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1 Terminology

Article
The term Article is used to refer to a page or piece of content. The term Page and Article are
interchangeable.

Category

A Category is like a folder where articles are stored. They are used to group articles of the same topic
together. For certain sections of the website (e.g. News and Media) it determines where the content is
shown.

Published
When an article or module is published it is visible on the website. Indicated by a green tick.

Un-published
When an article or module is un-published it is not visible on the website. Indicated by a red cross.

Module
A Module is piece of content that is displayed in a particular spot - e.g. the Menu is a module, as is the
“Upcoming Events” on the home page, anything in the left or right column of a content page.

Joomla
Joomla is the name of the Content Management System that runs the website.
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2 Administrator Login

To log into the Admin section of the website go to the following URL:
http://www.willsmere.net/administrator

Enter your username and password to login.

2 | Username

& | Password

When you have logged in you will be taken to the “Desktop” below:

B{ System~ Users~ Menus ~ Content+ Components v Extensions v Help ~

{3 Control Panel

CONTENT

/' New Article
D Articles
@ Categories
B Media
STRUCTURE

i= Menu(s)

¥ Modules
USERS

2 users
CONFIGURATION

B Global

@ Templates

= Language(s)
EXTENSIONS

. Install Extensions
[EJ JCE File Browser
MAINTENANCE

¥ Joomlais up to date.

¥¥ Al extensions are up to date.

You can always get back to the desktop by clicking the icon at the very left of the grey menu back (to the
left of System).

© Copyright 2017 Mity Digital Page 4 of 21



- mydigital

3 Software / System Updates

From time-to-time when you log in you will see that there are software and system updates. These
updates will be performed by Mity Digital so you can ignore them.

B System~ Users~ Menus ~ Content~ Components v~ Extensions v Help ~

{3 Control Panel

a Extension Update(s) are available: RVEWAUIEIC

CONTENT

7" New Article
Articles
@ Categories
Ed Media

STRUCTURE

= Menu(s)

¥ Modules
USERS

£ Users
CONFIGURATION

R Global

@ Templates

= Language(s)
EXTENSIONS

L. Install Extensions
& JCE File Browser
MAINTENANCE

¥ Joomlais up to date.
X Updates are available! §§
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4 Article (Page) Manager

The Article Manager is where you will edit and create pages for the website, so this is where you will
spend the majority of your time.

4.1 Listing Articles

To access the Article manage click the Articles option from the desktop, or select the Content menu in
the grey bar and click Articles.

its v Extensions v Help ~
D Articles
@ | Edit | | v | Publish | | @ | Unpublish | | % | Feature | | ¥¢ | Unfeature | | @ | Archive | [ | Check-in | | (8| Batch || B @ Trash © Hep | & Options
Categories : Status  Title Access Author Language Date Created Hits  Votes Ratings ID~
Featured Articles
Fields v [# [~ ] Willsmere Gym Refurbishment and grand re-opening (Alias: wi Public Mity Digital Al 2017-04-28 ® 0 O «
Field Groups et
v (% [~ OpenHouse Melbourne (Alas: open-house-melbourne) Public Mity Digital Al 2017-03-28 ® 0 O =
Category: News
v [# [~ Tennis Courts (Aas: tennis-courts) Public Mity Digital Al 2017-04-28 O 0O O =«
Category: News
v [# [~ Wilsmere Easter Egg Hunt (Akas: wilsmere-easter-egg-hunt) Public Mity Digital Al 2017-04-28 O 0 O «
Category: News.
v [# [ v Thank You (Alias: thank-you) Public Mity Digtal Al 2017-04-10 O 0 0O o
Category: General Pages
v [# [~ Contact Form (Alas: contact-form) Public Mity Digital Al 2017-04-10 O 0 O »
Category: Contacts
v [ % [+ | Page Not Found (Alias: page-not-found) Public Mity Digital Al 2017-04-10 ® 0O O 3
Category: General Pages
v & [~] CoMinternal C (Nias: Public Mity Digital Al 2017-03-03 ® 00 O
ns)
Category: Committee
v [# [~ Scheduled Meetings (Aias: scheduled-meetings) Public Mity Digital Al 2017-03-03 O 0 O 3
Category: Committee

When you first go to the Article manager you will see a list of all the pages in the website. Some of the
columns you will see are:

Title - the name of the page, and generally just a title for your reference.

Status - Green tick means the page is published and visible, red cross means it’s un-published and not
visible on the website. The Star icon is not used in your site and has no effect.

Category - Each page in the site is assigned a category and the categories match up with the sections
of the site.

