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INTRODUCTION TO JOOMLA

GETTING STARTED
1. If you are working from home or another off-campus location, log on to the Rutgers VPN from your computer;
you can find instructions here:

https://sasit.rutgers.edu/how-to-guides/working-remotely/vpn-instructions

2. Open a web browser on your computer (Firefox, Chrome, or Safari)
3. Enterthe URL: https://go.rutgers.edu/sasit-training
4. You will be redirected to the training website at https://www.sas.rutgers.edu/cms/training

WHAT IS JOOMLA?

Joomlal! is open-source software that allows you to update your web site through a browser (such as Chrome, Firefox, or
Safari). Joomla! makes it easier to update a website by eliminating the need to edit HTML or use web design software.

Visit https://www.joomla.org/ for more information on Joomlal.

ADDITIONAL TRAINING / DOCUMENTATION
Visit our website at: https://sasit.rutgers.edu/how-to-guides/web-development-documentation

JOOMLA: FRONT-END AND BACK-END

Joomla! websites have two views: a “front end” and a “back end.” The front end is what the public sees. You can also
make some basic edits to the site by clicking the Login link in the “Footer Menu” (see below). You can also edit articles
in the back end; in addition, you can create new categories and menu items in the back end.

FRONT-END OVERVIEW:

Ruigers Home  SAS  Search Ruigers  Support SAS
cho 3 cience
School of Arts and Sciences Political Science Departmen
Sv  ACADEMICSv PEOPLEv NEWSAEVENTSv CENTERSAINSTITUTESw  SUPPORTUS  CONTACTUS
About Us \

The Political Science Department at Rutgers Is internationally known for its faculty in > Wno We Are e C U 9 M IT E M
American Politics, Comparative Politics, Gender and Politics, International Rela-tions, Directions to PoliSci o n t a Ct S e n u
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
contributors to public debates, providing expert analysis and sharing academic knowledge wW h We A 9 M ITEM
winth bk o We Are enu

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

has close ties to the Eagleton Institute of Politics and its Center for Public Interest Polling.
Soveral of our facuty and former graduate students are affliated with the Center for
American Women and Poliics, and our graduate program is the only one in the nation to
have a major field of study in Women and Politics. The Rutgers Women and Politics program
's currently celebrating its 30th year. \ Art|c|e (Who
The department offers an undergraduate major and minor, a master’s degree in UN and Global Studies, and a competitive PhD program

that trains students for careers in academia and research. We A re)

Module
(“Contact Us”)

Footer Menu

niversity of New Jersey, an equal opportunity, affimative action institution. Allights raserved.

Page 3


https://sasit.rutgers.edu/how-to-guides/working-remotely/vpn-instructions
https://go.rutgers.edu/sasit-training
https://www.sas.rutgers.edu/cms/training
https://www.joomla.org/
https://sasit.rutgers.edu/how-to-guides/web-development-documentation

ACCESSING THE BACK-END

1. Open anew browser window: Ctrl+N (Windows) or Command+N (Mac)
2. Then, enter the URL: https://go.rutgers.edu/sas-training-admin

3. You will be redirected to https://www.sas.rutgers.edu/cms/training/administrator/

@ @ /35 oM Sandbox | Rutgers, The - x 0 Lawra,
€ — © | & ntpsyjwebdevel.sas.rulgers.edu/cms/sandbox3/administratorfindex.php a0 @
i Agps [ Zimbra: mbox [} WORKORDERS () RUTGERS SITES [ myRutger: sl {YREOMINE M gmail ) PASSWORDS () Raritan /% KASH-lstues % INVOICES 4% WIKI » [ Other Bookmar s

) Joomlal

Show Joo g
Administrator CAS Login

cas.nutgers.edu

RUTGERS

NetID Login

NetlD:

Password:

Ensure proper security — keep your password a secret

[J 1 am at a public workstation, disable single sign-on. @

Forgot your NetlD or password?
First-time users, activate your NetiD.
Meed maore help?

For security reasons, please log out and exit your web browser when
you are done accessing services that require authentication!

