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Joomla! Website Management and Editing

WELCOME
Instructor for this Workshop

Laura Gordon
School of Arts & Sciences, Web Development

Laura.Gordon@sas.rutgers.edu

Once you arrive:

1. Login to the workstation with your NetID
2. Open a web browser (Firefox or Chrome)

3. Go to the website: http://www.sas.rutgers.edu/cms/sandbox3

WHAT IS JOOMLA?

Joomla! is Content Management System (CMS) software that runs on a web server, and allows you to update your unit's
web site through a browser (such as Google Chrome, Mozilla Firefox, or Safari).

A content management system isolates the process of updating information from the more technical aspects of
updating a website (such as administration, configuration, and design), and eliminates the need to edit HTML or use web
design software.

Visit www.joomla.org and help.joomla.org for more information on Joomla!
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JoomMLA ADMINISTRATOR OVERVIEW LOGIN

Joomla has a ‘back end’ and a ‘front end’.

The front end allows you to view the website, and also make some basic edits to the site. The Administrator Backend
gives you much more control of the system.

Open a new tab in your browser to: (open a FRONT END VIEW of the website)
http://www.sas.rutgers.edu/cms/sandbox3/

To open a new tab: Ctrl+T (Windows) or Command+T (Mac)

1. Click on the NEW
tab option

2. If you DRAG the
‘tab’ outside of the
browser, you will

SAS Video

create a new
browser window.

2. Open the new browser window to the BACK END view

administrator

Click Login Button

Some of our older
systems, have a slightly

B Joomlal’

different login display

Login with your NETID

username and

e s password.
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JOOMLA BACKEND INTERFACE

=——- Top Menu

B System-~ Content ~ Components ~  Extensiq

CMS Sandbox|... 7 L ~

4 Control Panel & Joomlal

) Extension Updates) are availabie: [N TN

@ S Preview Website

7 New Article There are important post-installation messages that require your attention.

Atticles This information area won't appear when you have hidden all the messages.

Read Me:

@ Categories

& Media

Laura Gordon Admnistration B 2016-12-12 14:16
Laura Gordon Administration B 2016-12-12 14:16
USE
& users F RTI
NFIGURATIC FTI79 Welcome to SAS CMS Training & 2008052209553
& Giobal (@D Administrator Lesson #9: Changing Category Blog View Elements B 2006-11-02 10:40
@ Templates @ sandbox Administrator Interface Login B 200601050507

% Language(s)

-]

@D Administrator Lesson #12: Updating Documents using DocMan 20060105 0453

[0}

@ Moving your web site to the SAS CMS system 200501-100558

Install Extensions

&
B JCE File Browser

]

2016-12:05 16:00

<

Rutgers Electives Search Edio Konczal
¥¢ Updates are available! )

]

| Eddie Konczal Eddie Konczal 2016-11-29 1355

B Joomia s up to date.

+ Chika Okoye Okoye, Chika B 20161129 13:54
v Stella Khezri Knezr, Stella B 2016-11-29 1354
| Traci Cole Cole, Trac B 20161129 18:54
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How IS JoOMLA! ORGANIZED?

Information in Joomla! is organized as follows:

1. Categories
* Consider a Category similar to a FOLDER. Each category should exist if you have more than 3 ‘articles’ or ‘pages’
to put inside of it

* Categories can be NESTED (meaning each category can have a parent category)

2. Articles
* Anarticle can be considered a page or a ‘piece of paper’ that will be placed inside of a folder (or category).

* Just because you create an Article does NOT mean you will see a ‘link’ to it on the website!

3. Menus

* A ‘Menu’ is a complete menu such as : Main Menu may go across the page, Footer Menu might be at the bottom
of the page

* Each Menu ITEM is an individual link to something.

* A menuitem can be a link to many different things such as:
1. An Individual Article
2. A Category Blog / Category List
3. A specific ‘tool’, such as an Event Calendar

4. Modules
* A Moduleis a ‘mini program’ that can be placed in positions on the page.
* A Module can display on specific pages; on pages where it is not displayed, the ‘content’ will spread out

appropriately.
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. SAS  Search Rulg Support SAS Search

Main Menu (Actual Menu)

o ACAD PEOP! & RS & PPOR o

About Us
The Political Science Department at Rutgers is internationally known for its faculty in > Who We Av\ CO nta Ct U S 9 M enu |TE M

American Poltics, Comparative Politics, Gender and Politics, International Rela-tions, Directions to PoliSci
Political Theory, and Public Law. Our department engages broad questions about such Social Media
topics as race and inequality, causes of war, how voters decide, and what influences IT Workorder

government decision-making, both in the United States and abroad. Our faculty are frequent W h o We A re 9 M enu ITE M

contributors to public debates, providing expert analysis and sharing academic knowledge

with the public.

