A\ USING JOOMLA

AR TN U s LEVEL 2 (TRAINING)

OVERVIEW

This document is designed to provide guidance and training for incorporating your department’s content into to the Joomla
Content Management System (CMS). Each step in the process is outlined below.

* JOOMLA STRUCTURE

* LOGGING IN

* ABOUT YOUR SPREADSHEET

* CATEGORIES

* ARTICLES

* MENUS

* MODULES

* ADDING LINKS

AUDIENCE

This document is for Level 2 users with the ability to edit menus and modules and modify content.

USER LEVELS

There are three user levels defined for the UAH website.
LEVEL 1 - Site Administrator — Grants permissions and manages access, manages main homepage.

LEVEL 2 — College or Department Administrator — Creates the navigation within a particular college or department,
and makes content publicly available. Restricted to one or two people per college or department.

LEVEL 3 — Content Editor — Makes text and image modifications and creates content, restricted by content access
definitions only.
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JOOMLA STRUCTURE

Joomla is the Content Management System (CMS) used to manage the UAH website. A Joomla page is constructed from
a few primary elements: Articles, Menus, Modules and Categories.

ARTICLES

An article is any piece of content and is fully manageable by a Level 3 user. It is the primary building block for every page.
It can contain text and images, and it is managed by a WYSIWYG interface similar to Microsoft Word.

MENUS

Menus are used to organize content for navigation. A menu is built using articles or other menu item types to create a
folder-tree structure. It can be modified by Level 1 or Level 2 users. A menu is displayed using a module.

MODULES

Modules are used to place dynamic blocks of content on a page. Blocks can include Menus, Slideshows, News and
Events feeds, etc. Modules can modified by Level 1 or Level 2 users. They will be primarily used for navigation and news
and events. A menu module is associated with each article in the menu to maintain the navigation between articles.

CATERGORIES

Categories are used to organize content access and for use in modules.

V- - W -1 ArtiCIe come 7
Module |

‘ m Direc tory | ChargerNet

1
Module Itah.edu“e" g/welcome T

THE JNIVERSITY OF flw ""BN »
ALABANIA IN HUNTSVILLE

HOME ' ~ PROSPECTIVE STUDENTS ' ~ CURRENT STUI IENTS ~ FRIENDS & VISITORS | ~ ALUMNI | ATH LETICS
Engineering » Welcome

ENGINEERING

Welcome
About
Departments

v v v

Research
Faculty & Staff
Graduate Engineering

v

Undergraduate
Engineering
Alumni
Members of the Space Hardware
Y Club (SHC) at UAH were still
') al
College of Engineering News
re
The COE has roughly 60 full time, research-active tenure-track, tenure-earning faculty in its ranks. These faculty B
members have Ph.D.’s in their respective disciplines, earned from leading research universities in the United a n d
States. We take great pride in teaching ar e and graduate students. Today's
engineer is required to have multiple skills apability, systems level thinking, and the E t
ability to use reliable data combined with ology to solve complex problems that cut vents
across disciplinary boundaries. Our curric | graduate levels is aimed at fostering
these life-long skills. in

= 8 COE for AY 201...

ACADEMIC AFFAIRS | RESEARCH | ~FACULTY&STAFF | ~NEWS | GIVING | STRATEGICPLAN | ABOUT

The University of Alabama in Huntsville + 301 Sparkman Drive, Huntsville, AL 35899 -+ Map
1-800-824-2255 (admissions) * 256-824-1000 (general) * Copyright 4 - webmaster

USING JOOMLA - LEVEL 2 (TRAINING) — PAGE 2 OF 29



LOGGING IN

To log in:

1. Using a web browser, access http://www.uah.edu/administrator/.

2. Log in using the credentials in your packet.

ABOUT THE SPREADSHEET

You may have been provided a spreadsheet as a starting point for constructing a website according to the current site
design. In the process of getting a few articles created and linked, you will learn the basics of site construction in Joomla.
Each spreadsheet contains the following columns:

Top Level Menu

Secondary
Menu ltems

Existing Pages

Design Reference
Page

Notes

This column contains
menu headings used
across all colleges:

Welcome

About
Departments
Research

Faculty and Staff
Services

Student Affairs
Alumni

News

Contact

This column contains
suggested second
level menu items from
your existing web site.

Some Secondary
Menu Items will have
Third and Fourth
Level Menu Items.

This column contains
the corresponding
web address where
you will find the
content for the
Secondary Menu
Items.

This column contains
an example page for
you to fashion your
corresponding data to.

This column provides
suggestions and
comments about your
existing site that you
may want to consider
when updating to the
new site.
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CATEGORIES

Categories in Joomla are the basis for managing Level 2 and Level 3 access. Each college will have access to a main
category with departments. Think of Categories as folders where articles are stored. Categories can also be used to allow
users to add articles to a single category like News or Events and then build a module to display the category.

You will be given access to a primary category for your college. All other categories you create will be within that category.

The following steps will show how to create a News or Events category in your college, so that you can have a News and
Events section on your webpage. (You can create categories for the distinct departments in your college or department.)

Note: The College of Business Administration will be used as an example throughout this document.

1. Select the Category Manager from left-side menu on the Control Panel page:

B{ System ~ Menus ~ Content ~ Extensions ~ Help ~ UAHZ JAT3Clean Cache & ~

73 Control Panel * Joomlal

LOGGED-IN USERS

/' Add New Article

eventuser Administration & 2014-03-11
D Article Manager
[ Category Manager &
POPULAR ARTICLES
Ed Media Manager
LE<7= <) 404 File Not Found B 2011-11-21
STRUC E
- 1006315 N TN T 2011-05-25
i= Menu Manager
&% Module Manager m Directory Search B 2012-12-20
College of Business Administration 2012-01-19

B{ System ~ Menus ~ Content ~ Extensions ~ Help ~

Or Category Manager from the Content

7\ Article Manager
dropdown menu at the very top of the page: & Cenirol Punis

Category Manager 4&" Add New Category

Featured Articles

BERS

/' Add New Article Media Manager )
istration

D Article Manager

B System - Menus -~ Content ~ Extensions ~ Help ~

& Category Manager: Articles

2. You will only have access to

categories within your college. To
. . Articl -
create a Category, click New in the — 2 Sleay

.

