Joomla CMS Usage Guide

Table of Contents

3 R o YT o 38 o =41 o P 1
P Vo [ oY= 6o o} =T o | PP 2
Ve o [T oY= Y o d ol [T PP 2

FA Y ol [l ] Y ol =TT o DT PP PP PPPPPPPTN 2
HOW t0 Add @ NEW AtiCle: .oeeiiiiieeee ettt e e e e e e e e e e s s sanrreneeeeeens 4
Fi¥e o [T oY <A O 1 = <o o T=T PPNt 18

L0 ) (= <o) 4Vl NS Y ¢ T=] o PP PR PPPPPPPPPTRRPPPPPPOt 19
HOW 0 Add @ NEW CategOry . cii it e e e e e e e e e e e e e e e e e e e aeees 21

Y (=T o TR\ 1V F= Y o] o HO PP PPPPTPPPRON 22
Manually Created NaVigatioN: ... ....uuuuuuiiiiiiiitiiiiiiiiiiiiei e b e aaaaaaeesaaesaasssabassssssssssesssrnsnnes 22
Automatically Created NaVigation: .......coiiiiiiiiiiiiiiiiiiiiieeecceeeeeeeeeeeeeeee e e e e e e e e e e e e e e e e e eeeees 22
4. Linking Directly to External Pages (or Files) from your Content: .........ccccccuvviiiieeeeeecciiiiieee e 23

1. How to Login:

Please visit the following page to login to the administration section of the CMS:

https://www.imperial.edu/administrator/

Once on the above page you’ll be shown a login screen where you can type in your domain credentials (the same

username/password you use to access your email/computer):

Joomla! Administration Login

Use a valid username and password
to gain access to the administrator

backend. User Name omar.ramos
Go to site home page.
Password 7T
/—-\ Language Default El

Login )

If you login successfully you should be taken to a screen that looks something like this:
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https://www.imperial.edu/administrator/�

Administration

Site Content Help “& 1 Logged-in frontend &2 Logged-in backend = Mo messages [ View Site o Log out
o + Last 5 Added Articles
Latest ltems Status Created Created By

Article Manager Category Manager Edit profile
No Matching Results

Joomla'® is free software released under the GNU General Public License.  Version 1.7.0

2. Adding Content:

From the above Control Panel page you can do one of two things: Add Articles, or Add Categories.

Q: What is the difference between the two?

A: You can think of Categories like the Folders on your computer and Articles like the Files on your computer. If you will
be creating a series of related Articles, you’ll most likely want to create a new Category to organize those Articles within.

When permissions were assigned for your account, you were given access to a Category, including any subcategories or
Articles it might have contained.

Adding Articles
If you want to add an Article, simply click on the Article Manager link on the Control Panel page or use the Content |

Article Manager link within the top menu.

Article Manager

Site ‘ Content | Help

| Article Manager

Category Manager
ﬂ Featured Articles

Article List Screen

The first screen you’ll see after clicking on the Article Manager link will be the article list screen, which will display all of
the articles you currently have access to or have created.
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Administration ¥ Joomlal

Site Content Help

Article Manager: Articles 0 O O
New Edit Publish  Unpublish  Featured
Articles Categories Featured Articles
Filter: Search  Clear - Selact Status- [ | | - Select Category - [+] -select Access-
=] Titlez Status Featured Category Ordering Access

Display # 100 [=]

Batch process the selected articles
SetAccess Level - Keep original Access Levels - E|
Select Category for Move/Copy

Select =®©

Copy @ Move

Process || Clear

Joomia!® is free software released under the GNU General Public License.  Version 1.7.0

“& 2 Logged-in frontend &1 Logged-in backend = No messages

8 view Site () Log out

4 v W[
v A A4
Archive Checkln  Trash Help

[+] |-Sselectauthor-[w] |-Select Langusge - [+]

Created by Date Hits Language ID

The interface has a number of filtering options to find the article you want to edit (this is more important once you’ve

created a large number of articles, or have some that are similarly named).

Article Filtering Options:

Filter; Search | Clear - Select Stetus- [ |- Select Cstegory - [=] |- select Access-

[=]

- Select Auther - [+

- Select Language - [+

1. Search Filter — Type in a search term to filter the Article List or type in id:000 (where 000 is the ID of the article

you want to pull up) to filter by Article ID

2. Status Filter — You can filter on various Article Statuses like: Published, Unpublished, Archived, Trashed, All

(default option includes Published + Unpublished Articles)

3. Category Filter — You can filter all of the articles that are only within a certain Category (this feature is specific to

that category only...it won’t pull in Articles from subcategories of the selected Category)

4. Access Filter — You can filter by Article Access Levels like: Public, Registered, Special, Employees, Students, Super

Users, etc. (most Articles will be Publicly accessible, but you may decide to create Articles that are only meant

for Employees and set the access level appropriately, which would require them to login to the site before being

able to access the content).

