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Using Google Apps for Education – An Introduction
Many schools are now considering using Google Apps for Education which is a suite of tools consisting of Google Mail (Gmail), docs, sites, calendar and many others. This guide will talk you through how to get this setup in your school and some of the things that I have learnt along the way. This guide is not aimed at showing you how each of the tools works or ways to use them but information on this can be found in the additional resources section. I will add sections for these elements at a later date. I am assuming for now that most people have played with Google Docs or Google Mail, hence the reason to install Google Apps in your school. 
For me there are two main reasons for using Google Apps within school. One is collaboration and the other is cost. Google allows users to collaborate on a document or share a calendar with just a few clicks. This means that a whole group of users could be uploading data to a spread sheet or creating a website together with ease. Google Apps is relatively cost-free. The only cost will be for the domain name and web hosting. This will be around £40 a year. There is of course the time ‘cost’ but this guide will hopefully remove some of that. Bear in mind, whichever VLE or online tool you use, you will have a very similar time element to contend with!
I have tried to put a rough time on each section to give you an idea how long this might take. I would say that from start to finish, this could all be done in three hours. However, due to some settings taking 24-72 hours to update (domain records or activating mail) you may want to spread this over a few days. 
Do please note that Google make changes all of the time, so this guide is correct at the time of it being made but buttons and options may be in different places. If this is the case, please let me know and I will try and update the guide as appropriate. 
I hope that this guide is useful and will show how to get you started and more importantly, how to use Google Apps safely. If you have any questions or comments, please contact me using the information below. 
You may use this guide and share it as you see fit but please do link back to my blog and provide acknowledgements as necessary. 

Revision History
Version 1.0 - Guide launched – 29th April 2011
Version 1.1 Added information about registering a domain via Google. 
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Setting up a domain through Google – 10 minutes
To begin with, you will need to have a website name or domain name to use with Google Apps. This can be done through Google for $10 a year or elsewhere if you prefer. This step will talk you through how to register with Google. 
	To do this, visit: https://www.google.com/a/cpanel/domain/selectDomain and choose ‘I want to buy a domain name’ 
Type in the address, check availability and continue to registration. 
Complete your school’s details on step 2 and continue. 
Enter your payment details and continue. 
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Enter a username for the main admin account. I would suggest something like ‘admin’. You can add named teachers as administrators later on. Read the terms and conditions and then continue. 
You are now into the set-up wizard tool which is useful but in case you need some help, follow the steps below. You can leave and re-enter the setup wizard at any point. I think I spent about 3 weeks completing this wizard! 

	To upgrade your domain to the Education edition, visit: http://www.google.com/support/a/bin/request.py?contact_type=nonprofit
And fill in your school’s details. This can take anywhere from 24hrs to 2 weeks. 
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You can now continue on to ‘setting up Custom URLs’ as Google will configure the domain and Gmail for you. 

[bookmark: _GoBack]
Setting up a Domain elsewhere – 10minutes (plus up to 24hrs waiting time afterwards)
Before you get started, you will need to purchase a domain name and web space from a hosting company. I will assume that you don’t currently own these and I’ll start from the beginning. I recommend using CS New Media for hosting as I have used them for a few years now and found their support to be incredible. They have also provided me with a free sign-up so that I can create this how-to guide for you. The link to sign-up for your own domain and hosting is here: http://www.csnmbilling.com/aff.php?aff=071 
*Clicking this link will make a very small donation to my account (but not cost you any more). I think it is better to be honest with you and don’t forget you are getting this how-to guide for free  *
You might be able to use an existing site e.g. your school website, but it definitely seems to work better if you start with a new address. I have set-up www.stjohnsapps.co.uk for the hosting of Google Apps in my school. 
	To begin with, click on hosting and then Linux hosting. (I once had problems with Windows hosting and have used the Linux option ever since!)
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	Choose a hosting option and select ‘Order Now’. 
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	Choose an option from the list. If you are registering a new address, this is the step to do this. You can review your options before purchase. 
Click to continue. 
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	Update your cart and then on the next page, enter your name. You may wish to use the school name rather than your own name if it is for school purposes. 
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	You can then check out and enter your payment details to complete the process. 
	[image: ]





