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Introduction
This tutorial will show you the basics of creating and running your teacher 
page on the Medora Community Schools website. This will include:

● Logging into your page
● Editing Pages
● Adding New Pages
● Deleting Pages
● Giving your site a theme



Logging In
Before you’ll be able to 
access your page, you’ll 
need to log in to the 
school website. Go to 
medora.k12.in.us and find 
the login button at the top 
of the home page.

http://medora.k12.in.us/


Logging In
After you hit the login 
button, this window will pop 
up. Enter the login 
information that was given 
to you in collaboration. If 
you have forgotten (or never 
received) your login, send an 
email to 
rmorris@medora.k12.in.us

mailto:rmorris@medora.k12.in.us
mailto:rmorris@medora.k12.in.us


Finding Your Page

After logging in successfully, you’ll need to find your teacher page. 

● If you are an Elementary teacher, this will be under the “Elementary” tab on the 
home page. Elementary teacher pages are listed by grade. 

● If you are a High School teacher, your page will be listed under the “Jr./Sr. High” 
Tab. Slide down to teacher pages and find the page that is listed under your last 
name.



Editing Your Page
When you arrive at 
your teacher page, 
it will look 
something like 
this. To begin 
editing, flip the 
switch at the top of 
the screen that 
says “Design 
Mode”.



Editing a Page
After flipping the design 
mode switch, hover 
your cursor above the 
content tab that says 
“Hello my name is.” In 
the right hand corner of 
this box, you’ll see a 
pencil icon that will 
allow you to edit text. 
Click this icon.



Editing Text
Now that you’ve clicked edit, you’ll be 
taken to this screen. At the top, you’ll 
see several text editing options. These 
are similar to the types of options 
you’d see in Word or other word 
processors. You can adjust the size, 
color, font, and whatever else you 
choose for your text.



Editing Text
After choosing whatever text 
settings you want to use, click on 
the area circled below. You can 
now type and replace the default 
text with whatever you want.



Updating Images
Now that you’ve entered the text 
you wanted, you’ll likely want to 
change the default picture on the 
site. Right click the image (so that 
it is highlighted as shown) and 
click on properties.



Updating Images
Clicking on properties will open this 
window. Under “Alt Text”, list a name 
of the picture you’ll be adding. After 
doing this, click on the picture icon 
beside “Choose Image”.



Uploading Images
Clicking the image icon 
will open up the image 
manager. On the far left, 
make sure you are in the 
“teacher images” folder. 
After you do this, click 
on the plus sign above 
with the word “Upload” 
beside it. 



Uploading Images
Whenever you click upload, this 
window will pop up. Click on the 
select tab. This will allow you to select 
an image from your computer. 

After you’ve done this, click the 
upload button down below. 



Uploading Images
After you’ve uploaded the 
picture you wish to use, 
make sure you select your 
image in the second 
column. The image you 
choose will display in the far 
right. After you’ve selected 
your image, click on the 
properties tab I have circled 
on the far right. 



Image Properties
After you hit properties, this tab 
will open up. You can set the size 
of your image here by changing 
the width and height setting. To 
constrain proportions, click on 
the chain icon beside them. 

You must also enter the name of 
the image you are uploading into 
the “Alt Text” box. This is just a 
precaution in case your image 
won’t load on some computers.



Adjusting Image Size
After you’ve added your image, you 
will be directed back to your page. 
Click on the edge of the image to 
make adjustments to its size.



Publishing Your Page
Now that you are done editing the text 
and images on your homepage, you’ll 
need to click the publish button seen at 
the bottom of the page. Once you do 
this, the updates you’ve made will go 
live and everyone will be able to see 
them. Anytime you make edits to a 
page, remember that you’ll need to hit 
the publish button to make the changes 
go live.



Adding Links
If you wish to add links to any external 
sites on your page, open up the edit 
menu once again. Remember, to do this 
simply flip the design mode button on 
and then click on the pencil icon. Type in 
the text you would like to function as a 
link. Highlight the text. Then click on the 
chain/globe icon seen circled at the top of 
the page. 



Adding Links
After clicking the add link icon, this 
window will open. In the box labeled 
URL, enter the website you wish to 
direct students to. In the box labeled 
tooltip, just type the name of the 
website. If you want this link to 
redirect to an email instead, click on 
the circled tab above. If you wish for 
the link to open a document, click the 
document icon circled next to the URL 
box. 



