google Form quiz does not appear here... it will once

2.5 Correcting a quiz

When a quiz has been completed teachers can access the responses by clicking on the Responses

tab on the top of the Google Form screen. The total number of responses c

€n here.

Questions  Responses o

/@@)@m

Total points: 180

Once opened the options for correcting the Google Form responses are visible. This is one of the

more excellent features of Google Forms.

\

Questions  Responses e

7 responses

Summary Question

Full Name -

responses .

Individual

Total poinigs#

Summary - Statistics on the
responses are presented.

\

AN

Question — All the responses for a
single question can be corrected
together using this tab... very
useful! Questions can be toggled
through using the arrows
indicated.

<

16

Individual — Each individual’s
responses can be viewed here.




2.6 Inserting questions from exam papers.

As an option for Blended Learning during the pandemic it may prove very useful to prescribe
past paper questions to students using Google Forms. As you are aware the State Examinations
Papers and Marking Schemes are available to all on at www.examinations.ie Alternatively,
Mock examinations papers, to which students do not have access, can be used by registering on
the website of such companies as the Dublin Examining Board or ExamCraft.

When designing questions for your quiz a view such as the one below is visible.

& By placing the cursor here, beside
] g@tempetioe: - a the question, an icon of a picture
appears. Click on this icon.

Option 1 Tr
Add option or add "Other" ™
]
|
Answer key (0 points) LD o Required =

The window below appears, allowing you to upload a picture, from a number of possible
sources.

Insert image

UPLOAD CAMERA BY URL PHOTOS GOOGLE DRIVE GOOGLE IMAGE SEARCH

To get a snapshot of the question you desire open the Exam paper from the State Examinations
website. Use the Screen Clipping tool in Microsoft OneNote will allow you to easily create a
picture of the question you wish to use. Microsoft (if installed) will be accessible from the
computer’s main menu.

Once you have taken a screen clipping of your question right click it in Microsoft OneNote. Save
as a picture in your pictures folder. This can now be accessed from Google Forms and inserted
into the quiz. If desired the Marking Scheme can also be selected and copied into the Answer
Key to provide feedback when the quiz is submitted by students.

17
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3. Google Drive:

3.1 Features of Google Drive

e Data Storage: Standard Google accounts have up to 15 GB of free storage but Google
for Education users have unlimited storage.

e Access Anywhere: With Google Drive there is no need for USB storage devices, files
can be accessed from any computer/device that has internet.

e Collaboration: Chosen files can be shared with other people/groups and allow them to
edit/view/comment on the files shared. Invitations can be sent in a swift manner with the
original user controlling the access of others.

e Compatible with all Files: Google Drive isn't just restricted to Google files, it can store
any file type such as Microsoft Office files and PDFs with the option to convert file
formats.

3.2 Opening Google Drive

Click the Google Waffle
(9 dots) to launch
Google Apps and then

Google Drive.

7
C G Search Google or type a URL v B & 7 = 0/
/

0/ ma M

Account/  Classroom Gmail

GO le b

Docs Sheets

Q  Search Google or type a UF s Q

Slides Calendar Meet

M @ 2 (1) O @ = 6

Google+ Sites Contacts

DEB Exams Google (33) YouTube BetterExamin. Vsware

Google Drive can also be launched by searching “Google Drive” in the Google Search Engine or
also using the URL.:_https://drive.google.com/drive/u/0/my-drive.

18


https://drive.google.com/drive/u/0/my-drive

3.3 Starting with Google Drive

Create new folders,
Docs etc.

‘Drive / Q  Search in Drive - ® & i G

F o hew My Drive ~ B @

3 My Drive /]
2, Shared with me
@  Recemt A place for all of your files +
w
j}

Starred
Google Docs, Sheets, Slides and more Microsoft Office files and hundreds more @
Bi
" =] (W I < J P V\

Storage

iii

Any flleS that someone You can drag files or folders right into Drive
has shared with you
Buy storsge can be found here.

0 bytes of 15 GB use Here you can drag and
drop files from your

computer or USB.

3.4 Customizing Your Drive

Change the view
between List view

Search for

folders/files. or Grid view.
LDr'\V:e Q  Searchin Drive = ® @ u e
My Drive ~ @
o new
s S
b B o Folder: Name ®
2\ shared with me BB  Extra-Curricular Im Personal BB School
@ Recent -+
g Starred
E Bin
=  Storage
0 byies of 15 Right click a folder to
bytes of 15 GB used
change its colour, name,
fuystorage share it, move it etc.

3.5 Sharing a File

When sharing files in Google Drive be aware of the share settings and the access permission that
you allow. You can allow people to just view a file or edit it. It is important to note that when
you add a file to a folder then its sharing settings will be that of the folder that it is in.

For example, if you have a folder that is shared with a class group then every file that you add to
that folder from now on can be accessed by the class group. This saves time so that you don’t
have to share every file going forward but it may be beneficial to have a separate folder for files
that you don’t want to share.
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Right click a folder/file
and click “share” or “Get
shareable link”. D & i

Drive Q,  searchin Drive

My Drive
Open with

Quick accet

mTP

My Drive Share

Get shareable link

2 Shared with me
#%  Add a shortcut to Drive ®@
@ Recent
Move to
w Btared ¢ Add to Starred
Bin B Test /. Rename
You edited it
@ Change colour >
=  Storage Q_  search within School
Name QOwner Last modified File size
0 bytes of 15 GB used
O View details
B Exte 2020 me
Buy storage &, Download
B Pers ! 11:58 me
[l Remove
BB scho.. me 4 Jun 2020 me -

Type the email
address of the
person that you
want to share
the folder/file
with.