Category Manager: Articles section: Featured Articles - Select Max Levels v | [ - select Status -
- Select Language v | | - Select Tag v
s - Status Title

Uncategorised (Alias: uncategorised)

Administration (Alias: administration)
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3. Enter the category Title, which will be the department name. From the Parent dropdown menu on the right side,
select your college name. Click Save & New. Repeat these steps for each of your departments.

X UAHEZ JAT3Clean Cache % ~

@ Category Manager: Add A New Articles Category 2 Joomlal

ﬁ + Save & Close <+ Save & New @ Cancel © Help
Title* | Accounting Alias
Category Publishing Options
Description Parent
[show/hide] - Uncategorised -
9@ B | I|Uu|s|= (8] Format = Styles «|M |2 [0l @ | Q

v A: A ) v FontSize v |2 — c
= = St - - Business Administration

A/ K DD

A: oo EEEEE Do EDEa $ = E %k

---News

- - - Events

- - - Faculty Profiles

- - - Programs

- - - - Graduate

- - - Information Assurance
- - - Faculty Awards

- --aacsb

Tip: Always Save between actions in Joomla. When editing an existing item, there are the following buttons:

ﬁ v Save & Close + Save & New [y Save as Copy @ Close © Help

* Click Save periodically to save the article and keep the editor open to continue working.

* Save & Close when you are finished and want to exit the article editor.

* Save & New to close the current article and quickly create a new article.

* Save as Copy to create a duplicate article (except the information in the starred mandatory fields).
* Close to exit the editor after you have saved the article using one of the save options.

4. Select the News or Events category. A news article or event can be published to any page where News or Events
categories are selected to show. Note: Because News or Events will be under college folders, enter [your
college]-news in the Alias field and select your college or department from the Parent dropdown menu:

Tite*  News Alias | business-news

Category Publishing Options
Description Parent

[show/hide] - Uncategorised -~
9@l sl z|uls < Styles =N N Q
A v /Z < El @y « Font Size =||(2]|— =5

= L & = = — =2 - - Business Administration

AEFIEEESEEEE IO =S 7

- - - Events
- - - Faculty Profiles

- - - Programs
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ARTICLES

It is a good idea to create articles prior to creating menus and modules, since the article is often used to provide the
content for those items. You are only allowed to create articles in the categories that you created.

Note: In this exercise we will focus on getting the article in place so that you can begin building the other elements. We
will discuss styles and images for the article in a separate Level 3 section.

All Menu Items must have an article or a lower Menu Item. If a Menu Item does not have a lower Menu Item, then you will
need to create an article for that page.

The first article that you create will be the landing page for the college, and it will have News and Events modules on it (if
your college has both). Articles have the title of your college by default. Later, you can choose not to display that title on
the article and add a new title using the Heading 1 formatting tag within the article itself.

Content + Extensions ~

—
Article Manager
Y

Category Manager

1. In the Content menu, click Article Manager (or select Article
Manager from the Control Panel):

Featured Articles

SERS

Media Manager R
istration

B{ System ~ Menus -~ Content ~ Extensions ~ Help ~

© Article Manager: Articles

Tip: Use the Category filters (via the
Q — Search Tools button) in the Article

Categories Manager to work in a particular area.
Featured Articles - Select Status v | [ - Business Administration N For example, if you are the Level 2
user in Business Administration, but

- Select Access v k

_ o you are working on the Programs

Select T - - Business Administration
Eociotying page, select the Programs sub-
- - News .
. category in the Select Category

a e o - - Events .
= Status  Title A dropdown menu and all of the articles

- - Faculty Profiles . .
u you create will be in the Programs

[d

- 2 winning teg

- - - Programs
S category.
business pla| - - - Graduate
Category: New _ _ |nformation Assurance
~ | 4.15milion [ - - Faculty Awards S
largest cash | - - aacsb
UAHuntsville B

- Qnntlinht
Category: News
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2. Click New to create an article. In the Title field, enter the name of the College/Department. Select a Category.

X UAHEZ JAT Jache © ~

/' Article Manager: Add New Article ! Joomlal

@ Save v Save & Close + Save & New @ Cancel © Help

Title * ' Business Administration Alias

Content Publishing Options

[show/hide] Category *
D@ B I U s EEE = |« Fomat < Styles <[ 2[5« - - Business Administration v
A-/7« &R HDBEE E i=~i=+ A & 3 v FontsSize |2 — | [ Tags
e R EEEEE B EDS0 &= s E -
Content coming soon.

Status

This is a temporary topic so that you (or a Level 3 user) can build the article later. You can simply type in Content
Coming Soon or add a link to the existing page (from your spreadsheet).

To add a link, click the Insert/Edit Link icon in the Article editor toolbar:

B @ B||z|u|s|= =|=|=]| | Fomat = Styles « M 2P ¥
A/ R HIDD E & ==+ A: & 3 v FontSize o —| I 3
A R EE CEEEHHEO0ESG & ey El - i

3. In the resulting window, type the old site’s URL (including
http://), the text that will link, and select Open in new

Link Advanced Popups

. . URL http://cba.uah.ed E
window from the Target dropdown menu. Click Update. = S
Text Welcome Page
Links

P Search | &
4. Save your Article. Follow the same steps for each of the & B Contacs
Secondary Menu items that do not have Third Level + i Content
Menu ltems (from the spreadsheet), and for each Top o Heny
Level Menu item that does not have a Secondary Menu
associated with it. Also create articles for all Third/Fourth
Level Menu ltems (that do not have other menu items

|®| Weblinks

below them).