Click Login Button

Login with your NETID
username and
password.



https://go.rutgers.edu/sas-training-admin
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JOOMLA BACKEND INTERFACE Top Menu

Bl System- Users -

Control Panel

S \

Preview Website (opens front-
.| end in new window)

How IS JOOMLA! ORGANIZED?

Understanding the following terms will help you build and manage your Joomla! website:

1. Categories

e A Category is similar to a folder. Categories help you organize your articles (see below).
e In addition to articles, a category can contain one or more subcategories. A category is called the “parent” of its
subcategories.

2. Articles

e An Article is similar to an individual web page. Example of articles include faculty profiles, course synopses, and
announcements.
e A new Article will not automatically appear on the website, unless a link to the article’s category exists.

3. Menus

e A Menuis a collection of links, called Menu Items, that allow you to browse the website.

e Examples include the Main Menu that goes across the top of the page, and the Footer Menu found at the
bottom of the page.

e Each Menu Item is a link to something, such as an individual Article, a category of articles, an extension, such as
an event calendar or an image gallery, or an external website.

4. Modules

e A Module is a block containing formatted content or a special feature (like a list of events or courses) that can
appear in various locations on the website.
e Modules are explored in more detail in the “Modules in Joomla!” workshop.
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CATEGORIES
Your website should include one or more categories before you start creating articles. The name of the category should
describe what kind of articles it will contain. Examples include “Faculty,” “Staff,” “Courses Synopses,” and “News.”

CREATE A CATEGORY
First, click Content > Categories > Add New Category from the top menu:

Bl System~ Users~ Menus ~ Content~ Components ~ Extensions ~ Help ~

Top Menu:

Articles

Categories Add New Category Content = Categories 2 Add
Featured Articles !

{3 Control Panel

0 Exens New Category

Media

You have post-installation messages

CATEGORY DETAILS
You will be at the “Articles: New Category” page:

Title of Category

CMS Sandbox |... &

¥ Joorr

B

& Articles: New Category

Alias: Leave Blank (will be

auto- generated)

Description Parent

o Editor  Code mibio; peun it

Status

Public

Language
Al

Category Description Parent Category
(Cannot edit from front end) If selected, the new
category becomes a
Patn: p "=1" subcategory of the parent
& Sliders & Tabs 4. Document Zh Module [3 Module [3 Article & Image
category

Group Practice — CREATE CATEGORY:

Create new Category as shown in the previous screenshot
Title: YOUR NAME — MONTH - YYYY

Parent Category: “Workshops > Intro to Joomla”

Click Save & Close (Top left)

G
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WORKING WITH ARTICLES

An article is essentially a single page within your website. An article can contain formatted text, images, embedded
video, and links to other articles or external web sites. You can organize your articles by saving them into the
appropriate categories.

CREATE NEW ARTICLE

m~ Users «

Content > Articles >
Add New Article

Content ~ Extensions + Help ~

Components ~

Menus ~

Articles Add New Article

Control Panel

Categories
Featured Articles
E Extension Update(s) are available: VR
Media
You have post-installation messages
> M i There are important post-installation messages that require your attention.
Z New Article g
@ Articles This information area won't appear when you have hidden all the messages.
W Categories Read Messages
[l Media
EE Menu(s) Laura Gordon Administration
¥ Modules
Enter a Title for . “Alias” blank
eave 1as an
NEW ARTICLE DETAILS T

/' Articles: New

+ Save&Close || + Save&New || @ Canc
Title * Alias
Content Options Publishing Configure Edit Screen Permissions
_ Status
[0] Editor Code
, ”
MEREICRIEE Select a Category for o
Paragraph ¥ Styles Vsl B I|UO A A thiS artiCIe e
- Workshops v
ENEZ|E|=E = E] =)=
E e E =R ) Featured
Yes No
. Add Description to rocons
. 1 1 Publi v
Content area; this is uble
. Language
your text for the article o -
Tags
Type or select some options
Path: p Words: 0 4
3 Sliders || & Tabs 4. Document B Module [} Module 3 Article & Image 1 Page Break + Read More

Page




Group Practice — CREATE ARTICLE:

. Create a new article as shown in the previous screenshot
. Title: “YOUR NAME — Article #1”

. Category: The category you just created

. Click Save & Close

H W N R

FINDING YOUR ARTICLE IN ARTICLE LISTING
Find your article in the list of articles (Content = Articles). If you know part of the article title, type it into the search
area and press [Enter] or click the search icon.

