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Section 1 - Introduction

Welcome to this SiteWorks Foundation Editing Guide (the Editing Guide). This
guide focuses on creating and editing content. The SiteWorks Foundation
Administrator's Guide (Administrators Guide or Admin Guide) focuses on the
site Administrator responsibilities. For many web managers these two guides will
be all they will need but those with a more technical bias or wanting more
complex applications are likely to find the answers in the User Guide' on the
SiteWorks website.

This guide covers the basic features and functions of page creation and editing
using u3a SiteWorks and can be viewed as a foundation or entry level guide. It
contains the things that most web managers and group leaders will want to use
on their websites. It provides enough detail to be able to produce professional-
looking pages while remaining as non-technical as possible so that anyone who
has the ability to use text editing software and drop-down menus should be
able to use it.

The primary functions of this SiteWorks guide are to provide self-managed
learning and guidance suitable for: -

1. A new web manager taking over an existing SiteWorks site

2. A web manager of a new u3a creating a SiteWorks site from scratch

3. A web manager moving to SiteWorks from a different website platform
4.

Web Managers, Editors, and Authors who need to write or maintain page
content

This guide has been split into a number of sections to achieve this. Please review
the following ‘How to Use this Guide’ section that will guide you to the sections
most suitable for you depending on what you want/need to do.

If you are a new web manager with no WordPress knowledge at all then that is
not a problem. If you see yourself as a non-technical person then that is not a
problem either. This guide has been written for people like you and it starts at
zero knowledge level.

If you are a web manager who does have WordPress experience then you do
have some knowledge advantage as you already know the basics. You will be
familiar with the concept of plugins but not the u3a plugins and what they do, so
you will still need to learn this (covered in the Administrator’s guide). If you
come from a Classic WordPress background then you won't be familiar with the
Gutenberg blocks and you can learn about those in this guide.

" This link takes you to a page on the SiteWorks website where you will find this information. See also
Appendix A
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If you are an Editor or an Author, then you'll want to edit and maintain the pages
you are responsible for and this guide will give you that knowledge.

Use this guide in the way that suits you depending upon your needs and your
background.

1la How to Use this SiteWorks Foundation Editing Guide

Depending on your role you need a different level of SiteWorks knowledge. This
guide should be considered a reference source, so feel free to annotate and
highlight points as you proceed.

New Web Managers taking over a SiteWorks site

You have taken over an existing u3a SiteWorks site and now you need to know
how to use it. As you are the site Administrator you need to be able to do
everything from making a few text changes on a page or replacing a graphic with
another one through to setting up one of your Group Leaders as an author. You
probably do not need all the editing features immediately so prioritise and learn
what you need when you need it.

Most u3a web managers spend most of their time updating pages so the
sections relating to editing are probably where you will need to spend time
initially and these subjects are in this guide. Most of your groups, contacts,
venues, etc. will have been set up already. Learn how to create new items or edit
what is there when you need to do it using the Administrator’s guide.

The good news is that you have an existing site so all of the initial configuration
has been done and most if it will probably never need to be touched again but
the Administrator’s Guide gives an outline of the processes with further details in
the User Guide should you ever need it.

New u3a Web Managers with a new site

If you are a web manager for a new u3a then you will be getting a Starter Site.
This is a SiteWorks site with a few general headings but no content so you are
starting from scratch.

Start by reading this Introduction and complete Section 2 so that you can log in
and out of your site and find your way around. After that you probably need to
continue with the Administrator’'s Guide to get your site structure in place and
then come back and use this guide to create your content. You can use the
appendix in this guide that directs you to existing SiteWorks sites that you can
take a look at for some ideas and inspiration if you need it.
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Depending on your background and experience you might benefit from trying
out some of the content of both guides using LocalWP and the u3a demo ? zip
file. Details can be found in the Administrator’s Guide.

If you are a web manager moving to SiteWorks from a different website platform
and hosting service then you will also be getting a Starter Site. You could also
find using LocalWP and the u3a demo zip file useful. You could also use LocalWP
to copy and paste data from your existing site into this development area to try
out some layouts.

All web managers need to know about both editing and administrative functions.

Editors and Authors

An author is generally someone like a group leader/convenor with access
restricted to one or more groups in their u3a. An editor can be a group leader
but is usually someone who has the authority to edit and maintain one or more
general site pages. An editor has more access rights than an author but neither
are involved in site administration. Neither can access any part of the website
that the Administrator has not provided access to.

An author has access to specific pages/groups and can add/edit new media,
events, and posts (blogs). The site Administrator can also give access to historic
events and blogs if wanted.

An editor also has access to specific pages/groups and can add/edit new media,
events, and posts (blogs) but can also add/edit new venues, contacts, and
notices.

The chart below directs you to the sections of this guide that apply to you but
please be guided by your web manager who will be able to refine this for you
based upon knowledge of the pages that you will be editing and maintaining.

What to do next?

Note that WordPress offers five User types but in SiteWorks we only use three
and these are Administrator (generally the web manager), Editor, and Author.
Each has different permissions related to what they can access on the SiteWorks
site An Administrator can access everything at all times but editors and authors
have pages allocated to them by the Administrator. Below is a chart showing the
sections in this guide and which job roles will find them useful.

n.b. ‘0’ = optional.

Section Title Author | Editor | Admin
1 This introduction X X X
2 Logging in and out of SiteWorks X X X
3 Quick Start Editing X X X

2 How to get LocalWP and the u3a demo file are covered in the SiteWorks Foundation Administrator’s

Guide
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General Editing Concepts
Inserting and Editing blocks
Media Library

Group Page Editing

Events

Blogs for Authors

10 Where to get help
Appendices (as needed)

O |N o |01

O |O|O0O|O|O|O|O O

O |0 | X | X | X | X | X X
O |X [ X | X | X | X [ X X

Before you can do anything at all you need to be able to log in and log out of
SiteWorks so your first section needs to be section 2 regardless of your User
role.