5. Author Filter — You can filter by Author (simply select the name out of the dropdown)
6. Language Filter — We'll probably not be doing much multi-lingual stuff with the site, but if we were using those

features we might have a filter for English content and Spanish content.

Article Sorting Options:
You can sort the Article List by Title, Status, Category, ID, etc.
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Title &

1stAnnual Imperial Valley Arts Festival (Preview)
1st-annuakimperial-valiey-arts-festival)

15t S TE P Early Access Program (Preview,
1st-step-early-access-program)

1st S.T.E.P. Early Access Program (Preview)
early-access-program)

2011 Career Fair/ College & University Day (Preview)

¢ 2011-career-fair—college-a-university-day’

AboutUs (Preview)
about-us)
Academic Senvices (Preview)

{ academic-services

Admission Criteria & Steps to Admission,
Readmission, Registration (Preview)

( d riteria-a-steps-to-ad
registration

Application Workshops (Preview:
application-workshops)

Applying to SSS (Preview)
applying-to-sss)

Archived Campus News (Preview
archived-campus-news)

Article Action Options:

Status  Featured

O 0 0 ¢ O

(-]

(<]

Category

Local News

Counseling

Matriculation

Campus News

Talent Search

CaWORKs

Admissions &
Records

Transfer Center

Student Support
Services

Campus News

Ordering

0

0

v @ @ O =

New Edit

How to Add a New Article:
Go ahead and click on the New button from the Article Manager List screen to begin the process of creating a new

Publish

Unpublish

Featured

Access

Public

Public

Public

Public

Public

Public

Public

Public

Public

Public

New - Creates a new item and opens the editing screen for this item.

I

Archive

article. You should now see a screen that looks similar to the following:

Created by

Omar E. Ramos

Claudia Aguilar

Claudia Aguilar

Omar E. Rames

Claudia Aguilar

Claudia Aguiar

Omar E. Ramos

Claudia Aguilar

Claudia Aguiar

Omar E. Ramos

Publish - Publishes selected items. Works with one or multiple items selected.

Archive - Archives selected items. Works with one or multiple items selected.
Check In - Checks-in selected items. Works with one or multiple items selected.

v |
Check In Trash

Date

2011-05-14

2012-02-08

2012-01-26

2011-08-30

2011-10-10

2011-10-20

2011-08-08

2011-10-12

2011-10-10

2009-07-03

Unpublish - Unpublishes selected items. Works with one or multiple items selected.
Featured - Marks selected items as Featured. Works with one or multiple items selected.

Trash - Sends selected items to the trash. Works with one or multiple items selected.

L
v
Help

Hits

238

10

20

1052

Language

D

92

&

the first item will be opened. An item can also be opened for editing by clicking on its Title or Name.

Edit - Opens the editing screen for the selected item. If more than one item is selected (where applicable), only
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Article Manager: Add New Article v (| L2 O ¢

w Save Save & Close  Save &Mew  Cancel Help
New Article T =
+ Publishing Options
Title
Created by Select a User Select User
Alias )
Created by alias
URL
Created Date 23
Category - - Ants & Letterss Division -
- - - English Department Start Publishing 23
- - - ESL Department - .
- -~ World | & Speech C ications D Finish Publishing 2
- - Behaviors| & Socisl Sciences Division
- - Behavioral Sdience Department
-~ Child, Family & Consumer Sciences Department
- - Humanities Department » Article Options
- - - Social Sciences Department -
- - Business Department » Metadata Options
Status Published  [w]
Access Fublic =]
Featured Ne [«]
Language All =]
D 0
Article Text
[show/hide]
|88 ] Paragraph = Styles S 4t 1
N

Insert Read Mare i

1,

Path: p Words: 0,

To Create an Article only the Following things needs to be completed:

1. Write a Title for your Article
2. Select a Category to put your Article within
3. Write some Article Text (blank text is not allowed for Articles)

After completing these 3 things you can click on the Save button to save the Article, or you may optionally choose Save
and Close (which will take you back to the Article List screen) or Save and New (which will allow you to start writing a
new Article after saving the current one):

] ]
N - 2
Save Save & Close  Save & New

Previewing Your Article:
After saving you’ll have the option to Preview your Article (notice the Preview link below):
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6 Article successfully saved

Edit Article
Preview

Title * Test

If you click on the Preview link you'll be taken to the page in the frontend of the website for you to see:

VAL'l.IEgEEIUTi.EGE Home +  AboutUs ~ | For Students v = Faculty & Staff ~ ograms v Logout

Custom Search Search | *

Having trouble finding something? Go to the Previous IVC Website or file an Issue Report | Main Campus Phone: 760-352-8320 (Directory)

Home  Courses & Programs Divisions | Aris & Letters Division = Test
Test Sections

Published on 08 February 2012 = ESL Department

English Department

Created on 08 February 2012  Last Updated on 29 November -0001

Test
Test

World Languages & Speech
Communications Department

Content Update Notification Email:
Additionally, you should also receive an email containing information about the changes you just made to the Article.