Extensions CMS Sandbos
D Articles )5 Joomilal
[ Edit || v Pubiish || @ Unpublish || % Feature || ¥ Unfeature | & Archive || & Gheck-in || (8] Batch || @ Trash @ Hep || © oOptions
© ; Q earch Tools ~ Clear ing v|[20 ~
: Type Article Name
Featured Articles V% | ~| Rutgers Elactives Search {Alias: rutgers-electives-sea 2018-12.05 15 2140
Category: Test tems
v v Agenda for DocMan Workshop (August 2016) (Alias: agenda-for-docman-workshopeat . . 2009-08-04 o 2139
ooy v Click Search icon
¥ % | ] Agendafor Workshop: Joomlal 3 Editing (November 2016) (Aas: agenca-for-workshap -joomi 2015-01-07 o 213
er2016)
Category: Old Workshops
Vlx [~ Age jorkshop: Joomlal 3 Administrator Basics (November 2016) (Alis: agenda-for-workshop-jooria-3  Public Edde Konczal A 2015-01-07 o 213
~adminisirator-basics-november-2016)
Category: Old Workshops

FINDING AN ARTICLE WITHIN A CATEGORY
If you know which category your article is in, you can search by category. Click Search Tools, then change “Select

Category” to your category. Only articles in your category will appear.

[ Ecit || + Publish | €@ Unpublish || ¥ Feature || ¢ Unfeature || & Archive || [ Check-in || (8] Batch

@

Click Search Tools

Q ear |

ries - Select Status - v | | - Select Category - a - Select Acce: C“Ck on Se|eCt category tO find your Category

Jed Articles - Select Max Levels - |||l <
- Select Category -
3 Status Title Workshops
v |« [~ | RutgersElg - Template Features reh) Public Edaie Konczal Al

Category:Tes _ _ Current Template Features
Workshop
v | |~ | Agendafor ks: agenda-for-gocman-workshop-august-2016) Public Eddie Konczal Al
LS d - Administrator Workshops u praug d e e
Category: OIq
- - Eddie Konczal - Month
v o[~ Agendaforl YYYY per 2016) (Alias: agenda-for-workshop-joomla-3-editing-novemb  Public Eddie Konczal Al
er-2016) - Editor Workshop
Catagory: OIq
- - Current Editing Workshop

VT # [ v | Agenda forleridp i et rerrrreeeSiCS (NOVember 2016) (Alias: agenda-for-werkshop-joomia-3  Public Eddie Konczal A

-administrator-basics-november-2016)
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ARTICLE EDITING
Select the article by clicking on the article title; this will bring you to the Articles: Edit page.

@ Articles
@ Edit || + Pubish || @ unpubish || % Feature || 7r Unfeature | & Archive Checkin || (8] Batch || @ Trash
© Sear Q Search Tools «  [ICT

Categories - Select Status - v | | - select Gategory - v | | - Select Access - v | [ - select Author - v | | - Select Language -

Click on Article Title to edit the
article

Featured Articles ~ Select Max Levels -

+ 0 Status Title Access

- [¥]% | =] Rutgers Electives Search (iss: ruigers-slectives-search) Public
Category: Test ltems

- [¥]% [+ Agenda for Dochan Workshop (August 2016) (Alias: agenda-for-gocman:
Category: Old Workshops

Public

- [¥1a [ -] Agendafor Workshop: Jog
er-2016)
Category: Old Workshops

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

- (V% [+ Agendafor Workshop: Joomial 3 Administrator Basics (November 2016) (Alias: agenda-for-workshop-joomia-3  Public Edole Konczat
-administrator-basics-november-2016)
Category: Old Workshops

- [¥]% |+ EddieKonczal aiss: edeie-koncza) Public Eddio Konczat

Type at least two paragraphs of text into your article. After typing the first paragraph, click the Read More button
below the text area, then continue typing. You should see a line after the first paragraph, where the Read More has
been added.