It is helpful if you have a SiteWorks site to work on or at least to view as you work
through the examples that follow so that you have something to relate to. This
can be your own u3a site or a desktop simulator.

1b Navigating this Guide

Navigation voX Macin
9 It might feel a little strange that our first main subject is Media but we're going to
preview X v be using media items in many of the following sections so it makes sense to

cover them first]
Search paused 5w ” < ”
Adding images, sound, files, or videos to your Library

Headings  Pages  Results If you had photos on your Site Builder site they will have transferred to your
B I WordPress site. You will need to add captions for the purposes of accessibility
4 Logging In & Access Rights (descriptive words to help sight-challenged people to ‘see’ the photo) but you
Login won't have to reload them all which, for many Web Managers, is a big time saver.
User Access Rights If you go now to Local and your training demo file then click on Media > Library
Self-Check: Logging in on your Dashboard menu you will be able to view your demo Library as seen
4 Dashboard vs Site view below.

Customising the Dashboard screen

We have never had this feature before. The nearest analogy | can think of is that
it is like the photo gallery in your phone or tablet. A little later you will be using
some of these photos as you create page elements.

Getting screen help
Switching between Dashboard and Site View
Self-Check: Dashboard items

Users

[

Setting up User Access
Add a New User

—~ [ o imm ] e
Self-Check: Users - BB s J90] M e
Media ol = &'I - 2
Addi . sound, files, or videos to you... =y S » .
Gl a orT. T o o e 5
Self-check: Uploading images { N : i -
Adding files to your Library ; A = \°A

e -
Self-check: Uploading files R ey ca
Grid and List views s | ‘

Create and Edit Pages
Edit an Existing Page in Site View

.

S

Page preview If you didn't have any photos on your Site Builder website then you won't have
Page Hierarchy any in your Media Library but it's easy to upload some. Go back to your
Self-Checks: Editing a Page in Site View: Dashboard and this time click Media > Add New and you will see the screen
Edit an Existina Page usina Dashboard options below.

This guide was created using MS Word but has been saved as an interactive PDF
with bookmarks. You can use the Zoom facility to look at a screenshot that
might be a little hard to see otherwise. Word headings were used to create the
Table of Contents (TOC), as you can see below, and when the file was saved as a
PDF those headings were saved to create an interactive navigation tool
(bookmarks) for you.

The method of accessing the bookmarks side bar varies according to the device
and pdf reader you are using. The most common methods can be found in
Appendix D with screenshots if you need guidance on how to do this. If your

SiteWorks Foundation Editing Guide Page 8 of 80



u3ali)

V 1.1 May 2025

device/reader is not shown there then please refer to your own device
documentation.

1c Setting Up Ready to Start

If you are the site Administrator then how you approach learning SiteWorks will
vary according to your background and experience. You can read all sections or
dip in and out as needed. Guidance on training your authors and editors can be
found in the Administrator’s Guide.

If you are an Editor or an Author then your Web Manager (SiteWorks
Administrator) will give you access to the page(s) that will be in your control and
give you direction as required.

Many of the screenshots shown in this SiteWorks Guide have been taken from
the u3a demo site but the demo is updated on a regular basis and although the
background photos might vary over time the learning concept will remain the
same. If you are a web manager using LocalWP and the demo file any changes
will not significantly affect your learning. Other screenshots are from a variety of
live SiteWorks sites.

Please note that WordPress release updates about twice a year and u3a plugin
updates will probably be released at the same time. This guide will be updated
to reflect any applicable new features and functions at that time.

1d The Small Print

Before you start you need to read the Website Terms Of Use. If you are taking
over a site then you should find this document, suitably customised for your u3a,
in the footer section of each page on your u3a website. This will provide a link to
the Privacy Policy of your own u3a.

The appendices contain a copy of those Terms of Use for a mythical u3a; you still
need to refer to the Privacy Policy of your own u3a. As Administrator Editor, or
Author we must adhere to these terms which basically ask us to be nice to
everyone (GDPR - General Data Protection Regulation) and not to do anything
illegal (copyright).

New web managers please note that your Starter site will come with a pro-forma
of the Terms of Use ready for you to customise. How to do this is covered in the
Administrator’s Guide.
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Section 2 - Logging in and out of SiteWorks

We are probably all very familiar with the concept of logging in as it is something
we need to do whenever we want to access sensitive information on an
electronic device such as our computing devices when we turn them on.
SiteWorks is no different. Before we can do anything except view the site, we
need to log in.

How do you get your login credentials?

e If you are taking over your SiteWorks site from an outgoing Web Manager
then he/she will set you up as a User and give you Administration rights.

e If you are getting a new site from SiteWorks then the System
Administration team will set you up as a User and give you Administration
rights.

e If you are an Author (Group Leader or similar) or an Editor then your Web
Manager will set you up as a User and give you appropriate rights to the
areas of the website that concern you.

2a Your login URL

Your website address is https://anytown.u3asite.uk , where anytown is the name
of your u3a, and this is what your members or visitors will use to navigate to your
site. Another name for this is the URL (Universal Resource Locator). For all of us
who have a SiteWorks website and need to edit it we need to add
“/wp-login.php” to the address to get to the login page.

Thus you enter anytown.u3asite.uk/wp-login.php into your browser to navigate to
the login screen seen below. Once logged in you can see the back-end
(Dashboard) of your site that members and visitors do not see and you can edit
the content.