The department runs the Center for the Experimental Study of Politics and Psychology and

has close ties to the Eagleton Institute of Politics and its Center for Public Interest Poling

Several of our faculty and former graduate students are affliated with the Center for

American Women and Politics, and our graduate program is the only one in the nauun& .
have a major field of study in Women and Politics. The Rutgers Women and Politics program A rtic I e (W h [0}
is currently celebrating its 30th year.

The department offers an undergraduate major and minor, a master's degree in UN and Global Studies, and a competitive PhD program W e A re
that trains students for careers in academia and research.

Sample Module

Connect with Ruigers

Rutgers Home
Rutgers Today

Footer Menu

THelp  Website Feedback

an equal opportunity, affimetr jon. Allrights reserved.
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CREATE CONTENT IN JOOMLA!

Today our focus is working with CONTENT in Joomla:

- Categories, Articles and Menu Items

The “CAM” Method

1. Create Category

¥

New Category

Joomla! “CAM” Method

2. Create Articlesin 3. Create Menu ltems
Category linking to categories
or articles

Menu ltem 1 | Menu ltem 2

¥ 9
0@
\ A 4

New Category Article1  Article 2

Using this sequence will assist you in building your content effectively.

If organized properly you can do some very exciting things on your website.
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WORK WITH CATEGORIES

Categories can be thought of as folders that hold your articles. Categories can contain not only articles, but additional

categories (called subcategories). A category that contains subcategories is said to be the "parent" of those

subcategories.

CREATE CATEGORY

Click on Categories, click Add New Category from the top menu, or click on the NEW button once on the Categories

page.

4

()

System + Users v Menus ~ Content ~

Articles

Control Panel

Categories

Featured Articles

Media

Z New Article
Articles

@ Categories

Gl Media

Components ~

Extensions ~

Add New Category

You have post-installati
There are important post-

IS information area won

Read Messages

Help ~

Top Menu:

Content - Categories

Click on Categories on the LEFT Side

CATEGORY PAGE DETAILS

When completed working with the category, click SAVE & CLOSE.

Verify where you are, by looking at title on top of page.

Category Description

\

(Cannot edit from front end)

Path: p

( Siiders || @ Tabs || & Document || @ Module || 3 Modue || O3 Article || & image

Alias: Leave Blank (will auto-

generate)

Note

N

Parent Category

Determines the ‘hierarchy’

Words: 0,

or ‘nesting’ of the

Page

categories.




CREATE CATEGORY - PRACTICE

Group Practice — CREATE CATEGORY:

Create new Category

Name Category: YOUR NAME — MONTH - YYYY
Parent Category: ADMINISTRATOR WORKSHOPS
Save & Close (Top LEFT)

e > -
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WORKING WITH ARTICLES

The article is the basic building block of your Joomla! Web site. It can be thought of as an individual web page. An

article can contain formatted text, images, embedded video, and links to other articles or external web sites. Articles
are organized by being saved into the appropriate categories.

Note, just because an article is created, it will NOT automatically be displayed on the website.

CREATE NEW ARTICLE

System ~ Users ~ Menus v | Content v | Components ~ Extensions ~ Help ~ H H
y : P P Content = Articles, click
Articles Add New Article
Control Panel .
Categories Add New ArtIC|e
Featured Articles
B Extension Update(s) are kvemamrerpmrer e
Media
You have post-installation messages
7 New Article e There are important post-installation messages that require your g
won't appear when you have hidden all the B R
Articles E— : On Left side, click New
@ Categories Read Messages a
[ Media ArtICIe
= Menu(s) Laura Gordon Administration
W% Modules
Page
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NEW ARTICLE DETAILS

