
Google Apps Students 

 
Student Logon information is found in Teacher’s Desktop. 

1. Open Teacher’s Desktop 

2. Click on Student Information 

3. Click on Demographics 

4. Click the Google App Information button at the bottom of the screen. 

 

 
 

 

  



Creating a Google Group (for email) 
If you want to create a class list for Google Apps follow these directions. 

 

Get the class list from Teacher’s Desktop. 

1. Open Teacher’s Desktop 

2. Click on Student Information Reports 

3. Click on Copy Students to Clipboard 

4. Click the Google Apps format button 

5. Select the students 

6. Click Generate Report 

7. The student email addresses are now on the clipboard and can be pasted into another 

document or Google Contacts or Groups. 

 

 
  



Create a Google Group 
 

Click on Groups at the top of your Google Apps window. It may be located under more▼ if you 

don’t see it across the top. 

 

 
 

 

 



 
 

 

Naming Convention: 
School Name-Teacher Name Subject and period 

You now have a group created with the email addresses you entered into the member box. 