Attributes
Article Anchors | --- d|

Note: Do not create landing pages for departments that will Target FCRiok Set- |

have separate menus or a News landing page at this time. Title ;"‘“ e

. . 4 Openin current window / frame
These will be handled differently. Openinnewwndow 1§
Open in parent window / frame k 7

™! Open in top frame (replaces all frames)
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MENUS

Once your articles are saved, create the menus that will be used to navigate to those articles. You are not going to be
able to link to your site until it has been approved, so you will need to create a menu that you can build outside of the main

architecture that can be added later.

CREATING THE MAIN MENU

1. In the Menus dropdown menu, click Menu Manager (or .
P ger ( Menus + Content ~ Extensions ~ Hs

select Menu Manager from the Control Panel left-side "

menu). Menu Manager > >

i Main Menu &

sub_Home
I Engineering R
Hidden [
™ Health and Wellness L S

®
i= Menu Manager: Add Menu

v Save & Close + Save & New @ Cancel

_ 2. On the Menus tab, click New and enter the college
Menu Details in Title, and the college abbreviation in lowercase
followed by the word main in Menu type. Click
Save & Close.

Title * Business Administration
Menu type * busmain

Description

System ~ Menus ~ Content ~ Extensions ~ Help ~

= Menu Manager: Menus

# Edit || X Delete || (*Rebuild

CREATING THE MENU ITEM

1. In the Menu Manager, select Menu Items on the left-side Menus
; QX
menu, and then click New to create a new Menu Item.
Title
Main Menu

(Menu type mainmenu)

sub_Home
(Menu type submenu1)
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2. Enter your organization’s name as the Menu Title. In the Alias field, enter the abbreviation in lowercase followed
by the word main. In the Menu Location, select your college or department:

UAH® JAT3Clean Cache & ~

24 .
Menu Manager: New Menu ltem Joomlal
v Save & Close + Save & New @ Cancel @ Help
Menu Title * | Business Administration Alias | pusmain
Details Link Type Page Display Metadata Parameters (JA Extended) Module Assignment
Menu Item Type * Menu Location *
Business Administration -
Link Q
Business Administration
Target Window Parent v - . N,
Business Services
Campaigns
Template Style - Use Default v
CAO

Articles

Archived Articles
Category Blog
3. Forthe Menu Item Type, click Select to open the Menu Catogory List
Item Types pop-up window. From the listing of menu
link options, select Articles to open a list of article types
available for linking. Click Single Article (to link to the

Create Article Cre

Featured Articles

article you just created). The pop-up window will close List All Categories
and update your Menu Manager screen with your Single Article
selection. \
BF Quiz Plus
ChronoForms5

Configuration Manager

Menu Item Type * Single Article i Select

4. After selecting Single Article as the Menu Item Type,
Select Article * Select an Article D) Select click Select on the Select Article option.
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The Select Article pop-up window lists articles available for linking to a Menu Item. Use the filtering options at the
top of the window to find the article you want to link to. You can search and filter by title, categories, etc., to limit
your search to a specific college or department.

Filter: Q Search | X Clear
-Select Access - ¥| | -SelectStatus-  v| | - Business Administ | | - Select Language - ¥|
Title Access Category Language Date ID ~
Business %dministration Public Business All 2014-03-11 7289
Administration

Study Abroad in Romania, Summer 2014 Public Events All 2014-06-08 7280
Dr. Gupta earns Distinguished Services Award for his work Public News All 2014-01-21 7232
in India

Brinda Mahalingam discusses local unemployment rate with Public News All 2014-01-16 7225
WAFF

5. After completing all of the required Menu ltem settings in the Menu Manager — Menu Title, Alias, Menu Item
Type, Select Article, and Menu Location — click Save or Save & Close to save your Menu Iltem.

UAHE®Z JAT3CleanCache & ~

Menu Manager: New Menu ltem Joomlal
& Save . v Save & Close + Save & New @ Cancel © Help
Menu Title * | Business Administration Alias | pusmain
Details Options Link Type Page Display Metadata Parameters (JA Extended) Module Assignment
Menu Item Type * Single Article Menu Location *
Business Administration v
Select Article * Business Administration [ select
Parent Item
Link index.php?option=com_content&view: Menu Item Root v
Target Window Parent v Ordering
Ordering will be available after saving
T I - Use Default v
emplate Style Status
Published
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Open a new browser window or tab to preview the page created. (Leave this window or tab open so you can
review the page as you continue creating it.) The Alias you selected in the menu manager will be the page URL
address used to review the site. Add the alias for your Welcome Page to the main uah.edu site URL. (Example:
http.//www.uah.edu/busmain). The page should look something like this:

000 UAH - Business Administration "

[« »][@& hips://www.uah.edu/busmain c |

A Directory | ChargerNet

THE UNIVERSITY OF flw +.EL-§ »
ALABAMA IN HUNTSVILLE

HOME I ~ PROSPECTIVE STUDENTS | ~ CURRENT STUDENTS ~ FRIENDS & VISITORS ' ~ ALUMNI ' ATHLETICS

Business Administration

Welcome Page

=]

ACADEMIC AFFAIRS RESEARCH ~ FACULTY & STAFF ~ NEWS GIVING STRATEGIC PLAN ABOUT

The University of Alabama in Huntsville + 301 Sparkman Drive, Huntsville, AL 35899 -+ Map
1-800-824-2255 (admissions) +« 256-824-1000 (general) * Copyright © 2014 + webmaster

Tip: If you make an edit and it does not display on the webpage, you may need to clear the Joomla cache for the
site. (This is different from emptying your own web browser’s cache.) Click the Clean Cache link on the very
bottom left menu bar.

|San ache | viw e @ visiors @@ e = €@ = Lo
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CREATING THE WELCOME MENU ITEM

Follow the same steps as used in the CREATING THE MENU ITEM section.

Menu Title should be entered as Welcome. Alias will be welcome.

