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1.0 LOG IN PANEL

- Log in panel is an authentication tool to allow only registered users to edit pages, add new
pages, upload documents and submit links.

Main Menu Home €@ Login
Haome 1.1 Logging In
Ahout s Login
Contact Lis Step 1: Enter Username.
P s ; Step 2: Enter Password.
Login Form . 5 -
Activities Step 3: Click Login.
p i Username
Our Serices [——|
pcoming Events S —
Fast Evenis Ffw
Gallery =_—l
Reports & Articles QRememberme
Facilities
Links Laogin
Downioads Lost Passward?
Search
Login

Picl: Login Form View

Main Menu Home @ Login

1.1 Logged in Home
AhoutUs g
.. . . . Login
This is the view after the logging in. Contact Us ) j
Hews
Admin Menu or User Menu will appear once Arctivities Login Form
you have log in. Our Services Hi, adrmin
Please check this before proceeding. HREoming Events
Fast Events
Gallerny
. Reports & Adicles
1.2 Logging Out Facilities
] Links
Click the Logout Button. Diowrloads
Search
Login

Admin Menu

_——r vour Details

Admin Menu

Submit WebLink
Wigwy All Content

Pic2: After Log In




1.3 Change Username & Password

Simin Mey Step 1: Click on “Your Details” on navigation
&— Stepl bar.
Pic3: Admin Component
Step2: Change the Variables B g
1) Your Name our Mame: -g’-‘-}c.i_r_nin_i_s_t[qt__o_r
2) Email: ) . e
3) User Name: e-mail; yssman{@muis.gov.sg
4) Pas_sword: User Mame: ladmin
5) Verify Password: T
Password:

Werify Password:

Click E‘ once you complete the
changes. User Editor |- SelectEditor- [

g Pic4: Your details view
Click if you wish to close this page
without saving.

* Please remember the username and
password once changed.



2.0 Editing

- Editing tools are the most important aspect of the content management system. These
tools allow us to create content and pages without understand codes. Its easy to understand
as it is similar to entering data into Microsoft Word.

2.1 Look for the _A

Arabic Class

Arabic class every monday.
To enter editing Stage,

Welcome to Al-Amin Mosque website. | Jj Click th
ick the .

Welcome to Al-Amin Mosgue wehsite. Feel free to browse through our
pages.

Pic5: How a page should look like in Admin mode.

This page should appear after you click J

Home @ Activities
Activities / Edit Content [Info]
Title:

::ﬂ\rﬂtllilli-dhllﬁﬁ _' ‘ I $

Categony:

Activities v]

Intro Text (Required):

@ 0B J U=i==fEam )} G0 EEA LY
— x = == = | i S5 e Sl &7
- Styles - ml - Font farily - ml - Font size - @ @ abr 82 HH - Format -- m
W2 EHE4=20883 0
Arabic class every monday.
Pic6: Editing Page.
Please ensure to click or after creating/editing content so

that your work wont be lost.
Click cancel if you wish to close the editor page without saving.



2.2 Editing Tools

@ 1B 7 U ;== = e ) & B3 @ 60 4 0
—x, xESEEH| | | | €
- Shyleg - :l - Fant family -- :l -- Font gzize : i3 Br ) = - Farmat - :

i E2@Easa2nsam @

Pic7: Editing tools

2.3 Text editing

Text editors are similar to Microsoft Office text tools

— % XX & & = = paragraphing tools
o s = e Bold, Italics, Underline, Ordering List & Indents
- Shyles - B2 - Fontfamily - B - Font size - | 22 382
L ] - Fort famit K2 - Font ske- 00 1 Font Styling, Type, Size, Color & Highlight
2-4 Tables General Advanced
. Genaral properties
2.4.1 Adding Tables Calurns Rows
--? Cellpadding I:l Cellzpacing I:l
Step 1: Click - . (Dialog Box will appear) Alignment [ Notset -7l  Border o]
idth eigh
Step 2: Change to required number of i [ R L]
columns and rows. Class [-- Mot sat -- =]
Step 3: Change Border to 1 to make border
visible.
Step 4: Click Insert to create table.
R B

Pic8: Create/Edit Table Dialogue

el e Iy e oy B o a b
i E DS =033

Arabic class every monday.

