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1.0 LoggingIn

1.1. Click on the Admin URL provided to you in the welcome email
1.2. Enter the Username and Password provided to you in the welcome email to logon

| Login

-
i)
T J
Username
admin
ielcome to Joomlal
Password
Uze g walid uzername and ' TTIYYTIT]
passwword to gain access to
the administration console. T
Login
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2.0 Adding/Editing Sections and Categories

Page Content is organised into Sections and Categories in the Content Manager. Sections and
Categories are used to organise content pages. So for example, you may have general content
that would be put into the “General” or “Content” Section/Category. Or you may have News
content so you would assign this to the “News” Section Category.

Sections and Categories do not show on the website by default, but are used to show pages
that are in a certain Section or Category. So for example, a page on your site could list all
Content pages that are added to a “News” section. This means every time you add a page and
assign it to the News section, it automatically is added to the page that is showing all News
items.

The reason is that any content added to Company News will appear in the home page company
news summary, and the News page. Any content added to a “Testimonials” category is
automatically added to the randomly changing Testimonials section on the home page and the
Testimonials page. Any content added to the Services section is listed on the Services page.
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3.0 Adding/Editing a Web Page

Note about Menus: Pages are not automatically added to Menu’s. You must add a page and
then choose which Menu to add the page to. This is because multiple Menus can be created
and positioned in different places. You can either add a page to a menu during page creation
(as per instruction below) or not add a page to a menu and then add it later in the Menu menu.

3.1. From the Content link in the Main Menu, choose All Content Items

d Joomlal” administrator

Home Site  Menu |Content | Help

1! Contert by Section »

2 A Contert fems 2.1 Choose All Content Items

_;' Static Content Manager

default / com_admi

I
n Contrit) Section Manager
tJ Category Manager

P i i B

A o] Frontpage Manager .
a _,' Archive Mansger \Jf_? % ﬁ Most Popular Items
= - ~ Accountancy
A Mew Cortent Content temz Static Content Frontpage Manager Section Manager Recruitment
tanager hanacer el S
IT Job 2
P -
& ’% Accountancy Job 1
L,) IT Job 1
Category Manager Media Manager

& Software released under the GRUIGPL License.
1.0.4 Stable [ Sundial | 21-Mew-2005 10:00 UTC
Ched for latest Wersion
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3.2. You will now see a list of all pages on your site.

3.3. Choose a filter if you wish to view pages by Section or Categories

3.4. To edit a page, click on a Page name to edit the content 2 4 Click on New to
add a new page

3.5. Click on New to add a new page

¥ Joomlal’ Administrator

Page name tO edlt the Content ! i FrmeﬂwTrr&.\:mwtr e GRALGPL Licengo,

Home Ste Menu Conlert Help 0l 48 Logout admin
o . =2 o
PSS T < o ©C 2 2 B
= ~Sekeet Sechon - =[Skl T " =1 [ Select Audhor - =
'l\f—.._-?Content Items Manager | Section: All | | o _il.s.,.,dlc:gw’_ & ; e
— Jobs
|Site Conbenl and Firamce:
Published Front Page  Reorder Grdar E Access D Section Category Sie Conbent Date:
= x 1 Putiic 4 Jobe Admirisirator 11205
- ® v 1 Puic 7 admn 1MN205
= = a v 2 Pk 5 Agimirésirstor 1142605
= x @ 3 ¥ 3 Agimirestrator 111205
* L4 v 1 P 1 . . .
o 2.2 Choose a filter if you wish
: x a 5 a5 e o toview by Section or
e Categories
Dézplary # |31} -| Resullz 1.7 617
% Publshed ond is Curent | T Pubished, but has Expired | 38 TR POENITET
2.3 To edit a page, click on a Wby o sl
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3.6. You will now see the main Content Editor for the page

3.7. Enter the Page Name in the Title and Title Alias boxes. Usually these are the same. Title
is shown at the top of the published Page.

