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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 ï Which You Link To Your ñNew Website Pageò 

¶ Change the Order of Links  

¶ Add a Hyperlink in your Content 
 

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 
article look ñgoodò etc. If you are experiencing issues and you call us with a query, the first thing we will do is query 

if you used Google Chrome. If you didnôt 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 ï given by 

Google: http://support.google.com/chrome/bin/answer.py?hl=en&answer=95346 
It is VERY EASY. Loading Google Chrome will not delete your ñotherò internet 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 ï simply contact us and we will send through a quotation based on the estimated number of pages that 

you would like loaded. 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://support.google.com/chrome/bin/answer.py?hl=en&answer=95346
http://support.google.com/chrome/bin/answer.py?hl=en&answer=95346
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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 ï 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 ï given to you by your web developer (donôt lose this!) 
3. Enter your Password ï given to you by your web developer (donôt lose this!) 

 

 
 

If you have been successful then you will see a page like this ï if not then call us 
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Loading a New Website Page 
1. Click on the picture icon ñARTICLE MANAGERò ï 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 

 

 
 

2. Click on the picture icon ñNEWò ï 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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3. Go to your text (in word or notepad), highlight it, press ñCNTRLò and ñCò at the same time 
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 arrow is pointing) and press ñCNTRLò and ñVò at the same time 
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. Donôt change font ï your website has already been developed according to a certain font and this 
wonôt work manually 

b. Donôt change font size ï your website has already been developed according to a certain font size 
and this wonôt work manually 

c. Donôt change format ï your website has already been developed according to a certain format and 
this wonôt work manually 

d. Donôt change style ï your website has already been developed according to a certain font size 
and this wonôt work manually 

e. Donôt change background colour ï your website has already been developed according to a 
certain background colour and this wonôt work manually 

f. Donôt change text colour ï your website has already been developed according to a certain text 
colour and this wonôt work manually 

9. Go to TITLE and enter the name that you wish the page to be called (this will be the name that the link is 
called also) ï look at the below pic where the red arrow is pointing 

 

 
 
10. Go to ALIAS and enter the same text that you entered for title ï look at the above pic where the green 

arrow is pointing 
11. Go to SECTION and click on the arrow ï look at the above pic where the blue arrow is pointing 

a. select the ñsectionò that you are loading the text for ï generally it is ñuncategorizedò unless there is 
a section there that applies 
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12. Go to CATEGORY and click on the arrow ï look at the above pic where the purple arrow is pointing 
a. select the ñcategoryò that you are loading the text for ï generally it is ñuncategorizedò unless there 

is a category there that applies 
13. Once you have done ALL of the above then click the ñSAVEò picture icon ï 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 ï 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 ï Which You Link To Your ñNew Website Pageò 
1. Scroll over the tab ñMENUSò ï look at the below pic where the red arrow is pointing 

a. A drop down menu will appear 
2. Click on the option ñMENU MANAGERò ï look at the below pic where the green arrow is pointing 

 

 
 

A screen that looks similar to the below pic will display 
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1. Scroll over the tab ñMENUSò ï 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 ñmenu category OPTIONò that would apply to the LOCATION that you wish your new link to 

display on your website i.e. 
a. Services ï generally is for the location on the left hand navigation where you have all your 

services 
b. Main Menu ï generally is for the location on the top main navigation where you have all your 

general things such as ñHomeò ñAbout Usò ñDirectionsò ñFAQsò etc. 
c. Top Menu ï generally is for the location on the top navigation in the top right hand corner where 

you have ñHomeò ñSitemapò ñContact Usò  
d. A website page similar to the one below will load titled ñMenu Item Managerò - look at the below 

pic where the red box is situated 
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3. Click on the picture icon ñNEWò ï look at the above pic where 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 
 

 
 

4. Click on the link ñARTICLESò ï 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 ñARTICLE LAYOUTò ï 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 
 

 
 

6. Click in the ñTITLE BOXò ï look at the above pic where the red arrow is pointing 
7. Type in the EXACT name that you wish your NEW link to be i.e. ñ About Usò (this should be exactly the 

same as the ñnew articleò that you wish this new link to link to) 
8. Then Click on the ñSELECTò button ï look at the above pic where the green arrow is pointing 


