End-Of-Year Google
Classroom Clean-up
Tips




Clean-up and close-out steps for your digital classroom

Six steps: keeping your Classroom organized, clutter-free,
land efficient for a new year

................................................................................................................................................................



Return all
student work

|

make sure to return the files to your students

TO-dO To review Reviewed

Clean Up Example ~

Work in progress

Math Vocab Worksheet 3 0 1
Clean Up Example — Due May 31 Turned in Assigned Graded

If you are still the owner of the students' work,
when you delete it, you are really deleting the file.

if you have returned the files, you are no longer the owner, so if
you delete them, all it does is remove them from your Drive.




remove students from the old classes

Un-enroll Students o
StUdentS from Actions w Email all guardians A:Z
old classes ema
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' Test User03 Invite guardians
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This may be an option for you if you prefer not to have
students accessing content from your class in the future.




Archive old
classes

R

good way to clean up Classroom is to archive the old classes.

Archiving is a process that:

Removes the class from your main Classroom home page
(making your page cleaner and easier to navigate).

Archive class Still allows you to copy and reuse old posts
and assignments from the archived class in your new
classes.
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Remove old
class calendars
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Click the three-dots button to the right of
the class name in the "My calendars” list.
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you can now scroll down to the bottom of the
calendar details screen and in the "Remove
calendar" section click "Delete".
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Move old class
folders in
Drive

*Go to Google Drive and select the "Classroom”
folder.

If you do not already have a place to move the old
class folders, create a new folder by clicking
"New" and "Folder".

‘Name it something like "Archive" or "Old Classes"
or such.

*You can now simply drag and drop the old class
folders into the new folder you have created.
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+ New
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Clean Up Example
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Remove old
class files from

"Shared with
me' in Drive

When files get shared as part of a Classroom assignment, sometimes the files will also
show up in the "Shared with me" area of your Google Drive. If you have a lots of
students and lot of assignments, this can cause quite a mess in "Shared with me".
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Make sure you have returned all the assignments to your
students first before you delete anything out of "Shared with me" (see
Tip #1 above). Remember that you actually become the owner of a file
when a student turns it into you. If you have not returned the file yet,
then you are technically the owner of the file, and if you delete the file,
it really gets deleted.
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«On the other hand, if you are not the owner of a file, and you delete
it from "Shared with me" it does not really delete the file. It simply
removes it from the "Shared with me" list. The file will still show up
in your "Classroom" folders, even when you remove it from "Shared with

Remove old

Drive Q, Search Drive - @ @ @ H @
class files from —

Shared with me B ®
"Shared with te e —.-— e o

Power Eecrronics Lasoratory s Yerm Lab Report

me' in Drive . e, = sgpee || =T

» My Drive

Wbt b 1 s

B Mustafa Abbas - .. [l EXP No 4.docx Ezuldeen Alaa - ...
» [0 Computers
2 R = —
23 shared with me ﬂ I3 s n
ey i toagrent Power Dectrenics Labestary
i o e
® Recent P s w— Font Tom
Pomer Encirorics Laseratory fomcem _— o
Lab Report N Lab Report l

ﬁ Starred P T oX ;——--——_ MA(‘-A(? Vedtage Controlier —

haameses e d enve

g CLAC Valtaoe € s 2 sammsier AC-AC Voltaze Contreller

[ 8in

B  Abdulla Khalaf - .. B Hawraa Munsha... Hawraa Munsha...

&=  Storage

7.8 GB used ﬂ ﬂ @

Ui, 470 i Phsmre] Fagpareming Drperms e

Pt Toem. ot Tomn
Fower Electronics Laboratory Power Elcironics Laboratory
Lab Report Lab Report

-
S 2o




Remove old
class files from
"Shared with

me' in Drive
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