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About this document 
This document is intended to assist anyone responsible for managing content on the ACIAR Research Portal 
located at https://research.aciar.gov.au. It provides an overview of functionality and basic principles for 
managing content on your new site. 

 

Research Portal overview 

Features and benefits 
• Hosting and ongoing maintenance of new program/project websites. 

• Templated website within the ACIAR-hosted web environment that project leaders can maintain. 

• A centralised location for all existing ACIAR program/project websites through a single host. 

• Financial savings on domain and hosting fees, cyber, and data security. 

• Long-term access to the project assets and information. 

Types of websites 
1. Websites from closed projects that have been ‘flattened’ and the information is now static. 

For example: 

o Australian International Food Security Research Centre (AIFSRC) 
https://aifsc.aciar.gov.au/  

o Eastern Indonesia Agribusiness Development Opportunities (EI-ADO) 
https://ei-ado.aciar.gov.au/  

2. Links to ACIAR-related websites created by projects that are still active.  

o For example: TADEP, SDIP, IndoBeef (Accessed on 13/04/2023) 
https://research.aciar.gov.au/tadep/ 
https://aciarsdip.com/ 
https://www.indobeef.com/ 

 

https://research.aciar.gov.au/
https://aifsc.aciar.gov.au/
https://ei-ado.aciar.gov.au/
https://research.aciar.gov.au/tadep/
https://aciarsdip.com/
https://www.indobeef.com/
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Government requirements 
When creating content on the ACIAR Research Portal, you should be aware of your requirements in relation to 
the following Government policies: 

Accessibility and inclusivity 
Content on government websites must be accessible to people with disabilities who may use screen readers 
as well as to users in remote areas and users with different devices. Australian Government agencies are 
required to meet the Web Content Accessibility Guidelines (WCAG) 2.0 Level AA. Therefore, under the 
Disability Discrimination Act 1992, you have a legal requirement to ensure your content is usable and 
accessible to people with disabilities. 

WCAG 2.0 requirements https://www.w3.org/TR/WCAG20/ (Accessed on 21/04/2022) 

Australian Government | Digital Transformation Agency guidance 
https://www.dta.gov.au/accessibility (Accessed on 21/04/2022) 

Understanding the Four Principles of Accessibility  
Introduction to Understanding WCAG 2.0 (w3.org) (Accessed on 30/05/2023) 

Create and verify PDF accessibility  
https://helpx.adobe.com/au/acrobat/using/create-verify-pdf-accessibility.html (Accessed on 
21/04/2022) 

Make your Word documents accessible to people with disabilities  
https://support.microsoft.com/en-us/office/make-your-word-documents-accessible-to- people-with-
disabilities-d9bf3683-87ac-47ea-b91a-78dcacb3c66d (Accessed on 21/04/2022) 

Ensure your content is written in plain English using language and terms that are inclusive, non-discriminatory 
and without jargon: 

Accessibility and inclusivity 
https://guides.service.gov.au/content-guide/accessibility-inclusivity 

Writing for the web 
https://guides.service.gov.au/content-guide/writing-style/ 

 

https://www.w3.org/TR/WCAG20/
https://www.dta.gov.au/accessibility
https://www.w3.org/TR/UNDERSTANDING-WCAG20/intro.html#introduction-fourprincs-head
https://helpx.adobe.com/au/acrobat/using/create-verify-pdf-accessibility.html
https://support.microsoft.com/en-us/office/make-your-word-documents-accessible-to-
https://support.microsoft.com/en-us/office/make-your-word-documents-accessible-to-people-with-disabilities-d9bf3683-87ac-47ea-b91a-78dcacb3c66d
https://support.microsoft.com/en-us/office/make-your-word-documents-accessible-to-people-with-disabilities-d9bf3683-87ac-47ea-b91a-78dcacb3c66d
https://guides.service.gov.au/content-guide/accessibility-inclusivity
https://guides.service.gov.au/content-guide/writing-style/
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Creation process and site management 

Creation process 
Submit the Formal request for a new site to the Research Program Manager at ACIAR. When the 
request is approved, an ACIAR staff member will contact you and discuss your site needs. 