By default, the Article manager shows 50 articles per page. You can change this by clicking the dropdown
box that says “50” just above the ID column.
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4.2 Searching / Filtering Articles

To find the page that you want to edit there are a couple of techniques you can use:

4.2.1 Search

The search box at the top of the article list allows you to quickly search for a page based oniits Title. It
will only search the Title of the article, not the content.

To search just enter the word or term and hit the Enter key on your keyboard or click the magnifying glass
icon.

4.2.2 Filtering

You can also filter articles based on a number of attributes, the most comment being by Category. This
allows you to see all pages in a particular category on 1 screen.

Clicking the blue Search Tools button will show the following options:

r Q Search Tools & Clear ID descending v 50 v

- Select Status - v - Select Category - v - Select Access - v - Select Author - v

- Select Language - v - Select Tag - v - Select Max Levels - v

To filter by Category to see just the News items select News from the - Select Category - dropdown
box.

Q Search Tools « Clear ID descending v 50 ~
- Select Status - = I News < - Select Access - = - Select Author - = - Select Language - =
- Select Tag - v - Select Max Levels - -
$ Status Title Access Author Language Date Created Hits Votes Ratings ID~
v | % | v] Wilsmere Gym Refurbishment and grand re-opening (Alias: wills ~ Public Mity Digital Al 2017-04-28 o 0O O 4
9l d-grand: P 'g)
Category: News
v [# [ ~] Open House Melbourne (Alias: open-house-melbourne) Public Mity Digital Al 2017-03-28 ® 0 0O =
Category: News
v | # [+ ] Tennis Courts (Alias: tennis-courts) Public Mity Digital Al 2017-04-28 O O O =«
Category: News
v [ | v ] Willsmere Easter Egg Hunt (Alias: willsmere-easter-egg-hunt) Public Mity Digital Al 2017-04-28 O 0O O 4«
Category: News

Now you will see only the News pages.

Toreset a search or filter click the Clear button.
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5 Editing a Page

mity 112l

Editing pages is a simple process. From within the Article Manager find the article (page) you wish to edit

and click oniits Title. The Following screen appears.

/' Atticles: Edit

v | Save&Close |+ Save&New || SaveasCopy | @  Versions | @ | Close %a  Add to Menu

Title*  Yarra Bend Park Alias | yarra-bend-park

Content  ImagesandLinks ~ Options  Publishing  Configure Edit Screen  Permissions

Status

o Editor  Code  Preview
Published -

B I U 5 B ¥ E ¥ |« Paagraph v Styles vo ¢
Y vRAAEDB E EviSy A a a)l— Category
- About
SICW NS M a a
H s 2E08 Yéd =BE= Featured
Yarra Bend Park is the largest area of natural bushland near the heart of Melbourne. The park features steep river escarpments, open woodlands, Yes
playing fields and golf courses.
Access
Explore the park by foot or by bike, go boating on the river and enjoy superb views of the city skyline. Pleasant picnic areas, barbecues, rotundas and
playgrounds make it popular with families. Meals, refreshments and boat hire are available at venues within the park. Public
Aboriginal Traditional Owners Language
Parks Victoria acknowledges the Aboriginal Traditional Owners of Victoria - including its parks and reserves. Through their cultural traditions, Al
Aboriginal people maintain their connection to their ancestral lands and waters. Further information is available from Aboriginal Affairs Victoria AAV
and Native Title Services Victoria Tags
{break}
. Version Note

Path: p Wordeci120 0%

You can edit the following:
Title - this is the top level heading (h1) on the page. This is visible on the website.
Alias - this forms the URL of the page and generally should not be changed.

Content area - this is the content that will make up the page

Status - This filed to the right of the content is used to control whether or not a page is visible on the

site - Published is visible, Un-published is not visible.

Category - this indicates what category the page sits in.

No other fields/options are used.

The Save buttons long the top are as follows:

Save - saves the changes you made and keeps the edit window open

Save & Close - saves the changes and takes you back to the Article Manager
Save & New - saves the current page and creates a new page.

Close - forgets any changes since the last save.

© Copyright 2017 Mity Digital
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Note: There are default styles set. You don’t need to know the font style, size or colour as this is all set
by default.

There are heading styles setup for you to use and you'll find these by highlighting the text to change the
format and selecting the Format dropdown in the editor tool bar (see below). H1 should never be used as
the Title field is the H1 and there should be only 1 on a page (for SEQ).

B I U s == E = Jole
Av /v R OB DE = i= — | EB
T 1 M ka v
B Y[ A B < == % B E =

See the next section Creating a Page for more advanced features like inserting images or files.
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6 Creating a Page

To create a new page click the green New button.