This email contains copies of the Article before you saved it, and after you saved it and can be used to restore your

Article to a previous state should you make a mistake.
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IVC Article Creation Notification (ID: 170, Version: 1): Test (courses-and-programs/divisions/arts-and
letters)

Omar Ramos [orware@gmail.com]
Wed 2/8/2012 3:45 PM
webjunky
| Message G article-before-save-0-2012-02-08_15-44-52.html {406 B) € article-after-sawe-170-2012-02-08_15-44-52.html (421 B}
|| article-before-save-0-2012-02-08_15-44-52.txt (400 B) || article-after-save-170-2012-02-08_15-44-52 bt (415 B}

Omar Ramos has updated an article on the Imperial Valley College website (https://www.imperial.edu/).

Article Intro-Text Changes:

—'
m
%

Article Full-Text Changes:

No changes were made to the article full-text with this update.

Article Information

Article Title: Test (Edit) / Previously:
Article External URL: / Previously: Empty
Article Alias: test / Previously:
Article Version: 1
Article ID: 170
Article Category ID: 549 / Previously:

Category Path: courses-and-programs/divisions/arts-and-letters
Access: Public - 1 / Previously: Public - 1
Status: Published / Previously: Unpublished

Featured State: / Previously:

Intro-Text: Test
Full-Text:
Created By: Omar Ramos

Created Time: 2012-02-08 23:44:53
Modified By: Omar Ramos
Modified Time: Never
Start Publishing: 2012-02-08 23:44:52
Finish Publishing: MNever
Asset ID: 827

How to Add Files/Images Using the Content Editor

On the new site we’re using a newer editor than the one we were using previously, which provides some nice options
for adding images/files to your content.

Inserting Files:

Note: There are two ways to add files into your pages. One is the method I’'m about to go over, which should be used
in cases where you only have a handful of unrelated files that you want to add into your various pages. If you want to
add a lot of related files (e.g. Committee Agendas/Minutes) it is best to use the Document Management System
located at: http://www.imperial.edu/faculty-and-staff/documents/. If you don’t know how to use that system please
contact the IT Department for additional support.

The Insert/Edit File link is located in the bottom right of the editor icons (fourth one from the right in the last row). As
shown in the image below:
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This will open up the File Manager popup:

|8 | Paragraph =  Styles

A

E:_

o

-3

Eu' | [

FEREIEY | ®d =B R

Insert/Edit file

=l

Upward_Bound

File Manager : 2.0.9 (3]
File Advanced
Link
URL
Target --Not Set-- El
Options
Tawxt
Title
Layout =llcon [ | &5 Text Z Size 0 & BDate [ &
Date Class --Not Set-- EI i Size Class --Not Set-- EI L
@l File Browser
) + [ 6 folders, 43 files ) el | [ 6
Folders | Ey| 2y Hame | # Details
= =} Root || J =ssessment_center :
+ | assessment_center o ] ECPS ,_‘
+ | | EOPS || Financial_aid A
* | | Financial_Aid ] HR
4 oy HR |} Ivc_GE
+ IVC_GE
+

|1 Upward_Bound

1st_STEP_Form.pdf

2007_ACCUPLACER_H_S_..
2008_ACCUPLACER_H_S_..
2009_ACCUPLACER_H_S_..
2010_ACCUPLACER_H_S_..

Show | All El

pdf
pdf
pdf
pdf

| i1 Refresh || + Insert || % Cancel

A

As you can see from the above image, you are allowed to see the files and folders that other departments have
uploaded. This was done with the intention to make it easier for people within the same department to share their files
for the website and | would encourage you create a folder for your area and organize your files within it. Please take

care not to delete the files of others!

Create Folders

To create a Folder, simply click on the New Folder button within the File Manager:
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1@

Detail# Mew Folder k

You will be asked to type in a name for your folder (I would recommend not using spaces or other special characters and

use underscores or dashes instead of spaces to name your folders...for example Arts & Letters could be written as

arts_and_letters).

