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Google Sites is a simple website building tool that can be used to construct course web pages, student 
ePortfolios, or basic web pages.  Google Sites created using St. John’s Prep’s Google Apps for Educa-
tion are only visible to members of the St. John’s community (i.e., those with a valid SJP login name 
and password).  This document describes how to setup a Google Site, upload content to the site, and 
share the site with members of the St. John’s community. 

http://sjptechnology.wordpress.com
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Getting Started with Google Sites
Google Sites are a simple way to create basic, interactive, content-driven websites 
without any need for HTML or Java programming.  The versatility of the program means 
students and teachers alike can create websites for academic courses, projects and as-
signments, clubs and organizations, and personalized ePortfolios.  Because Google Sites 
are available to use through St. John’s Prep’s Google Apps for Education package, only 
members of the St. John’s Prep community can access these pages, meaning sites are 
more secure and closed to the public.

To create a Google Site:
1. Go to http://gae.stjohnsprep.org and login to your St. John’s Prep Google account.  You 
will be redirected to the SJP Google Apps for Education Start Page. 
2. Click on My Sites in the top right corner of the page.  The Google Sites page will load.
4. Click Create new site.
5. In the Site name field, enter a name for your website.  Google will automatically gen-
erate a URL for your site based on the name you enter.
6. Next to Choose a theme, select a theme for your ePortfolio.  Click More themes… to 
view more theme options.
7. Click More Options.
8. (Optional) In the Site categories field, enter a category for your site, such as Student 
ePortfolio, Course Website, Club, etc.
9. (Optional) In the Site description field, enter a brief description of the site.
10. Next to Collaborate with, select to either make the page available to Everybody at 
stjohnsprep.org or Only people I specify can view this site.  
11. Click the Create site button.  You will be redirected to the home page of your new 
site.

Add Content to Your Home Page
From your Home page, click the Edit page button in the top right of the screen.  In the 
content area of your home page, you will notice that the main text boxes are surrounded 
by dotted lines. Click inside a text box to add or edit content.  When you are done adding 
content, click the Save button.

The page header
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Align the image 
along the left, 
right, or center of 
the page.

Select to display 
a small, medium, 
or large version of 
the image.

Select to have the 
page text wrap 
around the image 
(on), or to keep the 
image in line with 
the page text (off). 

Remove the 
image from the 
page.

Modify Content on Your Home Page
Once have some content on your site, you can perform some basic text formatting using the 
formatting toolbar.

Undo/Redo changes Insert weblink

Customize HTML

Clear formatting

Align text

Numbered/bulleted lists
Indent/Outdent

Highlight text
Font color

Font face

Font size
Font style

Insert an Image
You can easily insert images from the internet by clicking-and-dragging them onto your 
web page (as long as you are in the Edit mode).  To add an image from your computer to 
your website:

1. Click on the Insert menu across the top of the page.
2. Select Image.  The Add an Image popup window will appear.
3. Click the Choose File button.  A content browser window will appear.
4. Browse for the image file you wish to insert onto the page.  Click the Choose button.
5. A preview of the image will appear in the Add an Image window.
6. Click OK.  The image will appear on your web page.
7. Click on the image to view the image properties.  

Once the image appears on your page, you can click and drag it into different positions on 
the page.

Insert a Video
You can easily embed internet video onto your Google Site, as long as the video is hosted 
on Google Video or YouTube.  

1. While in the Edit mode on your Google Site, click the Insert 
menu.
2. Select Video, then choose Google Video or YouTube (your selec-
tion will depend on where the video is hosted).  The Insert Video 
popup window will appear.
3. Paste the URL of the video into the URL field.
4. Click Save.  The Google Video gadget will appear on the web 
page.  

You will also see the video properties bar, which looks very similar 
to the image properties bar pictured above. Adjust the settings as 
desired.  The video will be viewable on your web page after you 
click the Save button.
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To create a new web page:
1. From your Google Site home page, click the Create page button.  The Create a new 
page screen will load.
2. Under Select a template to use, select the page layout that suits your purpose best. If 
you are unsure which layout to use, see the examples below.
3. Click the Create Page button.  You will be redirected to your new web page.

Web Page Types
Web Page
Web Page is the most basic template available on Google Sites.  It includes a header text 
box and a main content area text box.  By default, your homepage uses this layout.  This 
layout is useful for constructing basic web sites that include some text and images.

Insert a Link
Google Sites is set up to help you link to other pages on your site, or to external web 
sites.  

To add a link:
1. Select the text you would like to make a web link. Note: if you do not pre-select any 
text, Google Sites will insert a web link displaying the full URL of the link.
2. Click the Link button in the formatting toolbar.  The Create Link popup window will 
appear.
3. If you want to link to an existing web page on your Google Site, select the page from 
the list displayed.  Skip steps 4 and 5.
4. If you want to link to an external web site, click the Web address tab on the left.
5. In the Link to this URL: field, enter the URL of the site you want to link to.
6. Click the OK button in the bottom of the window.  The link will appear on your page.

Create a New Page
You may want to add different pages to your site for any number of reasons.  Google 
Sites allows you to choose from five page layout templates, each useful for different 
purposes. 

Announcements
Announcements pages are similar to the typical blog layout.  New 
“posts” are automatically stamped with a date and time, and appear 
on the page in reverse chronological order (with the newest post ap-
pearing at the top of the page).  This layout is useful for blog pages or 
pages on which students are submitting regular journal entries.
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File Cabinet
A file cabinet allows you to upload and organize files directly 
onto a web page.  This is useful for posting work on course pages, 
or for storing files on an ePortfolio. 
 

List
A list page functions like a simple database.  It 
allows you to sort and keep track of data, such as 
action items, job statuses, and open issues.  You 
can also create your own list categories.  This 
layout is useful for tracking items associated with 
group projects, keeping track of assignments, or 
tracking a student’s progress during long-term 
projects.