/' Atticles: New
v Save&Close | + Save&New | @ Cancel
Title * Alias

Content  Imagesand Links ~ Options  Publishing  Configure Edit Screen  Permissions

o Editor Cod Preview
B I U 5 8 ¥ FE 3 (& Paagraph Style: v

S XA EBEBFE M IEEIM G g —

1T Ot

H 138 M 8 &= v B s

Path: p Words: 0,

3 Module | [3 Aticle Image = 0 PageBreak | Read More

An article needs the following:

Status

Published
Category *

- General Pages
Featured

Access

Public

Language

All

Tags

Type or select some options

Version Note

Title - this is the top level heading (h1) on the page. This is visible on the website.

Alias - this forms the URL of the page and generally should not be changed.

mity 112l

Content area - this is the content that will make up the page. Can you copy/past into here if you need. If

you do you just need to check the formatting.

Status - This filed to the right of the content is used to control whether or not a page is visible on the

site - Published is visible, Un-published is not visible.

Category - this indicates what category the page sits in.

No other fields/options are used.

The Save buttons long the top are as follows:

Save - saves the changes you made and keeps the edit window open

Save & Close - saves the changes and takes you back to the Article Manager
Save & New - saves the current page and creates a new page.

Close - forgets any changes since the last save.

Note: There are default styles set. You don’t need to know the font style, size or colour as this is all set

by default.

© Copyright 2017 Mity Digital

Page 10 of 21



mity 112l

There are heading styles setup for you to use and you'll find these by highlighting the text to change the
format and selecting the Format dropdown in the editor tool bar (see below). H1 should never be used as

the Title field is the H1 and there should be only 1 on a page (for SEO).

6.1 Linking to a Page / Website

To link text or an image on a page highlight the text or select the image by clicking on it, then click the

Insert/Edit Link button (see below)

B I U § E = E = |« Paragraph
A v /v Bl =0 < = v S v A
T T M ka v
B Y[ A

The following screen will pop-up:

Link %

Link Advanced Popups
URL 8 3
Text

Q Search  %#

Search...

e Contacts

@ Content

8 Menu
Article Anchors ~ --- j
Target --Not Set-- j
Title

% Cancel

Link to URL: Enter or past the URL into the URL field, click insert.

Link to page in YOUR website.

© Copyright 2017 Mity Digital
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You can do this in one of 2 ways.

1. Youcan search for it - enter a search string into the search box. This will search title and
content. Click on the article to link to. Note the URL field is populated.

2. You can browse for it - To do this click Content and it will open the category structure where
you can browse through the categories until you find the article, Click it’s title to link - not the
URL field will be populated.

Click the Insert button to create the link.

6.2 Adding Images

You can insert an image into the content area of the article. Start by placing your cursor roughly where
you want the image to site. Click the Insert/Edit Image button (see below).

B I U § E E E = & Paragraph v Styles v @
Av /7 v R B EE = = v IS v A A a — | e
1w l:] ﬂ ka | [ v
220l ST ® | e = B

The following screen will pop-up:

1 M Extended x

Image  Rollover ~ Advanced  Popups  Responsive

URL

Alternate Text _ Lorem

ipsum dolor sit amet,

x
Dimensions Proportional consetetur sadipscing elitr,

sed diam nonumy eirmod
Alignment —-Not Set-- j Clear Not Set j .
tempor invidunt ut labore

Margin Top Right Bottom Left Equalize et dolore magna aliquyam
erat, sed diam voluptua.
Border Width |0 j Style | solid j oiour | # 000000 [l
A /(8 folders, 2 files) New Folder “Up\cad oHelp
Folders 12 12 Name 22 i Q Details
B @& Home banner-home
banner-home banner-other
banner-other documents
documents general
general history
history osservicesbooking
osservicesbooking photo-gallery
photo-gallery visitors
visitors Show | Al j

& Refresh X Cancel

You will first need to upload the image to the website.

Select the folder you want to upload the image to, or create your own new folder.
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To upload the file, click the Upload button, browser your computer for the image(s) and upload.

Once the image has uploaded select it from the File List - centre (bottom) column - and click the Insert
button. You can also set some settings, e.g. Alignment (use left or right) which sets how the text will

wrap with the image.

For style consistency do not set borders on images.

6.3 Linking Documents

To link text or image to a file (e.g. PDF) click the Insert/Edit File button - bottom row of the editor

buttons, second from the right - see below.

