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Google Sites
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Online Handouts

http:// webclass.org
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Why Teacher Web Page

• Communicate with parents and
students to enhance instruction

• Google Sites is web-based
Create /edit page from any computer

Teacher management

• Easy to construct

• Student pages can be added and

monitored
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Objectives

• Login – create account

• Management

• Content
1. Plan or edit instructional  content

2. Plan or edit  appearance
Font  type – size – color – theme

Insert content – pictures – links

• Advertise URL link to parents
http://tinyurl.com/8fon28
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Login

Create Site
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Login

• Access  http://google.com

Click more
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Login

• Use existing Google login

• OR – sign up for new account

Login with

existing account
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Sign Up
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Create Account

Use any e-mail

Select password
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Create Acount

CAPTCHA

hard to read

Completely Automated Public Turing test to tell
Computers and Humans Apart
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Create Account
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Email Verification

• Login to GroupWise email

• Open Google email – click link
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Create Site

Click to begin
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Site Name

Mrs. Doe – Grade 3

Mrs. Doe – English 1

Mrs. Doe – Connections

Mrs. Doe – Social Studies
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Site Theme

Select from 52 themes
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Create Site

Type

CAPTCHA
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Site Theme

Select one of 50 themes

Retype
CAPTCHA
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Opening Page

Content  typed
in large area
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Editing Content
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Content Planning

• Overview of expectations

• Introduction of yourself

• Class rules

• Class schedule

• Homework policy

• Discipline procedures

• Classroom procedures

• Classroom pictures
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Content Planning
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Content Planning
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Format Planning

• Short paragraphs for readability

• Communication is not via links

• Focus on instructional content
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Format Planning
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Site Name Placement

Site name
In heading
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Site Name Placement

Site name
In text area
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Change Placement
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Change Placement

Site settings
General
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Change Placement

Click to clear box
No check mark
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Change Placement

1. Save changes
2. Return to site
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Site Name Placement

Heading

Text area
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Format Left Sidebar

Left sidebar
• Left placement
• Right placement
• Remove
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Format Left Sidebar
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Format Left Sidebar

Site appearance
Site layout
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Format Left Sidebar

Click to clear box
No check mark

Click OK
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Preview and Save

1. Preview
2. Save changes
3. Return to site
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No Left Sidebar
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One-column Webpage
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Two-column Webpage
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Three-column Webpage
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Edit Content

Click Edit page

to enter and edit

content
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Toolbars
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Textboxes
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Font Type
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Font Size
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Font Color



47Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org

Background Color

Caution – Do not use

Keep white or template 

background
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Background Color

Caution – Do not use

Text is difficult to read



49Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org

Background Color
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Insert Tab
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Format Tab
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Table Tab
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Layout Tab
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Insert Picture

Add Picture
• Insert from hard drive

• No built-in clipart
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Insert Picture

• No built-in clipart

• Pictures saved to hard drive first

My Documents

My Pictures

• Allowed picture formats
.JPEG     .GIF     .BMP
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Insert Picture

• Click Insert – Select Image
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Insert Picture

Upload image

My Documents

My Pictures
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Insert Picture
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Insert Picture

Click  Add Image  to

insert into web page

Click on image
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Format Picture

• Click on image in Edit mode

• Select alignment

• Select size
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Add URL Link

Add links
• Google Sites page

• URL address

• http:// not required
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Add URL Link

• Click Insert – Select Link
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Add Link – Google Page

Add link to

Google Site

web page
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Add Link – URL 

Add URL link

to a website
http:// not needed
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Add URL Link

Link to existing

Google Sites page
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Add Gadget

Gadget

some have
instructional value
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Add Gadget

More
gadgets



68Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org

Add Gadget

Click on Gadget to insert
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TinyURL
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Tiny URL

• Parents can easily find web page

• Easy to advertise in classroom

• Convert Google Sites URL

From
http://sites.google.com/site/episdlnelson

To
http://tinyurl.com/8fon28
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Tiny URL

• Left-click on Google Sites address

Press  Control-C
to copy URL
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Tiny URL

• Access  http://tinyurl.com
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Tiny URL

• Paste URL using Control-V
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Tiny URL

• Click Make TinyURL
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Tiny URL

Copy and keep
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Signature Block

Add TinyURL to

signature block

in District email
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Email to  Principal

• Left-click on Google Sites address

Press  Control-C to copy URL

Copy into email to Principal for
campus webpage
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Campus Webpage
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Teacher Pages
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Online Handouts

http:// webclass.org
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Management
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More Actions

Page Settings
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Page Settings

De-select to remove links
displayed at web page bottom
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Page Settings

Select to display

Attachments

at bottom of page
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Attachments

Attachments
can be added with 

homework, and 

discipline procedures

as PDF documents
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Word PDF Attachments
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PowerPoint PDF Attachments
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Page Settings

Do not turn on

Allow Comments
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Save Page Settings
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More Actions

Manage Site
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Site Settings – General

General

Decide
Show site
name at top
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Site Name – Textbox

Site name
in textbox
Default
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Site Name – Heading

Site name

in heading
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Site Name Location

General

Decide
Show site
name at top
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Save Site Settings

Save changes

General
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Site Layout

Site
Layout

Click Preview

to view changes

before or after

saving
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Preview

Preview

beige

toolbar
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Site Layout

Site
Layout

Change
site layout
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Site Layout

Site width
Use theme default
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Site Layout

Header
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Site Layout

No header
or

Use theme default
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Site Layout

Header

No header
or

Use theme default
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Site Layout

Sidebar
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Site Layout

No sidebar
or

on the left
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Site Layout

Sidebar

No sidebar
or

on the left
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Site Layout

No header
and

No sidebar
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Site Layout

With header
and

no sidebar
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Site Layout

Click OK
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Site Layout

Save changes
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Site Appearance

Site
Layout

Keep
Navigation
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Site Appearance

Site
Layout

Remove

Recent Site Activity

Click delete
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Site Appearance

No Navigation and

Recent site activity links appear
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Site Appearance

Site
Layout

Click
Add a sidebar item
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Add Sidebar Item

Click Add
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Edit Textbox

Click Edit under

Text Box
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Configure Text Box

Type short name

Dates to Remember
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Configure Text Box

Type dates

or special

events
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Configure Text Box

Click OK when finished
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Text Box – Sidebar

Click Preview

Sidebar textbox

with bulleted text
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Text Box – Sidebar

Widened sidebar using
Change site layout



121Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org

Change Sidebar Width

Site
Layout

Change
site layout
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Change Sidebar Width

Change width
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Add Another Sidebar

Site
Layout

Click
Add a sidebar item
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Add Sidebar Item

Click Add
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Edit Countdown

Click Edit under

Countdown
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Configure Countdown

Type Event name
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Configure Countdown

Choose

Date

Click OK
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New Site Appearance

Customized look for 

your web page
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Site Appearance

Themes

Save changes

50 Themes
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Site Layout

Return
to site

Save changes
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Add a Page

Click  Create page

to add another web page
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Add a Page

Type  Name

Create Page
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New Page

New page has
same appearance
as home page
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New Page

Click Edit page
to begin editing
the new page
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Home Page – Edit Sidebar

Click Edit sidebar
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Site Appearance

Site
Layout

Navigation

Click Edit
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Configure Navigation

Type title
or leave blank



138Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org

Configure Navigation

Click
Add Page
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Configure Navigation

Select existing
page to add
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Configure Navigation



141Larry Nelson - Instructional Technology - LNELSON@episd.org - http://webclass.org

Navigation Links
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Online Handouts

http:// webclass.org


