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Introduction 
Assalamu 'Alaykum Dear Parents/Guardians & Students,  

You are what helps AMCO Sunday School run smoothly.  We cannot thank you enough 
for dedicating your time and efforts in helping the youth of this Ummah.  May Allah 
(SWT) reward you immensely for all of your efforts in this life and the HereAfter 
InshaAllah.  

This year, we will be utilizing Google Classroom & Google Meet to facilitate classes. 
Please use this guide alongside the training to assist you in designing your classes.  

Resources 

Please see the below videos for in depth tutorials on utilizing Google Classroom & 
Google Meet.  These videos are extremely helpful especially if you have never used 
Google Classroom or Google Meet before!  

Google Classroom 

→ How to Use Google Classroom - Student Guide to Google Classroom  

→ Google Classroom - Tutorial for Students - How to Join & Participate 

→ How to Complete my Assignments in Google Classrooms? 

 

 

 

 

 

 

 

 

https://www.youtube.com/watch?v=qSxNLaWm74g
https://www.youtube.com/watch?v=cwgxeqG6AoU
https://www.youtube.com/watch?v=N9rWfgFVAEg
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Google Classroom 

Google Classroom is a free conferencing service to assist schools in creating, 
streamlining, and grading assignments.  

How do I access Google Classroom? 

There are 3 different ways you can access Google Classroom.  
 
OPTION 1: Type classroom.google.com 

OPTION 2: Google.com 

a) Click on the 9 squares on the right hand corner  
b)  Scroll down and click Google Classroom 

-  
 
 
OPTION 3: Download the Google Classroom App 
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How do I Join my Classes? 
OPTION 1: Enter your class code given by your teacher 

 
OPTION 2: See if you have already been invited to your classrooms by your teacher. 
Once you are in Google Classroom, you will see your various classrooms like the below 
screenshot.  If you have not accepted the invite from your teacher yet, you will see 
“Decline” and “Join” buttons - click the “Join” button to be added in your class (second 
screenshot) 
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What should I do After Joining my Class? 

Upon joining your class, there are a few things you should check out to familiarize 
yourself. 

Stream Tab 

- In this tab, you can see a lot of activity that happens in the Classroom, such as 
your teacher posting assignments, making class announcements, discussion 
posts, and more!  

- Check out the “Upcoming” box on the left hand side of any due 
dates/assignments that are coming up. 
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- In Discussion posts, you can comment on your teacher’s posts (everyone in the 
class will see these comments) 

 

Classwork Tab 

- This is where you will see your assignments and different sections of the class 
(such as materials per week, resources, etc). You will also see a condensed list 
of each section on the left hand side  
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People Tab 

The “People” tab shows you who your teachers and classmates are, as well as gives you 
the option to email your teacher.  After clicking on the mail icon next to your teacher’s 
name, you will be redirected to an email message with your teacher 

 

 

How do I Complete Assignments? 

Your assignments should show up in your “Classwork” tab. Click on “View assignment” 
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Once you “View assignment” you will see any further instructions provided by your 
instructor.  Make sure to check if there are any attachments provided.  In the screenshot 
below, you will see there is a rubric for the assignment attached.  On the right hand side, 
you will see that you are able to send a private comment to your teacher, such as asking 
a question about your assignment. 

 

 

The “ + Add or create” option on the right hand side allows you to add various files for 
your assignment such as links, Google Presentations, Drawings, Google Sheets, Google 
Drive, other files, and more! 
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How do I Communicate with my Teacher? 
OPTION 1: Email your teacher by clicking on the “People” tab and clicking on the email 
icon. 

 
OPTION 2: Respond to your teacher’s discussion posts on the “Stream” tab. All 
students/teachers in the class will see these comments.  
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OPTION 3: Send a private comment on an assignment in the “Classwork” tab:  
 

 
 
 
 
How do I view my Grades?  
Click “View your work” in the “Classroom” tab 
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Once you click on “View your work,” you will see a screen similar to the below. 

- On the top right hand corner, you will see a percentage.  This is your overall grade 
in the class. 

- On the left hand side, you will see the categories of your assignments, such as 
assigned items, items that have been graded and returned to you from your 
teacher, and missing assignments.  You can also see the grade/status of the 
assignment on the right hand side of each assignment.  

- You can also see private conversations between you and your instructor on 
assignments such as the essay shown below. Once you click the message icon, 
you can see you and your teacher’s comments. 
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Google Meet 
Google Meet is a video conferencing service to help facilitate meetings.  
 
How do I Join a meeting? 

OPTION 1: Go to your meet.google.com and enter your class code distributed by your 
teacher 

 

OPTION 2: Your teacher may already have a recurring meeting set up every Sunday. Go 
to the “Classwork” tab and click on “Google Calendar” to enter a meeting that your 
teacher has sent out an invite for. You would click “Join with Google Meet”:  
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My webcam/microphone isn’t working, what do I do? 
1) Make sure to allow audio/video if you are going to be speaking and letting others 

view your webcam 
a) Click the video button on the right side if you are turning your camera off 
b) Click the microphone button on the left side if you are not speaking and 

are turning your microphone off 
i) If either your video/microphone is not working, try checking if these 

options are clicked 

 
 
How do I change the layout of my meeting (how many people I 
can see on the screen)? 

1) Click on the 3 dots in the right hand corner and choose “Change Layout” 
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2) From here, you can choose which layout works best for you, this will alter the way 
you see your instructor and classmates on the webcam. 

a) Spotlight: Displays whoever is speaking at the moment on the full screen. 
The Sidebar layout 

b) Sidebar: You see the person who is actively speaking in the largest 
rectangle on your screen, additional people will be shown in smaller 
rectangles on the side 

c) Tiled: You can see up to 16 individuals’ webcams at one time 
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How do I use the Chat on Google Meet? 

1) Click on the chat icon on the top of your Google Meeting 

 
 

2) Type your message in the below circled area for all teachers & students to 
receive your message:  
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Who do I reach out to if I still need help? 
If you still need assistance, we are more than happy to help you! 

Zeba Hasan - zebahasan2@gmail.com 
Reda Hasan - hasan.reda97@gmail.com 

 

 

 

mailto:zhasan2@gmail.com
mailto:hasan.reda97@gmail.com