@ Share with people and groups

Add people and groups

o Eoghan Long (you)
eoghanlong66@gmail.com

Feedback? You can also
copy a
shareable link
to your

. folder/file
e Get link and paste it

Restricted Only people added can open with this link

Change to anyone with the link

You can adjust
the share
settings so that
people can edit
or only view.

° Share with people and groups @

@ ¢oghanjlong@gmail.com X Editor ~

4 Notify people
% ypeop Viewer

Message Editor
Organise, add and edit files

You can ensure
that when you
share it that the
recipient
receives a
message by email.

B Extra-Curricular

Eeedback? Cancel m

20



@ Share with people and groups

Add people and groups

(72{) Eoghan Long (you)
\f eoghanlong66@gmail.com

Feedback?

You can also
copy a link to
the file/folder
and email it to
someone.

© Getlink

Restricted Only people added can open with this link \5
Change to anyone with the link

When sharing a link with someone you can adjust the settings so that anyone with the link can
either view or edit the file.

3.6 Finding a file within your Google Drive

L Drive Q  searchin Drive ‘\_\\ - @ 533
—
) —
My Drive ~ T H ®
F o New —
Quick TT—
» [B]  MyDrive peneees — You can also search

. Search in Drive”.

Recent

Starred

e B Test

You edited in the past year

&= Storage

Name Owner Last modified File size
0 bytes of 15 GB used

If the file was B Exta Curricular me 4.un 2020 me -
originally shared W Fersona

with you by

someone else then BB school e B
click “Shared

with me”.

3.7 Transferring files to Google Drive
If you are transferring files from your USB/Computer then the simplest way is to drag and drop
to your chosen folder.
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Q_  Ssearchin Drive

L Drive

My Drive ~
F new
Quick aceess
» [B]  myDrive
2, shared with me
©  Recent
Yr  Stared
@ s B Test
You edited in the past year
B=  Storage

Name A

0bytes of 15 GB used

Buy storage

BB Personal

= @ @
1 v | Physics - o x
Bl - e v v @
“ - 3 KINGSTON (D7) > Physics ~ & Search Physics p
B Desktop A * O Name Date modified ~

¥ Downloads  #
“ Documents  #
= Pictures -
9. Force, Mas: #
== Google Drive &
Gaogle for Educ
Mortgage
PDST
Physics

> @ OneDrive

= This PC

¥ < KINGSTON (D)
>

Applied Maths

Gaoale for Educi ~
139items 1 item selected

1t

Drop files to upload them instantly to:
[ School

1. Plane and Spherical Mirors
2. Refraction

3. Lenses.

4, Speed, Displacement Velocity
5. Acceleration

8. Vectors and Scalars.

TTCE, Mass and Momentum

d

0. Pressure, Gravity and Moments
1. WWork. ey
12. Circular Motio
13, Simple Harmonic M
14, Heat
15, Heat
16, Waves
17. Vibration and Sound

17. Vibration and Sound (1)
18, The Wave Nature of Liaht

10/01/2017 13:40
10/01/2017 13:38

Click and hold
the folder that
you wish to copy
to Drive and drag
it to the chosen
folder.

You can copy multiple files/folders at once and uploading speeds depend on file size and

broadband speed.

3.8 Creating new files within Google Drive
Google Drive can be the best place to create a new file as you can organise the files to your
preference. If it is to be in a specific folder then you can open that folder and then click “new”.

‘\

=

My Drive

2> Shared with me
® Recent

‘f,? Starred

[ Bin

=  Storage

0 bytes of 15 GB used
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To create a new
Doc/Sheet/Slide
click the “new”
button.

L Drive

3 Folder

File upload

Folder upload

Google Docs

You will then
have the choice
of creating a
new folder,
doc, sheet etc.

B0 P

Google Sheets
Google Slides

/!

More

Storage

0 bytes of 15 GB used

Buy storage

Q,  Searchin Drive

2~
ess
>
>
>
> lin the past year
Name

B  Extra Curricular
BB Personal

B school



4. Google Meet

4.1 Getting Started
Setting Up Your Device

Find a quiet room with a strong Internet signal - Close to the router (internet box)

If you are showing a PowerPoint a laptop is the best piece of technology to use

Open one Internet tab (Google Chrome / Firefox / Safari)

Open the software that you are using to present (keynote / PowerPoint / Kahoot), this is

only necessary if you intend to show content on your screen.

e On the internet tab open google hangout at the following address:
https://hangouts.google.com/

e You may need to allow the website to access the webcam and microphone at this

stage please accept - you can undo at a later stage 3.1

e Students will receive a letter of acceptable use highlighting the requirement to log in
using their school email.

e If you are using the google classroom already there is now a built-in function to facilitate
easy access to the google hangout.

e To access google hangout via google classroom - log into google classroom using your
school email.
At the top right of the google hangout screen there is a cog for settings. (shown across)
Scroll down the page and under the heading of general there will be a box which will
allow you to create a link for google hangout / meet. Google hangout and Google Meet
are the same thing.

e Under that heading turn on the switch which will generate a code. (picture below)

Meet
Q Classroom now supports Meet https://meet.google.com/lookup/goodxbgm3iy ~

Learn more

Visible to students .

e The unique code for the class in this particular class:
https://meet.google.com/lookup/goo4xbgmby the students will be able to see this code at
the top of their google hangout page.

