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Joomla is an online content management system that keeps track of
all content on your website including text, images, links, and documents.
This manual includes several tutorials to teach you some basic content management skills on Joomla, including updating text, uploading

images, building menus, and creating links. Please note that Joomla is an extensive system and this document only covers basic operation. To
l earn more about J o onalityapieasse \asitheadocansentatién secton daf www.joomla.org

1.0 Overview

For content management, Joomla divides into two basic components: the Article Manager and the Menu Manager. The Article
Manager is the place you will make changes to each individual page on your site. Here you can change the text on your pages,
upload images, or add links. It is important to remember that all content changes will take place in the Article Manager.

The Menu Manager is where you make changes to the navigation menus of the website. All your menus can be edited here. It is
important to remember that all navigation changes will take place in the Menu Manager.

2.0 Logging in to Joomla

In order to make changes to your website using the Joomla Content Management System, you must access the administrative
portion of the website. The administrative section is where all site maintenance and development takes place. In order to access
this portion of your site, you need to type a special web address into the address bar of your browser:
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WWW. your sitesname.com/ administrator i
name of the website you are editing).

nto yo

Joomla! Administration Login

se avalid username and
passwaord to gain access to the
administrator backend.

User Name
Goto site home page.
Password
/f_h\ Language Default (=]

Log in o



2. Since the administrative portion of the website is where important and irreversible changes take place, you need a user name
and password to access it. Enter your user name and password when prompted to do so. Note, only users with Administrative
Access can access this section.

Once you successfully login to the administrative section of your website, you will see the Administrator Control Panel. From this
page, you will access the Article Manager and Menu Manager to make your content changes.

Ready for a change?

a more user-fnendly platform, or
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Notice that you can access the Article Manager and the Menu Manager from the large icons on this screen. You can also always
find the Article and Menu Managers in the top bar under the headings Menus and Content.

Article Manager

1. Overview

The Article Manager is the place to make changes to the content on each individual web page. Each content page is called an
Article, and you will have a separate Article for each page on your site. From here, you can add text, links, images, and whatever
else you might want to the content portion of your web site.
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Article Manager Add Mew Aricle

Category Manager #
&) Featured Articles I. “

Media Manager
Add Mew Article [ NS e OTY Manager Media Manager

On the top bar menu, drag your mouse over Content. When the drop down menu appears, click on the Article Manager.



Article Manager: Articles AticleMenuManager>>() @ @ © 7 | v B @

_ New Edit Publish  Unpublish  Featured Archive  CheckIn Trash Options Help

Articles Categories Featured Articles
Filter: Search Clear - Select Status - E] |- Select Category B - Select Max Levels - IZI - Select Access E - Select Author - B - Select Language - E]
| Title & Status Featured Category Ordering Access Created by Date Hits Language ID
Existing Septic Tanks Cleaning & Repai
XIENAE S Ionlke (Seaning & Repi ) Rural a Public alexanders  2013-0126 364 AlT79
(Alias: existing-septic-tanks)
10 reasons why you should use drilling over
Hen ooy . (V) Directional Drilling 5 Public SuperUser  2012-11-01 363 Al 48
(Alias: 10-reasons-why-you-should-use-drilling-
over-trenching)
_ 404 ) )
(Alizs: 404) (v] Uncategorised 9 Public Super User 2012-10-30 561 All 3
Alias: 404) —
iy | | Eematice: o Drainage 17 Public SuperUser  2012-11-01 3 Al 35
(Alias: air-excavation)
Careers ; :
" & Uncategorised 4 Public Super User 2012-10-31 632 All 15
O (Alias: careers) << List of Articles ©
el (/) Uncategorised 0 Public alexanders 2013-08-19 54 All 92
(Alias: cartoons) s
Cherry Pickers
Publi -11-01 4 ! 4
] Al Sy DISS) (v] Roofing 0 ublic Super User 2012-11-0 35 Al 6
. Cherry Pickers ;
r Rural 5 Publ | d 2012-12-17 295 All 76
(Alias: rural-cherry-pickers) o e uolie aiexanaers
Sonmmerci Dranage ) Drainage 2 Public SuperUser  2012-11-01 356 Al 29
(Alias: commercial-drainage) g ?
ial Pl i
S B iy o Plumbing 15 Public Super User 20121101 72 Al 17

(Alias: commercial-plumbing)

The Article Manager has two areas to be concerned with, the Article Manager Menu and the List of Articles. In the Article Manager



Menu, there are several buttons that are essential to understand, and some that are not.

