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1. Introduction 
This section features an overview of the Joomla! content management system, an overview of this manual, a 

guide for using this manual and an overview of the tasks that you will and will not be able to perform using 

this manual. 

1.1. Overview of the Joomla! Content Management System  
Joomla! is an open source content management system that is free to use and download from 

www.joomla.org. A content management system (CMS) is a system with which users can upload or create 

content (such as articles, images or videos) and then manage it through an interface. Content managing may 

include performing tasks such as creating, editing, uploading, searching for, organizing and publishing 

content.  

When uploaded content is published, it is usually displayed as a web page or website. CMSs that display 

content as a website are sometimes known as web content management (WCM) systems. These types of 

systems allow users to change the content on a web site without having technical knowledge such as markup 

languages, coding or file transfer protocol (FTP). 

The appearance and style of the web page is controlled by the website administrators. Adding, removing or 

changing content does not change the basic appearance of the web page; it only affects the content displayed 

on the site’s pages. 

1.2. Overview of This Manual 
This manual is intended for NMT employees and administrative staff who are novice- or intermediate-level 

users of CMSs. It was created in by students in the Spring 2009 Professional Writing Workshop class (TC 

421). It is a user-oriented manual that is organized into sections based on specific tasks that can be performed 

by NMT employees managing the content of the site for their departments. 

1.3. How to Use This Manual 
The following mini-guide will help you efficiently utilize this manual. 

1.3.1. System Requirements 
Before you begin using the CMS, please consult section 2 (page 6) to make sure your computer will be able to 

run it. 

1.3.2. Quick Start Guide 
The easiest way to begin working with the CMS is to see the Quick Start Guide in section 3 (page 7). The 

Quick Start Guide will teach you how to login to the NMT Website front end, how to return to the NMT 

frontpage from any page on the NMT Website, and how to logout. 
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1.3.3. Tasks and Sections 
This manual is separated into sections based on tasks that you may need to perform while managing content 

on the NMT Website. Each section is named after the task it teaches you how to do. For example, the section 

that teaches you how to create a new article is called, “Creating and Publishing a New Article.” Simply check 

the Table of Contents (page 2) to locate the section that contains the task you wish to perform. 

1.3.4. Index 
If you are unable to find a section that meets your needs, please consult the Index (section 12 on page 28) 

1.3.5. More Help 

If you need additional help that is not covered in this manual, please see section 4 (page 9). 

1.3.6. Notes 

NOTE: These highlighted boxes contain notes. Please pay attention to these note boxes, as they contain 

very important information or warnings relevant to the task you are performing. 

1.4. What You Will Be Able to Do Using This Manual 
This manual will teach you to do several tasks that may be required of you in the course of changing the 

content of the NMT Website. In most cases, you will only be able to make changes to content that is directly 

related to the department for which you work. For example, employees in Financial Aid will only be able to 

manage content relating to the Financial Aid Department. 

This manual will teach you how to perform the following tasks: 

 Login to the NMT Website front end as an author or editor 

 Return to the NMT frontpage from any page on the NMT website. 

 Logout of the NMT Website front end 

 Create an article  

 Publish an article 

 Edit a pre-existing article article 

 Upload an image to be added to an article 

 Add an image on the NMT Web Server to an article 

 Create a “Read more…” link for an article 

 Insert a link to a downloadable file into an article  

 Insert a link to an article on the NMT Website into an article 

 Insert a link to a menu item on the NMT Website into an article 

 Generate a list of related articles and their links to be inserted into an article  

 Insert a link to an external website into an article 

 Submit an event to the Tech Calendar 
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1.5. What You Will NOT Be Able to Do Using This Manual 
The CMS has many features, which allow various tasks to be completed to change the look and feel of the 

website. However, the ability to make these types of changes is restricted to the NMT Web Development 

Team and others with administrative permissions. As an author or editor, you will be limited to the types of 

tasks listed in section 1.4 (page 4). Outside of articles, you will be unable to change font styles, website colors, 

website layout, etc. You will also be unable to add, delete or edit slide shows and other imbedded content. 
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2. System Requirements 
This section lists the minimum technical requirements that must be met for your system to run the CMS 

successfully. To use the CMS, you must have the following equipment: 

 Computer with an Internet connection (broadband is ideal, but not necessary) 

 Windows XP, Windows Vista, Mac OSX or Linux operating system 

 Compatible web browser 

There are several web browsers that will work with the CMS. Table 1 lists several browser options and their 

locations on the web. 

