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Logging in to the Content Management System 

Welcome to The W’s Joomla Content Management System on www.muw.edu. 

STOP:  If you do not have a login for the www.muw.edu site, please contact your administrator or the 
University Webmaster. 

To get started, open a web browser and go to http://www.muw.edu/administrator. 

 
Joomla Login on www.muw.edu 

 

Where prompted, enter your username and password provided by the administrator. 

  

http://www.muw.edu/administrator
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Once you have logged in to the Content Management System (CMS), you will be taken to the Site 
Dashboard.  This is the main screen from which all actions begin.   We will reference this screen 
throughout the guide. 

NOTE: This display is that of a Content Manager. Your screen may be slightly different, but will have 
many of the same features. 

 
Site Dashboard. Arrows point to features covered in this guide. 

One important note: Never use the back arrows on your browser once you have entered Joomla.  
Backing out of an article you have opened will lock it and prevent others for editing the page.  You 
should always use “CLOSE” (if you haven’t made any changes) or “SAVE & CLOSE” (If you have made 
changes you wish to publish).  
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HTML Basics 

When working with the CMS, you may need to make a few changes to the HTML of the site.  It’s a good 
idea to know the basics of HTML. Even if you don’t completely understand what the code does, you 
should know what the tags are that we use. 

<p> This is the paragraph, or hard return, tag.  It always needs a closing tag. </p> 

<br> Similar to the hard return tag is the line break, or soft return tag.  
          This tag doesn’t need closing tag. 

<strong> This is the tag for bolding a word or sentence. It always needs a closing tag </strong> 

<em> This is the tag for emphasis, or italics. It needs a closing tag </em> 

So say you wanted to have a paragraph with a line break, something bolded and something italicized.  
Here’s how the coding would look: 

<p>She is a born leader, and although she thought I was joking when I told her I believed she 
would be President someday, <em>I am completely serious about that prediction.</em><br> I 
am very, very glad that we have been fortunate to have her here for four years; <strong>she 
personifies everything that we value at The W.</strong></p> 

And here is how it will look on the frontend. 

She is a born leader, and although she thought I was joking when I told her I believed she would 
be President someday, I am completely serious about that prediction. 
I am very, very glad that we have been fortunate to have her here for four years; she personifies 
everything that we value at The W. 

<div> Div tags can be used to change the properties of several paragraphs, or an entire page. These are 
typically seen with tag modifiers such as class (preset changes set in the Cascading Style Sheet, CSS) or 
style (one-time adjustments to the content). Div tags need a closing tag. </div> 
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Finding and Editing an existing Article on the website 

This is likely the most common task for a Content Manager.  Updating an existing webpage is as simple 
as sending an email.  The following steps will walk you through the process. 

1. From the Dashboard, select Content > Article Manager. 
2. On the new page you will see a search box.  If you know the title, or a keyword, enter it in the 

search box to find the article you wish to edit. 
 
TIP: Many Departmental Pages have the College/Division name or Abbreviation in the title, such 
as:  A&S (LLP, COM, HPG, ART, SciMath, etc.) ; BusPro; EDHS; NSLP (ASN, BSN, SLP);  AA 
(Academic Affairs); Housing; Campus Rec…  Your department’s URL can tip you off to the 
common abbreviations used.   
 

3. If you do not know the title or a keyword, you can search by Category.   
4. Click the “Search Tools” button next to the search box. 
5. Change the dropdown “SELECT CATEGORY” to the section you are trying to update.  The page 

will refresh once you have made a selection. 
 
NOTE: Departmental News is under MUW News, while Departmental Pages are further down 
the list under Academics/Student Affairs/Administration. 

Searching for an article by Category. 
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6. Once you have found the article you wish to edit, click the title open the Article Editor. 
7. Inside the Article Editor, you will have text editor, complete with Spell Check. 

Inside the Article Editor 
 

8. Make any changes to the article you need. 
9. Once you’ve completed the changes, select “Save & Close” in the top right.  
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Posting an Article to the Website 

NOTE: Never copy text directly out of an email or Microsoft Word, this will create over 300 lines of 
unnecessary code in the CMS.  Always copy the release to a text editor, such as Notepad, or an HTML 
editor, such as Dreamweaver, first. 

 
Word will add 327 lines of unnecessary code to the page! The entire story only has just 15 lines of code if 
formatted correctly. 

 

 

1. To create a new article, start at the Dashboard. 
2. In the Dashboard Menu, select Content > Article Manager > Add New Article. 
3. Each field of the Article Manger with a asterisk (*) beside it is required to be completed. 
4. Enter a Title for the release in the text field “Title”.  (This will be visible to the public.) 
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5. In the “Category” drop-down box select the category to which you wish to post. (If you don’t 
know your category, ask one of the site Administrators.) 

