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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

Uze a valid uzername and
pazsword to gain access to the Username |admin
Adminiztrator Back-end.

Password [se+ess
Return to site Home Page

Language | Default w

Login O
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2.0 Adding/Editing a Web Page

2.1. From the Content link in the Main Menu, choose Article Manager

Qaffinity

st mOIUT o

Site Menus ‘ Content | Components Extensions Tools Help

| AielManegsr  «—— | 2.1 Choose Article Manager

Aricle Trash
== a1 =
Section Marager AN l
&) : 2
3 A Category Manager
Frornt Pace Manager Section Manager Category Manager Media Manager

Acled Mewy Sl g,
L

Menu Manager Language Manager Uzer Manager Global Configuration

Frort Page Manager
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2.2. You will now see a list of all pages on your site.

2.3. Choose a filter if you wish to view pages by Section or Categories (if we are using
Sections and Categories to categorise pages)

2.4. To edit a page, click on a Page name to edit the content

2.5. Click on New to add a new page 24 ik o NEy i

add a new page

Qaffinity
|

Site  Menus  Content Components  Extensions  Tools  Help PrEvle% R Logaut

Article Manager £ B 42 S 0 R OO

Unarchive  Archive Publish  Unpublish  Move  Copy  Trash  Edt  Mew  Parameters  Help

-
|
i

Fiter Sulact Section BB Seleot Catagoy - M| - Sclest Author B8] - Select State B

& F] Title Published FrontPage  Orders ¥  Access Level Section L#eunry Author Date  Hits 1D

T o amiurc y\nosrig:tn ;r;?;':;nme (SIF) - Unlversity Academics and Support for Frivate, Public & =, ° : oy ) il e Bope 'ﬁ ; E

2 [ Aboutthe Programme - (%] 2 Fublic Content Content Lauris Cops 180808 &7 44

3 [ CurentPlacsments = (%] 3 Public Content Content Lauris Cops 190808 48 51

4 [ Howto dpply = Qo 4 Puislic Contert - . .

2 Ch filter if y h

s [0 Universiy Staff - 9 s Public Contert 2 2 . 00s€ a Iter I ELHE

6 [[] External Grganisation <« Q 6 Pubic: Content to VIeW by SeCtlon Or

7 [0 Benstis of s = Q 7 Public Cortert Categorles

s [ Usefullinks - Q 8 Public Contert

3 [0 coihus - Q ] Public Contert Content Laurie Cope 180808 51 49

0 [ The Uhiversities [%] (%] 10 Fublic Content Content Lauris Cops 180808 16 47

— =] Q 1 Pulblic: Contant News Lalirie Cope 050808 17 55
23 To ed|t a page, C||Ck On a « Q 2 Pulic Cortert Mews Laurie Cope 190808 O &7
Page name to edlt the Content ith Mcthercare | - | Q | 3 | Public mCDnIEnI -NEWS -Laur\ECUpE ._11.0303" 9 _55
Display # 20 »
ha| - Published and is Currert | ¢ Published, but has Expired | ) Not Published | (5 Archived
Click on icon to toggle state:
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2.6. You will now see the main Content Editor for the page
2.7. 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.

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

2.9. Enter Page content and use editor to format text
2.10. Click Save _ 2 10 Click Save
2.8 Choose Section and
Category for Page to

2.5 Enter Page Name in Title appear in — choose !
and Title Alias boxes Content if we are not
created any others
Tools Help Priew 0 1 Logout

— | Article: [Edit] K Vv QO

Preview  Sawe  Apgly  Close  Help

Title Strategic Insight Frogramme (SIF) - Uf Published O e ® ves ArticleD: 19
Alias home Frant Page No O ves Stute Published
Hits. T2 | Reset
Section Contant v Categary Contert v
Revised 40 Times:
Created Monday, 09 October 2006 0749
[shovvhice] Modified Thursday, 09 October 2008 22.23
@ 1 B I U &= Styles - Format v i= i= 3E X, X

Parameters (Article)

F 2 K G B G A 0, L S2 Fontfamly - Fontsize - - A -
# | | | | i o E )
How-EdT=—[Ea

Author | Laurie Cope %
Author Alias

Access Level it
Author Alias

Building Collaborative Partnerships... Created Date | ayornetive Name for the Author
start Publishing  2005.10.07 10:00.00

Mever -

Recognising the need for universities to better understand the issues affecting the wider community outside higher education (HE) and
work with organisations to stimulate innovation and develop products and services, the Strategic Insight Programme (SIP) was Finish Publishing
developed to encourage university staff to engage with external partner organisations.

