SKILL 1: Create a Gmail Account

Obijective: Students will create a Gmail account. If a
Gmail account already exists skip to skill 2 to create a
GoogleSite.

o Website: http://mail.google.com/

e Video Tutorial: http://youtu.be/cfO_iRv9Jro

e Suggestion: Create a Gmail address that is
professional in nature. Do not include your
birth year or inappropriate nicknames as your
Gmail address. Your Cougarnet ID is a good
option.

New to Gmail?
Signin
Username

Password

m Stay signed in

Can't access your account?

CREATE AN ACCOUNT
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SKILL 2: Create a Google Site

Obijective: After creating a Gmail address, students will visit https://sites.google.com/, log in with their Gmail
username/password, and begin steps to set up an electronic portfolio website based on a provided UH template.

Tutorial:
CREATE
1. Visit https://sites.google.com/
2. Log in with your Gmail credentials.
3. Click on the "Create" button. Browse the

: gallery for
4. Click the "Browse the gallery for more” more

link ] A

Google Science Fair
5. Type "Velvette" in the search text field, click Project Template Q

on the “Search” icon, select the "Educator
Portfolio Template" thumbnail, and click on the "Select™ button.

Velvette Laurence (Instructional Designer) Public

Q

is the creator of our UH Google Sites
electronic portfolio template.

Featured

Educator Portfolio Template
Business collaboration - Basic portfolio template for edud

e template as a general guide _.
Activities & events

Schools & education T

Cliihe & nroanizatinne

4]

TR Educator Portfolio Template

By Velvette Laurence

Basic portfolio template for educators. Use this
template as a general guide or layout

Preview template

@ Cancel « Back to Gallery
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6. Begin the process of creating a unique URL
for your website.

o

A.) Make sure the "Educator
Portfolio Template" is selected
B.) Within the "Name your site"
text field, provide a name of your
site. Such as: My Portfolio

C.) Enter a "site location™ for your
website. Such as: myportfolio.

D.) Review the wavy "code" text
and enter the letters of the word.
E.) Click on the "Create" button. If
the "site location™ is already taken,
you may need to try again with a
more unique URL.

Select a template to use:

Google Science Fair
Project Template Q

Educator Portfolio
Template

Soccer team Q

Browse the
gallery for
more

A

Name your site:

Site location - URLs can only use the follo

gt

https:/sites.google.comisite/

)

» Select a theme

* More options

Type the code shown:

VLAY

&

After all the steps have been completed, the site will be prepared for you.

Sites

CREATE

My Sites

Deleted Sites

Education Portfolio ith everyone i
/site/uhciteportfolio/

©2012 Google | Terms | Report an Issue | Help Center
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SKILL 3: Add/Edit Content

Obijective: Students will add or edit content on their Google Site portfolio.

Tutorial:
Sites
1. Log into your Google Site and click on your electronic portfolio
website link. Education PortfolioK:jv.m everyone |
/site/uhciteportfolio/
My Sites
2. When the site loads, the content of any page can be edited by peleted Stes
clicking on the pencil icon (located at the top right of the screen). 2012 Gooole [ Terms | Reportan fssue [ Felp Genter
3. The format menu bar will appear. Begin typing to s
change or add the content to a page. Formatting
tools are available if you would like to add an Edit page Page & Site
image, change font color, etc. Make sure to "Save" Settings
the page or edits will be lost.
Home ,
draft saved at 10:07 AM
Insert Format Table Layout
- ™~ Normal

Education Portfolio

Community Service  Sitemap

LS Home

About
Teaching Philosophy
[DELETE THE FOLLOWING TEXT:
Classroom 4 ;
e s This page should include a general paragraph
) 8 : ex laining the purpose of this website. Be cyber safe. TeXt
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4. To edit a text gadget, click on it and choose
the "Properties” gear icon.

Text gadget
5. Edit the "Text Box Properties” as needed and “Contact Information®
click on the "Save" button.

Click on the
"Text gadget"”
to see menu
options.

