Joomla! Tutorial

Basic Instructions for Site Administrators

© 2010
Advancing Business Technologies
Nicki Lynch




CONTENTS

Logging into the JoOmMIla admMin Qrea ... ssessseesssssessssssss s s sssessssessssessssssens 2
Creating NeW Pages IN JOOIMIA «cu e eeeeeeseeeseiessessesseesssessssessssees s sessss s s s sb s sss e s ss s s s sssssns 3
LinKing ATtiCles t0 the MENUe. o cceeceseeessseeesssseesssssssseesssssesssssesssssessssssssssssssssssssssssssssssesssssesesssessssssesssssesssssessssssesssns 7
Banner Management iN JOOIMIA ... eeeeeeeessneessssesesssssessssssssssessssssssssssessssssessssssssssesesssessssssssssssesssssessssssssssssasssasens 11

LOGGING INTO THE ]OOMLA! ADMIN AREA

After having Joomla 1.5 installed on your account, you can begin adding your content.
In this example we'll assume that your domain is your_domain_name.com. Thus the
Joomla's admin panel will be accessible at:

http://your_domain_name.com/administrator

Please make sure you change your domain_name.com to your actual domain name
when following this tutorial.

To log in to your Joomla admin area, enter your login information in the Joomlal
Administration Login screen:

Joomla! Administration Login

Uze a valid username and
password to gain access to Username

the Adminztrator Back-end.
Password

Language [efautt E
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Login ()
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CREATINGNEW PAGESIN JOOMLA

Since AdvBT has already developed your site, you will already have a few articles
created and published. You can take a look at how they are written and organized in
order to get used to managing your articles. To see them go to Content > Article
Manager from the top admin menu.
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There you will see several articles listed. Once you click an article link, you will enter the
Edit mode for the article. From the Edit menu you can modify the article's title, text,
etc.

Now let's create your first sample article which we'll call "About us".

Step 1. From the top admin menu click on [New] .
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Step 2 . Then make the following changes in the corresponding fields:

Title : About us

Alias : (leave it blank)

Section : Uncategorized

Category : Uncategorized

Published : Yes (If the article is not published, it will not be shown to your visitors. It
will remain only as a draft.)

Frontpage : No (Unless you want it to appear on the first page of your site.)

In the main text field write some information about your company...If you hover over
each of the buttons in the toolbar, they will explain their purpose. The toolbar is
designed very similar to the standard Word/text editors available today.
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Step 3. You can also insert an image. For this purpose click on the image icon at the
bottom of the page:



Image ==  Paibreak Read-more...

Step 4. Since your logo is not uploaded yet, click on the [Upload file] link to upload
it. Browse your local computer and find the logo image. Click on [Start Upload] to
upload it.
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Step 5. You will see a confirmation that the file has been successfully uploaded. Now it
can be found in the upper part of the window along with the default Joomla images.
Click on the (X) to close the window.

Step 6. Click the image icon in the toolbar.
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Select the image you just uploaded and click Insert.

' Image Manager : 1.53

Imsge | Rollover | Advsnced |

— Properties = Preview ———]
URL I |
Alternate Text | |
. ) ___J Lorern ipsum
Dirmensions | | ] | ¥ Proportional dolor sit amet, consetetur
——————— sadipscing elitr, sed diam

Alignrnent |_"Hnl‘. Bet-- [N Clesr Mok Sat nonumy eirmod tempor inwldunt
ut labore et dofore magna

Margin Top | Right | Bokto Left :I ¥ Equal walues aliquyam erat, sed diam
woluptua,

Border ™ width | --Hot Set- Style |--Not Sat-- Calor G G

el Current directory is: £ 2 foldars; SBIﬁluj

ﬂ- Click on a file nama to insert, click to the right of the name to view its proparties. CTRL+Click salects multiple files,

| Jio 1t = 1
= foad - TR
B == Root . fruit
B [l feed = slide
E Ll fruie EH 1z0x240,9if
B [ slide & | 250x2980.0if

W =z209%.4pg

@ so0e7F2edipg
& adusearch.jpa
& artides.jpag

& barbarshillpng
@ business.jpg
#  buzinessdrjpg

@ buy-now-button. png -

The image's position in the article can be easily adjusted by dragging the image.

Step 7. The last step is to save this article by clicking on the [Save] button.
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LINKING ARTICLES TO THEMENU

In this tutorial we will show you how to link your articles to your menus. After reading
this tutorial you will be able to add new items to your menus and expand your website
with different sections.

In order to make your pages accessible for your visitors, you should link them in the
site menu. To do this, follow the steps below.