3.8. Choose the Section and Category for Page to appear in, i.e. “Content”

3.9. Choose the Menu you want the page to appear in (i.e. mainmenu)

3.10. Enter Page Name in Menu Item Name box

3.11. Click Link to Menu button

3.12. Enter Page content and use editor to format text

3.13. Click Save 2.11 Click Save

2.8 Choose Section and ;
Category for Page to

2.5 Enter Page Name in Title appear in
and Title Alias boxes

a 1 Logoti admin

Qo UHORB

=¥

1_‘ ; " c nnt\nt Item: Mew

\

em Detaiis Y < Publeting || Images || Paramabers | Mata Info | Linkto Menu
T Page Name Section She Cortend =] Link to Meny

Tl Akas Page Mame Catagory: St Cortent = This will crewte & Lnk - Conbent Tham’ in the menu you select
Intra Tead: (required) Saback & Marw Errr—e—T .

" by 2

B J Uk IEE AN ||-Stpes- =l -Fomat - =] :ILbe:'\-d\.me

=)= | LEJE—aRiToe @

— 2l * «| Q=@ =]

Pags Hama content hers

Marn Fem Name / Page Mame

Link to Menu

Existing
Mone

2.7 Choose the Menu you want the page to
appear in (i.e. mainmenu)

2.8 Enter Page Name in Menu Item Name box
2.9 Click Link to Menu button

2.10 Enter Page content and
use editor to format text
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4.0

The Editor Functions

The following tables describe the functions of each option in the Editor.
Note: The features you will find most useful are shown with a v'.

Row 1
3 New Document Clears the existing editor content to start over
(7] Help Opens up the Help pop up provided by the editor
manufacturer
V9| Undo/Redo Undo or Redo your page content.
Use Ctrl+Z and Ctrl+Y respectively instead.
VoK% Cut Highlight text and cut it out, saving it to the
Clipboard. Press Ctrl+X for a shortcut.
v | B3 Copy Highlight text and copy it to the Clipboard.
Press Ctrl+C for a shortcut.
Vo B Paste Paste text in the clipboard into the editor.
Press Ctrl+V for a shortcut.
(i Paste from Text/Paste from | If you are creating text in a text editor or Microsoft
Word Word, paste into these pop up windows first for
cleaner code
ermi HTML Open up the HTML pop up window to add/edit the
HTML code directly.
) Clear Formatting Highlight text and clear it of any formatting such as
Bold, Underline or Italic.
5 J Clean Up Messy Code Clean Up Messy Code
Vim IU Bold/Italic/Underline Set font to Bold, Italic and Underline
ABC Strikethrough Add a line strikethrough the text
¥, Subscript/Superscript Set a Subscript or Superscript next to the text
Vi i ==== Align Left/Center/Right Align the text to the left, Centre, Right or Justify it
and Justify
Row 2
iEiE Outdent/Indent Indent or Outdent text
v iz Numbered/Bullet Lists Add a Numbered or a Bullet list to the text
2 Insert Symbol Insert symbols into your text
— Horizontal Line Add a Horizontal line across the page
= Toggle Guidelines Toggle guidelines such as table borders on or off
i Insert Picture Insert a Picture (Option 1 above)
v | za g. Insert/Remove Hyperlink Select text and Insert/Remove a Hyperlink
£ Insert Anchor Insert an anchor to hyperlink to a part of a page
Vo Insert Table Insert a Table
v E Table Row Properties Adjust Table row properties such as height
v E Table Cell Properties Adjust Table cell properties such as width
v 3%3a Insert Row Above/Below Insert a row above or below the current row
v e Delete Row Delete the current row
A . Insert Column Above/Below | Insert a column to the left or right of the current row
v i Delete Column Delete the current column
= i Split/Merge Cells Merge or split two or more cells together

