ESP Projects

How to create a new article for your Joomla website – a guide for authors

John Donkersley

1. Login to your website.  You can do this from anywhere with an internet connection – you do not have to be on your office network – though be careful with your password!

2. Click on whatever menu item you have to “Create Content”.

3. This will take you to what I will call the ‘Edit Screen’. Put your article's title in the text field labeled title.

4. You can then type into the blank area below the toolbars in much the same way as you would do in a word processor.  You will see from the illustration above that you have some icons that will be familiar to you – such as justification, numbering / bullet points, bold, underline and italics.  For the purposes of this 'how to' we shall presume that you will be able to use these without any further instruction.
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Adding Images

5. You can add images to your document. You can select previously uploaded pictures, give a direct URL to an image or – which is easiest - upload your own image. Click on the icon for images below the blank area where you enter text.  It should look like this;
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6. The box that you then get  is shown below:
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7. The folder icons show the folders up there on the website which have images in them. You can select from images in these, or click on the “Browse files”  button (highlighted above) to upload an image from files that are on your computer already.

8. Before you do this, select from the folders above which one your image will go into – so you are not storing, for instance, advice pictures in the Somali folder. 

9. You can then click on 'Start Upload'. It will show in the upload section when it has completed and should then appear in the list of images above that you can choose.

10. If you are adding images PLEASE PLEASE re-size them so that they are not going to take ages to download when someone visits one of our web pages.  You can do this in an image editor – ask an administrator if you do not know how, or want to know what size to use.  Aim for an image that is in jpeg/jpg format and that is no more than 60kb big even for larger full colour photographs.

11. Click on the image to choose it.

12. For accessibility reasons you should add an image description.  This description will appear to anyone visiting the website when they hover their mouse above the image. People who are sight impaired and using text readers will then be able to have a description of what is on the page at that point.

13. You should also set it's alignment – either left, center, or right.  More complicated and precise layouts are possible but only for advanced users using tables.

14. To finish getting it into your page, click on 'insert' in the top right of the box.  If you have changed your mind and do not want to add an image, then press cancel.


Page breaks and Readmore

15. Add pagebreaks to your article. Pagebreaks make a table of contents for your article.
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16. You will be asked for a page title and an alias so it can be identified in the table of contents.

17. Add a readmore tag to your article. Anything past the readmore tag can only be seen if the article is viewed individually. This is important to remember if you are intending to put your article in a category where there might be a series of articles all listed one after the other.  [image: image6.jpg]image =




18. You should add a  readmore tag after a couple of paragraphs if it is also going on the Front Page where only the first part of a limited number of articles can fit in – depending on how your website is set up.

Inserting and formatting pre-prepared text

19. As you have seen above, you type your article in the large text field on the Edit Screen.

20. You can create text in Word, Open Office or another word processor.  

21. When you then cut and paste this into the text field funny things can be done to the formatting, as converting word processed text into the web markup language (HTML) is not perfect, and can ruin the over-all look and feel of the website by introducing non-standard fonts and text sizes.  It is also anti-disabled access as it can introduce limitations on those who are sight impaired increasing or reducing the size of text through their web browser.

22. To avoid this, if you have text created in a word processor, paste it into the 'Notepad' program (in Windows (TM) – or something like Kedit, or Gedit in Linux).  You can then cut it from that program – which will have stripped the formatting from it – and paste it into the text field.
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23. There is an  eraser 'button' which will do the same thing – stripping formatting – on the toolbar, but it won't undo all text formatting from the article you are writing – try it and see:

Text size – format and 'font-family'

24. Whilst specific font sizes can be specified in HTML, for reasons given above this is bad practice.  Instead you can select relative sizes.
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25. For most purposes the 'paragraph' size is okay for the bulk of your text.

26. You can create headings either by making the text bold or by using the different heading sizes from 1-6.  Please note that when this is viewed on a web page it will not look quite as it appears on this edit screen.  For instance certain 'heading' sizes will have a horizontal line place under them or appear bolder than they do in the edit screen.

27. You can also change the text colour using a button on the toolbar.

Creating Links

28. This can be done by highlighting the text that you want to form the link.  Then click on the icon resembling a chain.

29. You will have a box appear.  Enter the address of the page you want to link to. You can usually cut and paste the address from the browser you are using to look at the other page.

30. If you enter a mail address or a web page in the format of www.espprojets.co.uk (rather than http://www.espprojects.co.uk/,) then it will ask you if you want the correct prefix inserting to make it a valid link.

31. You can also select whether the page you are linking to opens in the same browser window or a new one when the link is clicked .  (I usually select the latter so that they keep something open on our website rather than having to press the back button on their browser to return to ours). 