New Folder

Once you’ve typed in the new Folder Name go ahead and click OK. The new Folder should appear in the folder list

momentarily:

@l File Browser

— » (7 folders, 43 files )
Folders

= Root

|| assessment_center
EQPS

Financial_aAid

HR

IVC_GE
Upward_Bound

'I-'I-'I-+++'I-[|

arts_and_letters

Upload Files:

a2y, Name
arts_and_letters
assessment_center
EQPS

Financial_aid

HR

IVC_GE
Upward_Bound
ist_STEP_Form.pdf

gL 2,

Details

m

2007_ACCUPLACER_H_5_...pdf

2008_ACCUPLACER _H_S_...pdf

2009_ACCUPLACER_H_S_...pdf

Show | All El

) Refresh || + Insert || * Cancel |
E

To upload a file go ahead and first make sure that you are in the folder you want to upload the files into (otherwise they

will all get uploaded into the Root folder). In this case, I'll go ahead and click once on the arts_and_letters folder to go

into it. Now you can click on the Upload button:

This will bring up the Upload window:

| 1O
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Upload

Upload Queue

|D Browse || 1 upload H % Close |

At this point you can start browsing your computer for files. In most browsers you should have the option of selecting

multiple files:

Once you’ve selected the files you want to upload, go ahead and click on the Upload button:

Documents library

Includes: 2 locations
Name
S rasks
@_j WWC_Accounts_and_ORGs.xls
= Employees_and_ORG_Assignments.ds
B Employees_With_Non_Matching_Orgs.xs
@_] All_Active_Employee_with_ORGN_Codes.xls
@_] All_Active Employees With_Titles And_ORGs.xls
B All_Active Employeesxls
@_j Fiscal_Year_12_Print_Acctsxls

Arrange by:

Date mnd‘\ﬁed

J£]uL 1L AW
2012 10:05 AM
2012 8:46 AM
2/6/2012 8:45 AM
2/3/2012 4:00 PM
2/3/2012 3:01 PM
2/3/2012 3:01 PM
2/3/201210:23 AM

Folder ~

Type

rie e
Microsoft
Microsoft
Microsoft
Microsoft
Microsoft
Microsoft

Microsoft

= Employees_with_NBRIOBS_ORGNt.ds Microsoft
@_] Employees_with_Home_ORGMxds /3/2012 4;:34 PM Microsoft
] Instructor_Subject_Department_Division_Mapping.xls 1/27/20129:42 AM  Microsoft
|@_] Instructor_Division_Department_Membership.xls 1/27/2012 9:14 AM Microsoft

& FBBBLIN for_FY12_and_ORG_101xs

@_j FBBBLIM_without_District ACCT Filtering.xls

& FBBBLIN_no_GEMG.xs

= omar_ramos_employee_id.pdf

|| 201220_5P12_ivc_etudesng_2012-01-19 12-30-12.bdt
-_E Percona_Server_55_Operations_Manual.pdf

|1 201220_5P12_ive_etudesng_2012-01-19_02-30-14 bt

1/23/2012 11:09 AM
1/23/2012 11:08 AM

< | n

Microsoft

Microsoft

e Instructor_Division_Department_Membershipxls" "Employees_with MBRIOBS_ORGMNt - [Clﬁtﬂm Files

1/23/201211:04 AM Microsoft
119/2012415PM  Adobe At
1/19/20121230PM  Text Docul
1/19/20129:21 M Adobe Act
1/19/2012230 M Text Docur
| r
=

[ open v [ concel
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Upload (=]
Employees_with_NERIOBS_ORGNt.xls 216 KB =] b 4
Employees_with_Home ORGN.xls 220 KB = b4
Instructor_Subject_Department_Division_Mapping.xls oz kg =] b4
Instructor_Division_Department_Membership.xls 114 KB =] x

A Browse || 1 upload || % Close

This will start the Upload process:

Upload €
Employees_with_NBRIDBS_ORGNE.xls 1005 (]
Employees_with_Home_ORGN.xls 1008, 0
Instructor_Subject Department_Divisien_Mapping.x=ls 1005 0

::‘ Instructor_Division_Department_Membership.xls 100%; x

A2 Browse H 1 uUpload H X Close

Once completed, the popup will close and you'll be able to see the newly uploaded files:
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lal File Browser

| arts_and_letters ( 0 folders, & files ) ) j 6
Folders | Bz Bz mame [ER| "] Details
- [ Root i Employees_with_Home_ORGMN ®x
= xls File
* | || assessment_center ) Employees_with_Home_...xls Size: 219.5 KB
. P . . =
+ [ ECES B Employ _with_NBRJO...xls Modified: 08/02/2012, 16:31
* | || Financial_aid ] @ index.html 2%
& oy HR L4 Instructor_Division_...xls
H | Ve GE L4 Instructor_Subject_D...xls
+ Upward_Bound

i

|| arts_and_lstters

Show | All [ 1of4 =%

 Refresh || + Insert || ® Cancel

Now you’ll have to select the files one at a time, which will populate the top part of the File Manager area:

