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INNOVATIVE Marketing & Website Solutions

Aloha, and welcome to thKoa Consultingetting Startedsuide This guide contains some

useful information about how to manage your new websiteyou have questions about
managing your websitgrour email, website statistics, or getting help, pleasad on. We

suggest you keep this document in a location that you can access easily as you will most likely
need to refer to it often.
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www.KoaConsulting.com/suppdrt

Are you too busy to manage the website yourself? We offeiskilVice maintenance for your
graphic design and website development needs. We can give you a quick quote and make the
changes you need ASAEmail us akoa@koaconsulting.cofior an estimate any time 24/7.



http://www.koaconsulting.com/support/
mailto:koa@koaconsulting.com

Table of Contents

YOUR WEB S I TE FREYNID. . ..o . ittt iiieu it siteaessee e steeeseeeteresteesaaessee s seesseeesteeeaseessmaeeseessseessseenssees 3
(@ YT N I 3
EDITING PAGE CONTENT . FRONT END .uuivuiitiiiiiiteiieeee et ieeeseteesaeesastanseassssesmnessssssnsesnsesnsssnsesessnmneees 3
SAVING OR CANCELING Y OUR WORK ...t ettt ettt e e et e e e e e e e e e e e e e e e e e e e neaneee 5
ADDING LINKS (TO OTHER PAGES OR OTHER WEBSITES) ....uuutttutiirutiinriinnnimimnneeeeeeeeeeeeereeereeeeeessmmmnnnd 6
CREATING A DOWNLOADABLE  LINK 1outituiitiiitiiieetieesesvmmesesasssasetseassnsesnsssmmsssnsssnsssnsesessnsssnsssmnnresnss 8
ADDING AND PLACING I MAGES ...eueee ettt ettt e e et e et e e e e e e e e e e e e e e e e e e e e e e e eeennns 9
THE ADMIN IMENU ...ttt ettt et e e e emam e e e e e et e e e e et e e aeame e e e e e e e e e e e e e e aaaens 13
EDITING YOUR IMODULES .....iitutitt ittt et e et e e et e et e e e e e e e e e e mmmt e e et e et e e e eaeeee s s nmmt e erareeaeeennnns 14
THE ADMINISTRATIVE B ACK END L.iiuuiiiiiiii it iie st iete s teeesseeenseeenseeenssemameenseeenseeenseeenseeenaee 15
ACCESSING THE BACK END .. ettt e e e e e e e et e e e e e e e eamme e e e e e enns 15
THE 11 HDME O BUTTON ..uiiiniietteeetteeet e et aeaes e et eeease e e teean s eeasamaese st eee s see s reeanteeensmaareesreesnseeenreennrees 16
(O0 ] = LAY X ] = = TR 16
CREATING AND EDITING MENU ITEMS « .ottt ettt et et e et e e e e e e e e e e e e e e e e e eeeeeenna 18
CREATING A NEW MENU ITEM 1uiiiit ittt ettt eeeee et e e e e e e e e et e e et eaaaeeanseeenteeentseenarees e sanneesnseeenaees 18
PUBLISHING AND UNPUBLISHING MENU I TEMS .. iitiiiittiit et et eeeee e e e et e et eeeae e e s snanee e eeeneeeannns 20
AAPPENDIX .ottt et ettt e e e e eomen e en e en e enneeen e cemmnneeeneees 21
APPENDIX A: CONFIGNER OUTLOOK 2003 QB0 7. ... .uiieutiietieeeteeeesiaeeeeeseeesseresserenszeessraenrenreees 21
APPENDIX B: MAKE YIDIMAGES WEB READ Y .. ...ttt ittt tiieiie s ieeesieesteeesseresserenmeeareeeaseenareees 24
RESIZING IMAGES USINSO IMAGE RESIZER . ... ittt ittt isiie s tieestieesieensseenmmeaseeeateeensreennss 24
APPENDIX C: ADDING IMAGES TO YOUR GALLERY (IF APPLICAB LE).......ccccovvvuiiinnnnn... 26
SLIDESHOW . eet et ettt eeeee e e e e e et e e et e e eamee e e e e e e e e e e e e e e ramee e et e et e et et e r—————————————— 28
APPENDIX D: LINKING A NEW PAGE ...ttt ittt iaeeise s tee e stseesseessseessiammeeessreetreesseeenseeenssaen: 28
LINKING TO A NEW PAGE FROM AN EXISTING PAG E OR MODULE : ..evutiteeetee et eee e eemmae e e aeneeeeenees 28
ADDITIONAL RE S OURICEE S ..ot iiitiiii i iii et it ettt tteensseenssenamamteeesseeenseeeneeeneeesamanteensseenareennseeenss 29
IN CLOSIN G ..ottt ettt e et e e e e e e e e e e et e e e e e e e e e e e eemmneenseeneens 29







