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JOOMLA! FRONT-END EDITING

GETTING STARTED
1. Open a web browser on your computer (preferably Firefox, Chrome, or Safari)
2. Go to the website: https://webtraining.sas.rutgers.edu/

WHAT IS JOOMLA?

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

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

JOOMLA: FRONT-END AND BACK-END

Joomla! websites have two views: a “front end” and a “back end.” The front end is what the public sees.
You can also make some basic edits in the front end by clicking the Login link in the “Footer Menu.” The
Administrator Back-end gives you much more control of the system. We cover the Administrator back-
end in the workshop “Introduction to Joomla!”
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FRONT-END OVERVIEW:
RUTGERS
SAS Web Training Main Menu

X

Contact Us = Menu ITEM

About = Menu ITEM

SAS Web Training

Article
(Welcome)

Module Buttons
About the SAS CMS Join our Mailing List Get Support pOSition: bOttom-a, bottom-b,

bottom-c

Module (News, articles)
position: sas-extension

| Module (Footer area)
footer area

RUTGERS

ACCESSING THE FRONT-END

1. Click the “Login” link in the Footer Menu of the website.
You will be redirected to the Rutgers Central Authentication Service (CAS) Login screen, where
you can enter your Rutgers NetID and password.

3. After you login, you will be redirected back to the homepage of the Training website.
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How IS JOOMLA! ORGANIZED?

The following terms are essential to understanding how Joomla! organizes content:

1. Categories

e A Category is like a folder. The main purpose of Categories is to help you organize your articles.

e In addition to articles, a category can contain one or more subcategories.

2. Articles
e An article is like an individual web page.

e An article can contain formatted text, images, embedded video, and links to other articles or

external web sites.
e You can organize articles by placing them in categories.

3. Menus
e A ‘Menu’ is a collection of links that allow you to browse the website.
o Examples:
= The Main Menu that goes across the top of the page
= The Footer Menu found at the bottom of the page
e Each Menu Item is a link to something, such as:
o AnIndividual Article
o A Category of articles
o An extension, such as an Event Calendar or an image gallery
o An external website

4, Modules

e A Module is a block of content (sometimes with special functionality, such as a slideshow or a

list of calendar events) that you can place in various locations on the website.

e A Module can display on specific pages; on pages where it does not appear, the remaining

content will spread out appropriately.
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EDITING CONTENT IN JOOMLA!

In this workshop, we focus on creating and editing articles from the Joomla! front end.

CREATING A NEW ARTICLE
To get started, we will first create a new article on the Training website.

e After you login, click the FRONT-END EDITING link on the main menu (see below)
e C(Click the New Article button to create your first article (see below)

e Enter your name in the “Title” field

e Click the Save & Close button at the bottom of the page to save your article

o You will see your article in the list of articles

e C(Click the “Edit” link to edit your article (see below)

rutgers.edu  SAS  SearchPeople A

KUTGERS

| SAS Web Training

About Intro to Joomla! Advanced Content Editing Front End Editing Academics People News Contact Us

Front End Editing
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CoPY AN EXISTING ARTICLE
Joomla! 4 now allows us to COPY an article from the front end.

1. Click on Edit for an article
2. Click the Save As Copy button below the article.

Path:

Words: 0 4

P Gallery = Menu B contact P Field 29 Module P Media 1B Page Break Article

v Read More

+ Save & Close |l Save As Copy Irversions
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ARTICLE EDITING
Once in editing mode, there are two important tabs on the Front End Editor: Content and Publishing.

CONTENT TAB
The content tab is where you enter a title for the article (see #1 below) and the text that will appear

within the article (see #2 below).

Front End Editing

Content People Fields Article Fields Shack Analytics Tag Publishing Metadata

Title *

1

Eddie Konczal (2)

(')[showfhide] Editor Code Preview

) L REIR o

Paragraph v Styles v |# B I U A & v
EIE(ZIE(E|E|E|E|R|—|H

CHGAEIE J=MIETEhE B i = v B ;| B

Bl

Lorem ipsum dolor sit amet. consectetur adipiscing elit. Ut rutrum congue sem, ac grare neque vestibulum in. Integer pretium tincidunt luctus. In cursus maximus
st ele

o . . N N s " . . ] . .
nibh vitae iaculis. Etiam &U vehicila nequs. vel sodalss fisus. UL g fand odio” S&d auctor tortor non ligula maximus gravida. Vivamus porta orei augue, id
WA ﬁwghhl AR AR

3 FAAAR vy wy AAAAS e .
2 pulvinar neque omare id. Ut et nis| ultrices, aucior trps quis, viverra lorem. Nulla sagittis erat eu quam blandit uliricies. Praesent felis ex, accumsan nec pretium
at, faucibus a libero. Bhaseilus 6t anctor am, at vehicula iei'lus. B in nulla s Ique. |nieraumT§c1§

us eu, viverra massa. (n si ame‘ sem Iigu a. Mullam accumsan
WANAAAAS WARARAAA WARAA WAAT WAARAAA WARAAR VAARA AN MAAAAAA VAARAAARAN

orci vl orel condimentum Juctus.