Parameters (Advanced)
SIP is a pioneering, fully-funded project to develop these collaborative partnerships by funding short term placements of university
staff into external organisations, to develop the skills and ‘real world” experience of university staff and to;

Metadata Information

® Gain strategic insights and fresh perspectives of each other’s organisations
® Stimulate innovation and develop new products and services

® Build strategic partnerships for future collabogation

e Examine how collaboration can really benefi®®oth organisations

SIP i= a collaborative project fully funded by the Higher Education Funding Council for Wales {(HEFCW) until July 2010, Placements
require no financial input from partner organisatidns, making it a low risk way of developing new links.

Path:

Image ¥ | | Pagsbresk Reead more

2.9 Enter Page content and use
editor to format text
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3.0 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'.

Note: The images may vary as there are a few different editors available for the content
manager, and they may change as new versions are released. Holding the mouse over an

image in the editor will tell you what it is.

Row 1
B New Document Clears the existing editor content to start over
@ Help Opens up the Help pop up provided by the editor
manufacturer
Vi@ Undo/Redo Undo or Redo your page content.
Use Ctrl+Z and Ctrl+Y respectively instead.
VK Cut Highlight text and cut it out, saving it to the
Clipboard. Press Ctrl+X for a shortcut.
v ExY Copy Highlight text and copy it to the Clipboard.
Press Ctrl+C for a shortcut.
Vo @ Paste Paste text in the clipboard into the editor.
Press Ctrl+V for a shortcut.
& G 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
= 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 ltalic.
$ 4 Clean Up Messy Code Clean Up Messy Code
v e ru Bold/Italic/Underline Set font to Bold, Italic and Underline
A Strikethrough Add a line strikethrough the text
X, x° Subscript/Superscript Set a Subscript or Superscript next to the text
VI I E === Align Left/Center/Right Align the text to the left, Centre, Right or Justify it
and Justify
Row 2
i=3i= Outdent/Indent Indent or Outdent text
v e Numbered/Bullet Lists Add a Numbered or a Bullet list to the text
v 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
E Insert Picture Insert a Picture (Option 1 above)

Insert/Remove Hyperlink

Select text and Insert/Remove a Hyperlink

W Insert Anchor Insert an anchor to hyperlink to a part of a page
v o Insert Table Insert a Table
v = Table Row Properties Adjust Table row properties such as height

© 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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v = Table Cell Properties Adjust Table cell properties such as width
v 3, Insert Row Above/Below Insert a row above or below the current row
v = Delete Row Delete the current row
v 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
| - Styles - v Choose Style Choose a pre-defined Style for the text
| —Faommat - |» Choose Font Format Choose a pre-defined Format for the text
v | - Fant family - " | Choose Font Family Choose the text Family such as Arial or
Verdana
v | Font size - | W Choose Font Size Choose the text size
V| Choose Font Colour Choose the text color
abr Choose Font Highlight Choose the text background colour
Row 4
v < Preview Preview the page being edited in a new window
v | B Insert Image (Image Insert a Picture (Option 2 above)
Manager)
() Insert Emoticon Insert some common emoticons such as a smiley face
o Insert Flash Insert a Flash image that you have created
= Insert File Link Insert a link to a file you have uploaded
4 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
g4 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.
2] Insert Caption Insert an image caption
&) Insert HTML Template Insert a pre-defined HTML template
8
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4.0 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.

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

4.2. In Media Manager click the Browse Files button and in the pop up navigate to the file you
want top upload and choose OK. Keep doing this to choose all the files you want to
upload.

4.3. To Upload all the files, choose Upload Files from the images in the menu on the top right

You will now upload your files.