Links within web pages

32. Links can also be made to sections in the same page.  You can insert a mini-menu at the top of a lengthy web page so that when people click on menu items they can go straight to the part they want.

33. To do this, first highlight the text, further down in your web page, that you want to link to.  
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34. Then select the 'anchor' symbol in the tool bar .  Choose a name for the anchor point that you will remember.

35. Do that for every place where you want an anchor to be.

36. You can then create links to these anchor points.  Create a little menu at the top of your web page. This can be a bulleted list or something like this:

Introduction | Benefits | Employment | Health | Taxation 

37. Highlight the menu item. Click on the 'link' button in the toolbar.  Then, instead of typing in the address of a website that you would link to, click on the 'anchor' box and you will get a drop-down list of the anchors you have set up on that page.  Select one and click on 'insert'.  Repeat for the other menu items.

38. You can also use anchor links to create a way of navigating from one web page to a specific place in another web page that you have made, or to use for foot notes.

Finalising the page

39. Before you save the page you need to do some important jobs to put your page in the right place in the structure of the website and to improve the chances of search engines finding it.

40. Basically, this is about deciding where your page fits and assisting people to find it. where does you page fit?


(I) Sections and categories

41. Sections are big chunks of your website like your main types of activities e.g 'products' or'services'.  Categories are smaller chunks of subjects, for instance you might have categories of 'cameras' and 'tripods' in a section called 'Products'

42. Within each category you will have articles describing, for instance, a product or activity.  Pages do not have to fit in this structure, but it is generally going to be easier to organise your website if they do.

43. However, some pages may be uncategorized, I.e. not in any section or category  – e.g your 'contact us' page.   

44. You may find that there is no appropriate category or section already available.  If this is the case you should discuss this with whoever takes overall responsibility for web pages in your organisation and with an administrator who can quickly create sections and categories.  

45. Sections and Categories need to be planned and to have some logical structure which can enable 'surfers' to 'burrow' down through the website to get the information they need – almost like a series of succeeding menu pages.

46. So, you would normally choose a section and category from the pre-set choices in the drop down lists at the bottom of the Edit Screen.  Please note that most users will be limited to creating web pages for their own areas of work, so you may not be able to select some sections or categories or later edit pages from outside those areas.

(ii)  Menus and links

47. You then need to decide whether or not the main menu of our website links to your page – whether directly or through the 'sections' and 'categories' structure.  

48. You can supplement the ways people can get to your page your page by :

· adding it to the site menu or  sub-menu if any – but this would only be done rarely as the menus are rarely changed; or

· linking to it from other pages on your website; or

· with the approval of the administrator, and if it is important enough, making it a front page item on your website; or

· encouraging any organisation you know to link to it from their website.

Metadata - Description and keywords

49. This bit is not compulsory to fill out, but it helps if you do.

50. The aim of the description is to write something that may help some search engines to list what the page contains.

51. The aim of keywords is to help search engines find pages which match search terms that you put as keywords.  So if you want your page to get near the top of searches in Google you need to  think about what you would put into a search engine to find your page. 

52. If it was a page about mentoring you might put in 'mentor' and 'befriend' (rather than befriender as the short version will include the longer in search results, but not necessarily vice versa), and possibly linked terms such as 'help', 'companion' and 'volunteer'.
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Saving and Publishing

53. Publishing in this context means whether or not a page is on the website and accessible by the public or not.

54. Some of you will have rights to publish a page directly to the website.  If you do not you will have to contact an administrator to ask them to check your page and publish it to the website.

55. If you do have rights to publish the page directly to the website this does not mean you have to.  You can select the radio button marked 'No' next to 'Published' and hold it back in it's saved form until you are ready to publish it.

56. You can also ask the administrator to set a date when it is first published and a date after which it will no longer be published.  This is useful if, for instance, it is a job advert which has a closing date.

57. If you wish you may just publish the page to the areas of the website accessible by staff – 'registered' users.  This might be accessible if a staff menu has been set up for you on your front page, after logging-in. Creating an 'intranet' in this way is one way of creating useful resources for staff to share.

58. You may also have options here to choose whether your page is to be viewed according to the selection of other factors selected by someone viewing the site.  It can be set up so someone chooses a town or language or operating system so that they get only information that is relevant to that choice.

59. Finally, you can return to the top of the page and click on the save button to create the article.
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60. Clicking on cancel will take you back to the homepage without saving – and your page will be lost.  Your page might also be lost if your browser or PC crashes before you save it.  If you are worried about this then there are options for you to use the Firefox browser with a program called Greasemonkey added.  Further scripts added to this can save what you write in the web browser and protect it in case you navigate away from it accidentally and would otherwise lose what you have already created.

Original how-to by John Donkersley June 2008
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