6. The “Alias” text field will automatically populate when you save the story.  “Access” will remain 
Public. “Language” will remain set to All. 

7. “Status” may be left as Published, or set to Unpublished if you wish to hold the story until later.  
NOTE: Once an article has been saved with the status set to published, it will appear on the live 
site. 

8. “Featured” is not used, unless you are posting a news release to the university home page. 
9. Copy your story from your text or HTML editor into the body of the article. You may also write 

you story here. 
10. IF YOU ARE POSTING A NEWS ITEM FOR YOUR DEPARTMENT: Place the cursor after the first 

sentence of the story, then select the “Read More” button below the article body text editor. A 
dotted red line will appear in the article. This where a “Read More” button will appear on the 
live site. (This step is not necessary if you are editing a department/college page). 
 

Most commonly used elements of the Article Manger. 
 
 

11. Select Save to continue working or Save & Close to complete the process. 
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Adding a Photo to a News Story/Announcement using 
RokGallery 

1. Now that you have created and saved a story, you will want to attach a photo to it. 
2. From the Dashboard, go to the Dashboard Menu and select RokGallery from the Left side 

menu. 
TIP: CTRL + Click RokGallery. This will open a new window and allow you to work in both your 
article and RokGallery at the same time. 

RokGallery 
 

3. Select the Upload button in the top, center of the page.  A window will appear. 
4. Select the Browse button and choose the files you wish to upload. The system will accept .jpg 

and .png files. (Do not attempt to load .doc, .docx, .pdf files into RokGallery, it doesn’t like that.) 
5. When you have chosen all the files you wish to upload, select the Upload button.   
6. The window will display an uploading status. Once the process is complete, select Close. 
7. The large format original of your photo is now in the system.  Choose the notepad and pencil 

icon below you photo to edit it.  The image will flip over and open, revealing more details. 
 



9 
 

Choose the notepad and pencil icon to edit the image. 
 

8. We will create a new image for our story from this master photo.  Select New.  This will open 
the photo editor. 
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9. The ideal size for a news article photo is 600 x 600.  On the photo editing page, just above the 
image, you will see a pair of numbers with a lock above it.  This controls the overall size of your 
new image.  The number on the left is the width, while the number on the right is the height.  
Adjust the image to a usable size then select Apply. We will crop the image in the next step. 

 
The original image is too big. But RokGallery can resize it. 
 

10. You’ll note a box with a dotted line (sometimes called marching ants or a marquee) has 
appeared around the photo. This is the cropping tool for our image.  The set of numbers directly 
to the left of the numbers we just edited with adjust the size of the cropped image.  Remember 
we need a photo that is 600 by 600.   
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We need a square image. We can crop the original image in RokGallery. 
 

11. Enter 600 in the width box and 600 in the height box.  You see that your marquee box is now a 
square. Drag the marquee box to the position you want for the cropped image. 

12. Add a Title to the image NOTE: In some cases, this can be seen by the public. 
13. All other fields can be left blank. 
14. Select the Publish button in the top, right corner. The dot in the button will change from red to 

green. 
15. Now select the Save button and you will return to the RokGallery page.  You have now created a 

new image cropped to the proportions we need. 
16. Let’s now get the URL for this image to put in the story.  Click on the Share button next to the 

image.  A new window will pop-up. 
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Click Share to get the URL for our new image. 
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17. Click on the top URL to highlight it.  Use CTRL + C to copy the URL. 

 

 
Copy the top URL to add the picture to the article. 
 

18. If you opened RokGallery in a new tab, go to your story tab.  If you did not, use the Dashboard 
Menu to go to Content > Article Manager. 
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19. Just below the title of the article is a series of tabs. Select “Images and Links” 

 
Change the Article Editor to the Images and Links tab. 
 

20. You will see there are two places to enter an image on the left of your screen, “Intro Image” and 
“Full Article Image.” 

21. Click “Select” next to Intro Image.  This will open a pop-up window. 
22. Just below the file listings, you will see Image URL.  Paste the RokGallery URL for your image in 

this box. 
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Paste the address of your image into the Image URL box in the Article Editor. 
 

23. Select Insert. 
24. Once back on the Images and Links page, enter a brief description of the image in the Alt Text 

box.  This is used by the visually impaired to better understand the content of the website. 
25. Repeat the same process with the Full Article Image. 

 
So why did we just post the same image in two place? Will it appear twice? 
Glad you asked!  The Intro Image is used in the description of articles on the 
department/college/university’s news page.  The Full Article Image is the picture that will 
display when you open the article to read it. 
 