7/ Atticles: New

AAAAA

Enter a Title For
the Article

Leave Alias BLANK

Cade
Published H
Category *
- Workshops ~ v

Status

Select a CATEGORY for

cccccc

Path: p Words:0

(@ Siders || & Tabs || & Document || @ Module image || O PageBreak || ¥ Read More

this article

Add Description to Text

Area, this is your text for
the article

CREATE ARTICLE - PRACTICE

Group Practice — CREATE ARTICLE:

Create new ARTICLE

Name Article: YOUR NAME — Article #1

Parent Category: The category you just created
Save & Close (Top LEFT)

® N o v
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FIND ARTICLE IN ARTICLE LISTING

Find your article in the article listing screen (Content = Articles). If you know a part of the article title, it can be typed
into the search area.

Users + Menus ~ Content ~ Components ~ cMm: X|..B L~

Articles hisid Joomial’

& ot || pusn | [ © unpubisn | Fesus | 1 uniate | @ e || 3 creotn || 8 Baon || 8 Tasn © tep || & optons

ols ~ | | Clear D descending v|[20 ~

Categories

Featured Articles

gers Electives Search (Alias: it
Category: Test tems

Type Article Name

genda for Docl

in Workshop (August 2016) (Aias: agendasfor-docman-workshop-augusts
gory: Old Workshops

Tl pe————————  (C|[c]}l< /=2 FCH 2

2139

a-for-workshop-joomia-3  PUBIE Eade Koneza M TS 0T 0T T 2137

FIND ARTICLE WITHIN A CATEGORY

If you know of the category that the article is in, it helps to search by the category. Change the category to the category
you are looking in, only those articles will appear.

@ Edit + Publish © Unpublish * Feature ¢ Unfeature & Archive ™ Check-in [®] Batch @ Trash
© Q Search Tools e
ries - Select Status - v | | - Select Category - a | | -select Access -
Articl i 1
f Ailes - Select M Lovels - 2l a Click on Select Category to find Category
- Select Category -
s Status Title Workshops
vi v |~ Rutgers Elg - Template Features reh) Public Eddie Konczal Al
Category: Tes _ _ Current Template Features.
Workshop
via]v] Agendaforl . o ator Workshops Is: agenda-for-docman-workshop-august-2016) Public Eddie Konczal Al
- - Eddie Konczal - Month
V% |~ | Agendafor| YYYY ber 2016) (Alias: agenda-for-workshop-joomla-3-editing-novemb  Public Al
r-2016) - Editor Workshop
Category: Ol¢
- - Current Editing Workshop
v it Agenda f -l e var———n-=@SICS (NOvember 2016) (Alias: agenda-for-workshop-joomia-3  Public Eddie Konczal Al

administrator-basics-november-2016)

ARTICLE EDITING
Select the article by clicking on the article title, this will bring you to the Article Edit page.

Articles

@ Edit || v Publish || © Unpublish || * Feature || tr Unfeatre || & Archive || [ Check-in || [ Batch || @ Trash

© aQ | I | clear

Categories - Select Status - v | | - Select Category - v | | - Select Access - v | | - Select Author - v | | - Select Language -

Featured Articles - Select Max Levels -

. ' Click on Article Title to EDIT

s Status  Title Access

V% | v | Rutgers Electives Search (Alias: rutgers-electives-search) Public
Category: Test ltems

article

V1% [~ Agenda for DocMan Workshop (August 2016) (Alas: agenda-for-docman.
Category: Old Workshops

V%~ Agen
r-2016)
Category: Old Workshops

for Workshop: Jot

Editing (November 2016) (Alias: agenda-for-workshop-joomla-3-editing-novemb  Public

V% |~ Agenda for Workshop: Joomlal 3 Administrator Basics (November 2016) (Alias: agenda-for-workshop-joomia-3  Public Eddie Koncza!
administrator-basics-november-2016)
Category: Old Workshops

v | | v | EddieKonczal (Aas: eddie-koncza) Public Eddie Koncza!
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ADD STYLES TO TEXT IN ARTICLES
While editing an article it is possible to change basic formatting of your text. For example to make the text red, highlight
the text and select, ‘red-text’ or ‘red-phrase’ from the paragraph dropdown. All of these styles are defined at the

template level, so they are easy to apply, and will keep a standard ‘look’ on your pages.
A guide to all editor buttons can be found below:

https://www.joomlacontenteditor.net/support/documentation/56-editor/340-editor-buttons

) Highlight the text you want to

oc/xape o EE apply the style to.

