Doctopus
Digital Copy Machine and More for GDocs

Doctopus distributes personalized digital copies of assignments in Google Docs to students,
allows for differentiating of instruction, facilitates providing feedback to students, provides more
teacher control of student editing rights, and simplifies the management of student files by
providing an index of links to individual student assignments.

Doctopus works with gClass Folders. This guide assumes that you have used gClass Folders
to set up individual student and class folders.

Be sure you are logged into only one Google account when using Doctopus.

Distribute Assignments

You can use Doctopus to make digital copies of an assignment and distribute those
copies straight to individual student assignment folders in Google Docs. Students will not
have to make a copy before editing the distributed file, nor will they need to name the file.
The file will be named using the pattern you have set, for example: Garton Janetta
Personal Narrative. No more hunting around for a file that a student has shared with you.
All assignments will be organized in individual student folders with appropriate file names.
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Differentiate Instruction

When distributing the assignment, you have 4 choices:
« Individual-all the same: Distribute a copy of the same file to all students.
« Individual-differentiated: Distribute different files to different students.
« Project Groups: Distribute different files to different students based on group
assignments, like Jigsaw.
« Whole class: Distribute one file to the entire class. All students edit the same file.

Additional Sharing Options
« Add other teachers with editing rights.
 Set permissions to allow all other students in the class to view or comment only on other
students’ assignments. This allows for peer editing without requiring any sharing by the
students. This permission can be set after the initial distribution.

Feedback, Management, and Editing Rights

You can use Doctopus to assign grades and include feedback. Doctopus generates a
spreadsheet for each assignment that lists students in one class period, and provides a
clickable link to each student’s assignment file. It has a column to enter grades, and another
for written feedback. It checks every 5 minutes for edits, and shows the date/time of the last
edit.

capwhshiston

WC Chapter 1 Notes Distribution Commen
File Edit View Insert Format Data Tools Help Doctopus All changes saved in Drive
&5 e AT s %13 Arial 7107815A7é785|7 =E-1-5 HM z

A B (o] D E F G H 1 J K

,  Student First Student Last Y Student Folder Y
Name Name Period Student Email Flag Key EELC Link Last Edited Grade  Wiritten Feedback
2 WHS Tiger3 5 WHSTiger3@media. 0B4HDFe9QGOIimM 18DA4uvv_ Tigerd WHS WC Chapter 1 Notes 9/1/2013 20:39:33 20 Excellent work!
Some incorrect
3 wHs Tigerd 5 WHSTigerd@media. 0B4HDFe9QGOIimM 1sWSS8Zp Tigerd WHS WC Chapter 1 Notes 9/1/2013 20:39:38 15 information.
4 WHS Tiger5 5 WHSTigers@media. 0B4HDFe9QGOIimM 1FatKEB8uiC Tiger5 WHS WC Chapter 1 Notes 9/1/2013 20:39:44 14 Incomplete.
5
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Teachers can use the Doctopus menu to send personalized emails to each student in the
spreadsheet that has their grade and contains the written feedback.

Initially the teacher is the owner all the assignments. Using the Doctopus menu, the teacher
can temporarily remove the student’s editing rights. This could be used to prohibit students
working beyond the due date. Teachers can also use the menu to transfer document
ownership to students at the appropriate time.

You can rerun any of the steps in the Doctopus menu at any time. For example, this would
allow you to distribute the assignment to a new student.

WC Chapter 1 Notes Distribution Period 5

File Edit View Insert Format Data Tools Help Doctopus Last edit was 49 minutes ago

= ~ T 0§ % 123+ Aral - 110 ~

Student First Name

A B C D
Student First Student Last
Name Name Period Student Emai
WHS Tiger3 5 WHSTiger3@r
WHS Tigerd 5 WHSTigerd@r
WHS Tiger5 5 WHSTigers@r

What is Doctopus?

Step 1: Set up sharing basics

Step 2: Choose what to copy and distribute

Step 3: Choose destination folder, set up file naming and notifications

Step 4: Copy and share the assignment

Refresh time of last edit H

Attach Goobric

d .,. .

Embargo for grading: Set editors to view only

Send personalized emails to students

Done with this assignment? Transfer document ownership to students
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Process

Distribute the assignment.

ook~

Distribution Spreadsheet

N
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Set up folders for the distributed assignment.
Upload or create your assignment template.
Generate the Distribution Spreadsheet for this assignment and class period.