1. New: Creates a brand new article item.

2. Edit: Opens a selected article for content editing (note: Articles can also be edited by clicking directly on their name in the Article
List).

3. Publish/Unpublish: Makes the selected article visible (published) or not visible (unpublished) on the front end web site.
Featured: Sets an article as a homepage. Not necessary to understand for basic use.

4. Unarchive/Archive: Not necessary to understand for basic use.

5. Check In: Unlocks articles that have a padlock icon next to them which occurs if someone else is editing them or where the
article screen hasndét been closed properly.

6. Trash: Deletes a selected article. To delete an article, first select it by checking the box next to the article title in the List of
Articles, then click delete on the Article Manager Menu.

7. Options: Not necessary to understand for basic use.

8. Help: Click for on line help regarding the Article Manager.
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1. On the Article Manager Menu, click the New button.
2. Before you do anything else, you must give your article a title, an alias, and a section.

aln the title box, give your article a good name such as fAHom
b. Your article also needs an alias. We recommend using the same name as your title.

c.Set the eoattiiccd etbos fsUncat egori zedo.

d. Make sure the article is set to Published and the category is set to Uncategorized.

e. If the article is going to appear on the main front page of the site, set Front Page to Yes. Otherwise, leave it at No.

f. Click the Save button located on the top menu.

’ : 45
v B 2 QO 3¢
Save Save & Close  Save & New  Cancel Help

g. Open the webpage in a browser and click refresh to see the changes reflected on the live site. When you want to go back
to where you were, click Close (this looks similar to the Cancel button)

Editing an Existing Article

In this tutorial the basic functions of the Content Management System (CMS) Editor will be outlined. The CMS Editor is the tool you
will use to edit the content of your articles including text, images, and links.

1. In the Article Manager, click on the title of an article that you would like to edit. On the next screen, you should see a large text
area box with this tool bar at the top:
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This tool bar contains a number of ways you can manipulate the content of your article. Some of them should look familiar to you,
such as the bold, italic, underline and justification buttons at the top left of the tool bar.

DO NOT COPY straight from Word. Word and html are like oil and water. Paste your word copy into Notepad or Wordpad
(Programs, Accessories, Notepad/Wordpad) otherwise you will end up with hieroglyphics everywhere.

Other tools will require an explanation:

& | Paragraph #| Styles Hre gt -
': Format “1 A= all—

m

b Paragraph
Div
Address i
Preformatted
Heading 1

s imes 73

m

Format Drop Down Menu - This drop-down menu is for making headings on your article. To make text appear as a main
heading, set this box to Heading 1. To make the text appear as a secondary heading, set this box to Heading 2.
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Font family |=| Font size v A |=| #

Font family it - n ba
Andale Mono
Arial
Aral Black
Book Antiqua

m

Comic Sans M5

Courier Hew =

Font Family Drop Down Menui Thi s menu is used to choose the font family. We
to play with this menu.

+ A = Change Font Color i This button allows you to specify a font color for your text.

&~ Insert/Edit Image Button - This button will allow you to insert & edit images. (See 1.5 Images)

Add / Remove Hyperlink T These buttons are used to add, edit, and remove hyperlinks. Please see the Hyperlinks in an
Article section for more information on the use of these buttons.

:— = := = Bullets / Numbering Button i These buttons allow you to put bulleted points or numbered lists on your article.

g — - —

“J & Undo/Redo T If you make a mistake that you do not like, click the Undo button to return to the previous state, canceling
the changes that were made. Click in the field located below the tool bar and type something. Whatever you type in here will appear

on your web page.
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Use tables to optimize your page layout

For an inner page with photos and text, you can insert a table so the page looks nice and tidy. To put your text and photos under 3
columns, you would use a table like the following one:

Insert a new table i This button allows to create a new table on your article.