Donec at ipsum pharetra, consectetur mauris at, congue lectus. Mauris in massa ut ne%ue gleifend rutrum. Aenean ut vestibulum nisi. Morbi et mauris sit amet est

rhoncus varius id quis lorem. Fusce saplen ﬂlSl, facilisis dignissim mi'et, pulvinar f’é‘ugla orci. Donec ut volufpat arcu. Maecenas dignissim nisl quis rhoncus

WS WAAANALY = ‘"Fu' r”Y‘uE
Istique p:I asellus lorem LUrus, scelens UEHI.IIS g[EVIdE s00ales, efficitur auctor mauris ulla finibus portiitor magna, et consectetur purus dapibus at WSEd
- - WAAAAAAAAAN
guam Uctis gravida felis pﬂaretra: aliquann'est. Aliquam sit amat diam pHare Fa, Uilrices |60 vitas, THONCUS 120. Praesent CUFSUS SUSCIPIT nig) seg interdum. Agnean
egesias urna scelerisque, bibendum dui quis, da |Esus elit. Prassent hendrerit ligufa aiporta euismod. Donec fermentum laoreet quam, a eficiiur guam vulputate
B DIReNCLm dui guis, Capials Sl LJagsen: hendgrert SHEMOC. RANSs Ikrmaentum ;oree! quam, a SHichlur guam vipuale
- MAAAAL
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PUBLISHING TAB
The settings on the “Publishing” tab help categorize your article.

- “Status” should be set to “Published” — unless you are not ready for your article to be publicly
visible (see #1 below)

- The “Category” dropdown shows you which category contains your article (see #2 below)

- “Tags” can allow you to further organize your content (see #3 below)

- “Featured” is usually set to “No.” Certain pages on your website may be set up to only show
featured articles from a category (your “Home” page might be set up this way). To make an
article “featured,” change this setting to “Yes” (see #4 below)

- Regardless of which tab is selected, the Save, Save & Close, Save As Copy and Cancel buttons
are visible below the article.

Content People Fields Article Fields Shack Analytics Tag Publishing Metadata

Status

Published 1 .

Category *

- Front-End Editing 2 y ~
Tags

Type or select some tags 3 v

Note

Version Note

Author's Alias

Featured

No 4 v

THE EDITING TOOLBAR

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

https://www.joomlacontenteditor.net/support/documentation/editor/editor-
buttons
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ADD STYLES TO TEXT IN ARTICLES

While editing an article, you can change formatting of your text. For example, to make the text red,
highlight the text and select ‘red-text’ or ‘red-phrase’ from the paragraph dropdown.

M Highlight the text you want to

apply the style to.
2 ] A HED MG

Paragraph ¥ Styles Y & B

Iy
il
il
!
e
|
-
.
|

[r ]
B
&

[

This is text I want to display in Red

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Curabitur semper posuere e
Etiam quis urna lacinia, mattis urna in, scelerisque nulla. Proin sem tellus, tristique seq
ut magna. Suspendisse cursus ante ligula, ac dapibus arcu elementum non. Nulla sc
vel risus. Vivamus blandit lacinia ante sit amet ornare. Integer sallicitudin maximus sap

H " ”
Content Options Publishing Configure Edit Screen Permissions CI|Ck on the Sty|eS

dropdown and select the style

(0] that you would like to use.
D XEBEE A & 2

Paragraph ¥ Styles Y| B I U A: a4 v

E == ALL_CAPS

LIS e button-lg.button

highlight_article

Eorem ipsum te left piscing elit. Curabitur semper posuere elementum. Etiam gravida
Etiam quis ur PUOLE_ 1€ isque nulla. Proin sem tellus, tristique sed consectetur a, efficitur v
ut magna. St Pq uote l'l%ht ic dapibus arcu elementum non. Nulla scelerisque, leo et sagittis g
vel risus. Vive < 3t arnare. Integer sollicitudin maximus sapien id viverra. Maecenas
red-phrase
Nam qUiS ten 2, Nam ut rhoncus ipSUm, at SUSCipil ex. Cras U"amcol’per nibh en
. red-text S P R

mattis, non ve unc, dignissim a gravida id, pellentesque non tortor. Duis dolor turp)
habitasse plé sas-responsive-tbl sleifend lorem, nec tincidunt turpis. Curabitur bibendum diam et n|
dapibus ex si lor in sem mattis interdum.