Repeat for the other class period using the same assignment template.
Access students’ assignments that have been completed, entering scores in

Send scores and feedback to students.
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Set up Folders

The first time you distribute an assignment for a

course, you will need to create a Distributed
Assignments folder nested inside the Course
folder. You will need to do this just once for each
course. Name the folder with the course title or
abbreviation and Distributed Assignments, ie WC

Distributed Assignments.

~ My Drive
» B gClassFolders Archived Student Assignment Fe
» B Gov and Politics
» I3 Social Studies
~ B West Civ

A

» [ Assignment Folders
BB Teacher
~ [l WC Distributed Assignments
B WC Chapter 1 Notes Assignment Period 5
8 WC Chapter 2 Notes Assignment Penod 5
B WC Essay Period 5

W"“

Each time you distribute an assignment, you will need to create a folder for this assignment
within the Distributed Assignments folder. Name it with the course title or abbreviation of,
assignment title, and class period. For example: WC Chapter 2 Notes Period 5.

~ My Drive

» [ gClassFolders Archived Student Assignment Fc
» I Gov and Politics

» I Social Studies
~ [ West Civ

» [ Assignment Folders

B Teacher

B WC Chapter 1 Notes Assignment Period 5 }

B WC Chapter 2 Notes Assignment Period 5

B WC Essay Period 5

A

~ [l WC Distributed Assignments

B WC Chapter 1 Notes Assignment Period 5
B WC Chapter 2 Notes Assignment Period 5

distributed Assignment

Folder for each

I WC Essay Period 5

B Ty I A P A I i P WPV
Upload or Create Assignment Template

Create or upload your
assignment template to
the Course Folder (ie:
image below “West Civ”
folder). It has to be in a
folder that is not inside
any other folders. This
file must be a Google
Doc, instead of a Word,
PowerPoint, etc file.
Name it with the course
title or abbreviation of,
assignment title and

v [l West Civ
~ [ Assignment Folders
» [ West Civ Period 5 Assignment Folders
~ [ Distributed Assignments
B WC Chapter 1 Notes Assignment Perioc
B WC Essay Period 5
Ba Teacher
I West Civ - Edit

L e % O

My Drive West Civ
TITLE

l Ba Assignment Folders {
B Distributed A
Assignment Templates in a
B8 Teacher

Google Docs format.
B3 West Civ - Ed|

B3 West Civ - View Shared
B WC Chapter 1 Notes Template

B WC Essay Template

{
Eﬂgst’giv-vsw P po— - o |M<"_J

include the word template, ie WC Chapter 3 Notes Template. If you have multiple
assignments for a group project situation and for differentiating, upload those as well.
Once you uploaded the assignment template you can use it multiple times to distribute
assignments to several class periods.
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Generate the Distribution Spreadsheet

Open your gClass Folder spreadsheet.

e o i
4

TITLE
v My Drive

I gClassFolders Archived Student Assi
» [ gClassFolders Archived Student Assignment 9

» [ Gov and Politics 8 Gov and Politics
» Social Studies

" I Social Studies Shared
~ [ West Civ

~ [ Assignment Folders Ba West Civ

» [ West Civ Period 5 Assignment Folders
~ [ Distributed Assignments
B WC Chapter 1 Notes Assignment Perioc Latham gClassFolders 2013
B WC Chapter 2 Notes Assignment Perioc

B8 World History

Latham gClassFolders 2013 o

File Edit View Insert Format Data Tools Help gClassFolders Last edit was on August 18

& e A~ s % 13- Al . 40 - Whatis gClassFolders? E
x Sort sheet byClass, Period, last name
A 8 S Create new folders and shares ’
[
2 " Perform bulk operations on selected student(s)
2 @ Get gClassHub URL
X R
gClassHub: Take your gClassFolders experience to
CF new heights with a gallery of add-on scripts,
g preconfigured and ready to use with your class roster!
Use the custom URL below to visit gClassHub forgour classes
Custom link to gClassHub for this gClassFolders
installation
B gClassH o esigned to work with gCli
and read Select the
appropriate class.
Gov and Politics Period 3 e capwhshistory! Select class roster(s) to use with one of ti

West Civ Period 5

Doctopus

Launch a spreadsheet with
your class roster to create
differentiated starter templates
for your students, pre-
oprganized and shared to their
gClass dropboxes. Great for
student grades. both jigsawed group projects
e e and indvidual assignments...

