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This manual has been created to provide step by step instructions to achieve the very basic of website 

maintenance.  It is not intended in any way to be an advanced set of instructions.  There is a full manual 

on the MojoPortal website for advanced use. 

Note: When we refer to “Click” this means “one left click”. 

Width of the Centre Pane with Right Panes  = 730px 

Header images dimensions are: 960px X 144px and 72dpi 

This is a work in progress.  We are happy to add to and alter it according to your requirements. 
PLEASE send us feedback – media@growingthechurch.org.za . 
 
The GtC IT & Media Team. 
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Assigning Rights 
Before you can work on a website you need to be registered and have administrator or page content 

rights.  These are given to you by the person in charge of your website. 

To a person 

Step 1 
The person needs to register on 
the website. 

 

 
 

Step 2 
Once they have created their account the person in charge of the website needs to log in and go to the 
Administration section at the bottom of the site. 

 
 

Step 3 
Select Member List from the 
Administration Tools 
 

 
 

Step 4 
Select Manage with the person you want to give the editing rights 
too. 
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Step 5 
Select the Role Membership 
Tab 

 

 
 

Step 6 
Select the level of control you 
want to give. 
Warning: Administrators gives 
the person permission to 
change anything on the 
website. 

 

 
 

Step 7 
1. Then Add the user 
2. And Update the user 
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To Content 
People who have been assigned as Administrators and Content Administrators can edit anywhere on the 

website, this is for giving permission to groups or individuals to edit content on specific pages. 

For Example: You want your Youth Pastor to be able to ONLY edit the content of the Youth Pages. 

The assumption here is that a page has already been created and content added. 

Step 1 
You need to be logged in with Administrator or Content Administrators rights. 
 

Step 2 
Select settings from the 
administration features for 
the content you want to give 
the permissions to. 

 

 
 

Step 3 
Select the Security Tab 

 

 
 

Step 4 
Click on Roles that can edit 
content 
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Step 5 
1. Do not tick Is Global 
2. Select a group that 

can edit the page 
3. Select an individual 

that can edit the 
page 

4. Press Save to 
continue. 

 
 

 

 
 

Creating a New Page 
You need to have Administrator or Content Administrator rights and be logged in to do this. 

Step 1  
Select New Page from the Administrator Tool bar at the bottom of the page 

 
 

Step 2 
When you create a new page the website will 
automatically place it in the menu.  You need to 
select the Parent Page to determine where you 
want it in the menu.   
 
Selecting Root will place it in the main menu. 
 
Only use up to 2 sub menus. 
 
You will be able to change this if necessary.  
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Step 3 
Choose a name for the page, note that this is 
the name that will appear in the menu.  You 
can change this later if you want. 
You can leave Page Title Override blank. This 
will replace the wording that appears on the 
top of your browser when the page opens. 
Url will change automatically after a few 
seconds; wait for this to change before 
continuing. 
Choosing a Menu Icon from the list will put 
this image next to your menu name like this: 

 
 

 

 
 

Step 4 
You can leave all these settings to the 
default selection. 
 
Breadcrumbs are a small menu that appears 
at the top of a page like this: 
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Moving a Page in the Menu 

Step 1 
Go to the page in the menu and click on Edit This Page on the bottom admin tool bar. 

 
 

Step 2 
Click on Add/Edit Pages on the top menu. 

 
 

Step 3 
Use the controls on the right of the box to move 
the page you have selected. 

 

 
 

Adding Content to a Page 
Once you have created a new page you need to select what type of content you want to add to the 

page.  You can add various types of content to the page in the Center and Right Panes.  

Some of the content you can add: 

HTML = For adding words and a few pictures. (most common) 
Calendar = Add an interactive Events Calendar with an automatic Google Map 
Blog = Create a space for one on one dialog 
Forum = Create a space for many on many dialog 
There are many more. 
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Step 1 
Once you have created the page at the top click on Add/Remove Features On This Page 

 

OR 
If you have already moved away from this page you can also click on Edit This Page in the Administration 
Tool bar at the bottom of the page. 