When the site is created, as site owner, you will receive an email containing details of the site URL, 
your username and password and at this point, you will also be assigned Content editor role in the 
system. 

A staff member will contact you to organise training. 

Responsibilities 

Site owner 
Create and maintain site content while project/program is still running 

Be primarily responsible for keeping content up to date. 

ACIAR 
Initial site creation and user guidance 

General ‘how-to’ support and occasional content updates when requested or urgent 

Management of bugs or issues via technical support. 
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Administration 
When you log in, it gives you a new menu bar at the top of the site, looking like this: 

 
Click Content. 
 

 
 
This screen is the Content menu. Users with content editor roles primarily have access to the Content menu. 
From this screen, users can access the backend of every page, and this is also where users will do all content 
creation and maintenance of published pages. 
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Structure and terminology 

Frontend and backend 
The frontend of the website is anything that a visitor sees. Backend is where you perform the behind-the-
scenes work that creates the website's structure and overall functionality, allowing a site's front end to exist. 

When working in the backend of the website, the pages of the website are referred to as ‘Content’ and 
‘Content type’. Throughout this guide, we refer to what’s called a content page, which means any overarching 
page that offers content of its own, and that acts as a section of the website. 

Components is another term you become familiar with when working in the backend of the website. The 
components are what each template includes as functionality within each of the different content types. 
Depending on how the information for your website is structured, you can add as many components to a page 
as required to best accommodate the information. 

Frontend view 
Here is a frontend example of a Landing Page using a 1 Column Layout component and two Multi Column 
Layout components. 
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Backend view 
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Content types 
Content types determine the templates that are in use for each page. 

Type Function 

Event 
Use this template if you want to showcase an upcoming event. The event page can be 
created and then seen (linked) from either a Landing Page or from a Standard Page. 

Landing page 

Your new site has pages already created, with “dummy content”. The Home page uses the 
Landing page content type (template). A landing page is different from a standard content 
page in that it acts as an entry point to the website and sections of the website. It typically 
has various content listings to help direct viewers to other content e.g., news pages, 
articles, events, etc. 

News 

ANY page using the News content type template gets automatically listed in a section 
called ‘News & Resources’, regardless of if it’s been previously setup. News pages can be 
attached to the bottom of Landing Pages or Standard Pages. Downloadable documents in 
specific formats, and video can be added to News pages. 

Publication This template is not being used. Disregard this template please. 

Standard Page 
Most of the pages on the website use this template. Use the Standard Page template to 
display overarching information such as ‘About [the program]’ or ‘Our team’. Pages using 
this template may include text, images, links, and video. 

Components 
When you select a content type for a new page, a particular template is applied to that page. Depending on 
the content type, each template offers optional components such as:  

downloadable documents 

photo gallery 

video 

standard or two column layouts. 

There is also a Subscription component which can be linked to an email publishing service such as MailChimp 
for example. Ask the ACIAR web team if you need this service to be setup on your website. 
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Menus — how to add items 
Navigate to the page that you want to show in the menu and click Edit. 

In the right-hand column click ‘MENU SETTINGS to expand it. 

Click ‘Provide a menu link’ and from the list, select the Parent item or the page where you want the item to 
appear under. 

Tip: The number of dashes next to an item show you the hierarchy in the menu level. e.g., the Home page is 
at the highest level in the menu. It is the ‘parent’ to all other menu items, and therefore, shows only 2 dashes: 

  

 

 

 

 

 

 

Tip: The number of dashes next to an item show you the hierarchy in the menu 
level. e.g., the ‘Home’ page is at the highest level in the menu.  

It is the ‘parent’ to all other menu items and therefore, shows only 2 dashes. 
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Managing images 
Images are uploaded from your computer to the page you’re working on. Each component in The Research 
Portal manages images slightly differently, so in some cases it might be an idea to choose your component to 
match your images. 

If unsure, use the standard Rich Text Editor component as it provides the most flexible image display options. 

Image sizes 
Sizes are measured in pixels (px).  

The width is always first, then the height, and described as either “landscape” or “portrait”. 

• 880px x 530px is a landscape image — it is wider than it is high. 

• 530px x 880px is a portrait image — it is longer than it is wide. 

