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Before beginning your site administration you will need a child portal setup and the 

Username and Password for the portal. 

 

Please insure that this information remains confidential as it allows access to your site data. 

 

Contact your Portal Administrator for this information or if you want to change it. 

 

Note: you may want to check with the portal administrator as to what keywords are set for your 

site such that people using the Search Option can find your site! You may email 5 to 10 

keywords to aroundtaber@gmail.com to have the search words set for you. 

 

 

 

To Work on your site: 
 

1) Navigate to your page 

2) Click on the Login button 

3) Enter your 

a) Username, and 

b) Password 

4) Enter or edit content 

 

 

 

An Example: 
 

For Taber Adult Learning 

 
1) Navigate to the home page: 

a. Go on the internet and in your Browser (Internet Explorer) 

b. Enter the website www.arountaber.com 

  

  

  

Address bar 

mailto:aroundtaber@gmail.com
http://www.arountaber.com/
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c. From the Directory select your category 

i. In this example ñAdult Educationò 

  

  

  

 

d. When the page refreshes click your organization in the Category 

i. In the example ñTaber & District Community Adult Learningò 

  

  

  

  

2) Click the Login Button 

a. This brings up the Login options 

  

 

Your organization 
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3) Enter your 

a. Username, and 

b. Password 

c. Then, Click the Login Button 

4) Enter or Edit Content 

a. The next material we cover will help with this task 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: as you are logged in you will see your login name in the upper right of the screen. 

When you are done working on your site ï PLEASE ï Logout 

 

  

Taber Adult 

Learning Portal 

Manager 
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Editing the Website 
 

 

 

 

Your website consists of 6 regions where you may edit and add content. 

 

Near the top of the page click the drop down arrow to the right of Pane ï to see the regions: 

 

 

 

 

 

 

 

 

For each region you can add a Module 

 

 

 

 

 

 

 

 

 

 

 

 

In addition you may specify and alignment for the Module layout 

 

 

 

 

 

 

 

Once you have selected the desired options click the Add button 

 

 

 

 

 

 

Note: Before you begin ï make sure the Preview Button is UN-checked!  

(You cannot edit with Preview on) 

 

 

 

 

Not checked is 

the correct setting 
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Editing Text/HTML Content 
 

 

 

Certainly one of the most prominent aspects of a website is text. 

 

As you have text in the various panes you will want to edit it. 

 

You may edit text in a Simple Editor or a Detailed Editor 

 

 

Simple Edit: 

 

1) Move your mouse pointer over the module region 

2) An icon with a pencil will appear 

3) Click the pencil icon 

 

 

 

 

 

Your text can now be changed using standard text editing techniques 

 

 

 

 

 

You may then click the ñXò icon to Cancel or the ñDiskò icon to save the changes 

 

 

Detailed Editor: 

 

Move the mouse pointer over the ñtriangleò in the region to edit 

Select from the drop down list ñEdit Textò 

 

 

This brings up a more detailed editor: 

 

 

 

 

 

 

 

 

 

 

Note: You may click the back button in the Browser to cancel editing. 

  You must click the UPDATE button to post the changes ! 
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Inserting a Picture 
 

 

Having a picture in a module involves two steps; 

1. Uploading the picture to the server, and 

2. Inserting the picture on the page. 

 

To insert a picture in a module open the detailed text editor in the pane you want the image in. 

 

 

Select the ñInsert/Edit Imageò button. 

 

This brings up the Image Properties dialog box 

 

 

 

 

 

 

 

 

 

 

 

Note: you may have to turn off or allow pop-ups. 

 

 

 

 

 

 

 

 

 

 

 

 

Select ñBrowseò to find the picture on your computer 
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Click the picture, then click Open 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the option  ñUpload New Fileò 

 

 

 

From the Original ñInsert/Edit Imageò image properties dialog box 

you may now browser Server to find the picture 

 

 

 

Click the picture, then 

 

Click OK 

 

 

 

 

 

 

 

 

 

 

You may set properties for the images 

 

 

 

 

 

 

 

 

 

 

 

 

 