7
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Row 3

I - Shyles - W

Choose Style

Choose a pre-defined Style for the text

I - Format -

Choose Font Format

Choose a pre-defined Format for the text

| - Fort tarmily - v | Choose Font Family

Choose the text Family such as Arial or
Verdana

v I -- Font zize - (%

Choose Font Size

Choose the text size

V| s Choose Font Colour Choose the text color
abr Choose Font Highlight Choose the text background colour
Row 4
v 5}9 Preview Preview the page being edited in a new window
v | 3 Insert Image (Image Insert a Picture (Option 2 above)
Manager)
(5 Insert Emoticon Insert some common emoticons such as a smiley face
rji‘x Insert Flash Insert a Flash image that you have created
= Insert File Link Insert a link to a file you have uploaded
I Insert Mosimage Insert a Moslmage — No information on this
p Insert Page Break Insert a Page Break. This will split the page and display
Next and Previous, and Page 1, 2 etc. for each page
= Toggle Full Screen Enlarge the editor to a full screen to view the complete
page you are editing
LEY | Direction Right/Left Change direction of text, i.e. it is common for us to read
left to right, but this can change it from right to left.
[ Insert Caption Insert an image caption
@'] Insert HTML Template Insert a pre-defined HTML template

© This document and the information set out here are confidential and the copyright property of Infocom Online Ltd and must not be disclosed, loaned,
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5.0 Uploading Files Using the Media Manager

If you would like to upload files to make available for download, such as a PDF document, you
can upload the files using the Media Manager.

5.1. From the Main Menu choose menu “Site” and then “Media Manager”

5.2. In Media Manager click the Browse button and in the pop up navigate to the file you want
top upload and choose OK

5.3. Choose Upload from the images in the menu on the top right

5.4. Once the file is uploaded copy the URL of the uploaded file so you can add it as a
hyperlink later

4.2 Click the Browse
4.3 Choose Upload from button and in the pop up
the images menu navigate to the file you

You will now upload the image.
P g want top upload

s TR B Conbed  Coegoreeils By Uesislp  aieker  Msgaagei Hed ey ':'._.F O HA [RETIe] Mvp—

O Liwas B b
* Y Madia Manager '

_..-I""" i e L e el Lramer wala ved b
[ - i | il Ui [ Mo - 1 | n'..-i.v ]

! ; 4.4 Copy the URL of the - s .
[ ot | uploaded file
|; g :'-- .:-l. -.-: [EL "-_r =l ; -
@ . -
@ @ O
m p L . . :
T R T T
@ an - 3 o 4
oflll i
l:I..-" Il_..rl a 8, :I.:-'-. : il.-'.'r '|.--'I i :_..-' i :
Dore
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6.0

6.1.

6.2.
6.3.

Adding an Image to the Content Manager
Open the Content page you wish to insert an image for

Choose the image location and click on the Image Manager icon e

You should see the following pop up screen

5.4 Click on the Upload

5.9 The Image URL will be
inserted into the box

W Image

Image |http:.l".l"infocom-online.com.l’images.l’storiesl

Title [artigles jpg

B Height[ze |

Propartional

Width [#%s

5.8 Insert an Image Title

Dane

[ Image Manager - «— Image icon
Directory | ! W | T o E = @

L* L* L*

: . : P, (b :

’J /] 4 _\Q\ = (4 [

| | A 5 Y ik i Y

Ly ) N A | sk .Va__. L

L L L

(3¢ food (3¢ frui articles.jpg asterigk.png clo:lm key.ipg

5.7 Select the image

l::) Optional Image

Fopup || Rollover

[] Popup Image: Offsite Link []

Fopup Irmage! | |

Title: | |

Widthi | @ Height: |

Proportional

5.9 Insert the Image

Print Link Save Az Link

Refresh || Reset | Ing I_Ealceﬂ

6.4. Click on the Upload Image icon to obtain the Upload Image Screen ¥

6.5.
6.6.
6.7.
6.8.

