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Introduction

Joomla is a Content Management System (CMS), a 
software app that runs on a website server, and provides 
functionality for the efficient management of large 
websites.

Pages are generated dynamically, using the styles and 
rules set in various templates, and the content stored in 
the database.

Joomla also stores related media and files, such as 
images, music, videos, and documents. These are linked 
or embedded as needed on the website pages.

Joomla provides an administration interface, and allows 
access to it allowing only to authorized users.

Joomla functionality can be expanded using extensions: 
software packages that leverage the core structure of 
Joomla to provide new tools for website managers and 
visitors, for example: event registration, contact forms, or 
online shopping.

Website Visitors

Access Management

Database

Media and Files

Templates

Extensions
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Access



Log in to administration backend

To access Joomla Backend Administration interface, go to your 
website home page and add /administrator to the URL.

For example, if you website is www.example.com, you can find 
the backend at www.example.com/administrator. 

You will see a login screen like the one shown on the right. Enter 
the username and password assigned to you and click the Log In 
button.

If you forgot your username or password, click on the buttons with 
the question mark to initiate the recovery process. If you forgot 
your username, you will need to provide your email address, and 
it will be emailed to you. If you forgot your password, a password 
reset link will be sent to your email.

When you log in you are taken to the Control Panel, which is 
described in the following slide.
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Finding your way around

Control panel Administrator menu

Quick links

Link to home page User account

Notifications
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Content



How is content organized?

We use FLEXIcontent extension in all Joomla installations. 
FLEXIcontent provides advanced content management 
functionality that is not available from the Joomla core.

Content Types

All content on the site is assigned a “type” that defines the fields 
and the layout that will be used when editing and displaying 
content. On the right you can see an example of the various fields 
that for an events content type.

Items/Articles

In Joomla each unit of content is known as an Item or an Article. 
This is to differentiate it from pages, that may be displaying a 
single Item or multiple Items. Every item has a title, date, and 
main body, and additional fields that are defined by the content 
type assigned to the item.

Categories

Items are assigned to one main category and optionally to 
additional categories. Categories are organized in a tree 
structure. Categories allow to create groups or lists of items. 
Categories have layout and styling settings.
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To access the list of items you can go to 
Content > Articles or click on the Articles 
quick link
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List of items

Collapse 

side bar

Create 

new item

Click title 

to edit

Search by 

title
Filter list Show/hide 

columns

Change 

item state
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Filtering and manual ordering items

Use the filter functionality to manage websites 

with many content items. You can apply 

multiple filters simultaneously, but most likely 

you will be filtering by Item Type or Category

Click any column 

heading to sort 

by that column. 

Click again to 

toggle order 

ascending and 

descending.

Manually Ordering Items

You can organize items to be displayed in a manually 

set order (for example: Services ordered by priority). 

Since items can be assigned to multiple categories, 

the item ordering is category-specific. For this reason, 

first you need to filter the list of items by a category, 

and unselect the Subcategories checkbox.

You can click and drag the 4-point green arrows to 

move items up and down the list, or enter the order 

number in the box. When done, click the Order Save 

button to save the changes.

Items are also ordered within their state, for example: 

Published items are ordered separately from 

Unpublished items.

Order Save

Drag to move

Order number
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Pagination

You can control the 

number of items 

shown per page

Current and total 

items and pages

Use the pagination 

controls to easily 

jump pages
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Item check out

When you open an item for editing, the system checks it out to 
prevent other users from making changes at the same time.

When an item has been checked out, a padlock icon is displayed 
next to its title and you are not allowed to edit it.

Hover over the padlock icon to view the use that has checked out 
the item and when was it checked out.

When you are done editing an item, make sure you close it so 
that it is checked back in and it is no longer locked for other users 
to edit it.
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Edit item interface

Save changes 

and continue 

editing

Save changes 

and close

Save changes 

and create new 

item

Close without 

saving changes

Preview how 

item will look to 

visitors

Note: when done editing use Save or Cancel to close the 

item and ensure that the item is checked back in.

Alias is generated 

automatically and used in the 

item URL

Type to add a new tag or list 

existing tags

In multi-language sites you 

can select the language of 

the item

The content or document 

type defines the field that will 

be available.

