
Simple instructions for adding a new Text/HTML module to you site.  
 
The Text/HTML module is the most basic module of all, and also the one that you will use the most often. 
 
 
Getting started: 
 
Anytime you are doing maintenance on your side, it is generally helpful to make sure that: 

1. You are logged in with your administrator account. 
2. Make sure you are on the page that you want the module added to. 
3. Make sure that the control panel area is visible. 
4. You are set to Edit mode. 
 

 
Adding a Text/HTML module. 
 

1. At the top of the screen, in the control panel area, choose text/HTML from the module types. 
2. Enter a title, pane and where to Insert: (Bottom or Top). 



3. Click the Add icon (green + sign). 

 
Illustration – Steps 1-3. 
 
 



4. Your module will now appear in the pane you selected. 

 
Illustration – Step 4. 



5. Each module will have a little down-arrow icon in the first row of the module.  When you click it, it becomes a menu.   Choose 
Edit Text from the menu. 

 
6. You are presented with a small text editor.  This is known as a rich text editor, because it allows you to change fonts and 

colors, among other things. 
 

7. Remove the text “Add content” that is there. 
8. Enter whatever text you wish into the box. 



9. Click the Update bottom at the bottom of the screen (you may have to scroll sometimes.) 



Illustration – Steps 7, 8 and 9, 



 
 
That is really all there is to it!  If you wish to get a little fancier and build on your skills, try out some of the other HowTo documents 
for adding images and such. 
 