We suggest selecting and, where appropriate, cropping and/or resizing images to fit the specific component 
you plan to use before uploading the image to your page. 

Note 

• Images in the Research Portal must resolve to look good—not stretched or pixelated— at 530px 
high, and 880px wide. Smaller images than the recommended end up being stretched to meet the 
requirements of the module, and additional width may be cut off. This may result in distortion. 

• If you have smaller images, we recommend placing them in the centre of a canvas of the correct 
dimensions, turning any additional background transparent, or changing it to match the background 
of the image. 

Image sizes in specific modules 
Landing page banner: 1800 x 600px 

Standard page banner: 1883 x 413px 

Default images size: 880px x 530px 

Hero banner (includes header images): 1920px x 800px, noting that the image will be manipulated to fit the 
identified browser size/type (mobile, large screen, etc), and that not all the images may display on all browsers. 

Gallery images: 1000px x 1000px 

Multi-Column component: 880px x 530px (default size). Note: the component manages image resize and 
display very well. 

1-Column component: 680px width, no set height. Will resize images to fit width but will not crop to fit any 
set length. ACIAR recommends 680px x 410px (this is the proportional resize of the default 880px x 530px 
image size). We recommend pre-cropping images prior to uploading when using this component. 

Rich Text Editor component: no set size. Imported images will be displayed at full size. While you can 
resize the image proportions by dragging the edges, this will not change the physical size of the image (in Mb 
or Mb). We therefore recommend resizing the image to the appropriate proportions for the text prior to upload. 
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Managing and Creating content 

Logging in 
1. Visit the URL/user link provided via email to the new user. 

https://research.aciar.gov.au/yoursitename/user 

2. Enter your username and password. 
 

 

 
This gives you a new menu bar at the top of the site, looking like this: 
 

 
 
Click Content. 
 
You should see the Content menu (below). This menu allows you to edit published pages and also to add 
new content (create new pages). 
 

 
 

https://research.aciar.gov.au/yoursitename/user
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Editing published pages 
Your new site has pages already created, with empty or “dummy” content. All pages will have an “Edit” bar, 
either at the top, bottom, or side of the page: 
 

 
 
To edit any page: 

1. Click “Edit”. 

2. The backend of the page will be displayed. Each page will look a little different depending on what 
sort of page it is, and what content (components) have already been added. 

3. Components have their content hidden away initially.  
Click the [+] next to each module name to find the content. 

4. Edit content as required for each module. 

5. The system does not have an auto-save or draft options, so remember to save your work.  
Do not navigate away from the webpage you’re editing without saving, or you may lose your 
content. 

6. To save, scroll to the bottom of the page to find the “Save/Preview” option: 

 
7. If you don’t want your changes to go live yet, uncheck the button next to “Published”. Your content 

will appear with a pink background, to differentiate it from “published” content. 

8. You can also preview your changes at this stage. 

Adding new pages 
You will need to know which kind of page you wish to use. In general, you will be using a “Standard” page.  

1. Click "Content". 

2. Click "Add content". 

3. Select the content type you need. 

4. A new, blank page will be created. 

5. You will need to edit the information already on the page (teaser, header, banner images), and 
start adding your own components to add your own information. 

From the ‘Content’ screen (top left), click ‘Add content’ and select the page template, or content type, you’d 
like to create. 

 

The following sections explain each content type in more detail.  
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Content types explained 

Landing Page  

Field & 
Component Functionality description 

Title Enter a descriptive title for the page. 

 The title field automatically generates the page URL and will also display in navigation, 
but this ‘Title’ will not display on the page itself. 

To apply a heading to the page, use the ‘Header title’; in the HEADER BANNER 
section further down the page. 

Teaser  

 A teaser image and summary can be included. This info will display if the page is 
attached to another page as a related resource. If no summary text is added it will just 
display the ‘read more’ link e.g.: 

 

Metadata  

 Tags can be added here to aid searching. To be able to select taxonomy terms, they 
must have been previously added in. You can do this by selecting, from the menu, 
Structure > Taxonomy. 

Show in search function is automatically ticked. If you don’t want the page to show 
untick this option. 