Site Menus Content Components Extensions Tools Help Preview o 1 Logout
i g O
%@ Media Manager g b
Delete  Help

Thumbnail View Detail View

Folders Files

g} Media ome/sipipublic_htmifmagss / Create Folder

i M_images

o banners O &
I downloads l J l I l J l
o headorimagss oy aie ) & ) - =) L v )

Al logas

i revs e e e od ed e en (< (<l
4l pages M_images banners downloads headerima, g logos news pages smilies stories
i smilies - o = B dorried
¢ O 2 B @ B
Qd QO e ed e ed e o0
apply_tz.p.. archive_t2... back_t2.pn.. blank.png cancel.png cancel_f2.... css_f2.png edit_f2.pn... htmi_t2.pn.. joomla_log...
B~ B @ U B * ° @
o0 (=N} @0 o0 e e G0 [l e GO
menu_divid new_f2.phg potere d_by. previel w_f2 publish_2 sawe.png 3we_12.pn sort_sse.p sort_dese. unarchive
=2 ©a ¥
Upload File [ Max = 10M |
Browse files || Start Upl Clear Completed
4.2 Click the Browse 4.3 Click Start Upload top
button and in the pop up upload your files

navigate to the file you
want top upload
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5.0

5.1.

5.2.
5.3.

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

You should see the following pop up screen

5.9 The Image URL will be |
inserted into the box

=

4 |

ewemmmEse X

URL | |

5.8 Insert an
Image Title

ALT I |

oimensions [ |x[ |[IPreportional

r Preview

—
>

dalor sit amet, consetetur
sadipscing elitr, sed diam

Lorerm ipsum

Align [#lign Default W] 1o | | nonurny eirmod tempor invidunt
Margin Top |:| Fight l:l Bottom l:l Left l:l Equal Walues :ril;tlo;:.l eetr;:lzlsogz r:i:Ig-:a 5 4 CI k th
. I:‘Width Style Color voluptua. . Ickon €
...... | | | | Upload Image
r Browse Icon
e Current directory is: f [ 9 folders, 22 files )
@ Click on afile name to insert, click to the right of the name to view its properties, CTRL+Click selects multiple files, //
L [ <% (<2 g |= | @
TN = s ~ T
© &= Root ] banners
|| smilies || stories
|| banners 1 M_images
|| stories || pages
|| M_images || headerimages b
|| pages g loges
|| headerimages g news
[l leges g4 downloads
ol news B | archive_f2.png
(5 dowloads [ unarchive_f2.png
B | sort_descpng
= sort_asc.png w
Refresh | l Insert l [ Cancel ]

./

4

\ /

5.7 Browse to the folder
and Select the image

/

5.9 Insert the Image
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Click on the Upload Image icon to obtain the Upload Image Screen B

@ ﬁ‘ddF'le

r Optons

Action if file exists| Ouerwrite file v

5.5 Click Add File to
select Image to Upload

r Queue

=R

— AN

5.6 Click Upload

5.4. Click Add File and select the image to upload

5.5. Click Upload

5.6. Once Uploaded you select the image by clicking on it in the main image window

5.7. Itis recommended to give the image a Title. This will result in a pop up when the mouse
appears over an image

5.8. The Image URL will appear in the Image box, and you can choose Insert to insert the
image into the Editor

11
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6.0 Adding Hyperlinks to Uploaded Files
Navigate to the Page you want to add the file link to.

6.1. Choose Content -> Article Manager
6.2. Click on the Page Name you want to Edit
6.3. Highlight the text or click on the image you want to link from

6.4. Click on the Insert Hyperlink button in the Editor (=)

6.5. Inthe Hyperlink Pop Up window (see below), add the URL/Path to the file you have
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”.

6.6. Click Insert to insert the hyperlink

6.5 Insert Hyperlink to the

PLU ' file uploaded
LIME ADVAMCED
- Link
| x Nl
Link Browset
¥ 3 Contacts ”~
[= ) Content
= | Content f
= [ Content /
About the Prograrmme /
Benefits of SIP / —
Contact Us /
Current Placements
External Organisation f
How to Apply [ w
- Attributes
ANCHORS [ --- ~|
TARGET MOT SET Vl
Title | |
Help | [ Cancel ]

Z

6.5 Click Insert to insert
the hyperlink
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7.0 Inserting and Editing Tables

7.1. 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

7.2. Click on the Insert Table icon ] and you will see the Create Table pop up window

7.3. Enter the number of rows and columns
7.4. 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

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

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

7.7. Enter the Table width in pixels

7.8. Click Insert

General Advanced

General propertes

cals Raws
cellpadding [ ] cellspacing ||
Alignment Border o]
width ] Height [ ]
Class [-- rot zet -- W]

Table caption D
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To edit a table row to add a background or set the row width, click on the Edit Row icon =
In the pop window that appears you can set:
- Text Alignment (horizontal)

