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Create your ePortfolio with Google Sites 

 
Part 1: Create an account in Google 
* If you have your own Google Account, just skip this part. 

Step 1: Create Google Account with the link below:   
http://www.gmail.com 

Step 2: Click the Create an account under the login box on the right hand side 
Step 3: Fill in your information, then click I accept. Create my account button 
 
 
 
Part 2: Create a new site 

Method 1: Create a site from a template 
Step 1: Use a template created by CityU ePortfolio Team with the link below: 
    http://www.cityu.edu.hk/edo/eportfolio/gallery/ 

Step 2: Select the type of portfolio that you want to create 

 

Select the type of portfolio that you want to create 
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Step 3: Click Template to create a site with a purpose specific template 

 

Click Template to create a site with a template 

Step 4: Click Use this template button in the right top hand corner. 

 

Click Use this template button 

Step 5: Choose Teaching Portfolio Template and type in the name of your site 

 

Type in the name of your site 

Choose Teaching Portfolio Template 
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Step 6: Click the Create site blue button at the bottom 

 
 
 
Step 7: A site with the layouts and content of the template has been created in Google 

Site. 

 

Click Create site button 
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Method 2: Create a site from scratch 
Step 1: Access Google Sites with the link below:   

http://sites.google.com/ 
Step 2: Login to your Google sites with your Google account 
Step 3: Click the Create site blue button 

 
Step 4: Create a site name for your ePortfolio  

 

Create your own site name  

Click the Create site button 

Tip: Remember your site will be located at this URL with your site name:  

    http://sites.google.com/site/(your_site_name)  
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Step 5: Choose a theme by expanding the + button 

 

Expand the + button 

http://sites.google.com/
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Step 6: Choose a theme for your site appearance 

 

Choose a theme  
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Step 7: Type the code shown 

 

Type the code shown 

Step 8: Click the Create site blue button below 

 

Click the Create site button 

Step 9: An entrance page has been created. 
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Part 3: Edit a page in Google Sitesage in Google Sites 
Step 1: Click the Edit page button in the top right hand corner 

 

Click the Edit page button 

Step 2: Edit your page in the rich text editor 
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Click the Insert button, in the 

pull-down menu. You can insert 

an image, a document, a 

spreadsheet etc, in the rich text 

editor. You can also add a table 

or change your Layout with the 

blue menu items. 

View HTML source code 
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Insert a JPG or PNG image 

Select an existing page or a Web address, providing a URL for the latter 

Embed a Google Document onto the page 

Embed a Google Presentation onto the page 

Embed a Picasa photo slideshow onto the page 

Embed a Google Spreadsheet onto the page 

Embed a YouTube or Google video 

Embed a Google Form onto the page 

Add the recent list items of list page onto the page 

Add the recent post of announcement onto the page 

Add the recent updated files of file cabinet onto the page 

 
Step 3: Click the Save button in the top right hand corner 

 

Click the Save button 

Change page title here 
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Part 4: Create a new page in Google Sites 
Step 1: Click the Create page button in the top right hand corner 

 
Step 2: Select a template to use 

 
-Web Page 
A web page is an unstructured page where you can enter text, images, tables, and embed spreadsheets, presentations, videos, and 
more. 
 
-Announcements 
It can be used to post organizational news, post project updates, announce new releases, post interesting links from around the web, 
or as a simple blog.  
 
-File Cabinet 
A File Cabinet allows you to manage documents from your hard drive and organize them into folders. This can be used to organize 
common documents in one place.  
 
-List 
List pages allow you to easily track lists of information. You can choose from a selection of list templates or configure your own 
columns. Items can be easily added, updated, and removed.  
 

Part 4.1: Create a web page in Google Sites 
Step 1: Type the page name in the text box 
Step 2: Click the Create page button below 
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Click the Create Page button 

Type your Page name  

Click the Create page button 
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Step 3: A new page has been created and you can insert text, images, videos, Google 

Applications (such as Google Docs, Google Maps, Picasa, etc) info this page 
(refer to rich text editor in Part 4) 

 

Click the Save button 

Step 4: Click the Save button in the top right hand corner when you finish 
Part 4.2: Create a List in Google Sites 
Step 1: Select the List button and create the page 

 
Step 2: Choose a list template or create a custom list 

 
Step 3: Click Customize this list to add and configure columns. 

 

Click Customize this list 

Click the Use this template button 

or click the Create a custom list 

button to create your own list 

Click the List button 

Change page title here 
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Step 4: Change the Column details and organize the page order 
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Step 5: Click the Add item button to enter your information for your list 

 
Step 6: Enter your information and click the Save button 

 

Add item in your list 

Click the Save button 

Click the Add item button 

You can choose different list types 

(Checkbox, Date, Dropdown, Text 

URL) for your field.  

Click the Customize this list 
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Step 7: Click the Edit page button to edit your list and change the list name. 

 

Click the Edit page button to 

edit your list and change the 

list name. 

