
Virtual Catechesis Important Instructions: 
 
 

How to: Create a Google Form  
(To Collect Family Gmail addresses for Google Classroom) 

1. Log In to your own Gmail account. (If you don’t have one, you’ll need to 
create one). 

2. Click the box of 9 dots icon found in the upper right hand corner. Looks like 
this: 

 
 
 
 
 
 
 

3. Click the Google Drive Icon. 
4. Click “New” in the upper left corner. 
5. Select “more” then “Form”. 
6. An Untitled Form will appear. Fill in the criteria you need. I suggest: 

a. Student Name (First and Last) 
b. Grade in Fall 2020 
c. Email address 

i. When you add the field for email address, click the three dots 
stacked vertically next to “required” and choose “response 
validation”. Then select: 

1. Text (drop down 1) 
2. Contains (drop down 2) 
3. Type “@gmail.com” 
4. Under custom error text write “must be @gmail.com 

and must be all lowercase or form will reject” 
d. Make all questions “required” 
e. Click “Send” icon in top right corner 

i. Click the second icon which is a link (looks like a paperclip) 
ii. Copy and paste the link in an email to send to families. 

iii. Once response come in, click the spreadsheet Icon to organize 
into a spreadsheet for easy entry into Google Classroom. 

 
 
 
 
 
 
 
 
 



 
 
How to: Set Up Classrooms in Google Classroom & Add Students 
 

1. Log In to your own Gmail account. (If you don’t have one, you’ll need to 
create one). 

2. Click the box of 9 dots icon found in the upper right hand corner. Looks like 
this: 

 
 
 
 
 
 

 
3. Select the classroom icon (looks like a chalkboard) 
4. Click the plus (+) sign in the upper right hand corner 
5. Select “create class” 
6. A notification will pop up asking you if you’re a school, select “I understand, I 

am not a school”. 
7. Name your class (i.e. Grade 6 Religious Education), no need to fill out section, 

subject, room. Click “create” 
8. Once your class is created, on the top bar click “people”- (third option)- next 

to Stream, Classwork, People, Grades. 
9. Under students, click the plus sign next to the person icon on the right side. 
10.  Copy and Paste student emails by grade from your spreadsheet in Google 

forms. (Organize spreadsheet  grade level columnA-Z to make grade level 
grouping easy!) 

 
 
How to: Organize and Post Lesson Material in Classroom 

1. Log In to your own Gmail account. (If you don’t have one, you’ll need to 
create one). 

2. Click the box of 9 dots icon found in the upper right hand corner. Looks like 
this: 

 
 
 
 
 
 

 
3. Select the classroom icon (looks like a chalkboard) 
4. Select the class you want to post work for. 
5. Select “classwork” from the top menu. 
6. Click “create” at the top. 



7. Choose “Material” 
8. Title the assignment for the week/month/ unit it’s for. 
9. I’d recommend laying out as follows depending on your requirements 

(Example only) 
 
1. Watch morning prayer linked below.  
2. Watch all three Flipgrid videos linked below.  
3. Attend Music class linked below at 9:50 AM ( 1st zoom link below)  
4. Join class zoom linked below at 12PM. (2nd zoom link below)  
5. Choose and complete an activity from the @home list attached  
6. Watch Additional Links below- Blessed (only video #5!) & Domestic Church video.  
7. Complete quiz attached. 

 
10. To add links ( for Zoom sessions, extra resources, articles, videos etc.) click 

“add” at the bottom and paste links for whatever you need.  
11. On the right hand side select topic, then create topic, and name the topic 

whatever the unit or month or dates are. This will file it appropriately for 
your students to find it. 

 
How to: Post an Assessment Assignment 
 

1. Log In to your own Gmail account. (If you don’t have one, you’ll need to 
create one). 

2. Click the box of 9 dots icon found in the upper right hand corner. Looks like 
this: 

 
 
 
 
 
 

 
3. Select the classroom icon (looks like a chalkboard) 
4. Select the class you want to post work for. 
5. Select “classwork” from the top menu. 
6. Click “create” at the top. 
7. Choose either quiz assignment or assignment 
8. Choose a due date for the quiz 
9. Quiz assignment creates a google forms quiz that students can answer and 

submit to prove they’ve engaged with material. 
a. Pros: students get correct answers back 
b. Cons: Can be glitch for students to turn in, doesn’t show progress to 

catechist. 
10. To create a doc based Assignment, choose create, then “assignment”, title the 

assignment, and click create at the bottom. Select “Docs”.  
a. A new google doc will open.  



b. Type a few short, easy questions that will prove students engaged 
with the material. 

c. Then back on the classroom page, from the drop down next to the doc 
attachment at the bottom select “Make a copy for each student” -
***IMPORTANT*** MAKE SURE YOU DO THIS IN INITIAL SET UP OF 
ASSIGNMENT, AS YOU CANNOT GO BACK AND CHANGE IT. 

d. Choose a due date for the assignment. 
i. Pros:  Can see student progress, even if it was opened or one 

letter was typed, provides better accountability. 
ii. Cons: Doesn’t give students right answers. 

 
 
Links to Sarah’s FlipGrids  
For example purposes only, Parishes are not permitted to use flipgrids for instructional 
purposes without Sarah’s express written permission. 
 
https://flipgrid.com/summerreled6 
 
Helpful Sites , Resources and Links 
www.kahoot.com- Video quizzes to share on zoom screens 
  
Almost Christian- Christian Smith- Text about keeping youth in the Church. 
 
www.edpuzzle.com - Online Assessments based on videos 
 
www.wordwall.com - word cloud live online game 
 
https://formed.org/ 
 
https://dynamiccatholic.com/blessed- animated for young children 
 
Sarah’s Reccomended Class Flow: 
Format of a lesson 

1. Prayer 
2. Do Now activity 
3. Content 
4. Share Screen 
5. Live  zoom link  
6. Closing Prayer 
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