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CREATING A WEBSITE 

You can make a simple, free chapter website using Google Sites. To start, go to https://sites.google.com/ 

and click “Create.” You will be asked to log in with a Google account; if you don’t have one, you will be 

asked to create one. You don’t need a Gmail address (you can use an already existing, non-Gmail 

address), but this could be a good chance to create a generic, non-university e-mail for your chapter 

(like, “MU-AAUP@gmail.com”). 

Start by picking a template. This will set up the general layout of your page. Since these are just 

templates and you will be customizing them later, you don’t have to worry too much about what the 

intended purpose of the template is. But we would suggest picking one from the “Clubs and 

Organizations” section.  For our example we’ve picked “Classroom Cork Board”: 

  

Fill out what the name of your site will be,  and how you’d like to personalize the URL, or web address.  

The name should be a descriptive but relatively short name, like “Monsters University AAUP Chapter.” 

https://sites.google.com/


The URL should be short, simple, and easy to remember, like “muaaup.” The final URL will be 

https://sites.google.com/site/muaaup, or whatever it is that you fill in at the end. Unfortunately you 

cannot get a simpler URL through Google Sites; that’s one of the trade-offs for it being free. (But if it is 

important to you to have a specific web address, you should know that you can buy a web domain 

elsewhere.) 

You can also “Select a Theme” from the menu, this will further customize your website by allowing you 

to pick a color and design scheme. The general layout will still be what you picked as your template 

above. You can change or adjust the theme later, though it’s easiest to pick something at this stage. 

 

https://sites.google.com/site/muaaup


Fill in the code, and click “CREATE” at the top of the page. Wait a few minutes, and your page will be 

created. At this point it is live online and anyone who types in or clicks your URL will see it.   

You are not done yet! Before you send the link to anyone, you need to replace all the sample text they 

have with your own.  Here’s what our page looked like when we started:  

Much of this design is based on the template and theme we chose, so don’t worry if yours looks very 

different. However, it will still have lots of blocks of text with “Lorem Ipsum…” or “Replace this text” or 

something else. You want to be careful to replace all of those before you publicize your website. 

To edit your page, click the edit icon (it looks like a pencil) in the top right: 



 

This will make the text editable just like in a word processor. Delete the stand-in text and add your own.  

For the paragraph that is front and center on your home page, you probably want to include general 

information about your chapter – who you represent, who is eligible to join, how someone joins, when 

you have meetings, or any other crucial information you want visitors to see. 

Go through each page of the website and replace all the stand-in text with relevant chapter information. 

For example, if there is a “Contact” page, you can delete what’s there and include contact info for your 

chapter leaders, if you would like. Make sure to click “Save” frequently so you don’t lose your work! 

  



If you find that your website template doesn’t have a page that you’d like to include such as “Events” or 

“Chapter History”, you can add a new page by clicking on the “Create New Page” button (just to the 

right of the “Edit” button in the top right). This brings up the “New Page” form: 

 

Name your page something simple and descriptive - “Events” is just fine. The “Select a Location” button 

lets you choose where in the website this new page will be located. If you are unsure, just click “Put 

page at top level.” Then click CREATE. 

Your new page will be empty, but you can enter text just like on any other page. You will also see that 

there is a new link in the menu for this new page. 

From there it is just a matter of editing pages and adding pages until you have replaced all the stand-in 

text with your own. If you need to delete a page, just go to that page, click on “More” in the upper right 

corner, and click “Delete Page.” You can also go to the page and then press Shift+3.  



 

For example, our template came with an “FAQ” page. We don’t have any FAQs that we’d like to include 

on our website, so we am going to go to the FAQ page, click delete, and it will be gone. Note that you 

cannot delete your homepage. 

Note: Some templates have advertising or other unwanted images and text that can be a little tricky to 

delete. This is often included by the third-party companies who created the templates. For example, 

here is how you delete the images circled in red: 



 

When you are logged in and on your homepage, click More in the upper right, then Edit Site Layout: 

 



You may not see much change at first, but if you hover over the “Days Since Next Event” box, it will 

highlight and an X will appear in the upper right corner: 

 

Just click that X and the box will disappear. Do the same for the “Over the Top” image. Make sure to 

click Save when you are done! The boxes will be gone: 



 

 

There are lots of other ways to customize your page, including inserting photos, calendars, tables, 

videos, and all sorts of other things that you may want. If your chapter has a Facebook or Twitter page 

you can link to those as well. Later in this guide there is a walkthrough explaining how to embed a 

twitter feed so that your website automatically shows the latest messages from the national AAUP. 

When you are done, and all the content you want to have is up on the site, show it to a few other 

people in your chapter. Ask them to click around and read the website, and let you know if anything 

needs to be fixed (a broken link, a typo, some stray “Lorem Ipsum” text, etc) or if they have any ideas for 

things that may be missing.  



Once you are confident that the website is great, share it with the world! Remember to keep it updated 

with correct contact info, upcoming events, new photos, new developments, etc. And please let us know 

at the national office that your website is up and running by writing to website@aaup.org.  

If there’s anything in these instructions that doesn’t make sense or doesn’t work, let us know that, too. 

Google changes often and we may need to update! 

  

mailto:website@aaup.org


AAUP PHOTOS 

Good photos will help make your website compelling. Most effective are probably the photos you take 

of your members, your leaders, and events that you host. AAUP chapters, conferences, and members 

are also welcome to use photos from the national AAUP’s Flickr site without getting specific permission, 

as long as you attribute the photos to the photographer, who is credited in the caption for each photo. 