Table 1. Compatible Web Browsers 

Web Browser Location 
Microsoft Internet Explorer version 5.5 http://www.microsoft.com/windows/products/winfamily/ie/ 

default.mspx 

Mozilla Firefox version 1.5 http://www.mozilla.com/en-US/firefox/firefox.html 

Apple Safari version 3 http://www.apple.com/safari/download/ 

Opera version 9.5 http://www.opera.com/ 

NOTE: Although the browsers listed in Table 1 are the minimum required to use the CMS, it is suggested 

that you always use the most up to date version of your browser of choice.  
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3. Quick Start Guide 
This section will assist you in quickly getting started using the CMS. It will show you how to login to the 

NMT Website Front End, how to return to the NMT frontpage from any other page on the NMT Website 

and how to logout. 

3.1. Logging into the NMT Website Front End 
1. Open your web browser and navigate to http://www.nmt.edu/ to view the NMT frontpage. 

2. Scroll to the bottom of the page and click Administration (Figure 1). This will bring you to the 

Login page. 

 
Figure 1. The Administration link at the bottom of the NMT frontpage. 

NOTE: You may skip the previous two steps by navigating straight to www.nmt.edu/index.php/login. 

3. Type your username in the Username text box (Figure 2). 

4. Type your password in the Password text box. 

 
Figure 2. The NMT Website Login Page. 
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5. Click the  button to complete the login process. 

6. Ensure that you are properly logged in by making sure your username is displayed in the Login 

Status section of the left menu pane (shown as [username] in Figure 3). 

 
Figure 3. The Login Status section of the left menu pane. 

1.  

3.2. Returning to the NMT Frontpage 
1. Click the logo or banner at the top of the website to return to the frontpage from anywhere on the 

NMT Website (Figure 4). 

 
Figure 4. The NMT logo and banner. 

3.3. Logging out of the NMT Website Front End 

1. Click the  button, located in the Login Status section of the left menu pane. 
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4. How to Get Help 
This section will tell you where to get help if you get “stuck” and are unable to find answers in this manual. 

Included are Internet as well as on-campus resources. 

4.1. Internet Resources 
If you find that you need help that does not fall within the scope of this manual, there are several online 

resources you can use to find additional information about Joomla!, including those listed in  

Table 2. 

Table 2. Joomla! Web Resources 

Web Resource Location 
Joomla! FAQs http://docs.joomla.org/Category:FAQ 

Joomla! Official Documentation  http://docs.joomla.org/ 

Joomla! Discussion Forums http://forum.joomla.org/ 

Joomla! Tips and Tricks http://docs.joomla.org/Category:Tips_and_tricks 

Absolute Beginners Guide to Joomla! http://docs.joomla.org/Beginners 

 

4.2. On-Campus Resources 
If you cannot find the help you are looking for online, or if the problem you are having is specific to the 

NMT website, please consult the resources listed in Table 3. 

 
Table 3. On-Campus Resources 

On-Campus Resource Contact Information 
NMT Web Development Team webdev@nmt.edu 
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5. Creating and Publishing a New Article 
In this section you will learn how to create a new article using the NMT Website front end. 

NOTE: Before you begin, please make sure that you are logged in to The NMT front end by ensuring 

your username shows up in the Login Status section of the left menu pane. If you need help 

logging in, see section 3.1 (page 7). 

5.1. Inputting an Article with the Submit an Article Page 

1. Click Submit Content in the Your Website section of the left menu pane (Figure 5). This will bring 

you to the Submit an Article page. 