Paragraph v Styles v [s]| B

I
111
bl
[T

[ Nagh
|

m
(i
&

This is text I want to display in Red

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Curabitur semper posuere el
Etiam quis urna lacinia, mattis urna in, scelerisque nulla. Proin sem tellus, tristique se(
ut magna. Suspendisse cursus ante ligula, ac dapibus arcu elementum non. Nulla scj
vel risus. Vivamus blandit lacinia ante sit amet ornare. Integer sollicitudin maximus sap|

Click on the STYLES dropdown
and select the style that you

o / would like to use.

) X B BE AR O [BE
Paragraph v Styles v B I U

Content Options Publishing Configure Edit Screen Permissions

i

ALL_CAPS

This is text 1 button-Ig.button

highlight_article z
Lorem ipsum . te l ‘ft piscing eli rabitur semper posuere elementum. Etiam gravida
Etiam quis ur P(l uote € ‘isque, a. Proin sem tellus, tristique sed consectetur a, efficitur v
ut magna. St l)q uote IlL’,ht i ibus arcu elementum non. Nulla scelerisque, leo et sagittis g
vel risus. Vive < ornare. Integer sollicitudin maximus sapien id viverra. Maecenas
red-phrase

Nam quis ten 2. Nam ut rhoncus ipsum, at suscipit ex. Cras ullamcorper nibh er
" red-text o o ]
mattis, non vt unc, dignissim a gravida id, pellentesque non tortor. Duis dolor turp
habitasse ple sas-responsive-tbl sleifend lorem, nec tincidunt turpis. Curabitur bibendum diam et n
dapibus ex si lor in sem mattis interdum.
span3

Morbi aliquam venicuia imperaiet. renemnesque posuere pretium interdum. Cras dignissim gravida iaculis. Dui
sodales lectus ac ipsum commodo, nec feugiat dui suscipit. Suspendisse semper ac arcu at accumsan.
pellentesque. Aliquam porta eros erat, sit amet placerat velit iaculis sed. In quis nibh semper metus convalli
congue.
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USE PARAGRAPH HEADING STYLES

9

B

Paragraph v Styles
Format

» Paragraph
Heading 2
Heading 3

v

(O

K EEDE MR

Heading 4

kaunte

Sally

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Curabitur semper posuere elementum. Etiam gravida tempus dig|
Etiam quis urna lacinia, mattis urna in, scelerisque nulla. Proin sem tellus, tristique sed consectetur a, efficitur vel erat.
mollis ut magna. Suspendisse cursus ante ligula, ac dapibus arcu elementum non. Nulla scelerisque, leo et sagittis cq

Select text then click on the
L ‘Paragraph’ dropdown to

select a heading style

Heading Styles should only be used to define a ‘hierarchy’ of information in your article. Users with disabilities often rely

on screen readers to navigate a web page based on the placement of headings within the text.

For example:

Using Heading3, these define
—— the different areas of the
article.

Instructors Y

« Jane
* Joe
« Sally

Course Description

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Cural
Etiam quis urna lacinia, mattis urna in, scelerisque nulla. Pro
mollis ut magna. Suspendisse cursus ante ligula, ac dapibus
augue ante vel risus. Vivamus blandit lacinia ante sit amet or

Page
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CopPy TEXT FROM MS WORD

Don’t do it!!! Here is an example of what happens when you copy and paste directly from MS Word:

If you look at the ‘code’ of the article it adds many codes that can’t be easily edited by you...

Here are the steps of how to copy and paste correctly...

) ) Click on Paste as Plain Text
1. Copy from MS Word the information that you need

9 K HEB B 0 ¥ |[2)|E
Paragraph v Styles

Paste as Plain Text

A &
IEHMEMIIL) =]

ol

[

mom

Paste As Plain Text

Hit <CMD> <V> or <CTRL><V>
on your keyboard, and paste

Use GMD+V on your keyboard to paste text into the window.

your text into the popup
screen.

Then click Insert to insert the
text.

2. Another option is to copy the information from MS Word then Paste it into NotePad on your local PC. Then copy and
paste from there directly into Joomla!

USING IMAGES IN JoomMmLA!

