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Building a Web-Site for your organisation
What this article  is about
On more than one occasion I have been asked about how best to produce a web site for somebody’s club.
Here is one solution.

The aim of this article is to show you how to make a web site for your organisation for free using Google
Sites. It will demand minimal expertise, not much more than basic word processing, and more than one per-
son can have access to add content to the site. The information could all be obtained through Google, but
this will give you a step-by-step guide to building a site without having to trawl through lots of help pages.

It is also permissible to use Google Sites  to build commercial web-sites, although there are design limita-
tions. There are also some limitations on what is allowable, for example you are not allowed to have affiliate
links, so it is worth checking the terms and conditions. Something like a  simple web site for your B&B
should be perfectly acceptable.

Access to the Internet is all that is needed, no special software is required. You can use your own domain
name, e.g. www.your_club_name.co.uk for a small registration fee of approx. £5 per year. If you already
own a domain name you should be able to use this in the majority of cases. And, apart from some time,
that’s your only outlay! Once the site has been set up adding content is really easy.

To see the type of site that these instructions will show you how to build visit:
http://sites.google.com/site/quantocktestsite/  where there are also some further detailed instructions about
web design with Google Sites. In particular it would be worth reading the section about ‘Photos & Images’.

It may seem that there are a lot of pages here - but it’s mostly screen-shots showing what you have to do. A
picture is worth a thousand words and all that. However, be aware that Google is constantly developing its
products and various options and  menus may change - generally for the better.

Even if you are quite technically minded and don’t really need these instructions, they could prove useful if
you hand over control of the site to someone else.

If you do produce a web site for a club in the Quantock area, please drop me an e-mail through the Quantock
Online web site and we should be able to add a free link to it.

Important consideration
Over time the membership of an organisation will change, in particular that of any committee and the people
responsible for adding content to the web site. It is not sensible to be reliant on just one person who holds
the knowledge and expertise, and who possibly ends up inadvertently holding legal ownership of the site.
For this reason it is important that the site is set up in such a way that:

Ownership and control of the site and domain name should lie with the organisation as a body.

Sensible consideration
Have a ‘House Style’. Hopefully, several people may end up with adding content to the site it is sensible to
have some basic rules regarding text size, colours and navigation etc. and  have them written down. In prac-
tise this is quite straightforward to do - not to do so invites the site to become looking a bit of a mess, even if
the actual content is good.

http://sites.google.com/site/quantocktestsite/
http://www.quantockonline.co.uk
http://www.quantockonline.co.uk
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Creating a Google Account
To build the site you will first of all need a Google account, which is free. There are two ways of registering
the account, the first I will recommend for having an initial ‘play around’ to see what it’s all about, the sec-
ond I strongly recommend when starting to make the site for real. It’s perfectly OK to have more than one
Google account. For an experimental site use your own name, or one that you will not need when building
the site on behalf of your club.

Standard Google account

Whether or not you already have a Google account  go to http://sites.google.com (NOTE there is no www.
at the start of this address). The following screen will appear. If you already have a Google account sign in
using your login details in the box, if not press ‘Sign up for Sites’ and you will be prompted for details to
create a new account.

If you have just signed up for a new Google account the screen below will appear. Before you can use your
new account you will have to verify the e-mail address you gave in the sign-up process. To do this wait a
few minutes until Google sends you an e-mail and follow the instructions given (basically just click on a
link in the mail) - you will then be able to log in and use your new account.

In future you will normally log on to your Google account by going to the Google home page and clicking
on the ‘Sign In’ link at the top right of the screen.

http://sites.google.com
http://www.quantockonline.co.uk
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Google Apps Account
When creating the site for real there are several benefits to signing up through Google Apps, the main consid-
eration here being that you get a lot more ‘web-space’ (that is room on Google’s computers) for creating a
site than through the standard account shown above. A standard Google  account gets 100Mb of space, an
apps account gets 10Gb (that’s 100 times more!). Google Apps stands for Google Applications -  I would
suggest that you create the Google Apps account when you have decided on your domain name. See below
about how to do this. The following link takes you straight to the signup page for the basic free version
http://www.google.com/apps/intl/en-GB/group/index.html

Important: When you are going to build the site for real make sure that you create an account especially for
the organisation. Don’t use your own account because at a later date you will want to give other people ac-
cess to it!