2b Your Username and Password

Your login credentials need to be strong to maintain security of your website and
other u3a websites that reside on the same server. WordPress suggests
between 6 and 24 characters for Username and Password but SiteWorks
experience to date indicates that we need a strong password. We strongly
suggest that all SiteWorks Users adopt strong Usernames and Passwords now to
avoid future issues. Your username or password must not include any reference
to your u3a, your role, or your personal information.

SiteWorks Foundation Editing Guide Page 10 of 80
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Your case sensitive Username should consist
of at least 10 characters with a mixture of

u30 upper and lower case letters and/or numbers,
the hyphen (-) the underscore (_) the at sign
. & (@) and the full stop (.). Usually the person

Access to member-only content . .
setting up your access will ask you what your

preferred Username should be. This cannot
be changed once it has been set.

You are now logged out

Your Username

~ Your Password should consist at least 12
ot characters with at least one upper case letter,
Fa— one lower case letter, one number, and one

special character and we recommend it is
Remember Me - changed every 6 months.

When the Administrator adds a new User
Lost your password? SiteWorks generates a strong password. Itis a
EEa random string of characters that is certainly

strong but not exactly memorable.

It's not easy to come up with a strong Username and Password at short notice.
They need to be memorable but not obvious to make them more difficult for
someone to guess and therefore hack the website. Below are some examples
that might provide inspiration.

Usernames are relatively easy. We are requesting 10 characters minimum but
longer is better and often makes it easier to create something meaningful to you.
Examples such as JawDroppingdilly, Jumpingjack, LondonlLily, Lottiesdad,
MaggieMayB, or LeolLionKing perhaps give a hint of your name but it's unlikely
that the Username would be guessable by others. Add in a number such as
May5Flower or PatsyCat94 and the Username is even stronger.

A SiteWorks password is a little more challenging because of the need for the
four elements of at least one upper case letter, one lower case letter, one
number, and one special character. We suggest the minimum 12 characters but,
as with the Username, more is better and can also make it easier for you.

A suitable approach recommended by the UK’s National Cyber Security Centre is
based on the “three-word principle”. You can adopt this principle for strong
passwords using random words or ones that are meaningful to you but not to
others. You could use three short memorable words (or three words truncated
to three or four letters each) with the number and special character plus at least
one upper and one lower case letter to form this strong password. As you
change the SiteWorks password to one of your choice, you will notice that as you
enter your new password, WordPress will indicate from Very Weak, Weak,
Medium, and finally a green Strong.
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Below are screenshots of a password being entered. It begins with the four
elements of upper case, lower case, number, and special character but is very
weak. Look how the strength of the password increases as more characters are
added. The middle right example consists of all of the elements and 1
characters but it is still only Medium. Add one more character and it becomes
strong and hence the ‘minimum of 12’ recommendation. The key message here is
that you want that Strong green password to meet the SiteWorks requirements.

copg | @ Hide CaDoPap* | @ Hide
Very weak Weak
[ catpopag* ]| 9 Hide [ CatDogPatp* ]| B Hide
Medium Medium
[ CatDogPat9o6* ]| @ Hide |
Strong

Examples of passwords that meet the SiteWorks requirements and follow the
three-word concept could be CatDogPat96*, 4Plumlily-go, Edin5Arch3)),
SunPoolWinb!, or longer ones such as Oakcar707_1lannua and
CoastCycle48&SHDene.

| know my thought process that created these Usernames and Passwords but
would you or anyone else be able to work them out?

For Administrators there is more in the Administrator’'s Guide about setting up
Users and use of passwords.
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One of the first things you should do when you first log in is to change the given
password to something strong but meaningful to you. You do this via the
Dashboard. If the Dashboard is not showing then click on the site name in the
top left of the admin bar and select it. You will be taken to the Dashboard

appropriate for your job role.

@ Dashboard Dashboard
Home
T Hey! How do you like Gutenslider — The last WordPress slider you will ever need. so far? Test all our aweso
pdates
A Posts
Site Health Status Vo Quick Draft
O Media
Title
At a Glance ~ v @ |
Content
Activity AWV A
What's on your mind?
32 Venues Recently Published
u3a Contacts 26 August, 10:43 am (no title)
u3a Notices gham, Frosterley Circular
u3a Settings alki
\3a Contact Form 15 July, 12:00 pm Pinks Flower Farm, Cotherstone
Log 11 July, 5:54 pm Hutton-in-the-Forest, Cumbria
u3a Import Export
appearance Analyics ~vos
& Plugins
300
e o WordPress Events and News
Tools 200 Attend an upcoming event near
SR £ Using Al WordPress Plugin

Settings

Holland, Netherlands

4+ New

# Anytown and District

@ Dashboard
WordPress 6.6.2 is available! Please notify the site administrator.
f Posts
8] Media Dashboard
0= Information for website users ~

i u3a Groups
52 u3a Events when they log in to edit the site.
u3a Venues Y¥ou could include things like

- links to your own help or policy documents

u3a Notices

- brief instructions for routine editing tasks

Profile

- reminders about editorial policy or copyright issues
- who to contact for help

An administrator can edit this panel using u3a Settings -> Dashboard Settings.

u3a SiteWorks information ~V

SiteWorks Foundation Editing Guide

& WordCamp Netherlands
WordCamp » Den Haag, Zu

This panel can contain any infermation you want to present to your website authors or editors

November 24 (Venue TBC)
Meetup » England, United K

A

An Administrator will get the
complete Dashboard
containing every element as
shown here.

An Author will get a cut-down
version of the Dashboard as
shown here. They have an extra
item called ‘Profile’ that is used
to manage their own profile
such as resetting a password.

