
GOOGLE APPS: Creating a Google Site
Log into the WakeID Portal at wakeid.wcpss.net and click on the Google Drive icon.

Google Drive is where you can create, store, and manage digital files within the Google Apps suite.

https://wakeid.wcpss.net/


Click the 9-square grid 
in the top right corner 
of the screen, where 
you can access the 
Google Apps suite. 

Click on the “Sites” 
app.

On the left hand side of the 
next screen, click on the 
“New Google Sites” selection.

If you haven’t created 
any new Google Sites 
before, your screen will 
look like this. Click the 

“+” in the 
lower right 
corner of 
the screen.



The default screen for your new Google Site will look like this.  

Preview 
your page

Share  Insert
Tab

 Pages
Tab

 Themes
Tab



NAMING YOUR SITE

Enter the name of your site here
The name of the site will also 
change in the top left corner.

You can add a logo to 
your top border by 
clicking “Add logo”.

You can either select a 
picture for your border or 
upload one from your 
computer.



If you upload an image from your computer, you can 
select the background color as transparent, white, or 
black.  You can also use the logo color for the theme.

This is an example of what the theme 
looks like with the uploaded picture and 
a black background.



Editing the Title box on the 
website is very similar to 
editing a text box in 
PowerPoint.  You can 
format the size and style of 
the font, select the 
alignment of the text, and 
highlight the text and paste 
in a URL address
to create a link.



You can change the background image 
of the title box by selecting an image 
from a gallery, by URL address, by 
search term, from your albums, or from 
Google Drive.

For an example of searching by a 
search term, I searched for images with 
the term “classroom”.  



You can also upload an image 
from your computer as the 
background image of your title 
box.

The 4 main elements 
of the “Insert” Tab are:

● Text Box
● Images
● Embed URL
● Upload



TEXT BOX

To add a text box to your Google 
Site, click “Text Box” and drag the 
text box to where you want it on the 
page.  There is a simple formatting 
toolbar similar to Microsoft Word.

After formatting your text box, you can change the 
background color of the text box by clicking on the 
palette icon to the left of the text box.



You can also change the background image of the text box by selecting the image much like 
selecting a background for the title box.  You can also upload your own image from your computer.

Note that the background image in the text box is centered based on the 
height and width of the text box.



When selecting an image from 
URL, copy and paste in the URL
address for an image you want to 
use from the internet. 

Selecting images from Google 

Selecting images from album of 
images you’ve uploaded.

Selecting images from 
Google Drive



Once you’ve inserted an image, you can drag it to reposition it.

To embed a video on your Google Site, drag the “Embed URL” icon onto your 
page.

For example, copy the URL address of a YouTube video you want to include on 
your page.



Paste in the URL address of the 
YouTube video and click “Add”.

You can scale the size of the video 
after you’ve embedded it.

You can upload images 
from your computer to 
insert into your Google 
Site.  Click the “Upload” 
icon and select the image 
where it is located.

The image will be uploaded and then you can select and insert it.



Using the “Divider” component,
you can divide your webpage 
into sections.  Click “Divider” 
and drag the divider line to 
where you want to place it.

You can insert images, videos, documents, and 
more from your Google Drive.  Click on “From 
Drive” and select the file you want to insert from 
where it’s located.



You can also select files from Team 
Drives, as well as files that have been 
shared with you.

Select the file you want to 
import from Google Drive and 
click “Insert”.



Examples of images 
inserted from Google 

Drive

You can also embed YouTube videos, Google 
Calendar, and a Google Map.

To embed a YouTube 
video, you can search for  
a video or browse 
through videos you have 
uploaded from your 
WCPSS YouTube 
account.



If you insert a video from your WCPSS 
YouTube account, click on the video 
from the list and click “Select”.  



To embed a Google Calendar, click 
on the “Calendar” icon and select 
the Google Calendar you want to 
embed. (You either have to already 
have one created or have one 
shared with you.)  The calendar will 
be inserted in this default view that 
you can change once the site is 
published.

You can also adjust the 
Calendar Settings if you 
want.



To embed a Google Map, click on the “Map” 
icon and enter the address of the map you 
want to embed on the site.  

Click “Submit” and the Map will be inserted 
into the Google Site. 



You can also embed Google Docs, Google 
Slides, Google Sheets, Google Forms, and 
Google Charts.

Choose the Google Doc you want to embed and 
click on it.  It will be inserted into your Google Site.



To insert a Google Slides presentation, click on 
the “Slides” icon, select the presentation, and 
click “Insert”.



To insert a Google Sheet, click on the “Sheets” icon, 
select the file, and click “Insert”.



To insert a Google Form, click on the “Forms” 
icon, select the Google Form, and click “Insert”.



ADDING PAGES TO YOUR GOOGLE SITE
(1) To add a page to your Google Site, click the “Add page” icon on the “Pages” tab.
(2) Type in the name of the page and click “Done”.
(3) As you add pages, they will appear under the “Pages” tab, as well as along the top menu line on 

the Google Site.  After the 1st 4 pages, additional pages will be found under “More”.
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Under the “Themes” tab, you can choose 
the style of theme you want to apply to your 
site.

Once you are ready to 
publish your Google Site 
so others can see it, click 
the “Publish” button in 
the upper right hand 
corner.   
Enter the name of the site 
that you want to be a part 
of the URL address.



The site will be published.  To view the published site, 
click on the drop-down arrow next to the “Publish” 
button.

Once your website has been published, you can see the 
site in a separate tab and you will see how it will appear 
to the public.  The URL address will appear at the top of 
the web browser that you can link to your school website.

Remember that as you update your Google Site, you will 
need to publish any changes you make. 