2.4.2 Editing Tables

Table editing controls

2.4.2.1 Adding Rows

Date Time Topics
Step 1: Place cursor in any row. /\R
2447 /2006 llilam—lEle | )

=

Step 2: Click " to add a row after the
+5 Pic9: Table

current row or click - to add a row before
the current row. Cursor

_"I'?|_|J|:Ihjjn::-';"'|l‘g'n ﬂl‘g-'irl



2.4.2.2 Deleting Rows
Step 1: Place cursor in rowto be deleted.

=

Step 2: Click —  to delete the row

2.4.2.3 Adding Columns

Step 1: Place cursor in any column.

i
to add a column after the

4

Step 2: Click

current column or click to add a column

before the current column.

2.4.2.4 Deleting Columns

Step 1: Place cursor in column to be deleted.

Step 2: Click to delete the column

2.4.2.5 Changing Cell Colour

Step 1: Place cursor in cell to be edited.

Step 1: Click
Pic10)

. (Dialog Box will appear -

Step 2: Click Advanced.
Step 3: Select update option.

Step 4: Select colour and click apply. (Dialog
Box will appear)

Step 5: Click Update to apply changes.
2.4.2.6 Removing Borders

|
Step 1: Click . (Dialog Box will appear -
Refer to Pic8)

Step 2: Change Border to 0 to make border
visible.

Step 3: Click Update to apply changes

Genearal Advanced

Advanced propertes
1d |

Step 4 > |
= Mot set -- d

Language code | |

Sty

Language

Background image | |

Border calor

Background calor

ILlpdate current cell

Update all cells in row

Update all cells in table

AT Mo e T

I T

Pic10: Cell Editing Dialogue



2.4 Adding Image Article Image || Appearance || Rollover Image | Advancad |

Article Image

2.4.1 Uploading Image HRE | |

Deszcription | |

Title [ |

-
Step1: Click :ﬁ .

Step2: Click ) mages

— Browse

j{j Click an the image to insert it, click to the right of the image name to selact it,
CTRL+Click selects multiple images.

Step3: Click “  to upload

image. (Dialog Box will Directory |/ [v] I PN e
appear) & faciics

Upload I =] food

l@ouerwrite existing file @Create copl,llof existing file D M Step 3

& images

1153443 intef |
Step4: Browse content from 1153449595\%@&[..
your Computer.
Al-arnin logo.jpo

Step5: Click Upload. BEE arlicles.pg

[ R.efrezh ][ Insert ][ Cancel

Picl1l: Image Dialogue

2.4.2 Add Image to Page Article Image || Appearance || Rollover Image || Advanced |

Article Image

Step1l: Click the image title. URL |http:/fwww. mosque. org. g/ al-amindimages/ stories/Al
Crescription |A|-amin logo |
(The image will appear on the Title [#1-amin logo |

right of the screen)

* If image does not appear,
please follow “Uploading

Image” steps to reload the gowse

image on the server. ‘_%J Click on the image to insert it, click to the right of the image name to select it,
CTRL+Click selects multiple images,
Step2: Click Insert. Directory [/ [v] I PR e

L pewis jEe

. facili

By now the image should be - =i Al-amin logo

loaded on your text editor. See | (] foxd PG Image (3%

- Cimenszions: 15351 172
below picture. [ fruit Size: 21,99 Kb By
3 Madified: 21/07/2006,10:50

] images ¥
115344355 0winter. ing @
1153449596 W inteL i

Al-amin logo.jpg

articles.jpg

[ Refresh ][ Insert ][ Cancel

Pic12: Image Dialogue with image ready to be inserted into editing page



=
-]
N

U == = sEacvm 3 f 23 @ G 30384
= | | | I L

| - Styles - ZI -- Font family -- zl - Font zize - EI 5 agr 02 [ 1T

K2 dEag=2ad80

Arahic class every monday.

Pic13: Editing Page with image loaded.

* Please resize images before uploading the size, as this may affect downloading and the
server space for your mosque website.

2.5 Adding Media

2.5.1 Uploading Media

There are 3 forms of media
that can be uploaded. Flash,
Quicktime and Windows
Media.

Step1: Click HEH .

Step2: Click © to upload
media. (Dialog Box will

appear)
Upload
I | Browss... |
@Ouerwrite existing file @Create copy of existing file

Step4: Browse content from
your Computer.