Your Website~rontEnd

Your website was created using a powe@antent Management Syste(we will refer to it as

a CMSfrom here on to hgb simplify thingsyhich allowsyOWUo become your owWebmaster
andmanageand edityour cntent pages as you see fit by logging on and making changes, from
any computer that has internet quickly and easily!

The onlyrequirement for accessing your siteom the Front End ian active internet

connectionand an up-to-date Web-browser guch asviozillaFirefoxor Internet Explorer We
suggest that everyone uses Firefox as it is reliable, easy to use, and free. You can download it
by going tovww.firefox.com

Logging In

1. Tolog in to the front end, scroll to the bottooenterof any page on your website and
locate the smalf | RY A y A & (i Nik.(Y®duNdhay rieét xoyfun your mouse over the
areatofindthelinkas® {1 SSLJ Ad &l ARRSYy¢ T2NJ aSOdzNR (&

Adminizt rator LEiT

2. Enteryourd | a4 S Njahd# § ¢ & a infdrimatién to login.

Llsername Password

I_[% | |

remember me [
Lost Password?
Mo account wet? Register

3. Once you have logged in successfully, you will see Adonin Menuappear on the
websiteas well as afdit Button at the top of yourcontentpages

Editing Page Contenfront End

Your website has some incredibly useful technology that allows YOU to edit
content, links, images, and much more with just a few clicks of your mouse,
all through your Internet browserBut remember, with power comes gt


http://www.firefox.com/

restraint pasically we suggest yahink twice before dang anything drastic on your
site).

Note: On yourd /_2 V (i | pAge, db rotedit or remove the 9 1 2 | T Ainedofriem Y &
as this line embeds the web form into that page

Tip: Beforegoing into change the content of a given pagfeis helpful toalready havea
specific ideavhat you want tomodify. An ounce of prgarationgoes a long way!

. Once you are logged in to the front end of your website, you will notice a pencil & paper
symbol at thetop left of every page. Clicking on this symbol brings you to a simple page
editor which allows you tedit the content d that particular pageTo change content

on a page, simplyavigate to the page you wish to edit and click on the edit symbol.

&

Lorern ipsurn dolor sit amet, consectetuer adipiscing 1

elit. Vestibulum egestas facilisis odio. Vivamus enim.
Mulla fringila. Phasellus molestie orci non sem laoreet

. What you see should look familiar. Your page is displayed in what looks like any other
basic word processor interface likéicrosoft Word To edit text, simplput your cursor
where you choose antype like you would in any other word processor.

Content / Edit Content  [Info]

Title:
Home Fage i I O g

Cateqgory:
Content b

Intro Text (Required):
BSATS i EHoseD. 8¢S R 40 @

Styles - Font ~sizev|B J U AW =E===

Larem ipsum dolor sit amet, consectetuer
adipiscing elit. Westibulum egestas facilisis
odin, Wivamus enim. Mulla fringilla.
Phasellus molestie orci non sem laoreet
venenatis, Sed ultrices sodales augue. In

Important Tip:
9 Pasting directly fronMicrosoft Word, Works or any other Word Processing
Programs could lead to unintendeehd unexpected results.