Here is how to find and download AAUP photos:  

You can find photos from AAUP events on our Flickr page. They are all located here: 

http://www.flickr.com/photos/aaup/ . You can also see them organized by event here: 

http://www.flickr.com/photos/aaup/sets/ 

When downloading photos to print or use on your own website, download fairly large sizes if you can. 

These will be the most detailed versions and will look best. To get the larger image, click the photo. That 

will bring up the photo’s page, which looks like this: 

 

Right click on the photo and you’ll see the option to “view all sizes”: 

http://www.flickr.com/photos/aaup/
http://www.flickr.com/photos/aaup/sets/


 

 

Click one of the “Large” options, or even “Original” if your computer is fast enough and you have worked 

with large photos before. You’ll be brought to a page with the large image, which will likely be so big 

that your screen can only see a small part of it at one time. You can click the link next to “Download” to 

save a copy of the size you are looking at, or right click on any of the other sizes and click “Save link as…” 

 

Then just make sure you know where on your computer you’ve saved the image, and you can then 

upload it for use on your website, newsletters, or anywhere else.  

AAUP LOGOS 

If you would like to create a chapter logo that matches the national AAUP logo, we can put you in touch 

with a designer who can do that. We also have state-specific AAUP logos available upon request. E-mail 

communications@aaup.org if you are interested. 

mailto:communications@aaup.org


  



EMBEDDING THE AAUP TWITTER ACCOUNT ON YOUR WEBSITE 

You can add a box to your website which will automatically show the newest tweets from the national 

AAUP twitter account (@AAUP). However, it can be a little tricky to use with Google Sites. Follow these 

instructions carefully. 

First, you’ll need to download the html file at http://www.aaup2.org/aauptwitter.html . Just visit that 

page, right click anywhere, and click “save as.” Make sure to remember where you save it! 

 

Next you’ll need to go to the homepage of your Google Site; then click on “More” in the upper right, and 

select “Manage Site”: 

http://www.aaup2.org/aauptwitter.html


 

From the Manage Site screen, click on Attachments: 



 

Then Upload: 

 

Navigate to where you saved “aauptwitter.html” and select it for uploading. You should see it added to 

the list of uploaded files, which likely already has a few images on it by default. Right click “Download” 

next to the filename, and click “Copy Link Address” 



 

Now navigate back to the page of your website where you want the embedded twitter profile to appear. 

Most likely you will want it on your homepage, but it can be on any page. In my example, I decided to 

delete the calendar on the homepage and replace it with the twitter profile.  

Once you are at the page, click edit. 

Navigate to the part of the page where you want the profile to appear. Then click Insert on the top 

menu, and then More Gadgets: 

 

Click “Add gadget by URL”…  



 

…and paste the link you copied earlier into the box. Then click ADD. 

 

You don’t need to change any of the new settings that come up, though you might want to change the 

height of your embedded twitter profile. I changed mine from 200 to 400. Then click OK.  



 

The profile won’t show up just yet – since you are still in edit mode, there will just be a gray box where 

the profile will be. Click Save, and you’ll see the live version of your website. The profile will load after a 

second, and you are done! 



 

  



EMBEDDING THE AAUP NEWS FEED ON YOUR WEBSITE 

The AAUP national office regularly posts news stories about the organization and our chapters and 

conferences to our homepage at www.aaup.org. You can embed an RSS feed so that these stories are 

automatically put on your site and automatically update whenever we post a story. These are the same 

stories that appear on our website at: http://www.aaup.org/news/whats-new-aaup. So, like a twitter 

feed, once you set it up, it will stay up-to-date automatically. Here’s how to do it. 

First, log in to your Google Sites page so that you can edit it. Click the edit button in the top right:

For the purposes of this walkthrough, we’ll be deleting the calendar in the lower left part of the page 

and replacing it with the RSS feed. However, if you want to put it elsewhere, you can follow essentially 

the same steps to do so.  

http://www.aaup.org/
http://www.aaup.org/news/whats-new-aaup


The calendar will be represented by a gray box. Click the X to delete it from your page: 

 



Click in the space where you want to add the RSS feed; then go to the menu and click INSERT and then 

MORE GADGETS:

 

 



Scroll down until you see “RSS Feed” and select that:

 

Click Select:

 



Now carefully enter the URL for the aaup news RSS feed. It’s http://www.aaup.org/news/whats-new-

aaup/rss.xml. There are other details you can change about how the RSS feed will look. You can play 

around with the different options, including colors and fonts, and see what works best for you (using the 

Preview Gadget button to test things out). The only two I will specifically recommend are increasing the 

Height (to me the default of 200 pixels is just too short) and renaming the feed to say something like 

“News from the National AAUP” or “AAUP News” or something along those lines. You may need to scroll 

down to see all the options.

 

 

 

Click OK once you have set things up how you want them. Don’t worry, you can always go back and 

change things later.  

http://www.aaup.org/news/whats-new-aaup/rss.xml
http://www.aaup.org/news/whats-new-aaup/rss.xml


Now you’ll be back in the regular edit mode, with a new gray box labelled RSS Feed where the feed will 

appear. Click save…. 

 

…and you are done. The feed will automatically show up from now on.

 


