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1. Three layers: the host, Joomla CMS back end, and public front end
The pages you see at vistaviewvillage.org are built on three layers: the hosting provider, the Joomla back
end (administrator) side, and the public-facing Joomla front end where the content is displayed on the
web pages.
•

•

•

The hosting company is ICD Soft (https://www.icdsoft.com/en/company/why-icdsoft), and is
who provides us the domain name (vistaviewvillage.org), the disk space for website files, and
free tools like PHP, MySQL, mailboxes & mailing lists, SSL security certificates, and much more. It
is also remarkably inexpensive. Access the host via the control panel at
https://vistaviewvillage.org/cp. The username is vistaview. If you don’t know the password, the
forgot password button will send a reset email to both brion@cbkidder.com and
cbrion@gmail.com unless you replace one of these with your own; I recommend leaving Brion
on for at least one of the contact points. More on the functions of the control panel below.
Joomla is the name of the Content Management Software (CMS). It has built-in templates and
software routines that automatically manage various aspects of how the website functions.
These functions control user logins, forgotten passwords, access levels, articles and hit count,
color schemes, and more. Joomla has two sides to it—the administrator back-end where
content is created and the site administered, and the front end where visitors see the content.
Access the back-end at https://vistaviewvillage.org/administrator. The username is the
superuser name webmaster, but the person maintaining the site can also make themselves an
administrator, and use their own userid and password to get into the back end that way. More
on that in the sections below.
The Joomla front end (WebServer in the image below) is what people see when coming to
vistaviewvillage.org. The framework presents database content according to the style and layout
rules in the template.
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2. Domain control panel overview
The page you see when you go to the control panel is the main menu (see below). Along the left column
you see the two email addresses associated with this account (change one of those to be the
administrator/webmaster’s email address in case you forget the password), the account due date (when
we need to pay for another year of hosting), and the main domain expiration date (when the domain
registration with the internet gods will need to be renewed). When we pay the annual fees at the end of
the year, it covers both the hosting and the domain registration, as well as renewal of their free SSL
certs.

The different Tools icons may change as features are added, amended, or removed, but a brief
description of each is below:
Account Profile
Set the site owner name & contact info and manage the control panel password.
Markeplace
Optional upgrades would be shown here; not used.
File Manager
This is where the Joomla operating system was installed, and it also includes a sub-folder called files
where we upload meeting minutes, newsletters, CCRs, and any other docs we show on the website.
Your first menu inside File Manager is shown below. We don’t use the alternate directories private, logs,
or backup, and we definitely don’t monkey with the php.ini under any circumstances.
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Inside www you will see there are two options: the www root and a temp subdomain root that I created.
Put files in temp that you don’t need to keep long term. This makes it easy to delete irrelevant files and
keep the file structure clean and tidy. Use the Tools section to upload a file.
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Under the www root are the Joomla files, and definitely don’t mess around with them or the whole site
could stop working. You should however keep your pdfs and other files that you offer on the site in the
files folder:

The sub-folders in files should be self-explanatory:

I recommend you keep the files in yearly sub-folders to keep the directories tidy. We’ll go through how
to upload a file in the next section.
System Information
I never had a need to use this tool, so maybe best to leave it alone.
Resources
Site engine gauges showing various information; I never use this tool.
Processes
I never had a need to use this tool, so maybe best to leave it alone.
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Mail Manager
This is where you create and manage mailboxes for the different roles, officers, and so on. For each mail
account, you can control:
•
•
•

•
•
•

SA (SpamAssassin): a tool for blocking emails that look like Spam. Level 5 is a good number to
start with if users complain about spam; lower numbers catch more but risk false positives.
Auto respond: if Yes it sends an automatic reply; we currently don’t use it.
Forward: users can access their mail exclusively via webmail (at mbox.vistaviewvillage.org) or
the mail can automatically forward to their personal account. There are two options—forward
to personal and delete from this mailbox, or forward to personal and keep in this mailbox. For
everyone not president, I currently have it set to forward and delete, but for myself I have it set
to forward and keep. I like to go in via webmail and make sure I haven’t overlooked anything.
Quota: if you set a maximum mailbox size, this will show the percentage used.
Message count: pretty much same as above.
Manage:
o Filters: this is where you adjust the SpamAssassing or junking rules
o Password: this is where you can set a password for the users. If they say they forgot
their password, you can put in a new temporary password here and ask them to change
it to something they will remember. But generally nobody but me uses the webmail and
never need their passwords.
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Mailing List
This tool is our push mailing list to the homeowners.
•
•