You must first be sure to clear the preset formatting théord applies to text by



highlighting the text that yowant copy and paste and selecting/ f S| NJ C2 NXY I & ( 7
FTNRY (GKS a{GeftSé¢ aStSOUuA2y Ay aAONRaz2¥ia 2

| Clear Formattm,gm

J Arial

R N I

1 Alternatively, you can coppaste text from Microsoft word by copying the desired
text and then clicking onthé t | & i ExtefnblBarcébutton on the page
editor menu. Paste your text into the little box that pops up, and then péessy a S NI ¢

| BB o=
T Size |B I L

3. Pressingt 9 y (cr@atels eDouble Linespace and pressing { K A T (i dseatgsiaShgle
Line space in the text editor.

Saving or Canceling your Work

1. Onceyou complete your modifications to the page, you have three options:

a. Clickingor / I vy OS fwill direyya@rdSany changes that you have just mage
until you have pressed Save or Apggi close theeditor. So, if you are unhappy
with your changes othink you may have inadvertently made a mistake, simply click
onda / |y OS fard nd ¢hanges will be saved.

b. Clicking ort ! LJLJill &adve the changes that you have made and keep the page
editor open.

c. Clicking ot { I @ibsave the changes that you hanede and close the page

editor.

Important Tip¢ When editing a page, it is important not to fdackor Cbse the

browser window while the Content Editor is opepyenif you did not edit any content.

lf gl &d8a SAUGKSNI aSt SO0 iioksSvhed yoli #einishe@ aditing I y OS f «
a page.




Adding Linkgto other pages or other websites)

We get many questions concerning the importance of links. To put things bllmkly are
how people get to where they want to go on the InterneGo we will ceer afew concepts
to help you get a better understanding of how to use Links to their maximum potential.

Local Link These links go to a page that is currently on YOUR web§ite.example if you
mention your companyr organizatiof® physical addressn yourdAbout Us page you will
want to put a link to yousContact U§ page.

Off-Ste Link: Theselinks take people to other websitdébat are awayfrom your own. It is
most commonly used to lead peopte a & & AéavébSitéJorlink to a referenceof some
sort. For example, if you are writing a blog (web joal)nabout a news article you have
read, it would be good practice to have a link going to that article.

Downloadable Link: These links allow people to download a file that you have uploaded
your website The most common use for this is to distribute flyers, pamphlets, or ftoms
diminish the cost having to print them oyburselfand/or mail them to potential clients

1. To add links to your website, navigdb the specific page wherngouwould like to put
the link and clicking the Edit Button

2. Addthe text you would like to turn into a link, then highligh{or animage) and click on
G LyasSNIk 9 R Aoi the topof the &elivi Ikisderioted by & Df 26 S I YR
Chainf Ay 1 ®¢

S o
m |
||| Nl

>
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. After clicking o L y & S NIi k 9 R A aidialbgwinddw.&INapeh. yHergou will
specify where you want users t@ @nce they click on your link.

Link text; |
Screen tip: | Style: | Default &

[ ] Menu ltems | Articles | Static Content

Web location
H 2 Admin kenu

S| H [CDcopy of Main Menu
Place in this H [Footer Menu |
i Preview
document # [ Hidden Menu
H [Zhain Menu
- H [DUser Menu

E-rnail address
Shared Images

=

Shared
Documents

Shared Media

Preview in new window

URL: a8 HnEtcAre
Qpen in: | Same window %

a. Place on thisite ¢ Is the cfault setting and isvherethe Content Management
System keeps all gbur Content Pagesr Local Links.

To navigate thelialog click onArticles and then scroll to find the specific page
you would like to make a link to. Once you have found the page you would like
to link to, clickon the page title and then click onelinsertbutton.

b. Web Locationg This button will allow you to creat®ff-Ste Links.

At the bottom of the page, enter the URL or Website you would like to link to.

For example, if you would like people to visit Google, a globally renowned Search
Tool,i 8 LIS Ay & 3 hepRivbvdcdglercondZWidh dr without the
http://www .)