Signing up to Google Apps - 15 minutes
This step is needed if you didn’t purchase a domain through Google
You can find the sign-up page for Google Apps  at: http://www.google.com/a/help/intl/en/edu/ or just Google ‘Google Apps for Education’. Click on Sign-up now. There are three options and then under Option 1, Sign-up online and then click on Sign-up Now. Enter your domain name and then click continue. 
Enter the number of users you will require. Think about how many children and staff you have in your school. You can add more users later but I would always add a few extras. For example I needed around 350 accounts so I requested 500. I have since increased this to 1,000 as we are thinking of how to include parents too and adding more users was free.  
Complete the rest of the form and then continue. On the third page, enter a username for the main admin account. I would suggest something like ‘admin’. You can add named teachers as administrators later on. Read the terms and conditions and then continue. 
You are now into the set-up wizard tool which is useful but in case you need some help, follow the steps below. You can leave and re-enter the setup wizard at any point. I think I spent about 3 weeks completing this wizard! 
**This is by far the most technically difficult part of the whole process. You will need access to the control panel for your domain at the very least and maybe knowledge of FTP software too. I would recommend using CS New Media - http://www.csnmbilling.com/aff.php?aff=071 - as mentioned above. **
If you do need FTP software to upload a file, use Filezilla as it is free. 
	You will need to verify your domain ownership. I assume you have an ‘other’ domain (as most are non-UK domain companies, so click this and you can choose to use the recommended or alternative methods. 
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	Recommended Method

Copy the text from the verify page.
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	To use the recommended setting you will need to log in to the control panel for your domain. As mentioned above, I am using CSNewmedia. 
You will need to find the DNS settings option. **Note that you may not be able to do this, it will depend on your domain*
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	Click Add record to add a new DNS record to your domain. 
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	Select TXT record and paste the code from the verify page into your TXT record box and then press OK.
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	You may get a warning, select Update or OK if you need to. 
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	Click Verify on the Google page. If you receive an error, it may because you now have more than 1 TXT record on your domain. Remove the others so that Google is the only one.

That’s it, you’re verified. 
 

	Alternative Method
If you struggle with the recommended setting, then the easiest ‘alternative’ is to upload an HTML file to your domain. For this you will need to use FTP software such as Filezilla and log in to your domain. 
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	Download the HTML file and then upload it to your FTP/domain site. Then click the link on step 3. 
Click Verify and you’re done. 
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It should look like this. 

	
Please note that there may be up to a two week delay while Google verify that you are an Educational Establishment. This is often only a couple of days but it does vary.
You can continue to set up the system and use it while you are waiting for this upgrade to happen.




You can then continue through the set-up wizard which should help you with most things you need. You can use the tabs along the top as well to make changes when you need to. I would suggest adding Postini email protection into your account, this can be done on the ‘Choose your Apps’ page.
The dashboard/admin console is - https://www.google.com/a/cpanel/stjohnsapps.co.uk/Dashboard  but replace the stjohnsapps.co.uk bit with your own domain name.  



Activating Gmail – 10 minutes (plus up to 72hrs waiting time afterwards)
This step is needed if you didn’t purchase a domain through Google
I found this to be a little problematic (my fault of course) and it will again depend completely on your domain host and how much access you have to the settings. If you get stuck, just email your hosting company and ask them to give you a hand. I’ll assume that your domain isn’t listed on here and will again base this on the CS New Media control panel. 
	Log in to your domain’s control panel and select DNS settings. 
From here you can add (and remove) records. 
Delete all existing MX records. 
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	Choose MX record and add the information as described on the Google Setup. On CS New Media you can leave the ‘mail domain’ box empty. This will take 24-72 hours to verify so be patient!
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Setting up Custom URLs - 15minutes
This is an optional step but one that might make life a little easier. When you have set-up your Google Apps, you can access your services through a long URL such as: http://mail.google.com/a/stjohnsapps.co.uk  but you may wish to change this to http://mail.stjohnsapps.co.uk instead. This is easier to remember. However if you link all of the services on one page, e.g. a homepage or your school website, then it doesn’t matter too much what the URL is of course. 
To do this, you will need to log back in to your domain Control Panel and access the DNS settings. Add a DNS record (similar to the step for MX records above) but choose CNAME. 
	Enter the short URL in the domain name box, e.g. mail or calendar and then enter the canonical name ghs.google.com
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Press OK and then you may need to choose Update to confirm the settings. 