1. Be sure you have copyright to use the images on a public website

2. If you are using images with students, be sure you have the authority to use those images on the website.
16 Joomla! Website Management & Editing - January 5, 2017



3. There are images available to use through SAS Communications Department

4. As a suggestion Images should be resized PRIOR to uploading them to a website. As a ‘max’ width 1200px, most

images should display much smaller on a web page.

5. Images must be on your computer or on a network drive in order to add images to the website.

How to Add images to your Joomla! article

o Edior  Code

KEOELCE M2 @ [
Paragraph v Styles v sz lu
2

Place cursor where you want
the image to go.

Click the Insert/Edit Image

Libero parturient vehicula mauris habitasse primis nis! curae; commodo fames at, dolor est laoreet ultricies dapibus sit. Nec. Hac hymenaeos placerat nullam Molestie netus etiam pharetra vivamus
natoque praesent maecenas. Adipiscing nulla taciti varius nisi orci volutpat socils Turpis lectus porta aenean In turpis scelerisque luctus morbi tristique ridiculus lectus quisque vulputate hac egestas
per sodales ultrices guisque. Aptent. Dictumst fringilla. Donec ante platea at. Massa magnis. Nulla rutrum. Porttitor justo ipsum. Ornare fusce pretium justo nisi lacus hac nonummy suspendisse
suscipit ultrices pharetra sociosqu odio, nunc diam dis sociosqu Fames leo proin aenean suspendisse vehicula tempor amet odio scelerisque venenatis curabitur a condimentum. Dolor. Faucibus nunc id
at dignissim lorem pulvinar hymenaeos tempor montes scelerisque rutrum hymenaeos natogue nonummy ipsum ridiculus hac ullamcorper sociis accumsan. Non metus. Nis! scelerisque ac, quis
dictumst purus id pharetra.

Image Manager

button on the editor bar.

1212 Name Q Details
U

building

eventist

00060666 3

headers

Image ‘popup’ displays all of the
different options you can set for an
image.

Click on ‘upload’ to upload a new image

Be sure to click on the folder FIRST, this

is where the image will get uploaded to.

& e e

2 Drop files here

Click Browse to select an image from your
computer.

Or ‘DROP’ files from your computer directly
into this page

Click UPLOAD to upload the image

On the next page be sure to SELECT the

image, then click insert to add it to your
article.

Working with the image in your Article

Page
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9 XEBE A 09 2

Paragraph ¥ Styles Vi B I U A & v

Select image (You have to SELECT IT TO
AFFECT IT!)

m_ ibero parturient vehicula mauris habitasse primis nisl curae; commodo fames at, dolo]

pharetra vivamus natogue praesent maecenas. Adipiscing nulla taciti varius nisi orci volutpat sociis Turpis I
vulputate hac egestas per sodales ultrices quisque. Aptent. Dictumst fringilla. Donec ante platea at. Massa r}
nonummy suspendisse suscipit ultrices pharetra sociosqu odio, nunc diam dis sociosqu Fames leo proin aen
Dolor. Faucibus nunc id at dignissim lorem pulvinar hymenaeos tempor montes scelerisque rutrum hymena
scelerisque ac, quis dictumst purus id pharetra.

Image Manager

Image  Rolover  Advanced
URL images/77haiton jpg
Alternate Text 77hamitton
Dimensions 129
sed diam nonumy efmod

Alignment Lett + 4 ~-Not Set-- 4 tempor invidunt ut labore

Margin Top Aght 10 Botom 10 Left | s o —

ater i B

/ (21 folders, 63 fles) NewFoer  @Bupoas @ e

Folders 14 Name o a Details

T7hamilton.jpg 77hamilton

pg File

Size: 24.55 KB

Modified: 08/08/2012, 11:04
Dimensions: 129 x 200

banners 980x480-Cologne_Cath_istock_12... jpg r&‘

building 980x480-hindu_temple_640pxjpg
comprofier 0-Zhengzhou jpg

EditorWorkshop 1_0ct08_dnjpg

# Home
Admin2016 400px-ChristChurch_NewBrunswic... JPG

AdminBasics Spx-Eniac.jpg

eventlist @ 2923 hameman 061102jpg

5006686868 8

headers

T Refresn | ECRUSECH % Cancel

Click on the Insert/Edit Image Icon

1. ALTERNATE TEXT: Very important to make
this meaningful (for SEO and Accessibility)

2. Alignment: Set to LEFT
3. Unlock the Margin Lock
4. Set Right 10, Bottom 10 (suggestion)

4. Notice the preview on the top right

18 Joomla! Website Management & Editing - January 5, 2017




COURSE ACCESSIBILITY GUIDELINES
If your unit's website contains any course management materials, please be aware of the newly issued Course

