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The Design Document 
  

  

Instructional Goal 
  

Upon completing the Introduction to the Digital Portfolio training course, the student will be able to 
develop and customize their own Digital Portfolio navigating the Google Sites interface and (1) 

identifying the various components of an e-Portfolio template, and (2) customizing their portfolio and 

settings in their portfolio. Students will be able to add and organize pages and link to content by (1) 

creating page links, (2) adding content areas for collaborative coursework and/or calendars, etc. and 

have (3) reviewed typical digital safety procedures.   

 

Performance Objectives   

for “Introduction to the Digital Portfolio” 

 
1) Through the use of an instructional website and a hands-on simulation project (CN), 

students will experience how Google Sites works by creating a digital portfolio (B). The 

e-portfolio and an online assessment project will be used to determine the 

achievement of the goal (CR). 

 

2) Using a computer, students will access the website (CN), follow the guided instruction 

and demonstration on navigating Google Sites (B), and design or choose a template 

with at least one add-on feature (CR). 

 

3) Utilizing their computer (CN), students will access the instructional demonstration and 

follow the guide on how to add, link and edit (B) additional pages, and other web sites. 

Students will upload at least one document, slide or other file (CR). 

 

4) Utilizing their computer (CN), students will access the instructional demonstration and 

follow the guide on how to add, link and edit (B) various elements and links to other 

web sites. Students will upload at least one presentation file (PowerPoint) (CR). 

 

5) Utilizing the school districts digital safety procedures (CN), students will review these 

guidelines. Students will allow others access to their portfolio (B) and then deny or limit 

access to their portfolio successfully (CR). 
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Learner Analysis 

Intended Audience:  

The intended audience for this e-learning training module would be any elementary, middle 

school or high school student. The ideal candidate would be proficient in “basic” computer 

skills, which include: the ability to access the internet; the ability to create and save documents 

or word processing skills; the ability and knowledge to access their email accounts and send and 

receive emails, as well as a fundamental knowledge of spreadsheet and presentation software 

programs and the ability to utilize these programs in their basic format. The ideal student 

would have some intermediate computer skills. Intermediate computer skills include; prior 

experience in uploading documents, photos and other files to a website, working with graphs 

and charts in Microsoft Excel (or similar) programs, editing web pages or links, developing 

PowerPoint presentations, saving them in different formats, and incorporating video files of 

various formats.  

Demographics: 

According to demographic information found in The Organization for Economic Cooperation 

and Development documenting the results of the Survey of Adult Skills – which collated data on 

adults’ proficiency in technology-driven problem solving around the globe, young adult skills in 

the United States are rapidly rising to 95% computer proficiency in basic computer skills which 

include: word processing, email, internet and file navigation.  (Ferdman, 2013) Younger 

students usually feel very comfortable with new computer technology, and are more willing to 

learn and adapt to utilizing a digital alternative.  

Experience Level, Skills, Attitude:  

Learner characteristics vital to a successful completion of this instructional unit would be an 

learner proficient in the use of Microsoft Office applications (or equivalent), Google, Google 

applications or add-ons, internet access and some web design. The learner who demonstrates a 

comfortable self-directed style can take the basics demonstrated and alter these elements to 

suite to their preference or need. 
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Overarching Instructional Goal: 

The ideal result of this Instructional Unit would be that numerous students would begin the 

process of documenting their coursework, creations, projects and artwork through the years. 

This electronic portfolio will allow for self-evaluation and corrections, reflection and progress 

through the years.   

Specific Goal: 

The student will be able to:  #1) Begin the process of collecting their coursework on a Google 

site, #2) Understand how the components can be added and edited, #3) And how to allow 

access to a select audience; i.e. teachers, students they may collaborate with and their parents, 

while maintaining safety standards and guidelines. 

 

Context Analysis 

Learning Context: 

This instructional unit – IU can be accessed from the web. For most students, the ideal instructional 

setting for this instructional unit would be a computer lab. The computer lab must have high speed 

internet access. The computers should have the latest Google web browser installed. Each student 

should have familiarized themselves with Google applications or be directed to preliminary basics via a 

web link. As each lesson is presented it would be best for the student/learner to review what has been 

demonstrated to see that he or she has understood the task and can successfully accomplish the task, 

prior to the student advancing to the next step. If he has any questions or concerns the instructor can 

assist the learner with additional help and/or guidance.  

