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Why Paperless?

• Saves supplies costs
• Students can hand in work anytime
• Teachers can access student work 

anytime
• No stacks of paper to lug home
• Cyber-dogs have not figured out how 

to eat digital home work!
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Added Bonus

• With all student work available online, 
Digital Portfolios are MUCH easier to 
compile.
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Some have tried...

• And have been buried by notification 
emails, suffered an unorganized Docs 
list, can’t find specific assignments...

• Almost too much to handle without a 
plan.

Tuesday, July 9, 13



Now, you have a plan!

• Google Docs/Drive workflow Overview:
• Digitize EVERYTHING
• Student Folders shared with Teacher
• Teacher Folders shared with Students
• Work “Hand-In Form” to tie it all together
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With this in place...

• Fast and seamless for students to turn 
in their work

• Easy for teachers to manage and grade 
the mountain of student work
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The Details
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Digitize Student Work

• No matter what a student does, it needs 
to end up in a digital form, and then 
saved in their Google Docs/Drive 
space.

• The first step is done - all of your 
students already have a district Gmail/
Apps account.
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Digitize Student Work

• Documents, presentations and 
spreadsheets are easy.

• Math homework? Artwork? Cell phone 
or iPad camera and email photo.

• PE Skill? Acting in a play? Record video 
and upload to YouTube/Drive account.

• School copy machine scan to PDF?
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Digitize Student Work

• With all of their work available in 
Google Docs, students will have a 
complete record of their own learning. 

• Their best work can & should 
eventually end up in a Digital Portfolio.

• For now, let's just stick with the 
Paperless Classroom workflow.
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Student Folders

• Students create folders for each subject with 
a standard naming scheme: 
• Subject/Period - Last, First or whatever 

works for you. 
• Students share these folders with their 

teacher with edit rights. 
• A teacher can access anything saved in 

these folders to grade, edit, comment.
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Student Folders

• 'Handing in' homework only requires 
students to drag the file/document from 
their Google Docs list to the appropriate 
folder.
• Students do have one more small step... 

• Since the folder is shared, the file is 
automatically shared with the teacher, and 
not an email was sent!
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Student Folders

• Teachers can organize these shared folders 
in Google Docs however they'd like
• By school year
• By subject
• By period
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Student Folders

• Just create a class/subject folder, and drag 
the shared student folders into it

• Since students used a folder naming 
convention, everything is automatically 
organized alphabetically by the subject or 
student name. 

• No more long, long, long list of student 
work!
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Smith, Jim - 
Math

Jones, Kim - 
Math

Brown, Tom - 
Math

2nd Grade
Math 12-13

Students Share with Teacher,
Give Edit Rights

Teacher Adds Student Folders to a 
Class/Subject Collection

Tuesday, July 9, 13



Tuesday, July 9, 13



Teacher Folders

• Obviously, teachers often need to hand out 
assignments or documents to students. 

• To help make this instant and paperless, 
teachers should make two different folders, 
shared with their students....
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Teacher Folders

• The first is a 'Hand Out' folder, shared with 
View Only access rights

• Here's where you'll put documents and/or 
assignment templates for students to access 
and view.

• If it's an assignment template, the students 
can use 'File --> Save a copy' to save the 
assignment outline to their own Google 
Docs to edit and make their own. 
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Teacher Folders

• Make sure that if you do share a document 
this way that you have students rename it 
from 'Copy of Assignment 1' to 'Last, First 
Assignment 1' to make viewing/grading 
easier later.
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Teacher Folders

• The other folder is a folder that will contain 
editable documents for collaborative work 
and presentations that you'd like all of your 
students to be able to access and edit. 

• Share it with your students with their email 
addresses, and give full Edit rights. 

• Now, any document that is in that folder, 
students can collaborate & work together 
on!
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2nd Grade
Math 

Handout

Shared with Students,
View Only Rights

2nd Grade
Math 

Collaborate

Shared with Students,
View and Edit Rights

smithj@school.org jonesk@school.org brownt@school.org
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Almost There...

• With this structure in place, documents 
and files flow where they need to go by 
each person adding documents to the 
proper folders.

• Grading is still time consuming for 
teachers - need to dig through many 
student folders often guessing the 
correct assignment from its name.
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The Glue: Assignment 
Hand-In Form

• This last step is an extra step for your 
students, but it is the last piece to really 
making management and grading easy 
for teachers.
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The Glue: Assignment 
Hand-In Form

• Create a new Form in Google Docs with 
the following items (example):
• Class Period or Subject
• Last Name
• First Name
• Assignment Title or Name in a 

'Choose from a list' question type
• Link/URL for the Assignment
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The Glue: Assignment 
Hand-In Form

• Assignment link/URL? 
• The form will allow you to sort the 

contents by any of the fields or 
questions asked, and the link will allow 
you to quickly access that assignment 
right in the form spreadsheet - without 
needing to go to each students folder, 
finding the correct assignment, and 
opening it up. 
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The Glue: Assignment 
Hand-In Form

• With the Assignment Hand-In 
spreadsheet, you can sort by name, 
assignment, class - whatever - to group 
the work as you like, access the 
student's work with a single click

• Make your comments or edits, close the 
assignment and instantly access the 
next one.
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The Glue: Assignment 
Hand-In Form

• You can even add in your own 
information in the cells to the right with 
notes, grades or scores

• As long as you don't add columns to 
the left or change the information 
gained from the form, you'll be fine.

• This form/spreadsheet brings this 
whole process and workflow together 
and wraps it with a bow.
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gClassFolders - 
Automate the Process!

• If all of that was a little too confusing, you 
may want to try gClassFolders

• This is a Google Spreadsheet script 
automates the creation and sharing of all 
of the folders and shares

• You start here, enter your students names, 
email addresses and class, and follow the 
instructions.

• This workflow is Auto-Magically in place!
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Going Beyond: 
Digital Portfolios
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Student Digital 
Portfolios

• With all student work digitized, 
available and easily shared in Google 
Docs/Drive, the creation or showcase 
of a student's best work is now a 
relatively simple task - just link it! 

• Using free online tools such as Google 
Sites or Posterous, student can share 
and link to their very best work for this 
year and for the school years to come.
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Student Digital 
Portfolios

• This portfolio can not only serve as a 
showcase for students, parents, and 
teachers but could also be useful for job 
or college hunting. 

• All of the work of collecting and 
organizing is done naturally. 

• All that is left is to identify the students 
best and linking to it on their own web 
site.
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Thanks!
Clint Stephens 

Southwest Educational Development Center
clint@sedck12.org | (435) 590-8149

Direct Link: http://goo.gl/mRpok
or

http://sedcclint.com - Google Docs tag
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