Step5: Click Upload.

Flazh || Quicktirne J'| windows Media |

Wwindow Mode Qpaque = Cuality Menu IE
é-' Allow Script Access Scale Default = Autoplay
Background Colour #l:l Loaop

- Properties
URL [ |

Dirmensions | | 4 | | (= Proporticnal

Wipace HSpace
Align |Lef’t EI

- Browse

j‘r} Click on the filenare to insert it, click to the right of the filanarne to selact it,
CTRL+Click seleds multipla files,

Directorl,'|.f' El 1}. ﬂ g L7

[ [acilities
7 food

Step 2
7] images

Refresh ][ Insert ][ Cancel

Pic14: Media Dialogue



2.5.2 Add Media to Page Flazh . GQuicktirne windows Media

~ window Mode Qpagque : Quality | Best : Menu @
Step1: Click the media title. ®- Allow Script Access scale  |Default B4 Autoplay
T Background Colaur #l:lﬂ Loop
(The image will appear on the
- Properties
rlght Of the Screen) URL |http:.l".|"www.mosque.org.sg.n"al-amin.n"images.n"stories.n"fr{
. Dimensions xpx Propartional
* If image does not appear, ... [5 JHspsce [ 5]
please follow “Uploading | .- [Lere [~ |
Image” steps to reload the SRR
image on the server. er glli_gtl_igl:::ke :,:renc::;:ﬁim:efﬁeizj click to the right of the filename to select it,
. Directorv|.l" a T ﬂ S}! (7]
Step2: Click Insert. ety S
] facilitiez P Lj
By now the media should be | i g S X
loaded on your text editor. || Length: minisec By
= ize: 22, b
See below picture. (] images ;odiﬁzej:azz‘t?o?moos,1?:34 o
f'j_":‘ frontpage. swf _‘
[ Refresh ][ Insert ][ Cancel ]

Pic15: Media Dialogue with media ready to be inserted into editing page

Intro Text (Required):
) @ 1B I

2

0

U iz i= =sEacwm X Ca @ G0 0544 05
A | | | | b o= g3
| - Styles - :l -- Font family - j - Fant gize - m i3 b 0} [ W1 M
KEEEQEBRITO

— X, X

Pic16: Media Loaded. \

Media



3.0 Publishing & Unpublishing

- In this chapter we will introduce to you a new concept of creating, publishing and
unpublishing of pages. We will also look into the different sections and different categories
in which the pages are differentiated.

* please note that all the categories mention in this manual may not apply to all mosque

websites.

3.1 View All Content

Step1l: Under user/admin Panel,

click View All Content.

This panel shows all the pages
that are already created.

The icons on the left most
column represents
publish/unpublish pages.

-
¥ - Publish

™ - unpublish

Publish = Public will be able to
see publish pages.

Unpublish - Public will not be
able to view pages. Pages can
be viewed only by
administrators.

._'.g.i - Pages can be edited by
clicking this icon. Please read
section 2.1 for editing details.

Admin Menu

Wiew All Content

Pic18: Admin Panel

Wiew all Content

All Contand ltems for adrmin
_ [

Filtar |

Date tem Title

4 A

) A

b | A

- A

w 'y

% A

* A

v A

== Slart < Prev 1

Hew |-Chaose Section- i

Pic19: View All Content Panel

Main Menu

Pic20: Menu Bar

. order | Date desc

Section / Category
Gallary | Gallery
Evanis | Upcoming Evaris
Actties | Activithes
Actlies [ Attvithes
Content§ Facilties
Contenl f Aboul s

MEws | Naws

Newt = End »=
:1-100r18

Sections / Category

Every link created on the navigation
bars contains sections and categories
of each pages.

Home -> Stand Alone. Any page can
be published here. Please view
Section 3.3.

These are the the links that cannot
be amended.

Contact Us
Links
Downloads
Search

Log In

Please view Annex A to see
breakdown of sections & categories
and how they are link.



3.2 Creating New Pages

Please refer to Annex A for
sections, categories and links.

In this example, we will only

show you how to create a new
page for Activities.

Step1l: Click on New - Choose
Section at the bottom page of
View All Content.

Step2: Choose A Section.

Choose Activities and click on it.

Step3: Enter a Title.
Step4: Select a Category

Step5: Insert data/information
into the Text Editor

Step6: Save.

