
CNPS Chapter Websites: Joomla Content Management System Instructions 
 
Uploading & inserting images and other files: Method 1 (using default Content Editor) 
 
Inserting an image into an article: 
 

1. Log in to front-end (or back-end) and Create or Edit an article.  
 

2. On the Article Editor page, click on 'Image' link below the article text edit field. 
 

3. To upload a new image, open the appropriate directory by clicking on it in the image editor pop-up 
window. Click on 'Choose File' button at bottom of window to browse for image file on your 
computer. When file is chosen, click on 'Start Upload' button below. 

 
4. To insert an image into the article, click on the image in the pop-up window. Choose 'Align' setting 

(right, left, not set). Enter image description and title if necessary.  To display the image title as a 
caption, set 'Caption' to 'Yes'. 

 
5. Click 'Insert' button at top-right of pop-up window. 

 
6. If necessary, image display settings can be customized by clicking once on the image in the article 

edit window to highlight it, then clicking on the ‘Insert/Edit Image’ button in the toolbar above the 
article edit window. This is where you can edit alignment, image size, and clear space around the 
image. 

 
Uploading other files and inserting links within an article: 
 

1. Log in to back-end (administration area) and go to 'Content > Media Manager'. 
 

2. To upload a new file, open the appropriate directory by clicking on it. Click on 'Choose File' button to 
browse for image file on your computer. When file is chosen, click on 'Start Upload' button below. 
 
*IMPORTANT: it is best to use all lowercase filenames, with no spaces (ex: 
"newsletter_feb_2012.pdf") 

 
3. With your new file now displayed in the directory, hover over the image for your new file to view the 

file name and make a note of it. Below the file list area is the image path, in this format: 
/home/.../images/newsletters.  To create the link to your new file, copy the text beginning with 
'/images/...' and combine it with the file name.  For example: 
'/images/newsletters/newsletter_feb_2012.pdf' - this is the URL to your file. 

 
4. To insert this link into an article, go to the Article Editor page, highlight the text or image in the 

article you wish to transform into a link, and click the 'Link' button (looks like a chain). Type your 
file URL in the 'Link URL' field.  If you want the link to open in a new window, change 'Target' to 
'open in a new window.' Click the 'Insert' button. 

 
 



Uploading & inserting images and other files: Method 2 (enhanced Content Editor: JCE) 
 

1. Log in to back-end or front-end and open an article to edit. 
 

2. Click the Link button to begin creating a New link: 
 

 
 

3. Browse for file (you can find an existing file or upload it next). 
 

 



 
4. Find the file, or upload it, and insert it into the article. 

 

 
 

 
 
 



 
Managing image locations, file names, and image subdirectories: 
 

1. Log in to back-end (administration area) and go to 'Content > Media Manager'. 
 

- To upload a new file, open the appropriate directory by clicking on it. Click on 'Choose File' button to 
browse for image file on your computer. When file is chosen, click on 'Start Upload' button below. 
 
*IMPORTANT: it is best to use all lowercase filenames, with no spaces (ex: 
"newsletter_feb_2012.pdf") 

 
- To delete a file, click on the red 'Delete' icon under the image. 

 
- To create a new folder, enter, the folder name (lowercase, no spaces) in the field just below the file 

list. Click the 'Create Folder' button. 
 
 
Web Page Publishing, Website Navigation 
 
Creating a new item in the Main Menu: 
 

1. Log in to back end 
 

2. Go to 'Menus' . 'Main Menu'. 
 

3. Click 'New' button at top of list. 
 

4. Select 'Menu Item Type'; enter 'Menu Title'; choose 'Parent Item' if applicable (under which menu 
heading the new item will display). 

 
5. Depending on the Menu Item Type, additional settings will be required on the right side of the page. 

-linking to a single article: Select the article 
 

6. Click 'Save and Close' to go back to the menu items list. Find your new menu item on the list. If 
necessary, change order using the blue up/down buttons next to each item. The red circle / green 
checkmark shows whether the new menu item is published. Click it once to toggle between published 
and unpublished. 

 
 
Creating a New Article 
 

1. From the front end: click the ‘Create an Article’ link at the top of the page. From the back end: Click 
‘Content > Article Manager > Add new article’. 
 

2. Enter the title, article text and images as necessary. 
 

3. Choose the Article Category below the edit window. This determines where on the site the new 
article will be displayed. 
 

4. Choose the Status (see below) of the new article. Set a Start and/or Finish date if necessary. 
 



5. Click the ‘Save’ button. 
 
*If the new article does not appear on the website in the location you expected and you cannot find it, 
log in to the back end and locate the article in the Article Manager (see step 1) to change the Article 
Category. 

 
 
Changing the Article Status (Published, Unpublished, Archived, Trashed) 
 
To unpublish or delete an article, open the article editor and look for the 'Status' field under 'Publishing'.  
Change the 'Status' and save the article. 
 

- Published - article is published, but subject to the Start/Finish publishing date fields. 
- Unpublished - article can only be viewed when logged in as a content manager.  Helpful if you want 

to temporarily hide an article for review by others or for later publication, or if you frequently publish 
an article with new dates or other content. 

- Archived - article is available for review on administration area, but separated from current articles. 
- Trashed - article will be deleted. 

 
 
Adding a Link to an Article 
 

1. Place cursor inside article edit window, then click the ‘Article’ button below the window. 
 

2. Click on the Article name in the pop-up window. 
 

3. To edit the link text, select the entire link text and type the new desired text. 
 
 
Adding a Link to an External Web Address 
 

1. Select the text in the article that you would like to change to a link. Click the ‘Insert/Edit Link’ button 
in the toolbar above the window. 
 

2. Enter the URL (ex: http://www.someaddress.com/page.htm) in the popup window. 
 
 
Formatting Article Text 
 
When copy/pasting content from other websites and pages, the formatting of the original page is often 
carried to the destination article. To remove the formatting, select the content you wish to clear the 
formatting from, and click the ‘Remove Formatting’ button in the toolbar at the top.  
 
All standard elements (text, lists, links, etc) will be formatted by the site-wide stylesheet file to match the 
styles across the website. Special formatting and styles can be added to article content as necessary, using the 
toolbar buttons above the article edit window. 


