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1. JOOMLA! DASHBOARD 

 

1.1. Access admin backend 

 

1.1.1. Enter username, Password, and enter Capcha and click Login 

 

 

1.2. Users function 

 

1.2.1. This function is used to change your profile information 

 

 

 



1.2.2. Choose your profile by using search function 

 

 

1.2.3. Fill info and click Save & Close 

 

 

1.3. Media function 

 

1.3.1. This function is used to upload your documents such as photos, videos, PDFs, or sound 

and make sure to upload your document in your folder 

 

 



1.3.2. Click on create new folder and set folder’s name (your department) 

 

 
 

1.3.3. Upload your document by clicking on upload button 

 

 

 

 

 



1.3.4. Certain regulations must be followed, image sizes restrictions (<5mb) and file types 

 
1.4. Preview frontend website 

 
 

1.5. Logging out 



2. MENU FUNCTION 

 

2.1. Creating a menu 

 

2.1.1. Adding a new menu simply by access on Homepage menu 

 

 

2.1.2. Click on New to add 

 

 

2.1.3. Fill all the data required and click Save or Save & Close 

 

 

 



2.2. Creating submenus 

 

2.2.1. Same as creating menu but change at Parent Item (Menu) become the submenu 

 



3. CONTENT EDITOR 

 

3.1. Add new content using Article and YOOtheme builder 

 

3.1.1. Access the Article function on Homepage 

 

 

3.1.2. On the Article function page, to add new content click on New button 

 

 

3.1.3. Fill all the requirements and click Save or Save & Close 

 

 



3.2. Edit content using Article function 

 

3.2.1. Access to Article function 

 

1.1.1. Look for your page by accessing to filter option 

 

1.1.2. Use the search keywords or Filter Option 

 

 

 

 

 



1.1.3. Click on the YOOtheme Builder to access to your homepage 

 

 

1.1.4. Your page might look different, you can change page layout by manipulating the builder 

functions and access other page of your department by accessing the Menus that was set 

 

 

3.3. Content grouping using Article Categories 

 

3.3.1. Choose Article Categories function on Homepage 

 



3.3.2. Article Categories page, to add new category click on New button 

 

 

3.3.3. Fill all the requirement and click Save and Save & Close 

 

 

 

3.4. Edit an Article 

 

3.4.1. On Home Dashboard, to edit article simply access to Article function 

 

 

 



3.4.2. Look for the article by searching your article file simply using the search function 

 

 

3.4.3. If youre using YOOtheme editor access the Builder page by clicking on YOOtheme 

Builder 

 

 

3.4.4. Access and make changes using Builder function 

 

 

 

 



3.4.5. If you are using Article Joomla! Editor the u can edit directly on the page 

 

 

3.4.6. Delete/Unpublished Article by accessing the function on Actions button 



4. FRONTPAGE LAYOUT 

 

4.1. Edit using YOOtheme 

 

4.1.1. Content layout using multiple Elements. Access to Home Dashboard, access frontpage 

(YOOtheme) by click on the side bar menu 

 

 

4.1.2. Click on Pages 

 

 

4.1.3. Click on Builder 

 

 

 

 



4.1.4. Make changes using the Builder menu, choose right element for your layout 

 

 

4.2. Display menu on a web page using Joomla Modules 

 

4.2.1. On homepage open Modules function 

 

 

 

 



4.2.2. Choose Menu module 

 

 

4.2.3. Fill the requirement needed and click Save and Save & Close 

 

4.2.4. Choose your menu created 

 



4.2.5. On YOOtheme, open page you want to view the menu and choose new element Module 

 

 

 

 

 

4.2.6. Choose your module menu created 

 

 



4.2.7. The menu should be viewed like this 

 

 

4.3.  Display a video using YOOtheme 

 

4.3.1. Import from source: Youtube, simply by adding new Element by click + 

 

 
 

4.3.2. Choose Video element 

 

 
 

 

 

 

 

 

 

 

 

 

 



4.3.3. On new browser tab, open and copy the youtube link 

 

 
 

 
 

4.3.4. In the element video on YOOtheme, paste the link in the Content tab, Adjust the size that 

you desire to fit in page using the Width and Height function. 

 

 

 