THE EDITING TOOLBAR

Above the text area on the Content tab, you will see several rows of buttons. You can select some text, then click a
button to format your content. As you hover over each button, you will see the function of that button. You can find a
guide to the editor buttons here:

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

LINKING TEXT TO WEBSITES AND EMAIL ADDRESSES
Linking to a website:

1. Highlight the text that you want to link to a website.
2. Click the Insert link button on the editing toolbar:

(il
it
|
e
i
e
=
I:I:

TN T s B BT T, consectetur adipiscing elit Prassent justo nisi, lobortis ut tortor eget, consectetur
porttitor dolor. Maescenas pharetra congue elementum. Proin lacinia efficitur arcu, varius pharetra tellus tristique
non. Cras dolor gros, congue vitae purus vel, consectetur cursus ipsum. Aenean sed sem viverra, glementum

sapien ac, scelerisgue leo. Suspendisse ut nulla pellentesque, tincidunt lectus sed, consequat arci. Moarbi a
malesuada libero. Nulla porititor, risus ut feugiat consectetur, sapien massa iaculis lorem, non dictum ligula lacus

sed tellus. Fusce blandit convallis facilisis. Vivamus convallis ex vitae ligula laoreet, et sagittis metus sollicitudin.
Sed urna erat, pretium sit amet commeodo aliguam, eleifend quis purus. In vel eros massa.

Page
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3. A Link popup window will appear:

Link X
Link Advanced Popups
URL 1 https://www.rutgers.edu B =2
Text
Search Q, search o

» M Contacts

» [ Content

» I Menu

» I Taos

» I Weblinks
Article Anchors v
Target 2 ‘ Open in new window b
Title

3 © Help » Cancel

4. Enter the full URL (including the http:// orhttps://) of the website you want to link to in the URL field (see

#1 above)
5. Change “Target” to “Open in new window” (see #2 above) Create E-mail Address X
6. Click Insert at the bottom of the Link popup window (see #3

above).

1 kcr‘czal@ﬁas.utgerﬁ.edu|

Linking to an email address:

1. Highlight the text that you want to link to an email address.

2. Click the Insert link button on the editing toolbar

3. Click the E-Mail icon that appears to the right of the URL field.
4. Inthe Create E-mail Address popup window, enter the email BCC
address in the “To” field (see #1 to the right).

Click the Create Email button (see #2 to the right).

6. Click Insert to the bottom of the Link popup window.

b

Subject

Body
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ADD STYLES TO TEXT IN ARTICLES

While editing an article, you can change 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.

Highlight the text you want to
apply the style to.

[0}

D A HEHEBEE A O
Paragraph ¥ Styles Y & B

= = = E E i=\v|is

= e d= [ abe

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 sed
ut magna. Suspendisse cursus ante ligula, ac dapibus arcu elementum non. Nulla sc
vel risus. Vivamus blandit lacinia ante sit amet ornare. Integer sollicitudin maximus sap

vel risus. Vive

Nam quis ten
mattis, non vt
habitasse ple
dapibus ex si

Content Options Fublishing Configure Edit Screen Permissions

o

2 A EEBEDB NMNn Q¢
Paragraph ¥ Styles Y & B U A dy v
= == ALL_CAPS

This is text I button-lg.button

highlight_article

Lorem ipsum te left piscing elit. Curabitur semper posuere elementum. Etiam gravida
Etiam quis ur PJUOTE 1€ isque nulla. Proin sem tellus, tristique sed consectetur a, efficitur v
ut magna. St pquote l'lghl ic dapibus arcu elementurn non. Nulla scelerisque, leo et sagittis ¢

red-phrase
red-text
sas-responsive-tbl

span3

you would like to use.