As an Author you can view
Posts, Media, Pages, Groups,
Events, Venues, and Notices,
but you are very limited in what
you can edit until permissions
have been set for you.
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S Dashboard An Editor’s Dashboard is very similar to that of
ashboar an Author but an Editor can edit all pages

Posts 433 SiteWorks infe  8CTOSS your site and can manage contacts so

Media has the ability to be able to add, change, and

delete contact details, for instance.
Pages At a Glance

An Editor has access to groups, venues, notices,
etc., as does an Author, but the Editor’s rights
are higher level, similar to the Administrator.

u3a Groups A 3 Posts

u3a Events WordPress 6.6.2 run

u3a Venues

u3a Contacts

u3a Notices

Profile

Tools

pse menu

Activity

Recently Publishec
22 July 2023, 3:56 pi
22 July 2023, 3:22 pi

22 July 2023, 3118 pi

SiteWorks Foundation Editing Guide
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2d Changing Your Password

An Administrator should scroll down to Users then select themselves.
Editors/Authors scroll down to Profile and select themselves. Scroll down the
page until you find the Account Management New Password area. Click on Set
New Password (not the New Application Password) and follow the instructions on
screen to change the SiteWorks generated password to one that is more
meaningful to you. Remember to press the ‘Update Profile’ button at the bottom.

& Dashboard

# Posts hare ittle graphical informatior fill out you
0] Media

&1 Medi Profile Picture

B Pages

Account Management

New Password

A

ns, such as XML-RPC or the REST API, without providing your actual password. Application passwords can be easily revoked. They cannot be used for traditional

Please note that if the new password entered does not meet requirements that
an error message appears at the top of the screen. It is easy to miss this so
please make sure you check that the update has been accepted before you
leave the page.

ERROR: Password does not meet requirements.
Between 8 and 64 characters, with at least one lower and upper case letter, a number and a punctuation character.

Tip: Note that all characters are accepted in a password with the sole
exceptions of the double and single quote characters (") and (') and the
backslash character (\) so if you do get an error message then check these
first.
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2e Logging out and back in again

When you are ready to log out go to the
admin top right of the screen, select the job
Edit Profile role/name/profile picture area and click
Log Out on Log Out.

uda

When you want to log in again enter the login URL _
https://anytown.u3asite.uk/wp-login.php as before and o R
fill in your login details.

Remember Me

Lost your password?

Go to home page

2f Moving between Dashboard and Site View

@ Evesham and Distrit B + New

@ Dashboard Dashboard

e Mode is active

u3a SiteWorks information v

Once we have an established site then we spend most of our time editing pages,
adding events, and perhaps adding blogs. All of these things can be done from
the Dashboard but, in practice, most people use Site View. When you login you
get the Dashboard view associated with your User role. This one is the Author
Dashboard.
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In the top left corner of the large screenis a ‘W' icon, click it, it will take you to
the WordPress front page, which is mostly news and advertising, but you will still
see your Dashboard menu down the left side. This ‘"W’ is always present and will
take you back to the WordPress front page if you get lost.

Y 4 Anytown and District ¥ + New

@ Dashboard Dashboard

Next to the ‘W’ in the top left corner is an icon of a little house with the name of
the site. Click the house, it will take you to the home page of the site. The little
house will change to a speedometer (to represent Dashboard), click it, it will take
you back to the Dashboard. Try toggling back and forth between the site view
and the Dashboard a few times.

Select site view. This is the live site exactly as the rest of the public are seeing it.
You can navigate through the menu, follow links, read and download documents,
email contacts (please don't) just the way everyone else can. The difference is
the top line that enables you to '+ New' items and allows you to edit the site or
the page directly from this page depending on your access.

We don't need to review any other Dashboard-related items at the moment as
they will be covered later if you have reason use them.

Summary

The primary learning points of this section were for you to log in and log out of
your SiteWorks site, to familiarise yourself with the Dashboard associated with
your site User role, change the allocated password to something strong but more
meaningful to you, and to be able to switch between Dashboard View and Site
View. If you have done these things then it is safe to say that you have
successfully completed this section and that you are ready to move on to the
next section of your choice.
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Section 3 - Quick Start Editing

Let’s suppose that you are very new in your role and you need to change some
text and a photo on the Walking group page urgently. You want to change ‘Lake
car park’ to ‘Waterhead car park’ on the top line and make it bold to draw
attention to the change and you want to replace the middle photo with a
different one. How can you do it?

uda Anytown and District

Welcome Groups Events Forthcoming Meetings About Contactus Training

-~ @

Walking Group

Walkers meet at the Lake car park at 10:00am to car share to the start of walks, which are approximately 4 miles long and are taken at a pace
to suit the group. Please wear appropriate footwear and clothing.

At the end of the walk we usually go to a local pub for lunch.

New Walkers are welcome.

3a Changing text

The first thing you need to do is to log in so that you are in edit mode. From the
top line an Administrator might want to ‘Edit Site’ to modify overall site settings
otherwise all can select ‘Edit Page’ or ‘Edit Group’ as appropriate.

Anytown and District Edit site Edit Group

The page layout will change but you will see the same text and photo layout for
the group page. An editing tool has appeared above the text (pop-up toolbar)
and an editing panel has appeared on the right. All you are going to use for this
task is the pop-up toolbar. Select the words ‘Lake car park’ and type ‘Waterhead
car park’ to replace them. Select this new text and click on the B for bold icon in

<-\ = 9. =B o i «

Walking Group

Walkers meet at the [[{[SIETGELT Eele [T 04 at 10:00am to car share to the start of walk]
a pace to suit the group. Please wear appropriate footwear and clothing.
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the toolbar as you can see below. If that is all you wanted to do then you could
save your changes and the job is done.

