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Adding a Document to the Collection of Work Page 

on MY PVI Portfolio in Google Sites 

 
1. Open Google Drive on the Web.   

 

2. Select the Google Apps Launcher in the upper right hand corner of the screen.  Select Sites.  If 

Sites doesn’t appear in the list of choice you may have to select More to find Sites.   

 
 

3. Select the MYPVI site.   

 

4. Open the Collection of Work page.  Select the pencil icon to edit the page. 

 
 

5. Enter the name of the project (in this case Schedule), course name (in this case Web Page 

Design), year you completed the project, a description of the project, and a reflection for the 

project in the appropriate cells of the table.  The description should include the type of file 

created (in this case html).  The reflection should include what you learned to do concerning 

technology and any problem you encountered. 
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6. The name of the project will be linked to the actual project file.  Before you can link the name to 

the file you first have to add the project file to your Collection of Work by navigating to the file 

and copying the link.  Select the Google Drive icon in the tray and select Visit Google Drive on 

the Web. Navigate to the file and select it (do not open it).  Right click and select Get shareable 

link.  

 
 

7. Select Sharing settings from the popup menu. 

 
 

8. Type in the email address of the person you shared your portfolio with.  Select Can View from 

the drop down list.  Remove the Check from the Notify people checkbox.  Select Get Sharable 

Link   
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9. When the link appears select OFF – only specific people can access from the drop down menu.  

Select Copy link.  Select OK. 

 
 

10. Select OK to Skip Sending the Message 

 
 

11. Return to your Collection of Work page.  Select the project name. Select Insert Link from the 

menu bar.  Select Web address.  Paste in the copied link.  Select OK. 
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12.  After you have linked the file, select Save. 

 
 

13.  To preview your page, select the wheel in the upper right hand corner below your login name.  

Select Preview page as viewer.  

 
 

 