span3

Morbi aliguam venicula imperaiet. Fenemesque posuere pretium interdum. Cras dignissim gravida iaculis. Dui
sodales lectus ac ipsum commodo, nec feugiat dui suscipit. Suspendisse semper ac arcu at accumsan.

pellentesgque. Aliguam porta eros erat, sit amet placerat velit iaculis sed. In guis nibh semper metus convalli
congue.
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PARAGRAPH HEADING STYLES

O

] & B EBE ML
Paragraph ¥ Styles
Format

» Paragraph
Heading 2
Heading 3
Heading 4

Blackounte
i

H
Sally
H

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Curabitur semper posuere elementum. Etiam gravida tempus dig|
Etiam quis urna lacinia, mattis urna in, scelerisque nulla. Proin sem tellus, tristique sed consectetur a, efficitur vel erat.
mollis ut magna. Suspendisse cursus ante ligula, ac dapibus arcu elementum non. Nulla scelerisque, lec et sagittis cg

Select a line of text, then click

L on the ‘Paragraph’ dropdown

to select a heading style

You should only use Headings (found in the “Paragraph” dropdown menu) to designate actual headings

for information in your article. Users with vision impairments rely on screen readers to navigate a web

page based on the placement of headings within the text.

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

reader users.

For example:

'H2

Cger prefium

a maximus graw

:Ut rufrum congue sem, ac ormare neque \resllhulum in
'I'ISLW W@Ygéigﬁwgodm ed auctor tortor non Jj

'qms viverra lorem. Nulla saqittis erat eu qua andit ultricies. Praesent
'tellus Duis in nulla tristique, interdum lecty#®u, viverra massa. |r1 5|lam

'H2

Donec at |psum pharelra consectetur mauris at, congue lectus. Mauris i
ot AN,

WM d{\%&(\m
irhoncus varjus id % s lorem. Fusce sapien nisl, facilisis dignissim mi et,
1A WS WL
'trlsll ue. vIffﬁggellus lorem purUs, Scelernsque quis gravida sodales, efficit
Al
iquam uctus, grawda felis pharetra, aliquam est. Aliguam sit amet diam £
1 A W\N\V{\ﬁw\-
&0 esta S urna scelerisque. bibendum dLII% apibus elit Praesent hen
1 WA, VAASSSAASY WA

Page

Using the Heading 2 selection,
these headings define the
different areas of the article.
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COPYING TEXT FROM MS WORD
Never copy and paste directly from Word! Word includes hidden formatting that is difficult to remove:

<h2><gpan style="color: black;">Once you arrive:</span></hl>

<ol=

<lirLogin to the workstation with your NetID</li=

<lizOpen a web browser (Firefox or Chrome)</lix

<lizGo to the website:anbsp; <span style="font-size: 13.5pt; line-height: 115%; color: black; background:

FLIL9E9; ">http://www.sas.rutgers.edu/cms/sandboxi</span=</1li>

</ol>

<h2><span style="color: black;">What is Joomla?</span></h2>

<p>Joomla! is Content Management System (CMS) software that runs on a web server, and allows you to update your unit's wel
as Google Chrome, Mozilla Firefox, or Safari).&nbsp;</p>

<p>A content management system isolates the process of updating information from the more technical aspects of updating a
administration, configuration, and design), and eliminates the need to edit HTML or use web design software.</p>

<p>Visit www.J]oomla.org and help.joomla.org for more information on Joomlal</p>

<pr<span style="font-size: 1lpt; line-height: 115%; font-family: Calibri; »<br clear="all" /> </span=</p>

<pr<span style="font-size: 14pt; line-height: 115%;"></span></p>

If it is necessary to copy & paste from Word, copy the text that you need from the Word document, then
follow these steps in Joomla!:

[U)
Click on Paste as Plain Text (the

e # 0 L Dl i clipboard icon with a “T”)

Faragraph ¥ Styles

w [l m =Ll (| & | a2
Paste as Plain Text —

e =
==’ —

[F'I
i

Hit <CMD> <V> (Mac) or
<CTRL><V> (Windows) on
your keyboard to paste your

Paste As Plain Text

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

text into the popup screen.