•
•
•
•

Config: I recommend you don’t mess with the options, because you can get some unexpected
results. Stick with the basic settings.
Subscribers: Emails from this list go to every email address in the Subscribers list. You may need
to remove people as they move away, even though they technically can unsubscribe themselves
by emailing vvv-hoa-unsubscribe@vistaviewvillage.org.
Allowed: Email addresses of people allowed to post. Although I have it set so moderators can
also post, so see the section below.
Digest: not enabled for our small mail group.
Moderators: email addresses of people who can post, approve, or reject messages submitted
for distribution by the list to the subscribers.
Blacklist: not enabled for our small group.

To send an email out to the entire vvv-hoa mailing list:
•
•
•

Log in to your vistavillage.org webmail account so the mail comes from you officially.
Compose the message and send it to vvv-hoa@vistaviewvillage.org
If you are a moderator, you will get a confirmation email back asking you to accept or reject the
email for delivery. To accept, just reply to the message. The confirmation email will also give you
addresses to forward the message to for accept and reject. Either way works fine.

Backup
The host ICD Soft backs everything up twice a day and holds the data for seven days minimum, but if you
want to make your own backup, maybe so you can pull the data off to an external hard drive, you can do
it here.
Restore
I’ve never had to attempt to restore using this tool, but good luck to you if you have to go that route.
FTP Manager
FTP is convenient when you need to move large numbers of files in and out, as if you were moving
between folders on your personal computer. But I find it’s a hassle to get it to work, and I’m never sure
how tight the security is, so I just stay away from it.
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Redirect URL
In theory, you can set a redirect so if someone comes to vistaviewvillage.org, the site will automatically
send them to another page, say ebay.com. However, Joomla hates redirects and will not work right if
you attempt to use this tool, so don’t.
Traceroute
Not sure why anyone would need this tool, but it traces the digital pathway from your browser running
the control panel back to I guess the host?
SSL.HTTPS
This is where you install and maintain your SSL certs. The hosting program comes with free certs from
Let’s Encrypt, and sometimes you may need to accept or renew or re-install them if users start telling
you they are getting https security errors. I find it’s pretty trouble-free, set it and forget it.
Site Statistics
Hit counts, where people navigated to the site from, where they went after, what errors they got, and
all kinds of data like that.
MySql Databases
The MySQL database is how Joomla remembers users, passwords, articles, access levels, and all that.
There are two databases in there currently, one from the previous iteration of Joomla (up to December
2019), and the current one from when we had a major version upgrade to Joomla version 4. I suppose I
could delete the old vvvjdb database, but I’m too afraid to take the chance. Who knows, modern Joomla
might have gotten its tethers into the old database somehow, even though I did J4 as a completely new
clean install.
Anyway, do not mess with these databases. On the bad news you have to re-build Joomla from scratch,
you just need to create a new database, create a user name inside it, and then the new Joomla installer
will do the rest building connections and structures and all that. Just don’t mess with it.
App Installer
I never use this tool, as Joomla self-extracts and self-installs.
Domain parking
We don’t use this tool, as we don’t have any other domains related to the Association.
Protection
This tool controls access, but Joomla does that for us by the user levels (Guest, Public, Registered).
Subdomains
You can make subdomains, maybe for a special event like picnic.vistaviewvillage.org if you want to have
a different set of web pages outside of Joomla. But it would probably mean figuring out a redirect, which
can be tricky. Or if you are going to share big files with the board or whatever, but they don’t belong
with the rest of the Joomla content, you can put them in the temp subdomain.
Cron Jobs
We don’t use this tool.
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DNS Manager
We don’t use this tool.
Migration
We don’t use this tool, but in theory it helps migrate from a different host to this one.
PHP Settings
Joomla is somewhat forgiving on what PHP version it will run on, but from time to time it will tell you to
bump up to the next rev, and you would cross your fingers and give that a try here.
phpMyAdmin
I have tried to use this tool when attempting to upgrade J3 to current J4 but I couldn’t figure it out, and
eventually decided it was cleaner and easier for me to just build a J4 version from scratch, bypassing the
need for this tool.
Control Panel Subusers
If we had a team of webmasters, you could create logins for each of them here, but for our small needs
it’s too complicating.
Logs
These logs are tools that help you trace a problem or similar; I have never had any need to use them.
SSH Access
We don’t use this tool.
Git
We have no need for Git repository storage.
Security
Check recent control panel activity, or set up alerts when something happens in the cp.
24/7 Support
The tech support that comes free with our hosting is very good, and is provided through SureSupport.
They are very quick to respond with helpful solutions.
I have many other domains hosted with ICD Soft, so I have my own SureSupport username and
password. You’ll need to set up your own free of charge at tickets.suresupport.com/register.
WordPress
WordPress is an alternative website building platform similar to Joomla. We don’t use it, but if you ever
need to retire our Joomla site it might be worth looking into.
SocialSync
This appears to be an external applet to ICD Soft, something that would connect us to Facebook or
Twiiter or the like. I don’t know anything about it. ICD Soft describe it as:
•