 
Figure 5. The Your Website section of the left menu pane. 

2. Type the desired title of the article in the Title text box of the Editor section of the page (Figure 6).  

 
Figure 6. The Submit an Article page, where you will create your article. 
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NOTE: Clicking the  button will abort this process without saving and you will lose any 

changes you have made to this page. 

 

3. Input the information you want your article to contain into the text editor (Figure 7). This editor 

works much like Microsoft Word. 

 
Figure 7. The text editor on the Submit an Article page. 

NOTE: Make sure to use the appropriate format from the dropdown menu for your various levels of text. 

For example, use the paragraph style for your paragraphs and the Heading 1 format for your 

largest heading. 

 

NOTE: If you wish to copy and paste your article from another document editor (such as Microsoft 

Word), be sure to first copy it into a plaintext program (such as Notepad) then into the text 

editor. This process removes any unwanted styles and formats that the alternate document editor 

may have added.  
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5.2. Preparing Your Article for Publication 

1. Scroll down to the Publishing section of the page to prepare the article for publication on the 

website (Figure 8). 

 
Figure 8. The Publishing section of the Create an Article page. 

2. Select the appropriate section for this article by selecting it from the Section dropdown menu. 

3. Select the appropriate category for this article by selecting it from the Category dropdown menu. 

NOTE: The Section and Category menus may be limited based on which NMT department you work 

for. 

4. Leave the Published and Front Page radio buttons on their default settings. 

5. Insert your name into the Author Alias text box. 

6. Choose dates to Start Publishing and Finish Publishing the article (if applicable), by clicking the 

 icon next to the text boxes and selecting your chosen date from the calendar that pops up 

(Figure 9). 

 
Figure 9. Example calendar for the Start Publishing text box. 
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7. Leave Access Level set to “Public.” 

8. Scroll down to the Metadata section (Figure 10). 

 
Figure 10. The Metadata section of the Submit an Article page. 

9. Enter a description for your article in the Description text box. 

10. Input keywords relevant to your article in the Keywords text box. 

5.3. Submitting Your Article 
1. Read over your article and check all text boxes to ensure all settings are correct. 

2. Click the  button to submit your article. 
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6. Editing an Article 
In this section, you will learn how to make changes to a pre-existing article on the NMT Website. 

1. Navigate from the NMT frontpage to the article you wish to edit. You can also try to locate the 

article by typing relevant search terms into the search… text box, located at the upper right corner 

of the NMT Website, and click the  button. 

2. Click the  icon located on the upper right side of the article. This will bring you to the Submit an 

Article page. 

3. Edit the article using the text editor. This editor works much like Microsoft Word.  

4. NOTE: This editor is identical to the one used to submit an article. If you need help using the editor, 

please see section 5.1 (page 10). 

5. Click the  button to submit your article. 

NOTE: Clicking the  button will abort this process without saving and you will lose any changes 

you have made to this page. 
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7. Adding Images to an Article 
This section will teach you how to add images to an article. You will learn how to upload an image to the 

NMT Web Server and how to add an image from the NMT Website to an article. 

All of the tasks in this section require accessing the Image Manager mini-window, so that is the first task 

for this section. 

NOTE: The text editor has an image uploading function, but it is advised that you use the methods 

described in this section. 

7.1. Accessing the Image Manager Mini-Window 

1. Navigate to the Editor section of the Submit an Article page. 

NOTE: For instructions on how to navigate to the Submit an Article for new articles see section 5.1 

(page 10). For instructions on how to navigate to the Submit an Article page for pre-existing 

articles see section 6 (page 14). 

2. Place your text cursor ( ) at the position in your article where you wish to insert your image. 

3. Scroll down the page past the text editor until you see the list of links shown in Figure 11. 

 
Figure 11. The list of links in the Editor section. 

4. Click Image. This action will open up a mini-window within the main browser window. The rest of 

the main browser window will be darkened. This mini-window is the Image Manager (Figure 12). 