For those independent, self-directed learners these lessons can be posted on an educational/school 

website for any student to access at their leisure. 
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Performance Context: 

This portal will allow the student to showcase their work to other schools, teachers and family. 

Building a portfolio in free, easy to access products can help the student interact in a safe, 

digitally responsible arrangement with teachers, fellow classmates and parents. Utilizing Google 

products allows for a consistent platform that is familiar and easy to use. The components will 

incorporate across most all computer platforms, whether they utilize Apple products or PC’s at 

home or work.  Employing a variety of applications and sites, a digital portfolio can operate as a 

multimodal opportunity to interact and track a wide collection of documents, photos, art work, 

audio files, multimedia, designs, presentations, charts and whatever the future may bring!  

The ideal result of this Instructional Unit would be that numerous students would begin the 

process of documenting their coursework, creations, projects and artwork through the years. 

This electronic portfolio will allow for self-evaluation and corrections, reflection and progress 

through the years.   

 

Assessment of Learning Outcomes 

Overview: 

When students complete this Instructional Unit they will develop a digital portfolio; a site to 

upload sample work, exchange and collaborate with other students and their instructors. 

Following digital safety guidelines, students will be able to showcase work to their family, friends 

and prospective teachers and employers.  This process will guide the students to reflect on their 

accomplishments and lead them towards their future.  

Outlined in Instructional Unit 2 were the first-level tasks, an in-depth task analysis, and the 

learning domain of the instructional goal. These elements need to be understood in order that 

the paradigm is completed in the correct sequence and the training can be effectively 

implemented. We can then move on to the Instructional Unit #3. Subsequent to the overview I 

will identify the major steps involved in carrying out the instructional goal. Next, I will document 



Running Head: Introduction to the Digital Portfolio  
 

7  

  

the performance objective for each major task identified in the goal analysis. Lastly, I will include 

a sample assessment (test or evaluation) for each performance objective. 

Specific Goal:  

Upon completion of this instructional unit, students will be able to: #1) create a digital portfolio, 

#2) upload their coursework to their portfolio, #3) add and edit components (pages, and 

collaborative documents or presentations) and features, #4) and how to allow access to a select 

audience; i.e. teachers, students they may collaborate with and their parents, while maintaining 

digital safety standards and guidelines. 

 

Performance Objectives and Assessments  

in “Introduction to the Digital Portfolio” 

CN = Condition B = Behavior CR = Criteria 

Instructional Goal 
Instructional Goal with 

Performance Context 
Assessment 

Students will 

experience how a 

digital portfolio is 

designed, created and 

edited by performing 

the basic steps after 

viewing a 

demonstration. 

Through the use of an 

instructional website and a 

hands-on simulation project 

(CN), students will experience 

how Google Sites works by 

creating a digital portfolio (B). 

The e-portfolio and an online 

assessment project will be used 

to determine the achievement of 

the goal (CR). 

Students will be given an online 

quiz to assess an understanding 

and knowledge of the major steps 

in the development of the 

portfolio and safety guidelines. 

Steps in Instructional 

Goal 
Performance Objectives Assessment 

I. Students will be 

shown the website; 

Google Sites, how to 

navigate templates, and 

add various features, 

Using a computer, students will 

access the website (CN), follow 

the guided instruction and 

demonstration on navigating 

Google Sites (B), and design or 

The student will have created the 

beginning framework for their 

digital portfolio; with at least one 

additional component. 
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such as slides, 

calendars and other 

placeholders.  

choose a template with at least 

one add-on feature (CR). 

This will be visible and accessible 

on the web.  

 

II. Students will be 

shown an instructional 

demonstration on how 

to create additional 

pages. Students will be 

shown how to upload 

files and coursework. 

Students will be shown 

how to links to 

calendars, wikis, or 

other collaborative web 

sites. 

Utilizing their computer (CN), 

students will access the 

instructional demonstration and 

follow the guide on how to add, 

link and edit (B) additional 

pages, and other web sites. 

Students will upload at least one 

document, slide or other file 

(CR). 

The student will have at least one 

original file uploaded and added 

to their portfolio. 

This will be apparent and 

accessible to the instructor: 

 

III. Students will be 

shown how to edit, add 

or remove elements 

from their page(s). 