3b Replacing an image

On this occasion you also want to replace an image, see below. When you click
on the middle photograph that you want to replace you will see that it has a line
around it to show that this is the image you have chosen. You will also see that

you have a pop-up toolbar again but it has changed. One option is to replace

the image, so select this and you get

a drop-down menu that enables you to

select a different photo that has already been uploaded to the media library, or
you can dynamically upload a new image of your choice. Select whichever is
appropriate and follow the on-screen instructions.

<> o) 0 [

1g Group

«

Replace

I Open Media Library

Upload

d car park at 10:00am to car share to the
E wear appropriate footwear and clothing

ly go to a local pub for lunch.

Current media URL:

@

riles Ld

.:5/2023/03/nov20-walk.jpg

o to a local pub for lunch.

When you have selected your new
image it appears instantly like this.

y =
=
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3c Saving and viewing your changes

Having changed the text and replaced
the image you need to save your (2 0O m E .
changes. Go to the top right of your :

screen and select the ‘Save’ button.

Once the page has been saved you can select the icon to the left of the black
book icon to view the page as others will now see it. (More about this later.)

Summary

In this section you learned how to make a small change to some words in a
paragraph of text and to make that text bold. You also learned how to replace an
image in a gallery with a different one and how to save and view your changes.

You can apply these principles to make small changes in headings, lists, tables,
and more but if you have more extensive updates that involve creating new
sections then you will find how to do those things in the following sections.
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Section 4 — General Editing Concepts

In this section we'll look at the concept of blocks, what tools you have to edit
them and some of the commonalities, how to preview your work on a different
type of device so you know it will display well, and you will have the opportunity
to watch a site being edited on video.

4a Gutenberg WordPress Blocks

One of our SiteWorks technical experts described u3a SiteWorks as 5% u3a and
95% WordPress. The u3a plugins (covered in the Administrator's Guide) are the
u3a part but blocks are WordPress. If you have ever used or seen PowerPoint in
use then you already know the concept of blocks. They are data holders that
already have an inbuilt content style.

Using this block-based approach, you can create a wide variety of page layouts
to include things such as paragraphs, headings, lists, buttons, images, bullets,
tables, and columns. It also provides a better visual representation of the page,
making it more like a page builder than the previous WordPress editors.

Here you can view the
the u3a demo site using Weicoma Gros truts toccomngtieetogs Aot Cotoctis o | — [
LocalWP. It contains some

"Nobody needs to stop leaming just
simple text, graphics, and écduariey hoe folshad work g
linked pages to provide a Py o e
modern looking page with
dynamic content.

Below the banner page and
navigation buttons a variety
of block types can be
inserted into a page to
create different page
layouts.

At the top of the page
shown here is a media and
text block (photo and text).

Forthcoming Meetings

The second block is another
photo plus some notices
advising the reader of the
latest news with links to
each subject so that more can be read.

September Lecturw: DNA Fimgerprinting
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The third block is a Gutenslider block. This will be explained in more detail later
but it is a block that contains multiple photos and the photos dynamically
change every few seconds, sometimes called a slider.

Finally there is another photo with a block alongside that lists forthcoming
meeting subjects and the reader can click on any one to get to a new page that
provides more detail.

There are dozens of block types and the way they can be combines on the page
provides many possibilities for page layouts.

4b The three main editing tools

The majority of the time we all work in site view and when we insert new blocks
or edit existing ones it is WYSIWYG (What You See Is What You Get). Any change that
you make is instantly visible so you can see what the page will look like.

The editing tools available to you vary according to what kind of block you are working
with but there are many commonalities between text blocks and many different
commonalities between blocks that use graphics. This means that you can learn how
one text block works and apply that knowledge to another type of text block.

Here is a page from the demo site that you saw before. This is just what a
member or a visitor would see except that | am logged in as Administrator and
there is a black bar along the top of the page with white writing. Far right | am
greeted by name (or just Admin in this case) and far left | can toggle between
site view and dashboard, edit the site, add new elements, or edit this page.

| am going to select edit page.

@ @ Anytownand District M Editsite B + New ¢ EditPage

uda Anytown and District

Welcome Groups Events ForthcomingMeetings About Contactus Training Find n‘

“Nobody needs to stop Learning just
because they have finished working.”

The u3ais for people who want to keep active in mind and
body, enjoy socialising, and are no longer in full time
employment.

u3a Members also benefit from being able to join any of
the growing number of Interest Groups which cover a wide
variety of subjects. Some members join the u3a just to be
able to participate in our friendly Groups led by
knowledgeable and enthusiastic leaders.

Latest Notices

u3a National Initiatives

Check out the latest range of activities including online
talks and workshops availble through the u3a National
website.

December Meeting - DNA Fingerprinting
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Here is the page again but this time | am in edit mode. | have also clicked into
the first paragraph of text. Note that these page elements that a member or
visitor can see in site view can still be seen in the same format but now you have
editing options too. This is WYSIWYG.

als-ﬂ::—slc-av : <<I DZ-EE

Page  Block x

[ Pparagraph
Welcome Startwiththe basic uilding block o

all narrative.

“Nobody needs to stop learning just
because they have finished working.”

Colour

Text

The u3a is for people who want to keep active in mind and
body, enjoy socialising, and are no longer in full time
employment.

Background

u3a Members also benefit from being able to join any of Typography
the growing number of Interest Groups which cover a wide
variety of subjects. Some members join the u3a just to be
able to participate in our friendly Groups led by
knowledgeable and enthusiastic leaders.

SizE =

Dimensions +

Advanced v

This placeholder shows where the list of notices will be

shown.

There are four areas to draw your attention to. These are listed below then each
is discussed in more detail.