 
 

Step 2 
Select the type of 
content you want to 
add to your page. 
HTML Content is the 
most used, this gives 
you the tools similar to 
Microsoft Word. 
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Step 3 
Give the content a title.   
Decide the position 
(Location) you want it 
to appear on the page. 
The Right Pane will 
appear as a coloured 
block. 
We strongly 
recommend not using 
the Left Pane. 

 

 
 

Hint: 
The name can take a 
while before it appears 
in the Pane.  
Using the controls on 
the side of each Pane 
you can move the 
content around. 
You can put more than 
one feature on a page. 
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Working with HTML Content 

Step 1 
One the page select Edit by the HTML 
Content you have created. 

 

Step 2 
Add your text using the text editor. 
 

 
 
Once you have added your text, click Update and it will be live on your website. 

Copying from Microsoft Word 

Step 1 
Highlight and copy the text in your MS Word document, you can use Ctrl-C to do this. 

Step 2 
Click on the Paste from Word button. 
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Hold down the Ctrl button on your 
keyboard and press v.  Your wording will 
now appear in the box.  Click on Insert to 
return to the editor. 
 
Click on Update to go live with your new 
content. 
 
This is done to prevent the large amount 
of additional code brought over by MS 
Word when doing a straight paste. 

 
 

Tables 

A table is added to make positioning of content easier.  For example you want to put a picture next to 
some text. 
Another example is if you want 2 columns of text with a header across both in the center. 
Tables were used to create the layout in this document. 
A table is made up of rows (across) and columns (down).  Each block is called a cell.  Cells can be joined 
(merged) to make bigger ones or split to add more cells to a space. 
 

Adding a table 

Step 1 –  
Click on the Tables Button 

 

 
 

Step 2 
Set the number of rows and columns you 
need.  You can add and remove 
afterwards.   
 
We recommend setting Cell Padding to 5 
or 10.  This gives you a space around the 
inside of each cell. 
 
There are other features of your table you 
can specify. 
 
Click on Insert to add your table to the 
text editor. 
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Merging Cells (Joining blocks together) 
 
Right click on the corner cell you want to 
merge with other cells. 
Move the mouse over the word Cell and 
wait for the submenu to appear. 
Click on Merge Table Cells 
 
 

 

 
 

Indicate how many rows and columns you 
want to merge. 
This example shows merging the 2 top 
cells. 

 

 

 
 

Inserting Rows and Columns 
Right click on a cell before or after where 
you want to insert the row or column. 
Move the mouse over Row or Column. 
Then click on the action you want from 
the submenu. 
 
In this example we added a column to the 
right of the table. 

 

 

 
 

Setting up a Hyperlink 

A hyperlink is the feature when you click on a word or picture and the website moves to another page or 

opens a page in a new tab. 

You can set hyperlinks to other pages in your website, other websites and PDF documents. 
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Link to a page in your website. 

Step 1 
Add the wording you want to use for 
the link and highlight it. 
Then click on Insert/Edit Link button. 
 

 

 
 

Step 2 
Click on the Browse button 

 

 
 

Step 3 
The File Browser Box will open. 
Click on Pages, a list of all your websites 
pages will appear. 
Click on the page you and to link to. 
The page name will appear next to the 
Select button, it can be different. 
Click on Select. 
 

 

Step 4 
The file browser goes away and the 
Insert/Edit link box shows with the 
internal URL link in it. 
Usually with these pages you do not 
need to set a target. 
If you give the link a title, this will show 
on the link when you move the mouse 
over it. 
Click on insert to create the link.  