Text Box Properties
Gadget title:
IContact Information

Width: 250 pixels (leave empty for 1009 width)

Insert Format Table

= ~»  Normal ¢

:  8pt B 7 U
A B oo azszg?/‘—; "
<HTM

o N

Edit gadget [Edit gadget Wrap text

Remove

properties alignment around gadget

gadget
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6. To change the footer of your site, click on the "More"
option (located at the top right of the page) and choose
"Edit Site Layout," and click in the footer area to edit.

7. An “Edit site footer” window will appear. Edit the text
as necessary, click “OK” and click “Close” (located at

the top right of the page) to exit the “Edit Site layout”
view.

'4

Edit page Page & Site
Settings

Site actions

Subscribe to site chan

I Edit site layout

Manage site

Sign up for AdSense

Edit custom footer

First and Last Name | Email: email@email.com

Last updated 2012

&+ Sharing and Permissions

Edit site footer

Insert Format Table

¥~ ~¥ | Normal - | 8pt - B 7 U A- - | eo

= Ix <m

First and Last Name | Email: email@email.com
Last updated 2012

OK Cancel

Clo=e
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SKILL 4: Attach PDF Files

Obijective: Students will attach .PDF files to any the necessary pages.

Tutorial:

1. All documents must be saved
as a .PDF first. Visit a page on
your site that needs a
document to be attached. At
the bottom of the page click
the "Add Files" link.

2. Browse for the .PDF file on
your computer to attach.

ng Philosophy  updated war 27, 2012 12:33 21

Education Portfolio

Home Community Service Sitemap Recent Site Activity

Home About >
¥ About
= Teaching Philosophy

Classroom
Management Plan
Rdiiing [DELETE THE FOLLOWING TEXT:
References This page can include your teaching philosophy paper or

v Showcase an overview paragraph. If an overview is provided,
Domain | make certain to attached the entire philosophy paper to
Domain Il this page as an Adobe Acrobat (.pdf) file. To keep the
Domain Il portfolio professional. | would recommend writing a
Domain IV

summary of your philosophy. Use a word cloud tool

¥ Resources (such as Wordle.net) to create a graphical assessment of

Teaching Ideas

Technology Tools

Site owners

CITE Lab

EX2 4=

First and Last Name | Email: email@email.com

Last updated 2011

Wordle Graphical Assessment

F S &7
"IMAGE
G
AAY 2 v
d ~§ F
Educator Standards |\ o\ ohilocophy.] MISSI NG\
G~ =4

_ Goaciis S8
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SKILL 5: Add/Edit Screenshots

Obijective: Students will take screen shots of their activities and use a free tool to take screenshots.

For @ MAC/Apple users, | would recommend using the following key strokes: Command+Shift+4.
MAC instructions to take a screenshot.

For 4 PC/Windows users, | recommend using the “Snipping Tool.”
PC instructions to take a screenshot.

Tutorial:

. . . Programs (1)
1. Open an activity document or visit an activity URL that has

- o S
been created at an earlier date. * Snipping Tool

4~ 5ee more results

| snipping tool

2. Click on the windows start menu logo and locate “Snipping
Tool.”

3. When the program is open, the screen will gray out and a
hash mark/cross ( + ) will appear. Click and drag a box
around the area you would like to capture.

hrd hiss famous kite flying experments and proved
idings caught on fire when struck by lightning and

it mainly of wood. Using a ightening rod wouk!
harge Into the
 armount of fires.

R

o the Journal of Pads, in

to bum candles of ol lamps.
of Paris enact a number of
n the evening. Later,

jeal Project. We will never

bril nd October pecple reset
In13_inquiring_iittie htmi

Jo—
Created by Velve / \\

For assistance visit the CITE Help Desk or call 713-743-9833

Lo

[T SRS
VD WY s T

3 50X 1



http://www.wikihow.com/Take-a-Screenshot-in-Mac-OS-X
http://www.wikihow.com/Take-a-Screenshot-in-Microsoft-Windows

4. Save the screenshot to a familiar location
and rename it to something meaningful
(such as “GlogsterScreenshot™). The image
can be saved as a .PNG, .JPG, or .GIF file.