B|I(|0O|&

(& Paragraph

v Styles

W) ~ = g pa—-
A\v 7/ v &4 g T = i= V(= |V| Az || A
A A BB EREE iz =
0 ‘. gz
T 1 M ea
,,,,, 9 X abe
....... Pe . =
....... T [= A T s
File Manager x
File Advancex d Popt
URL
Title
Format Link :] Open With --Not Set-- :J
Text Target Open in new window j
Layout Icon v Text Size s Date o]
Size Class j Date Class j
# /(8 folders, 2 files) New Foider @) Upload eHe\p
Folders. 12 12 Name %@ D Q Details
B # Home banner-home
banner-home banner-other
banner-other documents
documents. general
general history
history osservicesbooking
osservicesbooking photo-gallery
photo-gallery visitors
visitors -
Show Al ~|

Select the folder you want to upload the document to, or create your own new folder.

To upload the file, click the Upload button, browser your computer for the file(s) and upload.

2 e  Corc

Once the file has uploaded select it from the File List - centre (bottom) column - and click the Insert

button. If you optionally want to add the file type icon tick the “leon” check box.

© Copyright 2017 Mity Digital
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6.4 Preview

To preview a page before it is published or finalised you can click the blue Preview button in the toolbar.
This will open a popup with a preview of the page.

6.5 Versions

The system will keep the last 10 versions of any article. Note that a version is a save, so if you edit a
page and save it multiple times it will count as multiple versions.

To view or restore a previous version click the Versions button in the toolbar.

Item Version History

A Restore | Q Preview | ® Compare | & Keep On/Off | X Delete

Date Version Note Keep Forever Author Character Count
2017-04-10 11:34:51 % No Mity Digital 3,098
2017-04-10 11:27:30 No Mity Digital 3,096
2017-04-10 11:27:22 No Mity Digital 3,077
2017-03-01 11:34:13 No Mity Digital 3,623

Close

The list of versions will be displayed in the popup window and you can select a version to preview (basic
preview) or restore.
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7 Adding Gallery of Images

In a page you are also able to insert a gallery of images. This will show image thumbnails in a row and
allows you to click on the thumbnail for a larger version.

Z Atticles: Edit

+ | Save & Close 4+ | Save & New Iy | save as Copy & | Versions ® Close Qg | Add to Menu

Tite* ' Photo Gallery Alias | photo-gallery
Content Images and Links Options Publishing Configure Edit Screen Permissions
(V) Editor Code Preview

B I U § E E E E | Paragraph v Styles vo ¢

Az VX @B B E EE =S| @) —

Oan o©- 0.\ i
o a . Remove column

By 2B v & = B =

Willsmere is a beautiful location and we are all thankful to be able to live here. We also have some talented residents who enjoy documenting just how
beautiful our home is. This page is dedicated to highlighting photographs submitted by our talented residents.

{gallery}photo-gallery{/gallery}

Path: p Words: 44,

O, Preview ] simple Image Gallery Pro

Toinsert a gallery place your cursor where you want the gallery to appear and click the “Simple Image
Gallery Pro” button under the editor - see bottom left of the above screenshot.
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A Simple Image Gallery

Sort:
Site Galleries
o Date Modified (Desc) v

banner-other banner-home photo-gallery visitors
Path: banner-other Path: banner-home Path: photo-gallery >ath: visitors

general services history
>ath: general Path: osservicesbooking/services Path: history
Select All Display 50 :I “ o1 M Page 10f1 7 Galleries
Thumbnail width Thumbnail height Display Mode Captions Mode

Gallery Settings:

== Inherit component setting -- j -- Inherit component setting -- j

Click the “New Gallery” button (top left) and give the Gallery a name.

B SimpleImage Gallery .10 Save & Close

Editing Gallery: test (0 Images)

t Click on the 'Add images' button to upload some images.

Click the Add image button and upload all your images.
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A Simple Image Gallery

V3.1.0

Save & Close

Editing Gallery: photo-gallery (100 Images)

Editing labels for language:
English (en-GB)

Title

Description

File Name: 08-09 Wilsmere spring.jpg
File Size: 276.44 KB
Image Dimensions: 1000x625 px

i Delete

Title

Description

File Name: 120508 Moon Over Willsmere 01.jpg
File Size: 98.86 KB

Image Dimensions: 1000x750 px  Delete

Title

Description

File Name: 130504 Willsmere Autumn 02.jpg
File Size: 201.42 KB
Image Dimensions: 1000x562 px

 Delete

Description

Description

Title

Description

When you have finished click Save & Closed and then hover over the gallery and click Insert.

You will see in your page text like this {gallery}<name of gallery you created{/gallery} - this is where the

images will appear.

