Google Apps for Educators:
“Doctopus” Step-by-Step

1. Login and Create a File Folder
* |launch Google Chrome

e visit hitp://Drive.Google.com Signin Google
* login using your jurisdictional email address Email @
|
* select Google Drive from your panel ‘ é Document
« from your Google Drive home screen, Password |
select CREATE - FOLDER j FPresentation

(use the same name of the folder as the

. Sign i v 8 igned i Spreadsheet
document you will create) — s =
Can't access your account? E Form
2. Create a Google File
Any type of Google file will work:
Document, Presentation, Spreadsheet, or Drawing.
- Folder

select Google Drive from your panel
from your Google Drive home screen, select CREATE - DOCUMENT Document
save the document with the same name as your folder

place the document in the folder you have created in Step #1

.
.
.
° 1 Presentation

z=] Spreadsheet

E Form
3. Create or Duplicate a Google Spreadsheet

This is where the magic begins...

Novel Study Assignment #1 Doctopus

e . Fil Edit Wi Insert  Fi t Data Tool Hel Docti All chd
Within your new spreadsheet, import student re T Tew Tnsen Tome o0s TR Toss ‘

information, including: e AT s %123 Ada i1 B 7 5 A-
e student names F

(first name, last name, full name) A 8 c D ‘
e  GAFE email addresses 1 FIRSTNAME Y LAST NAME FULL NAME EMAIL

Save the spreadsheet with the same name

as your fo|der. Armadillo Banana Armadillo Banana  fake@fake.com
3 Coffee Dogma Coffee Dogma fake@fake.com
4 Elephant Figment Elephant Figment  fake@fake.com
5 Geronimo Hinton Geronimo Hinton  fake@fake.com
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4. Install and Run Doctopus

At the end of this step, Doctopus will:

* refrieve your template document (that you created in step #2)

e duplicate the document for each student and provide a link to it in a folder of your choice

e rename each individual document with the students’ names

* provide a link to each student document and time/date stamp of the last time the document

was accessed within the spreadsheet

Installing Doctopus on your spreadsheet:

e select “INSERT” from the spreadsheet menu bar,
then select “"SCRIPT" from the dropdown menu

e from the Script Gallery, type “DOCTOPUS”, then select “SEARCH" x
* The Doctopus script will appear in the search window.

Select “INSTALL"

* An authorization pop-up window will appear. Select *“AUTHORIZE".

* |t will take up to 3 minutes for Doctopus to install on your
spreadsheet. When installation is complete, you will see a
“DOCTOPUS” menu item on your spreadsheet’s menu bar.

Task #2 Template
File Edit View Inset Format Data Tools Hel
oo Column left
Column right
New sheet
B Comment 3BTM
Note OF2
Ui Z Function -
3/8/2013 16:44:5¢
] chart...
M Gadget...
3/8/2013 16:45:4¢ M Image...
E Form...
3/8/2013 16:46:1¢ o, II Iii

Script Gallery

Public
Featured

Doctopus| Search

Business
Calendars and Schedules

Conversions and Calculations

Doctopus V4.1.4 (4/24/13)

Doctopus is a helper app for managing and rubric
scoring student work in Google Docs. Improved

Education workflow for sharing, organizing, tracking,

feedback.
Fun and Games astillman@gmail.com
Personal Finance Help page

Statictice

Install

Script Gallery

Authorization required

The script Doctopus V4.1.4 (4/24/13) owned by admin@chinooktechnologies.ca and last
edited byadmin@chinooktechnologies.ca on Apr 24, 2013, 2:22:06 PM requires your
‘authorization to run.

Google makes no representations about the performance, quality, or content of this script. You
should only run the script if you trust the creator. as you are solely responsible for any
compromise or loss of data that may result from using this script.

Please be sure to read the Google Docs Additional Terms before using scripts
Info

The script requires access to the following services:

+ View your email address
+ Spreadsheets
+ Send Email
Docs
+ Seript Properties
+ User Properties
+ Di

Running Doctopus on your spreadsheet:

e select “DOCTOPUS” from the spreadsheet menu

bar, then select "LAUNCH INSTALLATION"

e follow the four-step process to run, copy, and

share documents through Doctopus.

Launch Step 1: Considerations

* determine how you would like the document
duplicated (for individual students, for groups of

students, or for classes)

* whether you wish to share editing rights with—"

another teacher

* ensure that Doctopus knows how to access your:

students’ names and email addresses.