	Once you have done this, access the Settings button for your service and ensure that the URL matches the one that you set-up in the domain control panel. 
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Adding users in bulk – 15minutes
Google Apps allows you to choose which tools you enable or disable for different sub-organisations of users. This is managed through the organization and users tab in the admin console. Firstly you need to setup your sub-organisations and then you can manage the tools. 
In my school I have a sub-organisation for each year group, one for staff and a generic account too. I have year groups because I might want some tools e.g. email turned on for Year 6 but not for Year 3. The staff have a lot more tools turned on and I also have a generic one for emails such as pta@, office@ and governors@ email accounts. These are shared accounts and may have limited tools as they are really only used for email and calendar. Eventually these people may wish to have their own assigned accounts, but to start with, group accounts work.
**Do discuss as a staff if you want to be known by your ‘real’ name or by a title. We have set ours up with first names e.g. Ian Addison, but you may wish to use Mr Addison instead**
I also have a guest sub-organisation for people interested in seeing our Google login. This has email turned off to disable contact with children and I have also removed docs for a similar reason. 
	To upload users in bulk, create a CSV file of their names. I would suggest getting this from your SIMs or office data.
You can create this in Excel and there is a video guide here: http://www.undertenminutes.com/?p=221 
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	Create four columns, email address – first name – last name – password. 
Once you have the names, enter this into the email address field =B2&"."&C2&"@yourdomain"
This will combine column B (firstname) with column C (last name) and include a . in the middle. E.g. ian.addison@stjohnsapps.co.uk
You can of course type these in, but it would take much longer!
	[image: ]

	Select your file, choose upload and continue and Google Apps will check that it looks correct. Check and press ‘confirm and upload’.
This may take a few minutes or a few hours. You need to be patient!
**Do this one year group at a time and move on to the next step**
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	Once users are uploaded, you will need to move them into the right organization (year group) This is the overview of our organization page. Children are setup into cohorts to aid deletion at the end of the school year and to make it easier to manage what each year group will see and be able to do. 
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	To add a new year group, click ‘add sub-organization’ and give it a title. You can also add a description if needed. 
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	Click back on your main organization at the top, select your users and then choose move to and select your new group and then move them. 

You can now repeat this process with the next year groups. 
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Adding Individual Users – <1min per user
There will come a time when you need to add a user individually, for example if a child has joined. To do this, navigate to the organization page and click on the cohort you which to add them to.
	Click ‘Create a new user’
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	Type in their first name, last name and give them an email address. 
You will see a temporary password, you can set this by clicking set password. 
Press create user and give it a few seconds. 
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Managing Tools – 10minutes
There are a number of tools within Google Apps and these fall into two categories, core and other. These tools are known as services within the admin console. The main distinction between Core and Other is that the Core services can be found along the top of the Google page e.g. Gmail, Docs etc and the Other services require a separate URL to find e.g. Blogger, Picasa and Maps. 
Please note that even if you turn these on or off, your school internet settings will decide if access is allowed. For example, if you enable YouTube, your children may still find it blocked in school if that is how your filtering is setup. Enabling or disabling the services just means that users can sign-in using their Google Apps login, thus giving them a way of starting a Blogger/YouTube/Picasa account. 
Services are controlled by setting them from the domain and then adjusting them per sub-organisation. For example we have Google Video turned off at the domain level so this is disabled for everyone, but I have chosen to enable it for staff meaning that just that group can use it.  
	To manage the services, click on the Organization tab and click on your domain name. 
Click ‘Services’ to see the list.
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	You will see a list of the Core and then Other services available to you. You can simply click On or Off to enable or disable for the whole domain. 
If you are unsure about a tool, leave it off. 
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	Once you have decided on your whole school settings, click on a sub-organisation e.g. the year 6 children or staff
You will see that settings have been inherited from the main domain but you can override them. This is useful if you want to change settings for a particular group of users. 
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Managing Users – 5minutes
There will be occasions when you will need to manage the user accounts. This could be to reset a password, change their name (e.g. from Rebecca to Becky) or promote them to administrator level. To do all of this, browse to the organization and users tab, find the user you wish to edit and click on them. Alternatively you can search for their first or last name at the top of the dashboard. 
	You may occasionally need to rename a user e.g. changing from Daniel to Dan. To do this tick the box next to their name and then choose rename user from the more actions menu. 
	[image: ]