Important Tipc¢lf you are going to create adff-Ste Link it is very important
GKFG @2dz as dialogiKa8lewaWindiSvy This gpens the©ff-Ste
Linkin a New Window This way, youwvisitor will stay on your websitend still
be able to see the new website at the same tintieyou do not set this, the
visitor may leave your site and never come back.

c. Email Addresg ThisONB I G6Sa | t Ayl GKIG gAff 2LISy |
@ 2 dzNJ @im@inCli 2 Skiich as Microsoft Outlook, Mac Mail, or


http://www.google.com/

Thunderbird. This should be useffer careful consideration, as many novice

computerusers do not have theiEmailSoftwaresetup and cannot click on the

link to send you an email. This is where you will want to direct people to your

G/ 2yal OG !a¢ LIS HKIFG O2yidlAya | 6S6
d. Shared Images/Shared Documents/Shared Medi®these buttons will allow

you to createDownloadable Links Please see the next section for

Downloadable Links.

Creating a Downloadable Link

ﬂl Link text: |

Fage on this site Screen tip: | Style: | Default »
[ Shared Documents w Details Options = Hide
web location | |@ Upload )
| [0 [ Mame a Type Size |Date Modified Mo itern selected.
Place in this [11®) index.htrml web Page 0B  03/15/2009, 6:17 prr
document
Displaying 0 to 1 of 1.
=
E-rail address
Shared Images
s
Shared
Documents
Shared Media
< >
URL: | Insert

1. Continuing from the instructions above, to creat®awnloadableLink you will to have
a few things ready before you begin:
a. The file must in a common file type. Foaexle, you can upload almost type of
file onto your website. .DOC, XLERG, .PDEtc.
b. Know where you would like to place the link

Note ¢ Even thouglcertain file types such adicrosoft Word, Publisheor Excel
files are common, not everyone has theogram that can open them..el if you
upload a Word Document, someone without Word or Excelnatilbe able to
open or read them.

To be on the safe side, we strongly recommend that you convert all of your files
to anADOBE PD&a universally recogned file format. Most new computers



have converters have options to save them and almost all computers come with
PDF Readers. If it does not, they can easily download the reader off of the
Adobe website.http:// www.adobe.com/reader

2. As with creating a normal link, highlight the text you would like to turn into a
Downloadable Link.

3. Upload the Fileg Click onUploadand a File UploaBialogwill open. From here, you

can upload files one at a time, or you canaga them as a batch by selecting the

number of files you wish to upload.

Browse for your file and click on ttéploadButton at the bottom.

Once that ixomplete, just presgnsertand you have created Rownloadable Link.

o s

Tip ¢ If you have already upload the Document or filpreviously you can select it
from the list in the white box without having to upload it again.

Addingand Placingmages

Along with modifying the actual text of your website, you can exagesto all ofyour
pagesusing thesame nterface that we used tareateDownloadable Linksibove.

Before you begirg You will need taWeb Ready your images.Images taken directly from
most digital cameras will be too large and-wreldy to use on a websitgo they must be
resized to make ttm smaller

Therefore the imag®USTbe resized before uploadirthem. Please see oaking Your
Images Web Readsection in the Appendix before uploading any images to your website.

Decide where on the page yowwld liketo addthe imageand placeyour cursorto the
left and clickyour mouseto select a location

Tip ¢ For best results, place the cursor BEFORE the first letter of the paragraph you
would like to the image to be placegas far left as possibleThis is even if you would
like theimage to be placed on theght side of the page We will go into more detail
why inWrapping Text Around Imagdselow.

1. To upload & image from your computerclick onthed L y & S NIi k 9 Routfon 'y L Y I 3
from the toolbar. It looks like asunset behind argen valleyon a white border

3. & % @ —
I U ;AYE

2. The newdialogwindow that pops up will show all of the images that are currently on
your websitesite on the left hand sidef the dialog and anupload and previewarea on


http://www.adobe.com/reader

the right.

TIP¢ Using Images you have alrdg uploaded
As we had mentioned before wherploadingDocuments,once you have uploaded a
file, you do not need to upload it again.

Sroll through the images on the left side of the window and find the particular image.
Once located, click on it and itlixsshow up in the preview window on the right side.
Clicka h ceadd the image to the page.