Google Forms for Educators: Using Doctopus

/]

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 sharing arrangement

Desired Doc sharing

Description
arrangement

Creates the same separate, individual Doc for

| individual - all the same  # | each student in your class.

/WMIe class access level Individual student access level

| no access = | allow edit =

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

-

Roster settings

Sheet that contains your
roster

Column containing
student email address

Column containing
"excused" designation

>

| EMAIL |

| Sheetl * | | FIRST NAME * |

/My students have individual folders I'd like to add this assignment to.

Save settings |
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4. Install and Run Doctopus (continued...

Launch Sfep 2: Considerations Step 2: Choose which documents to copy and distribute

* Te” DOCTOpU? WhICh fO|der COI’TI'OIHS The documenT Select the folder that contains your Document template(s).
template (this can become the repository for all [ English 10-1 - Last edited 4/18/13 1148 AM
student copies)

Select the item you want to copy and share

e Select the specific file to duplicate and share

[ Document - English 10-1 Assignment #1 :]

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

. . . Select a destination folder for the copied files.
» tell Doctopus which in folder you would like all [ English 10-1 - Last edited 4/18/13 11:48 AM :
student copies to be located - or alternatively, if ~OR~ | Create fokler named || Dactopus Assignment for 4/24/13 '

you would like DOCTOpUS to create a new folder Use these variables to substitute spreadsheet values into any of the fields
for student work s ables must be separated from other text with spaces.

$firstName
$lastName
$fullName
Farmail

* using the variables that Doctopus has pulled (
from the spreadsheet columns, you can create
individual file names
ie: Novel Study Assignment 1 - SfullName
“SfullName” will be replaced with each student

ou want the file(s) n .

INoveI Study Assignment 1 quIINamg I
—

™ Notify document EDITORS immediately upon sharing and re-sharing.

Recipient email address|(es).

name located in the spreadsheet column ) '
+ personalize the initial student correspondence Emall subject .
using the variables within the email address and | e Sudrsiammentil
incode acgle
message

|'< $firstName , )

| have shared your first Novel Study assignment with you. You will find it in
your Google Drive.

Save settings

e

Step 4: Copy and share docs
Launch Step 4: Considerations

* Doctopus will ask you to confirm all settings prior
to running the script

Doctopus says: Please review your settings before running

e once you have confirmed that all settings are

correct, simply select, “RUN, COPY AND SHARE" o fake@fake.com
Subject: Novel Study Assignment #1
Body:

You are now an editor on the document
{Link to document title here}

Sample notification email Hi Armadillo ,

| have shared your first Novel Study
assignment with you. You will find it in your
Google Drive.

All the best,
Mme. Jocelyn

Run copy and share Exit
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5. Tour the Features of Doctopus

Spreadsheet Features

File Key: raw URL address extension of the Google file within your GAFE domain

Link: active hyperlink to the student’'s document that will open a new tab within your Google
Chrome browser window

Last Edited: indicates the last fime the document was modified by the student or teacher

Grade & Written Feedback: within the spreadsheet, you can add a grade and provide written
feedback to each of the students’ assignments, then automate the communication of this
information to students via email (see Step 6 - below)

x

Bl

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

Comments

& ~ " s % 123- Adal -0 - B I SsA- ®-H-BIl- E-T-5 BT = -

A B c D E F G H 1
FIRST NAME Y LAST NAME FULL NAME EMAIL File Key Link ) Last Edited Grade Written Feedback
Armadillo Banana Armadillo Banana fake@fake.com 19liU-50z AUHVhfl4E Movel Study Assignment | 4/24/2013 21:07:43 90 Well done,

1 - Armadillo Banana Armadillo! Please
see the marking
rubric for details.

Coffee Dogma Coffee Dogma fake@fake.com 1Yq91GriM80kgV 0w Movel Study Assignment | 4/24/2013 21:08:00 55 | see quite a few

1 - Coffee Dogma elements missing,
Coffee. Please see
marking rubric for
details.

