Using Google Sites
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[Beginning of Recorded Material]

Elizabeth Poff: In this tutorial I'm going to show you how to use Google Sites. It's free and easy
to use. To navigate to Google Sites, go to sites.google.com. You will need a Gmail account and
if you're at Trinity University a Tmail account to access Google Sites. Once you've navigated to
Google Sites you'll see two sections - a start a new site section, and a recent sites section. If
you've already edited a site or have been added as an editor to someone else's site, [00:00:30]
you'll see the website down here. If you'd like to start a new site you can start with either a blank
template or a pre-done template that Google Sites creates for you. For this tutorial we're going to
start with a blank template. Once you click on "blank template" you'll be taken into the editor. As
you can see it's not completely blank. There's a little bit of stuff in here for you. What I like to do
is name my site document first. I'm going to create a website called tutorials. [00:01:00] Once
you do that you'll notice up here that the name of the document will go directly into your logo. If
you don't like the text here you can change it by just typing in or you can add a custom logo by
clicking on "Add logo". I've got a logo I'd like to upload so I'm going to click upload, find my
logo - I have a Coates Library logo here - and once it's uploaded you can see it here, [00:01:30]
but you can also see what it's going to look like on the site. If you're happy with it you can just
click the "X" on the pop-up box. If you don't want any text to show with your branded logo, you
can just delete the text and even though you'll see "Enter site name" here it won't show when the
site is actually published, but this text here where it says "Your page title" will show so you do
want to make sure that this information gets changed. This is going to be my home page so I'm
going to actually [00:02:00] call it just "Tutorials". You'll notice when you edit you'll get a little
pop-up box above it. You'll have some options to make changes to your text. You could add a
link, and you can change the centering of how the text looks on this header. Other options for
your header are "Header Type". You can change how it's going to look on the page. If you don't
want an image in the background you can select "Title only". You can make it really big, or you
can cover [00:02:30] the entire page when someone browses to it. The image will take up the
entire screen. Let's go back to "Banner". The other thing you can do with this header is you can
change the background image. You can upload an image that you have on your drive, or you can
select an image from here. Google has a few images that you can select from their gallery, or you
can look for a URL, search for an image, or go to your Google [00:03:00] Photos or Google
Drive and upload an image that way. Just click on something else to see what it'll look like. If
you don't like the way it looks, you can reset to the way it looked before, and you're right back to
where you started. To create content for your website, you'll want to go over here to "Insert".
You have lots of different options from which to choose. If you'd like to insert a text box, you
just click on the text box and it'll pop up a little text box here [00:03:30] in the page and you can
start typing text. If you want to add an image you can upload or select an image, embed code, or
add something from your Google Drive. A really neat feature is the pre-done layouts. So, you

can create a section with an image and some text, or a couple of images and text underneath, or
an image, image and an image. And if you want one of these layouts you just simply [00:04:00]
click on it, and it'll automatically insert it into your page. Once here you just click on the plus
sign to add an image. Again, upload or select or get it from your files. I have an image I'm going
to use here. And what you'll notice is the image box that was there - your image will
automatically size to that box - but if you'll notice my image is a little bit longer than that box,
[00:04:30] so I can either just focus on the little section that I want, or if I really wanted to show
my entire image I could just drag this down and resize it that way. I can also make the image a
little bit bigger, or a little skinnier and so once the box is in here you have some opportunity to
make some changes to it. [00:05:00] Then you would add in some text, and as you notice you
also get some options here as well. You can bold, italicize, change how the text looks on the
page, and add a link. If you want to add another section, just click on it. You have some options
for every section that you've imported. You can change how the background looks, you can
duplicate it if you really like what you've done and you don't want to have to [00:05:30] re-create
everything again. You can just click duplicate. You can delete it if you don't like it. And the
other really great thing is - is you can rearrange sections. So, say you don't really want this up at
the top, you can come over here. Once you get the cross-hairs, you can simply click and drag
wherever you want it to go, and it'll insert it and pop it in where you drop it. [00:06:00] You can
add other features as well. You can add buttons, image carousels, table of contents. If you want
to add another page, click on the "Pages" option on the right-hand side and click the plus sign
down at the bottom. It'll ask you to name your new page, and then you'll notice it'll show up here.
This is also your navigation, and you'll see all the new pages will automatically be added to your
navigation. [00:06:30] You can add more pages, and like I said every page that you create is
going to go up here in the navigation. If I wanted to make "Preview a Site" a subpage of "Publish
a Site" all I'd have to do is click and drag it on top of the other title and it'll automatically create
it as a subpage. It's really neat because then it automatically shows you up here that you've got a
subpage, and so your navigation doesn't get so [00:07:00] messy up at the top. If you wanted to
just create a sub page from the beginning, you can just click on the triple dots on the right-hand
side and select "Add subpage". If you don't name your page, it'll just show up as "Untitled page"
until you double click on it, or select "Properties" and make a change to your page. But you'll
notice that the title doesn't automatically change, so you'd have to come over here and change the
title as well. [00:07:30] For every page you can add more content, and what you'll notice is you
don't have to publish your site in order for the changes to get saved. You're still in edit mode and
everything gets saved to your Google Drive. If you want to do any changes to the look and feel
of the entire site a couple of things that you can do is change themes. So, you're given a theme
automatically [00:08:00] and you can do some different things to it like change the colors or
change the font styles. If you want to try a completely different theme, you can click on that. The
great thing is it's going to carry that theme throughout all of your pages so everything's got a
consistent look and feel. When you're ready to publish what you're going to probably want to do
first is preview the site. So, I'm going to click "Preview" (icon). You can navigate around to your
site, see what it's going to look like, and then down here you'll notice some different options
[00:08:30] that say tablet and phone. Because Google Sites is a responsive website builder, it's
going to look good on all of the different types of devices. And so, if you want to see what it's

going to look like on a phone or what it's going to look like on a tablet, you've got those options
here to see if it's going to look the way you're hoping it was going to look. When you're done
taking a look at preview you can click close, and then when you're ready to publish you can click
"Publish". [00:09:00] And your website's going to be sites.google.com/ and if you're at Trinity trinity.edu and whatever web address that you want to include. It'll warn you if the name's too
short or if it's already been used, and then you can just continue to try different options to rename
it if you want. If you want to manage who's going to be able to view your site, click on "Manage"
and then under here on "Links" you click "Change", and you can see [00:09:30] here right now if
our published - our site goes published, it's only going to be available to Trinity University
people. You can restrict it to just people that you invite to the site, or you can make it completely
public. It's totally up to you. All right, well if you have any questions please feel free to email me
at epoff@trinity.edu.
[00:9:53]
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