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Google Sites Tutorial 
 

Creating ePortfolios with Google Sites 
 

Google Sites is a free Internet Wiki based on collaborative web design. You will use it to create 
your eportfolio for this assignment. You may also use it to create and house additional websites 
for educational or personal uses. One advantage of this application is that you can determine who 
can view your websites. You can either make them public for all Internet users to see or you can 
restrict viewing to just a few persons. Unlike many wikis, Google Sites does not require you to 
learn HTML, CSS, or Wiki syntax to develop content.  
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Obtain a Google Sites Account 
 
To obtain a Google Sites account you will need to have a Google Account. Those of you who 
already use Gmail or related Google Services already have access to Google Sites. Just navigate 
to http://sites.google.com and login using your Gmail account information.  
 
For those of you who need to create an account, navigate to http://sites.google.com and select the 
Sign up for Sites option on the bottom right portion of the window. You will be asked to fill out 
a form and then allowed to login to your site. 
 
 
Create a New Site 
 
If you have not created a site, you will 
be presented with a brief overview of the 
program. Click the Create site button. 

 
1. Name your site “Last name, 

First name ePortfolio” See 
example at right. 
 

2. In the Share with option select 
“Only people I specify can view 
this site 
 

3. Pick a site theme 
 

4. Type the code to verify that you 
are a real person 
 

5. Select the Create site button 
 
Once you create a site, a home page will automatically be generated for you (pictured below). 
The Home page is a special page because it will automatically display when you enter your site. 
Because of this, you will retitle it to become your eportfolio introduction page. To modify this 
page, see the Edit a Page section. 
 

ePortfol
io 
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Create a New Page 
 

You will need at least 12 pages for your eportfolio. These include: 
1. Introduction 
2. Resume or Curriculum Vitae 
3. Learning Philosophy 
4. Program Timeline 
5. Goals Summary 
6. Educational Foundations 
7. Learning & Development 
8. Technological Understanding 
9. Research & Scholarship 
10. Personal Evaluation 
11. Program Evaluation 
12. File Cabinet Page (this is a hidden page that will store your artifacts). A file Cabinet 

page is created following the same steps below except selecting File Cabinet in Step 
4 rather than Webpage. 

 
To Create a page: 
 
1. Click on the Home link in 

the navigation bar 
 

2. Click the +  Create new 
Page button in the top-left 
of your window. The 
following screen will 
appear 

 
3. Title your page 

 
4. Select the Webpage page 

type 
 

5. Select “Put the page at the top level” 
 

6. Select the Create page button 
 

7. You will automatically be taken to the Page Edit view  
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Edit a Page 
 

1. Navigate to the page that 
you want to edit 
 

2. Click the Edit page 
button 

 
3. A page editor (pictured at 

right) will appear 
 

4. Within this editor you can 
alter the title of your 
page, type content, format 
text, insert images, etc. 

 
5. When you are through, select the Save button 

 
Insert a Link: 

1. Type the text that you want displayed on your page 
2. Highlight this text with your cursor 
3. Select the Link button from the menu 
4. Indicate whether you want to link to an existing page in your website or to a web 

address 
5. Select whether you want this link to open in a new window 
6. Locate (or type) the address to the page 
7. Click the OK button 

 
Insert an Image: 

1. Select the Insert menu 
2. Choose Image from the list 
3. In the pop-up window, indicate if you will obtain your image from a website 

currently on the Web or if you will upload it from your computer 
4. Locate the image  
5. Click on the Add image button 
6. A window will appear below your image. Indicate whether you want to align your 

image to the left, center, or right of the screen, what size you want you image, and 
whether you want to wrap text around it by selecting the corresponding links. If 
these links don’t appear underneath your image, click on your image to select it. 

 
Insert a Table: 

1. Select the Table menu 
2. Scroll over Insert Table from the list and select the number of rows and columns 

by highlighting them in the grid that appears 
3. Once you have highlighted your rows and columns, left-click your mouse cursor 

to insert the table 
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4. Click within a cell to add text 
5. To add or delete additional rows or columns, select the Table button, and choose 

the corresponding option from the list 
 
Insert a YouTube Video:  
Note: This feature will not work with video sites other than Google Video and YouTube. 
Create link to these other video files 

1. Select the Insert menu 
2. Scroll over Video and choose YouTube from the list 
3. Copy and paste the web address for this video into the provided box 
4. Indicate whether you want a border or title in your video 
5. If you want a title, be sure to enter it in the box 
6. Press the Save button 

 
Insert MP3s 
You can also insert MP3s into your webpages. However, it is a little more complicated 
than inserting pictures. 