6.9.

r Upload

5.5 Click Browse to select

ID:'xLaurie'x_INFIIIEEIM OMLIME LTD4ProductshOpen So
Resize Image

Create Thumbnail

Click Upload

appears over an image

image into the Editor

A
]

Click Browse and select the image to upload

e Image to Upload

Max Width/Height Value: I:l
Max Width/Height Yalue: I:l

| Upload J| Capcel |
5.6 Click Upload

Once Uploaded you select the image by clicking on it in the main image window
It is recommended to give the image a Title. This will result in a pop up when the mouse

The Image URL will appear in the Image box, and you can choose Insert to insert the
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7.0 Adding Hyperlinks to Uploaded Files
Navigate to the Page you want to add the file link to.

7.1. Choose Content -> All Content Items
7.2. Click on the Page Name you want to Edit
7.3. Highlight the text or click on the image you want to link from

7.4. Click on the Insert Hyperlink button in the Editor ()

7.5. Inthe Hyperlink Pop Up window (see below), add the URL/Path to the file you have just
uploaded using the Media Manager above. If you uploaded images to the Media folder
directly (and not a subfolder of the media folder) then the URL/Path will be
“images/filename.jpg”. If you uploaded it to a sub-folder then you would enter
“images/sub-folder/filename.jpg”.

7.6. Click Update to insert the hyperlink

You may use the Appearance and Advanced options for further options

FTRpr s horsog i - Irreer1dT a1 Lk - sagiila §inefas

Ay T lakia - £ = -
atiz S Al et Coebart - o
2 e “ Em ey T
] Ealn P Lo a1y
Jarimr [ - r- Crijasng: K i w
Eevinir kit § s N Eagwan 4 wrtuers [l it ] B
I ) el k
Ermnd dddenr
by
e 6.5 Insert the copied
i hwin o
i syl boriuien Hyperlink
L [ e L =
kL g iy e
T
Targat | e B ™
gria e E vl Baiad
\ 6.6 Insert an Image
: Description and Title
[

11

© This document and the information set out here are confidential and the copyright property of Infocom Online Ltd and must not be disclosed, loaned,
copied or used for any other purpose without written consent.



InfocomOnline

8.0 Inserting and Editing Tables

8.1. If creating a new table, position the cursor where you want the table, or if editing a table
click on the table border until it is highlighted

. . 7 : ,
8.2. Click on the Insert Table icon == and you will see the Create Table pop up window
8.3. Enter the number of rows and columns
8.4. Enter a Cellpadding or Cellspacing amount

- Cellpadding is the space inside a table cell that separates text from the border. It is good
practice to have cellpadding, and it generally ranges from 3 to 8 pixels.

- Cellspacing is the spacing outside each table cell that separates the cell from its
surrounding cells. If the table border is 0 and you use Cellpadding, there is no real need
to use Cellspacing

8.5. Enter a border amount. Enter O for no border, or 1 for a border thickness of 1 pixel. Enter
amounts based on pixel widths.

8.6. Enter the Table Alignment, i.e. Left for the left of the page, or Center to centre it on a page

8.7. Enter the Table width in pixels

8.8. Click Insert

General Advanced

r General properties

Columns [z | Rows
Cellpadding | | Cellspacing I:l

Alignment | -- Mot set -- W Border El
width [ ] Height [ ]
Class | -- Mot set -- V|

Insert | Cancel

Waiting For v, spfgroup, com, .,
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To edit a table row to add a background or set the row width, click on the Edit Row icon e
In the pop window that appears you can set:
- Text Alignment (horizontal)

- Vertical Alignment
- And Row heights

General || Advanced |
r General propertes
FRaowin table part |Tab|e Body Vl
Alignrment |Center v|
Wertical alignment |T0p Vl
Clazs | -- Mot set -- v|
Haight
fUpdate current row W‘|
Done

To edit a table cell to add a background or set the row width, click on the Edit Row icon L2

General || Advanced |
r General propertes
alignment i
type
vertical Scope
alignment
width Height | |
Class |-- Mot set -- Vl
|LI|:--:|ate current cell w
ot
Done

In the pop window that appears you can set:

- Text Alignment (horizontal)
- Vertical Alignment
- Cell widths and heights

13
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Each of the pop windows for editing a table, row or cell have an Advanced tab that allows you to
set:

