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JOOMLA Content Management System (CMS) TRAINING MANUAL

This document will give you precise, step-by-step, instructions on how to:

Access your Content Management System (CMS)

Load a New Website Page

Create a New Link i Which You Link To Your iNew Website Pageo
Change the Order of Links

Add a Hyperlink in your Content

= =4 =4 -8 -4

When loading website content it is best to do so using GOOGLE CHROME as your internet browser.
http://support.google.com/chrome/bin/answer.py?hl=en&answer=95346
The WORST one to use is INTERNET EXPLORER as this will cause issues when you are trying to make your
arti cl e leto. f You dregemperirizing issues and you call us with a query, the first thing we will do is query
if you used Google Chrome. If you didnd we will request that you redo everything using Google Chrome as your
internet browser. This is how adamant we are that you load your website using Google Chrome.

To load Google Chrome onto your computer / laptop simply go to this link and follow the instructions i given by
Google: http://support.google.com/chrome/bin/answer.py?hl=en&answer=95346
Itis VERY EASY. Loading Google Chrome will not delete your fotherointernet browser but it will simply be an
additional internet browser on your computer / laptop.

If you feel that this is too complicated or requires too much effort then we can load your content for you at a
fee i simply contact us and we will send through a quotation based on the estimated number of pages that
you would like loaded.
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Accessing your Content Management System (CMS)

1. Enter your CMS URL into the bar where the red arrow is pointing in the picture below i given to you by
your web developer

a. A page like the one displayed below will appear (if it does not then you have not entered the
CORRECT URL)

2. Enter your Username i given to you by your web developer ( d o n 6 t
3. Enter your Password i given to you by your web developer ( d o n 6 t

|l ose this
|l ose this

1)
)

Optimus0l - Administratic:

=T
C' @ optimus0l.co.za/administrator/
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¥ Joorlal” Optimus01

Joomla! Administration Login

Use a vald userame and
password o gai access to

username |
the Admiistrator Back-end.

Password
Return to site Home Page

Language | Default [=]

Q

Joomial s Free Software released under the GNU/GPL License.
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If you have been successful then you will see a page like this i if not then call us
@ Optimus01 - Administratior e} C=rantx
<« €' Q www.optimus0l.coza/administrator/index.php WK KRN
Ery :
¥ Joor lal' optimus01
Site  Mel Cont Components Extensior Tools  Help (24 0 B2 O Logout
= R R R : R » Logged in Users
5 = A r ] 3 £ ® | o o == ot Ay i
T samn o sdmnstrat 0.0 nours ag
Add New Article Article Manager Front Page Manager Section Manager Category Manager Media Manager Menu Manager
2 admin Super Administrator administrator 0.0 hours ago
o0 Z » Popular
» Recent added Articles
Language Managsr UserManagsr  Global Configuration ¥ Menu Stats

Joomial s Free Software released under the GNU/GPL License.
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Loading a New Website Page
1. Click on t h&RTpdLE MANAGEROI dookmat tliie above pic where the red arrow is pointing
a. A page like the one displayed below will appear (if it does not then you have not clicked on the
correct icon

Optimus01 - Administratio

<« €' | © www.optimus01.coza/administrator/index.php?option=com_content

¥ Joormlal” optimus01
Ste  Menus  Comtent  Components  Extensions  Tools  Help
= g ~
| Article Manager f f 3 d EZ 3 O %X O
Unarchive  Archive Publsh Unpubish  Move  Copy ~ Trash Changs  New Parameters  Help
Fiter: (3] - Select Section - [v ] - Select Category - - Select Autnor - [] - Select State - [v]
+ B Title Published Front Page Order @ Access Level sectiona Category Author Date  Hits 1D
1 [0 SochlNetworking = « - 1 Public: Administrator 1A111 3% 212
2 [ Termsand Condiions of Sale = %] . v 2 Publc Administrator 00741 431 204 =
[ Webste Special = b .- 3 Publie Agministrator 061010 2578 203
4 [ SEOTraining =] Q . 4 Public. Administrator 06.10.10 1987 202
[ Clent Testimoniais =] o - s Public Adminisirator 280810 1626 201
& [ LiktoOptimusot =] o N o e Public Adminisirator 230610 487 199
7 [F] SearchEngie Optimization = q A~ 7 Public Administrator 10.0610 2283 198
& [ Stemop = o . s Public Administrator 020610 1165 187
[0 Benefis SEO 2 5} . v s Public Administrator 01.0610 1703 198
10 [0 SEO Partners v %} «v [ 1 Publc Administrator 010610 2184 192 Wl
11 [ ContactUs: Submited = =} e v [ 1 Publc: Administrator 310510 253 191
12 [F] Hosting and Domain FAQs = ] “v [ 2 Public Administrator 27.0510 1393 189
13 [ Upgrade your Browser = Q . 12 Public: Administrator 27.010 1597 188
14 [F] What We Need From Our Clints In Order To Begin = o e~ [ Puble Administrator o810 e12 187
15 [F] websteFAas = o - 5 Public Adminisirator 270510 1612 186