Once using it, you will be able to set up your table properties: set up the number of rows and columns. For a table like the one

above: 5 Cols and 3 Rows.

Tables

General Advanced

General properties

Cols 3 Rows
Cellpadding Cellspacing
Alignment -- Not set-- ¥ Border

width Height
Tzble caption

+ Insert

El

*® Cancel

4
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You will get a small table, you need to fill it with your content prior to setting the cells properties.

Make sure to leave one empty column or row free between two full cells so their content is not too close.

[m} m} o
— ]
Lpud has gentes, quarum exordiens initium ab Assyriis ad Nili cataractas

- - - A = = iens initi Assyriis ili [
porrigitur et confinia Blemmyarum, omnes pari sorte sunt bellatores opr%lr? 'i}:aur gfzaifrincil:glilrn:qizﬁlfnn DI;IEI;IT aaEi :or{g”:uzs hNeI“aCtagE-?giaCta
seminudi coloratis sagulis pube tenus amicti, equorum adiumento Eemiﬁudi coloratic sagulic pube tEanIE ami_ctli: i Elorum_adiumento s
pernicium graciliumque camelorum per = s sagulis p 5 . eq

pernicium graciliumgue camelorum per
[m]

Apud has gentes, quarum exordiens initium ab Assyriis ad Nili cataractas | Apud has gentes, quarum exordiens initium ab Assyriiz ad Nili cataractas | Apud has gentes, quarum exordiens initium ab Assyriis ad Nili cataractas

porrigitur et confinia Blemmyarum, cmnes pari sorte sunt bellatores porrigitur et confinia Blemmyarum, cmnes pari sorte sunt bellatores porrigitur et confinia Blemmyarum, cmnes pari sorte sunt bellatores
zeminudi coloratiz sagulis pube tenus amicti, equorum adiumento zeminudi coloratis sagulis pube tenus amicti, equerum adiumento zeminudi celoratis sagulis pube tenus amicti, equorum adiumento
Dpernicium graciliumgque camelorum per pernicium graciliumgue camelorum E‘er pernicium graciliumgue camelorum per “

.2 Table cell properties T This button allows you to set up one cell properties.

Click on one cell and set up the alignment (center, left or right) and the vertical alignment (top, center or bottom).
Set up the width to make the content cells identical and the empty cells identical. Use percentage: for the example table, put 30%
for the 3 cells in a row that are filled with content and 5% for the 2 empty cells which make the gaps between content.

Adjust the % according to the number of columns you want in your table and how you want your table to look.

Tables 0
General Advanced
General properties Update all cells in row v
Alignment --Not Set-- ¥ Cell type Data b + Update ® Cancel
A
Vertical alignment | Top ¥  Scope --Not Set-- ¥ ”
Width 30% Height
|l f you want the cell properties to apply to all the w®alllcdlisini n a

hY

tabled on AUpdate buttono.
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It is also possible to set up some borders and a background color for your table.

Do a right <cli
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1d

Summary
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Frame -- Not set --
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Hyperlinks in an Article

Creating a Hyperlink - In Joomla, inserting hyperlinks into your web content is easy. Follow these steps:
Before you start, open your web site in a different tab and find the page you want to link to.

Copy the URL address from the browser.

1. Highlight the text that you wish to make into a link by clicking and dragging: Visit the [

e 9 B I|Q|S
Fontfamly = Fontsze = A « ¢ « 8 [~

1T R [0 e MR -

1 _J = % 69y mees aec A A L&: 3»19" ’ ﬂk‘v.,v =iE

Contact

= & Paragraph = Styles e 4t

:—v:EvAz A @Avyﬂ —_

gl

Hadlee & Brunton Ltd
Site Address: 7 Theodosia Street, Timaru, 7910
Postal Address: PO Box 770, Timaru, 7940

Phone: 03 684 3817, Fax 03 688 4252

Email: plumbers@hadleeandbrunton.co.nz
visit the [

Path: p

Insert Module @ Insert Article @ Article Image == Page Break Read More
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2. Click on the Add/Edit Hyperlink button on the CMS Tool bar.