- A background image
- Aborder colour or
- A background colour

General || Advanced |

- Advanced properbes
1d

I
Summary |
I

Style

Language direction | -- Mot zet -- b i

Language code |

Background image |

Border colar I:IEI
Background colar I:I

Insert Cancel

Done
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9.0 Adding Pages to Menus

9.1. From the top menu select the Menu you wish to modify from the Menu drop down

Home GBe |Meeu| Content Compormnts Moduies  Mamools  msialers  Metsages System  Help O AR Logpean laurie cope
2 verns Marage

Kl Cifl irjre { o _mtan
|-: e r o
= ingemen

" Togoed | Conprrarts | Popusr | Lavet e | Meews S0ty |
- o _“J b e e Fugs Aty i 4

o Sharl o Prewican 1 bt = ind 2
Desplary & 10 & Rendks - Lof )

9.2. You will then be presented with the Menu manager screen. You will see a list of all menu
items if any are added
9.3. From this page you can
9.3.1. Add a New menu Item

9.3.2. Order menu ltems 8.3.1 Add a New menu
9.3.3. Click on the Name to edit a menu Item ltem
9.3.4. Publish or Unpublish a Menu Item
/

Home GShe Mo Conbent Componenis  Moder  Maemboli  notelers  Messages Syelem  felp ts TR Lafiou
Eenedl Copesdars] Minicires-s D ope | com_mens -E:} @ _t.i' rjj:_l', .‘_Pg '::?
__:.-}!I_Menu Manager [wpmen | Mhax Lavels | 10~ e

L)

2 [] Menuhtem Pubilished  Peorder fnder [ Access

1[0 Hose - w [ na | 8.3.2 Order menu ltems
2 [ HeMsToRe - & WM

3 [ Comam - a 9 E ke

& [ i I i n o v 1 Puitibe TI4 LW - Cortent Dee

5 [] Tvaes - “a v 7 Pt B L it b

& [ wE = P L] e . .
i o e ... | 8.3.4 Publish or Unpublish

e p— x Ay,/._,u. a Menu Item

I | - - v [ Puihiic

w [ P £ | -, . ] Putilc o8 T

1 [ EF % - v ] Futic 10 Lk - Content ben

12 O € FE E ;) i 9 d Putir 11 L Jerr

1 O R = - v 5 i 12 e stent e

1w O T £ &E = - v E Fubiic 13 e e

15: 0 B OPPORTUMTE 1 - v 7 e 16 i b

15 [ HeMwoRL i - v 12 Pt B Lk -1y

T O MTED ETATE: = i v 1 Pl B Link LN

1= O Fam = o ¥ 3 P Lin - Ll

5 Elr e 8.3.3 Click on the Name

ST to edit a menu Item

i [ ST AFFICA L - L}

r O ra - L . i
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9.4. To Add a new Menu item click on the New button on the top right of the screen

9.5. From the next page, choose the sort of item that you would like to link the menu item to:
- Link - Content Item :- This is a page within the site
- Link - URL :- This is an external link

9.6. To choose an item, either click the radio button and click Next, or click on the item name

9% ‘58 Li
Eeieetly Cojeel s Ilindeinss Pl o | oo S 1 v @ ﬂ
o T
4~ New Menu ltem \
cae 8.5 Link - Content Item [ 8.6 Click Next
Tt g Litha
Elrsc ollaissois e i

/

8.5 Link - URL
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el Corperd amil Minduinbes Fusopres | com_rsnus (el

8.7 Enter the menu name

L‘ﬂf Add Menu Item :: Link - Content Hem
=2

a La

oL 0 ¥

Dtaits “

Hiame JOB OFFORTUMITIES
Conbend to: Combant - Conbent ¢ BNV MAGAZINE ONLINE
Linic Conimnt - Conbend ¢ CATALDGUE REGUEST