	You can then change the name and email address of the user. You will need to inform them of this change as they will need to use the new name when logging in. 
My advice? Ask the children about this before making their accounts!
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	To change a user’s password, click on a user’s name and then click ‘Change Password’ and assign a new one. You can also select whether or not they will need to change this when they next login. 
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	Once you have clicked on a user you can assign them admin rights. This relates to the dashboard/admin console only. 
You can choose whether to let certain users change other people’s passwords, add users and manage certain parts of the Google Apps domain. 
I would assign all teachers the ability to change passwords so that they can manage it if a child forgets it. 
Super Admin gives them full access to everything in the admin console. 
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	When a user first logs in, they will need to enter the ‘Captcha’ code and accept the terms and conditions. 
When working with children, I asked them to check the code with their partner before logging in to ensure they had typed it correctly. *This also worked with staff too!!*
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Setting up Postini – 5 minutes
You will need to wait until your email has been verified to setup Postini but it is well worth waiting for. Postini provides email filtering to manage any spam that may enter your domain. 
Firstly you will need to enable the service and then enter the Postini control panel by clicking System Management. There are a whole host of options available and most of them are very technical and do not require any interaction by the user. You can also go in to the system management to find reports of messages sent, spam received and other options too. 
For users who which to edit their Positini settings, they can access the control panel. 
	From the ‘My Settings’ page, users can add approved or blocked domains. 
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	Simply click on Approve senders and enter details of any senders that come up as potential spam by Postini. 
This works in a similar way if there are senders you wish to block as well. 
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Recommended Settings – 15minutes
There are a number of settings available to users and there are some that are obvious and some that are technical. I am going to show you what I have set-up for my school. This may be right or wrong, but it works. Once you are more used to Google Apps, feel free to make changes to these settings as you see fit. I will run through the settings for the core services in turn. I have just described the settings that I feel are important to using Google Apps. 
Note – Google Labs area feature that can be set that provides users with additional tools before a ‘proper’ release. These may not always work but can often be quite good fun. You can decide if you wish to allow your users to have Labs enabled in the services settings below. 
Domain Settings
	General> Organization Name – This is just the name of your school
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	General>Contact Information – The primary admin and a backup email in case passwords are forgotten. 
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	General>User Support – This is a notice for users if they have any difficulty and need help. 
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	General> Advertisement Option – This will turn off all adverts and is a no-brainer, it needs to be off! 
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	General>New Service – This decides when you receive new updates. If you don’t choose automatically, you can wait a few days/weeks before new features become available to you. 
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Calendar
	Sharing Options – We have this set because we want to link the calendar on our school website as well as within Google Apps. 
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Contacts
There are very few options available and these are left as the default. 
Docs
	Sharing Options – We currently have it set so that users can not share outside of the domain but can receive them. 
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	Sharing Options – We have set it to default that all documents created can be seen by other users within the school. This can be changed when creating or editing a document. 
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	Google Cloud Connect – This is an add-on for Microsoft Office that allows users to sync files between Office and Google. 
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	Templates>Categories – This lets you decide on the category templates for your school. This is useful to remove the categories aimed more at businesses. 
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Email
	Name Format – Just a preference we had. For children we thought first name first looked better. 
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	Voice and Video Chat – We have disabled this for our users at the moment. 
	[image: ]

	Outlook and Blackberry Support – Enabled in case a user needs to use it. 
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	Themes – Children have enjoyed choosing different themes, there are about 40 to choose from. 
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Groups
	Sharing Options – To be honest, we haven’t used Google Groups yet but these are the settings that we have applied. 
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Sites
	Sharing Options – We have enabled children the ability to share websites made with the outside world. They follow a strict set of guidelines before publishing though. These include checking photo permissions and copyright, checking they haven’t included any inappropriate language and trying to check spelling!
	[image: ]