Version 4.2.3  6/9/13
Anc tilman@gmail. com
Launch a”mn'“ astilman@gmail.com Launch by Andrew  astilman@gmail.com

Stillman

autoCrat - PDF
progress report

This preconfigured version of
Autocrat will enable you to
create and Email students a

Gel support PDF document merge using

Get

W
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You are about to launch a new instance of Doctopus in
your West Civ Period 5 TEACHER FOLDER(S) containing
the following students

$(1)

WHS Tiger3 Name of new spreadsheet
WHS Tigerd Ies Distribution Period K
WHS Tiger5

9 Create new Doctopus |

) -

Enter a name for the
Distribution spreadsheet,
i.e. WC Chapter 2 Notes

Distribution Period 5

\

J

You are about to launch a new instance of Doctopus in
your West Civ Period 5 TEACHER FOLDER(S) containing
the following students

WHS Tiger3 Name of new spreadsheet
WHS Tigerd Create new Doctopus |
WHS Tiger5 Success! Take me to: WC

Chap 2 Notes Distribution
Period 5

x|

Sometimes it take a couple minutes for
the Doctopus menu to appear. Try
waiting and then refreshing the page.

( If you are distributing different
assignment to different students

for a group project or

You can close

this tab.

differentiating, enter letters or

:,Google Apps Script

)/ B8 WC Chap 2 Notes Distr

numbers in the Flag column to

indicate groups or levels.

WC Chap 2 Notes Distribution Pe

bt/spreadsheet/ccc?key=0AoHDFe9QGOIimdF

*{ Photo Pin

R

* lconBug i lcons ,'h. flic' 8 - . Tag Diigo

Your new Distribution

File Edit View Insert Format Data Tools Help Last edit wa| 2
spreadsheet for this
& e AT s % 123 Adal -0 - A - assignment opens in a
Fx Student First Name new tab.
A B Cc
1 Student First Student Last Student Folder
Name | Name Period Student Email Flag Key
2 WHS Tiger3 5 WHSTiger3@media. 0B4HDFe9QGOImM
3 WHS Tigerd 5 WHSTigerd@media. 0B4HDFe9QGOImM
4  WHS Tiger5 5 WHSTigers@media. 0B4HDFe9QGOImM
5
B T i -u"‘,

Distribute the Assignment

WC Chap 2 Notes Distribution Period 5 ()

File Edit View Insert Format Data Tools Help Doctopus

5 e ~ P

Student First Name

$ % 123~  Arial

Willard Schools

How does Doctopus work?

9 Launch installation

WWMW

Authorization Required
Last edit was 3 minutes ago

This app needs authorization to run.

Cancel
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https://accounts.google.com/o/oauth2 /auth?zt=ChQ5T2hlbmINejk4ak
OMTECT IO EXTETTaTSeTICe -

2

Request for Permission

View and manage the files and documents in e
your Google Drive

rg Allow this application to run when you are not
3 e

present

View and manage data associated with the
S

application

Copy of Doctopus V4.2.3 (6/9/13) - for gClassHub and

28l Know who you

View your email address [ ]
(1]
Scroll down and
click Accept.
will use
rvice and

this information in accordance with their respective terms

privacy policies.

Select a

Cancel

v

WC Chap 2 Notes Distribution Period 5

File Edit View Insert Format Data Tools

$ % 123~  Arial -

=5 e~ P
¢ Student First Name

ULV L R

Help Doctopus

Kz

Step 1: Set up sharing basics

Doctopus uses a student list with Google email addresses to create, manage, and
streamline rubric-based grading of a class assignment.

Desired Doc sharing

nent Description

®

If you want the whole class
to be able to view only or
comment only on each
other's assignment,

indicate that here.

Creates the same separate, individual Doc for
each student in your class.

dividual - all the same  + |

Whole class access level Individual student access level

allow ¢ only + | | allow edit 3

@ Editors cannot change sharing permissions

Email address(es) of other teachers or groups you want to give editing rights to. If
multiple, sep with ¢ .

L | -

hools.net

Enter email
addresses of other
teachers who need

editing rights.

@

Willard Schools

@ Save settings

Roster settings

Column containing
“excused" designation

Column containing
student email address

Sheet that contains your
roster

)

Last edit was 3 minutes ago

How does Doctopus work?