File Manager : 2.0.9 {x]
File Advanced
Link
URL ive/files/arts_snd_|etters/Employees_with_Home_ORGN.xIs
Target --Hot Set-- [=]
Options
Text Employees_with_Home_ORGN.xls
Title
Layout [=l1con [ | &5 Text E Size | 219.5 KB [ & [Elpate o0s/02/2012, 16:31 [ &
Date Class --Not Set-- Iz‘ S Size Class --Not Set-- Iz‘ S
[#l File Browser
___| arts_and_letters { O folders, 5 files ) &l _'H’ 6
Folders O |2y Bz wame [EH | W] Details
= (= Root i Employees_with_Home_ORGN x
— =ls File
+ | |, sssessment_canter v Employees_with_Homa_._.xls Size: 219.5 KB =0
+ | | EOPS O Employees_uith_NBRIC...xls Modified: 08/02/2012, 16:31
# || Financial_aid & indes.html =R
4 | HR O Instructor_Division_...xds o
+ | | IVC_GE o Instructor_Subject_D...xls F
+ | | Upward_Bound
= ||) arts_and_latters i
Show | All El
| & Refresh || + Insert H ® Cancel |
“

The URL field will get populated at this point, but you will probably want to change what the Text of the link will be (e.g.
I'll remove the .xls from the current text of Employees_with_ Home_ORGN.xls above). Once you’ve done that, go ahead

and click on the Insert button to insert the link to the file:
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A+ /1 KB B E i 2] 2]—
CIEIE e
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m
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Employees with Home ORGH[Test

»

m

If you are done inserting files and adding your links to your page, don’t forget to Save your changes and then Previewing

them to make sure everything is as you want it!

Inserting Images
The Insert/Edit Image link is located in the bottom right of the editor icons (third one from the right in the last row). As

shown in the image below:

B I U & E = = = |% Paragraph = Styles w _? 57
s HB-E = is-icka # 2 —
=ik -
W = CEEE =D

F— -
with Home ORGNTest Insert/Edit image £

This will open up the Image Manager Extended popup:
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0

Image Manager Extended : 2.0.6

Image Rollover Adwvanced Popups
Properties Preview

URL

Lorem ipsum

Dimensions * [#]Proportional dolor sit amet, consetstur
sadipscing elitr, sed diam
Alignment --MNot Set-- El Clear nonumy eirmod tempor
invidunt ut labore et dolore
. magna aliguyam erat, sed
Margin Top Equal Values diam voluptua.
Border [ width Style Color

@l File Browser

o ==
(—) » ( 2 folders, 5 files ) EE | gl =i 6
Folders | By B name [=f ] Details
= (=) Root | |y dsps
* | | dsps | |y foundation
+

||, foundation Colored_Logo.JPG
email-low.jpg
ForeverPlaid_Digital...jpg

lopez_ccesaa.jpg

UBLogo.jpg

Show | All El

| i Refresh || + Insert || ® Cancel

As you can see from the above screenshot, you are allowed to see the images and folders that other departments have
uploaded. This was done with the intention to make it easier for people within the same department to share their
images for the website and | would encourage you create a folder for your area and organize your images within it.
Please take care not to delete the images of others!

Create Folders
To create a Folder, simply click on the New Folder button within the Image Manager:

w16
DEta"# Mew Folder k

You will be asked to type in a name for your folder (I would recommend not using spaces or other special characters and
use underscores or dashes instead of spaces to name your folders...for example Arts & Letters could be written as
arts_and_letters).

New Folder

Once you’ve typed in the new Folder Name go ahead and click OK. The new Folder should appear in the folder list

momentarily:
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\al File Browser

() » ( 3 folders, 5 files )

Folders

= [=) Root

iz 3 Name

arts_and_letters

=@

Details

Ly dsps =) dsps

-

*+ | || foundation Ly foundation
* | || arts_and_letters ] Colored_Logo.PG

= email-low.jpg

=] ForeverPlaid_Digital...jpg
=7 lopez_ceesas.jpg
ol

UBLogo.jpg

Show | All El

| 1 Refresh || + Insert || * Cancel

Upload Images:
To upload an image go ahead and first make sure that you are in the folder you want to upload the images into

(otherwise they will all get uploaded into the Root folder). In this case, I'll go ahead and click once on the
arts_and_letters folder to go into it. Now you can click on the Upload button:

Jse

ails

This will bring up the Upload window for images:

Upload %]
Upload Queue
[[] Resize Width 640 | PX  Height 480  p%
=
[ Thumbnail width 120 % Height 50 px [ Crop To Fit
&=

| A Browse || 1 uUpload || X Close
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Here you can set some settings to resize your images or create thumbnails automatically if you wish to use them
(Resizing might be a really good option if you have some really large images taken from a digital camera...the resized
images will load up faster on the page).

