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Overview 

These procedures advise on how to add to content to the Technical Services Procedures 
website (https://sites.google.com/a/fau.edu/technical-services-process-documentation/). 
Content will be added from its current form to a Google Doc on Google Drive and then 
embedded within the appropriate page on the Google Site. 
 

Adding the Document to Google Drive 

Setting Convert by Default 

When we upload documents to Google Drive, we’ll want them to be converted to the Google 
Drive format. While not strictly necessary, this will ensure maximum interoperability and create a 
native web document. 
 
To toggle the setting that will convert the documents by default, go to Google Drive. Then, click 
on the gear in the top right that is the settings button and click “settings.” 

 
 
The settings dialog box will appear. Convert Uploads is the first option. Check that box and click 
done. 
 

https://sites.google.com/a/fau.edu/technical-services-process-documentation/
https://www.google.com/drive/
https://www.google.com/drive/


 
 

Adding Documents to Google Drive 

In adding the document to Google Drive, it doesn’t really matter where you put it since you can 
always move it within Google Drive. Eventually, however, it may benefit everyone to keep the 
space somewhat tidy. At the minimum to ensure that sharing settings are correct, you’ll want the 
document to be placed within the Procedures folder. You should already have that included as 
part of your drive (“My Drive”). 
 

 
 
Simply drag and drop the document into the folder in the Browser. The browser will react as in 
the below image, upload, and convert the document. 
 



 
 
You can then move the document to the appropriate file. 
 

Adding the Document to the Google Site 

These procedures assume that the page on the Google Site already exist and that you have edit 
mode access (if you don’t have edit access, you won’t have the edit button). Once you are on 
that page, click the pencil in the top right hand corner to go into edit mode.  
 

 
 
Next, click Insert (in the top left), Drive, Document 
 



 
 
A dialogue screen will pop up with the Google Drive documents for which you have access. Find 
the necessary document by searching for it.  
 



 
 
Select the document, once found, and then click Save. 
 



 
 
The Google Doc will now be embedded but will appear as a gray box on the page. Save the 
page (in the top right). 
 

 
 
 
That’s it. The content is now added to the Google Site. 
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