Video 
You can only have 100 users that are allowed to upload video to Google video so think carefully about who gets this access. I would suggest staff and maybe some selected children. I run a programme called Digital Leaders (http://ianaddison.net/?tag=digital-leaders ) and I would give them access too. 
There are no other settings to change within Google Video. 
Mobile
	Google Sync – This is turned on to enable users to access Google Apps on their phones and mobile devices. 
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Advanced Settings – 5 minutes
There are a number of advanced settings available but as the title suggests, they are not necessary for the majority of users. The main one you will (probably) want to enable is the ‘Restrict Email Delivery’ option. This will mean that certain groups of users will only receive email from certain domains. The easiest way to explain this is to say that we have this set-up for our children so that they can only send and receive emails from within the school domain. If you are not a St John’s Google Apps user, you can’t contact our children. As we educate the year groups, we may remove these settings to make it a ‘proper’ email. We have not set staff with this restriction. 
	Scroll down to ‘restrict email delivery’ and choose ‘add an organisation’ These are the cohorts that we set up earlier. 
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	Choose a group and press ‘add’.
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	On the right-hand side, enter the domains that you wish the children to send and receive email from. For example, we allow stjohnsapps.co.uk as this is our Google Apps domain. 
We do allow a few others too as the children sometimes get emails about their blogs etc. 
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Adding Additional Services – Aviary etc – 5 minutes 
There are other tools that can be accessed via the Google Apps Marketplace. Some of these are free and some are not. There is one in particular that stands out (Aviary) but you may want others too.
	To access the Marketplace, click the ‘Shop the Marketplace’ link in your dashboard. 
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	You can then search for services and tools. I would suggest reading the reviews looking at feedback and checking the prices too. 
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	I would suggest searching for Aviary but ensure that you get the Education version. 
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	Click on Aviary Design and then click Add it now. Read the terms and conditions and continue. Choose ‘Grant Access’ and then enable. You can now Access Aviary from the dashboard. 
Some services require you to enter your domain name when installing. Some will also have limits, e.g. 20 users. So be sure to check them before installing. 
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Setting up your home page
You now have a vast range of tools that you can provide to your children and staff, but how will you present them? The default Google login isn’t very attractive so I would suggest creating a homepage where users can access the tools in one place. This can be done by creating a page in Google Sites and setting it so that only users of your school can access it by logging in. The link to this Google Apps homepage can be placed on your school’s website. 
Logos for the different Google Tools can be obtained here: http://bit.ly/googleappslogos    
To create a site, you can follow the video here: http://www.undertenminutes.com/?p=191 to create a homepage. I created mine by using a table and putting logos for the different tools into the cells. On the right-hand side I also provided links to the dashboard/admin console so that teachers can change users’ passwords. I also have links to our school website on there too.
Our site looks like this: 
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When a user clicks on a logo it takes them a page (see below) that provides a little more information about that tool. This could be rules (in the case of sites or mail) or tips of how to use it. On this page, clicking the logo will take the user into that tool. 
[image: ]
You will then need to choose who can see this site (and edit it). 
	In the top-right corner, choose More Actions and then Site Permissions. 
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	Click ‘change’ and then select the option that allows people within your school. You can then press OK and put the link to this site on your school website and share it with users. 
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So…Now What?
Now you can play, explore and experiment really. We started with Google Mail. This was built in to our e-safety planning and then we showed the children (for about 2 minutes) how to use it. In all honesty they took to it very quickly. The main thing I think is to start small and build up from there. 
A copy of my ICT policy can be found in the Useful Resources below, but I would also suggest checking photo permissions and involving parents. When we started using Google Apps we informed parents on our weekly newsletter that we were going to be using Google and that their children might mention it. After three months we held parents evenings to showcase that we have been doing with it. This included creating websites in Year 3-4 (7-9 year olds), linking the calendar on our school website and using the email to share the weekly newsletter with children. 
My top tip is to start slowly and get used to it before branching out into other classes and year groups. It has huge potential but it will take time to embed fully across the school. 








