
Instructions for Implementation: 
Non- Google Classroom

Using Digital Worksheets 
for 

The Social Express and Cool School

The Language Express, Inc. © 2020 All rights reserved



General Guidelines

● Teacher and students must have a Google account to access worksheets

● Teachers must always make a personal copy of each worksheet selected 

from the index 

● Using the Google platform, teachers will need to make individual copies of 

the worksheet for each student so that each student can write in their 

own worksheet



Step 1
Log in to your Google account



Step 2
Go to the Resources ticket on the Social Express or 

Cool School dashboard



Step 3 Choose Extended Learning Activities from the 
Resources menu



Step 4 Select the shareable interactive worksheet from 
the index of options



Step 5 Select the desired worksheet from the list



Step 6 When you click on the worksheet, it will open in a 
new window in your Google drive



Step 7 Go to ‘File’
Select ‘Make a Copy’                                                                                                                                                       



Step 8 Make a copy of the document, choosing your desired 
destination in your personal Drive. Do not select any 

boxes beneath the ‘Folder’. Select ‘OK’.                                                                                                                                                      



Step 9 Now that you have your copy, you will need to 
make a copy for each individual student                                                                                                                                                    



Step 10 Another example for a different student                                                                                                                                              



Step 11 Go to your Drive to see all versions of the copied 
worksheet for each student                                                                                                                                               



Step 12 Click on the student name to share with that 
student                                                                                                                                               



Step 13 Using your student’s Gmail account, share the 
worksheet with them                                                                                                                                               



Step 14 Ask your students to check their Gmail for a 
message instructing them to open the worksheet                                                                                                                                           



Step 15 Following the link to ‘Open in Drawings’ will take 
them to the worksheet in Google Docs                                                                                                                                          



Step 16 After students have completed the worksheet, 
remind them to share it back to you                                                                                                                                         



Step 17 In the end, you will have a worksheet from each of 
your students to continue the SEL magic!                                                                                                                                      


