


Make sure email is in a professional format. 

Ex: John.Doe.ga@gmail.com



Step 1. Search for Google Sites 

in Google. 

Step 2. On the far left side on Sites 

click Create a Site.



1. Browse and 

select my WBL 

Template for your 

Portfolio from 

Schools & 

education 

templates.



Step 1. 

Select 

Schools & 

education
Step 2. Search WBL Portfolio

Step 3. Choose My WBL 

Portfolio w/Blue Sidebar



Step 1. Select Gadget from 

template directory.

Step 2. Then select use 

template.



1. Name your Site should be 

Professional 

Ex: John Doe’s WBL Portfolio 

2. Click Create Site …Big Red 

Button.



Click edit on the 

top right pencil 

icon to edit 

information on 

current page.



Go to Manage Site by 

clicking on the tool 

and going down to 

Manage Site



Step 1.  Click Sharing 

and Permissions

Step 2. Then click 

change to Specific 

People 



Be sure your setting are set to not shared 

on you “My Sites.” Screen.



Go to Manage 

Site 
Click themes, colors, and 

Fonts



1. Click New Page 

button at the top 

right of the home 

page. 

2. Name your page and put it on either the 

top or under your home page.



1. Click edit 

site layout.

2. You can edit the side bar, 

header, text, and format of where 

items are located.  



Click add file, then you can go to 

your file and upload the file 



Click on edit site 

layout then go to the 

text box you want to 

change and click on 

the black edit side 

bar item button then 

type in the name you 

want it to say.


