
   
 

   
 

 
 

USER GUIDE: HOW TO SUBMIT AN ARTICLE (NEWS, EVENTS OR 

SCHOOL ARTCILES) ON THE REEF GUARDIAN SCHOOL PORTAL. 

As a valued Reef Guardian School member, we’d love for you to showcase your school’s 
achievements and activities on the Reef Guardian School Portal using the Submit an article 
function. You can also use this function to submit any news or events that you would like 
featured. 
 
Please see instructions below. 
 
1. Go to www.reefed.edu.au 

At the top right-hand side of the home page, click on the Sign In button.   

 

This will then take you to the Log in page.  

Enter your Username. This will either be your email, or first name.last name 

Enter in your Password. 

 

When prompted, enter in your two-factor authentication code and click verify. 

 

 

 

https://www.reefed.edu.au/
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2. Once logged in to the home page navigate to My account 
 

 
 

 

3. This will take you to the My account page. Click on submit an article. 

 

 

 
 



   
 

   
 

 
 

4. This will take you to the article submission webform. 

 Complete the fields in the form and attach any images. 

 

 

5. Once you have finished, accept the terms and conditions for submitting an article 
and click on submit. 



   
 

   
 

 

6. Once you have clicked on submit, the following message will be displayed. 

 
7. The Reef Guardian School team will then review your submission and post it on the 

Reef Guardian Portal once it has been approved. 
 

8. You can also contact us at any time by clicking on Contact at bottom of the home 
page and filling out a webform. 

  

 
  

 