26. Select Save to continue working or Save & Close to complete the process. 
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Adding a Photo to a Departmental Page using RokGallery 

So maybe you are trying to update a departmental page and you need a photo in an exact position on 
the page, and you really don’t need an Intro Image.  Here’s how to add a photo anywhere on the page 
using RokGallery. 

IMPORTANT NOTE: What you see in the Article Editor, in terms of layout, is not necessarily what will 
display on the website. Be sure to check you live page to see how the image is displayed. 

1. The first part is the same as above. Complete Steps 1-18, once you have the URL for your image, 
proceed to Step 2.  NOTE: An image on a departmental page does not need to be square, nor 
does it need to be 600x600. 

2. If you opened RokGallery in a new tab, go to your story tab.  If you did not, use the Dashboard 
Menu to go to Content > Article Manager. 

3. In the body of your article, place the cursor before the first word the line were you want your 
image to be displayed. 

4. Click the icon of a photo in the toolbar above the story. This will open a pop-up window. 
 

Choose the picture icon to add a photo to the article. 
 

5. In the new window, paste your copied URL into the text box Image URL. 
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Add the image to the article. 

6. The Alternate Text should explain what is in the photo.  
NOTE: This helps with search engines and is also used by browsers for the vision impaired. It can 
be seen by the public. 

7. Alignment can be set to Left or Right as desired.. 
8. Dimensions  should automatically populate 
9. Border should be set to 1 with the Style “Solid” and the Colour “#000000”. (That’s the code for 

black.) 
10. Margin should be set to 10 on each. (This is the amount of “breathing room” around the 

picture.) 
11. Select Insert.  This will close the pop-up window. 
12. Select Save to continue working or Save & Close to complete the process. 
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Adding an entry into the Calendar 

First, let’s take a look at how the new calendar looks to the public and check out some of the new 
features.  The master university calendar can be found at http://www.muw.edu/calendar.  

The new campus calendar will act as the central source for everything that is happening everywhere on 
campus. 

The first thing you’ll notice is the calendar has dozens of categories, so you’ll be able to display content 
exactly how you would like it.   

 

 

 

 

 

 

 

http://www.muw.edu/calendar


19 
 

The campus calendar will also allow users to change the display of the calendar by month, week, day, or 
specific category.  It also has a search tool to help you find the event you are looking for. 

 

 

Finally, the event page can provide much more detail than ever before! In addition to the basics (name, 
description, date, and time), you can now add images, web links and even a map to the location. 
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Let’s get started. 

 

Upon logging into the Joomla administrator, you will be taken to the Site Dashboard.  This is the starting 
point for everything you do on the university’s website. 

1. From the Dashboard, select JCalPro on the left side of the page. 
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2. The page will re-load to the JCalPro Calendar Dashboard. 

 
   JCalPro Dashboard. 
 

3. Select Manage Events. 
4. To Create a new event, select the green “NEW” button on the top left.  The page will reload with 

the Event Manager. 
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   JCalPro Event Manager page. 
 

5. Any box marked with an Asterisk (*) is required for the event to be published.  These are: Title 
and Primary Category. 

6. While the Body Text is not required, a brief description is suggested.  You can also include image 
via RokGallery within the body of your event. 

7. You can select an Event Location from the Location button just below the Title.  This will add a 
Google Map of the location to your event listing. 

8. You can add your event to additional calendars using the Secondary Categories box.  (Make sure 
you have permission to add your event to another department/college/division’s calendar first!) 

9. Once you have entered your event listing information, select the EVENT DATE tab just above the 
Title.   
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   Event Date Tab 
 

10. Enter the Start Time for the event in Central (Chicago) Time. 
11. Choose a Duration for the event.  You can give it a specific date and time; a length in Days, 

Hours, and Minutes; Mark it as an All Day Event, Or give it No End Date.  
12. The Registration Tab is not used by the university.  For questions about Registration Forms, ask 

University Relations. 
13. If you are scheduling a regularly occurring event, such as departmental or club meeting, you can 

set this up under the REPEAT METHOD Tab. 
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Repeat Method Tab allows you to schedule a recurring meeting with one entry. 
 
TIP: Set your Repeat Until date to the day AFTER the final event, as the calendar removes events 
at Midnight. (So if your final event is October 31st, Schedule your Repeat Until to November 1st.) 
 
NOTE: Avoid scheduling annual events in repeat.  You should also remember to set the final 
recurrence at no greater than the end of the current academic year to avoid publishing event 
during the summer. 
 

14. Once you have entered all the details for you event, select SAVE & CLOSE. 

 