At this point you can start browsing your computer for images. In most browsers you should have the option of selecting

multiple images:

W0 Favorites
Bl Desktop
4 Downloads
. Dropbox

1| Recent Places

4 Libraries
3 Documents
J‘- Music

=/ Pictures

E Videos

1% Computer
£, Local Disk (C)

cj Metwaork

File name: "IVC Empowered logajpg’ "IVC Empoweredl JPG" "IVC loge.jpg” "imperial-valley-col = [Images (*.jpeg:* jpg:".png:*.gif) v]

) |

0

famous-daves,jp

E m

help-wanted,jpg

\-|J,‘/

lee

E

IWC Empowered
loge white
background.jpg

\

frank-fernandez-
ccc-scholarship.
pg

IMG_3313.JPG

H_:\\k-lu‘,‘/f
/M
IVC Empowered

lego.jpg

‘Jli!!E.

.é_n-_ll

Bl
galeria-de-la-ciu
dad-map.jpg

IMPERIAL VALLEY
COLLEGE

imperial-valley-c
ollege-long-loge
(Small}.png

Empoweredl.JPG

gloria,jpg

IMPERIAL VALLEY
COLLEGE

imperial-valley-c
ollege-long-logo.
g

é\\. f//

Yk

IVC logo.jpg

Hart, Jerry Djpg

IMPERLAL VALLEY
COLLEGE

imperial-valley-c
ollege-long-logo
-with-shield.png

Wewden | Spried

Scbudule

ivc_banners_03,jp
9

N

- — v
€ Open - - ' - ﬂ
-~ A . - — - . - . - -
@Uv| E <« Documents and Settings » OmarE. Ramos » My Documents » My Pictures » - | 3 | | Search My Pictures 0 [
Organize = Mew folder - T E;l 'ﬁ'

.

help_wanted JPG

IVC 50th i
Anniversary ‘

Logojpg

IVC

ivc-acronym.png

ak | -

o

Cancel I

Go ahead and click on the Open button once you’ve selected your images.

If you’re ready to upload the files, go ahead and click on the Upload button to start the upload process:
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Upload

‘£ | imperial-valley-college-long-logo.png 100% @
] IvC Empowered logo white background.jpg 100% @
] 1ve Empowered logo.jpg 100% (/]
-'_—;‘ IVC Empowsrad1.JPG 100% @
wt IVC logo.pg 139 KB x

|:| Resize

] Thumbnail

lal File Browser

) arts_and_letters { 0 folders, 5 files )
Folders o

= = Root

|| dsps

€
[i' [i' ['I' [l' [i.' L:c i:

+
+ | | foundation

= || arts_and_letters

Width

Width

540 P%  Height 480
-

120 PX  Height 30
o

P

px [ Crop To Fit

A Browse |i T upload || Close |

Once the upload process has completed, the popup will close and you’ll be able to see your newly uploaded images:

2z3 Name

imperial-valley-coll...png
IVC_Empowered1.JPG
IVC_Empowered_logo.jpg
IVC_Empowered_logo_w...jpg

IVC_logo.jpg

Show | Al [=]

==
mE | el | EH @
S Details
imperial-valley-college-l... ®
png File
Size: 200.17 KB :
Maodified: 08/02/2012, 16:53 =
Dime.nsions: 8504 x 2120 é‘é
Preview:
&
IMPERIAL VALLEY
COLLEGE
1of5 =
) Refresh || + Insert ® Cancel

Go ahead and click on the one of the images to populate the top portion of the Image Manager screen with the URL and
Alternate Text that will be used to insert the image (you can also modify the image dimensions in this top area as well,

which is useful if your image is too big...you can make it smaller so it will fit within the confines of the page):
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Image Manager Extended : 2.0.6

Image Rollover Advanced Popups
Properties
URL ive/images/arts_and_letters/IVC_Empowsred1.]PG

Alternate Text I[VC Empoweredl

Dimensions 750
Alignment
Margin Top

Border [T width

7l File Browser

® 752

[¥]Proportional

~-Not Set-- Clear

Style Colar

(— arts_and_letters ( 0 folders, 5 files )

Folders

= (= Root
+ | | dsps
+ | |, foundation

= || arts_and_lsttars

35| EZ Name

=

imparial-valley-coll...png
¥ & IVC_Empowered1.JPG
IVC_Empowered_loge.ipg
IVC_Empovered_loge_va..jpa

IVC_loge.ipg

Show | Al [+]

Preview

. Lorem ipsumn dolor

sit amet, consetetur
sadipscing elitr, sad diam
nonumy airmod tempor
invidunt ut labore et dolore
magna aliquyam erat, sed

Equal Values
dizm voluptua.

oo E @

S Details

IVC_Empoweredi

ipg Fila x

Size: 204.12 KB =

Modified: 08/02/2012, 16:53

Dimensions: 750 x 752 ]

Preview: =
L]
E
L&
==}
e

¢ Refresh || + Insert % Cancel
A

Once you’re ready, go ahead and click on the Insert button to add the image to your page (as you can see | should have

made use of the Dimensions area to make the image smaller):

Path: p

= Styles

n

Words: 1

If you are done inserting images and adding them to your page, don’t forget to Save your changes and then Previewing

them to make sure everything is as you want it!