Accessibility Guidelines, which you can find at:
https://accessibility.rutgers.edu/wp-content/uploads/Rutgers-Course-Accessibility-Guidelines.pdf
Some of the guidelines relevant to Joomla! articles are:

* Use bold or italic text to convey emphasis instead of using underlines, colors, or writing whole sentences in all
caps

* Create bulleted or numbered lists by using the toolbar instead of manually typing the characters or numbers

* Insert active hyperlinks for all URLs in your document. Instead of using “Click here”, the anchor text should be
descriptive of where the link will take the user.

CREATE MULTIPLE ARTICLES — GROUP PRACTICE

Group Practice — CREATE ARTICLES:

Create new ARTICLEs

Name Article: YOUR NAME — Article #2 — Article #3
Parent Category: The category you just created
Save & Close (Top LEFT)

Create at least 3 articles in this category

B D

* Addimages
e Addalink
* Trydifferent styling

Page
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WORK WITH MENUS IN JOOMLA

WHAT IS A MENU?

Menus in Joomla represent the LINKS that you can see in the front end to access different pages in your website.
Keep in mind, just because you create an ‘Article’ in Joomla a link will NOT automatically display.

A Menu is a ‘group’ of links to various places. Each Link is a Menu Item

Types of Menus:

* Main Menu — The menu across the ‘main bar’
* Rutgers Menu — The menu on the very top of the page

* Footer Menu — The menu at the very bottom of the page
A Menu ITEM can link to:

* Article
* Category Blog (Multiple article with Teasers)
* C(Category List

e Events Calendar
e External URL or Website

Schaoof e Sclocen  SupportSAS  Serch Rugers g Home | s ]
Rutgers Menu

&JTGE RS ‘SAS - Information Technology

School of Arts and Sciences Sandbo: .

. Main Menu

Agenda for Workshop: Joomla! 3 Administrator Basics Menu ITEM — TEST (A menu ITEM is an

- for this workshop: s =

e individual ‘link’ to a place.

hitp://uwww.sas.rutgers.edu/ems/sandbox3
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CREATE A NEW MENU ITEM

Click Add New Menu item, or once on the Menu Item Manager, click the Green New Button.

o~

3 Control Panel

7 New Article
@ Articles
& Categories

& Media

iE Menu(s)

¥ Modules

Menus ~ | Content

Manage

All Menu tems

Custom Menu
Footer Menu
Hidden

Information For

Rutgers Menu
Tools Menu

usermenu

fewMenu tem  area won't appear when

You have post-inst:
There post-installation mess:

Read Messages

)
Laura Gordon Administration

Laura Gordon Administration

Menus

Menu ltems

i= Menus: Items (Main Menu)

(G]

V' Publish

Main Menu

© Unpublish || ] Check-in || % Home || * Rebuild || [

Status Title

v Home (Alias: home3)
Articles » Featured Articles

CREATE A SINGLE ARTICLE MENU ITEM

Click on:
Menus = Main Menu

Normally you will be adding menu items to
the MAIN MENU

Click on Green ‘NEW’ Button for new menu
Item

Select Menu Item Type
Select Single Article

Select your Article

Menu Item Type

AcyMating

Details

Link

Menu Title *

Link Type

Menu item Type *

Target Window

Template Style

Laura's Test Article

Page Display  Metadata Don%

Parent

- Use Defauit -

Menu Tite *

Target Window

Laura’s Test Article

Define your Single Article Menu Item

under’

Parent ltem

Menu ltem Title

(Displayed in the Menu)

This defines what menu -
the item is ‘placed

SAS Video Calendar

Page
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CREATE SINGLE ARTICLE MENU ITEM — GROUP PRACTICE

Group Practice — Create Single Article Menu Item

o Create New Menu ITEM - In Main Menu
o Menu Title — Your Name
o Parent Item: Jan 5 Class

articles and includes ‘teaser’ text for each article that is in the category selected.