- Vertical Alignment
- And Row heights

Table row properties [ ] |

General || Advanced |
- General properties

Row in table part i Tahle Bady §v|

Alignrnent [-- Mot set -- |

Vertical alignment | -- Mot set -- v|

Class | -- Mot set -- v|

Height [ ]

| Update current row hd

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

Table cell properties = |

General ” Advanced |

r General properties
) T Cell
Alignment
F type
Vel Scope
alignrnent
width [ ] Height | |

Clazs | -- Mot zet -- Vl

| Update current cell b

e

In the pop window that appears you can set:

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

14
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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

| Table cell properties = |

Ganaral Advancad |

- Advanced properties

Id | |
Style | |

Language direction | -- Mot set -- Vl

Language code | |

Background irmage | ||fl

Border calar I:l
Background calar I:l

| Update current cell b

iz
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8.0 Adding Pages to Menus

8.1. From the top Menu link select the Menu you wish to modify from the Menu drop down (i.e.

Left Menu)

Site | Menus | Content Components Extensions Tools Help
Menu Manacer
henu Trazh anager
Left Menu

Hidden henu *

Fiter: Footer Menu o ]
# N Title Publist

Strategic Insight Programme (SIP) - University Academics and Support for Private, Public &

1 O i, =
“Yolumtary Organisstions .

2 [ asbout the Programme =

3 [0 Current Placsmerts =

4 |:| Havwe to Spply =

5 [ University Staff ~

B D External Organization =

8.2. You will then be presented with the Menu manager screen. You will see a list of all menu

items if any are added
8.3. From this page you can
8.3.1. Add a New menu Item
8.3.2. Order menu Items
8.3.3. Click on the Name to edit a menu Item
8.3.4. Publish or Unpublish a Menu Item

8.3.1 Add a New menu
Iltem

/

Site Menus Content C it: Ext i Tools Help

t. Menu ltem Manager: [mainmenu] = ’ ¢ e lex

Meruz  Defaut  Publish  Unpublish - Move

Preview o j Logout

8  © O

Copy  Trash Exlit ety Hela

8.3.2 Order menu ltems

# F Menu ltem Default Published Orders y% Access Level
‘,
1 [0 Home o 1 Fublic Lkl
2 |:| About the Programme - 2 Public: Articles = Article 72
3 |:| Current Placements - 3 Public: Articles = Article 7a
4 |:| Howw to Spply - 4 Public: Articles » Article 77
s O - Uniiversity Staff - 1 Fublic Articles » Article &1
B D I External Organization o 3 Public: . .
8.3.4 Publish or Unpublish
7 [0 Beneits of SP o . 5 PuETE
a Menu Item
] [ cortact US‘\ o 7 Public:

8.3.3 Click on the Name
to edit a menu Item

8.4. To Add a new Menu item click on the New button on the top right of the screen
8.5. 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

16
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8.6. To choose an item, either click on the Menu Item name. For a normal page link it is

Article Layout

Site

8.5 Click Articles and then
Article Layout

Menus Content Components

I:. Menu ltem: [New]

Select Menu lkem Type

a Interrial Link
= Aricles
o Archive
o Archived Aricle List
a
o Adicle Layout
o Aricle Submission Layout
@ Category
o Category Blog Layout
o Category List Layout
o Front Page
o Front Page Blog Layout
= Section
o0 Section Blog Layout
o Section Layout
@ Contacts
= JCE Administration
o Mews Feeds
o Palls
- Search

o-User

Extensions

Tools Help

Site. Menus Content

8.7 Enter the
menu name and
alias (same as
menu name)

Menu tem Type

Menu ftem Detal

Alias:

Link:
Display in:

Parent tem:

Published:

Order:

Access Level:

On Click, Open in:

Components  Extensions  Tools  Help

tl Menu ltem: [ New]

indes php 7option=com_cantent fviev=article

Left Menu v

Preview 0 1

» Parameters (Basic)
Select Article |°
Parameters (Component)

Parameters (System)

Logaut

e v O (

Save  Apply  Cancel  He

Selsct

8.8 Click to
choose the Article

About the Programme

Current Placements /
Howi ta Apply

- University Staff

- External Organisation
Benefits of SIP

o 8.9 Choose the Parent
Menu ltem

Contact Us

Qo @ ves

Mew: Menu ftems detaut to the last postion. Ortiering can be changed atter
this Menu tem is saved.

Registered

Spesial

New Window without Browser Navigation
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8.7. Enter the name you would like to appear on the Menu

8.8. Click Select Article to choose the Article

8.9. 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

18
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