Display Subscribe to newsletter block? When you create a new page, this function 
is automatically ticked. Untick this option if you do not offer a subscription or do not 
want this to display. 

When this option is ticket, the subscription block displays across the bottom of the 
page and enables people to enter an email address to subscribe to any services you 
may have. 
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Components Choose the components which best suit the information you will show on the 
specific page 

 

 

1 Column Layout Choose this option to display text across the full width of the page. Images can be 
inserted and embedded in the body text, and you may center, right or left align, so 
that the text wraps around. 

Multi Column 
Layout 

Choose either a two or three tile layout. You can add as many tiles as you need. 

 

Latest News Here, assuming you have already published a News page, you can add links to your 
News pages by simply typing the title of the page in the NEWS ARTICLES space. 
and then select it. 

 

 

Upcoming Events Here you can add links to events pages you have published. 
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Photo Gallery You can add photos to display in a gallery. Click to expand each image and add 
captions using the ‘Title’ field. 

 

HEADER 
BANNER 

Add a banner image for the top of the page here. See the Images section for size 
specifications 

 

 

 Header title displays on top of the feature image in the header banner and is the 
main title for the page. 

Header Summary Text can be added here, which will also display over the banner 
image. If using this option, ensure to keep it short. 
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Standard Page 

Field & 
Component Functionality description 

Title Enter a descriptive title for the page. 

 The page URL will be automatically generated from the Title field. This title will also display 
in navigation. Unlike the Landing Page template, this title will display at the top of the page. 

 

 

Teaser  

 A teaser image and summary can be included. This information will display if the page is 
attached (or linked) to another page as a related resource. If no summary text or image is 
added, it will just display the title of the page and ‘read more’. If an image is added and no 
summary text it will display like this. 

 

Metadata  
 Tags can be added here to aid searching; however, they must first be added under 

Structure > Taxonomy. 

Show in search is automatically ticked. If for any reason you don’t want the page to show in 
search results you can untick this box. 

Display Subscribe to newsletter block? is automatically ticked. This displays at the 
bottom of the page and enables people to enter their email address to subscribe to any 
services you may have. Untick the box if you do not want this to display. 
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Components Components house the main content for the page, and you may add many components to 
a page. 

1 Column 
Layout 

Choose this option to display text across the full width of the page. Images can be inserted 
and embedded in the body text, and you may centre or right/left align, so that the text 
wraps around; like this: 

 
Alternatively, use the image field to upload an image and tick the ‘image as left column’ 
box (or leave unticked for images on the right). This option will display two separate 
columns: one for text and one for images. 
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Bio You can add a researcher’s bio to a page. However, before you can select it to link it to 
a page, a bio must first have been created; from the People > Add user menu. 

Photo Gallery You can add photos to display in a gallery style. You can click to expand each image 
and captions can be added using the ‘Title’ field. 

 
Pull Quote 

 
Rich Text 
Editor 

This is a basic content box that displays full width, similar to the 1 column layout, 
however any images added must be embedded within the content rather than in a left 
or right column. This component is useful if you want to have content above and below 
other components. 

Video Video can be embeded on the page using a link from Youtube in this format 
‘https://www.youtube.com/watc?v=TmTWuzuWSmk’ 

HEADER 
BANNER 

Add a banner image for the top of the page here.  
Images should be large (at least 1900px wide x 800px high) otherwise they will stretch.  

Header title Please leave blank. This setting does not display. 

Header image Upload the image here and add alternative text (alt text) 

 

http://www.youtube.com/watc?v=TmTWuzuWSmk
http://www.youtube.com/watc?v=TmTWuzuWSmk
http://www.youtube.com/watc?v=TmTWuzuWSmk
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Downloads This is where you can upload Word or PDF documents for viewers to download. 

 Ensure all files are accessible (see the Accessibility and inclusivity section). Add the name 
of the file in the ‘Description’ field; this will display on the page. If the description is left 
blank, the filename will display. 

 

Related Stories To add stories to a page, simply start typing the name of the page into the field and 
then select it.  

Remember: You must have published a News Item first to allow it to be linked in this 
way. 
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News page 
The News page template works in a similar way to how the Standard Page works, with components for each 
of the sections you wish to add to the page. 