The purple oblong top left is the Pop-up Toolbar
The blue oblong on the right is the Editing Panel

The red circle shows what is called the “Hamburger”

NN

The oval has save, view, and preview options

The Pop-up Toolbar gives you the ability to perform commmon editing functions
on whatever block you are currently working on very quickly. | clicked into a
paragraph before | took this screenshot and the pop-up toolbar gives me tools |
can use with the paragraph. Far left on this toolbar | can select my entire
paragraph block (useful for deleting an entire block or adding background colour,
for instance). The next icon represents a paragraph to remind me what | am
working on, the double arrows let me move the paragraph up or down the page,
the three lines let me align left/centre/right, B is for bold, I is for italics, and the
chain link lets me link a word, phrase, or whatever to, say, a document or an
external website. The single down arrow brings up another menu for features
such as subscript, superscript, and strikethrough. The three dots bring up
another menu that lets you duplicate something or add above or below as well as
delete (the whole block). The two left-facing arrows hide and unhide the toolbar.
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If you hover your pointing device over each part of a toolbar a pop-up will tell
you what it is.

o

= - @ . = B | ® ~ ! «

Here is part of that same page but this time | clicked into the heading block
before | took the screenshot below. Compare the pop-up toolbars. The
paragraph icon has been replaced with a heading icon and | have an extra icon
(H2) that lets me change the level of the heading so that pre-set properties are
automatically applied. Heading levels are H1 through H6 and they offer different
type sizes.

o

. H = B | ® ~ I «

Welcome

“Nobody needs to stop learning just
because they have finished working.”
The u3ais for people who want to keep active in mind and

body, enjoy socialising, and are no longer in full time
employment.

Below is another pop-up toolbar. This one is for a bulleted list block. The icon far
left always identifies the block. The second icon identifies a list item on this
toolbar. Compare the other icons with those from the blocks above and you will
see that they are the same. What this tells you is that when you are working with
blocks of text of different styles the pop-up tool-bar layout soon becomes very
familiar with many of the same options and this makes WordPress easier to learn
and use.

= .- B | ® v ! «

If you completed the Quick Start section then you have already used this toolbar
to make the car park name bold to draw attention to the change you made.

Here is a pop-up toolbar for a single image.

‘B::: = A o 1 @A 3

Replace
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Here is a pop-up toolbar for a gallery (of photos).

Replace

‘EIHEIEE >‘EJ:~.1:'.IZI

Compare the two toolbars. On the first one the block type and the single image

are one thing but the gallery has a gallery icon and image icon. The single image

can be moved up or down the page. Images can be repositioned left or right in a
gallery. The rest of the options are the same.

The Editing Panel on the right of the page is also block-specific and you can see
the name of the block and a description of it at the top of the panel . This editing
tool enables you to make blocks of text different colours and/or to apply a
coloured background. You have five choices of text size for each block. You can
control the space around each block by adjusting the padding or margins. Below
are screenshots of the editing panel for a paragraph and a heading. You can
instantly see the similarities between them and this applies for any text block
that you are working on. As with the pop-up toolbar this helps you to become
familiar with the tool very quickly and this saves you time and effort.

Page Block X Page Block X
9] Paragraph M Heading
Start with the basic building block of Introduce new sections and organise
: content to help visitors {(and search
all narrative, )
engines) understand the structure of
your content.
Colour
Colour
Text
Text
Background
Background
Typography
Typography
SIZE s
- SIZE =
’ 1 - - - S ! L ox xa
Dimensions + Dimensions +
Advanced A Advanced ™
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Here are the editing panels for an image and a gallery. Again, there are
similarities between them and this makes them easier to use. Media is covered

in more detail later.

Post Block

E Image

Insert an image to make a
visual statement.

e ©

Settings

ALTERNATIVE TEXT

Describe the purpose of the image. ~

Leave empty if decorative.

RESOLUTION

Large (1024px)

Select the size of the source image

Attributes

Advanced

Post Block

El Gallery

Display multiple images in a
rich gallery.

e 0

Settings

COLUMMNS

RESOLUTIOM

Large (1024px)

Select the size of the source images
@D crop images to fit
@® ) Randomise order

@® ) Openimages in new tab

Advanced

When you are creating a new page it is very easy to remember which blocks you
are using to display the text or media that you are adding. In a few months time
when you need to edit it then it might not be so easy as similar effects can be
achieved in different ways. The Hamburger up at the top left when you are
editing a page is really helpful because it takes the guesswork out of the task.
Below is the same page as you have been seeing already in this section but now,
down the left of the page, you can see all of the blocks used and their content.
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You can select the block name from the list and the equivalent block will highlight
on the right or select the block from your page and the corresponding block will
highlight on the list. This makes it easy to identify blocks and to be sure you are

editing the correct one.

>

<

3 -

List View Outline

~ M= Media and Text

[ Paragraph
[ Paragraph
~ W= Media and Text
B3 u3a notice list
v &) Gutenslider
> B Gutenslide
> B Gutenslide

> B Gutenslide

f Spacer
~ @ Group

> [0 Columns

M “Nobody needs to stop learning just b...

E =0 &  Replace : «

Welcome

“Nobody needs to stop
learning just because they
have finished working.”

The u3ais for people who want to keep active
in mind and body, enjoy socialising, and are no

longer in full time employment.

u3a Members also benefit from being able to

join any of the growing number of Interest

Groups which cover a wide variety of subjects.
Some members join the u3a just to be able to

participate in our friendly Groups led by
knowledgeable and enthusiastic leaders.
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Finally, although not an editing tool as such it is an appropriate time to look at the
icons on the top right of your screen seen when editing pages.

The large blue button in this example is ‘Save’
= m . though could be ‘Publish’ or ‘Update’
. depending on the task in hand but has the
same effect of saving what you have just done.

To the left of the large blue button the black book icon hides and unhides the
page or block editing settings panel.

The icon with the arrow top right to the far left of the large blue button shows
you your page as members or visitors would see it without any changes you have
made unless saved first, i.e. View without my changes.