Main body of 

the item

Fields specific 

to the content 

type

Additional 

categories, 

Featured flag, 

Language 

associations

Author, Created 

date, 

Publishing 

dates, and 

Access level

Meta 

description, 

index/follow 

tags, title tag

Access 

previously 

saved versions 

of this item
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Rich-text editor

Joomla includes a rich-text editor, or WYSIWYG (what you see is 
what you get). We install ArkEditor as the default editor, which 
provides more advanced functionality.

With the rich-text editor you can edit HTML pages without 
knowing how to code HTML. The majority of the controls and 
functions are identical to Microsoft Word, however, HTML has its 
own idiosyncrasies, which you should keep in mind.

Cut, copy, paste Font variations Clear formatting Lists and indentation Alignment

Links to pages, 

documents, and 

email

Insert image Insert table Apply style Headings and 

body text format

Custom font Custom size Custom color Full-screen

Use right-click to 

access context 

menus with 

useful tools
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Paste options

Copying text and images from other programs (Word, Excel, 
PDF) doesn’t always result as expected. This is because the 
normal Copy-Paste operation may include unnecessary styling 
and code.

To prevent this unnecessary styling and code you should use one 
of the following options.

Paste as Plain Text (the button with the “T” in it) to copy just the 
text. All formatting will be removed. You will need to manually add 
any desired styling.

Paste from Word (the button with the “W” in it) to bring in 
addition to the text some basic styling such as headings, 
bold/italic/underline, lists, tables, links, and images.

In all cases, a dialog window opens where you should paste the 
content using Ctrl+V or Cmd+V, and then click OK.
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Regular links

Regular links points to a web page, either on the same website 
or another website. They can be configured to open in a new tab.

To insert a regular link, select the text that you want to make into 
a link and click the Link button. A dialog window opens where you 
can set the link destination by browsing the website content and 
menus, or by entering the desired URL.

You can optionally click on the Target tab to make the link open in 
a new tab.

Use the Link 

button to 

insert a link

Browse the site 

content and menus 

to pick destination, 

or type a URL

Text is the label that is 

visible to the user

Click on the Target tab 

and select “New 

Window (_blank)” to 

make link open in a 

new tab
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Links to documents

Document links are similar to regular links but they point to files 
such as documents. They may be displayed directly or prompt the 
user to download and save . This type of link can also be 
configured to open in a new tab.

Use the 

Document 

button

Browse 

folders

Grid view, list view 

and date view

Upload new 

files

Create new 

folder
Search files

Click to 

select file

On hover tools are 

displayed here

Click to insert link to 

document. Additional 

options are displayed 

before returning to 

the editor
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Link to email

E-mail links open an email message prepopulated with a 
destination email address, and optionally subject line and body.

To create a link to an email, select the text that you want to 
convert to a link, click on the E-mail link button. A dialog window 
prompts to enter the email address, subject line and message 
body.

Use the 

E-mail 

button

Destination email 

address. If you need 

to enter multiple 

emails, separate 

them with comma.

Optional email 

subject line

Optional email body 

text
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Anchors

An Anchor is a point on a web page. Links can point anchors on 
the same page or other pages. 

When clicking on anchor links the browser scrolls to the position 
of the anchor. 

If you want to create an anchor on the page you are editing, set 
the cursor in the position where you want to place the anchor, 
click the Anchor button and enter the anchor name (preferably, all 
lower case, and no spaces).

Examples: 

faqs
my-anchor
section-3

After an anchor is created, it can be linked to by including it in the 
link URL. If you want to link to an anchor on the same page the 
URL only needs to be the hash symbol # followed by the anchor 
name, for example:

#faqs
#my-anchor
#section-3

If you want to link to an anchor on another page, use the URL of 
the page and append the hash symbol and the anchor name, for 
example:

/another/page#faqs
http://mysite.com/another/page#my-anchor

Use the 

Anchor 

button
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Insert images

Use the Image button to insert an image in your content. This 
opens a dialog window very similar to the one displayed for 
documents.

Use the 

Document 

button

Browse 

folders

Grid view, list view 

and date view

Upload new 

images

Create new 

folder

Search images

Click to 

select image

On hover tools are 

displayed here

Click to insert image. 

Additional options 

and tools for resize, 

cropping and rotating 

the image are 

displayed before 

returning to the editor
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Imagine alignment

Images are inserted into the page as part of the content 
flow. This means that by default images are positioned inline 
with the text. If you insert an image in the middle of a 
paragraph, the image will be part of the text flow.