Click on the “Styles” dropdown
menu and select the style that

:t ornare. Integer sollicitudin maximus sapien id viverra. Maecenas |

2. Nam ut rhoncus ipsum, at suscipit ex. Cras ullamcorper nibh erq
unc, dignissim a gravida id, pellentesque non tortor. Duis dolor turp|
sleifend lorem, nec tincidunt turpis. Curabitur bibendum diam et n|
lor in sem mattis interdum.

Morbi aliguam venicuia imperuiet. Fenemesgue posuere pretium interdum. Cras dignissim gravida iaculis. Duig
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.

Accessibility note: Don’t use color by itself to highlight important text; also use bold or italics. Colorblind users may not
be able to distinguish the text in color from the surrounding text.

Page
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USING PARAGRAPH HEADING STYLES

o Select text, then click on the
‘Paragraph’ dropdown to
5] A B EEBE A

Paragraph | v Styles select a heading style

Format

» Paragraph

Heading 2
Heading 3
Heading 4

R

U

kennnte

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, lec et sagittis cg

You should only use Heading styles to designate actual headings for information in your article. Don’t select a Heading
style to increase the size of text that does not function as a heading.

Heading 1 is reserved for page titles and is therefore not available. Use Heading 2 for top-level headings in your article,
Heading 3 for sub-headings, and Heading 4 for sub-sub-headings. Don’t skip levels downward; for example, don’t jump
from Heading 2 to Heading 4, as this will cause problems for screen reader users.

For example:
=== =] = = e ||| =] Using Headings to indicate
= || = A - different sections of the
7| article.
Instructors
« Jane
+ Joe
« Sally

Course Description

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

12 Introduction to Joomla! -July 13, 2022



COPYING TEXT FROM MS WORD

Never copy and paste directly from Word! Word includes hidden formatting that is difficult to remove.

If you must copy & paste from Word, first copy the text that you need from the Word document, then follow these steps

in Joomla!:
[0]
9 #% [0 B Bl _—

Paragraph ¥ Styles e T
orap y Paste as Plain Text —

=T _
Zv iz v (2 —

L]

abe
4

[r 1
i

é:.
[

Paste As Plain Text

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

Page

clipboard icon with a “T”)

Click on Paste as Plain Text (the

Hit <CMD> <V> (Mac) or
<CTRL><V> (Windows) on
your keyboard, and paste your
text into the popup screen.

Then click Insert to insert the
text.

13



VERSIONS

Joomla’s Versions feature allows you to restore an earlier version of an article. This feature helps you recover deleted
text, or undo other unwanted changes, after you have already saved the article. If you do not see the Versions button
at the top of the Articles: Edit page, submit a work order and we will enable Versions on your website.

1. While editing your article, click Save (you must have at least one good saved version of the article for Versions
to work effectively).

2. Delete some text from the article.

3. Click Save again.

4. Click the Versions button at the top of the page:

-

Z Aricles: Edit

« | Save & Close 4+ | Save & New O | Save as Copy 9 Close

5. From the Item Version History window, click the check box for the previous version, then click Restore:

Item Version History

Q Preview | @ Compare | @ Keep On/Off | ¥ Delete

This button loads the selected version into the edit form.

O Date Version Note Character Count
[] 2018-09-11 10:58:10 % No Eddie Konczal 1.6M
2018-09-11 10:27:08 No Eddie Konczal 2,615
[] 2018-06-2114:17:09 No Eddie Konczal 2,615
[ 2018-02-21 15:36:27 No Stephen Goldklank 1,587
[] 2018-02-21 15:35:19 No Stephen Goldklank 1,465
[ 2017-07-1910:01:27 No Eddie Konczal 2,605

Close

6. Your deleted text will be restored.
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USING IMAGES IN JOOMLA!
e Always obtain permission before using images from a public website.
e Always obtain permission via email from any students whose images you would like to post on your website.
e |mages are available from the SAS Communications Office; they can also schedule a photo shoot for your unit.
e Some other places to get images:

o Rutgers Digital Asset Library (NetID required): http://photogallery.rutgers.edu/

o Wikimedia Commons: https://commons.wikimedia.org (especially Public Domain images)

e You should resize large images before uploading them to your website. The maximum width allowed by our current
template is 1200px.

e Images must be on your computer or on a network drive in order for you to add them to the website.