Then click Insert to insert the
text.
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LINKING TEXT TO WEBSITES AND EMAIL ADDRESSES
Linking to a website:

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

U A & 3y v

TN T s B BT T, consectetur adipiscing elit Prassent justo nisi, lobortis ut tortor eget, consectetur
porttitor dolor. Maescenas pharetra congue elementum. Proin lacinia efficitur arcu, varius pharetra tellus tristique
sapien ac, scelerisgue leo. Suspendisse ut nulla pellentesque, tincidunt lectus sed, consequat arci. Moarbi a
malesuada libero. Nulla porititor, risus ut feugiat consectetur, sapien massa iaculis lorem, non dictum ligula lacus
sed tellus. Fusce blandit convallis facilisis. Vivamus convallis ex vitae ligula laorest, et sagittis metus sollicitudin.
Sed urna erat, pretium sit amet commeodo aliguam, sleifend quis purus. In vel eros massa.

Page
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A Link popup window will appear:

» [ Contacts

» [ Content

» I Menu
» I Taos
» [ Veblinks

Article Anchors

Li nH X
Link Advanced Popups
URL 1 https://sas-it.rutgers.edu IE @
Text SAS IT Services
Searct Q search £#

>

Target 2 Open in new window

a“*

Title

¥ Cancel

e Help

Enter the full URL (including the http:// orhttps://) of the
website you want to link to in the URL field (see #1 above).

Change “Target” to “Open in new window” (see #2 above); this
setting is recommended when you are linking to an external

website.

Click Insert at the bottom of the Link popup window (see #3 above).

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

14

e Click the Insert link button on the editing toolbar.

e C(Click the E-Mail icon that appears to the right of the URL field.

e Inthe Create E-mail Address popup window, enter the email
address in the “To” field (see #1 to the right).

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

Joomla! Front-End Editing

Create E-mail Address X

Ta 1 konczal@sas.rutgers.edu

BCC

Subject

2 | +" Create Email | ¥ Cancel




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

CREATING A “BUTTON” LINK

To make a link stand out, you can add the “button” style to it:

O

9 K HEE AR

Paragraph ¥ Styles Y &% B

[ﬂ
E.

Styles

ALL_CAPS g
Create a Link
4

highlight_article
pquote_ left
pquote_right
red-phrase

Link to Rutge

red-text

sas-responsive-tbl

Your link will then look like a button on the website:

NNu1'urnno
School of Arts and Sciences

JAN 12 CLASS v WORKSHOFS v DOCMAN v SANDBOX PLAYGROUP

Work with Links

Create a Link...

Link to Rutgers Main Site

Page

1. Select the link

2. Click on “Styles” and select
“button”
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USING IMAGES IN JOOMLA!

e Always obtain permission before using images from a public website.

e Before using images of students, obtain emails from the students granting you permission to post
their pictures on the website.

e There are images available to use through the SAS Communications Office; they can also schedule a
photo shoot for your unit:
https://sas.rutgers.edu/resources/arts-and-sciences-offices/office-of-communications

e Some other places to get images:
o Rutgers Photo Gallery (NetID required): http://photogallery.rutgers.edu/

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

e Ideally, you should resize images before uploading them to your website. Large images can slow
down your website.

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

Place cursor where you want

How to add images to your Joomla! article _
the image to go.

o Edfor  Gode

520 AN 24/1a0 Click the Insert Image button

L4
Paragraph v Styles T B I U AN
v o

=i* on the editor bar (first button

on 4" row).

Libero parturient vehicula mauris habitasse primis nisl curae; commod fames at, dolor est laoreet ultricies dapibus sit. Nec. Hac hymenaeos placerat nullam Molestie netus etiam pharetra vivamus
natoque praesent maecenas. Adipiscing nulla taciti varius nisi orci volutpat sociis Turpis lectus porta aenean In turpis scelerisque luctus morbi tristique ridiculus lectus quisque vulputate hac egestas

per sodales ultrices quisque. Aptent. Dictumst fringilla. Donec ante platea at. Massa magnis. Nulla rutrum. Porttitor justo ipsum. Ornare fsce pretium Justo nisi lacus hac nenummy
suscipit ultrices pharetra soclosqu odio, nunc diam dis socosqu Fames leo prein aenean suspendisse vehicula tempor amet odio scelerisque venenatis curabitur 2 condimentum. Dolor. Faucibus nunc id
at dignissim lorem pulvinar hymenaeos tempor montes scelerisque rutrum hymenaeos natogue nonummy ipsum ridiculus hac ullamcorper sodis accumsan. Non metus. Nisl scelerisque ac, quis
dictumst puris id pharetra.

