
Module 4 – Content Management System and Basic Website Design 

 

Module Title: Content Management System and Website Design 

Learning 

Objectives 

At the end of this module, the participant should be able to be familiar with: 

● the concepts of content management system 

● the process in uploading content in the BBP website  

 

Learning 

Outcomes 

At the end of the workshop, the participants should be able to: 

● Upload new information/content in the BBP website 

 

 

Summary of Topics, Duration and Requirements 

Module Topics Description  Method Used and 

Duration 

Requirements 

Content Management 

System 

Discusses a the basic 

concepts of CMS and 

types of softwares 

used including Joomla 

Lecture, 30 minutes None 

Web Content 

Uploading 

Demonstrate the 

process of uploading 

various content in the 

BBP website 

Demo and supervised 

hands-on, 2 hours 

Laptop 

Fast internet access 

 

Detailed Discussion of the Topics 

 

Topic 2 – Web Content Uploading 

 

 

This module will demonstrate the step-by-step process of uploading contents in the BBP website. 

Each participant will be provided access in the BBP website for them to be able to follow the demo 

and upload contents in the website. 

 

Activities to be conducted include: 

● Logging into the user accounts 
● Step-by-step uploading of: 

○ Reports and case studies 
○ News articles 
○ References 
○ Pictures and graphs 



 

Hand-out: Step-by-Step Guide in Content Uploading 

 

Hand-out Manual/Material 

 

Topic 2 – Web Content Uploading 

 

 

Step-by-Step Guide in Content Uploading 

 

1. Get your username and password for the BBP Website (http://bbp.aseanbiodiversity.org). 

2. Log-in to: http://bim-mirror.aseanbiodiversity.org/bbpweb/administrator/index.php. 

 

 

3. Familiarize yourself with the Joomla Content Publishing interface. 

 

http://bim-mirror.aseanbiodiversity.org/bbpweb/administrator/index.php


 

 

4. Follow the steps below to upload a report, case study or news article. 

4.1. Save the text of your report, case study or news article in a notepad file (*.txt). This 

ensures that your text is clear and free from any pre-formatted style, especially if you 

created your report using Word Document. 

 

 

4.2. On the left pane menu of the BBP Content Site, click on the ‘New Article’ icon. 

 



 

4.3. You should be able to see a blank Content Editing Board. 

 

 

4.4. Write the Title of your article and, copy and paste (from notepad) the content of your 

report/case study/ news article. 



 

 

4.5. Edit your article, as necessary. Using the Toggle Editor, you may add bold letters, 

italics, hyperlinks, images, bullet points, etc. 

 

 



4.6. On the right pane, select the appropriate status, category, featured option, access, 

language, tags and Version Note. 

 

 

4.7. When done, click ‘Save.’ 

 



4.8. To exit, click ‘Save & Close.’ 

 

4.9. You should be able to see your new article in the Article Dashboard. 

 

 

4.10. (Additional steps from 4.5) How to create a hyperlink.  



4.10.1. Highlight the text that you want to make a hyperlink.  

 

 

4.10.2. Click on the hyperlink button.

 

 

 

4.10.3. You will then see a ‘Link’ tab pop-up.  



 

 

 

 

4.10.4. Add the URL where you want to link your text. 

 

 

4.10.5. Click ‘Insert’.  



 

 

4.10.6. Your text should be now a hyperlink. 

 

 

4.11. (Additional steps from 4.5) How to insert an image.  

4.11.1. Point the cursor where you want the image inserted. 



 

 

 

4.11.2. Click on the ‘Insert Image’ button. 

 

 

4.11.3. You will then see the ‘Image Manager’ tab pop-up.  



 

 

4.11.4. Click on the ‘Upload’ button. 

 

 

 

4.11.5. You will then see the ‘Upload’ tab. 

4.11.6. Upload your image by ‘drag and drop’ OR, by clicking ‘Browse,’ 

selecting the file, clicking ‘Open’ (after you select the image from your 

computer folder) . 



4.11.7. Click ‘Upload.’ 

 

 

 

4.11.8. You should be able to see the ‘Image Manager’ tab again, with your 

image visible. 

 

 

4.11.9. Click the ‘Insert’ button on the lower right pane. 



 

 

4.11.10. You should be able to see the URL and Alternate Text bars filled up. It 

means that your image has been successfully inserted. 

4.11.11. Finally, click again the ‘Insert’ button. 

 

 

4.11.12. You should be able to see the image you inserted in your article. 



 

 

4.11.13. Adjust the size of the image by clicking on it. You will then see black 

perimeter lines, which means it’s ready for editing. Drag the image to 

the size you want. 

 

 

 

4.11.14. Edit the alignment (put in the center, right or left), make it a hyperlink, 



edit the image again by right-clicking on it, and selecting the action that 

you want to do. 

 

 

 

4.11.15. When done, click ‘Save & Close’. 

  

 