. Qickond . NP @nd foéate your desired image from where you have it stored on your
computer. Once selected cliockh LJ&gddhen clicky | LIt 2Make sure its selected
dzy RSNEZNIO S ¢ dhyRe Of A O

—Choose Files:
s Files must be in JPG, JPEG, .GIF or PNG format,
» Each file must be smaller than 240 KB,

Murmmber of files to upload: |1 w

— Qptions

L] overwrite existing files,

Resize images larger than: | 600 x 600 » | pixels

Upload l [ Cancel

Tip- Automatic Resizing Our Content Management System can automatically resize
an image for use with your content when you upload an image. Select the image size
from the pull down menu.

Thisisnot the sameas making an imagé&/eb Ready. All images must be made
Web Readyprior to uploading to the website.Making an image Web Ready also
decreases the file size allowing you to upload an image so that others may
downloadview them at a reasonable speeaxh the website

1C



This feature allows you thave somdlexibility with yourwWeb Readymages by
allowing you to maké&mall Thumbnail®ut of them that could take viewer to
the larger images.

4. Once you have uploaded your filmake sure that it is selesd thenClick on Inserand
your image will be placed in your text.

Making your images flow with the layout of the page

Now that you haveUploadedand Insertedyour imageinto the content pageit is now
time to make itflow with your layout. Notice hat once you have placed your images
into your content, it drastically changes the way the text wraps and more than likely
R2SayQd 221 3I22R +d Fffo

1. Highlightthe image by clicking on it then click on thmsert/Edit Imageon the
toolbar.
2. Adialogwindow will open:

—File type: ilmage v ~Properties
Properties X Border: [— pixels
—Preview :
fj 1 7 Screen tip:
Shared Images —Positioning:
Text flow: | Default |

Distance to surrounding text:
Top: f— pixels

Bottomn: h pixels

Left: h pixels

Right: [— pixels

Positioning preview:

.."- '—"

.
—Properties i am ipsum, C

width: [300 | pixels |
Height: [225 | pixels + |

—Appearance:
[¥] constrain Style: | Default v
Reset dimensions Some styles may override
other options.
URL: [imagestxamp[e%ZUImage.jpg B Apply

Fields that you will be editing are:
Border¢ Adding al pixel border around the image will make it look

much cleaner and professional. However, do not add more than 2 pixels
as it will looknon-standardand maytake away from your imagea A.Y LJ Of

11



Screen TipThisk RR&a & ¢ &didplayédiwhan thé ridusie
hovers over the imageSeeScreen Tips belofer more information.

Text Flowg This allows you tavrap the text around the image, giving you
more control over the layout of #h page SeeWrapping Text Around
Images belowior more information.

Wrapping Text Around Images

Changehe text flow either to sayloatLeft or FloatRight This will move the
image to the left or right side of the page and allow the text to wrap adoitin
Usethedt 2 & A G A 2 y koygek a clddBniga dh wisat your will image will
look like once you have wrapped your text around it.
—Properties
Border: Il_rfixels

Screen tip: |'-.-'iewy\c|\f Coconut Island

—Pasitioning:
Text flaw: | Float left w

Distance to surrounding text:

Top: I_ pixels
Bottom: IS_ pixels
Left: l_ pixels
Right: IS_ pixels

Positioning preview:

P

Once you hav&Vrapped Your Texg notice that the text in thePositioning
Preview butts up against the sides die image. Add5 pixelsto whichever side
comes in contact with the text. For example, if you have image placed on the
left side of the page, add 5 pixels to thght side of the image.

12



Lorem ipsum dolor sit amet, consectetuer
adipiscing elit. Vestibulum egestas facilisis
odio. Vivamus enim. Nulla fringilla.
Phasellus molestie orci non sem laoreet
venenatis. Sed ultrices sodales augue. In
pellentesque justo sit amet lorem. Nullam
mollis mollis nisi. Curabitur est metus,
dictum non, dapibus at, vehicula vel, eros,
Proin molestie. Maecenas convallis
commodo ante. Pellentesque habitant
morbi tristique senectus et netys et
malesuada fames ac turpis egek&s. Mauris
iaculis accumsan felis. Ut eget turpis nec

Screen Tips

Screen tipsallow you to give a short descriptiai the image you have placed on
the page, giving visitors more insight on what is goingvben they run their
mouseover the image AddingScreen Tipsnayalso helpyour Search Engine
Rankingsasboth Yahoo and Google now all@iwmage Searchésvhich ae

based off of your content and the descriptiotigt you give to your images.