Domain Names
By default the web address of sites are created in Google are of the form:
http://sites.google.com/site/quantocktestsite/, which is not very memorable. You probably want an address
of the form www.yourclubname.co.uk - which is quite possible to achieve, even after you have created a site.

Remember! Make sure that when you are registering a  domain name  that it is registered in the club’s name
- put yourself as the technical contact. That way there are no issues to deal with after a change of committee.

If you are signing up for a site through Google Apps (not through the standard account) you will be given
the option to buy a domain name at the cost of $10 p.a.. This is possibly the simplest solution as everything
will be configured automatically for you. The drawback is that only .com, .net, .org and .biz domain names
can currently be ordered in this way and, of those available, .org is probably the one that would suit most
clubs/societies. So, your domain name would be of the form www.yourclubname.org.
(Note: .com addresses are really intended to be used for American companies.)

If you already have a domain name, or intend to buy one through another company because you want a
.co.uk address or whatever, you will need to have the ability to access the CNAME records. This is not diffi-
cult, but I think it will probably be the thing that appears most daunting. You will need to consult the compa-
ny you bought the domain name from for further information - check their web site, the information might
well be there. Before making any changes to CNAME records it would be prudent to take a note of the exist-
ing values.

If you want to purchase a domain name through another company I can thoroughly recommend
www.34sp.com, not least for the support they will be able to give if you are having any problems with
CNAME settings.

The process for pointing your domain name at your Google site is slightly different depending on whether
you have signed up through Google Sites or Google Apps. Instructions for both can be found from the fol-
lowing page - you want to know about ‘Changing the site URL’, not ‘Changing the Root URL’.
http://sites.google.com/support/bin/answer.py?answer=99447&ctx=sibling

http://www.google.com/apps/intl/en-GB/group/index.html
http://www.34sp.com
http://sites.google.com/support/bin/answer.py?answer=99447&ctx=sibling
http://www.quantockonline.co.uk
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Let’s get started
Once logged in to your Google account you will see the following screen. Click on ‘Sites’.

On the next page you will be able to see a brief video about sites and also view a few example sites. Take a
look or press the big button that says ‘Get Started’ - this will bring up a page with a big button that says

‘Create Site’. Press the button (don’t worry, you can always delete the site later!). The following screen ap-
pears.
Fill in the box that says ‘Site Name’. The box underneath will be automatically filled in. If the site name is
not available you will be told on the next page.

http://www.quantockonline.co.uk


 Copyright www.quantockonline.co.uk Page  6

Leave the radio button that says ‘Share with everyone in the world’ checked and pick a theme (I’ve used
Charcoal). Don’t spend time worrying about these two settings as they can easily be changed later. Fill in
the captcha (anti-spam code) and press the ‘Create Site’ button at the bottom of the page.

Down to business
The next screen that appears is the site you have just created.
Because you are logged in you can see the toolbar that allows you to make changes to the site.

At this point it might be worth making a note of the site’s address which will be
http://sites.google.com/site/name_that_you_chose/
(it may show https rather than http and the beginning of the address, but they will both take viewers to your
site )

Don’t Panic
(a)  You can’t break the Internet - and nothing will blow up!
(b)  If you find you mess something up it is comforting to know that you will always be able to revert to a
previous version of your site.

Overall design
You will notice that the site fits the whole width of the screen.

We are now going to change the width for two reasons:

http://www.quantockonline.co.uk
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1) Depending on the resolution of a visitor’s screen, lines of text may become very long, which makes them
difficult to read.