Backup and sync your social profile data. Create a unique website based on your public social
media posts.

Server-side Caching
I have never used and am not familiar with this tool.
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3. How to upload a file and note its URL link.
•
•
•
•
•
•

Click on the File Manager tool in the control panel.
Click the blue www link, then again click the second www link.
I presume you’re uploading a pdf of meeting minutes or the like, so click on files, then whichever
target category (e.g. minutes), then the year.
Either drag the file onto this page or use the upload files/folders button to name it, then click
Upload.
Optional – capture the URL because you’re going to need it in the article link: right click on the
file name and select Copy link address. Paste it to a notepad text file.
Log out of the control panel. See sections 9 & 10 below if you’re going to add the link to an
article.

OK, that’s all on the host control panel. Now let’s get into Joomla.

4. Access the Joomla Administrator back-end.
Go to https://vistaviewvillage.org/administrator. If your user profile is set to super user, you can log in
with your normal username and password. Otherwise the superuser is webmaster, and you have to
know its password (the forgot password feature doesn’t work with the main superuser). Get the
webmaster password from the secretary or another person designated a super user (this is a good
reason to keep at least two people set to super user).

5. Joomla Administrator main page overview, by section
(subject to change as Joomla evolves)
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Site

•
•

•
•
•

•

Users: maintain usernames , passwords, access levels, force password reset
Articles: author articles, which can be assigned to various categories. Some Joomla sites list
libraries of articles by their categories, but we’re too small to need that. I assign the same
categories as the front end menu selections they are assigned to, for simplicity and tidiness.
Categories: basic groups that mirror the front end menu, like Board Members, Calendar, Contact
Us, etc.
Media: this is where you upload images (not documents). I rarely need to use this feature, as
most of the uploads are pdf files.
Modules: this gets into the philosophy of Joomla, but basically independent components of our
Joomla pages, the main body in the middle, the login form on the right, and the breadcrumbs at
the very bottom of every page are all individual modules.
Plugins: every conceivable optional function goes in here, and if you mess it up you can make
the whole site inoperative. I’ve never had to use this for our small website, so best to avoid it.

System

•
•
•

Global Checkin: useful for a large website with lots of tables and articles, it lets you check in all
the stragglers for neatness and proper functionality. You should never need to use this.
Cache: You should never need to use this.
Global configuration: there are endless options you can set in here, way too many to cover.
Basically this sets the defaults for everything else running on Joomla. I haven’t needed to use it.