Menu Location is the same college or department name setting.

hoN-~

Welcome menu item will appear below the left menu’s heading).

ot

i= Menu Manager: Edit Menu ltem

@ Save v Save & Close + Save & New 2 Save as Copy © Close
Menu Title * | \Welcome
Details Options Link Type Page Display Metadata Parameters (JA Extended)
Menu Item Type * Single Article
Select Article * Business Administration [ Select | @ Edit
Link index.php?option=com_content&view:
Target Window Parent v

Module Assignment

Menu Item Type will again be Single Article, and the Select Article option is the same page as used previously.

Parent Item should be changed from Menu Item Root to your college/department name. (This is so your

nCache § ~

* Joomlal

© Help
Menu Location *
Business Administration v
Parent Item
- Business Administration v

Menu Item Root

- Business Administration

VYCIOOTTIG
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CREATING MORE MENUS

All other menu items will be created under the main college menu. Most Top Level Menus will have a Secondary Menu
Iltem. To create an accordion menu (a menu that expands/collapses when clicked), use a Text Separator Menu Item Type.
A text separator expands to show more menu items underneath it. Whenever there is a Menu Item with menus beneath it,
make that Menu Item Type a Text Separator.

CREATING THE ABOUT MENU

The About menu is usually a Text Separator Menu.

1. In the Menu Manager: Menu Items area, click New. In the Menu Title, type About. In the Alias, enter about. As
before, the Menu Location is the name of your college, and the Parent Item is the existing menu. (This means it
will appear under the college’s main page).

X UAH®Z JAT3Clean Cache § ~
= , 7 Joomlal
= Menu Manager: New Menu ltem oomida!l
ﬁ v Save & Close + Save & New @ Cancel © Help
Menu Title * | About Alias | about
Details Link Type Parameters (JA Extended) Module Assignment

Menu Item Type * Text Separator Menu Location *

Business Administration v
Link

Parent Item

Target Window Parent v - Business Administration v

2. Forthe Menu Item Type, click Select to open the
Menu Item Types pop-up window. From the listing
of menu link options, select the System Links External URL
heading to open a list of link types. Click Text Menu Heading
Separator (to create an accordion menu). The
pop-up window will close and update your Menu
Manager screen with your selection. Click Save &
Close.

System Links

Menu Item Alias

Text Separator
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3. Next add all of the Lower Level Menu Items to the About accordion menu just created. For each item, enter the
page name as the Menu Title and in lowercase (with dashes instead of spaces) for the Alias. As before, the
Menu Location is the name of the college. The Menu Item Type will be Single Article, along the appropriate
article linked in the Select Article menu.

NOTE: Because these menus are part of an accordion menu, the Parent Item will be set to that text separator
menu (in this case, the About menu) so it will appear under the selected menu item. In the Menu Manager on the
Menu Items tab, click New and click Select next to Menu Item Type. Select Single Article. To save the menu
and continue creating the next Lower Menu Item, click Save & New.

UAH®Z JAT3Clean Cache & ~

2l .
Menu Manager: New Menu Item Joomial
ﬁ v Save & Close 4+ Save &New || @ Cancel © Help
Menu Title * | Mission and Vision Alias | mission-and-vision
Details Options Link Type Page Display Metadata Parameters (JA Extended) Module Assignment
Menu Item Type * Single Article Menu Location *
Business Administration v
Select Article * Mission and Vision [ select
Parent Item
Link index.php?option=com_content&view: Menu Item Root -
Menu Item Root
Target Window Parent v ) o .
- Business Administration
- - Welcome
Template Style - Use Default v
—l

4. Repeat Step 3 for each of the remaining articles to appear in the About menu. The Menu Manager should display
all of the articles as menu items under the About menu:

Tip: If the Menu Items are not in the correct order,
change the order in the Menu Manager. To the left of
the Menu Item you want to move, click and hold the

B System - Menus ~ Content ~ Extensions ~ Help ~

i= Menu Manager: Menu Items

B3 ot 7 P (@ unpuoton ] [ 8 s ] [ Home ] L e black move icon to drag and drop the item to change
Menus Business Administration v Q the order'
: Status  Title
v Business Administration (Alias: busmain)

Aticles » Single Article

. H v |—|— Mission and Vision (Alias: mission-and-vision)

v |— Welcome (Alias: welcome)

— Articles » Single Article — — Articles » Single Article
B | About (ues: abou) & (] |—|— UnigL ues (Alias: unique-values)

— Text Separator — — Articles » Single Article
v |—|— Mission and Vision (Alias: mission-and-vision)

—— Articles » Single Article i v |—|— Rankings and Accreditation (Alias: rankings-and-accreditation)

—— Articles » Single Article

v |—|— Unique Values (Alias: unique-values)

—— Atticles » Single Article .

: v |—|— Directions (Alias: directions)

v |—|— Rankings and Accreditation (Alias: rankings-and-accreditation) — — Articles » Single Article

—— Articles » Single Article
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CREATING DEPARTMENT MENUS

USING MENU ITEM ALIASES

Some department links will point to their own menus, so they will be set up as Menu Item Aliases, which means they
redirect to a menu located elsewhere. In this example, we are setting up Text Separator menus; when creating the actual
menus for the departments, change the Text Separator menus to Menu Item Aliases.

1. In the Menu Manager on the Menu ltems left-side menu, click New to create a new top level menu item. Select
Text Separator. Enter Departments as the Menu Title and department as the Alias. The Menu Item Type is
Text Separator. Make sure the same college is set for the Menu Location and Parent Item. Click Save & New.

UAH®Z JAT3Clean Cache & ~

Menu Manager: New Menu Item 7 Joomlal

ﬁ + Save & Close =+ Save & New @ Cancel @ Help
Menu Title * | Departments Alias | departments
Details Link Type Parameters (JA Extended) Module Assignment

Menu Item Type * Text Separator Menu Location *

Business Administration v
Link

Parent Item

Target Window Parent v - Business Administration v

2. Forthe next New Menu Item, enter the department name (example: Accounting) as the Menu Title and Alias.
The Menu Item Type is Text Separator. The college is the Menu Location. Make sure the Parent Item is
Departments so the item will appear under that menu. Click Save & New. Repeat these steps and add menu
items for each department.