Any page created using the News template gets automatically listed in a ‘News listing page’. This is an 
automatic feature, which pulls news items from your site and collates them on the ‘News listing’. You may like 
to add the ‘news listing’ to the main menu (at the top) when creating your site. 

 

Field & 
Component Functionality description 

Title Enter a descriptive title for the page. 

 This title will display at the top of the page. The page URL will be automatically generated from 
the Title field. This title will also display in navigation: 

 

 

Teaser  

 

It is recommended that you always load a teaser image and include summary for news items as 
this affects how the information displays whenever referenced from other pages. For example, 
the Teaser displays when a site has a News Listing page or on any page where you attach 
(reference) this news item to. 

 Teaser seen a News listing: 

 

Teaser seen from Standard Page: 
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Metadata  

 Tags can be added to aid searching; however, they must first have been added under the 
Structure > Taxonomy menu. 

Show in search is automatically ticked. If for any reason you don’t want the page to show in 
search results you can untick this box. 

Display Subscribe to newsletter block? is automatically ticked. Untick the box if you do have 
a subscription service and not want this item to display. This displays at the bottom of the page 
and enables people to enter an email address and subscribe to any services you may have 

Components Components house the main content for the page template, and you may add as many 
components to a page as suitable. 

1 Column 
Layout 

Choose this option if you want text to display across the full width of the page or upload an 
image to display in two columns like this: 
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 Image 
Use the image field to upload an image. 

 

 

• Add an image to the left:  

Tick ‘Image as left column’ box. 

• Add an image to the right:  

Leave the box unticked. 

Bio You can add a researcher’s bio to a page, however, to list it on the page, you must first create 
the bio, from People > Add user. 

Pull Quote 

 
Rich Text 
Editor 

This component is useful if you want to have content above and below other components. It 
allows you to add text and images which display full width, like 1 Column Layout. However, 
images work differently. To add images, they must be embedded within the content rather than 
in a left or right column.  

Video To embed a video component on the page, use a link from YouTube in this format: 

             https://www.youtube.com/watch?v=TmTWuzuWSmk 

http://www.youtube.com/watch?v=TmTWuzuWSmk
http://www.youtube.com/watch?v=TmTWuzuWSmk
http://www.youtube.com/watch?v=TmTWuzuWSmk
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Downloads You can upload Word or PDF documents here. 

Before uploading any Word or PDF documents, check to ensure the files are 
accessible.  

 

 
Save the document file name as you would like it to appear, i.e., displayed on the 
page. 

 

Related stories  

 To add stories to a page, simply start typing the name of the page into the field and 
then select it. 
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Event page 
You create an Event page in the same way you create a News page. This means, you need to populate it with 
a suitable title, an image, dates, etc. After an Event type of page has been created, it can be linked from a 
Landing Page template, so that the event teaser can be seen from the overarching page. 

Field & 
Component Functionality description 

Title Enter a descriptive title for the page. 

 This title will display at the top of the page. The page URL will be automatically 
generated from the Title field. This title will also display in navigation. 

Backend of the Event page: 

 
Frontend of the Event page (using Rich Text Editor to format it): 

 

Teaser  

 A teaser Image is not essential for the Teaser. However, it is recommended you write a 
Summary, to enable complete information to show. This is how it will display on the 
Homepage or on any page that has used the Landing Page template. 

 
Metadata  

 Tags can be added here to aid searching; however, they must first be added under 
Structure / Taxonomy. 

Show in search is automatically ticked. If for any reason you do not want the page to 
show in search results you can untick this box. 

Display Subscribe to newsletter block? Untick this if you do not have a subscription 
service or do not want this to display. It displays at the bottom of the page and enables 
viewers to enter an email address and subscribe to newsletter services. 
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Components  

1 Column 
Layout 

Choose this option if you want text to display across the full width of the page or upload 
an image to display in two columns.  

Use the image field to upload an image and tick the ‘image as left column’ box (or leave 
unticked for images on the right). 

 
Bio You can add a researcher’s bio to a page, however in order to select it to add to the 

page, you must first create the bio from the Administration menu, in People > Add user. 