 

Utilizing their computer (CN), 

students will access the 

instructional demonstration and 

follow the guide on how to add, 

link and edit (B) various 

elements and links to other web 

sites. Students will upload at 

least one presentation file 

(PowerPoint) (CR). 

The student will have at least one 

video or presentation file 

uploaded added or linked to their 

portfolio. 

This is verifiable online. i.e.: 

 

 

IV. Students will 

review the districts 

digital safety 

procedures and 

Utilizing the school districts 

digital safety procedures (CN), 

students will review these 

guidelines. Students will allow 

The student will be quizzed on 

digital safety. 
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guidelines. Students 

will be shown how to 

allow access to students 

for collaboration; 

teachers for coursework 

submission and grading 

and others. Students 

will be shown how to 

change or limit access. 

others access to their portfolio 

(B) and then deny or limit access 

to their portfolio successfully 

(CR). 

There are numerous resources 

depending on the ages of the 

students; such as: 

http://www.safekids.com/quiz/q1.

htm  

and for older students: 

http://www.athinline.org/take-

control#defend-your-digital-

domain 

Requirements can be found here: 

https://ts.bisd.us/Main%20Site/PD

F/aupenglish.pdf 

 

 

    

http://www.safekids.com/quiz/q1.htm
http://www.safekids.com/quiz/q1.htm
http://www.athinline.org/take-control#defend-your-digital-domain
http://www.athinline.org/take-control#defend-your-digital-domain
http://www.athinline.org/take-control#defend-your-digital-domain
https://ts.bisd.us/Main%20Site/PDF/aupenglish.pdf
https://ts.bisd.us/Main%20Site/PDF/aupenglish.pdf
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Introductory Video Script  
  

Script for welcome introductory video:  Welcome to the Introduction to the Digital Portfolio learning 

module. This instructional unit will guide you through a step by step process and allow you to create as 

you go along. Once you have completed this unit, you will be prepared to begin adding content and 

tailoring your own digital portfolio.  Specifically, you will learn to identify the various components of the 
Google Sites digital interface, and customize your portfolio and settings. You will also learn to add and 

change content by creating links, adding content areas that are shared and then adding other features 

and media to your online digital portfolio. 

   

Because this unit is self-paced, you will be able to work through the lessons at your own speed. Again, 

welcome, and let’s get started!  

  

Pre-course/Post-course Self-Assessment  
  

Instructions:  This self-assessment is comprised of 10 questions designed to gauge your knowledge of 

and experience with the course content prior to this going through the lessons. Please answer each 
question. Upon completion of this instructional unit, this self-assessment will be presented again to 

determine if the course objectives were met.  

  

1. Your Google password only gets you into your (Google) Sites account.   

a. True 

b. False 

2. Pages you add to your digital portfolio will appear only when you press “Create.” 

 a. True  

b. False  

3. When a blank page is created, it contains information such as the time, where it is located and 
version history. 

 a. True  

b. False  

4. Which button do you use to add a page in Google Sites?  

a. The New Page (c) button   

b. The Add Content button  

c. The +  button  

d. The Start button  

5. To edit your page, which menu tool do you use?  

a. The pencil tool  

b. Tool link  

c. Content area  

d. Course link  

6. If you decide you want to put a document you uploaded to a content area into a folder with 

related content items, how do you do this?  

a. Use cut and paste to put the document in the folder  

b. Drag and drop it into the folder  

c. Move page (shift + m)  
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d. Delete it and start over  

7. Tools and options available for organizing content in Google Sites include (check all that apply):  

a.   Pages  

b. Sub- pages  

c. Sidebar 

d. Packets  

8. If you do not see any edit options when you start to work on your page, what should you do? 

a.   Make sure edit mode is on  

b. Try a different browser  

c. Turn on the WYSIWYG editor  

9. If you upload a document and do not want it to be visible to anyone else, how do you set this?  

a. Use the hide/unhide toggle button under the edit chevron  

b. Check the checkbox next to ‘Make available to users’ when naming the document  

c. In the “enable page-level permissions” tab,  set - choose who has access to “you” who is 

also “Is owner” 

d. Any of the above.  