Menu Title * | Accounting Alias | accounting
Details Link Type Parameters (JA Extended) Module Assignment
Menu Item Type * Text Separator Menu Location *
Business Administration v
Link
Parent Item
Target Window Parent v Menu Item Root a

Menu Item Root
Template Style - Use Default v - Business Administration

- - Welcome

- - About

- - - Mission and Vision

- - - Unique Values
| --- Rankings and Accreditation

- - - Directions

- - Departments
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MENUS AS TEXT SEPERATORS

Some departments’ menus will use Third/Fourth Level Menu Items. If a department does not have its own menu structure,
it will be created as a Text Separator so that Third Level Menu Iltems can expand below it.

1. In the Menu Manager on the Menu ltems left-side menu, click New to create a new menu item. Enter the
department name as the Menu Title and Alias. The Menu Item Type is Text Separator. Make sure the college is
set for the Menu Location and the Parent Item is set to Departments. Click Save & New.

UAH®Z JAT3CleanCache & ~

7f P
Menu Manager: New Menu ltem Joomlal
— v Save & Close + Save & New @ Cancel
Menu Title * | Finance Alias | finance
Details Link Type Parameters (JA Extended) Module Assignment
Menu Item Type * Text Separator Menu Location *
Business Administration v
Link
Parent Item
Target Window Parent v - - Departments v

2. For each new sub-level menu item, enter the department name as the Menu Title and Alias. Set Menu Item
Type as Single Article. Set the associated article in Select Article. The Menu Location is the name of the
college and the Parent Item is the menu this item should fall under. Click Save & New and repeat this for each
third and fourth level menu items.

X UAH® JAT3Clean Cache & ~
- ) /" _J | I‘
= Menu Manager: New Menu ltem ocomial
v Save & Close + Save & New @ Cancel © Help
Menu Title * | Welcome Alias | welcome

Details Options Link Type Page Display Metadata Parameters (JA Extended) Module Assignment
Menu Item Type * Single Article Menu Location *

Business Administration v
Select Article * Welcome [ select
Parent Item

Link index.php?option=com_content&view: - - - Finance v

Tip: Third Level Menu Items that have menu items below them should be created as Text Separators. The Fourth
Level Menu Items will then use that Third Level Menu as the Parent Item.
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3. Once you are finished adding all the menus for all of the departments and areas, along with their sub-level menu
items, the Menu Manager should display something similar to this:

Business Administration (Alias: busmain)
Articles » Single Article

|— Welcome (Alias: welcome)
— Articles » Single Article

|— About (Alias: about)
— Text Separator

| —|— Mission and Vision (Alias: mission-and-vision)
— — Articles » Single Article

|—|— Unigue Values (Alias: unique-values)
- — Articles » Single Article

|—|— Rankings and Accreditation (Alias: rankings-and-accreditation)
— — Articles » Single Article

| —|— Directions (Alias: directions)
— — Articles » Single Article

| — Departments (Alias: departments)
— Text Separator

|—|— Accounting (Alias: accounting)
- — Articles » Single Article

|—|— Finance (Alias: finance)
- — Articles » Single Article

|—|—]— Welcome (Alias: welcome)
— —— Articles » Single Article

FINISHING THE MENU STRUCTURE

Move through all of the Top Menu and Lower Menu ltems on the spreadsheet, creating Text Separators for the any Menu
Items that have lower levels and Single Articles for the rest.
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MODULES

Congratulations! You have just created menu items. Now let’'s add a module for navigation.

1. In the Extensions top bar dropdown menu, select the

B System -~ Menus -~ Content ~ Extensions ~ Help ~
Module Manager (or select Module Manager from P —
the Control Panel left-side menu). QO Control Panel | o

2. In the Module Manager, find the Engineering module with the position of position-7. (position-7 is the location
for left-side menus on a page.) Use the top search field and the left-side Filter menus to narrow results to find the
Engineering module. Click the dropdown arrow to the left of the Title and select Duplicate to make a copy of the
module. (You can also select the checkbox next to a row and click the Duplicate button in the top menu area.)

B System ~ Menus ~ Content ~ Extensions ~ Help ~ UAH®Z  JAT3Clean Cache & ~

%% Module Manager: Modules ! Joomlal

& Edit [ Duplicate + Publish © Unpublish [+ Check In @ Trash [w] Batch @ Help

Site
_ Engineering Q X Position ¥ || Ascending v || 100 ~

Administrator

s Status  Title Position =« Type Pages Access Language ID
Filter: Ol [¥ 1= Engineering Accordion  Selected Public Al 161
Menu for only
Site X v [ Duplicate o Joomia 1.6
m Trash
vy - wiowanve coanmig position-7 Accordion Selected Public All 40
- Select Status - - (Note: Engineering Distance Learning) Menu for only
Joomla 1.6
positions i ) [¥1~] Optical Science and position-7 Accordion  Selected Public Al 438
Engineering Menu for only
la 1.
- Select Type - v LIS
V|- Software Engineering Accordion Selected Public All 440
- Select Access - ¥ Menu for only
Joomla 1.6

- Select Langua... ~

3. A new Engineering (2) module copy will be created. It should appear in the same listing as the original
Engineering module along with a red X status indicator (meaning the module is not published and active). Click
the title to edit the new module.

< Status Title Position ~ Type Pages Access Language ID
N |[&| - Engineering (2) Accordion Selected Public All 907
Menu for only
Joomla 1.6
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4. In the module settings, enter the college or department as the Title.
For the Menu Name, use the dropdown to select your college/department.

Change the Start Level and End Level to reflect the number of the menu levels there will be plus one.
For example, if there is a Fourth Level Menu Item, the Start Level is 1 and End Level is 5 (4+1).

Set the Status to Published.

