
 
 

How to Insert an Announcment Section to your Google Site  

An announcement page is a good place to inform the viewers of your website on 

updates, changes, or important dates that your audience needs to be informed about. 

You can also upload pictures or websites to your posts that you feel your viewers need 

to see and experience. 

  

1.) Click on the Create Page link, which is on the start page of your Google site, and 

remember that you need to be logged into Google sites in order to make any changes. 

 
 

2.) Then click on the Announcements Speech Bubble link.  Then go ahead and name it 

something that is appropriate to the link, and something your viewers can identify with. 

Finally choose where you would like the link to appear, either on top or on the side bar 

of the site. Then click Create Page 

 

 

3.) Now your announcements section will be created, you can go ahead and add posts, as 

well as attachments to the posts. To add a post click on New Post, the editor will go 

ahead and load the posting form.  

 



 
 

 

4.) Now make sure you fill out what the post is about, including a title and a body, and if 

you want to attach a file that is relevant you can do that also. Remember to click save 

draft at the top, so your post is saved.  

 
 

5.) This will post the announcement to your website, now anyone who goes to your site can 

view this, plus they can make comments about the post also. Think of it as a mini-blog 

post. 