10. I feel confident that I am ready to begin working independently adding and developing my 

digital portfolio. 

a. Agree  

b. Disagree  

  

Instructional Strategy  
  

Lesson 1: Navigating the Google Sites page and choosing a template   

  

Lesson Overview:  

In this lesson, you will identify the components of the Google Sites interface as you begin to customize 
your digital portfolio template.  Upon completing the lesson, you are expected to be able to perform the 

following objectives:  

   

Given a series of interactive screenshots of the My Google Sites page, the learner will locate 

specified components by clicking on the correct hotspot.  

  

To complete this module, you will begin by viewing the Lesson 1 video. This interactive video will offer 
opportunities for practice as you view it. As a self-check for understanding upon completing the module, 

you will complete a short online assessment.  Let’s get started! Click the Start button to begin.  

  

Multimedia:  

  

Script:  After logging in to Google Sites, your browser will open to the Google Sites page. On this page 
you will see the global navigation area, “Create” button, and “cancel” button. You will also see the 

“Select a template to use”, “Browse the gallery for more” button, and the “Name your site” box.  If we 

move our mouse up to the Gear Navigation  area and click on it, you will see that it reveals a list of 

site options and help. We will explore this area more in the next lesson.  
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On the Google Sites page, you will find the template links so you may access the shell components and 

sample designs. The sample elements within a template can be removed and/or edited. You will see a 

wide array of template designs in each type or style of website design. We will focus on e-portfolio or 
digital portfolio templates.  While certain templates have numerous placeholder sections, these can be 

removed, or edited. If you choose a blank template design, you may have a lot more work to do, in 

order to customize the design elements of your digital portfolio. You have numerous options available, 

in all types and styles. You also need to choose the name of your site at this time. Be sure to use the 

  Create button to save your settings.   

Now you begin. Click where you choose any template. To browse other designs, tab forward to the next 

box.  
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On the Google Sites page, click the ‘Select a Site Template’ button to add the template to your new 

page, or select Cancel or Back to Gallery to search other designs. After you “Select” your template, you 

will be taken back to the initial screen. You will need to “Name your Site” in order to “Create” 
the site. The site will instruct you to only use letters and numbers in the name of your site and tell you 

the url in order for you to share your work.   Tab forward to the “Select a theme” if you want or need to 

change the color scheme of your template design. Next input the security code feature of Google Sites 

and scroll back up to the “Create Site”  button as your new page becomes available.  

 Note: On the off chance your chosen name is not available, you may need to make slight changes 
until you find one available. 

  

  

Let’s look for a minute at the Open More Actions Menu (m), - also known as the Gear 

Icon-    which is one you will perhaps find to be very helpful. This menu has the 
links to almost every change, edit and sharing permissions you may wish to make. 

This menu will also take you to “help”, “templates” and the “preview” feature, so 

you know what your portfolio looks like to visitors to your site. (If you decide to 
change your site’s template later, all of your previous edits will be deleted.) 

 Many options can also be located via the pencil icon ; these are the “edit” 
features. These instructions include: edit text, add an image, document, presentation 

or calendar, for example. This tool is perhaps the one you will be most interested in 

using. This allows you to change the text, text size, font, font style and color. This tool 

is also used to add personal elements such as pictures and video files from YouTube 
(when previously uploaded into YouTube) and files from your Drive. 

   

 Finally, after making all these changes you wish, you need to click “Save” 

Now you try. Click the pencil icon   .  After completing all the changes you wish to make, click 

the “Save” button.  

 

  

  

Wrap up: This concludes our lesson on identifying and customizing settings on your Google Sites page! 

In the next section, you can check your understanding using the self-check activity.   
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Self-check Assessment  

  

Instructions: Activity: In Google Sites choose a template from the e-portfolio templates option section. 

Add one additional page to your selected digital portfolio. 

  

Assignment Rubric:    

Criteria  Acceptable  Not Acceptable  

Portfolio Creation  
Successfully creates a site with a 
digital (or electronic) portfolio 
template without assistance.  

5 points  

Does not create nor saves a site 
or site name.  

0 points  

Edits one or more elements 

(Font, font style, text size, color, 

etc.)   

Edits at least one element in 

their page of their portfolio and 

saves the changes or content. 

 

5 points  

Does not edit any feature on 
their page of their digital 
portfolio. 