Notice that the wording is now 
underlined to indicate that it is a link 
and when we move the mouse over it 
the Title appears. 
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Link to a page in another website. 
Follow step one and two above 
 

Step 3 
Type in the URL (Uniform (or universal) 
resource locator, the address of a World Wide 
Web page.) in the Link Url box. 
Hint: It is often easier to first open the page 
you and to link to in your browser and then 
copy and paste the link in. 
If you want the website to open in a new tab, 
keeping your site open then select Open Link 
in a New Window for Target. 
Title works the same way as above. 
Click on Insert to add the link. 
 

 

 
When the link is clicked on the website opens 
in a new tab.  This helps to not have people 
navigate away completely from your site.  
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Link to a PDF document 
When you want to upload a PDF document on link to it. 
Follow steps one and two above. 
 

Step 3 (Upload the PDF) 
The File Browser box will open. 
Click on pdf to open it.  If it is not there you 
can create the folder using Create Folder at 
the top or contact GtC and we will do it for 
you. 
Click on the browse button. 
This will open your computer browser where 
you can navigate to the document you want 
to want to view.  Once you have selected the 
PDF file click on open.  The computer browser 
will close and the file will be ready to be 
uploaded.  Click on Upload 

 

 
 

Step 4 
It can take some time for the file name to 
appear in the pdf folder. Please be patient. 
Click on the file name to select it. 
The link will then appear next to Select. 
Click on Select. 
The File browser box will close. 

 

 
 

Step 5 
The Insert/Edit Link box will now open with 
the URL link in it. 
We recommend opening PDF documents in a 
new tab so select Open Link in New Window. 
Add a Title so the website users will know 
what to expect when using the link. 
Do not worry about Class! 
Click in Insert to set up the link. 
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Adding Pictures 

The important thing to remember about adding a picture to a website is that the picture is not in the 

page as you would do in a program like MS Word.  The picture is saved on the server and then we set up 

a link to the picture. 

Step 1 
Decide where you want the picture to be.  It is best to use Tables when adding pictures as it makes it 
easier to position the image where you want it, especially if you want to have any text next to it. 
Click on the place where you want the picture to be. 
Then click on Insert/Edit Image 

 
 

Step 2 
 
The Insert/Edit Image box will open. 
Click on the browse button. 
Note: If you are linking to an image in 
another website then place the URL to 
the image in the Image URL box, add your 
short Description and Click on Insert. 
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Step 3 (Upload the Image) 
The File Browser box will open. 
Click on Images to open it.  If it is not 
there you can create the folder using 
Create Folder at the top or contact GtC 
and we will do it for you. 
Click on the browse button. 
This will open your computer browser 
where you can navigate to the image you 
want to want to upload.  Once you have 
selected the image file click on open.  The 
computer browser will close and the 
image will be ready to be uploaded.  Click 
on Upload 

 

Step 4 
The image file will appear under images. 
This might take some time.  Please be 
patient. 
Click on the image file. 
The link to the image will appear next to 
Select and you will be able to view the 
image. 
Note you can Crop the image.  This will 
create a 2nd file for upload. 
Click on select to create the link. 

 

Step 5 
The link to the image appears in the 
Image URL box. 
Add a short Description about the image 
You can add a Title if you want, they can 
be a bit annoying as it shows up when the 
mouse moves over the picture. 
 
 

 

 
 

Step 6 
The Appearance Tab allows you to change 
the size of the image.  It is important in 
most cases to keep the Constraint 
Proportions ticked.  This will prevent your 
picture from looking distorted.  
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Once you have set everything click on 
Insert, the box will close and you will see 
your picture in the editor. 

 
 

Some Tips 
You can alter the size of the picture by 
clicking on it and moving the small boxes. 
This is not recommended as you can 
easily distort the picture.  It is best to 
change the size using the Insert/Edit 
Image box, which you can open by right 
clicking on the image and clicking on 
Insert/Edit Image. 

 
You do not have to worry about about resizing your images for the web before uploading them. 
When you upload them they are automatically resized. 
Ensure the box for resizing is ticked. 

 
To upload many images consider using the Content Image Gallery 
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