
Creating	a	Worksheet	
	

1. Click	on	CREATE	WORKSHEET	tile.	
	
	

2. Select	your	design.	
	
	
3. Give	your	worksheet	a	name/title.	
	
	
4. Add	your	tasks/questions.	
	
5. Add	descriptive	info	-	grade,	subject,	&	topic.	

	
6. Make	sure	to	save	often!	
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Assigning	a	Worksheet	
1. 	Click	SAVE	
	
	
2. Click	on	REVIEW	to	preview	the	final	version	of	your	worksheet.	
3. Click	on	ASSIGN	TO	STUDENTS.	

4. Choose	your	delivery	method.	
§ Google	Classroom	
§ Edmodo	
§ Link	
§ Pin	

	

Google	Classroom	Assignment	
1. Click	on	Google	Classroom	symbol.	
2. Select	your	class.	
3. Choose	your	action	
4. 	Fill	in	assignment	portal	
5. Click	ASSIGN	
	



Grading	a	Worksheet	
1. 	Click	on	the	desired	worksheet.	
2. 	Click	on	ANSWERS.	

3. 	Select	the	student/class	you	want	to	grade.	
4. Review	and	grade	the	worksheet.	
5. Add	any	necessary	feedback	for	each	question.	
	
	
6. Click	on	SAVE	once	you	are	done	with	EACH	worksheet.	
7. 	Click	SEND	TO	STUDENT	if	you	want	them	to	see	question	feedback.	
8. 	To	see	grades,	look	at	sidebar	or	click	DOWNLOAD	REPORT	
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