Cordend - Conkent / CONTACT LIS
Conbank - Conban / COPYRSGHT

Conbant / JOB (PPOR TURITIES

Content - Content / MAGAZINE SUBSCRIPTIONS
Conbent - Content / MORE ABDUIT KCM

Lirk

O D, Faversd “irsdoms With By e Bl avegaten

Openin e Window With Diowser Hirvigaton
R Velinichoes Witk Browsser N arvgsbon

Par erd Berm Top .
it HOME =
ey FICM STORE
Livwnt DONATIONS

Parsmetars

Wl i irtagpe

8.7 Choose the Page

Cowrbani - Cordant / DONATION - AU AELIEF FUND
Skl el iy / Content
MM-EWMIHDHE

8.9 Choose a New

«— | Window or Same Window

=g can b changed after P fen (2 saved

- SIS TAALLAN RELIEF FLIHD
Pz fued MEETINGS
- PASTOR TERA

CXONTALT US
«EUROPE FFICE

TVAWEECAST 8.10 Choose the Parent
“GET MWERSED — | Menu ltem

< PARTHERSHIP
«PRAYER REQUEST
«EVDV SUBSCRIPTION
CATALOGLE REQUEST
S8 OFPORTUKITIES

KM WORLD
+UMITED STATES
~EMIC
- AUGTRALLA ~

9.7. Enter the name you would like to appear on the Menu

9.8. Ifitis alink to a Content Item, choose the Page Content, else enter the external URL

9.9. Choose a New Window or the Same Window

9.10. If the menu item is a child of a top level menu item, from the Parent Item drop down,
choose the parent item you wish the menu drop down to appear under

- Dig ol itz s mabigm - |
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Assigning Modules to New Pages

Once a Page has been added top to a Menu, it can now be reached via the website. But if your
site has “modules” assigned to various pages, i.e. Main Menu (a module) assigned to some but
not all pages, so you will now need to assign the modules (i.e. Main Menu) to the new page

9.11. From the top menu choose Site Modules from the Modules drop down

Home She Mernu Cortent Components Madules-[ Mambotz  Installers  Messages  System  Help

Keneth Copeland Ministries Europe / com

£ Administrator Modules

8.11 Choose Modules ->

"}) Control Panel Site Modules
Fronipage Manager
-

% & !

Meni Manager Landusge Manager User Manager

You will be presented with a list of all modules on your site

9.12. Click the name of the module you wish to edit

Home Se Menu Contet Conporerts  Moder  Mangobs  nsisbern  Mertapas  Syviem  Hel Pt ‘AR Lagout lamiecopn
Eemeth Copeland nistries [ sps [ con_moges i"ﬂ 'ﬁl _['._Ll g“] lg ﬂ B
5 br &
ﬂj‘dodule Manager | sis | R I i z
Filtor:
8 [ ibodin ilama Pubilisksed Bocader Dader | Accomn Postion  Pagen i Ty
1 [0 Banners ] 1 Pk Barer ] " et
2 [ sasmids = L 1 Pussle n Virms ] Exel_Fumendrid
3 [0 L n - v 2 stk "L (e & Pzl _iegi
1 [0 s o E - v 2 Puihe ef Wi g maed_jafeed
5 [ o x - v 1 ok (L] [ T ol _sinls
& [ Templats x - v 1] Pukc f Vsl 5] o _jenpintechocs
T A x - v [ Pl f [r— " o _prchies
e O x & v T T =h Viora 12 med_sectons
Ul T x - W B tagk W Fierm W e el s
10 [ vy —_ i ] rael_wr e
11 [ Vetush Seech o 1 8.12 Choose the Module 80 moa wnsna_sewch
12 [ o Can o you Wal’lt tO mOdIfy a“ Pl _vamieat_cat
13 [ Promuce Catsgories Mol a2 Pt _piradisn_omegoren
W [ F 1 sl _paodl
% O wha E - v F Pubic gt Vires L} i _wimonine
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On the Module screen you can now choose the pages you wish the module to appear on.