Step 1. From the admin panel, go to Menus -> Main Menu *.
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Step 2 . Delete all default links. For this purpose check the first radio button to select all
links and click on Trash . (There will be a warning "You cannot trash the default menu
item" which can be safely disregarded)

Step 3 . Let's add links to your articles and the "Contact us" page. For this purpose,
click on [New ] from the top-left menu and select the item type. In our case it will be
Internal link - Article - Article Layout
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Step 4. Fill in the information about the links. Let's call the link "About us". Then from
the left Parameters - Basic click on [Select ]:
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http://www.siteground.com/tutorials/joomla15/joomla_contact_us.htm

Step 5. A box with all your pages will appear and you should click on "About us":

Step 6. Save the link by clicking on [Save ] from the top-right menu.
How to set a page as default?
While you are still in the Menu Item Manager, let's set your page "About us" as default.

Step 1 : For this purpose check its radio button and click on [Default ] from the top
menu:
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Step 2 (Optionally) You can remove the default link "Home" because we will not need
it.
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How to add the Contact us page to the menu?

Step 1. Let's add a link to the "Contact us" page. For this purpose click on the [New ]
icon from the top menu and choose: Internal Link -> Contacts -> Category ->
Standard Contact Layout
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Step 2 : Fill the information about your new menu item "Contact us" and click [Save].



BANNER MANAGEMENT IN JOOMLA
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Navigate to the Banner Manager. To add a new Banner, click on the New icon in the
toolbar. To edit an existing Banner, click on the Banner's Name or check the Banner's
checkbox and press the Edit icon in the toolbar.

Description

This is where you add a new Banner or edit an existing one. Note that you will need to
create at least one Banner Client and one Banner Category before you can create your
first Banner.

Screenshot
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Details

e Name. The name of the Banner. This is the name that will display in the Name
column of the Banner Manager.

e Alias. The internal name of the item. Normally, you can leave this blank and
Joomla! will fill in a default value. The default value is the Title or Name in lower
case and with dashes instead of spaces. You may enter the Alias manually. The



Alias should consist of lowercase letters, and no blank spaces are allowed. Use a
hyphen (-) instead. The Alias will be used in the URL when SEF is activated.

Show Banner. Whether or not to show this Banner.

Sticky. Whether or not the Banner is 'sticky'. If one or more Banners in a
Category are sticky, they will take priority over Banners that are not sticky. For
example, if two Banners in a Category are sticky and a third Banner is not sticky,
the third Banner will not display if the module setting is 'Sticky, Randomize'. Only
the two sticky Banners will display.

Order. The display order of the Banner. If your Banner module is set up to
display a series of Banners in a specific order, this will determine the order in
which they display.

Category. The Category that this Banner belongs to. Select one from the drop-
down list box of existing Banner Categories. Note that Banner Categories are
separate from other Categories, such as those for Articles, Contacts, Newsfeeds,
and Web Links.

Client Name. The Client Name for this Banner. Select one from the drop-down
list box of existing Clients.

Impressions Purchased.  The number of Impressions purchased for this
Banner. Impressions are the number of times a Banner will be displayed on a
page. Check the 'Unlimited’ checkbox if an unlimited number of Impressions is
allowed.

Click URL. The URL to navigate to when the User clicks on the Banner.

Clicks. The number of times this Banner has been clicked. No entry is allowed.
You can reset this number to 0 by pressing the 'Reset Clicks' button.

Custom Banner Code. Optional custom code for this Banner. This is useful
when displaying affiliate Banners.

Description/Notes.  Optional field where you can type a description or some
notes about the Banner. This is for your use and does not display on the page.

Banner Image Selector. Image file to display. Select the desired image file
from the drop-down list box. All image files in the 'images/banners’ folder will
display. Use the Media Manager to upload Banner image files to your site.



Banner Image. Displays the selected image file.

Tags. Optional Tags to be used for displaying specific Banners based on the
content of the Article being viewed. If the Banner module Parameter 'Search By
Tag' is set to 'Yes', Banners whose Tags match the Keywords entered for each
Article will display when that Article is being viewed.

Toolbar

At the top right you will see the toolbar:
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Save
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Apphy Cloze Help
Save. Save it and return to the main screen of the Manager.

Apply . Save it, but stay in the same screen. If you have been working on a
screen for a long time and don't want to risk losing your work, pressing Apply
saves your work and lets you continue working. If, for example, you lost your
Internet connection, your work will be saved up this point.

Cancel . Go back to the main screen of the Manager, without saving the
modifications you made.

Help . Opens this Help Screen.

Quick Tips

Banners are placed on specific pages by adding Modules of type 'mod_banners'
using the Module Manager.

If you have a series of Banners that you would like to display on one or more
pages in random order:

Create the Banners you wish to include, making sure they have the same Client
and Category.

Create a Banner Module for this Client and Category, and in the Menu
Assignment pick the Menu Selections for the module to display on.

In the Banner Module, set the 'Randomise’ value to 'Sticky, Randomise’.

With these settings, the different Banners for that Client and Category will
display on the selected pages in random order.