Elephant Figment Elephant Figment  fake@fake.com 18bcMQONAJCO9TEM Movel Study Assignment | 4/24/2013 21:08:04 75

1 - Elephant Figment
Geronimo Hinton Geronimo Hinton  fake@fake.com 1t9Uo3_9YzcB-mgl: Movel Study Assignment | 4/24/2013 21:08:09 60

1 - Geronimo Hinton i
Indigo Jellyfish Indigo Jellyfish fake@fake.com 1fUMiMpKeKYwefF Movel Study Assignment  4/24/2013 21:08:12 86

1 - Indigo Jellyfish

Menu Features

re-automate the Doctopus process and update information by selecting the desired step you
wish o revise

the drop-down menu item,
“Refresh time of last edit” is the only
way to view accurate information of [Help  Doctopus All changes saved in Drive
the last fime the document was . Whatis Doctopus? '
accessed by your students
. . Step 1: Set up sharing basics
“Embargo for grading” is a very .
impor’ronT feature to enable when Step 2: Choose what to copy and distribute G
you are ossessing your students’ Step 3: Choose destination folder, set up file naming and netifications
nana 13 ]

work. Step 4: Copy and share the assignment
“Send personalized emails , ,

y oo . Refresh time of last edit
to students” will use a mail merge a 13 ]
feature to send students the grade Attach Goobric
and written feedback you prepored Embargo for grading: Set editors to view only
in the spreadsheet ment  Send personalized emails to students 131
by “Transfer(ring) document
ownership to students”, we are re- Nen  Dgne with this assignment? Transfer document ownership to students 134

specting the copyrighted work of our
students, ensuring that their work remains their own, and that they have full and sole rights
to access and share
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Google Apps for Educators:
Using “Goobric” with “Doctopus”

Goobric is a Chrome Extension that works only with a Doctopus-enabled spreadsheet. What does
Goobric do?2 Very simply, when you have student documents created with Doctopus, you can link a
marking rubric you created to each student’s document, assess the document, and have the rubric
marks instantly appear within the Doctopus-enabled spreadsheet. It's a simple and quick process.

1. Install Goobric Extension
* log into your GAFE account using Google Chrome web browser

e visit the Chrome Web Store, and search "GOOBRIC" in the search box

* Install “GOOBRIC"

* you'll notfice that nothing will happen - Goobric will only work when it sees a document created
with Doctopus

2. Create a Marking Rubric on a Google Spreadsheet
e Column A must include the rubric marking criteria

e Row 1 mustinclude numerical
values or assessment scale

Column A Row 1 must be left blank
* descriptors must be placed as indicated in the diagram to the right

Expository Writing Rubric Template

File Edit View Inset Format Data Tools Help Last edit was 7 days ago
= e~ T 0§ % 123-  Aral <l B 7 5sA. ®-H-0-
Tx
B C D E
4 3 2 1

Development

Format

points are
paragraphed.

Piece has a well-
defined
introduction, body
and conclusion.

Follows accepted

Structure and major Piece has

structure, and most
major points are
paragraphed.

Piece lacks one of
the followiing: well-
defined
intreduction, body
and conclusion.

Follows most

Reader must infer
structure and some
major points are
paragraphed.
Piece lacks more
than one of the
following: well-
defined
introduction, body
and conclusion.
Does not follow

Piece rambles, is
repetitive or is
confusing to the
reader.

Piece is uneven
and fragmentary.

Does not follow
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. Open your Doctopus Spreadsheet and Attac

Within the Spreadsheet menu, select “DOCTOPUS”,
then select "ATTACH GOOBRIC". This will open the

Goobric configuration window.

within the configuration window, select the
marking rubric spreadsheet you created

Goobric will show you a screen capture of the
rubric you have selected

press “Attach Goobric to the assignment”

Goobric will create a new sheet within the
Doctopus spreadsheet

within the new sheet, the criteria categories
will be placed in row headings

**this will become very important once you
begin to assess your students’ work

ooDnric
Tommen |
Doctopus Last edit was yesterday at 9:38 PM
What is Doctopus?
Step 1: Set up sharing basics
Step 2: Choose what to copy and distribute c
Step 3: Choose destination folder, set up file naming and netifications
13

Step 4: Copy and share the assignment

Refresh time of last edit

”
Embargo for grading: Set editors to view only
Send personalized emails to students 13

Done with this assignment? Transfer document ownership to students 13

Use the 'Goobric' Chrome Extension to assess these Doctopus-
provisioned documents

Step 1: Install the Goobric Chrome Extension if you haven't already.
Step 2: Authorize the Goobric web app

Step 3: Create and select a rubric for this Doctopus assignment. Rubrics must be created in the top
sheet of a spreadsheet. Use numeric (score) headers starting in column 2 and a skill/competency
strapdsineach row.