Vista View Village Webmaster Guide, Brion Kidder revised 20220906; page 11 of 24

Notifications (may be empty when you view it)

•

•
•

Backup up to date: I installed the de facto standard back-up add-on called Akeeba, and it
automatically backs up the Joomla site (including the MySQL database). I always backup before
applying an update, because they sometimes cause problems and you need a way to undo fast.
Available – Update now! Means Joomla has a version update (not a major upgrade) that needs
to be applied. More on this later.
Updates are available! Means that Akeeba also has an update ready to be installed. I generally
do the Akeeba first, then take a backup, and then finally do the Joomla update. More on this
later.

Sample Data
Joomla gives the option of installing meaningless sample data when the site is first installing. It’s helpful
for newbies who aren’t familiar with how Joomla is structured, but it is turned off for our site.
Latest Actions
This is interesting to see who logged in recently, and what they did.
Privacy Dashboard
We’ve never used this feature. I think we are sufficiently private they way we have the articles on the
site structured for Public or Registered access.
Logged-in Users
Who is logged in right now.
Recently Added Articles
What articles were last created?
Popular Articles
What are the most-viewed articles?
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6. Joomla Administrator page menu sections

Toggle Menu
Collapse or expand this side menu.
Home Dashboard
The sections we just reviewed above.
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Content
Where you create articles and categorize them. Note that only the main landing page article titled
Welcome is a Featured Article, meaning it stays on the main front landing page. Click the New button on
the top to write a new article, or edit the Welcome article to edit the main landing page. We don’t use
Fields and Field Groups; those are for like signing up for camp duties or making menu requests for the
picnic or something like that.
Menus
This is where you create the menubar items and what should happen when you click on a menu item.
Our menu bar is under Main Menu.
Components
Functional add-ons that do specific tasks, such as the Akeeba backup applet, or News Feeds that lets you
automatically pipe in RSS feeds (maybe Happy Valley weather would be a good one). Banners are great
if you want to rotate random banners or footers saying buy our merch, or volunteer for the board… You
need a few different banners, or it gets tedious.
Users
Takes you to the same place as clicking the Users box in the Site section.
System
If you want to set specific options for the whole site, like maybe add a language or install a new poll
widget.

7. User security types defined & how to change
The Joomla front end displays articles depending on what access level they are set to. We currently
don’t use the Guest level, which would only show something like a message to the effect of “you need to
be signed in to see any of the content on this site,” and then that message would be replaced by the
articles once the user signs in. All of our articles are Public, visible whether the users are signed in or not,
with one exception—the HOA directory containing our names and contact information is Registered,
only visible to homeowner users who are signed in.
Access level
Guest
Public
Registered

Not signed in
Displayed
Displayed
Not displayed

Signed in
Not displayed
Displayed
Displayed
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To check or change a user’s access level:
• Click on the Users button in the Site box.

•

Click the link under their username (NOT the blue Permissions button).
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•

Tick the access level for that user (all homeowners should be Registered, and the webmaster(s)
Super Users.

•

Click Save & Close or just Close (without saving).
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8. How to reset a user’s password
•

Click on the Users button in the Site box.

•

Click the link under their username (NOT the blue Permissions button).

•

Type in an 8-character temporary password (the default was 12 characters, which I thought was
overboard).

•

Down the page, make sure the “Require Password Reset” option is on (green).

•

Click Save & Close or just Close (without saving).

9. How to edit an article
From the dashboard, click on Articles, then you’ll see a list of all the articles on the site. Scroll down
toward the bottom and notice one has a gold star—that means it’s a “featured article” that always
shows on the landing page. We use it as our welcome messages.
•

Click on the blue linked title Welcome
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•

The article editor opens up in a WYSIWYG style similar to Microsoft Word.
For the Welcome page, use Heading 4 for the section titles and Paragraph for
the sentences. We’ll get into links in the next section, but you can check a
link by right-clicking on the linked text and selecting the link icon.