2) Depending on the resolution of a visitor’s screen the nicely laid out page you created might look com-
pletely different on their computer.

Click the button that says ‘More Actions’ and choose ‘Manage Site’ from the drop-down menu.
The following screen appears.

There are a lot of changes that can be made from this page. Feel free to have a look around, but for the mo-
ment I’m going to concentrate on changing the width of the site. Click on ‘Site layout’ then the ‘Change site
layout’ button.

Change the box that says ‘Site width’ to 800px (px stands for pixels).
800 pixels width will allow just about everyone to view the site without the need to scroll from side to side.
 Click OK.
This will take you back to the previous screen where you will need to press ‘Save changes’ at the bottom left.
Then press the ‘Return to site button’ (top left).

http://www.quantockonline.co.uk
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The site will now look like this.
Notice that the page is now centred and there is a border on either side.

Editing a page
We’re now going to edit the home page - just to see how easy it is and to explore a couple of features.
I will add some text, a photo and get rid of the ‘attachments’ and ‘comments’ bars at the bottom of the page.

Press the ‘Edit page’ button and you will get a word processing type toolbar appear.

Notice that the page name ‘Home’ in this case, is in a separate box. If you change the title here the page
name will also change in the ‘Navigation’ bar, although not immediately - after saving any change to the
name it is necessary to navigate to another page before the new name appears in the menu.

I have added some text and a photograph by selecting ‘Image’ from the ‘Insert’ menu. This allows you to
select an image from your own computer to upload. Note: although the image can be resized to fit the page
this does not actually change the file size which means that:
(a)  Pages can take a long time to download. (b)  Your available web space can get used up quite quickly.

There is an explanation of how to re-size and optimise photos on the example site, under ‘Web design’.

http://sites.google.com/site/quantocktestsite/web-design-1
http://www.quantockonline.co.uk
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The following screen-shot shows the options that are available after you have inserted the photo.

By clicking on the photo a pop-up menu appears (blue). Use this to change the alignment - Centre, Right or
Left. The size - Small, Medium, Large or original. For a consistent look it might be advisable to use the
Small, Medium and Large sizes. In this screen-shot I have used the wrap ‘on’ so that text flows around the
photo. After making these changes click ‘Save’ on the toolbar.

I don’t really want to have the ‘Attachments’ and ‘Comments’ appearing at the foot of this page, so we’ll get
rid of them. To do this you need to have saved any edits and be viewing the page you want to edit.

Select ‘Page settings’ from the ‘More actions’ menu and the following screen will pop-up. Uncheck the box-
es that say ‘Allow attachments’ and ‘Allow comments’, then click ‘Done’. The attachments and comments
bars will have now gone from the page.

http://www.quantockonline.co.uk
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Now to get rid of the ‘Recent site activity’ box from the side-bar. At the bottom of the side-bar click the
‘Edit sidebar’ link. This takes you to the same page from where we changed the width of the site. Simply
press ‘Delete’ in the ‘Recent site activity’ box and then save changes (top right of screen), and return to the
site (top left of screen). You can always put this box back again by editing the sidebar.

Adding new pages
Time to add some more pages. Whilst viewing the site click the ‘Create new page’ button and the following
screen appears.

To find out about the different types of pages visit http://sites.google.com/support/bin/topic.py?topic=15021

Choosing ‘Web Page’ I created two new ‘Top Level’ pages - ‘Visits’ and ‘Competitions’ - and two sub-pag-
es underneath ‘Visits’ - ‘Visit Summer 2007’ & ‘Visit Spring 2008’. I also created two pages, ‘Competitions’
and  ‘Visit Winter 2008’ as a top level pages.