Image Manager

Image  Rollover  Advanced

EditoriWorkshop eventiist

eventiist heariers

. The Image Manager popup allows you
to add an image and set its properties.
R First, click on the folder containing the
PRS- — 2 image. Then, click the name of the
S~ e image.
. Alternately, click on Upload to upload a
©  carpu new image, then follow the steps below.

headers show a1 ¢
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Click Browse to select an image from your

computer...

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

Click Upload to upload the image

On the next page, be sure to select the
image, then click Insert to add it to your
article.

Working with the image in your Article

v

STe R nE a2z R 1. Select the image

Persgreen_|vjStes YR z]m[s] & |27 2. Click on the Insert Image Icon
== == E —vizv B — ®

- —

m;‘— ibero parturient vehicula mauris habitasse primis nisl curae; commodo fames at, dolo|

pharetra vivamus natogue praesent maecenas. Adipiscing nulla taciti varius nisi orci volutpat sociis Turpis Ig
vulputate hac egestas per sodales ultrices quisque. Aptent. Dictumst fringilla. Donec ante platea at. Massa 1]
nanummy suspendisse suscipit ultrices pharetra sociosqu odio, nunc diam dis socicsqu Fames lea proin aen:
Dolor. Faucibus nunc id at dit im lorem pulvinar hymena tempor montes scelerisque rutrum hymenaq
seelerisque ac, quis dictumst purus id pharetra.

1. Alternate Text: Enter a short description
of the image (very important for

Image Manager

Accessibility)

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

3. Alignment: Set to “Left”

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

-

5. Click Insert or Update to the lower right.

When done adding and editing your image, click Save.
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EDIT CONTENT ON LIVE SITE

EDIT FROM SINGLE ARTICLE PAGE

Find the article that you would like to edit. As long as you are logged into the front end of the website,
you can click on the edit button and edit the article. When you are done, be sure to always Save &
Close (to save your changes and close the article) or Cancel (to discard your changes and close the
article). Do NOT hit the “Back” button; your article will be “locked” and others won’t be able to edit it.

rutgersedu  SAS  Search Peoj

];QJTGERS School of Arts and Sciences
SAS Web Training

About Intro to Joomla! Advanced Content Editing Front End Editing Academics People News Ce

Undergraduate Contacts

Undergraduate

EDIT FROM ‘MANAGE MENU ITEM’

Once you are logged into the system your site may have a User Menu on the left side. This menu will
include items such as ‘manage news’ or ‘manage course descriptions.” If you click on this item, you will
have the options to either edit or add new articles to that specific category.

This menu may also include a “Manage my content” item which will include articles that you created.

If you don’t have this option on your website, feel free to create a ticket and someone on our team can
create it for you.

About  Introto Joomla!  Advanced Content Editing  Front End Editing

Manage News Items User Menu

|
oooopgpo@oon

N

|
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EDIT FROM BLOG MENU ITEM
Most of our menu items now have the option to include the ‘edit icon’, so you can edit directly from
that page. You cannot add a new item from this page, but you can edit and you can save as copy (which

creates a new item!)

Rl ITGERS
SAS Web Training

About  Introto Joomial  Advanced ContentEditing  FrontEnd Editing  Academics  People  News  ContactUs

News
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ACCESSIBILITY GUIDELINES

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

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

Some of the guidelines relevant to website content include:

e Use bold or italic text to convey emphasis instead of using underlines, colors, or ALL CAPS.

e Create bulleted or numbered lists using the buttons on the editor toolbar instead of manually
typing characters or numbers.

e Insert active hyperlinks for all URLs in your content. Instead of using “Click here”, the linked text
should describe where the link takes the user.

ADDITIONAL RESOURCES

JoomLA! DOCUMENTATION ON SAS-IT WEBSITE
Visit our website: https://sas-it.rutgers.edu/how-to-guides/web-development-documentation

FUTURE WORKSHOPS
To view and register for upcoming workshops, please visit:

https://sas-it.rutgers.edu/it-services/web-development-and-support/workshops-and-training
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