 
Tips :   1)Your List will not appear in your sidebar, so you have to add your List as a Page, refer to “Edit 

your sidebar in Google Sites” in Part 5 

2) You can also embed the list into part of a web page, refer to “rich text editor” in Part 3  
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Part 5: Edit your sidebar in Google Sites 
You can add, delete and arrange your sidebar items with Edit sidebar 
 
Step 1: Click the Edit sidebar button on the left hand side under the Navigation menu 

 
Step 2: Click the Edit button to organize your sidebar 

 
Step 3: Deselect the Automatically organize my navigation check box 

 
 

Deselect the Automatically 

organize my navigation check box 

Click the Edit button 

Click the Edit sidebar button 
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Step 4: Organize the page order with the Arrow buttons  

 

Step 5: Click Add page button to add a page that you have created 

 
Step 6: Select page to add and click the OK button. 

 
Step 7: click the Save changes button when you finish 

 

Select page to add 

Click the Add page button 

Click the Save changes button 

Click the Arrow button. 

You can Move up, Move down, 

Indent, Out-dent the page order or 

delete the page in the sidebar 
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Part 6: Share your Google Sites 

Step 1: Click the More actions button in the top right hand corner 
Step 2: Click Share this site button 

 

Part 6.1: Share to internal user (within Google Sites) 

Step 1: Select the radio button to invite people to your site as an owner, a collaborator 
or a viewer  

Owners can: Collaborators can: viewers can: 
 
- Invite other owners, collaborators, or viewers 
- Change site themes, and layout  
- Change the site name  
- Delete the site  
- Do everything a collaborator can do 

 
- Create, edit, delete pages  
- Move pages  
- Add attachments  
- Add comments  
- Add/remove pages to the sidebar navigation  
- Subscribe to site and page changes

 
- Only view pages 

Step 2: Type their email addresses in the text box under “Invite people to your site” 
Step 3: Click the invite these people button 

 

In the pull-down menu, click the 

Share this site button 

Click the More actions button 

Type their email address in the text 

Select the type to share your site 

Tip: You can invite more people in a batch with “commas” to separate their email addresses 
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Part 6.2: Share to public 

*You can also make a site public to view (no-sign in required)  
Step 1: Select the Anyone in the world may view this site check box 

 

Make sure the Anyone in the world may view this site 

check box is selected to make your site public 
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Part 7: Embed a Google Form as a comment sheet into the site 

Part 7.1: Create a form in GoogleDocs 

Step 1: Click the Documents button to open a Google Form 

 

Step 2: Click the Create new button, and then choose Form in the pull-down menu 

 

Step 3: An untitled Form will pop up in a new window, type the form title and the 
questions, make a “Name” box first 
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Click the Create new 

Click the Tool to edit 

Question  

Type the first Question title as 

“Name” and click the Done button 

Type in the Form Title (i.e. “Comments”) 

Select the Form 

Click the Documents button  



ePortfolios for All; A Roadmap for Success TDG 2009/2010 Project 
Website: http://www.cityu.edu.hk/edo/eportfolio 

Step 4: Make a “Comment” box in the form 

 

Step 5: Click the Save button 

 
 
Part 7.2: Share your form and spreadsheet with the public 
Step 1: Select the Form file check box 

 
 

Select the Form file check box 

Click the Save Button  

Choose Paragraph text in Question 

Type and click the Done button 

Type the second Question title as 

“Comment” and click the Done button 
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Step 2: Click the Share button and Click the “Get the link to share” in the pull-down 
menu 

Step 3: Select the Allow anyone with the link to view (no sign-in required) check box 
and click the Save & Close button 

 

Step 4: The form is shared, you have to share your spreadsheet too, so the viewer can 
leave and view the comments on the same page, click the file to Share it. 

 
Step 5: Click the Share button; click Publish as a web page in the pull-down menu 

 

 

Click the Get the link to share button 

Select the Allow anyone with the link to view (no sign-in required) 

Click the file to Share the spreadsheet 

Click the file to Share the spreadsheet 

Click the Save & Close button 

Select the Share button 

Click Publish as a web page in the pull down menu 
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Step 6: Click the Start publishing button, and click the Close button 

 
 

Click the Start publishing to share your spreadsheet to the 

public, people can see your comments without logging in. 

Click the Start publishing to share your spreadsheet to the

public, people can see your comments without logging in. 

Part 7.3: Create a new page to embed the comment form in Google Sites 

Step 1: Create a new page i.e. with the title “Comments” 
Step 2: Edit the page and insert the Comment form 

 
 
Step 3: Click the correct file and then click the Select button 

Click the Insert button 
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Click the Insert button, in the pull-down 

menu, click the Spreadsheet form 

button 

Choose the file here 

Click the Select button 
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Step 4: Edit your form display and click the Save button 

 

Step 5: Insert a Spreadsheet to show the responses on the page 

 
Step 6: Click the same filename as the form and then click the Select button 

Click the Save button 

Edit your form title and display here 

Click the Select button 

Choose the file here 

Click the Insert button, in the 

pull-down menu, click the 

Spreadsheet button 
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Step 7: Click the Save button in the top right hand corner to save your page 

Choose the file here 

Step 8: Then you can see your comment form and the responses on the page 

 