2. Click on t h&EWOG lbdkatthe abbve pimwhdte the red arrow is pointing
a. A page like the one displayed below will appear (if it does not then you have not clicked on the
correct icon

Optimus01 - Administratio o S

<« €' | © www.optimus01.coza/administrator/index.php?option=com_content w KK
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Joomlal’ optimus01

Site  Menus  Content  Components Extensions ~ Tools  Help 8 Preview 0 M2 O Logout

¢ Article: [hew) X e O

Preview  Save  Apply Cancel  Help

Title Putlighed O Ho @ ves State Published
Alias Front Page ® Ho © Yes fits

Revised  0Times
Section ~ Select Secion - Category. Select Category [2]

Created  Monday, 05 February 2012 05:40
Modified  Not Modifisd

Fonl famiy -~ Fentsze Styies | == fmax - - Parameters (Article) |
£ = ZE X Bkl Author | Adminisrstor [ F
| | | a—x x@Ea e Author Alias
=l AR = Access Level [Pusiic [

Created Date (3012.6208 05.40.31 | 2]
Start Publishing [2012.92.08 05:40:31 |21
Finish PUDIISNING [aver =

» Parameters (Advanced)

» Metadata Information
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3. Gotoyourtext(inwor d or notepad), hi ghlight it, press ACNTRL:
a. Note that you need to undo all your bullets/ number list as this does not work for bulleted / number
list items!

4. Go to the CMS page (pic directly above) and click in the writing area (look at the above pic where the
green arrowispointingj)and press ACNTRLO and AVO at the same ti me
a. Your text will then appear on this page (if not try again)
5. To recreate your bullets / number list items highlight that WHOLE specific text that you want bulleted /
number list and click the bullets / number list icon - look at the above pic where the red arrow is pointing
6. If you wish to bold, italic or underline items then simply highlight the word and click on the various icons in
the word editor - look at the above pic where the black circle is situated
7. If you wish to justify / centre your text so that it is not left aligned then highlight all your text and click the
justify / centre icon - look at the above pic where the black box is situated

8. Things NOT'TO'DO:

a. Dondét dohtd yogrevebsite has already been developed according to a certain font and this
wonodt work manually

b. Dondt dohtaized gour website has already been developed according to a certain font size
and this wonét work manually

c. Do n 6 tngedohmat i your website has already been developed according to a certain format and
this wondt work manually

d Dondt cthleinypwer website has already been developed according to a certain font size
and this wonét work manually

e. Dondt cbackgrognd colour T your website has already been developed according to a
certain background col our and this wondt wor k man

f. Donét deltaalogra your website has already been developed according to a certain text

col our and this wondt work manually
9. Goto TITLE and enter the name that you wish the page to be called (this will be the name that the link is
called also) i look at the below pic where the red arrow is pointing

Optimus0l - Administratio

€ C | ® www.optimusOl.coza/administrator/index php?option=com_content ol 6
P

¥ Joornlal” Optimus01

ontent  Components  Extensions  Tools  Help (B4 Preview 0 M2 'Q Logout

X evOaq

ave  Apply Cancel  Help

Pubiished State Pulished
Hits

Revised 0 Times

Created/  Monday, 06 February 2012 05:40
Modifi'd  Not lodified

Front Page

Section - Select Section - [ =] Category

[show /hide]
@ 1 B I U Fontfamiy |- Fontsize
E@mA AR F
[CYERCY= g |
T & =

| Created Date 5

-fParameters (Article)

Author [ Administiator []

Author Alias

Access Level | Fublic

Start Publishing [2012.02.08 05:40:31

Finish PUbIiShing eyer

» Parameters (Advanced)

» Metadata Information

el B8 B € © 4 9 e an g ]

10. Go to ALIAS and enter the same text that you entered for title i look at the above pic where the green
arrow is pointing
11. Go to SECTION and click on the arrow i look at the above pic where the blue arrow is pointing
a. sel ectsetthieoio that you dmgenleoadil ygithest dxtncfadrego
a section there that applies
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12. Go to CATEGORY and click on the arrow 1 look at the above pic where the purple arrow is pointing
a. selecttheftategoryd t hat you ar e 1 gendernagl Ityhei tt eix¢ ffuwmrcat eg

is a category there that applies
13. Once you have done ALL of the above then click the fSAVEO picture icon i look at the above pic where

the orange arrow is pointing
If you are having issues then simply call us and we will assist you.
If you feel that this is too complicated or requires too much effort then we can load your content for you at a

fee i simply contact us and we will send through a quotation based on the estimated number of pages that
you would like loaded.