This page can be used for any category that has several articles in it.

CREATE A CATEGORY BLOG MENU ITEM

Menu Item Type

1. Select Menu Item Type

AAAAAAA

2. Select Category Blog or Category List

Category Blog Definitions

CATEGORY BLOG
MENU ITEM

A category Blog Menu
item type can be
considered a type of
page that shows several

Menu Title* ' Sample Read more Blog

Details ~ Category = BloglLayout =~ Options  Integration  Link Type  Page Displa)

always be in 1 column.

If a field is left blank, global settings will be used

# Leading Articles: Articles that are displayed, will

# Intro Articles: # Articles displayed in ‘columns’, if 2

22 Joomla! Website Management & Editing - January 5, 2017

# Leading Articles 10 . . . .
columns are selected these articles will be displayed in

# Intro Articles 0
2 columns.

# Columns

‘e . # Links, links displayed to more articles that are not
shown from above.

Multi Column Order Use Global

Include Subcategories Use Global



Sample Category Blog view with 2 columns

Sample Read more Blog

Sample Text 1

s
MenuTitle*  Sample Read more Blog =
Details ~ Category ~ Bloglayout ~ Options  Integration  Link Type  Page Display Sample Text 2
sm

If a field is left blank, global settings will be used.

# Leading Articles 2 Sample Text 3 Sample Text 5

# Intro Articles 10

# Columns 2

e , \ Sample Text 4 Sample Text 6
—

Multi Column Order Use Global

Include Subcategories Use Global

CREATE A CATEGORY LIST MENU ITEM

@ o v SavesChse |+ SaveaNew || > SaveasCopy || © Ciose

MenuTite*  Sample Category List Has

5y Ustiajous | Optons Iniogaon LnkTypo  PagoDiplay  Metadata

On the List Layouts Tab there are several options

<€ 1. Can determine what fields are displayed in the list

Show Date Use Global

. 2. The Article Ordering (Which can be done at the blog
' / level as well) can be determined.

Gategory Order Use Global

Aoicle Ordor Use Giobal

Display of Category List Item

HOME  UANSCLASSY  WORKSHOPSV  DEPARTMENTALSERVICESY  SANDBOXPLAYGROUNDY  SANDEOXLESSONS v

Title

Sample Text 1
Sample Text 2
Sample Text3
Sample Text4
Sample Text5

Sample Text 6

Page



ORDER MENU ITEMS

1. Place mouse on ‘3 black dots’
. Drag the items
3. This will only RESEQUENCE, NOT CHANGE THE PARENT ITEM.

4. To change the PARENT, edit the menu item.

v = T TS T OO T S T SO T IO T

— Articles » Single Article

- v — DOCman Workshop (Alias: docman-workshop)
— Articles » Category Blog

- v - Past Workshops (Alias: past-workshops)
— Articles » Category List

- v - Template Features November 2016 (Alias: template-features-november-2016)
— Articles » Category List
- v - Administrator Basics November 2016 (Alias: administrator-basics-november-2016)
— Articles » Category List
- v - Template Features August 2016 (Alias: template-features-august-2016)
— Articles » Category List
- v - Administrator Workshop August 2016 (Alias: administrator-workshop-august-2016)
— Articles » Category List
v - Template Features May 2016 (Alias: template-features-may-2016)
— Articles » Category List
v - Administrator Basics April 2016 (Alias: administrator-basics-april-2016)
— Articles » Category List
v — Template Features February 2016 (Alias: template-features-february-2016)
— Articles » Category List
v - Administrator Workshops (2016) (Alias: administrator-workshops)
— Articles » Category Blog
- v -~ Editor Workshops (Alias: editor-workshops)

Articles » Category Blog
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ADD READ MORE — TEASER TEXT

If your article has a significant amount of text, and you want to display multiple articles on the same page using a
Category Blog (Discussed in the menus section), adding a ‘READ MORE’ line means that anything above the line will be
displayed on the ‘blog view’, and the entire ariticle will be displayed once you click ‘Read More’.