Select a rubric

Currently selected rubric
Expository Writing Rubric Template

4 3 2 1

Structure and major Piece has structure, | Reader must infer Piece rambles, is
Organization | points are anq most major stm.cturel and some repetitiye oris

paragraphed points are major points are confusing to the
i h hed reader.

p phed. p phed.

Piece lacks more
than one of the
following: well-
defined introduction, |fragmentary.

Piece lacks one of
the followiing: well-
defined introduction,

Piece has a well-
defined
Development introduction, body

Piece is uneven and

and conclusion. ﬁzﬁgi‘ln. bodylanfd
Doctopus Exemplar
File Edit View Insert Format Data Tools Help Doctopus Last edit was seconds ago
& e AT 0§ % 123-  Ardal -l B Z sA- R-H-iH- -4 -5 HM z -
A B C [} E [F G H
Link | Timestamp |Submitted by  |File Key | Organization |Development  |Format |Conventions

Sheet1 @
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. Assess Student Files wit oobric

m/a/chinooktechnologies.ca/document/d/ 19||UfSDz}\UHVhﬂ‘lEudUﬂmNutXDfu@
1. open each student’s file by selecting the link ot o ca ]
in the Doctopus spreadsheet; 1 - Armadillo Banana commerss  [EEE
when the student’s file opens, you will see the Tools Teble Help - Last editwas yesteray 831 7
Goobric “eyeball” on the rlghT side of the Vordana - (13 -|B 7 uA-M-csBISEE== 15-E 2

Google Chrome web browser

2. select the Goobric “eyeball” - this will open an
interactive pop-up window of the marking rubric

F.O-l Novel Study: Assignment #1

3. complete the marking rubric by placing the

nUmeriCOI SCOfeS in The Windows on fhe |efT, s.g(x)gle.(nm,taf(hlnm)kT;e(hno\ngles.(a,‘du(umsntfd,‘19IiU—502AUHVhﬂ4EudOnmNm)(DfurGNSla':T’L

add comments and select “SUBMIT”
gnment 1 - Armadillo Banana
t Format Tools Table Help Last g

4. if you browse away from the page prior to ltest | Vordana

ML | Looking for associated rubric...

O

submitting, Goobric will not save the information

5. all marking scores and comments will be pasted
into the student document, and streamed

automatically to the “rubricSCORES” glish 10-1 Novel Study: Assignment #1

Doctopus spreadsheet

B

m/a/(hmnnklechna\ngles.(afdncumen[fd/19IiU—SazAUHVhﬂﬂiEudOnmmeDfurGNS:Q NGVE' Study Assignment 1 - Armadi”ﬂ Banana

File Edit WView Insert Format Tools Table Help Last edit was made 3 minutes ago by Jocelyn Littlefair

L]
1]
]
i

& e A P Normaltext - Verdana - 18 -|B JF U A-R-|coH =
I

1 1 2 3 4

@

| 4 Format

2 Conventions

bl e e e

-

A

-~

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

& e AW s % o123 Adal |10 -|B 7 5 A ®-BH-- -1 -

4yl
o
El

x

1 English 10-1 Novel Study: Assignment #1
[All words arc spelled |Mast words instructions....
..... dy. spelled carrec \\y comments...
2 [spelling e
Rubric rating submitted on: Thu Apr 25 2013 13:02:16 GMT-0400 (EDT) by
admin@chinooktechnologies.ca
Well dane, Armadillo. Check the comments in your document. | will be
happy to revise your mark if you make revisions.
-Mrs. Littlefair 4 3 2 1
Comments,
Organization Structure and Piece has Reader mustinfer | Piece rambles, is
i i 2 major points are | structure, and structure and repetitive or is
#Email ubric score to student 4 paragraphed. most major points | some major points | confusing to the
| Submit and paste ta Doc | are paragraphed. | are paragraphed. | reader.
admin@chincoktechnologies.ca =
Doctopus Exemplar —

A B c (n] E F G H
1 Link |Timestamp |Submitted by |File Key @mﬂmﬂﬂ |Format |Conventions  |Spelling |

Novel Study
2 Assignmentq - 4/25/2013 191iU-
Armadillo Banana 11:02:16 admin@chinooktec SozAUHVhA4Eud

+ = Sheeti @

) B w
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