Transitioning Teacher Websites
Google sites is an online web building tool that can be accessed and updated from anywhere there is an
internet connection.
Here is a brief video introduction of Google sites.
Web Browsers (Work & Home)
If you are doing this from work, it is strongly recommended that you use Firefox or Chrome.

If you are doing this from home, it is still recommended that you use Firefox or Chrome, however, you may still
have success with other browsers.

Logging In
We need to log into your Google Apps Email account (Gmail). There are three ways you can do this. To save,
time, we are going to pick one way.
- Go to www.google.com
- Click “Sign In” in the upper right corner.

Accessing/Setting Up/Updating/Maintaining Google Sites
1) Use the top tool bar & click on “sites.”

2) Click on “Create”

3) While you could select one of the various templates, I
find them much more difficult to work with and edit.
So, for this workshop, we are going to make sure the
“Blank Template” is selected. You can always go back
and create a new site. You are not limited to one
within your Google Apps for Education account.
4) Name your site. I would use something simplistic like
BTSD followed by your first initial last name if available.
5) For now, we are going to skip the “Site Theme” and
“More Options.” They can always be updated later.
6) Once you have this step complete, click “CREATE.”

7) This will automatically generate your site and your home page will pop up. We are now ready to edit.

8) My first piece of advice is to take a few minutes to brainstorm what links you want to appear on EVERY
Page of your site. You could easily use the ideas you have from your old site, or take this time to think
about additional possibilities. I am going to show you my current Google Site for school that is a work
in progress. Clicking on this link & looking at the left side may help you generate additional ideas
should you desire to do so.
https://sites.google.com/site/btsdkthomason/
a) The links the district is requiring are:
 Home (that is automatically done for you)
 Your building’s home page
 The district home page
 And we will talk about other ideas to consider.
9) Now that we have ideas on what our links will be, click on the page icon with the plus sign on it. It is
towards the top right side of the page. This will allow you to create your first page.

10) Name your page & leave everything else as the default settings & then click create.

11) Before we add content, let’s create the rest of your pages. So, we need to save this blank (Homework)
page first.

… Now, simply repeat step 9 above for each of your pages.

12) Now, let’s categorize your pages. Categorizing your pages

This section does not have a category
title.

These sections do have category titles.

Updated 9-16-12
13) Click on “More” followed by “Edit Site Layout”

14) You will notice the Site Layout Page will appear.

15) If you click on the “+” in the black Sidebar, a box will pop up that gives you a lot of different options. For now, we
will stick with the basics.
We want to click on the “Add” button within the “Navigation” section.

16) This is going to cause a category to pop up called “Navigation”.

You want to hover your cursor over it
& click on the blue highlighted section.

17) By doing this, a “Configure Navigation” box will appear.

18) While in this box, you can now change the title to whatever make sense for you.
19) You then want to click “Add Page”.

20) Another box will appear on top of these. I only have one page, but you will have all the pages that you created
showing in this box. Simply click on the page you want to be in this category & then click ok. (You may have to scroll
down to get to “ok”.)

21) You will then have to click “Ok” again.
22) Repeat steps 15 through 21 for as many categories that you need organizing your pages along the way.

23) Before we leave this section, we want to add the district home page & your individual school’s homepage.
Click in the blue section of any Category you want.

24) This will open the “Configure Navigation” box
again.

25) This time, we want to click on “Add URL”.

26) A new box will appear on top of the others.

* In the “Text to Display”, I would type something
like “District Home”.
* For the “URL or Email” section, add in the actual
district’s website (www.burltwpsch.org)

27) Click “ok” & repeat the process to add your school’s address. This is what you would do to add any other EXTERNAL
links to your site.
28) Once you are done organizing all of your pages, click close in the top right corner.

29) To actually edit your site, click on the page you want to edit in your side bar. Once you are on that page, click on the
pencil. This will open up an editor similar to FrontPage. Simply click save when you are done & then move onto another
page.

NOTES:






Make sure you always save.
If you ever get a message asking if you want to “leave page”, it means that you forgot to save. So
you want to click “stay on page”, save and then go and do what you had planned on doing next.
Copying text from your existing teacher website will work.
Copying EXTERNAL links from your existing teacher website will work. An example of an EXTERNAL
link would be something like www.brainpop.com.
Copying INTERNAL link from your site will work but cease to work once the district officially
switches away from FrontPage. In other words, you don’t want to copy your “Homework” page
onto your new Google Site. You want to create a new Homework page on your new site.

Advanced Topics (for those that are ready)
1) Adding downloadable worksheets for your students to be able to view and/or print from home.
a) Go to MORE > PAGE SETTINGS > ALLOW ATTACHMENTS > SAVE
b) Now, while NOT in edit mode, click on “add files.” I highly recommend uploading it as a PDF.
Google is compatible with MS Office, however, sometimes some things do not transfer well.
Margins, text boxes, tables and certain fonts sometimes get distorted.
c) Once you have it uploaded, you now want to go into edit mode. Click the file you uploaded, drag it
up into your document wherever you want to place it.
d) After you have released your mouse, click on it again and you will see the link pop up again
underneath.
e) Click on “change.”
f) Highlight the “Text to Display” and type it whatever you want to call it.
g) It is not necessary, but I recommend having your worksheet pop up in another window. In order to
do that, you need to check “Open this link in a new window” and then hit OK.
h) You then want to hit save. Repeat for any worksheets you have for any of your other pages or for
the one you are on.
2) Once you are ready, you also want to make sure your site is viewable to all. Some sites might be defaulted to
prompt the viewer to log into a gmail account before they can view your site. Parents & students should NOT
have to have a gmail account to view your site. To toggle your site to be viewable to all, is a matter of a few
clicks.
a) Make sure you are logged in
b) Click on sites
c) When your site comes up, click on “More” towards the top right
d) Click on “Manage Site” from within the drop down.
e) Click on “Sharing & Permissions”
f) Under “Who has access”, if it does NOT say “Public …”, click on the word “Change.” (If it does say “Public …”
you are already set up so that everyone can see your site.)
g) Switch it to Public & then save.

3) Embedding a Calendar into your school site. This will allow you to update your calendar while signed into your
google apps suite & whatever you add/edit it will automatically take affect within your calendar on your site.
a) Follow all the instructions on the “Calendar Packet”.
b) Make sure that only the calendar that you want to embed into your site is highlighted.

c) Click the down arrow next to “My Calendars” & click on “settings”

d) Click on the actual calendar you want to embed.

e) Scroll down on the page that popped up & select all of the code & copy it.

f)
g)
h)
i)
j)
k)
l)

Go over to your site.
Go to the page you want the calendar in.
Make sure you are in edit mode.
Click “insert” > “More Gadgets”
Scroll down to “Embed Gadget” & click on it
Click select
Paste the code (CTRL + V)

m) You want to make sure your “Display” matches the code so people can see your entire calendar.

n)
o)
p)
q)

So, I will chance my Width & Height to 800 & 600 respectfully.
Click OK
Then click SAVE on the actual page you were working on
Your calendar should then appear!