How to add images to your Joomla! article

XEDE Hu 0 Place cursor where you want

Paragraph v Stytes YW B I U AN

Esam 35 EvEr @& the image to go.

{ibaro porturtent vehicula mauris hobitasse primis nisl curse; commoda fames at, dolor est aoreet uitrcies dagibus st Nec. Hac iymenbeos placerst nulem Molestie nefus gtiem pharetrs VIvemtss .
natoque praesent maccenas. Adilecing null tach varius nisi orcl valutpat socils Turpls lectus porta aenean In turpis scelerisque fuctus morbl rstlque ridiculs lectus qulsque vulputate hac egestas Click the Insert Ima ge button
per sodales ultrices quisque. Aptent. Dictumst fringilla, Donec ante platea at. Massa magnis. Nulla rutrum, Porttitor justo ipsum. Ornare fusce pretium justo nisi lacus hac nonummy suspendisse
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on the editor bar (first button
on 4 row).

Image Manager

The Image Manager popup allows you
to add an image and set its properties.

First, click on the folder containing the
image. Then, click the name of the
image.

Alternately, click on Upload to upload a
new image, then follow the steps below

Click Browse to select an image from your
computer...

...or drop files from your computer directly
into the Upload popup window.

Drop files here:

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.
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Configuring the image in your article
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J 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 Ig
vulputate hac egestas per sodales ultrices quisque. Aptent, Dictumst fringilla, Donec ante platea at. Massa 1]
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 hymenag
scelerisque ac, quis dictumst purus id pharetra.

Select image

Click on the Insert Image Icon

Image Manager

Image Rollover Advanced

URL images/7 7hamilton.jpg
Alternate Text 77hamilton
Dimensions 129
Alignment

Margin

Border

/(21 folders, 63 files)
Folders

# Home
Admin2016
AdminBasics
banners
building
comprofiler
EditorWorkshop
eventlist

headers

Bottom 10 Left ||

-
iy

1% Name

TThamilton.jpg

785px-Eniac.jpg

980x480-hindu_temple_640px.jpg

980x480-Zhengzhou.jpg

1401_oct08_dh.jpg

(L o R 7 R (= 1 ()

2923 hamerman_061102.jpg

Show | an 3

400px-ChristChurch_NewBrunswic... ..

980x480-Cologne_Cath_istock 12...

< Refresh

Lorem ipsum

PEH Loen

i dolor sit amet
consetetur

sadipscing elitr,

sed diam nonumy eimod

tempor invidunt ut labore

et dolore magna aliquyam

Modified: 08/08/2012,

Dimensions: 129 x 200

g
a

+ Update

When done adding and editing your image, click Save to the upper left.
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1. Alternate Text: Enter a short
description of the image.
Accessibility Note: this is required for
all images except for purely
decorative images. For those, make
sure “Alternate Text” is blank.

2. If the first Dimensions value
(width) exceeds 300, reduce it to 300
or lower

3. Alignment: Set to “Left”

4. For Margin, uncheck “Equalize”
and set Right 10, Bottom 10

5. Notice the preview on the top right

6. Click Insert or Update to the lower
right.




Group Practice — Create additional articles:

1. Save your Article #1, then click Save as Copy (Top)

2. Change Title to: “YOUR NAME Article #2”

3. Change Status to Published

4. Add different images; try different formatting or styles

5. When done with Article #2, click Save & New (Top LEFT)
6. Enter “YOUR NAME Article #3” for Title

7. Add some text, a “Read More,” and an image

8. Change Category to your category

9. When done with Article #3, click Save & Close (Top LEFT)

COURSE ACCESSIBILITY GUIDELINES
If your unit's website contains any course-related content, please review Rutgers’ Course Accessibility Guidelines:

https://it.rutgers.edu/it-accessibility-initiative/knowledgebase/course-accessibility-
guidelines/