Wiew All Content
All Contand ltems o admmimn

Filter | order | Date desc

:I Displayz |50 5a

Date ttem Title
= | A

4 A

3 A

= A

- A

= 4

v A

= Slart « Prew

® New L-ﬂﬂp_s_ﬁﬂ_ﬂd_ian_-M

Pic21: View All Content Panel

- Choose Section- :

- Choose Section -
Activities

Content

Ewvents

Gallery

M e

Repors & Articles
Services

Pic22: Choose section
Homie ﬂ View All Content

Activities | Add Content [i]]

_ Mewr:

Tolle

Calegory
Actraties

Pic23: New Editing Page

Section f Categorny Hits
Gallery | Galiery ]
Evenlz / Upcoming Events 4
Actrvities | Activities 13
Actities [ Actviies 4

Conlant§ Facilties
Confenl f Aboul s

Ninws | Naws 12

Results

1-180r18




3.3 Publish and unpublish
from stage

Step1l: Enter editing stage.
(Please refer to section 2.1)

Step2: Scroll down the page till
use see the Pic24.

Step3: Click Publishing Tab.

Step4: Under State: Change
Unpublished to Publish or vice
versa.

Step5: Check this button to
publish page on Home Page

* This is optional. You only need
to do this if you require the
page to be publish on the first
page.

3.4 Stacking Pages

When there is more than one
page that is published within
one link, stacking will occur.

Please take note that the older
pages will move down and the
latest page will appear at the
top.

B O

—_—

[mages Puibbshi™
Sub-foider = |/ [~
Gallery Images ;E_::;'_m Edit Image
m':l'?iipg Source:;
aslensk png —
clockjpg A |None B3
keytjpg At Test: B
pastarchaves jpg B I—]
taking_notes.jpg der:
web_links jpg E Eckch |:
Caption: |
Caption —_—
. postirs B0

Caption 2igr: |None B3

Caption
Width:

Aeph

| Clown

Pic24: Images Tab

5o

Tenages Publishing | Matadats
State Unpublished 5
F'u|:'|||l: |
Arcess Leval: Registerad
Special
Surthor Alias I |
Ordema: Hew items default to the first place. Ordering can be changed after this item
sl & savad
Start Publshing:  [2006-07-31 | E
Frrith Publishing: | Mever | E
Shorw on Front
Page D

Pic23: Publishing Tab

Musabadgah Tahfiz Barzanji NeW

Pages
Musabadgah Tahfiz AlOwran

Click here (o dowenload poster,

Wisahagsh Tahf

s e

T Adquran pads 1241 Ogos 2006 dibka kepads kanak kansk
baung H Almiad o 1aipon 627 33848

Kiliks disind untuk dapatkan horang penyertaan

Welcome to famiyah Ar-Rabitah MUSTH_

Arealamu'alakum, Wslcoma (o Jamivah Ar-Rabdsh Mosque Webeds Pleace Ta& fres 1o bed

IDQRS

Pic24: Stack Pages

v besturnue 12 fahun

VAFgE negars singapurs oan pencucuk tetap, Tarikh bt 4 Ogos 2006 Untu bertarnm 3ita

Old Pages




4.0 Remository

This is a program which allows administrators to upload files which may be necessary for

public to receive for many uses.

* Please note that files uploaded cannot be deleted.

Examples.

Registration Form

Poster

Templates for Forms and so on.

4.1 Uploading

* You have to log in
before attempting this.

Stepl: From the menu,
click Downloads.

Pic25
Step2: Click Submit File

Main Menu

: Menu Bar

Category

N @ R @ A 9

" j‘

L=
i

Pic26

: Remository View

Downloads

Folders Files

)
)
)
)
)
)

0y



Step3: Click Browse. Upload Fila for Rspiosiory

EITHER browse your compubes and selecd a file you wizsh 1o uplosd fom your compoted oL saing

Blew File |

OF o ol e dadsts etsewhieng an thi nel, enbss e URL Tor thald fli and other délaits

Dowlnad URL: [bmp

Fill Dhatter; |HIM—W—3F 18:00:53
Filo Size: |

The dialog box will
appear. 3

Step4: Please choose
your file from your hard
drive.

&
L
o3

Pic28: Choose file

Step5: Choose Location.