Have a play with creating pages and adding content, both can easily be deleted. It is worth having a look at
the choices you have of where to place the new page by clicking on ‘Choose a different location’, and then
clicking  ‘Site Map’ from the pop-up box that appears. You can then choose whereabouts on the site to place
the new page.

http://sites.google.com/support/bin/topic.py?topic=15021
http://www.quantockonline.co.uk


 Copyright www.quantockonline.co.uk Page  11

Keeping a logical structure for the site probably the single most important thing you need to do, so it’s neces-
sary to know how to move pages into new locations and to add links from the ‘Navigation’ bar.

In the screen-shot below I have clicked on ‘Sitemap’ to see where all the pages are. You can see that I have
already added the ‘Visits’ to the ‘Navigation’ bar, but the only place on the site where the ‘Competitions’
and ‘Visit winter 2008’  pages can be accessed from is the Sitemap. Not particularly useful.

Adding a page to the Navigation bar
There are two ways to add links to the navigation bar. Method 1 - to add the ‘Competitions’ page to the navi-
gation bar I first opened the page by clicking on it in the sitemap. Then, by clicking the  ‘More actions’ but-
ton chose ‘Page Settings’ from the drop down menu.

This is a screen you’ve seen before! Simply check the box ‘Show this page in the sidebar’ and click ‘Save’. I
also chose to uncheck the ‘Allow attachments’ box but leave the ‘Allow comments’ box checked so that peo-
ple that you have allowed to log in can make comments.

The link to ‘Competitions’ now appears in the side-bar, great! Only problem is that it appears at the bottom
of the list underneath the ‘Sitemap’ link. I would like to keep the sitemap link as the last in the list so will
need to move it.

Click on ‘Edit Sidebar’ (underneath the sidebar)

http://www.quantockonline.co.uk
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You are now taken to the page where you changed the width of the site from and removed the ‘Recent site
activity’ box. This time click on ‘edit’ in the ‘Navigation’ box and the ‘Configure Navigation’ pop-up will
appear.

To move the ‘Competitions’ page up the list, first highlight it and then use the up arrow to change its posi-
tion in the list. Pressing the x underneath the arrows deletes the page from the ‘Navigation’, but does not
actually delete the page.

Below you can  see another way of adding a page to the ‘Navigation bar’. Simply click the ‘Add item’ link
at the bottom and select ‘Site map’ from the next pop-up. Choose the page that you want to add to the Navi-
gation bar

When you’ve finished click ‘OK’, ‘Save Changes’ and ‘Return to site’.

http://www.quantockonline.co.uk
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Moving a page
Now I needed to move the ‘Visit Winter 2008’, which I’d accidentally created as a top level page, to be un-
derneath the ‘Visits’ page.

Firstly, go to the page by finding it in the ‘Sitemap’. Then click the ‘More actions’ button and select ‘Move’
from the drop-down menu.

The pop-up menu appears with ‘My changes’ highlighted, you can use this to move a page to anywhere ex-
cept a top level page. A more useful view is ‘Site map’, which is the one shown in the shot below.

You will notice that the page you are moving does not appear in the list. Simply highlight the page under
which you want to move your chosen page and click ‘Move’.

Note:
If you go to the ‘Visits’ page you will see the links to the sub pages (visit spring etc.) are in alphabetical or-
der. If you change the names of these sub pages the navigation order automatically changes to reflect this -
in strictly alphabetical order. To make navigation easier for viewers it would have been better to start the
page names with 2007, 2008 etc.

http://www.quantockonline.co.uk
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Changing the overall header
At present the heading of the site (quantocktestsite) is functional, but looks rather boring. We are now going
to add a picture as a header and get rid of the word ‘quantocktestsite’.

As before, select ‘Manage site’ from the ‘More actions’ menu - highlight ‘Site Layout’ and you get the fol-
lowing screen.

Click on ‘Change logo’ and the next pop-up appears. Click ‘Custom Logo’ and then ‘Browse’ which allows
you to look for a file on your computer to upload.