23


https://hangouts.google.com/
https://hangouts.google.com/
https://hangouts.google.com/
https://meet.google.com/lookup/goo4xbqm5y
https://meet.google.com/lookup/goo4xbqm5y
https://meet.google.com/lookup/goo4xbqm5y

4.2 Starting a Hangout/Meet Session
For the Students:
e The night before, inform students of the time of the class and the link to the
classroom.
e The students should also be reminded in the message that they need to log in
using their School emails. A message example might be something like:
Tomorrow's class will start at 12:20. Please ensure to use your School emails as failure to do so
will result in you not being allowed to enter the session. Please ensure that you are in a quiet
room, with limited distractions and have a pen and paper ready to take notes.
e Leave 5 mins at the start of the class just to allow the students to have a chance to sort
any of their own connectivity issues.
For the Teachers:
e The link that was created above is the unique code for that class. You will have a unique
code for each class. Just be careful that the link you are following is for that class.
Copy that link into your browser (google chrome / safari / Firefox etc).
You can also access the link by clicking on the link which can be seen on the google
classroom home page.

= Mockclass Stream Classwork People Marks @

&

Mock class

Class code ytjfSyi [ 3

Meet link https:/meet.google.com/lookup/goodxbgm5y. Q

Select theme
Upload photo

Starting the Session
e When you click on the link in above you will be taken to a website that resemble the
screen below. This is the home screen
This is the home screen now, at this point the students cannot see you or hear you.
This is a good opportunity to test the camera and microphone.
The three horizontal dots on the left-hand side (turquoise) will move when you are
talking.
At this point you can disable the Camera.
To Disable the camera, click on the camera logo on the screen. (Seen Across)
The icon will go red and you will not be able to see your face.

Joining Call
e Click the join now button it is in green.
e You will get a message about the name of the meeting etc you can ignore all of this by
pressing the x at the top of that information pane.
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4.3 Presenting your screen/content

PowerPoint / Kahoot / Keynote / Quizlet

Teachers will have the option to present the content that is on their screens during the
class.

If you are doing this it is advisable that you ensure that all personal items are removed
from the screen, you should not have vsware/email/photos open etc. It may also be
advisable to ensure that the desktop background is appropriate.

Down the bottom right of the screen there is a panel, on the right-hand side of that panel
is a button that says Present Now.

When you get this option, you will get an option to display the full screen on a window. It
is recommended that you only show a window as it prevents students from being able to
see other things on the screen.

When you get this option, you will get an option to display the full screen on a window. It
is recommended that you only show a window as it prevents students from being able to
see other things on the screen.

When you click the button across, highlighted in yellow a new window will open at the
top, this box will show you all the different windows that you have open.

At this point you can choose the window you want to display to the students. In the case
of this I am going to choose enote (mac version of PowerPoint). Seen Below. Once you
select the window press Share down the bottom right.

4.4 Moderating users on Google Classroom
Muting Students’ microphone
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Students who are making distracting noises or who have failed to mute their microphone.
To remove students, click the people icon on the top right of the screen.

This will bring up all the students in the class.

Select the student you wish to mute and press the microphone under their name.

A new window will appear asking if you are sure you want to mute the person. Select
Mute.



5. Google Docs/Sheets/Slides

5.1 Features of Google Docs/Sheets/Slides
e  Any work that is done in Google Docs/Sheets/Slides is automatically saved online.
e  Files can be accessed anytime, from any device and from any location.
e  Collaborating with others has never been easier as you can "share" a file and up to 50
people can edit a Google doc.
e  One of the most advanced features of Google Docs is the Hyperdoc feature where a teacher
can create links to videos (or other multimedia).

5.2 Creating new docs/sheets/slides

Docs/Sheets/Slides can be created from a number of different places. You can create a new file
from within Google Drive and it will automatically be located in the folder that it was created in.
A new file can also be created from the Google homepage by clicking on the Google Waffle (9
dots) button at the top right-hand side of the screen.

L Drive
I— New

» My Drive

< Shared with me In Google Drive, click New
Recent and then Google Docs.

©,
jﬁ( Starred
|

Trash

Storage

21.4 GB of 100 GB used

Buy storage
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You can also create a
new doc/sheet/slide from
the Google homepage.

Gmail Images i3 G

r

o~
J

Account Drive Search
3 5
Docs Sheets Slides
Q 4 Maps YouTube Play
Google Search I'm Feeling Lucky @ I | Q
News Gmail Meet
Google offered in: Gaeilge
5.3 Features of Google Docs
Google Docs Workshop ¥ B & a @
File Edit View Insert Format Tools Add-ons Help Lastedit was 5 minutes ago
o~ | A T 1088 - Normaltext ~  Arial v | 12 'BIQAA' cHQMW E=E=E=E I EvEYEE X / Editing - A
1 v 1 2 3 4 S 6 - 7
B
You can insert
5 Google Docs Workshop
images, tables
1 Google Docs is similar to many word processors but also has some very beneficial
equatlons etc. features. Any work that is done in Google Docs is automatically saved online so there's =

no need to worry about saving your work. Any work can be accessed anytime, from any
device and from any location. Collaborating with others has never been easier as you
can "share" a document and up to 50 people can edit a document which can be very
helpful for school documents such as subject department plans or policies with multiple
users. One of the most advanced features of Google Docs is the Hyperdoc feature

™~

where a teacher can create links to videos (or other multimedia) that the teacher has
created or elsewhere so that the document can act as a homepage for learning
material.