 

0 points  

  

 

  

 

  

Lesson 2:  Adding additional pages and components to your portfolio  

 

Lesson Overview:  

In this lesson, you will learn how to add additional pages, including a “file cabinet”, “web page”, 

“announcements” or “list” style page.  You will choose where to place this page; at the top level or 

under your “Home” page and you will also “name” this page as well.  Upon completing the lesson, you 
are expected to be able to perform the following objective:  

   

Given a sequence of steps the student will add at least one page and design elements of this page 

without assistance.  

  

To complete this module, you will view the interactive Lesson 2 video, which will offer opportunities for 

practice as you participate with it. After viewing the video, you will complete a short matching 

assessment to check for understanding.  Click the Start button to begin.  

  

Multimedia:  
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Script:  If you remember from the previous lesson, there are three main buttons at the upper right hand 

corner of the main page to access editing features within your Google Site. One of these is the “add a 

page” icon,   which is between the Open More Actions Menu (m), - also known as the Gear 

Icon-    and the  pencil icon, or “edit” button. This area is visible to you any time you have 

these features available to you.  Next click the “add a page” icon,  and a new menu opens up 

that asks you for a “name” for this page, a “style” or type of page you wish to create and to select a 
location; at the top level, or under your main page – or “home” page. 

 

 

 
 

Now you try. Click “add a page” icon   to open the new menu and tab to choose the “name of 
your new page.”  

Next choose the style or template to use for this page. Click on the arrows on the button. This could be a 

class page, such as Pre-AP Freshman English or a file cabinet type page, such as “Writing Samples”, or 

any other you may need. 

Choose a location – at the top level or under your “Home” page – Note it should be “under” at the 

point, unless you have created other pages. 

Self-check Assessment  

 Instructions: Activity: In Google Sites add one additional page to your selected digital portfolio and 
choose a name, style and location for your page. 
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Assignment Rubric:    

Criteria  Acceptable  Not Acceptable  

Page Creation  Successfully creates an 

additional page within their 

digital portfolio without 

assistance.  

5 points  

Does not create nor saves an 

additional page and names the 

page.  

0 points  

Chooses a style and location for 

the page. 

 

Appropriately chooses a style 

and location for their page. 

 

5 points  

Does not choose a style nor 

location for the page within the 

portfolio. 

 

0 points  

 

  

  

Lesson 3:  Adding links and content, editing content &/or removing files   

Overview: Now that you have learned how to add pages to your portfolio, let’s explore how to begin 
adding content and character to your portfolio. When you are first set up with a blank template in 

Google Sites, it is not completely empty. In this multimedia lesson, you will learn the steps in adding 

links to your page(s) and content areas where you can add coursework and other content. Upon 

completing the lesson, you are expected to be able to perform the following objective:  

  

Following the steps shown, the learner will add a link and a content area to their page without 

assistance.  

To complete this module, you will first view the Lesson 3 video. This interactive video will offer 

opportunities follow along as you view it.  Click the Start button to begin.  

Multimedia:  
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Script:  In this lesson you will learn how to begin adding content to your portfolio. As you already know, 

your initial portfolio is completely empty unless you had content from a template design left or copied 

into it. Either way, you will want to customize the content to make it your own, and will use these same 
steps to do so.  

  

First, to work in your portfolio, you will need to be sure the edit mode is set to ON. Then, to add content 

or links into your portfolio, you will use the “Insert” button that looks like a greater than sign next to the 

word-  Insert >. Under this button you will see options for the things that can be added. Whatever you 

select here will show up as a link on the page menu for you or others to click. The things we will focus 

on in this lesson are links and content files.  

   

Self-check Assessment  

   

Instructions: Activity: In your digital portfolio add a link to a Google Map, Calendar, YouTube video or 

other suggested. 

  

Assignment Rubric:    

Criteria  Acceptable  Not Acceptable  

Link Creation  
Successfully locates and creates 

a link to other content without 

assistance.  

5 points  

Does not create a link to any 

known location.  

0 points  

Link Icon and description  
Creates a link icon and describes 

the page or content. 

 

 

5 points  

Does not add any link icons 

within the digital portfolio and 

associated pages. 

0 points  

 

 

  

 

 

  

Wrap up: This concludes the lesson on adding tool links and content areas to your course. In the next 

lesson you will be learn about sharing access and reviewing digital safety procedures and guidelines.  
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Lesson 4: Digital Safety Procedures & limiting access   

Overview:   So far you have learned how to create the basic elements necessary for you to begin adding 

coursework to your portfolio. The course is still dealing with placing writing and files that are still a part 
of you. These may identify you and we must all be safe on the web. Upon completing the lesson, you 

are expected to be able to understand and know the following objective:  

Using the digital safety procedures and guidelines, the learner will select the necessary settings 

to limit access to portfolio content without assistance.  