© Copyright 2017 Mity Digital
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8 News

A Latest News item is just like any other article with some additional options detailed below.

It is important to note that for an article to appear in this section it must be filed in the “News”
category.

The intro “read more” will automatically be created, you don’t need to set this at all.

NOTE: If you want this to be available to people logged in only then you need to set the Access level to
“Resident”

8.1 Auto Publishing

You can set a news item to automatically appear on the site at a set date and time. To set this click the
“Publishing” tab and set the “Start Publishing” date and time to a future date/time. Once that date and
time is reach the news item will appear automatically.

8.2 Auto Un-publishing

You can also set a date and time for the news item to automatically un-publish - just set the Finish
Publishing date and time and when that is reached it will automatically un-publish.
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9 Login Accounts

As your website has a login section from time-to-time you will want to add or remove accounts. The
following instructions show you how to add or remove single accounts. We are able to do bulk imports for
accounts. If you need to do this please contact us.

9.1 Add a Single Account

To add a single user account from the grey menu bar select the Users menu then Manage. This will show
the following screen which is a list of all users.

Q Search Tools v Clear Name ascending v 50 ~

Name ~ Username Enabled Activated User Groups Email Last Visit Date Registration Date ID

Andrew Brydon andrewbrydon18 v v Ci i and y il.co Never 2017-08-09 452
8 Add a Note @gmail.com m 14:22:13

Advanced Permissions Report

angela Pedersoli apedersoli77@gm v v Committee apedersoli77@gmail.com Never 2017-08-09 453
@ Add a Note ail.com 14:22:40

Advanced Permissions Report

Carl Sarelius carl.sarelius@gma v v Super Users carl.sarelius@gmail.com 2017-08-09 2017-08-09 454
B Add a Note il.com Committee 16:27:28 14:23:18

Advanced Permissions Report

David Hall david@halloz.com v v C i david@t .com Never 2017-08-09 455
B Add a Note 14:23:36

Advanced Permissions Report

Glenn Payne glenn.d.payne@g v v C i glenn.d. il.com Never 2017-08-09 456
8 Add a Note mail.com 14:23:55

Advanced Permissions Report

Jack Lord simon.c.lord@gm v v C i imon.c. il.com Never 2017-08-09 457
08 Add a Note ail.com 14:24:16

Advanced Permissions Report

Jason Foley jfoley@telstrabc.n v v Ci i jfoley net.au Never 2017-08-09 458
8 Add a Note etau 14:25:02

Advanced Permissions Report

Marcus Benson email@marcusben v v Super Users email@marcusbenson.com Never 2017-08-09 462
08 Add a Note son.com Committee 14:26:28

Advanced Permissions Report

Michael Scruse me@michaelscrus v v C i ichaelscruse.com Never 2017-08-09 450
8 Add a Note e.com 14:20:30

Advanced Permissions Report

Mitra Anderson-Olive mitra.andersonoli v v Ci i mitra i gmail.  Never 2017-08-09 459
8 Add a Note ver@gmail.com com 14:25:22

Advanced Permissions Report

Mitra Jazayeri mitra.jazayeri1@g v v Committee mitra.jazayerii@gmail.com Never 2017-08-09 460
8 Add a Note mail.com 14:25:47

Advanced Permissions Report

Mity Digital mitydigital v v Super Users michael@mity.com.au 2017-08-09 2017-02-01 449
8 Add a Note 16:36:41 11:45:02

Advanced Permissions Report

To add a new user click the green New button in the top left. The following screen will appear.
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v Save&Close | < Save&New | € Cancel

Account Details Assigned User Groups Basic Settings

Name *

Login Name * mitydigital

Password

Confirm Password

Email *

Registration Date

Last Visit Date

Last Reset Date

Password Reset Count 0
Receive System Emails Yes
User Status M
Require Password Reset Yes
ID 0

Add the following information. Any other field can be left as default.

Name - Persons fill name

Login Name - This is the persons uersname. We have been using their email address for simplicity
Password - Their password

Confirm Password - Repeat password

Email - The persons email address

Click into the “Assigned User Groups” tab and select either “Resident”, “Owner” or “Committee”

Click Save & Close.

9.2 Delete an Account

Select the Users menu then Manage to show all users. To quickly find the user enter their name (or part
of) in the search box. When you find their account tick the box to the left of their name the click the
Delete buttonin the toolbar.
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10 Support

For support the we have a ticketing system that will log a support request for you and allow us to keep
track of it. Also by using a centralised support system any member of the Mity team is able to help.

To log a support ticket either email support@mity.com.au or go to support.mity.com.au and fillin the
form.
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