Launch installation

D

©
[ If you choose the Individual-
differentiated or Project
Groups you can use this menu
to select which students get
this assignment. Prior to this
step you will need to enter
letters or numbers in the Flag

column of the Distribution

| Student Email : | Flag

| rosterSheet * |

# My students have ingjvidual folders I'd like to add this assignment to.

Leave this

L checked.

Spreadsheet to be used to

indicate groups or levels for

each student.

\ _/
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Step 2: Choose which documents to copy and distribute

Select the folder that contains your Document template(s).
| West Civ - Last edited 9/1/13 8:12 PM $

- 1)

Choose the

Select the item you want to copy and share

| Document - WC Chapter 2 NotesJemplate |

s

2/

Choose the

course folder.

assignment

Save settings template.

Step 3: Choose destination folder, set up file naming and notifications

Select a destination folder for the copied files.
e | WC Chapter 2 Notes Assignment Period 5 - Last edited 9/2/13 12:5 PM |
—~OR-  Create folder named [ Doctopus Assignment for 9/2/13 | o
copy and paSte these variables Use these variables to substitute spreadsheet values into any of the fields

below. Variables must be separated from other text with spaces.
$studentFirstName ted f
$studentLastName you created for
gpeta this distributed
RKetudantEmail

How do you want the file(s) named.

into the field below to designate Choosse the foider

how to name the files.

o

assignment.
Check this box if you want

1SstudemLastName SstudentFirstName I

Notify document EDITORS immediately upon sh; I 0
Recipient email address(es).

to send each student an
Type in the title of

email with a link to their

[ $studentEmail
il subj the assignment.
i Email subject
assignment. ‘ mail subjec
signment: Chapter 2 Notes
) Include a note
If you choose to send This Chapter 2 Notes Assignment is due Sept 20th.
-
the email, enter an Mr. Latham
v

appropriate subject and

@ Save settings

type in a message.

WC Chapter 2 Notes Distribution P5

File Edit View Insert Format Data Tools Help Doctopus

e AT 0§ % 123 Anal 10 B 7 5 A. &-H =E-1-5 H
File Key
A B G D E F
Student First Student Last Y Student Folder
Name Name Period Student Email Flag Key
WHS Tiger3 5 WHSTiger3@media. 0B4HDFe9QGOIimM 1kO
WHS Tigerd 5 WHSTigerd@media. _0B4HDFe9QGOImM 19F
WHS TigerS 5 WHSTI X imM 1w2
Apps Script

All documents were
successfully shared.
Please explore the
Doctopus menu for
grading and feedback
options.
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Repeat for Other Class Periods

If you have additional class periods needing this same assignment, repeat the process. First,
in the Distributed Assignments folder for the course, you need to create a folder for this
assignment for the next class period, ie “WC Chapter 2 Notes Period 6”

~ My Drive
WC Chapter 1 Notes Assi t Period 5
» [ gClassFolders Archived Student Assignment Fo - prer 1 Noles Assignment Fen
» [ Gov and Politics B WC Chapter 2 Notes Assignment Period 5

> IR Social Studies B WC Essay Period 5
~ [l West Civ k

» [ Assignment Folders

B Teacher
i ) Folder for each
~ [l WC Distributed Assignments
B WC Chapter 1 Notes Assignment Period 5 distributed Assignment

B WC Chapter 2 Notes Assignment Period 5
B WC Essay Period 5

e ST WY SVRY L PP ENIIPRE L P s e ” e

e L O T

Then follow the steps on page 5-8 to Generate the Distribution Spreadsheet and Distribute the
Assignment.

Student View

Drive
P My Drive » Tiger4, WHS - West Civ - Assignment Folder
o My Drive
- - - [E] Tiger4 WHS WC Chapter 1 Notes Shared
K Tigerd, WHS - West Civ - Assignment Folc
I West Civ - Edit [E] Tigerd WHS WC Chapter 2 Notes Shared

1 West Civ - View

B Tigerd WHS WC Essay s
Shared with me

Assignment

Received.
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e class permission by

running Step 1 from the

Doctopus menu again.