 
Figure 12. The Image Manager mini-window. 
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5. Close the mini-window by clicking the  button or by clicking on any part of the darkened main 

browser. 

NOTE: If you close the mini-window before you have inserted your image, you will have to repeat this 

process. 

7.2. Uploading an Image to the NMT Web Server 

1. Access the Image Manager mini-window. If you need help with this step, see section 7.1 (page 15). 

2. Use the Directory dropdown menu (Figure 13) to select the location where you would like your 

image to be saved. Please note that your Directory menu may be limited based on which NMT 

department you work for. 

 
Figure 13. The Directory dropdown menu. 

3. Scroll to the bottom of the mini-window to locate the Upload section (Figure 14). 

 
Figure 14. The Upload section, located at the bottom of the Image Manager mini-window. 

4. Click the  button.  

5. Select the file on your computer that you wish to upload. 

6. Click the  button. When the upload is complete, the file’s thumbnail will appear in the 

directory you selected. 

7.3. Inserting an Image  

1. Access the Image Manager mini-window. If you need help with this step, see section 7.1 (page 15). 

NOTE: In order to be inserted in articles, images must be located on the NMT Web Server. If you need 

to upload an image, see section 7.2 (page 16). 
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2. Use the Directory dropdown menu to select the location where your image is located. This will 

display all of the folders (as folder icons) and images (as thumbnails) located in that directory (Figure 

15). Please note that your Directory menu may be limited based on which NMT department you 

work for. 

 
Figure 15. The Directory dropdown menu. 

NOTE: Clicking the  button will close the mini-window without placing the image in your article. 

3. Click the thumbnail of the image you want to insert. This will place a dotted outline around the 

thumbnail and its filename. 

4.  Type a description of the image in the Image Description text box. This text is what viewers will 

see when they insert their mouse cursor over the image. 

5. Type your image’s title in the Image Title text box. 

6. Use the Align dropdown menu to select how you would like your image to be aligned on the page. 

7. Click the Caption checkmark if you would like your image to have a caption generated from your 

Image Description and Image Title. 

8. Click the  button to insert the highlighted image into your article. 
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8. Creating a “Read more…” Link for an Article 
In this section you will learn how to create a “Read more…” link to an article. A “Read more…” link is a 

preview of the first few sentences of an article, which are placed on the NMT front page to give readers an 

idea what the article is about. The reader can read the first few sentences of the article and then click the 

“Read more…” link to view the article in whole. 

1. Navigate to the Editor section of the Submit an Article page. 

NOTE: For instructions on how to navigate to the Submit an Article for new articles see section 5.1 

(page 10). For instructions on how to navigate to the Submit an Article page for pre-existing 

articles see section 6 (page 14). 

2. Scroll down the page past the text editor until you see the list of links shown in Figure 16. 

 
Figure 16. The list of links in the Editor section. 

3. Click Read more. A thin red line will appear in the text editor, as seen in Figure 17. Content above 

this line will be the preview text for the article.  

 
Figure 17. An example of inserting a "Read more..." link. 

4. Place the content you wish to have in your preview text above the red line. 

NOTE: After clicking the “Read more…” link, readers will be able to view the entire article at once – not 

solely the text below the red line. 
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9. Adding Links to an Article 
The following section will teach you how to add hyperlinks to a variety of different locations. You will learn 

how to access the Link Manager mini-window and how to link to a downloadable file, an article on the 

NMT Website or an external website. This section also includes instructions for generating a list of links to 

related articles on the NMT Website. 

Many of the tasks in this section require accessing the Link Manager mini-window, so that is the first task 

for this section. 

9.1. Accessing the Link Manager Mini-Window 

1. Navigate to the Editor section of the Submit an Article page. 

NOTE: For instructions on how to navigate to the Submit an Article for new articles see section 5.1 

(page 10). For instructions on how to navigate to the Submit an Article page for pre-existing 

articles see section 6 (page 14). 

2. Place your text cursor ( ) at the position in your article where you wish to insert your link. 

3. Scroll down the page past the text editor until you see the list of links shown in Figure 18. 

 
Figure 18. The list of links in the Editor section. 