Yiew of Coconut Island and Hilo Bay

The Admin Menu

Adding New Content Pages

1. To add a new page through tAe&imin Menu,begin by logging in through the
administrator login on the bottom of your websit€lickonad ! RR b S& t | 3 S

13



2. Give the new page a relevanttitle in the¢ A fiefd S &K A a ATt 0SS &2 dzNJ
| S| RRextEselectt / 2 v {frény'thess / | S didp-bldsvis box.

Category:
- Select Category - E.v-|

- Select Eateiuri -

3. Add yourcontent for your new pagdehe samewasas editing content on other
pagesas we had mentioned abovénce finishedaveor Cancelyour New

Page.
B (g #

Checking Your Webmail
Yourwebsite comes prequipped with a Webmail Component which allows you to
check your emailt 2 y (i o8 arly 2agnputer with an internet connection

1. Clik onCheck Emaill
2. Use theLoginand Passwordwe have provided you to login.

Checking YouwebsiteStatistics
You can view some important statistics including the amount of hits your site is
receiving, and where your visitors are coming from (e.g. seangimes or other
referring sites).

1. Click onWebsite Stats

2. Use theLoginand Passwordwe have provided you to login.

Editing Your Modules

Your site might have come with certain modules built into it. For example, your

G/ 2y Gl OG Ly T2N)YI (al gages is alrfodufe. Qihrangdiulesdblal many

sited Kl @S | NB | adaMSS giadzNIE R Z9KES y2UNIL 1 SYKk { SNIBA OS
Modules can be displed on every page of a website, and ahanges to the module

appearon every page owhich the module is display orAll you need to do is change

them once and it will change theon all pages.

1. Click orEdit Modules
2. Use the Techniques that you have learned above to edit the modules.

Important Tip¢ Modules are meant to be a quick an easy way for you to get

14



informationacross to your website viewer and to pique their interest in what
your website may offer them.

That being said; do not add TOO much information to a particular module, as it

YAIKO y20 aFAGE dudwebsitefviditoi Qf R2 ARSSNIFNITO G F N
expelience.

Logging Out

Once you are done editing your website and would like to view it withloe&dit
Buttons and Admin Menu,click onLogout. You will be taken to a screen that will
require your confirmation. Once there, click on the Logout button

LOGOUT
You are currently Logged In to the private area of this site

n.

The Administrative Back End

Depending on your packaggou might not need to access tW@ministrative Backend at all.
But if you do, his section will briefly cover the basiod advancedeatures available to yau

What is theAdministrative Back End useful for?
0 Real Estate Sites
Shopping Cart andEommerce Sites
Sites with constant updates, i.e. Weblogs, Galleries, etc...
{A0Sa 6A0K G2S0 {LISOAIFf&aE 2NJ AaCSI 0dzNBER 9 @€
Adjusting and maintaining yo@ustom Features
Advanced users that wambore control of their website features

o OO0 oo

Note: Please exercise caution when editing your websites features.

Accessing the Back End

1. To access the back end of youglvgite, begin by opening up amtérnet browser
(Firefox, Internet Explorer) and typimgvw.<yourwebsite>.com/administratorinto the
address bar.

15



Bookmarks  Tools  Help [2
' 8

i) e, koacansulking, com) adrministrakar

2. Enter your username and password information to login to the back end of your
website.

} JH Login

| ﬂ..r

ﬂ_) Username

Welcomel %

Use & walid username and Password
passwweord to gain access to
the administration consale.