3. In the URL field, type the full web address of the page you want to link to:
Example: http:// www.yourhyperlink. com/ s e c bowokkpraperly)dofindethe wébsitd TP: / / 0 |

article by browsing through Contacts, Content, Menu or Weblinks. If you want to link to a file, click on the button to the right of the

URL field and find the file on the server. —*

4. In the Target drop down, choose behaviour of the link. We recommend links to other websites always open up in a new window.
If it is within your own site, it can replace the current window. Or you can set it to be a pop up box.

5. In the Title box, type the title of the web site you are linking to.

6. Press Insert.

Still not getting the
results you crave?

Get Google to fall m Jove with your site and grow your
business online with digital marketing support from
lexanders Diqital Marketing, a team of digital specialists

basad in Chnstchurch. New Zealand

Y

?:-

alexanders

OgTa rakeing
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Link : 2.2.8.4

Link ” Advanced |

URL

website

Attributes

Article Anchors | ---

Target --Not Set--

Title

=]

|v’ Insert || ? Help || ¥ Cancel

Vi
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Uploading and Displaying Images

lllustrating your articles with images is a good way to make them more attractive and informative at the same time. In order to place
images on the web in your article, there are two steps that must be completed. First, the image must be uploaded to the web. This
is followed by actually placing the image in your article. Both of these functions are completed with the CMS Editor in the Article
Manager.

Note about image file sizes:

It is important that you check the file size of the image and make sure it is not too large before uploading. Often times the images
taken directly from digital cameras are too large for web display, so be sure to adjust the file size to no more than 100 KB (this is a
| arge pic) using photo editing software. PCb6s donot really come

We recommend Irfanview, a free download that allows you to resize images easily. It is not easy to work out in Internet Explorer
what size to set your image to. An easy way is to download the browser Firefox. Open up the site in Firefox, right click on the
image, select properties and it will tell you the size.

Note about image pixel sizes:

Your image will always display best by resizing it to the size you want BEFORE uploading it. Taking a large image and resizing it
once it is in the browser will often cause it to look grainy or distorted. Always use an image editor before uploading to make sure
your image is the right size and quality (this is not outlined in the manual).

Uploading Images

1. Ensure that you have your image saved somewhere locally.
2. Log into the Joomla Administrator area and click on Article Manager. Scroll through [or apply a filter to] the list of pages
(articles) and select the one that you will be adding an image to.

19

\



Administration

Site Users Menus Content Components Extensions Help
- .E‘_.
: ' ' ‘v -1
T
Add Meww Article Article Manager Cateqgory Manager Media Manager hMenu Manager
] ——— I
U=zer Manager Module Manager Language Manager Template Manager Edit Profile
Joomla! 251

Joomlal® iz free software releazed under th

Joomla main dashboard. Select OArticle Manager
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Administration

Site Users Menus Content Components Extensions Help

Article Manager: Articles

Articles Categories Featured Articles

Filter: Search Clear - Select Status - [:

|:| Title & Status  Featured Category
About

Fl ) Uncategarized
[Alizs: about)

Alterations

F] ) _ Uncategarized
[Alizz aterations)

F] Lommercial o ncategarized
[&liz=: cammercisl) ?
Contact

Uncategarized

I:l [Aliz=: contact) o ?

O Horme o o Uncategarized
[Alizs: home)

Residential
Uncategarized
D [Alizz residential) 0 s
[ Serces [ | | Incatennrizen

letailconsultancy, webdesionchristchurch.net. nziadministratorfinde:x. chotootion=com  content&kask=article. editiid=7



Find the relevant article that you would like to add the image to.

3. Click within the body of the article editor and position the cursor where you would like to insert the image. Click on the Image
button that is underneath the editing screen (shown at the very bottom of the below screenshot) to upload the image to the
server.