Pull Quote 

 
Rich Text 
Editor 

This is a content box that displays full width, similar to the 1 Column Layout, however, 
images added must be embedded within the content rather than in a set column.  

 
Frontend of Event page formatted using the Rich Text Editor component: 

 
Video Video can be embeded on the page using a link from Youtube in this format    

             ‘https://www.youtube.com/watc?v=TmTWuzuWSmk’ 

http://www.youtube.com/watc?v=TmTWuzuWSmk
http://www.youtube.com/watc?v=TmTWuzuWSmk
http://www.youtube.com/watc?v=TmTWuzuWSmk
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Downloads You can upload Word or PDF documents here 

 Before uploading, save the document file name as you would like it to be seen. 

Ensure files are accessible (see Accessibility and inclusivity). 

 

 
 

Related stories  

 To add stories to a page, simply start typing the name of the page into the field and then 
select it. 

 

Event date  

 Add the date and time of your event. 
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Newsletter subscription feature 
The ‘Subscribe to our newsletter’ feature is available and can be added to your site at the time of the website 
creation. Please inform ACIAR web team if you would like it to be automatically featured. 

 

Concluding your project 
When your project is coming to an end please consider and implement, where appropriate, these 
recommendations. 

• Update the homepage to advise that the project is concluded. 

• Check and update any content that needs to be framed in the past tense. 

• Remove or divert any ‘Contact Us’ forms — if a contact person or channel will not be available after the 
project is concluded for further details, remove the option. Otherwise, divert as required. 

• Remove any subscription forms for newsletters. 

• Ensure the ACIAR Privacy Policy is added as a link in the footer. 

• Consider the longevity of any externally hosted/dependent content on the site. This type of content should 
be hosted on a site that is continually maintained. If not, the links can potentially break in the future which 
can negatively impact the user experience of your website. 

Examples of externally hosted/dependent content: 

Videos (YouTube or Vimeo) — Will the videos remain permanently on a maintained account? 

Newsletters (e.g., MailChimp) — If you currently have a link to the MailChimp newsletter, it is best to 
convert these to PDF and save/host them directly on the website. 

 

  

https://www.aciar.gov.au/privacy-policy


30 

research.aciar.gov.au  
ACIAR Research Portal 
User Guide 

 

 

 

Resources 
Accessibility Downloads | Vision Australia – a page with inks to tools, tip sheets and 

other resources. 

Online Image Resizers • Adobe Express – an online tool where you can change the 
dimensions of any photo you upload. 

• Image Resizer | Easily Resize Images Online – a tool where you 
can resize images online for free. 

Research Portal website 
assistance 

Contact the ACIAR Outreach team - aciar@aciar.gov.au 

Two-factor authentication 
(TFA) 

TFA Status Must be Enabled 
Two-factor authentication (TFA) provides additional security for your account. With TFA 
enabled, you log in to the site with a verification code in addition to your username and 
password 

 
TFA app download 

Microsoft Mobile Phone Authenticator App | Microsoft Security 

 

TFA set-up for the Research Portal 
1. Log in to your research portal site with your credentials. 
2. Click your username (at the top, right hand side). 
 

 
3. Select Edit profile from the drop-down menu. 
4. Select TFA. 
5. Enable TFA.  

6. You should be able to scan a new QR code, using the Authenticator app, to set 
up TFA up on your phone. 

TFA set up for existing users with a new device 
1. Open the user profile menu using the button in the top bar 
2. Select Edit Profile 
3. Select TFA 
4. Click the Reset application link under the TFA application header. 

This will ask you to enter your password, and then you should be able to scan a new QR 
code, using the Authenticator app, to set TFA up on your new phone. This will overwrite 
your original setup, so TFA codes on your old device will stop working. 

 
 

 

https://www.visionaustralia.org/business-consulting/digital-access/resources/downloads?token=yDrER7FHs18j9ANeNAlBWFNHu3F3Wa2Pnbu2Vvxoq8o
https://express.adobe.com/tools/image-resize
https://imageresizer.com/
mailto:aciar@aciar.gov.au
https://www.microsoft.com/en-au/security/mobile-authenticator-app
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