
Create a Google Website for Your Course 
Revised: October 1, 2012

Sample Osher Websites
Book Group: https://sites.google.com/site/athenaeumbookclub/
A U. S. Education Course: https://sites.google.com/site/osheruseducation/
A jazz course:  https://sites.google.com/site/osherjazz/

1. Create a Google Account
If you already have a Google account, skip to 2. Create New Site

1-1. Create a Google account at: www.google.com/sites
1-2. Click on Sign up for Sites
1-3. When your account has been verified, you will be notified by e-mail and can begin to 
create your website.
Note: You can (but do not need to) create a gmail account at the same time.  If you wish to 
use your existing email address as the account ID, this is OK. You will receive an email 
(Subject: Google Email Verification) and must reply to this to activate your account.

2. Create New Site
2-1. Go to www.google.com/sites
2-2. Enter your e-mail and password (created when you set up your account)
2-3. Click on Create New Site
2-4. The default template (highlighted) is the Blank Template
2.5. Name your site – you may want to use the name of your course.  

This will appear in the URL address, so choose something that will be easy for your 
class to identify. This url may not exactly match the name of the site.

2-6. Ignore Choose a theme and More Options
2-7. Type the code shown. Then press the “Enter” or “Return” key.
2-8. You have now created your Home page.  Click on the Edit page icon, the little pencil in 
the upper right-hand corner of the Home page. 

This opens an editor which will allow you to add information to this page.  
2-9. When you are done adding information to a page, click “Save.”

3. Add Pages to Your Site
3-1. To add a new page, start from your Home page - click the + (New Page) icon in the 
upper right-hand section of the screen to the left of the More icon.
3-2. You will need to name each new page (eg. Readings, Course Leader Contact Info, Week 
1 etc).
3-3. Under “Select a template to use,” select the default (highlighted) template which is 
called “Web Page.”   
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3-4. Under “Select a location,” select  “Put page under Home.”
When you create a page, you will be able to add attachments to it by browsing your 
computer to locate a file you want to upload.

3-5. Then click the “Create” button.
Each page will appear in the sidebar.

  
3-6. Continue adding pages as needed. 

You can add pages at any time as your course progresses. 
Add new pages from the Home page.

4. Adding File Attachments to Your Google Website

4-1. You can attach files to the section at the bottom of any page.
Click on “Add Files” at the bottom of a page and a window will open with a “Browse” 
button that will allow you to find the file you wish to attach.

File attachments will be listed at the bottom of the page. They may be viewed by 
clicking on the file name or downloaded by clicking on the Down Arrow icon.Files 
may be deleted by clicking on the “X.”

5. Adding a Website (URL) link to Your Google Website
Method 1 (URL is shown)
5-1. To add a link to an external website (the New York Times, for example), enter or paste 
the URL on the page where you want it.
5-2. Highlight the URL and then click the link icon at the top (it's about in the middle of the 
menu bar, looks like two chain links joined; hover over it to be sure). and save the page.

Method 2 (URL is not shown. Some urls are very long and ugly, Method 2 hides them.)
5-1. Enter the name of the external website (Washington Post for example) where you want 
the link. 
5-2. Highlight the name.
5-3. Click the link icon at the top. 
5-4. A “Create Link” window will open.
5-5. On the left, click “Web address.”
5-6. Paste the url into the box that reads “Link to this URL.”
5-7. Check the box “Open this link in a new window.”
5-8. Hit OK
5-9. Hit “Save” at top right.
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6. Adding Images to Your Google Website

6-1. You can add images to any page of your website.
6-2. Click on “Edit Page.”
6-3. From the Insert menu, select Image.
6-4, If you have your image on your computer, click "Browse" and navigate your computer 
to select the image. 
Click “OK.”

If you want to use an image found online, first download the image to your computer 
by right clicking and selecting “Save image as.” Then start at step 6-2.

6-5. Once an image is inserted in a page, you can then make changes to the size or position 
of the image or you can choose if you want text to wrap around the image. 
6-6. A toolbar appears under the image.
6-7. Using the toolbar you can align the image left, center or right; choose a size, small, 
medium, large or original; and turn Word Wrap on or off.
6-8. When finished making changes, click “Save.”

7.  Limit Access to Your Site
7-1. From the Home Page, select “More”  in the upper right corner and open the pull down 
menu
7-2. Select “Sharing and Permissions.”
7-4. In the central box under “Who has access,” click on “Change” to the right of “Public on 
the Web.”
7-5. The following three “Visibility options” will be shown:

1. Public on the web - Anyone on the Internet can find and access. No sign-in 
required. 
2. Anyone with the link - Anyone who has the link can access. No sign-in required. 
3. Private -  Only people explicitly granted permission can access. Sign-in required.

Select option 2, Anyone with the link. The click “Save”
7-6. Ignore “Enter page-level permissions.”

8. Your Web Address
The URL of your website is your web address.   This is the “link” or address you will 
distribute to your class.  

9.  Managing Your Website
9-1. To upload information to your website, add pages or make changes, access your website 
by going to www.google.com/sites.  
9-2. Enter your e-mail and password.   
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9-3. Under My Sites, click on your website. 

10. Adding Color and Themes to Your Google Website

10-1. Login to your website (e-mail and password)
10-2. From your Home page, or any page, select More Actions at the top right corner
10-3. Then select Manage Site
10-4. In the sidebar on the left of the screen, select Themes.
10-5. Toward the top of the screen, look for Base theme: and a pull down list (iceberg is the 
default)
10-6. Select a theme from this list and it will be previewed below
10-7.When you find one you like, click save changes at the top of the screen.

The new “theme” will be applied to all pages in your website.

These instructions will allow you to get a basic website up and running. There is a lot 
more tweaking and fine tuning possible that will allow you to change the look and 
functionality of the site. For example, it is possible to embed documents, videos or 
spreadsheets. You can find some of these options by using the More drop-down 
menu and then selecting Manage Site. A very useful Sites Help page is accessible by 
clicking on the machine gear icon in the upper right-hand corner of any page.

Updated 10/1/12
Update Note: Google makes changes and improvements to Google Sites on a regular basis. 
If you become aware that these instructions are not consistent with what you see on screen, 
please contact Peter Luce at pjluce@gmail.com

If you need immediate assistance, contact:

Peter Luce, pjluce@gmail.com, 482-2730, or
Julian Thomas, jt@jt-mj.net, 734-3351
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