You can add a comment
to a statement by
highlighting the text and
then clicking this icon.

Adding comments to the doc is a great way to offer feedback to students or other collaborators. It
also allows you to communicate with other people who are working within the document.
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Google Docs Workshop

Google Docs is similar to many word processors but also has some very beneficial

features. Any work that is done in Google Docs is automatically saved online so there's

no need to worry about saving your work. Any work can be accessed anytime, from any

device and from any location. Collaborating with others has never been easier as you @ Eoghan Long
can "share" a document and up to 50 people can edit a document which can be very
helpful for school documents such as subject department plans or policies with multiple
users. One of the most advanced features of Google Docs is the Hyperdoc feature
where a teacher can create links to videos (or other multimedia) that the teacher has

Great work. | really like what you did
here +elong@daviscollege.ie

created or elsewhere so that the document can act as a homepage for learning Assign to elong@daviscollege.ie
material.
When you click the comment button, The assigned person will be notified and
responsible for marking as done.
you type the comment and then you

can notify the person by typing Cancel
“+their email” and then “Assign”.

Like other Google products you can share the doc with other users allowing you to work on one
single file with multiple people and all changes will save automatically.

Type the email of the
person(s) that you
want to share the
Doc with.

e Share with people and groups L

Adjust the sharing
settings to what you
want the user to be
able to do.

°e|ong@daviscol\ege.ie X Editor ~

Notify people )
Viewer

Message
Commenter

+/ Editor

B Google Docs Workshop

Feedback?

sae o 2N ©
Add—ons Help Last edit was 7 minutes ago

altext ~  Arial - 135 - B I UA & o M- =- 1= - PR Explore .
Search your docs and the web \
Topics More
Word processor The Explore
e —— "
Google Docs Workshop feature in “Tools
Google Docs (Software) a”OWS \/OU to
s is similar to many word processors but also has some very beneficial ' o sea rch the internet

y work that is done in Google Docs is automatically saved online so there's .
vorry about saving your work. Any work can be accessed anytime, from any from Wlthll"l VUUV
‘rom any location. Collaborating with others has never been easier as you Doc and insert

a document and up to 50 people can edit a document which can be very
chool documents such as subject department plans or policies with multiple
of the most advanced features of Google Docs is the Hyperdoc feature
cher can create links to videos (or other multimedia) that the teacher has
Isewhere so that the document can act as a homepage for learning

Multimedia

Images vere | images, references
etc.
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= File Edit View Insert Format Add—ons Help Last edit was seconds ago

o~ @A T 100% v Normaltext ~  Arial -~ 12 - B IUA

1 v 1 2 3 4

X

English (US) ~

v Google Docs Workshop

[ N-

1=

i
<

Google Docs is similar to many word processors but also has some very beneficial
features. Any work that is done in Google Docs is automatically saved online so there's

no need to worry about saving your work. Any work can be accessed anytime, from any

The Voice Typing device and from any location. Collaborating with others has never been easier as you

feature in “Tools”

can "share" a document and up to 50 people can edit a document which can be very
helpful for school documents such as subject department plans or policies with multiple

allows Google Docs users. One of the most advanced features of Google Docs is the Hyperdoc feature
to type as you where a teacher can create links to videos (or other multimedia) that the teacher has
spea k created or elsewhere so that the document can act as a homepage for learning

material.

5.4 Google Slides

Google Slides is very like Microsoft PowerPoint with similar functionality.

Some simple to use features are inserting videos from a built in YouTube feature or images
straight from Google images.

Insert video

Search By URL Google Drive

u YouTube  Pate Tectonics

PLATE TECTONICS

There's & continent called Pangaea?! Well, there once was. Hundreds of millions of years ago, Earth looked completely different from how it does today. All of the land

e @ B vias packed into a single supercontinent. Geologist Alfred Wegener theorized that this giant landmass split into chunks and stowly drifted apart. Rejected at first by
7 7 min - Aug 24,2017

— pate Tectonics

Mz Andersen describes how plate tectonics shapes our planet. Gontinental and oceanic platers are contrasted and major plate boundaries are discussed. Intro Music

Atribution Title: I4dsong_loop_main.wav Artist: CosmicD Link to sound: http:/www.freesound.org/people/CosmicD/sounds/72556/ Creative Commons Atribution

- T‘,P‘\
> S 9 min - May 22,2011

Plate Tectonics Theory Lesson
: A middle school lesson on plate tectonics theory for grades 6-8. #KAtalentsearch
G,

9 min-Jul 31,2016

N P|ate Tectonics Explained

21| How do plate tectonice REALLY work? Please support us on Patreon at: hitp://www.patreon.com/minuteearth And subscribe! -
c'l & | http://www,y b ian=1Thanks to our Patreon patrons: - @AntoineCoeur - salar tel - @Todayl outt -
—

3 min-Jan 13, 2015

To insert a
video/image just click
insert in the menu har
and choose what
you'd like to insert.