By default inline images are aligned to the baseline (the 
bottom of the image is aligned with the baseline of the text). 
You can change this alignment if needed. Top aligns the top 
of the image with the top of the text. Middle aligns the 
middle of the image with the middle point of the text 
between the baseline and the top. Absolute bottom aligns 
the bottom of the image with the absolute bottom of the text. 
And absolute middle aligns the middle of the image with 
the middle point between top and absolute bottom.

In most cases you may not want images inline with text. In 
that case just place images in its own paragraph (press 
enter before and after the image).

You can optionally float the image to the left or the right. In 
this case, the image is moved to the side of the paragraph 
and the text wraps around it.

Example of an image 

floating left

Example of an inline 

image

Align Baseline

Top

Abs 

Bottom

Middle Abs 

Middle
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Tables

To insert a table, click on the Table icon and select the number of 
rows and columns that you need. You place the cursor on each 
cell to edit its contents.

Notes about tables:

• After the table is inserted you can add or remove columns and 
rows

• By default new tables are set to a width of 500px. You can 
remove this and let the table grow based on its contents. You 
can specify the width of cells or the whole table in pixels or 
percentage

• You can merge cells, and split them back

• You can align the content of each cell horizontally (left-center-
right) and vertically (top-middle-bottom)

• You can align the whole table horizontally (left-center-right) on 
the screen

• You can specify cells to be headers or data cells. This will give 
them different styling

Use the Table button 

to insert a new table

Right click on the 

table to access 

context menu with 

useful tools, as 

well Table 

Properties and 

Cell Properties
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Tables properties

When editing a Table Properties, you can control the following 
settings:

Width can be set in pixels (e.g. 150) and percentage (e.g. 75%)

Configure the first row and/or column as Headers

Set the table Cell Padding, Cell Spacing, and Border Size (see 
the diagram below to visualize their role on a table)

Align the table to the left, center, or right

█ Table Border      █ Cell spacing      █ Cell border      █ Cell padding
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Cell properties

When editing a Cell Properties you can configure the following 
settings:

The Width and Height of the cell, either in pixels or percentage 
of the whole table width. 

Select the Cell Type, either Data (default) or Header.

Make the cell Span multiple columns or rows. This is equivalent 
to merging cells.

Allow or prevent text from Wrapping inside a cell.

Set the Horizontal Alignment and Vertical Alignment of the 
contents of the cell.

Select the cell’s Background Color and Border Color.
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Additional editor functionality

Lists

Use the Ordered List and Unordered List icons to insert lists. 
Right-click on a list on the content to access additional list 
settings.

Spell Checker

Activate the Spell Checker to get visual indication of typos. Right-
click to view suggested corrections.

Special Characters

Click the Special Characters icon to insert non-English characters 
and other symbols.
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Additional content fields

Each Content Type has additional fields used to enter specific 
data and provide custom layouts. Some of the field types that you 
may encounter are:

Basic fields like Text, Drop Downs, Checkboxes and Radio 
Buttons

Date and Time fields

Phone Numbers fields

Addresses fields

Business Hours fields

Images and Image Galleries fields

File Attachments and Links fields

Video and Audio fields

Related Items (Connections) fields
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Basic fields

28

Text

Text area: allows for 

multiple lines. Can be 

configured to include 

HTML editor

Drop down 

(single select)

Checkboxes 

(multi-select)

Radio button

(single select)

Checkboxes list

(multi-select)



Date & time fields
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A calendar date picker 

is displayed when 

clicking on the 

calendar icon

Input is automatically 

validated to match 

configured time format 

(12 or 24 hrs)



Address, phone, and hours
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Address is entered 

with help of Google 

Maps suggestion

Map zoom level can be 

set to best work with 

surrounding area

Display text can be 

customized

Latitude and longitude 

are stored for display 

in map

Select day range that 

shares same hours

Enter one or more 

hours range for the 

days range



Images & videos
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Uploaded files are 

automatically resized 

and cropped to fit 

design area

Additional info fields 

typically include alt 

text, description 

(caption) and URLs

Enter YouTube URL 

and click Fetch button 

to grab video details

Customize information 

that will be displayed 

with video



Relationships
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List of available items 

is pre-configured 

based on category, 

type, and count

Related items can be 

easily viewed, 

removed, and custom 

sorted



Assignments
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Additional categories:

In some cases items 

may be assigned to 

multiple categories

Mark as "featured" item:

In some cases featured 

items get a different visual 

treatment or are listed in a 

prominent position



Publishing
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Item owner:

In most cases this is only 

internal but for blog posts 

and other content it may 

be used as the author

Created date is set 

automatically. It may be 

used as the item date for 

display and sorting 

purposes.

