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Know your website  

 

Article is some written information that you want to display on your site. It normally contains some text and can contain 

pictures and other types of content.  Article might be shown with different fonts, colors, headings, and background, and 

might be shown in different locations on the page. 

 

Modules are mostly known as the “boxes” that are arranged around a component, for example: the member module, 

footer module, menu module, login module etc. So, you can decide to show or hide the module depending on which 

menu item the user is viewing. Modules can be placed anywhere position on the webpage defined in the template.  

NOTE: All necessary modules are predefined. You have to create articles only. You only have to decide that which 

module needs to display along with the article you have just created.   

 



 

CMS Administration Work Flow 

 

Article can be shown in website by the following procedure. 

1) Create a article   :      Content => Article Manager  => New 

Note: You can’t show an article until you create menu item for it. 

 

2) Link the article to a menu item of a menu :  Menus => Menu Manager 

Click on any menu ( eg. Top menu). You will see the menu items like Home, Contact Us etc. 

You can create here another menu item or Sub menu item for that article. 

Link that article to that menu item. 

 

3) Module Manager helps to Show / hide module ( like top menu, banner, footer etc.)  within the article you have 

created when you view that article on the website : Extensions => Module Manager   

 

 

WE WILL EXPLAIN HOW TO PERFORM THESE STEPS ONE BY ONE BY AN EXAMPLE. 

KINDLY FOLLOW THESE STEPS AS MENTIONED IN THIS DOCUMENT. 



 

ADMINISTRATOR  LOGIN 

URL 

www.saha.ac.in/web/administrator 

Access with departmental user ID & password provided by Super admin. 

If you forget your password kindly ask Super admin to Reset it. 

You will get this screen (fig. 1) after successful login. 

Administration Menu: 

Site => 

1)  Control Panel  [ You will get graphical view as icons for menu links] 

2)  My Profile [ Update your password ] 

 

Menus=> 

Menu Manager  [ List  of menus. You don’t need to create new menu] 

Click on the list of menus eg. COMPSD-Topmenu to get all menu items inside it. You can Add, Edit, Publish, Unpublish 

and Delete menu items. 

 

Content=> 

Article Manager  [ List  of  articles;  You can add, edit, publish, unpublish, delete  article ] 

 

Extensions=> 

Module Manager  [ List of modules;  You can add, edit, publish, unpublish, delete  module ] 

 

 

 

 

(Fig. 1) 

 

 

../Documents/www.saha.ac.in/web/administrator


 

ADMINISTRATOR LOGIN 

Update password 

You can update your profile password in the following way, 

1) You can click on the update profile button or, 

2) Go through this link,   Site=>My Profile 

You will get this screen (fig. 2) in My Profile page, 

Change your present password with a strong password. 

Note: Don’t change Name, Login Name. 

 

 

(Fig. 2) 

 



 

ARTICLE 

Article is some written information that you want to display on your site. It normally contains some text and can contain 

pictures and other types of content.  Article might be shown with different fonts, colors, headings, and background, and 

might be shown in different locations on the page. 

 

Check the following screen shot (fig. 3) to understand it. 

 

 

(Fig. 3) 



 

TEXT 

EDITOR

(Fig. 3.1) 

 

Note: Add/Create hyperlink by the following way (fig. 3.2) 

 

                                                                                                     



(Fig 3.2)



Note: Source Code view (fig. 3.3) 

(Fig 3.3) 

 

STEP 1: Insert image by the following way (fig. 3.4) 

 

(Fig 3.4) 



 

STEP 2: Insert image by the following way (fig. 3.5) 

(Fig 3.5) 

 

STEP 3: Insert image by the following way (fig. 3.6) 

 



(Fig 3.6) 



Image is inserted (fig.3.7) 

(Fig 3.7) 

 

Frontend View  (fig.3.8) 

 
(Fig 3.8) 

ARTICLE 



ADD / CREATE 

You can create article by the following way, 

1) Content=>Article Manager=>New      or 

2) Content=>Article Manager=>Add New Article [Give a title and write down content inside the editor ] 

 

(Fig. 4) 

 

(Fig. 5) 



ARTICLE 

EDIT 

You can create article by the following way, 

1) Content => Article Manager 

Click on any article to edit. 

 

Added another two lines (check fig. 6) 

After modifying the article click on Save & Close button. 