Ugslnad File Tor Anposion
Default Location: Forms EITHER browse your compubes and selecd a file youwish 1o uplosd fom your compoted fof shiring
. . ol ] IR - -
Location Listed
. Forms OF o ol e dadsts etsewhieng an thi nel, enbés e URL for thad Al and other délaits
| Ihecellaneous — Step 5
Filln Dt
. Posters e a
. . 2
* Publications L‘
« Sermons Locufion:
m B )P rU s Egaee= 5 X DB EEM S

Pic29: Choose Location

Step6: Scroll down all the File Title: | |
way to the bottom of the
page and Submit File. File Version: | |

File futhor: | Administrator |

tel

HomePage:

Screenshot: |

Icon: | (.~  Step6

i M@=

Il

Pic30: Upload File 2



If there is no problem s gime
loading, you will see a & "
view as seen as on Pic31.

All Donel

FPlease Mote: All Uploads will be reviewead prior 1o Publishing
Pic31: Submit Success

4.2 Downloading

Category Folders Files

Stepl: Choose one

category. ) (0im)
@ (0/0)
& (0/0)
= (0/0)
& (0/0)
o/ (0/0)
& (0/0)
a, ’%

Pic32: Remository View

Step2: Click download to
start downloading the
chosen file. .

22l /vé
Published: “es
Submitted On: 31 Jul 2006
File Size: 724 .50Kh

Downloads: 0
Rating: Total Wotes:0

Pic33: Download Manual View

Tutorials - Creating Hyperlinks



1.1 Creating Hyperlinks
to External Websites

Step1l: Select text or image to
be hyperlinked (Refer to Picl)

ST
Step2: Click - . (Dialog box
will appear - Refer to Pic2)

Step3: Insert URL(website
address) to be linked to.

Step4: Select whether to open
hyperlink in same or new
window.

Step5: Click Insert to create
link.

1.2 Creating Hyperlinks
to uploaded files (Forms,
Posters, etc.)

Step1: Click . (Dialog box
will appear - Refer to Pic3)

Step2: If file has been
uploaded through “"Downloads
- submit file” menu continue
to Step 5.

Click . (Dialog box will
appear - Refer to Pic4)

Upload
[ [ Browse... |
I:IOuerwrite existing file l:‘Create copy of existing file

Pic4: Upload file dialog

Step3: Click Browse to insert
required file.

Step4: Click Upload to upload
file.

Step5: Copy URL of file. And
click cancel to close window.

Step6: Follow Step2 of
previous section (Creating
Hyperlinks to External File) to
create link.

) @ QB 7 Uz iz = fsecwm o X By 3 G0 4a L
—x, x=E=s==H| | | | L o= 35
- Styles - _FH - Font Farily - % -- Font size - "_"v'! 23 abr §) 5 BT T4 | Paragraph |'_H
SH [ =
il zdEag=ng@C
Click [EE to link to MUIS wehsite
Picl: Select Word to be linked
Insertyedit link Step 3
Link URL |http:.n";"www.muis.gou.sg ﬂ
Target Open link inthe sarme window _FH
Open link in the sarne window
Title [Cpen link inane T
Class -- Styles --
Pic2: Insert link dialogue box
Insert File
Insert File
URL |http:,u",u"www.mosque.org.sg,u"al-arnin,u"irnages,u"storie
Target COpen in a new window _HH
Title |Iinks-tutoria| |
I:‘Include Ican Dlnclude Date I:'Include Sice @
Browse
jr) Click on the filemame to insert it, click ta the right of the filename to select it,
CTRL+Click selecs multiple files.
Directary | @ T tj v} L))
= C TR
() frantpage. swf links-tutorial
- DO File (¢
key.jpg Size: 25.50 Kb
. . Modified: 31/07/2006,17:47F -3
@ lirk.s-tutorial. doc -2
paztarchives.jpg db
taking_notes.jpg _
web linksjpg -
a -3 »
[ Refrezh ][ Insert ][ Cancel

Pic3: Select Document




Annex A

Sections/Categories/Links

Sections Categories Links

Activities Activities Activities

Content About Us About Us
Facilities Facilities

Events Upcoming Events Upcoming Events
Past Events Past Events

Gallery Gallery Gallery

News News News

Reports & Articles

Reports & Articles

Reports & Articles

Services

Our services

Our Services




