
 

 

 

 

 

 

 

 



- 1 - 
 

Table of Contents 
 

Logging on to Weebly ................................................................................................................ - 2 - 

Adding, Deleting, and Rearranging Pages .................................................................................. - 3 - 

Changing Pictures/Layout ........................................................................................................... - 4 - 

Posting YouTube Videos ............................................................................................................ - 6 - 

Creating Hyperlinks and Buttons ................................................................................................ - 8 - 

Embedding and Updating Google Calendars .............................................................................. - 9 - 

Creating and Embedding Google Forms................................................................................... - 13 - 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Logging on to Weebly 
 

1) Open Google Chrome 

2) Type http://education.weebly.com/ in the URL bar (address bar) 

3) Type “Assim3” in the Username bar and the password in the password bar 

4) You will then come to the homepage. To change your name, email, or password click on 

account. If you would like to proceed to editing the website, click on the text 

“Sciencepoint Café” 
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Adding, Deleting, and Rearranging Pages 
 

1) Click on the pages tab at the top. 

2) To add a page, click the big orange button (Add Page) at the top left corner.  

3) To delete a page, click on it. Then scroll down and click delete page.   

4) To change the order of a page, click on the “three bars” symbol and hold. Drag in up or 

down according to your preference. To create a subpage (i.e. Chemical Processes), drag 

it under a main page (i.e. Grade 10 Science) and slide to the right. 

5) All your work automatically saves on Weebly. To make sure the website is updated 

when students go to view it, click “Publish” in the top right corner. 
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Changing Pictures/Layout 
 

1) To change the overall theme, click on the design tab at the top. Then click “Change 

Theme” on the left side of the page. Once you choose a new theme, the entire website 

will be altered. 

 

 
 

2) To change the home screen background image, click change background. Then click the 

blue button at the bottom of the page. 

 

 
 

 

3) From here, you have two options. Either select one of the pre-existing images from 

Weebly or upload your own image. To choose a pre-existing image, click on it and make 

sure a green checkmark appears over it. Then click “Select”. 
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4) To upload your own image, click the “Upload Image” button. 

  

5) Once the previous steps are complete, click save in the top right corner of the site page.  

6) To change the top image of a subpage (any of the pages that appear from a drop down 

menu), first navigate to that page. Hover over the image and click the orange button, 

“Edit Image”.  Then follow the same steps as before.  Click change image at the bottom 

left corner of the page, and remember to save (top right corner of the page). 
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Posting YouTube Videos 
 

1) Navigate to the page you would like the video to appear on and make sure you are under 

the Build tab. Click on the music button or scroll down until you reach the Media 

section.  

 
 

2) Simply drag and drop the YouTube symbol onto the site page. 
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3) Click anywhere on the video except for the play button. This will allow you to copy and 

paste the URL.  

 

4) To change the size of the video, click advanced and select small, medium, large, or 

extra-large.  

 

5) To delete an element, hover over it and click on the ‘x’. Then click delete. 
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Creating Hyperlinks and Buttons 
 

1) To insert text, drag and drop the text element. 

2) To hyperlink text, highlight it and click on the symbol that looks like a paper clip.  

 

3) Either link to a new site or a page from Sciencepoint Café.  
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4) To add a button, scroll to the structure section. Drag and drop the element anywhere on 

the page. Click on the “Link” tab and follow the same steps as you would for a hyperlink.  

 

5) To customize the text on a button, highlight it and type in something new. 

 

 

Embedding and Updating Google Calendars 

 
1) Keep the Weebly editor open in one tab and then open a new tab. Type 

https://www.google.com/calendar in the address bar. You should arrive at a page that 

looks like the image below. 
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https://www.google.com/calendar


2) Click on the month viewer to better display more dates. 

 

3) To add an event, click on the day that it will take place and type the name of the event. 

Then click create event. 

4) Click on the event and press “Edit Event.” Make sure the privacy setting is set to public 

and the correct calendar is chosen. For example, if the event is a test date for the grade 

10 science class, choose the Grade 10 calendar. Remember to save changes at the top of 

the page. 
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5) To embed calendars onto the site, hover over the name of the calendar you want to add 

and an arrow should appear. Click on it and choose calendar settings. 

 
 

6) Scroll down to the “Embed This Calendar” section. Click on the hyperlink that says, 

“Customize the colour, size, and other options.” 

 



7) You will then arrive at a new page.  In the bottom left corner, select which calendars 

you want to appear. Scroll to the top to copy and the HTML code. 
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8) Switch back to the Weebly editor tab. Then drag and drop the embedded code element. 

 

9) Now paste the HTML code from Google Calendar. 

Creating and Embedding Google Forms 
 

1) Open a new tab and go to Google Drive (www.drive.google.com). 

2) Click “Create” and then “Form”. 

 

http://www.drive.google.com/


3) After typing in various questions, press done. 

 

4) Then click File at the top left corner of the page. From here, select “Embed”. You are 

given the HTML code, so follow the same instructions as you would to embed a google 

calendar.  

     
 

5) To review answers once the form has been filled out, click responses at the top  

Choose response destination. Then name the spreadsheet and press create. A brand new 

document will be saved in your drive with all the responses. 

 

 

 

 


