
 

When assigning work to small groups of students instead of the whole class the trick is to include the audience in 

the description or document title. Clearly indicate in the description who the assignment is for. Other students can 

ignore the assignment or just click mark as done. 

 



When creating small groups I will create a spreadsheet listing the student names and what group they are in. I 

attach this into the assignment so students can easily find which group they are in. Either I assign them a group or 

set the spreadsheet as “Students can edit file” to allow them to sign up for a group. Students then open the 

attachment that goes along with their group. 

 

Make a Copy 

While it is nice that you can attach documents for students in Google Classroom as students receive a copy, 

students can easily make their own copy of a document through the File menu. Attach files in Google Classroom as 

“Students can view file.” Indicate in the directions that a student should make a copy of the file and share with group 

members. The student who makes the copy will go to Google Classroom and click “Add” and add the document 

from Google Drive. This shares the document with the teacher and it is now accessible through Google Drive. Group 

members can not turn in documents they are not the owner of. Instead of adding from Google Drive, group 

members will add a link to the document. 



 

One group member will want to open the #021 assignment template. 

Rename the file to include the group member names 

Use the File menu to make a copy of the template 

Click on the blue share button and share the document with group members. 

Go to Google Classroom and click on OPEN 

Click on ADD 

Add your groups document from Google Drive. 

Group members will want to attach the link to the document  

 


	Make a Copy 