You can search Youtube
within the Google Slide
and insert and play it
within your presentation

Like PowerPoint it is quite simple to create a table or graph with simple formatting options.
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. Google Slides Workshop ¥ & Bl @ Fresent - [@ Share @
File Edit View @ Format Slide Arrange Tools Add-ons Help Lastedil was seconds ago

+ v o= B Image » ~ [ Background Layout~ Theme Transition ~

WYUTRS UL m
Text box 3 ; 3 3 g ; 3 3
) Audio A
2
—
Ml Video
= . 0
i @ store -~ ting a Table/Graph
-
e [@ chart -
! ;h s
A Word art x4 : peedt
2 Period 2
o \ um a__
= _.
— - Spe ara I
5
. ~ . i
= - —
6
— N
- New slide Ctrl+M
: ‘ Slide numbers
7 Placeholdes >
- -: Click to add speaker notes
10p Y [ & SavedtoDrive a & Frosont - [HEISRE @
Format Slide Arrange Tools Add-ons Help Lastedit was seconds ago
k , O_I N S = = [ H 1:||_ - E Replace image « Format options aee ~ Format DP‘-\OF\S % -
Qe Rstn “ | To format, vou start by
N o | clicking on the chart
osition N
and use the “Format
Inserting a Table/Graph > Recolor options” section.
\
Points scored co v > Adjustments
W Ferodt
-y
famt >  Drop shadow O
Team 2
»  Reflection

Sharing a file is the same as sharing in other Google products using the “Share” button.
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E X Present ~ a Share @

Layoutv  Theme  Transition A ™
31

> Last edit was seconds ago

3 4 5 6 ¥4 8 9

You can share a Google Slides
Presentation with other people
e using the Share button. o

Type the email of the
person(s) that you
want to share the
Doc with.

€3

e Share with people and groups Adjust the sharing
settings to what you
want the user to be

able to do.

Editor ~

o elong@daviscollege.ie X

Notify people .
Viewer

Message
Commenter

+/ Editor

B Google Docs Workshop

Feedback? Cancel m

5.5 Google Sheets Introduction

Google Sheets is Google’s equivalent to Microsoft Excel. While it may not be as powerful for
heavy work such as running Macros etc. it is a very useful tool and will satisfy 95% of people’s
needs for spreadsheets. It operates on a similar grid view and formulae work is very like
Microsoft Excel.

Its advantages compared to Microsoft Excel is its online feature where a file can be accessed
from any device anywhere as long as there is internet available. All files can be shared with other
users promoting very easy collaboration. All work is saved automatically meaning that you never
have to worry about using your work.
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5.6 Creating a new Google Sheet
When opening a new Google Sheet, you have the option of a blank spreadsheet or some
education-based templates.

If using a Google for Education account,
Google has prepared Education based
templates such as a gradebook and
attendance book.

= [H sheets Q search # G Suite @

Start a new spreadsheet Template gallery 2

Blank Grade book Attendance To-do list 2020 Calendar
6thYear Physics #r & & ~ A
File Edit View Insert Format Data Tools Add-ons Help Lastedit was on June 11
~ ~ & P 0% -~ § % 0 .00 128+ Roboto > 10 - B IS A & H S+ o B MY -3I- A
A B [c| D E F G H 1 J K L M N [s] P Q R s T

Change the grading system by editing the '% Range' and Grade' letters below.
The number of students with each grade will be calculated automatically based on the 'Grades' tab.
View reports for individual students on the ‘Individual report’ tab.

4
5 GRADING SYSTEM GRADE DISTRIBUTION AVERAGE SCORES
.6 % Range Grade # of students based on class avg per assignment
T8 90 - 100 H1 1]
9 80 - 89 H2 0 !
0 70 - 79 H3 [¢]
" 60 - 69 HE 0 o
12 50 - 59 HS o]
S e m n No data
14 30 - 39 H7 0
15 20 - 29 Hg o]
16 0 - 19 H9 0
17 0 - g NG 0 HI H2 H3 H4 HS HE H7 H8 HI9 NG
19
The Gradebook template I:
Add 1000 more rows at bottom / offers automatic different
sheets for an overview, grades -

The attendance template allows you to record and monitor attendance of students and format the
sheet to your preference. It also allows you to share the file with other users who might like to
monitor the attendance (Year Heads, Management etc.)
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Attendance ¥ B & ~ B
File Edit View Insert Format Data Tools Add-ons Help Lastedit was made 2 minutes ago by anonymous

~ o~ P 100% v § % .0 .00 123w  Roboto ~- 0w v~ B ISA & H E-3- 3~ oW Y~ Z- ~
A 8
1 nter P for , L for Late, E for Excused ab:
3 Excus
S CLASS NAME 9/4 9/5 9/6 9/7 9/8 91 9/12 9/13 9/14 9115 9/18 9/19 9/20 9/21 9/22 9/25 9/26 9/27 9/28 9/29 Late absen
3 Teacher Mon Tue Wed Thu Frl Mon Tue Wed Thu Fri Mon Tue Wed Thu Fri Mon Tue Wed Thu Fri L E
4 Student name P 0 0
5 Student name L 1 0
6 Student name E 0 1
7 Student name u 0 0
8 0 0
ATTENDANCE KEY
P Present
L Late
E Excused absence
U Unexcused absence
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6. Google Groups

6.1 Why use a Google Group?

Google Groups is an excellent way of communicating with multiple people. Whether it be a
group of students, fellow staff or a committee, Google Groups allows you to invite a group to an
event or share a file with a large number of people by sending a single email to the group. You
can also create an online forum to discuss certain topics or answer questions about an issue.