Without Readmore

With Readmore / teaser

$AS - Information Te* Jiogy
sandbox

Sample Read more Blog

Sample Text 1

Sample Text 3

Add Read More in your Article

i iryied SRS Place cursor where you want the

2 M e readmore

g elit. Nullam a
get unc. Ut ipsum magn, te

3, ullameorper eu dui. Etiam

Click on the Readmore Button

(@ Siders |[ & Tabs || & Document t [ @ Modute || O3 Modue | 3 Article || Image ||  PageBreak || ¥ Read More
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HIDE INTRO TEXT

PURPOSE:

If you want your ‘teaser text’ to be different than when you land on the actual page, it is possible to HIDE the intro text.
This means you can have a different image on the ‘teaser’ than on the actual page. For example the ‘teaser’ can have a
small image, and on the landing page you can setup a large image, and different text.

End result:

1. See sample category BLOG view

Laura's Category

Laura - Article #1

welcome to my page about horses biah bal Ikj 8=

Read more: Laura - Article #1

More Articles ...

> Laura - Atticle #2
> Laura - Atticle #3

Page10f3
2 3 Next End

2. See sample CLICK READMORE view

Laura - Article #1

Laura'first article

This is a sample heading

this is an example of red text

This is a new article

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Maecenas aliquet sollicitudin orci, in volutpat erat feugiat eu. Phasellus imperdiet
luctus ante eget congue. Nulla facilisi. Sed rutrum felis enim, in egestas sapien efficitur quis. Praesent suscipit, ligula nec maximus
varius, urna dui venenatis odio, et pretium arcu eros et ligula. In hac habitasse platea dictumst. Quisque in sapien ac erat placerat
sollicitudin vel eu tellus. Phasellus vulputate nisl nulla, sit amet egestas ex vestibulum ultrices. Nullam sit amet auctor tellus. Sed
consectetur dignissim sem, molestie suscipit mauris sagittis nec. Etiam scelerisque condimentum odio at pretium. Aliquam sollicitudin
8 commodo dapibus.

Vivamus tempus ornare mauris aliquam feugiat. Maecenas rutrum, odio non bibendum consequat, ligula lorem eleifend tellus, non
consequat risus eros ac nunc. Duis nec nisi metus. Nunc nec mauris mi. Sed rutrum purus dui, nec dignissim mi blandit vitae. Cras
facilisis ipsum a tellus tincidunt, quis pretium purus rutrum. Suspendisse non metus posuere, eleifend neque nec, aliquam tortor. Nam a
lectus erat. Sed lobortis tempus tortor, a blandit nisi tristique pellentesque. Suspendisse iaculis, ipsum at eleifend imperdiet, lectus velit varius sem, et tristique neque ipsum at nibh. Nullam
felis diam, mollis nec faucibus ut, lobortis sed diam.

Sed ut efficitur lacus. Integer sem lectus, porttitor quis accumsan vitae, sagittis nec dui. Maecenas varius bibendum feugiat. Sed quis tellus faucibus, elementum enim a, vehicula velit.
Fusce posuere cursus dolor a cursus. Praesent ac metus eleifend, viverra velit nec, gravida massa. Ut in blandit erat.

HOW TO IMPLEMENT:

1. add a ‘readmore’ line in the article
2. Any text ABOVE the readmore line is considered INTRO TEXT
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3. Any text BELOW the readmore is considered ‘main body TEXT’
4. At the ARTICLE level, set the options (click the options tab)

Intro text = HIDE

Title* | Laura - Article #1 Alias
Content Options Publishing Configure Edit Screen Permissions

Show Title Use Global v

Linked Titles Use Global v

Show Tags Use Global ¥,

Show Intro Text

Position of Article Info Use Global v

Article Info Title Use Global v

Show Category Use Global ¥,

Link Category Use Global ¥,

Show Parent Use Global v

Link Parent Use Global v
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CLASS RECAP
o Joomla Backend Interface
o How isJoomla! Organized?
o Create Content in Joomla!
Work with Categories
Working with Articles
Create New Article
New Article Details
Find Articles
Article Editing
= Add Styles to Text in Articles
= Use Paragraph Heading Styles
=  Copy Text from MS Word
= Using Images in Joomla!

O O O O O

o Course Accessibility Guidelines

o Work with Menus in Joomla

Create a Single Article Menu Item
Category Blog Menu Item
Category List Menu Item

Order Menu ltems

Add Read More — Teaser Text
Hide Teaser Text

O O O O O
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