9.13. In the Pages/Items list, choose the Pages you want the Modules to appear on. Press Cirl
while clicking the mouse button for multiple pages

9.14. Once you have chosen click Save or Apply to save your changes. Click Close if you do
not wish to save your changes.
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10.0 Previewing The Site

10.1. From the main menu choose Preview -> In New Window to view the site in a new window.
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11.0 Checkin Content

Note: The Content Manager is designed to support large scale projects where multiple editors
may be needed. To prevent multiple people editing the same content, a Global Chekout feature
is installed. This results in content being ‘locked’ or ‘checked out’ when a user is editing it. A
padlock icon identifies a page as being checked out (-4). To ‘unlock’ or ‘checkin’ the content the
user must Save or Cancel/Close the page content when they are finished.

If a user fails to Save or Cancel/Close the content and either clicks Back or closes the browser,
the content stays checked out.

To checkin the item 10.1. Choose menu

item System -> Global

11.1. Choose menu item System -> Global Checkin Checkin

¥ Joomlal” administrator

Home Site  Menu  Contert  Messages |System | Help

Locked/Checked Out
item

| Systemnfo

Infocom Online f com_content i:) Global Checkin

-

\)? Content Items Manager [ Section: All |

_o——/

\r Title Published FrontPage Reorder Order a Access
T (0 Home £ v v 1 Pullic
2 [ OpenSource v x @& 2 Public
3 [ Livechat =] A 1 Public
4 [0 Intranets =] A v 1 Public
5 [0 elearning =] b 4 a v 2 Public

L
You will then see a page summarising all the documents checked in

Note: If you have multiple users working on content you will Checkin the content they are
editing and they will lose information. You only need to worry about this is you have been given
multiple users to create and edit content.

¥ Joomlal” administrator

Home She Menu Cortert Messages System  Help 0% 28 Logout manager

o)
Item is checked in

Infocom Online [ com_checkin

(W ) Global Check-in

Database Table #of tems Checked-In
Checking table - Jos_banner Checked in 0 fems

Checking table - jos_bannercient Checked in 0 ftems

Checking table - jos_catsgories Checked in  ftems

Checking table - Jos_contact_detals Checked in 0 tems

Checking table - jos_content Checked in 1 ftems v
Checking table - jos_mambots Checker in 0 ftems

Checking table - jos_menu Checked in  ftems

Chscking table - Jos_modules Checked in 0 tems

Checking table - Jos_mosform_slements Checked in 0 fems

Checking table - jos_mosform_forms Checked in 0 ftems

Checking table - jos_mosform_oroups Checked in  ftems

Checking table - Jos_newstesds Checked in 0 tems

Checking tablz - Jos_polis Checked in 0 fems

Checking table - jos_sections Checked in 0 ftems

Checking table - jos_weblnks Checked in  ftems

Checked out items have now been all checked in

21

© This document and the information set out here are confidential and the copyright property of Infocom Online Ltd and must not be disclosed, loaned,
copied or used for any other purpose without written consent.



	2.0  
	1.0 Logging In 
	1.1. Click on the Admin URL provided to you in the welcome email 
	1.2. Enter the Username and Password provided to you in the welcome email to logon 
	2.0  Adding/Editing Sections and Categories 
	3.0  Adding/Editing a Web Page 
	3.1. From the Content link in the Main Menu, choose All Content Items  
	3.2.  You will now see a list of all pages on your site.  
	Choose a filter if you wish to view pages by Section or Categories 
	3.4. To edit a page, click on a Page name to edit the content 
	3.5. Click on New to add a new page 
	3.6.  You will now see the main Content Editor for the page 
	3.7. Enter the Page Name in the Title and Title Alias boxes. Usually these are the same. Title is shown at the top of the published Page. 
	3.8. Choose the Section and Category for Page to appear in, i.e. “Content” 
	3.9. Choose the Menu you want the page to appear in (i.e. mainmenu) 
	3.10. Enter Page Name in Menu Item Name box  
	3.11. Click Link to Menu button 
	Enter Page content and use editor to format text 
	3.13. Click Save 