Alias can be used to 

provide a custom author 

name

Set the date-time when the 

item will automatically 

become published

Set date-time when item 

will be automatically 

unpublished



Meta data & SEO
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Meta description is the most important 

meta data. Every page should have it. Limit 

it to 160 characters.

No longer in use by most search engines

Use a different title for the <title> 

meta tag, instead of the item title



Versions
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View version comment

Compare with 

current version

Load previous 

version



Categories

To access the list of categories you can go to 
Content > Categories or click on the 
Categories quick link
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Categories

Collapse 

side bar

Create new 

category

Quick links to 

change status, 

view RSS feed 

and preview

Search by 

title
Filter list Show/hide 

columns

Click title to 

edit category

Number of items in 

this category in 

different statuses

Children 

categories

Drag to sort 

categories
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Category settings

Categories have many settings used to control how lists of items 
are displayed. In most cases you don’t need to make changes to 
Categories. Here is a list of some important settings available:

General

Description is content that is used as introduction text in some 
cases.

Image allows to set a category image. This may be used when 
listing subcategories.

Meta/SEO includes meta description and settings for search 
engine robots.

Items List

It is possible to configure the number of items that will be listed 
in the category, and whether pagination links will be displayed.

You can control how items are sorted, for example by title, date, 
author, or other criteria. Items can be sorted in ascending or 
descending order.

Subcategories and their items may also be listed.

Layout

Several layout settings are available to control the display of item 
titles, description, image, date, author, etc.

A map can be used to render items that include geographic data 
(latitude and longitude).
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Modules



Modules management

Modules are blocks that are be placed in Positions of the 
website template. There are different Types of modules, and they 
can render static content, or generate it dynamically.

For example, a static content module can be used to render legal 
language on the footer of the site. A dynamically generated 
module can show the most recent blog posts.

You can control on what Pages the module should be rendered. 
The module can be easily turned on and off by controlling its 
Published status, as well as the start and end Publishing Dates.

To access the list of modules, go to Extensions > Modules.
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Modules list

Create new 

module

Quick status 

change

Click title to 

edit module

Drag to sort 

modules 

within same 

position

Position 

name

Module type Assigned 

pages

Search and 

filter list
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Standard module settings

Module title

Show module title (depends 

on module template layout)

Select module position

Select module status

Control start-end 

publishing dates and times
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Module menu assignment

In addition of assigning modules to template positions, modules 
can be assigned to specific pages of the site. The available 
options are:

• On all pages

• No pages (this option is used when the module is not rendered 
directly on the template but is “invoked” by other components of 
the content management system)

• Only on the pages selected

• On all pages except those selected

When choosing any of the last two options all menu items are 
displayed and you can select by checking the boxes next to them.

You have be mindful that the menu doesn’t necessarily includes 
all pages of the website. Many times individual pages (e.g. Blog 
Posts) are children of a single menu item.
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Types of modules

Menu: Renders a menu. You can select the menu to render, and 
how to handle multiple menu levels.

Breadcrumbs: Renders the breadcrumbs. This is the path from 
the home page to the current page.

Login: Renders a login form, including links for account creation, 
reset password, and logout.

Custom: Render custom HTML that you can edit directly on the 
module. This module is used for static content such as footer 
social media links, JavaScript codes, etc.

Lyquix Items: Renders a list of FLEXIcontent items. Items are 
selected using criteria such as category, types, quantity, and 
ordering. 

You can render regular items, events items, or provide custom 
database query criteria.

The rendering of items is fine-tunned by controlling fields, 
ordering, CSS classes, and other settings. It is possible to 
generate the output as HTML and/or JSON data.
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Menus



Menu management

Menus is a special functionality in Joomla that serves a number of 
different purposes:

1. They provide the structure for navigation menus for the 
website

2. They define the basic URL structure for the site

Normally menus don't need to be changed frequently. The 
specific menus structure and organization is setup to best match 
the needs of the website design and content.