X UAHEZ  JAT3Clean Cache & ~
-

%% Module Manager: Module mod_jo16_accordion 7t Joomlal

@ Save + Save & Close <+ Save & New [ Save as Copy © Close @ Help

Tite * | Business Administration

Module Menu Assignment Advanced

) Show Title
Accordion Menu for Joomla 1.6

e

This module displays an accordion menu on the frontend. Position

position-7 v
Menu Name Business Administration v

Status

Published
Start Level ! Start Publishing

0000-00-00 00:00:00
End Level 5

Finish Publishing

0000-00-00 00:00:00
Accordion duration(ms) 500

5. In the Module Manager edit screen, click the Menu Assignment tab (under the Title, the second tab next to the
Module tab) to bring up settings for assigning pages to use the menu module:

Title * = Business Administration

Module Menu Assignment Advanced
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In the Menu Assignment tab, set the Module Assignment to Only on the pages selected. In the Menu
Selection area, click Select: None to clear all selections. From the list of departments, select the college area
and enable each page’s checkbox. (Use the right-side Search field to find the section. Use the + and — buttons to
collapse listings.) Click Save & Close.

hood UAHEZ JAT3CleanCache € ~
-

%% Module Manager: Module mod_jo16_accordion ! Joomlal

+ Save & Close <+ Save & New 2y Save as Copy  Close © Help

Title * | Business Administration

Module Menu Assignment Advanced

Module Assignment Only on the pages selected v

Menu Selection: Select: All, None || Expand: All, None

@ BUSINESS ADMINISTRATION >

@ @ Business Administration (Alias: busmain) <
@ Welcome (Alias: welcome)
@ @ About (alias: about) -
@ Mission and Vision (Alias: mission-and-vision)
@ Unique Values (Alias: unique-values)

™ Rankings and Accreditation (Alias: rankings-and-accreditation)

% Directions (Alias: directions)

After creating menu items and adding them to the navigation module, open a separate browser window/tab to
preview the updated page, which should look similar to the example below.

A Directory | ChargerNet

THE UNIVERSITY OF v »
ALABAMA IN HUNTSVILLE f B&

HOME | ~PROSPECTIVESTUDENTS | - CURRENT STUDENTS - FRIENDS&VISITORS | -~ ALUMNI |  ATHLETICS ‘

Business Administration

BUSINESS
ADMINISTRATION Welcome Page

Welcome =&
¥ About

Mission and Vision
Unique Values

Rankings and
Accreditation

Directions
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NEWS AND EVENTS MODULE

News and Events are controlled by modules. The News and Events articles are assigned to a specific Category, and two

modules are combined to display the Articles in that category.

1. In the Module Manager, 8¢ Module Manager: Mod

select the Engineering — @ eat | | O puplicate | | v Pudish | [ © unpubiisn e —

News (with the eng_news Enginesring —— —_ i

Position) module. Use the Adminstrator

Search/Filter options to find o T Pages  Access Language 1D
] v |~ | Engineering - News [ eng-news | T ot A R Coeatet] Publie w "

the module. Use the
Duplicate dropdown to make
a copy of the module.

Site Ko,

- Select Status - i

¥ System -~ Menus -~ Content ~ Extensions ~ Help ~
~

ules

) Duplicate
re—
O Trash

only

UAH &

JAT3 Clean Cache & ~

7! Joomlal

4

a¢ Module Manager: Module News Show Pro GK4

2. Select the duplicate Engineering - News (2) module

to edit its settings.

3. Inthe News Module area, change the Title to the

college name, such as Business Administration - News.
4. For Position, click the dropdown and type in the

new [your college]-news position (Example: bus-news).
5. Hit Enter/Return to add the new custom position.
6. Change the Status to Published.

BT | sevesciose ||+ savesnew || Dsaveas Copy || © Close
Title* ' Business Administration - News
Show Title
Description
Position
Menu Assignment X a
Module Permissions bus-news & s
Add custom position "bus-news"
Basic settings
Data source Start Publishing
0000-00-00 00:00:00
Article layout

7. Select the Data Source from the left-side menu, then
select the News category under the college for the
Categories setting.

8. Click Save & Close.

9. Repeat the above steps with Engineering — Events
module to create the Events module for the
college/department.

10. Make sure both News and Events modules are
Published.

®
%¥ Module Manager: Module News Show Pro GK4

+ Save & New

Tite* | Business Administration - News

Module

Description

Menu Assignment

Module Permissions

Basic settings

Article layout

Source of articles

Categories

News order

News sort order

Show article created after

Save as Copy @ Close

Joomla! categories |

- Business Administration
- - News
- - Events @

- - Faculty Profiles

By date v
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B{ System -~ Users~ Menus ~ Content ~ Components ~ Extensions ~ Help ~ UAHEZ JAT3 he &~
~

%% Module Manager: Modules 7 Joomlal
11. In Module Manager, select

. & Edit " Duplicate + Publish © Unpublish [ Check In @ Trash [w] Batch © Help § Options
R _Sidebar ENG_DEFAUL
T (Wlth the pOSitiOH-5 R_Sidebar_ENG_DEFAULT Q| X Position ~ || Ascending ~|[ 100 ~
ministrator
POSItlon) mOdUIe Use the s Status  Title Position ~ Type Pages Access Language ID
Search/Filter options to find Filter: - [9T=) R_Sidebar ENG_ DEFAULT Custom Selected  Pubic Al 806
HTML only

the module. Use the site x -

Duplicate dropdown to @ Trash
make a copy of the module.