 

(Fig. 6)



 

 

ARTICLE 

PUBLISH / UNPUBLISH 

You can Publish / Unpublish articles by the following way, 

1) Content => Article Manager 

Select articles by checkbox and click on Unpublish button. Status red icon means articles are Unpublished and           

green icon means articles are Published. 

You can Publish article which are Unpublished by the same way. Then you have select articles by checkbox and click 

Publish button. 

 

(Fig. 7) 



 

ARTICLE 

DELETE 

You can delete articles by the following way, 

1) Content => Article Manager 

Select articles by checkbox and click on Trash button [see fig. 8] 

Note: You can also get back/ publish deleted articles if you need it in future. It’s like windows recycle bin [see 

fig.9] 

 

(Fig. 8)  



(Fig. 9)  

[Click on the status button or select articles by checkboxes and click publish] 



MENU 

Menu is a block of menu items. 

Suppose you have created a menu named COMPSD-Topmenu and you have created menu items named Home, 

Research, Activities, ….., Contact Us.  

WITHOUT CREATING MENU ITEM, YOU CANNOT DISPLAY YOUR ARTICLE. SO CREATE YOUR ARTICLE FIRST THEN ADD 

IT TO A MENU ITEM. 

You can add an article to a menu item by creating a link between them. So that when you click a link (menu item) of a 

menu an article related to it will appear on the web page. 

Note: Don’t create any new menu. You only need to create menu items because all menus are already created 

according to the needs of present website. 

Follow these steps given below. 

Fig. 10 is the view of current divisional web site. We will create a new menu item (not menu) in the top-menu. 

 
(Fig. 10) 



MENU 

Create New Menu Item 

You can create menu item by the following way, 

Menus => Menu Manager or 

Site => Control Panel  => Click on Menu Manager icon 

These all are menu not menu items. Our target is to create menu items. How can we create menu items? 

The answer is we have to click on menu in which we want to create menu item. 

Let we want to create a link in COMPSD-Topmenu. We have to click on COMPSD-Topmenu.  

Please check  fig. 12  for what you will see after click on it. 

 
(Fig. 11) 

 



 

Note: Status Red icon means they are disabled for showing in the website (frontend). 

You can compare it with the frontend view in (fig.10) 

Following list is the menu items of COMPSD-Topmenu.  

 

(Fig. 12) 



 

Follow these steps, 

1. Click on new icon/button 

2. A popup will appear like in (fig. 13) 

3. Click on Single Article or External URL 

 
(Fig. 13) 



 

Next Step,s 

1. Type a menu title 

2. If you want to create sub menu item then select the parent menu item from the drop down. by default it is 

“Menu item Root” 

3. Select Template Style, for Division / Centre -> SinpDivisions , for Facilities->SinpFacilities 

4. Select article  

Check (fig. 14) to get details. 

 

(Fig. 14) 

Now you have created a menu item named TEST 

Check (fig. 15) 



(Fig. 15) 

Now check the frontend as in fig. 16.  

TEST menu item link is created. Now click on it. 

You will notice something. 

???? 

 

(Fig. 16) 

:O Where is my heading of the Division/Facility? 

:O Where is my Top menu? 

:O Where is the footer of the Division/Facility? 

Check (fig. 17) 



(Fig. 17) 

MODULE 

ADD/MODIFY 

You can add/modify module by the following way (fig. 18), 

Note: You don’t need to create any module until you require it. 

Extensions  =>  Module Manager 

There are two types of module 

i. Custom HTML [ like text editor you can add text, image etc.] 

ii. Menu [ attach a menu to this module type ] 

 

Aim: We want to show top menu, header, member, footer module in the TEST menu item link which we have created. 

 

Step 1:  Click on the module which you want to show within the article page content. 



 

(Fig. 18) 

 



 

Step 2:  Select menu (COMPSD-Topmenu) and Checkmark TEST menu item. 

It means when a user click on TEST link to which “abc_test_page” article was attached will be shown along with 

COMPSD-Topmenu module. 

 

(Fig. 19) 

Now check the frontend. You can see the Top menu module. Compare Fig. 20  with Fig. 17 



(Fig. 20) 

In this way all required module can be shown like fig. 21 

 

(Fig. 21) 

 



IN THESE WAYS YOU CAN CREATE ARTICLE, MENU AND MODULE. 

 

 

 


