Copying Your UW Google Site to Your
Personal Google Account

New Sites Version

Steps to take place under the uw.edu Domain:

1. To begin, open the site from within your UW Google Account.
2. Click on the “Share with Others” icon on the top right hand side of the page.
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3. Inthe section titled “Invite people” type in the email address of the personal account. This will be
the new owner. We’re using uwissdemo@gmail.com in this example. Click “Send.” This will send
an email to your personal account that you have editing access for the UW Google Site.
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4. Click the dropdown menu to the right of the new personal account (the pencil icon) and make
sure “can edit” is selected.

Share with others

Who has access

a. Draft - Specific people can edit

Published - Anyone at UW can find and view

ISS advising (you)

issadvi@uw.edu
uwissdemo@gmail.com
Invite people:

Owner setings Learn more

Prevent editors from publishing, changing access and adding new people

5. Click “Done”.

Now that your personal Google account has access to your UW Google Site, we will log into your
personal Google account so that you can copy the UW Google Site and change the URL so that the site
is no longer hosted by UW.

Steps to take place in the personal Google account:

1. Using a current version of Chrome or Firefox, open your personal Google account and locate
your Google Site. One way is to go into your personal Gmail account, and open up the email
invitation you sent when giving your personal Google account access to your UW Google Site.
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This might take you to the uw.edu log in page. At the bottom of the sign in section there is an
option to “Sign in with a different account”. Enter the personal account log in and password here.
Once you have logged in, you should see your original UW Google Site, but from your personal
account. Note in this example you’ll see that the original portfolio is being opened through the
uwissdemo@gmail.com account. Since it does not have a uw.edu email address, we're
pretending that we’re a personal account for this demo.

Now, click on the “More” icon at the top right (a column of three dots). Select the “Duplicate site”
option.
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4. Type in the site name (feel free to change it if you wish!), browse to where you want to save it in
your personal Google Drive, and decide whether you want to share with the same editors.

5. Your UW Google Site has now been created in your personal account, but it is not published.
Click open in the box at the bottom of the page to open the copied site.

6. If you want to go ahead and publish your site, click Publish at the top right. Enter a new web
address to publish your site. Make note of the new URL. Notice that the default root of the URL
does not include “uw” in it--meaning that your site is not being hosted by UW.

http://sites.google.com/site/view/(new site name here)

What’s Next?

At this point you will have your original UW Google Site and the new copy in your personal Google
account. One way to see them is through google.com/sites. Once logged into your personal account, click
New Google Sites in the left menu. Don’t worry if you don’t see your copied site right away, it can take a
few minutes to show up. You can make the decision to delete the UW Google Site if you wish. If you
don't, it will be automatically deleted according to the timeframe UW provides you.

1. Be sure to click through all of your links to make sure that they work properly.
If there are any broken links that should be opening documents you may have stored in your UW
Google Drive, make sure you've copied the documents to your personal Google Drive, and then
check the links.