If you have adjusted the width of your site to that described earlier, the image will need to be 790 pixels
wide - I have made the depth of my header 100 pixels. You will need to leave space for the search bar which,
at present, cannot be moved or removed. The result can be seen overleaf.

http://www.quantockonline.co.uk
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OK, so it’s not stunning, but it was the result of less than 5 minutes work and looks less bland than before.
I’m sure that you can produce a much slicker design.

The other thing that had to be done was to remove the title ‘quantocktestite’ from all of the pages. This is
simply achieved by the following. Again, select ‘Manage site’ from the ‘More options’ menu. This time
choose ‘General’ from the left hand menu of the page that appears.
Uncheck ‘Show site name at top of pages’. Then click ‘Save changes’ at the bottom of the screen and you’re
done.

Undoing changes
If I don't like a change I made to my page, how can I go back to the original version? Firstly select ‘Revision
History’ from the ‘More Actions’ menu. Then, as the Google help system says:

1. Click through the versions listed to see the page's contents in each stage.

2. Optionally, while viewing a particular version, use the Compare two versions link to see a highlighted
view of differences.

3.  After returning to the Version history view, click the Revert to this version link next to the desired revi-
sion to replace the current version with it.

Note that the replaced version is also included in version history and can therefore also be restored.

I’m not sure how many versions of each page Google saves but, at the moment, there are 40 versions over a
3 month period of one particular page on the demonstration site that goes with this guide:
http://sites.google.com/site/quantocktestsite  So, there’s plenty of room for error!

http://sites.google.com/site/quantocktestsite
http://www.quantockonline.co.uk
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Attachments
By default pages that you create allow attachments and comments to be made by people who have permis-
sion (see ‘Who can do what on your web site’). If you do not want this to be the case for particular pages see
the instructions on page 9.

Those with permission simply go to the bottom of a page where they will be able to click a link and upload a
file directly from their computer. A file uploaded this way appears as an icon and can be opened by anyone
simply clicking on it.

It may be worth considering putting written documents in pdf format, which is readable be nearly everyone.
The kind of problem that can arise is when, for example, someone attaches a Word file in .docx format
which may well be unreadable by anyone that has an earlier version of Word. There are instructions on the
demo site of how to create pdf files for anyone that doesn’t have the software to do this.

Managing uploaded files
At some stage you may want to get rid of some old files that have been uploaded and are just using up your
web space. Possibly a photo that had not been optimised has been uploaded and you want to get rid of that
version (see demo site for more information of optimising images).

In Google speak all files that you have uploaded are called ‘Attachments’.

From the ‘More Actions’ menu select ‘Manage Site’ and choose ‘Attachments’ from left hand side. The
screen is pretty self-explanatory.

Note:

You will see that each attachment is listed in a specific location. At the time of writing each attachment  may
be used multiple times on the page where it is located, however it cannot be used on other pages. To use the
same file on two pages you will need to upload another copy to the required location - this is most easily
achieved when editing  the new page by using the ‘Insert’ menu.

This page will probably be most useful for deleting unwanted files, or replacing an existing file with a new
one.

http://www.quantockonline.co.uk
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Who can do what on your web site

Sharing the site
You do want people to be able to see the site when you’ve finished, and you will want other people to help
you add contents.

Again select ‘Manage site’ from the ‘More actions’ menu, then choose ‘Sharing’ from the menu on the left.

When you are ready, make sure that ‘Anyone in the world my view this site...’ is checked, or your site will
only be viewable by people you invite!

Owners can:

� Invite other owners, collaborators or viewers
� Change site themes and layout
� Change the site name
� Delete the site
� Do everything a collaborator can do

Collaborators can:

� Create, edit, delete pages
� Move pages
� Add attachments
� Add comments
� Add/remove pages to the sidebar navigation
� Subscribe to site and page changes

Types of access
On this screen you can also invite people to collaborate, or be owners or viewers of the site. Owners and col-
laborators are able to log in and make changes - share the work, you might want to go on holiday some day!!