4. Click Linkr. This action will open up a mini-window within the main browser window. The rest of the 

main browser window will be darkened. This mini-window is the Link Manager (Figure 19). 

 
Figure 19. The Link Manager mini-window. 
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5. Close the mini-window by clicking the  button or by clicking on any part of the darkened main 

browser. 

NOTE: If you close the mini-window before you have inserted your link, you will have to repeat this 

process. 

9.2. Linking to a Downloadable File  

1. Access the Link Manager mini-window. If you need help with this step, see section 9.1 (page 19). 

2. Click Files. This will reveal the Link files screen. 

3. Select a directory from the Directory dropdown menu. This will display all the files available in the 

directory. Please note that your Directory menu may be limited based on which NMT department 

you work for. Figure 20 shows an example using the directory images/stories/AcademicAffairs . 

 
Figure 20. Files available within the images/stories/AcademicAffairs directory. 

4. Click the icon of the file you wish to create a link for. This action will hide the Directory and reveal a 

series of text boxes for additional image information. Ignore all except for the Text text box. 

5. Fill the Text text box with what you want your link to say. That is, the text readers will be clicking 

when they click the link. 

6. Click Get link! This will insert the link into your article. 
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9.3. Linking to an Article on the NMT Website 

1. Access the Link Manager mini-window. If you need help with this step, see section 9.1 (page 19). 

2. Click Articles. This will reveal the Link articles screen (Figure 21). 

 
Figure 21. The Link articles screen. 

3. Locate and select an article to link to by using one of the following methods: -- pick -- or search. 

9.3.1. Selecting an Article Using -- pick -- 

1. Select a department from the -- pick -- dropdown menu. A second dropdown menu – the Category 

dropdown menu – will appear. Your menu may be limited based on what department you work for. 

2. Select a category from the Category dropdown menu. A third dropdown menu – the Article 

dropdown menu – will appear. 

3. Select the article you wish to link to from the Article dropdown menu. A preview of the article you 

chose will appear. Figure 22 shows an example of using -- pick -- using Academic Affairs for the 

department, About Us for Category and About Us for Article. 

 
Figure 22. Locating an article using -- pick --. 
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4. Click Get link! This will insert the link into your article. 

9.3.2. Selecting an Article Using search. 

1. Type keywords related to the article you are seeking in the search text box. 

2. Click the  button. This search will generate a list of articles with keywords matching your 

search terms. 

3. Click the  button next to the article you wish to link to. Figure 23 shows a partial list 

generated using “academic affairs” as keywords in the search text box. 

 
Figure 23. A search list generated using "academic affairs" keywords. 

5. Click Get link! This will insert the link to the file you chose into your article. 

9.4. Generating a “Related Article” Links List 

1. Access the Link Manager mini-window. If you need help with this step, see section 9.1 (page 19). 

2. Click Create related links. This will open the Related Article Links page. 

3. Type some keywords relevant to your article into the text box. 

4. Click the  button. This will generate a preview of your Related Articles links list. Figure 24 

shows an example Related Articles link list generated using the keywords “student affairs.” 

 
Figure 24. An example Related Articles links list using “student affairs” as keywords. 
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5. Click Get links! This will insert a generated line of code into your article, which will be the Related 

Articles links list when the website is viewed. 

9.5. Linking to an External Website 

1. Click the  icon in the text editor. This will open the Link mini-window (Figure 25) and darken 

the rest of the main window. 

 
Figure 25. The Link mini-window. 

2. Type the web address of the web page you are linking to in the URL text box. Do not include 

“http://”. 

3. Click the  button to insert the link into your article or the  button to abort 

this process without inserting a link. 
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10. Submitting an Event to the Tech Calendar 
This section will teach you how to submit an event that will be displayed on the Tech Calendar. 

NOTE: Before you begin, please make sure that you are logged in to The NMT front end by ensuring 

your username shows up in the Login Status section of the left menu pane. If you need help 

logging in, see section 3.1 (page 7). 