FAQs
This section is for any questions that I have been asked and I will add to it as I can and as more questions come through. The main question though is about data. 
Does Google store data in the EU to comply with regulations?
Information about this can be found here: http://tbarrett.edublogs.org/2009/07/19/online-reporting-to-parents-using-google-docs-a-proposal-update/  and this gives information about the Safe Harbor agreement which Google has signed up to. 
Can I access the sites, mail, documents etc that the children create?
No. This might be a killer for some schools, but we have built in a level of trust with all children. If the children make a site or a document, they share it with their teacher. If they receive an email that they are not happy with, they forward it to their teacher. If they don’t follow their rules, we remove certain privileges. We have however, told the children that we can see all content they create. This has helped a great deal. 
Could I use Google Sites to create a website to replace my current website?
You could but you may find it limiting compared to other tools out there. For example, Google Sites allows visitors to comment on webpages, but it doesn’t let you moderate the comments before they go live in the way that Wordpress would do. 
Can I set it up so that users log on to my network and then are automatically logged in to Google Apps (single sign on)?
Maybe, but I found it to be very complicated and I didn’t go through with it. We just ticked ‘remember me’ when users logged in instead, this works fine on my network.  The guide for connecting Active Directory and Google is available here: http://www.google.com/support/a/bin/answer.py?answer=106368 









Useful Resources
My Blog posts about Google Apps: http://ianaddison.net/?tag=google-apps
My ICT policy: http://ianaddison.net/?p=720
My school’s how-to guides: http://bit.ly/stjohnshelp 
Video Help site, including Google Sites and Mail: www.undertenminutes.com 
John Mclear’s guide to setting up Google Apps:  http://mclear.co.uk/2009/11/24/google-apps-in-a-primary-school-%E2%80%93-getting-started-guide/ 
Google Apps Forum - http://www.google.com/support/forum/p/Google+Apps 
For ideas of how to use these tools in the classroom, try Tom Barrett’s excellent Interesting Ways resources here: http://edte.ch/blog/interesting-ways/ or in a slightly nicer format designed by Mark Warner here - http://ideastoinspire.co.uk/#4
And on Twitter…
There are over 500 Google Certified Teachers worldwide and many use Twitter to share thoughts and ideas, the hashtag for this is #gct and can be found here http://twitter.com/#!/search/%23gct
I would also suggest following these people who are also Google users and/or trainers 
@edintheclouds – Mark Allen (Google Teacher Academy UK 2010 - GTAUK 2010) – Thanks to Mark for adding information about registering a domain via Google
@kvnmcl – Kevin McLaughlin (GTAUK 2010) – Thanks to Pete for helping check this guide for me
@oliverquinlan – Oliver Quinlan (GTAUK 2010)
@mattlovegrove – Matt Lovegrove (GTAUK 2010)
@zoeross19 – Zoe Ross (GTAUK 2010)
@tombarrett – Tom Barrett (GTAUK 2010)
@frogphilp – Steve Philp (GTAUK 2010)
@daibarnes – Dai Barnes (GTAUK 2010)
@primarypete_ - Pete Richardson – Thanks to Pete for helping check this guide for me
@lthumann – Lisa Thumann (The Google Search expert)
@iteachag – Danny Silva (The Google Calendars expert)
@baggiepr – Phil Bagge – Hampshire Advanced Skills Teacher for ICT
@gappsupdates – Information about Google Apps Updates
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‘The user may not be able to chatfor 3 days after renaming
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Google Tools >

Sites

Google Sites will allow you to make your own website. There are some rules to follow

Please make sure that the site does not go public without checking with Mr Addison

Make sure that l sites are shared with Mr Addison and your teacher

Check where your pictures and informeation have core from, if you have taken them from a
website say which website it came from!

+ Remove comments from the page if you wart it to go public

To make  site, click the logo below or watch the video to show you how to get started





image67.png
= Create page | | # Edit page | | More actions v
70 Page actions

Revision History gthenr
[ Subscribe to page changes f
Page Settings u

(5 Print page Ciil+p
Move page m

| 771 Delete page Shitt+3
Preview page as viewer gthen p

Page templates

Save as page template

Change page template Shit +1
7 Site actions

(1 Subseribe o site changes  Shit +1
M Manage site gthenm

e & Site permissions Shit +§





image68.png
Sharing settings

Paste this link in email or IM:

fons:

Permi:

St John the Baptist Primary School
L pecie st St dom the Bapit Hitary Schoolcan i and view e