The purpose of ‘Viewer’ is that, if the box ‘Anyone in the world my view this site...’ is not checked only
people that you have invited can see the site. In this case, even if Joe Public knows the web address, they
will not be able to see the site. Whilst you are developing the site you may want to keep it from general re-
lease, but have chosen people to comment on the look of the site.

Attachments and comments can only be made by owners and collaborators, however everyone will be able
to view them. For example, you could attach a membership form for people to print out and fill in.

http://www.quantockonline.co.uk
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To invite people
Fill in their e-mail addresses, add a quick note if required and click the button corresponding to the level of
access you want to give. Press the ‘send e-mail’ button. This page also displays the names of all existing
owners, collaborators and viewers together with the option to remove them, which revokes any privileges
previously granted. You can send invites to up to 50 people in a 24 hr period.

The person invited will receive an e-mail in which they will have to click a link. This will take them to a
Google sign-in page. If they already have a Google account for e-mail or whatever,  they will be able to sign
in with that, if not they will be prompted to create one. They will now be able to sign in to the site.

If the site is viewable by ‘anyone in the world’ signing in can be done by simply visiting the site and click-
ing the ‘Sign in’ link at the bottom of the page. If the site is not shared with ‘anyone in the world’ visitors
will be automatically re-directed to a Google sign in page and, if they have been invited, logging in here will
take them straight to the site.

Who does what
I would suggest that, for a club, at least two people are ‘owners’ of the site; the person setting up the site and
the Chairperson are the first people that spring to mind. Note that ‘owners’ have the power to delete the site,
so don’t go handing that privilege out too readily - rebuilding the site might not be your idea of fun! (Don’t
panic, there is plenty of warning in big red letters before deleting a site followed by a ‘do you really want to
do this?’ message. Also see the appendix on backing up.)

Collaborators can rest assured that they can’t do any real damage. Any changes made in error can be easily
remedied by selecting ‘Revision history’ from the ‘More actions’ menu and choosing from the list. Collabo-
rators could be designated specific tasks, for example the club secretary could be made responsible for up-
loading the minutes of meetings, another member could be asked to write a page about a recent competition,
the person who has just produced an entry form could upload that etc.

That’s All Folks!
Well, I don’t claim to have changed you into the world’s greatest web-master -  but that wasn’t the intention.
Hopefully I have broken the ice and shown you that it can be quite easy to create a web site that will serve
very well for it’s intended purpose. And, having done the initial design, it is very easy for you and others to
add content.

Please remember that Google is often improving their products; my screen shots will become out of date and
new capabilities will be added . In fact I had to rewrite a lot of this article because things changed for the
better just as I had nearly finished writing. However, you will get an idea of how it works.

One thing that I haven’t really explored in detail here is the ‘Insert’ menu that is available when in ‘Edit’
mode. There are quite a few things to look at here, especially under ‘More gadgets’. Having pointed that out
I will now add a word of caution. Don’t add irrelevant stuff like the latest share prices, a world clock or
whatever unless there is a real need to do so - or unless you want to make the site look naff!

Do use the Google Sites help system: http://sites.google.com/support/?hl=en_GB it’s all in there somewhere.
It is also well worth looking at the Help Forum that can be accessed from this page.

Do keep things simple. Remember, you might want to hand over to someone else one day.

One thing that isn’t supported at the moment is the ability to automatically backup the site to your own com-
puter or CD. I’m confident that Google won’t lose your site as they have their own comprehensive backup
methods. However if you, or another person that has owner status accidentally deletes the site Google will
not be able to retrieve it. It’s pretty difficult to accidentally delete the site but in case, like me, you are disas-
ter minded I have put  instructions for backing up on the demo site:
http://sites.google.com/site/quantocktestsite

Simon Youé

http://sites.google.com/support/?hl=en_GB
http://sites.google.com/site/quantocktestsite
http://www.quantockonline.co.uk
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