Login

S @2dz FNB t233SR Ay (2 (GKS ol O]l SyR 27
St

3. hy
t | ED CNBY | ODSE ae AidkSOla/ 2y GSy i al ylF3aSNEX

0
y

CKS al 2YS¢ .dzidz2y

Keep in mind that no matter where you are in the back end, you can always get back to this
location by clicking on thé | 2 Ybatton located on the uppeleft portion of the page

Hum% Site Menu  Content Components  Modules

Content Manager

1. To access the content managelick ond / 2 v (1 Sy (i fram thielcahoNganel.

16



s T,

5

@Cuntrul Panel

29 A ) | -
& # B O M8 w

Content Manager Menu Manager Form Manager Media Manager User Manager Trash Manager

b

2. Before going in to change the content of a given page, try to already have in mind
specifically what you want to modify. We begin by clickingon8 $y i al: y I 3 S NE

3. We are now shown all of the individual pages that make up your website. Click on the
particular page that you wanted to modify.

4. A page editor that looks nearly identical to the editor used from the front end will be
displayed.

Recal from the Front End section that:
o Pressingt Sy (b yeilir keyboard creates a twlime space and pressing
G a KA T (idreétgsia SingRine space.
o Copy and pasting from Microsoft Word require you to clear formatting first. Or,
usethed t I &GS T WiRtoh o thelp@ye editor menu.

1. Once you complete your modifications to the page, you again have three options of
saving or discarding the changes. There is also the option of previewing the page.

a. Clickingori / | y OS fwill disreyya@rdbany changes thgou have just made
and close the editor. So, if you are unhappy with your changes or think you may
have inadvertently made a mistake, simply clickioh | y O S fardnd 2 & S ¢
changes will be saved.

b. Clicking ori ! LJLJillSave the changes that you have neaahd keep the page
editor open.

c. Clicking ort { | @itbsave the changes that you have made and close the page
editor.

d. Clicking ot t NJ biin§saup a new window that previews the page with the
changes you have made.

® 9 U0/ ® B

Prewiew Upload Save Close Help

17



Creating and Editing Menu Items

Very Important: Depending on your website package, this feature might not be readily
available for your useBecause every website is differeiitis *strongly* recommended that
you ask us which menuare available teedit and thembefore proceeding

Now we havea) learned how to creaté&New Content Pages andb) learned how toPublishand
Unpublish pagesyou can now use this knowledge to start addihg New Pageshat youhave
creatad to the general structure of your website the Menus.

Creating a NewMenu Item

KOA CONSULTING

Home

About s

Gallery

W I'j Litn Li: 5
Site Map

Contact L=

1. Through theBackendgoto Menu at the topof the pagethen pull downto the Menu

Manager
g o
Koa 3/ com_menumana (F_\ A i::? a Q
N ger S ix! )
Copy Delete Edit Mew Help
_-'ﬁ Menu Manager
=R/
# Menu Hame Menu Items Publfshed # Unpublished # Trash # Modules
1 ) adminmenu 2 5 1 1 1
2 O footermenu b2 5 - 1 1
3 (0  hiddenmenu b2 1 - - 1
4 ) rainmenu ‘ET-' 6 - 2 2
g () usermenu 5 1 - 1 1 %

2. Choose theMenuyou wish to edit and click on t+'= button next to the name.The
mostcommon Menu that you will be able to editistdéa | A Yy Y Sy dzd Q

Important: Do ot S R A GAdmign&NuY 2 F &@2dzNJ 6S60aAiGSo
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3. You will be taken to the Control Panel for ttdénu, notice that it uses the same

structure as that of thé-ront End.

.—";ailvlenu Manager [ mainmenu ]

Max Leuelsl 10 » |Filter:|

* You cannot “delete” this Menu as it is required for the proper operation of Joomlal *
* The 1st Published item in this Menu [mainmenu] is the default "Home page” for the site *

# [] ™Menu Item Published Reorder Order ﬂ Access Itemid Type
- . Cormponent -

1 [ Home v v 3 Fublic 1 FrantPage
z [ aboutus e a W 4 Fublic 13 Link - Content Item
3 O caller T a ¥ 5 Public 34  SomRonent- Koa

¥ ) Gallery
4 [] web Links i3 @ B Public khl Link - Content Iterm
5 [ site Map e @ ¥ 7 Fublic 24 Component - Site Map
6 [ contactUs e a g Public 22 Link - Content Item

CID

10

22

B

25

4z

23

4. Click orNew on the top right hand corner of th€ontrol Paneto create anew Menu

Item.

5. Click omx [ Ac¥Zdntent lteng
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