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Office Plus Joomla! Website Training

Office Plus website training within Joomla! 1.5. This
document teaches how to apply general editing of website
content for the Office Plus Joomla! website.
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GoDaddy Credentials:
Hosting Company: Godaddy.com

Domain Name: officeplus.mptcclubs.com
URL: http://www.officeplus.mptcclubs.com/

Joomla! Credentials:
For security reasons this section has been omitted

How to Login to the Joomla! Site:
1) Go to: http://officeplus.mptcclubs.com/officeplus/administrator/.

1 Joomial officeplus

Joomla! Administration Login

2) Login using your ID and Password (listed under Joomla! Credentials).

Some tips on the navigation menu within Joomla!:
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*Do not use the browser’s navigation buttons within Joomla! It will be much easier to use the navigation
menu and commands when working within the Joomla! Interface.

1) Save will save changes and close out the current article/page you are editing.
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2) Apply will apply changes for you to view the site, but not close out the current article/page you
are editing.

3) Close will close out of the current article/page you are editing.

4) Preview gives you a rough idea of how the page will look before being published on the server.

How to edit content:
1) Select Article Manager.
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2) Select the article you want to edit.
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3) Edit content just as you would in Microsoft Word.
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1 Joormial officeplus
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This is the heading as noted in the ol sl i o
Format menu as Heading 1. This appears
at the top of each page in bold black
letters. You may change the text for this,
but be sure to keep it formatted as
Heading 1.

4) Select Apply or Save and visit: officeplus.mptcclubs.com to visit the page you made changes to.

How to add a new article:
1) Go to the Article Manager (You can go there using the content dropdown menu or directly from

the control panel as shown in the “how to edit content section” above)
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2) Select New in the navigation menu
3) Give the article a title and assign it a section and category. (This just makes it easier to organize
information when there are multiple articles. If you are not sure, leave it as uncategorized.)
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4) If you want this to display on the front page select “Yes” for Front Page
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o Article: [New]
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Recent News
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5) Type in content as you would in Microsoft Word, being sure to add a Heading. The very first
heading you enter will be titled Heading 1 from the dropdown menu.
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Some tips on adding articles:

1)

2)

It is best to type up shorter paragraphs better than one long paragraph as you would a paper.
People tend to read shorter segments better on the computer than long drawn out paragraphs.
Sometimes it is easiest to see this if you go back and forth between the Joomla! backend of the
site (where you type the articles) and the frontend of the site.
When adding multiple articles to the front page, it may be a good idea to include a Read More
option so it does not clutter up the page.

a. To do this, simply place the curser where you want the article to stop on the font page

and click the Read more button. A red line will appear where the break occurs.
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b. After doing so, you can view your article and where it is placed on the front page by

going to the main URL.

officeplus

Office Plus for your convenience and your budget!
Do you feel overicaded?

Students reaching out

Students Reaching Out

Notice how it automatically gives an
Author name and Date and displays
the Title you entered. If you don’t
want this to display, you can deselect
it in the Parameters Menu within the
Article Menu. (Instructions below)

c. Inthe Article Manager, select the Parameters tab dropdown to the far right.

SO . IR < IS

Article: [Edit)
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d. Change the Show Title to “No” by selecting the dropdown menu. Also Change Author
Name, Current Date and Time and Modified Date and Time to “Hide” as displayed
below.

¥ Parameters (Article)
= Parameters (Advanced)

Show Title |No [+]

Title Linkable | Use Global [=]

Intro Text | Use Global [

Section Name | Use Global El

Section Title Linkable | Use Global [=]

Category Title | Use Global ]

Category Title Linkable | Use Global El

Article Rating | Use Global =]

Author Name

Created Date and Time

Modified Date and Time ;
PDF lcon | Use Global [=]
Printlcon | Use Global [=]
E-mail lcon | Use Global [=]
Content Language | - Select Language - EI
Key Reference

Alternative Read mora:
text

¥ Metadata Information

How to add images to Articles:
1) Select Image at the bottom of the Article Manager page.
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Students Reaching Out

Students of the Business Office Essentials class have been reaching out to the community. Many of their peers are grateful {
feeling to know I don't have to type up all the meeting minutes from my club meeting this week because 1am in a time cry

Although it does cost me a lictle money, f is not very much 2t all and is well worth the time I save!”

‘We would like to thank all the students for their hard dedication and work this year

Path

image == | Pagebreak Read more... Add attachment § | Toggle editor

2) Adialogue box will appear. Click Browse to locate the image you want to use. Then select Open.
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food fruit articles.jpg clock jpg distribution_jpg ext_com.png |
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girl holding joomia-
ext_lang.png ext_mod._png ext_plugin.png books.jpg dev_cycle.png key jpg -
Image URL Align | Not Set [+]
Image Description e
Image Title Caption [
Upload -

4) Select the image and click Insert. Give the image a Description.

a. *Itisimportant to give an image a description so people will know what the image is if a
screen reader needs to read it or if the image does not display for some reason.

b. If possible, optimize (downsize) images before uploading them. You can do this in a
program like Microsoft Office Picture Manager. If not, you can scale images down, but
they may take longer to load on each page.

c. Ifyou wish to include a caption, type one in and click the Caption checkbox.
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d. [find it works better to leave the caption box empty and type the caption within the
Article. This way you can easily style it and place it how you want to. Check your work by
visiting the URL and selecting the article. You can always go back and make changes.

@ oz i

Harme

* Home

* Sorvices

= About Office Fus
* Contact Office Pies

S 2010 Office: Plus | & 2010 Cathie Roegner

Prwered by valid ang

How to edit contact information:
1) Go to components > contacts > contacts
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2) Select your name.
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3) To the left is where you edit your information. The Parameters on the right can be selected to
display or not to display on the page.
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How to change your hours:
1) Go to the Module Manager under Extensions.

sormial officeplus

S#e  Henws  Coment  Components | Exsensions | Tool  Help S Frevew & B

= e—

& Uotum tansnr - Logged in Lsers

” = = Pupn Massger (1] 3 ¥ I—_-. r mame  Gioup et Last Acsity Logout
‘-' I Tempiute Manager aamn ces sommnuet st 50 hourn mg
L4 e Srvcie Ao Uatager PSR | nguage Minager e : Popular

Recent addod Aricles

m ’ Manu Stats

Locsedlin Froe Saltware relesaed urder the DRUOM. |senas

© 2010 Cathie Roegner



Office Plus
Training Guide

2) Select the Hours Module and click Edit.

1 Joormial officeplus
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3) You will see below a workspace similar to that in the Article Manager. Change these as you

would in Microsoft Word and style as you wish.

1 officeplus - Administration % | Students reaching cut
Uens Assignmest
Menus: @ ay Nene Sast Manu Bene) Som e Lat

Menu Selection: madma
.

Custom Cutpet

D7 U EZEJN,/ st - Format - Forkfamly - Fordsde

nesE L i LE SR o A-2-0

o - 2l < |0 @ -
&0 E

s D@l
Monday: 1nm-4pm
Tuesday: L0am-2:300m
Wednesday: 10am-50m
Thursday: 10:303m-4pm

Friday: ciosed

For more information visit:
e http://www.joomla.org/
e YouTube.com also has free tutorial videos-just search any subject

e Lynda.com provides multiple courses on Joomla! (subscription required)
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