Adding Categories

If you want to add a Category, simply click on the Category Manager link on the Control Panel page or use the Content |

Category Manager link within the top menu.
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Category List Screen
The first screen you’ll see after clicking on the Category Manager link will be the category list screen, which will display
all of the categories you currently have access to or have created.

Administration

Category Manager

| Content | Help

Article Manager

| Category Manager
ﬂ Featured Articles

W Joomlal’

Site

Content

Help

Category Manager: Articles

Articles

Filter:

O 0 O3 @3 0 @3 0 O O OO

Categories Featured Articles

Search

Arts & Letters Division (Preview)

(Alias: arts-and-letters)

English Department (Preview)
{Alias: english-department)

ESL Department (Preview)

(Alias: esl-department)

World Languages & Speech Communications Department (Preview)

(Alias: workd

o

Clear

Title

h-communicati

“& 1 Logged-in frontend 4. 1 Logged-in backend = No messages B View Site o Log out

©e 90

New Edit Publish  Unpublish

- Select Max Levels - [ | |- Select Ststus- [ |- Select Acoess-

Status  Orderingz P4

p

Behavioral & Social Sciences Division (Preview)

(Alias: behavioral-and-social-sciences)

Behavioral Science Department (Preview)
(Alias: behavioral-science-department)

Child, Family & Consumer Sciences Department (Preview
Alias: child-famity-and-consumer-sciences-department)

Humanities Department (Preview)

{Alias: humanities-department)

Social Sciences Department (Preview)

(Alias: social-sciences-department)

Business Department (Preview)

(Alias: business-department)

["] 1

(V] "] 1

@ ©°9 2

department) © ° :
®@ ° 2

(V] o 1

@ ©°9o 2

®@ ©°9o E]

(] ] 4

(/] 1

Archive

[=]

Access

Public

Public

Public

Public

Public

Public

Public

Public

Public

Public

|

Trash

Language
All

All

All
All
All
All
All
All

All

a0
b A4
Help

- Select Language - [«

V]

54

[

557

558

560

562

Display # 100 [+]

Like the Article List page, the interface has a number of filtering options to find the category you want to edit (this is
more important once you’ve created a large number of categories, or have some that are similarly named).

Category Filtering Options:

Filter:

Search

Clear

- Select Max Levels - [w] | - Select Status- [« |- Select Access -

[=] |- select Language - [+]
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Search Filter — Type in a search term to filter the Category List or type in id:000 (where 000 is the ID of the

category you want to pull up) to filter by Category ID

Levels Filter — You can filter on the category level (e.g. You only want to view the first two levels worth of

categories)

Status Filter — You can filter on various Category Statuses like: Published, Unpublished, Archived, Trashed, All

(default option includes Published + Unpublished Articles)

Access Filter — You can filter by Category Access Levels like: Public, Registered, Special, Employees, Students,

Super Users, etc. (most Categories will be Publicly accessible, but you may decide to create Categories that are

only meant for Employees and set the access level appropriately, which would require them to login to the site

before being able to access the content).

Language Filter — We’ll probably not be doing much multi-lingual stuff with the site, but if we were using those

features we might have a filter for English content and Spanish content.

Category Sorting Options:
You can sort the Category List by Title, Status, ID, etc.

|:| Title Status Ordering& lﬂ Access Language ID
Arts & Letters Division (Preview:
A v (Preview) o 1 Public Al
ars-and-letters
English Department (Preview
B . GHERlED ) Q[ 1 Public Al
: english-department)
ESL Department (Preview)
& bep (Preview) ® ©00[ 2 Public Al
: esldepartment)
World Languages & Speech Communications Depariment (Preview,
&l Ml ah P P ¢ ) ® ° 3 Public Al
: world d-sp h-communicat department;
Behavioral & Social Sciences Division (Preview)
B ¢ i @& ° 2 Public Al 550
behavioral-and-social-sciences)
. o §
&l Behavioral Science Department (Preview) © o ; P P -
: behavioral-science-department)
Child, Family & Consumer Sciences Department (Preview
& ’ y P (Preview) ® ©00[ 2 Public Al
: child-famity-and-consumer-sciences-department]
Humanities Department (Preview
&l P ¢ . ® ©0[ s Public Al 560
: humanities-department)
Social Sciences Department (Preview
& : P (Preview ® ° A Public Al E61
: sociaksciences-department|
Business Department (Preview)
A P ( - © 1 Public Al 62

: business-department)

Display # 100

Category Action Options:

New - Creates a new item and opens the editing screen for this item.