Note: It is important to remember that you can join a Google Group with a non-Gmail account
but to access the group web interface you have to have a Google account.

Group Type | Description Example Uses

Email List Email list groups are mailing lists. Send messages, share files or invite
Create a new email address so anyone | group members to meetings.

in your organisation can send messages
to everyone in your group at once.

Web Forum Create a Group on a particular subject | Online communities for people in
that anyone in your organisation can your organisation with similar

join. interests, expertise, or work
functions.
Collaborative | Members of a group can receive and For teams that use email to process
Inbox respond to email requests using a registrations and other sign ups.

common address such as
members@ista.ie. Assign incoming
members to group members, track
status and categorize posts so they’re
easy to find later.

6.2 Creating a Google Group for staff/Subject Department/student groups.
To create a new Google Group firstly go to the Google homepage and click the Google Waffle (9
dots) icon and choose Groups.
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mailto:members@ista.ie

Google

Q' Search Google or type a URL

M = A @

Inbox (2) Studyclix Classes Leaving Cert ...

© G o B

DEB Exams Google (33) YouTube BetterExamin...

)

Domain name...

\s

VSware

1
Gmail Images

G B M

Account Classroom Gmail
& B
Drive Docs Sheets
2;
-
=
Slides Groups Calendar
Meet Sites Contacts
Currents
YouTube Maps Photos
O B
Vault Hangouts Forms

The Google Groups page will open and you will be presented with a number of options. To
create a new group, click the “Create group” button.

Q My groups -

*— Create group My groups  0groups

=28 ly groups
(® Recent groups

[a  Favorite groups

You are not a member of any groups yet

You will then be asked to give your new group a name and it will automatically create a

personalised email address for your group.
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Enter the name of your
google group here.

Enter group info

Group
[ ISTA

Group email address It will then create a
ista @googlegroups.co . .
personalised email

address for your group
Group description here

You will then be asked to choose the privacy settings of the group such as how members can join
the group (invited only, request to join or anyone on the web can join). The Manager of the
group can also control the access that members of the group have.

Choose privacy settings

Who can search for the group

Group members

Who can join group People can be invited,
Only invited users I'equest to JO]H or
Who can view conversations a‘nyone on the Web can
° ° ° join.
® 2 2

Who can post

o
2
Group
members

The manager of the
Who can view members gI‘O].lp can COIltl'Ol the

(; N ; access of members of
Erou the group.

members

Back  Next

The final stage of creating a new Google group involves adding members and managers. This
can be done by typing in their email address in the chosen section. You can also type a welcome
message that they will all receive when they are added.
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Add members

Group members

The group owner then
chooses who will be
members/managers by
mputting email

Group managers

Group owners

addresses.

@ Eoghan Long (you)

You are a group owner by default

Welcome message

0/1,000

Subscription

All email

- Directly add members
Add members to the group directly

Back Create group

You will then receive confirmation of the created group and the option to “Go to group”.

test
test1508@googlegroups.com

Members 2 members

Ecghan Long (you)
eoghanlong66@gmail.com

@  eoghanjlong
- eoghanjlong@gmail.com

Go to group

Now that your Google group is set up it’s time to start a conversation with other members. To
start a conversation with others simply click the “New conversation” button.
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6.3 Communicating with others in a Google Group.

= ﬂ Groups Q Conversations - v & @ 552 G
l— New conversation ¥ test 2members
My groups N e~ TECON

Start a conversation
with members of the
group by clicking here.

Recent groups

B o R

Favorite groups

test

F conversations
[ Approved
Pending
People

De

Members

Pending members

Banned users

About

/

No conversations yet | 4

My membership settings

& P O

conver |
Group settings It's quiet here... start a conversation

After you click “New conversation” a window will open where you will have the option to type a
subject to your conversation and type a message.

= EGFOUPS Q_  Conversations v - @ M i G
l— New conversation v test 2members

22 My groups
(© Recent groups
[3 Favorite groups

Conducting Classroom Based Assessments to test S

. > ( -
i From  Eoghan Long <eoghanlong66@gmail.com> (You)

Approved ;) Conducting Classroom Based Assessments B
Pending
2 Pecple / / Hi all,
Members H : What's your opinion on this year's CBAs?
Give your message a title yourep y
Pending members _7_/“'/'}( 4 d
and type your message. — ind regards,
Banned users Eoghan
@ About
N
Sa My membership settings |
£33  Group settings s quie

When you’re happy with
vour message click “post

messageu- \ SansSerif 7T A S

¢
®
N
[
]
11}
11l
#

|
&l

After you have posted your message all members of the group will receive an email to their
email account with the message that you sent. You can also start a conversation straight from
your email account without the need to log into Google groups by emailing the Google groups
designated email and all members will receive the message.

Below are what recipients will receive when a message is sent. Any recipient can click reply and
their reply will be sent to all members.
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I"C € g o 8 = 0 € [+ 10f 908 > ma-~
ompose

Q Conducting Classroom Based Assessments o inbox x &

nbox
% Starred Eoghan Long <eoghanlong66@gmail. com> 2:41PM (O minutesago) Yy &
© Snoozed 10 test Unsubscribe ~
Hi all,

» Important '@

> Sent What's your opinion on this year's CBAs?

