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ADMINISTRATION 
 

 
 
This document contains information and instructions for the following: 
 

• Menu Manager   Page 2 
+ Toolbar   Page 2 

• Add New Menu   Page 3 

• Add New Menu Item  Page 4 
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MENU MANAGER 
 

 The Menu Manager controls the framework, or container, of the Menu(s) in Joomla!  
 
 

 
 

MENU MANAGER - TOOLBAR 
 

 

Copy: Select the radio button of the Menu that is to be the copied. Click the Copy icon. The Copy Menu screen will 
appear.  

Delete: To delete a Menu, select the radio button next to the name of the Menu to be deleted and click the Delete icon. A 
pop up dialogue box will appear requesting a confirmation of the required delete operation. Click the OK button to delete 
the Menu, and the Menu file will be permanently deleted from the server. Select the Cancel button to abort the delete 
operation. Upon completing the deletion - or cancelling the action - the administrator will be returned to the Menu Manager 
screen. It is possible to delete more than one Menu at a time.    

Edit: Click the name of the Menu to be edited, or select the radio button next to the name and click the Edit icon. This 
opens the selected Menu file in the Menu Details screen.  

New: Click the New icon to create a new Menu. The Menu Details screen will be displayed.  

Help: Click the Help icon at any time to view the Help Screen.  
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ADD NEW MENU 
 

 
 
From the toolbar click the New icon to create a new menu. 
 

 

Add a Menu Name and Module Title. Then click the Save icon. 
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ADD NEW MENU ITEM 
 
Click on Drop Down Menus > and select the menu you want to add the new item to. (Main Menu is the default) 
 

 
 
This will take you to the Menu Item Manager which lists all current Menu Items.  
 

 
 
Click on the New icon to create a new Menu Item. 
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This will take you to the following page: 
 

 
 
Hover over each of the types for more information. Helpwise suggests the following options: 

 
Blog – Content Category 
This option lists a category’s articles in a blog format (article title, and article overview text.), with an option for 
‘read more’ if more text is provided in the second content description box when creating the article.  
 
Table – Content Category 
This option lists a category’s article title in a list with options such as date and author if selected. 
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Once you have selected your page layout, click Next. 
For Example: 
 

 
 
Type in the Name, choose a Section/Category, Select a Parent Item for the Menu Item, and change the Access Level and 
any parameters in the right hand column that you wish. It is suggested you change the following: 



 

-7- 
© Helpwise - http://support.helpwise.com.au  

# Leading: 1 
# Intro: 99 
# Columns: 1 
# Links: 0 
 
Primary Order: Ordering (This will then be ordered by the articles list in the category.)  
 
Click on the Save icon. This will return you to the Main Menu page, and you Menu Item will now appear in the list. To 
make any changes simply click on the Menu Item title. 
 
 
 
 

 