	4.0   The Editor Functions 
	 
	5.0  Uploading Files Using the Media Manager 
	5.1. From the Main Menu choose menu “Site” and then “Media Manager” 
	5.2. In Media Manager click the Browse button and in the pop up navigate to the file you want top upload and choose OK 
	5.3. Choose Upload from the images in the menu on the top right 
	5.4. Once the file is uploaded copy the URL of the uploaded file so you can add it as a hyperlink later 

	 
	6.0  Adding an Image to the Content Manager 
	6.1. Open the Content page you wish to insert an image for 
	6.2. Choose the image location and click on the Image Manager icon   
	6.3. You should see the following pop up screen 
	6.4. Click on the Upload Image icon to obtain the Upload Image Screen   
	6.5. Click Browse and select the image to upload 
	6.6. Click Upload 
	6.7. Once Uploaded you select the image by clicking on it in the main image window 
	6.8. It is recommended to give the image a Title. This will result in a pop up when the mouse appears over an image 
	6.9. The Image URL will appear in the Image box, and you can choose Insert to insert the image into the Editor 

	7.0   Adding Hyperlinks to Uploaded Files 
	7.1. Choose Content -> All Content Items 
	7.2. Click on the Page Name you want to Edit 
	7.3. Highlight the text or click on the image you want to link from 
	7.4. Click on the Insert Hyperlink button in the Editor ( ) 
	7.5. In the Hyperlink Pop Up window (see below), add the URL/Path to the file you have just uploaded using the Media Manager above. If you uploaded images to the Media folder directly (and not a subfolder of the media folder) then the URL/Path will be “images/filename.jpg”. If you uploaded it to a sub-folder then you would enter “images/sub-folder/filename.jpg”. 
	7.6. Click Update to insert the hyperlink 

	8.0  Inserting and Editing Tables 
	8.1. If creating a new table, position the cursor where you want the table, or if editing a table click on the table border until it is highlighted 
	8.2. Click on the Insert Table icon    and you will see the Create Table pop up window 
	8.3. Enter the number of rows and columns 
	8.4. Enter a Cellpadding or Cellspacing amount 
	8.5. Enter a border amount. Enter 0 for no border, or 1 for a border thickness of 1 pixel. Enter amounts based on pixel widths. 
	8.6. Enter the Table Alignment, i.e. Left for the left of the page, or Center to centre it on a page 
	8.7. Enter the Table width in pixels 
	8.8. Click Insert 

	9.0  Adding Pages to Menus 
	9.1. From the top menu select the Menu you wish to modify from the Menu drop down 
	9.2. You will then be presented with the Menu manager screen. You will see a list of all menu items if any are added 
	9.3. From this page you can 
	Add a New menu Item 
	9.3.2. Order menu Items 
	9.3.3. Click on the Name to edit a menu Item 
	9.3.4. Publish or Unpublish a Menu Item 
	9.4. To Add a new Menu item click on the New button on the top right of the screen 
	9.5. From the next page, choose the sort of item that you would like to link the menu item to: 
	9.6. To choose an item, either click the radio button and click Next, or click on the item name 
	9.7. Enter the name you would like to appear on the Menu 
	9.8. If it is a link to a Content Item, choose the Page Content, else enter the external URL 
	9.9. Choose a New Window or the Same Window 
	9.10. If the menu item is a child of a top level menu item, from the Parent Item drop down, choose the parent item you wish the menu drop down to appear under 
	9.11. From the top menu choose Site Modules from the Modules drop down 
	9.12. Click the name of the module you wish to edit 
	9.13. In the Pages/Items list, choose the Pages you want the Modules to appear on. Press Ctrl while clicking the mouse button for multiple pages 
	9.14. Once you have chosen click Save or Apply to save your changes. Click Close if you do not wish to save your changes. 

	10.0  Previewing The Site 
	10.1. From the main menu choose Preview -> In New Window to view the site in a new window. 

	11.0  Checkin Content 
	11.1. Choose menu item System -> Global Checkin 