The sharing will be

3 Tigerd, WHS - West Civ - Assignment Folder’ removed, but will take a

B st G\ i few minutes to process.
A message will display

~ My Drive
I Tigerd, WHS - West Civ - Assignment Folder ] Tiger5 WHS WC Chapter 2 Notes
1 West Civ - Edit
1 West Civ - View
Shared with me
Starred

wesat

m ~ Add files or folders shared with you to My Dz You can remove a whole

& Tiger3 WHS WC Chapter 2 Notes

If in Step 1 you chose to let the whole class have verifying that permissions
viewing or commenting rights, students will find hahve ?ﬁen Change_d
when the process Is
other student's assignments by clicking "Shared P
complete.

with me."

Access and Grade the Students’ Assignments

TITLE

m. My Drive » WestCiv » Teacher
4

~ My Drive
WC Chapter 1 Notes Distribution Period 5

» [ gClassFolders Archived Student Assignment Fc prer 1 Notes Histribution Fert
» [ Gov and Politics WC Chapter 2 Notes Distribution P5
> Social Studi

B Social Studes WC Essay Distribution Period 5
~ [ West Civ

» [ Assignment Folders \

I Teacher

Open the Distribution

Access the teacher Spreadsheet for the

folder for the course. assignment.

WC Chapter 2 Notes Distribution P5

File Edit View Insert Format Data Tools Help Doctopus Last edit was 10 minutes ago

e A —‘_, $ % 123- Adal 10 - What is Doctopus?

Student First Name Step 1: Set up sharing basics

P '

A B c D Step 2: Choose what to copy and distribute
Student First | Student Last Step 3: Choose destination folder, set up file naming and notifi
Name 1 Name Period Student Email F
Step 4: Copy and share the assignment
@me
If desired, you can disable @me Refresh time of last edit
editing for students while Aftach Goobric

you assess their work Embargo for grading: Set editors to view only

Send personalized emails to students

Lon

e T YRV
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WC Chapter 2 Notes Distribution P5

File Edit View Insert Format Data Tools Help Doctopus All changes saved in Drive

Comments

Date/Time of
& e AP $ % 123  Adal -l10 -|B 7 § A. &-H-b- =-1

last edit.

A B Cc D E F G H

Student First Student Last Y Student Folder
Name Name Period Student Email Flag Key [ZCLCAN Link

Tiger3 WHS WC Chapter
WHS Tiger3 5 WHSTiger3@me 0B4HDFe9QGOImM 1kO2jrhmY 2 Notes 9/2/2013 14:18:32

Tigerd WHS WC Chapter
WHS Tigerd 5 WHSTigerd@me 0B4HDFe9QGOImM 19FfPHxRt 2 Notes 9/2/2013 14:18:41

Tiger5 WHS WC Chapter
WHS Tiger5 5 WHSTigers@me 0B4HDFe9QGOIimM 1w23PnIX§ 2 Notes/ 9/2/2013 14:18:49

Grade Written Feedback

B e T NPV SRR R

Type in
Click a link to access

Enter a written
a student's work.
grade. L feedback.
WC Chapter 2 Notes Distribution P5 3
File Edit View Insert Format Data Tools Help Doctopus Last edit was 10 minutes ago (
s e ~ P s % 123+ Aral - |10 | WhatisDoctopus?
Student First Name Step 1: Set up sharing basics When finished
A B c D Step 2: Choose what to copy and dist grading you can
Student First | Student Last Step 3: Choose destination folder, sef
Name | Name Period Student Email F restore student
Step 4: Copy and share the assignm o )
@me editing rights.

. 2 Refresh time of last edit .
Use this to email grade and @me

itt feedback t " Attach Goobric
writien reedbac 0 a
@me Unembargo for revision: Restore student editing privileges

students.

Send personalized emails to students

——
s g s . 4
WC Chapter 2 Notes Distribution P5
File Edit View Insert Format Data Tools Help Doctopus Last edit was seconds ago
& e ~ P s % 123-  Adal - |10 | WhatisDoctopus? 4
Student First Name Step 1: Set up sharing basics
A B c D Step 2: Choose what to copy and distribute
Student First | Student Last Step 3: Choose destination folder, set up file naming and notifications
Name 1 Name Period Student Email F

Step 4: Copy and share the assignment

Refresh time of last edit 3
When all finished with this 117

Unembargo for revision: Restore student editing privileges oT.

a55|gnment’ transfer Send personalized emails to students

ownership to the students. s

o ne with this assignment? Transfer document ownership to students

i e T e IV PN R e TPV

Locked tor

() OO
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