B orafts Kind regards,
» B Categories Eoghan

B CogsSciSci

B Google Trainer Gr.. 981

® POST You re test” group

® Personal L an 10 test1508+unsubscr com

d/msqid/test1508/a2fb332a-657¢-4263-851a-29a1d79d2cadn%40googlegroups.com
Meet

B Start a meeting

B Join a meeting

4 Reply

“~ Reply all = Forward

6.4 Managing a Google Group.

Managing your Google group is very important if you want to add/remove members as time goes
on. The options on the left of the screen cover everything you need. The people section allows
you to view who’s in the group and also add/remove members.

= ﬂ Groups Q. Conversations - v . - I | B e
I— New conversation Y test 2members 1-10f1 < >
22 My groups El c °

® Recent groups o Eoghan Long Conducting Classroom Based Assessments — M| all, What's your opinion on this year's CBAs? Kind .. 14:41 T

[® Favorite groups

test You can search

Ej Conversations 1

Click “People” to view for a certain

| Approved ! conversation here
pending / current members or add )
new members.
Members

Pending members
Banned users

(@ About

Sa My membership settings

3 Group settings

= ﬂ Groups Q  Members - - @ [ B G
i— New conversation ¥ test 2members Add members & Tof1 < N
|:| Member /] Email Role Join date Subscription Posting
22, My groups
®© Recent groups e Eoghan Long eoghanlong6é@gmail coi Owner - 4 hours ago Eachem: ~ Allowed -
(3 Favorite groups . .
a eoghanjlong eoghanjlong@gmail.com Member = 4 hours ago Eachem: ~ Allowed -
test
B}  conversations 1 Clle “Add
Approved 1 ET
members” to add
Pending
2, People new members.
Members
Pending members
Banned users
© About

Sa My membership settings

@3 Group settings
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If you wish to change the settings of your group such as members’ posting rights or who can
moderate the group etc. then click group settings at the bottom.

= E Groups Q Conversations - = o @ i G
l- New conversation v test 2members 1-10f1 < 3
22 My groups D c

(© Recent groups o Eoghan Long Conducting Classroom Based Assessments — Hi all, What's your opinion on this year's CBAs? Kind ... 14:41  Yr

(3 Favorite groups

test
3 e 3 bk
2y conversations 1 Click GI'Ollp Settlngs
| approved 1 to change the settings
Pending of your group.
&, People

Members
Pending members
Banned users

@ About

Ss My membership settings

83 Group settings

Here you have the option to change the settings of different aspects of your group such as group
name, posting rights, who can add new members (owner, manager or any existing member).

= E Groups Q Conversations - - @ | gis e

| New conversation ¥ test 2members Advanced
General

test

Group name
2y Conversations

test
Approved 1
Pending
2, People @googlegroups.com
Members
Pending members

Banned users Group description

©

About

My membership settings

Group settings

Choose which section
__| you want to change the

General

— & ¥

Member privacy Enable additional Google Groups features e
S

SR

Posting policies L = o Settin S Of.
4— 7 Collaborativeinbox ~ (@ No additional features g

Email options

Member moderation Who can see the group

Delete group
Group members w

Save changes
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test

=

oy
=

New conversation

Conversations
Approved
Pending
People
Members
Pending members
Banned users
About
My membership settings
Group settings
General
Member privacy
Posting policies
Email options
Member moderation

Delete group

¥ test 2members
Include the standard Groups footer

D Include a custom footer

Advanced

To unsubscribe from this group, send email to test1508+unsubscribe@gd Ups.com

View this message at https://groups.google.com/a/googlegroups.com/d/msg/tes opic-id/message-id

Group email language

Use this language for system-generated information such as notifications
and email footers

English -

You can also add a
custom footer to each
message within your
group.

Member moderation

Wha can manage members

o] [ ]
® 2 2
Group
managers

Who can adjust roles

@ [
@ 2 2
Group
managers

»



7. Google Sites
Google Sites is a website building platform from Google.

7.1 Creating a Google Site (subject site/school club site etc.)
In the “Waffle” on the top right corner select “Sites”, this will take you to the Google sites home
page which will look similar to the screenshot below.

Sites fo

Thinking of creating a website?

Google Sites is a free and easy way to create and share webpages. Learn more Use Sites to

My Sites in cheeork.ie Plan club meetings and activities

Deleted Sites Share info on a secure company intranet

Browse Sites

New Google Sites & @ -----

Classic Sites Manager e """ "7
I v ! Learn more about Google Sites

Collaborate on a team project

Stay connected with family members

Google sites can be used by teachers and students to

present content. b in new sites (recommended)
To start, click “Create” that is located in a red box on the
top left corner. When you click on “Create” you will be
given two options (Shown across). If you are familiar
with google sites you may choose to use the “Classic Site” builder however the easiest option for
building website and the most user friendly is the “New sites” option.

1 In classic Sites

Name your Website
The first thing you will need to do is create a suitable name for the website. To do this click on
the “Untitled Site” which is located on the top left.

[ untitledsite ; o e [0 o & @ i -
Insert Pages Themes
Tr (™
Y U r a Text box Images
: I g &
titl Embed Drive
[H Layouts
o | —= a a
A
- A A
'S
a
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https://gsuite.google.com/products/sites/

You can add a title to the page by clicking on the “Your Page Title” you can add in images from
the internet / google drive / personal images. A sample can be seen below.