If your changes were not saved then when you again select ‘Edit Page’ (or Group,
Notice, etc.) there will be an autosave notification.

= About - Page Ctrl+K

There is an autosave of this post that is more recent than the version below. X

»

View the autosave

Selecting ‘view the autosave’ will give you the opportunity to restore the last
changes you made but did not save.

Autosave by admin
7 minutes ago (9 May @ 09:56)

This screen also displays information about previous revisions. For more
information about revisions see the User Guide on the SiteWorks website.
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4c Previewing on other devices

When you select the preview icon you will see —
Desktop/Laptop, Tablet, and Mobile in the drop-

down menu as shown here.

A desktop/laptop PC is being used to create this

u3ali)

The screen icon to the left of the black book
icon lets you preview what your page will look
like on other devices, including changes you
have made and not saved, i.e. Preview with

my changes.

guide so the screenshots you will see are from that

but if you select each preview option in turn you will
see how your page will look on those other devices.
This takes the guesswork out of page design for use

Desktop '
Tablet

Mobile

Preview in new tab [

on multiple devices though please do beware that

what we see in the mobile preview might vary somewhat on the member or visitor's
mobile device. It's a good idea never to state that a link is top right on your web page as
it will be completely different on a different kind of device.

Welcome

“Nobody has to stop
Learning just
because they have
stopped working.”

“Nobody has to
stop learning just
because they have
stopped working.”

The u3a is for prople who wont to
keep active in mind and body.
enjoy socialising, ond are no

longer in full time employment.

u3o Members also benefit from
beng able ta join any of the
growing number of Interest Groups
which caver a wide variety of
subjects. Some members join the

Here is the same page on tablet and mobile. Note how the page has dynamically
reformatted to take into account the smaller screens.

The User Guide has a comprehensive section of how to select various screen sizes so
that page layout and designs can be optimised for various devices.
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4d Video showing SiteWorks being used

Before you get into any further detail it would be a good idea to watch a video to
get an idea of what you will be doing. The one | am directing you to is the first
and shorter of the ones below.

Two videos 2 are referenced on the SiteWorks website and both are
demonstrations of SiteWorks.

The first (early 2023) SiteWorks demo
is the Alpha version of the product but
the content is still valid. Itis 24
minutes long and gives you a good
introduction to site editing.

The second video (June 2023) SiteWorks demo is the @ P

uda
Let > xch

Beta version of the product and covers much of the
Alpha video plus a little more. The entire Let’s Talk
Tech session was videoed and is 1 hr 44 minutes in
total. The SiteWorks part begins just after 9 minutes A b abnir:
and ends around 41 minutes with Q & A following on. the u3a SiteWorks roll out

Watch this one as well if you want to but the first one
covers all you need at this stage.

The videos listed are pre-release. As time moves on there may have been minor
changes in detail with later versions of the software but the videos will remain
available for viewing as long as the content remains relevant.

Summary

In this section you got to know about the block concept of Gutenberg
WordPress and the editing tools available for different block types, You were
also able to watch one or more videos about SiteWorks.

3This link takes you to a page on the SiteWorks website where you will find this information. See also
Appendix A
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Section 5 - Inserting and Editing Blocks

This section is needed by all Administrators as well as any Editors or Authors
undertaking anything more than minor changes to their pages.

It doesn’t matter if you are editing a page, a group, an event, or a blog by
changing what is there already or creating new content you will use blocks for
headings, paragraphs, lists, tables, and more so once you have a feel for how to
use the blocks you can apply that knowledge to everything you do. There are
dozens of blocks. This guide covers a small number of them with examples of
use but you'll be able to apply what you learn here to other block types. Don't
forget that you have the SiteWorks User Guide if you need more technical detail.

5a Edit Content

The one thing we all do very frequently is edit page content. Much of our time is spent
editing pages within groups and often we need to create a new page as well.

When using u3a SiteWorks (WordPress) there is very often more than one way of
completing a task and one of these is page editing. Most of the time you will be working
in site view but if you want to access, say, the walking group webpage then you can
navigate to it via the Dashboard by selecting u3a Groups then the Walking group from
the alphabetical group list. You then end up with exactly the same page as when you
select the Walking Group from the page that appears when you select the Groups
navigation button in site view and select edit group.

There are some things that can only be done from the Dashboard such as allocating
editing permissions and deleting a page but these tasks are covered in the
Administrator’s Guide.

Edit text content, size, colour, and background

If you completed the Quick Start section then you already know the basics. When you
are logged into your site you are able to edit the page, group, event, blog, etc. of your
choice.

You saw this page before. This time I'm going to use the pop-up toolbar and the editing
panel to make some changes. The first paragraph (below the heading) states ‘The u3a is

Heo- - T

Welcome

“Nobody has to stop
learning just because
they have stopped
working.”

This placeholder shows where the latest
notices will be shown.
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for people who want to keep active’. I'm going to change that to ‘Our u3a is for people
who want to keep active'.

« This is so easy. Just click on the relevant text
Nobody has to stop :

.. block and change the word just as you would
learning just because change it using text editing software or evenin an
they have stopped email. A close up of that section now looks like the
working.” screenshot here. Can you see the change?

Our u3a s for people who want to keep If that is the only change | want to make then |

active in mind and body, enjoy socialising. save the page and can view it.
and are no longer in full time employment.

| stay on that page and click the heading block. The editing panel menu on the
right will appear again when | click on settings. The settings icon can be found to
the right of the Save button inside the red circle in this screenshot. This time |
want to make the heading a different colour and also make the background of
that heading coloured so that it stands out more.

including making the text larger or smaller with control of upper and lower case
as well, but a main feature is colour. Look at the screenshot above and you will
see that when you click on text, background, or link options a colour palette pops
up. This is not the full palette such as you would see in a MS Word document but
it is a palette that has been chosen to complement the u3a branding colour
scheme and it is recommended that you restrict your colouring to these colours
to create the best effects.