•

Sometimes I find the WYSIWIG editor is too smart for its own good, and it overcomplicates the
html code behind the text. Most of the time when I edit an article, I find myself going into the
source code because it’s just quicker and cleaner. You do need to have a comfort level working
with html code, however. Click the three dots to expand the menu, and then the <> icon to view
the source code:

•

This is what it might look like:

•

Some notes on the options at the right side of the editor:
o Status: Published means it shows on the website; unpublished means it won’t.
o Category: Not all that important for our small site, but I generally match the category
name to the menu item. The main page obviously is uncategorized.
o Featured: Yes (green) means it shows on the front page always; no (gray) means it
shows only where you put it.
o Access: Public for everything wide open to the public domain and Registered for articles
we require users to log in to see.
o Tags/Note/Version Note: not used for our simple site
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10. How to set internal and external URL links
External links are easier
Creating a link to the last meeting minutes, or newsletter, or even to an external website, is very simple.
Let’s upload a file and create a link now.
•

Go to the control panel file manager as shown on pages four and five. Navigate to the target
folder, then use the Tools section at the bottom to upload the new file (skip this step if you’re
making a link to another website or something.
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•

Right click on the target file and select Copy link address; keep it on your clipboard or paste it
into a Notepad text file. It will go into the article link exactly as you copied it.

•

Select all the text you want to turn into a link; right click and select Link…

•

Paste the destination into the URL box, and preferably always set Open link in… to New window
so it opens a separate tab and doesn’t take the user away from the current tab.
Save and close your article, and go to the live site to confirm it works properly.

•
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Internal links can be tricky
Inserting a link in an article that points to another article somewhere else in Joomla is different to an
external link. It doesn’t use a basic simple URL, but instead the Joomla article ID, as shown below. You
will see in various articles I reference other articles in different sections of the site. Right click on the link
and take a look at the URL box, and you will see the format for inserting an internal link is as shown
below.
The Open link in… box—Current window leaves the current article to go to the linked article, while Open
in new tab will keep the source page open and display the target on a separate browser tab.
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11. How to edit the calendar
There are two ways you can edit the calendar. You can log in to the back end, and edit the article in the
Content section, or you can log in and click the Edit button right on the calendar page. I’ll explain below.
method 1
Log in to the administrator back end, and select Articles as explained above in section 9. Look for the
article titled Calendar. You can right click on the calendar table to add new rows or delete expired rows.
This is explained with illustrations below.
method 2
A quick and convenient way to edit the calendar is to log in to the front page (assuming you have
superuser credentials, as this won’t work for people in the Public group). Go to the calendar page, and
you’ll see an Edit link in the top right. Compare:

and

Clicking the Edit link opens the WYSIWYG editor just like before. To delete an expired event from the
table, right click and delete the row:
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Insert a new row for the future event in the same way, or use the Insert row after shortcut:

Insert the row and create the future event, then click Save.

12. How to take an Akeeba backup
•
•
•
•

Click on Components on the left side of the page, then on Akeeba Backup for Joomla!
Click Backup Now and then again on the button that says Backup Now!
WAIT for it to finish before browsing to any other tab or window or page or application. Just
wait until it says Backup Completed Successfully.
Take heed of PHP warnings; if it tells you to update your PHP version, you should backup and
then make the change in the control panel (see section 2).
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13. How to update Joomla

•
•
•
•

Perform an Akeeba backup as explained above.
Go to the home dashboard, click the Available – Update now! button or go to System then
Joomla then click Update.
Tick the confirmation box and click Start update.
Note minor updates like from 4.1.0 to 4.1.5 are usually no cause for concern, but major
upgrades can take a little more special handling. Usually they are no big deal but going from v3
to v4 was the biggest in Joomla history. It had the unprecedented result that our old template
would no longer work, and a host of other limitations, so we were really forced to rebuild from
scratch.

14. Where to learn more about Joomla
There are many tutorials and guides on Joomla.org itself, and for more in-depth training there is
material provided by OS Training. OS Training has a number of videos free on YouTube, and excellent
paid training certification courses are inexpensive at https://www.educba.com/softwaredevelopment/courses/joomla-training.
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