[ untitiedsite Al changes saved n rvg 6 o O o & @& -

Sites home

=
Enter site name Insert Pages Themes

Tr (]

Text box Images

&

Embed Drive

[[H Layouts

To add content to the webpage you can select any of the template from the bottom right of the
screen under the heading of “Layouts”. You can choose several images / or image/text
combinations.

To add a layout feature you can click on the option or you can drag and drop it into place. Using
the drag and drop feature can be useful when you have several different tiles.

B Archimedes' Principle All changes saved in Drive © e O © & @& a
Archimedes' Principle Insert Pages  Themes
T &
Text box Images
Embed Drive
[ Layouts
| A A
a
2 “ - ] [a] =
rcnimedades o A ===
“
Archimedes was a Greek mathematician, physicist, engineer, and
astronomer. He is most commonly known for his theory for E R A A A

determining the volume of an object with an irregular shape.
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7.2 Design features

Adding link (button) to another Website

On the right-hand side panel you can scroll down and find “Button”, when you click that it will
bring up a window that will ask you to select the word that will appear on the button. You will
also have to insert the link to the website. Once you have done this you will need to click
“Insert”.

Insert button

Name
'Eureka’ Moments in Science

27/120

Link
https://www.nationalgeographic.com/news/2017/05/eureka-in

Cancel Insert

Result

Archimedes

Archimedes was a Greek mathematician, physicist, engineer, and
astronomer. He is most commonly known for his theory for
determining the volume of an object with anirregular shape.

'Eureka' Moments in Science
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Adding a YouTube video

On the right-hand side panel, you can scroll down and find “YouTube”. When you click this, you
will have to find the video that you wish to add from YouTube. (Be sure to watch the video
before you post it on your website).

Archimedes' Principle

T Selectafile x

Video search Uploaded

u v[]u‘rube Archimedes Principle a

What is the Archimedes’ Principle? | Gravitation | Physics | Don't Memorise

We can bet you've heard about the Archimedes' principle at least once in your life. But do you know what it really means? Watch this video
to find out. To get access to the entire course based on Gravitation, enrol here - https://bit.ly/Gravitation_G9 In this video, we will learn: 0:00
3 min - 24 Jul 2017

I The Archimedes Principle | Szydlo's At Home Science

W | Andrew explores the well know but perhaps not so well understood Archimedes principle. We start off in ancient Sicily for a surprising dip in
4 the bath with Archimedes, followed by a variety of experiments and demonstrations back in Andrew's basement lab. the properties of both

ol 36 min-11 Aug 2020

Archimedes’ Principle: Made EASY | Physics

Full Physics Course: https:/fbit ly/3e0xJCK Archimedes’ Principle made EASY! Watch till the end for a ‘surprise’ that will help you remember
this principle FOREVER!! This video covers Archimedes' Principle and buoyant force. Explained and visualized with experiments. Our

s 12 min-25 Nov 2017

IR /rchimedes Principle, Buoyant Force, Basic Introduction - Buoyancy & Density - Fluid Statics

Cancel

You can adjust the size and positioning of the window that will show the video.

a Archimedes' Principle © e [0 o & @& m 6
V' CcucS

Insert Pages Themes

Archimedes was a Greek mathematician, physicist, engineer, and
astronomer. He is most commonly known for his theory for

]

Collapsible text

determining the volume of an object with an irregular shape.

Table of contents

I01  Image carousel

O Button

— Divider

Ri | The/Archimedes

C 129] Placeholder

PRINCIP
@ YouTube
(= calendar
© Map
B Docs
-
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Adding a link to Google Maps

On the right-hand side panel, you can scroll down and find “Maps”.

of the place that you wish to display on the map.

Archimedes' Principle

Select a map
! Maps My Maps
Syracy [Syracuse. Italy| I

Syracuse Province of Syracuse, ltaly
Syracuse Italy

Homes for sale in Syracuse Ita

NORTH.
Aeronautical Detachment Syr A N?EF;I B

The Italian Academy - Italian |

OCEANIA

Google

Cancel

powered by Google fmmmmmmmmmmn s

ASIA
EUROPE

AFRICA

SOUTH
AMERICA

OCEANIA

You can then enter the name

b4
x
Drop a placemark
\
\
\
i
7
7
NORTH.
AMERICA
SQUTH
T

Map data ©2020 Terms of Use |

Once you have found the place on the map you can press “Select” on the bottom left of the panel.

The result of this appears below.

E Archimedes' Principle

S ¢ [

Archimedes Birth Place

Rinnani

Syracuse
View larger map

Belvedere

Py 5
~.Santa Panagia S/’
& A~ \I

_é\Syracuse

Isola’di Qrtigia

Go gle
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Insert Pages Themes

I image carousel

O Button

—  Divider
Placeholder
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(%) calendar
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B Docs

B slides
Sheets
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7.3 Publishing the Site
To Publish the site, you need to click the “Publish” button that’s on the top right of the screen. At
this point you can name your website and you will get the URL for accessing the website.

A few points to note:
- You want the website name to be descriptive and explain what is contained in the
website.
- You want the name to be short so that it is easily accessible.
- Avoid spaces as you cannot have a URL that contains a space

Publish your site

Web address

{ archimedes-principle

https://sites.google.com/chccork.ie/archimedes-principle

Who can view my site

Anyone at Christian Brothers College MANAGE

Cancel m
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