  

To complete this module, you will view the interactive Lesson 4 video, which will offer opportunities for 

practice as you participate with it.   Click the Start button to begin.  

  

  

Multimedia:  

  

Now that you have added some content let us review what we know about digital safety guidelines and 

procedures.  If you look on each page, you will find a button that asks you if you wish to “publish” your 

page to be “Public on the web - Anyone on the Internet can find and view” and there is a button with 

the picture of the world like this -   Public on the web - Anyone on the Internet can find and view. 

This is to remind you to be safe and realize that many times individuals are more likely to reveal more 

than they wish to. It is best to keep the elements of your digital portfolio private and limit access to your 

teachers, parents and other students you may collaborate with on a limited basis. 

You can always change or edit your settings if and when necessary. 

  

Make sure when sharing documents, pages or specific areas with others and you only wish to share 

specific pages or content, that you select sharing on that page ONLY and do not open the entire site to 

that individual unless that is what you want to do. 

 

 

 Self-check Assessment  

 

   

Instructions: Activity: In your digital portfolio change the settings to “Anyone with the link can access. 

No sign-in required. Take a screen shot or print screen of this setting. And next change to private, “Only 

people explicitly granted permission can access. Sign-in required 
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Assignment Rubric:    

Criteria  Acceptable  Not Acceptable  

Sharing Settings  
Successfully shares a link to 

other content without 

assistance.  

5 points  

Does not create a link to share a 

page or content.  

0 points  

Changes sharing settings to 

“Private”  
Creates a screen shot or print 

screen that the settings have 

been changed. 

 

5 points  

Does not change the settings or 

does not send a screen shot of 

this task. 

 

0 points  

 

  

 

  

Wrap up: This concludes the lesson sharing access and digital safety and guidelines.  

  

  

Wrap up:  This concludes our instructional unit on the Basics of Google Sites. The steps you learned 

today are just the building blocks upon which you will continue to build and organize your digital 

portfolio in Google Sites.  

  

Follow-through Activities  
  

Follow-through activities for this instructional unit include links and the following guide:  

Google Sites Guide: The following three (3) page outline/guide.   

Google Sites Help: https://support.google.com/sites/?hl=en#topic=1689606 

Google Sites Forum: https://productforums.google.com/forum/#!forum/sites  

  

https://support.google.com/sites/?hl=en#topic=1689606
https://productforums.google.com/forum/#!forum/sites


Running Head: Introduction to the Digital Portfolio  
 

20  

  

Step 1 - Welcome to Google Sites 

Whether you’re creating a website for your business or setting up a site for your family, Google Sites 

makes it easy to get started. 

For inspiration, check out these sample sites: 

 Club site 

 Family website 

 Classroom 

 Company intranet 

Once you’ve created your site, you’ll be able to: 

 Create a custom website 

 Upload and share content (photos, videos, calendars, slideshows, links to documents) 

 Manage permissions to control who can see your site according to your needs 

To get started, all you need is a Google Account. If you don’t already have one, it only takes a few minutes to 
create a Google Account. 

Step 2 - Creating your site 

1. Sign in at sites.google.com. 

2. Click the Create button.  

3. Select a template to use. If this is your first website, we recommend choosing a simple template, 

for example the classroom template. 

 

 

If you decide to change your site’s template later, all of your previous edits will be deleted. To 

save your content or photos you’ve uploaded from your original site, make a copy your site. 

Click More in the top-right corner and select Manage site. Then click Copy this site. 

4. Name your site. Don’t worry, you can always change your site’s name later if you want to. 

5. Customize your URL. All sites have the same basic URL but you can customize the last part:  

o https://sites.google.com/site/___ 

When you’re creating a custom URL, keep these things in mind: 

https://sites.google.com/site/clubtemplate_en/
https://sites.google.com/site/familytemplate_en/
https://sites.google.com/site/classtemplate_en/
https://sites.google.com/site/intranettemplate_en/
https://accounts.google.com/signup
https://sites.google.com/
https://sites.google.com/site/classtemplate_en/
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o You can only use A-Z, a-z, 0-9 

o It can’t be the same as an existing URL or Gmail username (unless it's your own) 

6. Choose a theme. A theme automatically creates a background image, font style, and font colors 

for your site. If you leave this blank, your selected template will set this up for you. You can also 

change your theme or add to it after the site has been created. 