A menu is simply a collection of menu items. A menu item defines 
a title, slug, and connects to a specific content on the site 
identified by an "ugly", non-SEF (non search engine friendly), or 
internal URL.

Menu items have several other settings that control their display 
and behavior.

To access the list of menus and menu items go to Menus > 
Manage.
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Create and edit menus

List all menu items (across 

all menus)

Menu that contains the 

Home page menu item

List menu items of a specific 

menu



List of menu items

51

Site or Administration menus Menu name Search for menu items

Drag and reorder menu 

items to sort them as needed

Publish or unpublish menu 

item with one click

Basic menu item information: 

title, slug, and type

Menu name



Edit a menu item
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Title
Slug

Menu type

Internal 

"ugly" URL

Content

Parent 

menu item



Menu item types
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Forms



Forms management

RSForm!Pro is the extension that provides form management 
functionality. This extension provides:

• A form fields editor that allows to configure the specific fields of 
the form, including advanced fields, pagination, and conditional 
fiels

• Email notifications, dynamic PDF generation

• Advanced scripting capabilities

• View and export submissions

To manage forms go to Components > RSForm! Pro > Manage 
Forms.
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List all forms
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View Submissions: 

Today / This Month / All
Publish/UnpublishCreate new form Copy existing form 

without submissions



View submissions
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Select form Export submissions Resend emails



Edit form fields
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Field types

Internal field 

name / ID

Field title

Field preview

Reorder fields



Edit form properties
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Configuration 

sections

Field values
Edit email 

body



URLs



URL management

With sh404SEF you can manage all the URLs of the website. 
After the initial setup of menu items and categories, new items 
get assigned their URL automatically, based on their category and 
the individual item slug (aka alias).

For example, if the Events category has a URL like 
https://example.com/events then a new item under the Events 
category will be automatically assigned a URL like 
https://example.com/events/new-event 

These are known as SEF URLs (search engine friendly), as 
opposed to non-SEF URLs that are made up of codes and 
numbers, for example: 
https://example.com/option=com_content&id=1&cid=2

In order to make changes to URLs already assigned to items you 
must go to sh404SEF where you will find a list of all URLs and 
you will be able to:

• Edit existing URLs

• Add "Aliases" (redirects)

• Delete an existing URL

• Convert a broken URL (404 error) into a valid URL or an alias 
(redirect)

• Create new URLs from scratch (advanced, not recommended)

To manage URLs go to Components > sh404SEF > SEF URLs.
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List URLs
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Search by entering text that can be found on the 

SEF URL or the non-SEF URL

Manage redirects (alias) to the home page here

SEF URL, click to editNon-SEF URL, for geeks Click to open URL 

on website

Duplicates indicate 

multiple non-SEF URLs 

that all produce the same 

SEF URL

Number of redirects that 

point to this SEF URL



Edit a URL
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You may change a non-SEF URL 

as long as it is not already in use. 

Do not include leading nor trailing 

slashes. Previous non-SEF URL 

is automatically added as alias to 

avoid broken links.
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Enter as many aliases (redirects) as 

needed, one per line.
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Users management

Joomla provides a powerful user management and access control 
system. The default installation includes pre-configured user 
groups:

Frontend

• Registered: allows the user to log in

• Author: can create new items and edit them

• Editor: can edit items created by others

• Publisher: can change the status of an item

Backend

• Manager: allows user to log in to the backend and can access 
all functions except user management, change extensions 
options, and install/remove extensions

• Administrator: can manage users, and change extensions 
options

• Super User: can install/remove extensions

It is possible to create custom groups and access levels to 
provider a greater level of granularity in the control of what 
content the users can access and what actions they can perform.

For more information on the access control system, refer to  
https://docs.joomla.org/J3.x:Access_Control_List_Tutorial
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List users

67

Create new user Enabled: user 

allowed to log in

Activated: self-registered users 

must validate email address

To block a user it is 

safer to disable than 

to delete



Edit user
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It is recommended 

to use the email 

address as login 

name (user name)

Block or allow users 

from logging in

Force password 

reset on the next 

login
Assign user to 

groups in order to 

get access
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