Creating a New Link T Which You Link To Your fiNew Website Pageo
1. Scroll over the tab AMMENUSOT look at the below pic where the red arrow is pointing

a. A drop down menu will appear
2. Click on the option AMENU MANAGERO i look at the below pic where the green arrow is pointing

Optimus01 - Administratio

& € © www.optimus01.co.za/administrator/indexphp

A Joormlal” optimus01

ER meny Hagager

» Logged in Users

= i ! ] ] [ = | #  Weme  Group criont Last Activity Logout

1 admin Super Administrator administrator 0.0 hours ago

Al Hepful SEO Tes lanager  FrontPageManager  SectinManager  CafegoryManager  Media Manager Menu Manager

F SEO &Web Articles admin Super Administrator administrator 0.0 hours ago

EB Top wenu - -
» Popular

EB invisible Menu g
» Recent added Articles
Fl Faas

Language Manager User Manager Global Canfiguration ¥ Menu Stats

Joomial is Free Software released under the GHU/GPL License,

o BB [

2012/02/06

A screen that looks similar to the below pic will display
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€« C' | ® www.optimus0l.coza/administrator/index.php?option=cam_menus Y KoK R A

1 Joormlal

Optimus01

Site  Menus  Content  Components Extensions Tools  Help 8 Preview

[l MenuManager a @ O

'3

Title Type Menu ltem(s) #Published #Unpublished #Trash #Modules 0

1 Main lenu

%  Optimusd1 Services

@  Helphul SEO Tps seotips

) SEO & Web Articles. seowebarticles

) Top Menu

@  Invisible et

FAGs

nu invisible-menu

AJ
mmmmmmmm = 7 . ) ) |

i & & @ i@ i

Display# 20 []

Joomlalis Free Software released under the GHU/GPL License.

e © 48 9 RO

1. Scroll over the tab AMMENUSOT look at the above pic where the blue arrow is pointing

a.

A drop down menu will appear (DO NOT CLICK ON THE MENU LINKS BELOW YOU HAVE TO
USE THE DROP DOWN MENU)

2. Click on the fimenu category OPTIONO that would apply to the LOCATION that you wish your new link to
display on your website i.e.

a.

b.

Services T generally is for the location on the left hand navigation where you have all your
services

Main Menu T generally is for the location on the top main navigation where you have all your
general things such as fHomeo About Usoirectionso fFAQsoetc.

Top Menu i generally is for the location on the top navigation in the top right hand corner where
you have fHomeoBitemapofContact Uso

A website page similar to the one below will load titled iMenu Item Managero- look at the below

pic where the red box is situated
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View MenuTtem(s) [
€« C' | ® www.optimus01.coza/administrator/index.php?option=com_menus&task=view&menutype=services WK KRN
L Joormlal™ optimus01
Site  Menus  Content  Components  Extensions  Tools  Help B Preview 20 M2 O Logout
E‘Fl Menu Item Manager: [services] E w d O & g 00
Menus Defaut Publsh Unpubish Move  Copy  Trash  Change New  Help
Filer. (3] Hax Levels -Selea State - [v]
P Menu tem Default  Published Ordera @ Access Level Type ftemiD
1 [ seo b4 v 1 Public Articles » Article /
2 [ SEPrices b4 “ 2 PubIc Articles » Articie 205
[F1  social Networking 3 “v 3 Public Articles » Article 209 =
[]  webste Special b “ v . Publc Articles » Article 208
[[]  webste Design and evelopment v - s Public Artickes » Article
&[] webstts Haintenance 7 N o ° Public Articies » Article &
[F]  Website Hosting v N i Public Articles » Article &8
& [ SearchEngine Optimization o N s Public Articles » Article 139
[E]  SEO Training > “ v g Public Aticles » Article 204
10 [F]  Adwords Management b4 “ 0 PubIc Articles » Articie 3
11 [ Search Engine Marketing 3 “v " Public Articles » Article
12 [ webste Audis b “ v 2 Publc Articles » Article 65 Wl
13 [ internetMarketing v - 1 Publc Artickes » Article 14
e [ webste Harketing 7 N o s Public Lrtcles » Article 62
15 [F] Webste Branding v N 5 Public Articles » Article

. 0954AM
2012/02/06

3. Click on t h&EWOG lbdkatthe abbve pimwhdte the green arrow is pointing
a. A page like the one displayed below will appear (if it does not then you have not clicked on the
correct icon

Menu tem: [New] ol

€« C' | ® www.optimus01.coza/administrator/index.php?option=com_menus&menutype=services WK K X

¥ Joormlal” Optimus01

Site  Menus  Content  Components Extensions ~ Tools  Help 8 Preview 0 M1 O Logout

M Menu item: rnew o 0

Cancel  Help

Select Menu ltem Type

& (B ntemal Link
- AcyMaling
- Atticles

Chrona Forms

o

Contacts
Jce
IComments
News Feeds
ninjaXplorer

Palls

BB 0 0 0 D@

Search
- User
- Web Links
& Wrapper

o (@ External Link

o (0 separator

& (@ Ales

Joomlal s Free Software released under the GNU/GFL License.

4. Click on the link PARTICLESOT look at the above pic where the red arrow is pointing
a. A page like the one displayed below will appear (if it does not then you have not clicked on the
correct icon
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5. Click on the link FARTICLE LAYOUTO1 look at the above pic where the red arrow is pointing

No

a. A page like the one displayed below will appear (if it does not then you have not clicked on the
correct icon

Click in the ATITLE BOXO0i look at the above pic where the red arrow is pointing

Type in the EXACT name that you wish your NEW link to be i.e. fAbout Uso (this should be exactly the
same as the fmew articledthat you wish this new link to link to)

Then Click on the FSELECTObutton i look at the above pic where the green arrow is pointing
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