1. Navigate to your File Cabinet page (see Create a Page for details) 
2. Press the Add file button 
3. Locate the file on your computer 
4. Add a description if desired 
5. Press the Upload button 
6. Click on the link to your file. When it opens in a new window, copy the web 

address by selecting it with your cursor (circled above) and pressing the Control 
and C buttons on your keyboard 

7. Navigate to the page where you want to 
insert your MP3 

8. Press the Edit page button 
9. Place your cursor where you want your 

MP3 to appear 
10. Select the Insert menu 
11. Select More gadgets… from the list 

Select MP3 Player (pictured) when the 
window of options appears 

12. Delete the web address in the Song 
URL box and then press the Control 
and V buttons on your keyboard to paste 
the web address of your file in the box 

13. Press the OK button 
 
Note: The MP3 player may look blurry in your Edit window but not in your saved page.  
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Remove Attachment/Comments Options from a Page 
 

1. Navigate to the page you want to remove attachment or comment options 
 

2. Click on the More actions button. 
 

3. From the drop-down list, select Page settings  
 

4. Deselect Allow attachments and/or Allow comments from the list 
 

5. Click the Save button. 
 

 
Preview a Page 
 
Google Sites provides tools, features, and page views to web authors that are not shown to 
average viewers. However, they also provide a tool to preview what your page will look like to 
someone else. 
 

1. Navigate to the page that you want to view 
 

2. Click on the More actions button 
 

3. From the drop-down list, select Preview page as viewer 
 
 
Delete a Page 
 

1. Navigate to the page that you want to remove 
 

2. Click on the More actions button. 
 

3. From the drop-down list, select Delete  
 
 
Site Navigation 
 
Google Sites allows you to quickly navigate to webpages that 
you have created in your eportfolio by using the navigation 
menu on your screen (circled at right). By default your Home 
page and Site Map are included in this menu. However, you can 
add, remove, and reorder any page in this menu.  
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Add Pages to Navigation List: 
1. Select the Edit sidebar link on the bottom-left of your window 
2. Under the Navigation heading select the edit link 

(circled below right) 
3. In the pop-up window select the Add Items link 
4. Select your page from the list and press the OK 

button 
5. Repeat steps 3 and 4 for the remaining pages you 

want to add 
6. Select the OK button when you are finished 
7. Select the Save Changes button 
8. Select the Return to site link in the upper-left 

portion of your window to return to your webpage 
 

Reorder Pages from Navigation List: 
1. Select the Edit sidebar link on the bottom-left of 

your window 
2. Under the Navigation heading select the edit link 

(circled on previous page) 
3. To reorder a page on the navigation bar, select page 

title with your cursor and use the arrow keys (circled 
at right) to reposition or indent it 

4. Press the OK button when you are satisfied with your 
navigation list 

5. Select the Save Changes button 
6. Select the Return to site link in the upper-left portion 

of your window to return to your webpage 
 

Remove Pages from Navigation List: 
1. Select the Edit sidebar link on the bottom-left of your window 
2. Under the Navigation heading select the edit link (circled on previous page) 
3. Select the page with your cursor and press the X button (below the arrow keys 

circled above) in the upper-right hand corner of the pop-up window 
4. Press the OK button when you are satisfied with your navigation list 
5. Select the Save Changes button 
6. Select the Return to site link in the upper-left portion of your window to return to 

your webpage 
 

Remove Recent Site Activity from Sidebar: 
1. Select the Edit sidebar link on the bottom-left of your window  
2. Under the Navigation heading select the edit link (circled on previous page) 
3. Deselect Recent site activity from the Include a link to: list 
4. Press the OK button when you are satisfied with your navigation list 
5. Select the Save Changes button 
6. Select the Return to site link in the upper-left portion of your window to return to 

your webpage 
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Share your ePortfolio 
 
Google Sites provides three ways to share your work with others. These include assigning 
individuals as Owners, Collaborators, and Viewers. 
 
Owners enjoy the same permissions that you do. They can invite other owners, collaborators, and 
viewers, change themes and layouts, site names, and add, edit, and delete pages (or the entire site 
for that matter). They can also upload attachments, add comments, and add/remove sidebar tools. 
Be very careful before you give someone owner rights. 

 
Collaborators can create, edit, or delete pages. They can also add attachments, comments, and 
alter sidebar navigation. Be very careful in assigning someone collaboration rights. 
 
Viewers can only view pages.  
 
While you can allow anyone in the world to view your site (see below), you must assign 
individual permissions to owners and collaborators.  
To assign sharing permissions: 
 

1. Click on the More Actions button 
at the top-right of your window and 
select Share this site from the list 
of options. The sharing window 
(pictured at right) will appear. 

 
2. If you would like to make your site 

available to anyone on the Internet 
select the box next to Anyone in 
the world may view this site 

 
Alternatively, you can enter email 
addresses for individuals whom you 
would like to view your site. However, they will need to establish Google accounts to access 
your work. 

 
3. Select what level of sharing you want to assign an individual and enter their email 

address in the box. Separate multiple people with commas 
 

4. Press the Invite these people button 
 
 