 

 
7. More options:  

o Site description (optional) - Add a short description of your site to help people find your 

page. 

o Mature content - Check this box if your site will include mature content that is only 

suitable for adults. For more information on Google Sites policies, please review the Sites 

policy page. 

8. Click the Create button at the top of the screen to create your website.  

Now that you’ve created your site, you can start adding text, images, videos and more. 

Step 3 - Building and editing your site 

As the owner of the site, you can add or edit text, upload images or videos, add new pages, or change the 

site’s template or background theme. 

Add text, photos and videos 

1. Sign in to sites.google.com. 

2. Go to your site's URL at https://sites.google.com/site/______/. If you don’t see the pencil icon at 

the top of the screen, click Sign In at the bottom of the page. 

3. Go to the page you want to update. 

4. Click the pencil icon. For the actions below, follow the appropriate instructions. 

   

Action Instructions 

Edit text 
You can add or change text, text size, font, font style, color, 

make lists and other changes to text. 

Add an image Go to Insert > Image. 

Add a video 
Go to Insert > YouTube. Note: Your video must be 

uploaded through YouTube. 

https://www.google.com/sites/help/intl/en/program_policy.html
https://www.google.com/sites/help/intl/en/program_policy.html
https://sites.google.com/
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Add a document, presentation, 

calendar, or spreadsheet 

Go to Insert > Drive and then choose the appropriate file 

type. 

5. Click Save. 

Add a new page 

You can add different kinds of pages to your site like a start page, announcement page, or a standard 

Web page. 

1. Sign in to sites.google.com. 

2. Go to your site's URL at https://sites.google.com/site/______/. If you don’t see the 

pencil icon at the top of the screen, click Sign In at the bottom of the page. 

3. Click the "new page" icon. 

4. Select the page type you want to add. 

Manage your site’s settings 

You can change your site’s name, web address, site theme or template, and manage permissions of who 

can view and edit your site. 

1. Sign in to sites.google.com. 

2. Go to your site's URL at https://sites.google.com/site/______/. If you don’t see the 

pencil icon at the top of the screen, click Sign In at the bottom of the page. 

3. Click More > Manage Site. 

4. Make changes. 

5. Click Save. 

If you decide to change your site’s template later, all of your previous edits will be deleted. 

Step 4 - Site access 

To share your new site with others, you need to give them permission to access your site. 

Site viewing and editing permissions 

You can allow everyone or only specific people to your site. Here’s how: 

1. Sign in to sites.google.com. 

2. Go to your site at https://sites.google.com/site/______/. 

3. Click the share button at the top right of your screen. 

4. Click Change... to choose a different type of site permission. Click Save when finished. 

   

Access options Description 

https://sites.google.com/
https://support.google.com/sites/answer/98216
https://sites.google.com/
https://sites.google.com/
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Public on the web 
Anyone who has the URL or website address can find and view your site. No 

sign-in required. 

Anyone with the 

link 
Anyone who has the link can access. No sign-in required. 

Shared privately Only people explicitly granted permission can access. Sign-in required. 

5. If you want to share your site with specific people or groups, enter their names or email addresses 

in the text box below "Invite people". Next to their name, you can choose an access level for 

these individuals. Once you have finished, click Share & Save. 

   

Access 

level 
Description 

Can view Only allows people to view the page but not make changes to it. 

Can edit Allows people to edit and make changes to site pages. 

Is owner 
This person can change anything on the site including the site’s themes, templates 

and permissions. Owners can also delete the site. 

 

 

Course Developer – Marie Dennany Lara          

Email:   mariedlara@gmail.com 

Phone: 956-203-0301 

Schedule one-on-one training sessions or contact me with questions.  

 

Google Sites Help: https://support.google.com/sites/?hl=en#topic=1689606 

Google Sites Forum: https://productforums.google.com/forum/#!forum/sites  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:mariedlara@gmail.com
https://support.google.com/sites/?hl=en#topic=1689606
https://productforums.google.com/forum/#!forum/sites
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Storyboard 
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