- Select Status - v

12. Select the duplicate R_Sidebar ENG_DEFAULT (2) module to edit its settings.

13. In the Module area, change the Title to R_Sidebar [COLLEGE-SHORTNAME] DEFAULT, such as
R_Sidebar_BUS_DEFAULT.

14. In the Custom HTML editor, change the name of the News and Events {loadposition [your college]-news} and
{loadposition [your college]-events} to the values for the college area. (Example: {loadposition bus-news} and
{loadposition bus-events})

-4 UAHEZ JAT e @~
-

%% Module Manager: Module Custom HTML * Joomlal

@ Save v Save & Close + Save & New 7y Save as Copy © Close © Help

Tite* | R_Sidebar_BUS_DEFAULT

Module Menu Assignment Module Permissions Options Advanced

Show Title
Custom HTML

This Module allows you to create your own HTML Module using a WYSIWYG editor. Position
[show/hide HTML Code] position-5 v
S @ B|I|u s E E|E|Z=|ss] Format = Styles v 2N
14 H A 2| % Status
Av s v 88 T = & i=wi=w A: A % v FontSize v Q) — =3 . — _ _ _
— BIBIB X2} =—— e — l::] = Published
Auw o EEgEE Ddn B0 & = s %
News Start Publishing
{loadposition bus-news} 0000-00-00 00:00:00
Events Finish Publishing
0000-00-00 00:00:00

{loadposition bus-events}

15. Click Save & Close.
16. In the Article Manager, once Articles are created that are assigned to the News or Events categories for the
college/department, they will appear in the right-hand News and Events column on the area’s pages.
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CREATING AN IMAGE SLIDESHOW

The image slideshow function is a
module that is used to display a

slideshow on your page. 2/C (66| Format _jw]| Styles = Al ¥
A v s v = v A: A 8 v FontSize el||—||3]|| [
In the Article Manager for the hn R EEEEE Bl E0E20 4 = E %

Welcome article, enter the text
{loadposition [your college]-banner}
above the Heading 1 Title. (Example:
{loadposition bus-banner})

{loadposition bus-banner}

College of Business Administration

Tip: This loadposition code is what is used in the Article to load the slideshow that will be created in the following steps.

1. Use the Insert/Edit Image button to upload the images for the slide show to the appropriate department folder.

® System - Users ~

2. In the Module Manager,
select the Engineering L ONew
Spotlight (with the eng_banner Site
Position) module. Use the Raminsteter
Search/Filter options to find Filter:
the module. Use the Site m—
Duplicate dropdown to make
a copy of the module.

- Select Status - i

b4
-

a¢ Module Manager: Module mod_image_show_gk4

+ Save & Close <+ Save & New 21 Save as Copy @ Close
Title * Business Administration Spotlight
Description
Position
Menu Assignment @ R
bus-banner

Module Permissions

Add custom position "bus-banner*

% Module Manager: Modules

[h Duplicate

Menus ~ Content ~+ Components ~ Extensions ~ Help ~ UAHE JAT3CleanCache & ~
! Joomlal

) Duplicate + Publish © Unpublish [¥ Check In @ Trash [w] Batch @ Help § Options.

Q X Position ~ || Ascending v|| 100 ¥

Status  Title Position =~ Type Pages Access Language ID

v v Engineering Spotlight m Image Show Al Public All 149

GK4

@ Trash

3. Select the duplicate Engineering Spotlight (2)
module to edit its settings.

4. In the Module area, change the Title to the College
name, such as Business Administration Spotlight.

5. For Position, click the drop-down and type in the
new [your college]-banner position referenced with
the loadposition code your page (Example: bus-
banner).

6. Hit Enter/Return to add the new custom position.

7. Change the Status to Published.

Basic
Your Slides Start Publishing
0000-00-00 00:00:00
Interface
Title * Business Administration Spotlight
Module

8. After selecting Your Slides
from the left-side menu, click
the Red X buttons (on right
slide of title) to delete all of

Description

Menu Assignment

Module Permissions

Basic

the duplicate Engineering
module image slides.

Your slides: ADD NEW SLIDE
ENG-11-ECE (&) Public  Text v
Chen11-banner @)/ Public  Text v
ENG-11b &) Public  Text v
ENG-119-CHE @)/ Public  Text v
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Click ADD NEW SLIDE.

Directory Cancel

/colleges/business-administr... ¥ Up

. To add an Image to the slide, click Select - Bl BEE o
to open the image manager pop-up N
window. Navigate to the
college/department images folder using i i ey ey ey — _—
the Directory dropdown or by clicking the

2girls.jpg Romania.pn Undergrad1 Undergradn adscijpg aerialjpg greenblock

asb_2_cmyk. asb_2_cmyk. fallentran. fallentran. fallentran. grad1.jpg greenblock.
folder name in the file listing, and then
click Browse... to select an image to Image URL
upload for the slide. Click Start Upload. ages/slideshow/Undergradnew.png

Once your image is uploaded, select it in
the image manager window and click

I n sert Upload file Browse... |No files selected. A, Start Upload

Upload files (Maximum Size: 1 MB)

. For the slide Title, enter a descriptive title. (This will not be displayed, but will help identify slides.) To give the
image a link to a page, enter the link in the URL field. Click the Save button at the bottom of the Your Slides
window. Repeat Steps 9 and 10 for each of the remaining image slides. When finished adding all the slides, click
Save & Close.

ﬁ JA nCache & ~
v : ' 7 Joomlal
a¢ Module Manager: Module mod_image_show_gk4 s
@ Save v Save & Close + Save & New 2y Save as Copy  Close @ Help
Title * Business Administration Spotlight
Module
Your slides: ADD NEW SLIDE
Description
Content type: Text j
Menu Assignment
Image: images/colleges/business-administ Select Clear
Module Permissions
Image stretch: plojstretely i
Basic
Access: Publio i
State: Published v
Interface
Title: Undergraduate Programs
Advanced
Updates
Content:
About
Advanced
Url:

—
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12. Refresh your preview tab/page in your browser to see the updated web page with rotating image slideshow.

A Directory | ChargerNet
Search

THE UNIVERSITY OF fv +‘El§‘ »
ALABAMA IN HUNTSVILLE

HOME ' ~ PROSPECTIVE STUDENTS ~ CURRENT STUDENTS ~ FRIENDS & VISITORS ~ ALUMNI | ATHLETICS

BUSINESS

ADMINISTRATION Undergraduate
Welcome Programs

» About -Accounting

» Departments -Finance
Research -Management

» Faculty and Staff -Marketlng

> Sarvi -Information Systems
ervices -Economics

» Student Affairs

» Alumni
News
Contact

Recognition

The University of Alabama in Huntsville College of Business has been ranked among the top 10 schools in the US for Federally funded contacts and
grants in the areas of management and economics.