We will cover these guidelines in more detail in the workshop “Accessibility and Websites.”
VIDEOS

RUTGERS YOUTUBE CHANNEL
We recommend that you have your videos uploaded to the Rutgers YouTube channel, managed by the Rutgers iTV
Studio. For more information, please visit:

https://tvstudio.rutgers.edu/webform/youtube-upload-request-form

KALTURA

You can also upload videos to Kaltura, which is part of Canvas. Any videos uploaded to Kaltura will give you the option
to add closed captioning automatically. Rutgers faculty or staff can request a Kaltura account. To get started with
Kaltura, go to:

https://canvas.rutgers.edu/external-apps/kaltura/

Page
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WORKING WITH MENUS IN JOOMLA

WHAT IS A MENU?

Menus in Joomla contain the links that visitors follow to access different pages in your website (and sometimes, external
websites). Each link on a menu is called a Menu Item.

Example of Menus in the SAS Template:

e Main Menu — The menu under the Rutgers Banner
e Rutgers Menu — The menu at the top left of the page
e Footer Menu — The menu at the very bottom of the page

Menu Items can link to:

e Articles

e (Category Blogs (Multiple articles from a category, displaying the text above the “Read More”)
e (Category Lists (A list of articles in a category)

e Extensions such as calendars

e External Websites

CREATE A NEW MENU ITEM
To add a menu item to the Main Menu, click Menus > Main Menu > Add New Menu Item

Bl System~ Users ~ | Menus ~ | Content + Components ~ Extensions ~ Help ~

Click on:

{3 Control Panel Manage

/ Menus = Main Menu >
All Menu ltems
Add New Menu Item

Custom Menu
Footer Menu
Hidden You have post-inst

Z New Article Information For There are impo post-installation messg

@ Articles Main Menu & 3 Add New Menu ltem  area won't appear when y
Rutgers Menu | !

9 Tools Menu

B Media usermeanu

Ll .

= Menu(s) Laura Gordon Administration

-

w# Modules Laura Gordon Administration

18 Introduction to Joomla! -July 13, 2022



CREATE A SINGLE ARTICLE MENU ITEM

1. Click Select for “Menu Item Type”
MenuTite™ | Laura’s Test Article 2. Select Articles > Single Article
Details  LinkType  PageDisplay  Metadata  Dropdown Menu O 3. For “Select Article,” click Select
e tem Type EE & 4. Select one of your articles
Link
Target Window Parent
Template Style - Use Default -
/
/
Menu item Type we' Laura's Test Article Allas
W ewie  Opions  LnkTpe  Page Display Dropdown Menu Opiions. Spliment Menu Options Module Assignrmen

Menu Item Type *

Select Article *

Link

Target Window

Template Style

Single Article

Welcome Message

0O select

index.php?option=com_content&view=article

Parent

- Use Default -

Configure your Single Article Menu Item

Menu Item Title

When done, click Save & Close.

/ Parent Item:

(Displayed in the Menu)

If selected, this
determines which menu
item your new menu
item will appear under

Group Practice — Create Single Article Menu Item

GEREORNG © O O

Create New Menu Item in Main Menu

Menu Title = Your Name

Menu Item Type = “Articles > Single Article”
Select Article = select any one of your articles
Parent Item = “Intro to Joomla!”

Click Save

Page
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CREATE A CATEGORY LIST MENU ITEM

+ Save & Close + Save & New L1 Save as Copy D Close
MenuTitle* | Sample Category List
Details Category List L Options Integration Link Type Page Display
Display Select Use Global
Filter Field Use Global
Table Headings Use Global
Show Date Use Global
Date Format
Show Hits in List Use Global
Show Author in List Use Global .
Category Order Use Global
Article Order Use Global -
Q
Date for Orderin
o Use Global
Featured Articles Order
Pagination
Most Recent First
Pagination Results Oldest First
Title Alphabetical
# Articles to List Title Reverse Alphabetical
Author Alphabetical
Featured Articles Author Reverse Alphabetical
Most Hits
| aast Hite