Edit - Opens the editing screen for the selected item. If more than one item is selected (where applicable), only

the first item will be opened. An item can also be opened for editing by clicking on its Title or Name.

Publish - Publishes selected items. Works with one or multiple items selected.
Unpublish - Unpublishes selected items. Works with one or multiple items selected.
Archive - Archives selected items. Works with one or multiple items selected.

Trash - Sends selected items to the trash. Works with one or multiple items selected.

@00 ' W ¥

MNew Edit Publish  Unpublish Archive  Trash Help
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How to Add a New Category:

Go ahead and click on the New button from the Category Manager List screen to begin the process of creating a new
category. You should now see a screen that looks similar to the following:

. .
. 45
Category Manager: Add A New Articles Category v B 2 Q
° Save Save & Close Save & New  Cancel Help
Details — =
v Publishing Options
Title
Created by Select a User Select User
Alias
URL
» Basic Options
Parent - - Arts & Letters Division z =
- - -~ English Depertment » Metadata Options
- - -~ ESL Department
- - -~ World L & Speech C ications D
- - - Behavioral & Socisl Sciences Division
- - - Behavioral Science Department
- - -~ Child, Family & Consumer Sciences Department
- - - Humanities Department
- - - Social Sciences Depariment
- - - Business Department
Status Published []
Access Public =]
Language Al [=]
D 0
Description
[show/hide]
(7} |8 | Paragraph = Styles w| | 2P|
A 2 & 2| —
— 142
=

m

To Create a Category only the Following things needs to be completed:

1. Write a Title for your Category
2. Select a Parent Category to put your Category within

After completing these 2 things (note: you can leave the Description text for the Category blank...something you can’t do
when creating Articles) you can click on the Save button to save the Category, or you may optionally choose Save and

Close (which will take you back to the Category List screen) or Save and New (which will allow you to start writing a new
Category after saving the current one):

\ - 2

Save Save & Close  Save & New

Previewing Your Category:

After saving you'll have the option to Preview your Category (notice the Preview link below):
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6 Category successfully saved

Details

Preview

Title * Test Category

If you click on the Preview link you'll be taken to the page in the frontend of the website for you to see:

IMPERIAL

Home ~ | About + | For Stude ¢ Faculty & Staff ~  Cour: ograms v~  [Etse Rl Logout
VALLEY COLLEGE ¢ ’

Having frouble finding something? Go to the Previous IVC Website or file an Issue Report | Main Campus Phone: 760-352-8320 (Directory)

Home @ Courses & Programs Divisions = Arts & Letters Division = Test Category

Test Category Sections
ESL Department
English Department

Test Category

World Languages & Speech
Communications Department

3. Menu Navigation:
The new IVC Website has two layers of navigation: Manually Created Navigation and Automatically Created
Navigation.

Manually Created Navigation:
The entire top menu for the website is manually generated and can only be edited by the IT Department. Currently, if
your area is grayed out in the menu or the link is redirecting a user to the old website you will need to contact IT to help

you correct this.
VALll_ﬁEgm_li.EGE Home +~  About Us ~ | For Students ~ = Faculty & Staff + EeGIEEERSSNERE IAppIy No

Academic Calendars

Custom Search

Catalogs & Schedules
Having frouble finding something? Go to the Previous IVC Website or file an Issue Report | Ma actory)
Athletics

. S Distance Education
Home | Courses & Programs  Divisions  Arts & Letters Division = Test

Divisions
Arts & Lefters English Department
Tesk Behavioral & Social Sciences ESL Department

Economic & Workforce World Languages & Speech

Created on 08 February 2012 Last Updated on 29 November -0001  Published on 08 February 2012 Development Communications Department
Health & Public Safety

artment
Test Learning Services
Science, Math & Engineering
Programs of Study (Gainful |ages & Speech
Employment Information) ions Depar‘(ment

Automatically Created Navigation:
This type of navigation is created by you when you create Categories and Articles for your area and is located in the
right-hand sidebar Sections area:
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Sections

ESL Department
English Department
Test

World Languages & Speech
Communications Department

As you delve deeper into the site, the Sections area is updated automatically to provide the next layer of links.

4. Linking Directly to External Pages (or Files) from your Content:
If you’d like to link to an External Page Directly from your Content then you can do so by typing in a URL into the URL
field when creating a Category or an Article:

Preview

Title Test Category
Alias test-category

URL

As an example, let’s say I'd like my Category above to link directly to Google’s Home Page. I'd simply type in the Google
Home Page address into the URL field:

Preview

Title * Test Category
Alias test-categony

URL http://www. google.com

Then I’d go ahead and Save my Category and then click on the Preview link and | should be taken directly to the Google
Home Page:

Google

Google Search I'm Feeling Lucky
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