) Save As s . -ﬁ ’ ‘

@Ovl- Desktop » - | 4 H Seorch Desktop

Organize v New folder

- - b »] .
i Favorites B h . L
.

Bl Desktop
& Downloads

| Recent PI |
= Recent Places ' ™y -
1% Photo Stream

m

4 Libraries
E] Documents
J) Music
[/ Pictures

B¥ Videos

Save as type: )| Portable Network Graphic file (PNG) (*.PNG) h
Date taken: Specify date taken

Netvrvrori(‘ Libraries Laurence,

Velvette

File name: )| Glogster Screenshot.PNG ﬁ ]

= v

Computer

“ Hide Folders

[ Save

“} Snipping Tool (=@ =
Eile Edit Tools Help
R i

m
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Obijective: Students will add the screenshot on their Google Site

electronic portfolio. P
1. Log into https://sites.qoogle.com/ with your gmail credentials i Page & Site
and access your portfolio site. Settings
2. When the site loads, the
content of any page can be ARD 001: The teacher understands human
edited by clicking on the lesses and applies this knowledge to plan <
pencil icon (Iocated at the top ing assessment that motivate students \‘“I'M;-A\" ;\“ : )
right of the screen). o their developmental characteristics AA / s - ]
3. Delete the "Image Missing" 1% jnk:
place _holc_ler image by “Image: . | s | m | L lorigina | 5E | &
selecting it and choosing the  pf =
X" button. environment to help students personalize Remove |
o Domain |
4. Place the cursor at the beginning of the paragraph
and choose "Insert” then choose "Image." Insert 18 Table Layout
(o Trebuchet :  10pt s+ | B Z U
5. Click on "Choose File" to browse for the activity il

screenshot on your computer and click "OK."

Add an Image

Yo
® Uploaded images fi [MAGE

Web address (URL) M|SS|N¢;1‘1
e i

Upload an image

l Alt text (optional):

I Choose File I ©

OK Cancel

Example Portfolio

Community Service Sitemap Recent Site Acti

Domain |

B Philosophy
fad TEXES PEDAGOGY AND PROFESSION
nent Theory Domain |- The teacher designs insti

of relevant content and is based or
kes

_MPETENCY STANDARD 001: The 4
bpplies this knowledge to plan inst

responsive to their developmental

ACTIVITY TITLE: Benjamin Franklin
OVERVIEW: Glogster is an interacti

tavt videnc and nhatnc in an anlid

r Standards
b Ideas

cv Tanle
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Obijective: Students will resize the screenshot to fit the portfolio.

1. The image may automatically be too large for the page. Select the image. A menu option will appear
directly below the image or above it.

2. Choose the right align icon, small icon, and wrap on icon.

pt:Blgif;‘vc_o;:::

33— .—

Il
il
[
i
il
x\|
A
a
=
=

FCICINUT DTANUVARUD UUITD 1T1H1E teacner unaersuanas nurnarn

lopmental processes and applies this knowledge to plan instruction
bngoing assessment that motivate students and are responsive to

developmental characteristics and needs.

VITY TITLE: Benjamin Franklin Glogster
RVIEW: Glogster is an interactive multi-sensory poster that allows
ise of animated graphics, text, videos, and photos in an online

ronment to help students personalize their learning

ents are motivated to create a unique online pres
rcific lesson topic. Students ch Link: Go to link: h

s on the Glogster must be repr Image: = l "'| S M L Original

amin Franklin's contributions to sucrely. Aw tems V represenc an over

iy ibimme vaibby limlind e

Created by Velvette Laurence 2013
For assistance visit the CITE Help Desk or call 713-743-9833



SKILL 6: Hyperlinks

Obijective: Students will hyperlink their activity titles to the actual class activity that was created. The following
tutorial will demonstrate how to hyperlink to an online assignment (such as Glogster).