Alias

Metadata

sample-category-list

Dropdown Menu Option|

1. On the “Details” tab for your menu
item, click Select for “Menu Item Type”

2. Select Articles > Category List

3. “Choose a Category” > Select > Select
your category

Click the List Layouts tab

You can determine which fields to

display in the list. Recommended:

Change “Show Hits in List” and

“Show Author in List” to Hide

3. Set the Article Order to “Article
Order”

4. Click Save to the upper left

Sample Category List Menu Item view:

HOME JAN 5 CLASS v WORKSHOPS v

Title

Sample Text 1
Sample Text 2
Sample Text 3
Sample Text 4
Sample Text 5

Sample Text &

DEPARTMENTAL SERVICES v

SANDBOX PLAYGROUND v

SANDBOX LESSONS v

20

Introduction to Joomla! -July 13, 2022




CATEGORY BLOG MENU ITEM

A Category Blog Menu item type shows several articles from a category, and includes the intro text for each article.

CREATE A CATEGORY BLOG MENU ITEM

Menu Item Type

AcyMailing

Articles

Archived Articles

Category Blog

-

Category List

Category Blog: Blog Layout Tab:

1. While still editing your menu item, go back to the
Details tab, then click the blue Select button to the
right of “Menu Item Type”

2. Select Articles > Category Blog

3. To the right of “Choose a Category” click Select and
select your category

MenuTitle | Sample Read more Blog

Details Category Blog Layout Options Integration

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

# Leading Articles 10

# Intro Articles 0

# Columns

# Links 0

Multi Golumn Order Use Global
Include Subcategories Use Global

Link Type

Page Displa

Sample Category Blog view with 2 columns:

Sample Read more Blog
Sample Text 1
Foad ces: Gample Tt |
Sample Text 2
Raad more: Sample Text 2
Sample Text 3 Sample Text 5
o=
| Rosd moe: ol Tt |
Sample Text 4 Sample Text 6
am

# Leading Articles: Articles shown at the top that
span across the page (above any columns). If your
page does not look right, set this to “0”

# Intro Articles: The number of Articles shown after
any Leading Articles

# Columns: The number of columns that Leading
Articles will appear in. If your page does not look
right, set this to “1”

# Links: Links displayed to any additional articles in
the category

Article Order: Set to “Article Order” (this allows you
to set the order of the articles)

Page
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ORDER ARTICLES
Once you have created a menu item linking to your category, you may notice that the articles appears in reverse order.
You can set your own order in which the articles should appear as follows:

1. Go to Content > Articles
2. Filter the articles by selecting your own category (see “Find Article Within A Category” on page 8)
3. Single-click the blue arrows above the first column in the article listing
4. Place mouse on the ‘3 black dots’ in the first column, corresponding to the first article you want to re-
order
5. Drag the dots up or down until the article is in the order you would like it to appear:
Y An| Status Title Access Author Language Date Created Hits \lotes Ratings ID
£ [0 v %[ ~] Louisiana (Alias: oui Public Eddie Konczal ~ All 2017-09-29 o o 2472
siana)
Category: State Laws
(Demo 1)
H 0 [« [# [ =] Massachusetts (ai Public Eddie Konczal Al 2017-09-29 © 0 2473
as: massachusetts)
Category: State Laws
(Demo 1)
£ [0 [« [# [~ Minnesota (alas:m Publc Eddie Konczal Al 2017-09-29 o o 2474
nnesota)
Category: State Laws
(Demo 1)
H O [« [ ~]| MNewMexico (alas: Public Eddie Konczal Al 2017-09-29 ® 0O 2475

new-mexico)
Category: State Laws
(Demo 1)

LoGouT FROM JooMLA!

Click the profile icon to the upper right of your Joomla! administrator page, then click “Logout”:

2 Eddie Konczal

Edit Account

& | Archive

J'ﬁmp"-.-'u;murra'

FUTURE WORKSHOPS

Please visit: https://sas-it.rutgers.edu/itservices/web-development-and-support/workshops-and-training
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