Is your website
sleeping on the job?

There’s more to a website than coding and pretty pictures.
An effective website attracts genuine leads while you focusondoing . A
business If you've hit a dead end with your current site, it could be time

to start afresh. Generate a relishle stream of ’
enquiries to your business with web design/marketing by '
Alexanders Digital Marketing Get m touch for a free website audit. -

WEB DESIGN - GOOGLE ADS - SEQ ANALYTICS - wwwalexanders.conz
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Edit Article

Title * Commercial

Alias izl

Category * - Uncategonsed [+ |

Status Published [+|

ACCess Fubic ||

Permissions Set Pemissions

Featured No [=]

Language Al [=]

D 7

Article Text

[Toggle Editor]

CONNERHEARE

Font family = Font size = iv I
A O 2 [ e ke [

Elrlz=

Commercial

Detail Consultancy Ltd; professional architectural services; providing detailed ai
contruction plans.

Project Samples

Franklin Residence - Redcliffs, Canterbury

Path: table » tbody » tr » td

Insert Module E Article [ | Image == Page Break Read More
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4. A window will open where you are able to select the image from your local computer. Click browse and locate the image.
Make sure the upload path is correct in the preview panel and, if it is not, select the folder that the image is to be uploaded
into. Click 6Start Uploadé.

GQ\?‘- Desktop » - ‘£,| | Search Desktop Fel | layout: & | |B - Google PEARE 2 |

Organize = New folder B- + @ .@. whows||n Rank: n.fa|n Price: nfa ‘ g Int.:11| tnp E:¢‘:2|[[hﬂ Densi
p TeanTEwer o p
i Favorites T (&) Shortcut
!J 1.09 KB
Pl Desktop
& Downloads Winamp
= Shortcut
1=l Recent Places 175KB
#& SkyDrive
backedup
L | File folder
. Libraries L
3 Documents i — 1-1-tnail —
J, Music ﬁ JPEG image
100 KB
=] Pictures =
- " Aptana Studio 3 3
E Videos @ Shortcut Insert | | Cancel
IJ 1.09 KB B
o
1M Computer Excel 2013 -

T x E Shortcut ——
il (& 231 KB il "‘J b4 b4

File name: 1-1-tnail - [A”F”?—‘ 'l Il bl sampledata joomla_black.gif joomla_green.gif

ﬁ-i MNetwork

[ open |v| [ concel |

joomla_logo_blac powered_by.png | small-jeff.jpg

El If "Not Set', the alignment is defined by the class ".img_caption.none".
Usually to get the image centred on the page.

Image URL Align Not Sat

Image
Description

Image Title Caption | Mo E| If zet to "ves’ the Image Title wil be used as caption

Upload files (Maximum Size: 10 MB)

No Fiks selected,

Start Upload




A successful upload will yield the following message:

6 Upload Complete: [commercial/1-1-tnailjpg

Directory| fcommercial [« Up Insert | | Cancel

1-1-nail.jpa

If "Mot Set', the alignment iz defined by the class ".img_caption.none’.
N“*E'E*El ) g Y g_cap

image URL Uzually to get the image centred on the page.

Image
Description

Image Title Captiocn | Mo El If zet to "res’, the Image Title wil be used as caption.

Upload files (Maximum Size: 10 MB)

Rrrasrca M filoe colortod
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5. Ensuring thatthecursori s st i |
tool bar. This button resembles a | andscape

| positioned where you would

N

edi tor6s
server (shown on next page).

Article Text

[Toggle Editor]
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Font famly = Fontsize v A+ /s B2 ITeiTe A & P @ —

o[ o] e M Ba (e
1T Lf.; li] &\ 69y neer nec 2 A

&
i
(]
G
il
e

Commercial

Detail Consultancy Ltd; professional architectural services; providing detailed and desian ideas for ye¢
contruction plans.

Project Samples

Franklin Residence - Redcliffs, Canterbury
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6. Locate where you have uploaded the file and select it by clicking on the filename that will appear in the middle column.
Some properties will populate themselves based on the file information in the upper frame of the window.
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