Accredited by AACSB

The Association to Advance Collegiate Schools of Business is a trustworthy mark of excellence. Fewer than 15 percent of all business schools around
the world have earned this symbol representing the higher standard in management education.

= =

ACADEMIC AFFAIRS RESEARCH ~ FACULTY & STAFF ~ NEWS GIVING STRATEGIC PLAN ABOUT

The University of Alabama in Huntsville + 301 Sparkman Drive, Huntsville, AL 35899 -+ Map

1-800-824-2255 (admissions) + 256-824-1000 (general) + Copyright © 2014 +« webmaster

Tip: If black borders show up behind your slideshow images or images are cut off, the image dimensions need to
be set. In the spotlight module in the Module Manager, in the left-side Interface menu, set the image width and
height (in pixels) of your images. You can display these values in the images folder on your desktop. Right-click in
the folder and click on View Titles. The sizes will be displayed.
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ADDING LINKS

Articles can contain links to other pages, websites, PDFs, and other files. When linking to an external site that is not a part
of uah.edu, the link should open in a new browser window.

LINK TO AN EXTERNAL URL
In this example, a link to the AACSB website will be added.

1. In the Article editor, highlight the text that you want to be linked and click on the Insert/Edit Link toolbar button.

5 @ B I|Uu s E 2B
A7k HEDEB: — |3 =2
A R BEE CEE EDdn B0 s % i@

Accredited by AACSB

The Association to Advance Collegiate Schools of Business is a trustworthy mark of excellence. Fewer than 15 percent of all
business schools around the world have earned this symbol representing the higher standard in management education.

Link 0

Link Advanced Popups
[ hitp://aacsb.edu |5 = 2. Inthe Link pop-up window, enter the URL

Text Assaciation to Advance Collegiate Schools of Business (inClUding http//) fOI" the eXternal Site being Ilnked

to. In the bottom Attributes section, set the Target
dropdown to Open in new window. Click Insert to
update the article editor with the new link.

Links

L Search | &

+ |z Contacts
+ [] Content 3. Click Save and test your link on your preview page
. ; :!Zrl\:inks open in a separate browser tab/window.

Attributes

Article Anchors | --- j

Target --Not Set--

Open in current window / frame

Title
Open in parent window / frame % e

N

Open in top frame (replaces all frames)
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LINK TO AN INTERNAL PAGE

1. In the Article editor, highlight the text to be linked
and click on the Insert/Edit Link toolbar button.

2. Inthe Links pop-up window, click on the
Content or Menu accordion menus to browse
existing site pages or menus to use for linking.
Use Content to link to an Article. Use the Menu
section to link to a Menu Item.

3. Browse Content to link to an Article. (Example:
Linking the text graduate programs to the College
of Business Graduate Programs page.)

4. After selecting the article or link, click Insert.

5. Click Save and test your link on your preview
page open in a separate browser tab/window.

Link ([ x)
Link Advanced Popups
URL _; ()
Text graduate programs
Links

L Search 2

= | Contacts

+
+ |l Content @
+ ~F Menu

+

|@ Weblinks

Attributes
Article Anchors = --- =l
Target --Not Set-- L]
Title

‘ + Insert H ? Help H % Cancel

4

Link 0
Link Advanced Popups
URL index.php?option=com_content&view=article&id=1421&Itemid=: _; (Y
Text graduate programs
Links

P Search | &

= " College of Business
+ - Business / cba
| | Welcome / 2012-03-13-21-56-16

+ ([ About / about

+ _:' Undergraduate Programs / undergraduate

+ _,r Graduate Programs / grad

+ = Research / research @

+ . Faculty and Staff / faculty-and-staff

# (r Advising and Student Support / student-affairs

| | Student Organizations and Programs / student-organ...

Attributes

Article Anchors | --- ll
Target --Not Set-- |

Title

+ Insert H ? Help H % Cancel

4

USING JOOMLA - LEVEL 2 (TRAINING) — PAGE 27 OF 29




LINK TO A FILE

Link ()

1. In the editor, highlight the text
that you want to be linked and
click on the Insert/Edit Link URL ; %
toolbar button. {5

Text graduate programs

Link Advanced Popups

2. To the right of the URL field, click the Browse button to open the File Browser.

3. Inthe File Browser pop-up window, navigate the folders and select the file to link to. To upload a new file for
linking, select the appropriate folder, and click the Upload button.

File Browser 0

File Browser
) Root » colleges » business-administration > resources ( 0 folders, 15 files)

Details

[

Folders L || 37| (22 Name

=/ (= Root
+ | | administrative Boeing Poster Template new.pdf
= |JJ colleges Boeing Poster Template new.pptx

+ | ) business-administration business-qrad2011-12catalog.pdf

+ | | ice-lab business-ug2011-12catalog.pdf

* |y images Calhoun-UAH Transfer Equiv.pdf

=/ |Ju resources CompTIA Voucher Purchase Request ...
CompTIA Voucher Purchase Request ...
Eight Semester Course Sequence Effe...
Entrepreneurship Camp Application 2...
Entrepreneurship Camp Application 2...
index.html

internshipform.pdf
percieved-site-security.pdf

terp10.pdf

L AL O L A N L L L L IO R i

Show All ~|

& Refresh + Insert % Cancel
4

In the Upload pop-up, use the Browse button or drag and drop your file into the window. Click the Upload button.
With the newly uploaded file selected, click Insert in the File Browser window.

In the Link window, click Insert to update the Article editor with the link to the file.

Click Save and test your link on your preview page open in a separate browser tab/window.

No o s

NOTE: File sizes are limited based on file type. If you encounter problems with uploading files, please contact
webmaster@uah.edu.
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CONGRATULATIONS!

With that you should be able to organize the navigation of your web pages. If you have any other questions
about categories, articles, menus, or modules, please contact webmaster@uah.edu.
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