Tutorial:

1. Grab the live online URL for the assignment (such as http://vlaurence.edu.glogster.com/example/).

2. Log into https://sites.google.com/ with your gmail
credentials and access / s
your portfolio site. »a B
draft saved at 8:52 PM m Cancel
3. When the site loads, visit  hble Layout &
the Domain page where el =
the assignment belongs. | AR AR S e B [

The content of any page ()
can be edited by clicking

on the pencil icon ACTIVITY Benjamin Franklin Glogste <j

(|OC3.t€d at the tOp I’ight of OVERVIEW: Glogster is an interactive multi-sensory poster that allows the
the screen) use of animated graphics, text, videos, and photos in an online

environment to help students personalize their learning experiences.
CStiidantc ara mntivatad tn croate o 1inicnia anlina nracantatian hacad Aan o

4. Type the name of the activity, Srente Cink
highlighF the_ text, and click on the Sites page Text to display:
change link icon. ik sikbians Benjamin Franklin Glogster
Apps Script =

5. A"Create Link" window will appear.
Click on "Web Address" from the left
menu. Paste the URL to the activity
within the "Link to this URL" text ‘
box. Choose to "Open this link in a
new window." Click "OK."

6. "Save" the page.

http://vlaurence. edu.glogster.com/example/ I

AalTipie. Www._ JuugIc. CONMyiguogic

Dpen this link in a new window
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Obijective: Students will hyperlink their activity screenshot to the actual class activity that was created. The
following tutorial will demonstrate how to hyperlink to an online assignment (such as Glogster).

1. The content of any page can be edited by clicking on the pencil /7 —
icon (located at the top right of the screen).

Page & Site

Edit page
= Settings

2. Select the screenshot image. A menu option will appear directly

below the image or above it. Click the
"Change" link. B Z U A I oo = = iE i Tk <

processes and applies this knowledge to plan instruction

lil
il
I
1]
il

bessment that motivate students and are responsive to
3. A "Create Link" window will appear. ental characteristics and needs.
Click on "Web Address" from the left
menu. Delete the unfamiliar URL and Benjamin Franklin Qlagsiar
.. L. gster is an interactive multi-sensory poster that allows
paSte the URL to the aCtIVIty Wlthln the ated graphics, text, videos, and photos in an online
"Link to this URL" text box. Choose help students personalize their learning experiences.

to "Open this link in a new window." otivated to create a unique online presentation based on
Clle "OK." In topic. StuLink:  Go to link: https://sites.google.com...ase/domain1/glogster.j Change { Remove

ogster musi Image: £ s S M L Original @ EE | & X

Hn‘s COntribULlU[|> LO 50CIELY. ALL ILEITS 11T LIE aCliVILy represerc ain overview ol 1iis |

Create Link

Sites page Text to display:
Web address - Benjamin Franklin Glogster

Apps Script

http://vlaurence. edu.glogster.com/example/ I

AalTipie. Www _ gougic. COIMyiguogic

M

Dpen this link in a new window
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Objective: Students will hyperlink documents (such a Microsoft Publisher file) to the activity title and
screenshot.

1. Visit the Domain page for an assignment that was not P
created using an online tool. The content of any page can

be edited by clicking on the pencil icon (located at the top : A
right of the screen). Bl pags ot

2. Scroll down to the page that has a file het - | 10pt . ' B Z U A- I\ co 3
attached to it. Right-click on the title of -

the file, choose "Copy link Address." If
the option is not available, click on the
title. The document will open in an
internet browser and copy the link.

"y

3. Type the name of the activity in the /= [newsletter.pdff“ o - Yel Lau,
body of the page, highlight the text, Open inkin new window
and click on the change link icon. A Add files -
"Create Link" window will appear. Copy ink adress
Click on "Web Address" from the left Hos e | ———
menu. Paste the long google doc URL Last updated 2012

within the "Link to this URL" text box.
Choose to "Open this link in a new window." Click "OK."

4. Select the screenshot image. A menu option will appear directly below the image or above it. Click the
"Change" link. A "Create Link™ window will appear. Click on "Web Address" from the left menu.
Delete the unfamiliar URL and paste the long google doc URL to the activity within the "Link to this
URL" text box. Choose to "Open this link in a new window." Click "OK."
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