1. Click Tech Calendar, located in the Campus Resources section of the left menu pane (Figure 26). 

  
Figure 26. The Campus Resources section of the left menu pane. 

2. Click the  button on the Tech Calendar (Figure 27). This will open the Add Event page. 

 
Figure 27. The Tech Calendar. 
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6. Type the event title the Event Title text box of the Event Details section of the page (Figure 28).  

 
Figure 28. The Event Details section of the Add Event page. 

7. Type the description of your event into the text editor. This editor works much like Microsoft Word. 

NOTE: If you wish to add images to your event description and need help, see section 7 (page 15). If you 

wish to add links to your description and need help, see section 9 (page 19).  

8. Select a category for your event from the Category dropdown menu. Please note that the menu 

may be limited based on which NMT department you work for. 

9. Select a date for your event using the Start Time: dropdown menus. 

10. Select a time for your event using the At: dropdown menus. 

11. Select a duration for your event by choosing the appropriate Duration: radio button. 
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12. Type your (or your organization’s) contact information (such as address and phone number) into the 

Contact Info text box in the Contact Details section (Figure 29). 

 
Figure 29. The Contact Details section of the Add Event page. 

13. Type your Email address into the Email text box. 

14. Type the web address of your website, or the website pertaining to your event, into the URL text 

box. 

15. Use the Repeat Event section to designate if your event repeats and how often, and when it stops 

repeating (Figure 30). 

 
Figure 30. The Repeat Event section of the Add Event page. 

 If your event does not repeat, click the Don’t repeat this event radio button. 

 If your event does repeat, click the Repeat every radio button, then type the duration between 

repeats into the text box. Finally, use the Day(s) dropdown menu to select the units (days, 

months, etc.) that match the number you typed into the text box. For example, if your event 

repeats every two weeks, type 1 in the text box, then select Week(s) from the menu. 

 If your event repeats after a set number of occurrences, click the End after radio button, then 

type the number of occurrences into the text box. 

 If your event continues to repeat until a specific date, use the Repeat until: dropdown menus 

to designate a date for it to stop repeating. 

NOTE: The Repeat Event section is collapsible. That is, it can be hidden so only the title bar is visible. 

If your Repeat Event section is collapsed, simply click the  button to expand it. 

16. Click the  button to submit your event. 
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11. Glossary 
Article: A piece of information, including text and images, displayed in the main body of the web page. 

Articles are organized by Section and Category. See page 10. 

Category: A collection of related Articles; for instance, the Category ‘Airplanes’ may contain Articles on 

‘Biplanes’ and ‘Jets’. Categories are organized in Sections.  

Content: The information contained and displayed on a web page.  

Content Management System (CMS): A program with which users can upload or create content (such 

as articles, images or videos) for a web page and then manage it through an interface. 

Downloadable: An item that is available for the user to download from a web page. See page 20. 

Formats: Preset styles used in the Article Editor to easily maintain a set look for Article content. 

Frontend: The part of a web page seen by visitors and registered users. 

Joomla!: An open source web content management system. 

Open Source: A general term describing several parts of the Free Software License movement. All the 

source code for Joomla! is open source and is readable and changeable by any user. 

Plaintext: A term describing ordinary, unformatted text.  

Published: A term related to Articles, in that Articles will only display on your web site if they are 

published. Articles can be managed with a start and end date of publishing. 

Radio Button: A type of graphical user interface element that allows the user to choose only one of several 

set options.  

Section: A Section is a collection of Categories that are related in some way. It is part of the 

Section/Category/Article hierarchy. For example, a Section might be called ‘News’, Categories in this Section 

might be 2007, 2008, and 2009. 

Text Editor: A software program designed to edit and create text files, similar to Microsoft Word.  

URL: An acronym meaning Uniform Resource Locator, commonly known as a web address.  

Web Browser: A program used to view and interact with various types of Internet resources available on 

the World Wide Web. Firefox, Internet Explorer, and Safari are three common examples. See page 6. 
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