Adding Links
Under the target tab, choose either 
same window or new window. “Same 
window” will open the link in the same 
tab the user is on; “new window” will 
cause the link to open up in a new 
tab.

After you’ve done this, click “ok” and 
your link will be added. 



Adding Pages
After you’ve set up your 
initial page, you may decide 
to add more pages. Before 
you do so, make sure you are 
back on the homepage of 
your site. Any page you add 
will become a subpage of 
whichever page you are 
currently viewing. 



Adding a Page
To add new pages to 
your site, click the 
“+Page” button seen 
at the top of the 
screen. There are 
several types of pages 
you can add, but I’ve 
circled the three that 
will likely be most 
useful.



Types of Pages
Calendar: This page can be used to show upcoming events. High School   

          teachers may choose to have calendar pages for each of their classes.

Content Space: This is your most basic page. You can type in information and 
                   also add photos and links. 

Document Container: This page acts like a storage locker. Once you create this
                page, you can upload documents (such as notes, forms, 
                etc…) into it. Students/parents will be able to access and 

                                 download these files.

Others: The other pages are more complicated. You may experiment with them as you 
choose, but I’ll not be covering them in this tutorial.



Adding a Page
After you’ve chosen the type of 
page you’d like to add, this 
window will pop up. Give the 
page a title. Now hit the blue 
arrow. This will automatically 
assign the page a url address. 
After this, click “select icon”. Pick 
an icon from the list to 
represent your page. Click ok. 
After this, hit “Create Page”.



Adding a Page
After creating your page, the 
option will come up for you to 
edit the page’s content. You 
can do this now or go ahead 
and publish. You can give your 
page a summary, but it is not 
required. Just remember, 
whenever you are done 
editing, hit publish to make the 
changes go live. 



Deleting a Page
In order to delete pages that are listed on your 
website, you will first need to archive them. Go 
back to your site’s homepage. Under the “Page 
Options” tab in the editing bar, click “Page 
Status”. 



Archiving Pages
Clicking on page status will open 
up this window. Before the system 
will let you delete a page, you 
must first archive it. Select the 
page(s) you wish to archive on the 
left and then hit the “Archive” 
button. 

You also have the option here to 
hide pages so that they are only 
visible to you. To do this, hit “Hide 
Selection” and then “Close”. 



Deleting a Page
After archiving the page(s) you wish to 
delete, you’ll be taken back to your 
homepage. At the top, click “Page Option” 
and then go to “Archived Subpages”. 



Deleting a Page
Clicking “Archived Subpages” will 
open this window. Select the 
pages you wish to delete on the 
left and then hit the “Delete 
Selected” button. 

Remember, any page you delete 
this way will be gone 
permanently.



Page Themes

Now that you’ve successfully learned to create and delete pages, you can now 
choose to give your site a theme. To do this, navigate to your site’s homepage, 
then click the advanced options tab seen above.



Adding a Theme

After clicking “Advanced Options”, this will 
pop up. If you want to add a theme to your 
site, then click on “Page Theme”.



Design Portfolio
After clicking on 
“Page Theme”, the 
design portfolio will 
be opened up. You 
can browse and find 
a theme that works 
for your page. Click 
on the various 
themes to view 
them.



Publishing a Theme
After you’ve chosen a 
theme template that 
you like, click on it. 
This window will open 
up. To apply this 
theme to your page, 
click “Publish Theme” 
in the upper 
right-hand corner.



A Finished Site
Now that you’ve applied 
your theme, your site 
should be ready to go! 
Remember this page is 
yours, so use it however 
you see fit. Whenever you 
need to change things, 
just login and make edits. 
Remember you can 
change your theme at 
any time.



Conclusion
Now you have successfully learned to create and edit your teacher page. 
Great job, and thank you for taking the time to go through this process. I hope 
that this page will be able to serve as an asset for you and your students.

For any questions or help, contact Riley Morris at rmorris@medora.k12.in.us. 
Feel free to come speak to me directly in room 210. I am free to discuss the 
site and to assist you during 2nd and 4th hour. If you are unable to access or 
edit your site, please contact me as soon as possible.

mailto:rmorris@medora.k12.in.us

