
Google Sites Interview Portfolio



Introduction
This tutorial will cover 
the basics on how to 
create a student 
interview portfolio similar 
to the one shown to the 
right. 

For more Google Sites 
tutorials, visit Google’s    
G Suite Learning Center 
by clicking here.

To visit the Sample 
Student portfolio 
website, click here.

https://support.google.com/a/users/answer/9310491?hl=en&ref_topic=9296431
https://sites.google.com/sersd.org/


Create a Google Site
Log into your Gmail account to 
verify you are in the correct 
Google account.

Click on the Google Apps Icon.

Click on the Google Sites Icon.



Create a Google Site
You may or may not be brought 
to this screen.

If you see this screen, click New 
Google Sites.

Side note:  Classic Sites is set to 
be phased out by 2021.  This 
date was pushed back due to 
delayed feature releases in New 
Google Sites.  With that being 
said, I would suggest only 
creating a site in New Google 
Sites.



Create a Google Site
Once in New Google Sites:

Click the plus icon to create a 
new Google Site.



Name Your Google Site
Site document name— This will 
only be visible to you and other 
collaborators in Google Drive.



Name Your Google Site
Site name—The site name 
appears in the header and in the 
web or mobile window title bar 
after you publish the site. You 
need to have two or more pages 
in your website for your site 
name to appear.

Page title—Each page in your 
site has a title, which appears at 
the top of the page. The page 
title also appears in the 
navigation menu.



Select & Customize Your Site Theme
Click on the Themes tab

Select the theme you’d like to 
apply.  In this example, 
Impression was chosen.

Customize the colors and font if 
you’d like.



Add & Reorder Pages
To add pages to your Google 
Site:

Click on the Pages tab.

Click on the Plus Icon.

Name your new page.  

Click Done.



Add & Reorder Pages
To reorder pages in your Google 
Site:

Click on the Pages tab.

Click on the page you’d like to 
reorder.  

Drag and drop where you’d like 
the page to reside.  *Hint: when 
you see the blue line, let go of 
the mouse.



Change Page Background Image
Each page within your Google 
Site can have a custom 
background image.

To change the background 
image of a page:

Hover over the page header and 
click Change Image.

You can either upload an image 
from your hard drive or select 
image… which will allow you to 
choose from Google’s photo 
gallery or from your Google 
Drive.



Select & Create Page Layouts
In Google Sites, you can create 
your own layout or choose from 
several templates provided by 
Google. 

To edit the layout of a page:

Click on the Insert tab.

To insert a layout provided by 
Google, simply click and it will 
be applied to your page (as 
shown).  



Select & Create Page Layouts
To create your own page layout:  

Click on the element that you 
would like to add to your Google 
Site.

Resize and edit as you’d like.

IMPORTANT: When adding 
content from your Google drive, 
share settings must be updated 
as well.   

For example: If you give your teacher 
access to your Google Site but a Google 
doc or PDF that you inserted in your 
Google Site is set to private, your 
teacher will be able to view your 
Google Site but will not be able to view 
the Google doc or PDF on your site.



Preview Your Site on Various Devices
Before you publish your site or 
publish new changes, it is 
important to preview your site 
so you can experience what your 
site will look to visitors.

To preview your site:

Click on the preview icon.



Preview Your Site on Various Devices
From here you can preview what 
your site looks like on different 
devices.

Click on the different icons to 
view your site on a smartphone, 
tablet, or computer.

Click Close to exit the preview 
screen.



Privacy & Share Settings
Click on the Share with others 
icon.

A window with several options 
will pop up.  

Draft—To allow people in your 
domain or specific people to 
edit the draft version of your 
site.

Published—To allow people in 
your domain or specific people 
to view your published site

Invite People—To allow specific 
people to edit or view your 
published site.



Privacy & Share Settings
Because your Portfolio includes 
sensitive data, we are going to invite 
specific people and not publish to 
the web.

IMPORTANT: Portfolio sites should 
ONLY be shared with:
• Vocational teachers
• Portfolio committee

In the Invite people section, invite 
your vocational teachers and the 
portfolio review committee 
(portfolioreviewer@sersd.org).

Change the access to can view 
published.

Click Send when complete.



Publish Your Site
Now that you have determined 
who has permission to see your 
site, when ready, publish your 
site so those who have access 
can view it.    

To publish your Google site:

Click Publish. 

Choose your site address by 
adding a name to the end of the 
URL. Certain terms, such as 
support and admin, can’t be 
used. You’ll see a check mark at 
the end of the URL if it’s 
available.

Click Publish.



Editing & Publishing Changes to Your Site
It is important to know that as 
you edit and make changes to 
your site, they are not 
automatically published.  

You must click Publish after 
making changes or they will not 
be visible to visitors.

To demonstrate, text was added 
to this page.

Click Publish.



Editing & Publishing Changes to Your Site
The draft of your site and the 
current published will display 
side by side.  

Click Publish to make changes 
live on your site.



View Your Published Site
It is important to regularly check 
what your site will look like to 
visitors. 

Not only will this allow you to 
double-check if you published 
changes, it will help you identify 
design flaws and other things 
that may need to be adjusted on 
your site.

To view your published site:

Click on the drop down menu 
next to Publish.

Click View published site. 



View Your Published Site
Your published site will appear 
in a new tab.  



Important Checklist

Verify your share settings are correct.  
• Only share your site with your vocational teachers and the portfolio 

committee.
Double-check that all documents on your Google Site are also shared 

with your vocational teachers and the portfolio committee 
(portfolioreviewer@sersd.org).
View your published site to ensure all changes are visible to your 

vocational teachers and the portfolio committee.
Refer to the Sample Student Portfolio as a guide.
Visit Google’s G Suite Learning Center to access additional Google 

Sites Tutorials.

https://sites.google.com/sersd.org/sample-student/home
https://support.google.com/a/users/answer/9310491?hl=en&ref_topic=9296431
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