Note that if you choose a text and background

colour option that is difficult to read you will This colour combination may be hard
get a warning message that not all viewers will for people to read. Try using 2

. brighter background colour and/or a
be able to see this so that you have the darker text colour.

opportunity to make changes.

Yellow text on a white background, for instance, is difficult for someone with 20-
20 vision to see let alone someone who is sight-challenged. Care shold be taken
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when placing text over a coloured background, the u3a provides guidence on this

topic.

| click on the ‘text’ button, highlight the heading in the same way that | would
when text editing any other document, and choose one of the colours. You can
try a few colour combinations out for yourself and see the effects.

Welcome
| B L]

.| H2 =B | ©® ~

working.”

“Nobody has to stop
learning just because
they have stopped

- AB ab Ab

I'm finished so | can save and view my page.

Move, re-size, and replace an image

I've chosen the dark red
in the example above. |
click on the heading
again and this time
choose the background
button. The colour
menu will pop up again
and | can choose my
background colour. I've
chosen a pale pink as
this provides a
contrast.

Later | have another change to make so | select edit page from the top menu. This time |
click on the top media and text block. Notice that | have a new menu to the right of the

block.

ms

Page > Mediaand Text

@

“Nobody has to stop
learning just because
they have stopped
working.”

The u3a s for people who want to keep
active in mind and body, enjoy socialising,
and are no longer in full time employment

u3a Members also benefit from being able to
join any of the growing number of Interest
Groups which cover a wide variety of
subjects. Some members join the u3a just to
be able to participate in our friendly Groups
led by knowledgeable and enthusiastic
leaders.

This placeholder shows where the latest
notices will be shown.

page  Block x

Text
nd words side by side for
ut.

Custom CSS ~

Settings ~
@ stack on mobile

@D crop image to fill entire column

FOCAL POINT PICKER

Based on what has been covered in this guide so far, the content should be self-
explanatory but look again at the photo in that new menu. Can you see the round white
circle? When | click and hold this it can be moved around. Moving this white circle
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enables me to choose the focal point of a cropped photo. If my article was about
crossword puzzles then | would probably choose to focus on the crosswords on the desk
but as I'm promoting happy people in this section | focus on their faces.

| also have a new pop-up toolbar above the block and a handle has appeared on the left
of the photo as shown by the red oval.

Selecting the handle, | can move it to the left or right and make the photo larger or smaller
whilst maintaining the ratio. This is really useful to be able to visually balance the text and
image so that one does not overpower the other in size. In the example shown here the
area is shared 50-50 to match the blocks below so that all four blocks appear to be one
item.

When you access your site and see a toolbar like this one then hover over each item in
turn on that menu above the block and you will see that you can change the block type,
drag the block to a different position, move the block up or down using the arrows,
change the vertical alignment of the content to top, middle, or bottom, show media left
or right, insert a link, replace the photo, and a lot more options when you click the 3 dots
at the right of the menu.

Currently the photo is on the right. | can change it so that it is on the left by clicking the
appropriate icon. The result can be seen below.

o 1 = BN Replace

“Nobody has to stop
learning just because
they have stopped
working.”

The u3a is for people who want to keep
active in mind and body, enjoy socialising,
and are no longer in full time employment.

u3a Members also benefit from being able to
join any of the growing number of Interest
Groups which cover a wide variety of
subjects. Some members join the u3a just to
be able to participate in our friendly Groups
led by knowledgeable and enthusiastic
leaders.

| now want to replace the photo with a different one and make it appear on the right of
the text. You'llremember that you can choose a photo from the library or dynamically
upload a new one. The photo size might not fit the space well. The image has a handle
as before to allow resizing as required. You might also want to use the crop
option in the right hand menu to fill your space. Here is my version of the page
now that | have made those changes.
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“Nobody has to stop
learning just because they
have stopped working.”

The u3a is for people who want to keep active in
mind and body, enjoy socialising, and are no
longer in full time employment.

u3a Members also benefit from being able to join
any of the growing number of Interest Groups
which cover a wide variety of subjects. Some
members join the u3a just to be able to
participate in our friendly Groups led by
knowledgeable and enthusiastic leaders.

L —— . 3 R - =

I've made a few changes to this page so this could be a good time to preview the

page on other devices to check what it will look like to others.
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5b Insert new content blocks
You can add new content to a page, group, event, or blog

All you need to do is go to the place on the page where you want your new block
to be and hover between two existing blocks. You will see the blue line with the plus
sign as shown below. Click on the + sign and simply select your block style and it will
be inserted for you. Note that any new block, when selected, will have the same sort of
pop-up toolbar above it that you have already seen so you could use the up and down
arrows, for instance, to change the position of your new block on the page.

This placeholder shows where the latest
notices will be shown.

.Note that when you select the plus sign you will be presented with a choice of
six blocks out of the dozens that are available. These six are the ones that you
have used most recently. WordPress helps you by trying to anticipate your

needs in this way.

Blocks Patterns Media x Helights. Tickets included with an Unlimited Pass. Individy
7
Decemher nn salectad dove anlv Annther chnnre to see
wearen S Hually lited
Eearc* ol
TEXT
erto alar Li
q n = with q & n auntry
- bilabl e-bo
Paragraph Heading List Paragraph Gallery Heading
mber rated
" < = LE = &
Quote Code Details cemb Media and Text Image Table Sant
ith a !
= =2 E Browse all
hop n
Preformatted Pullqucte Table
L
Verse Classic Block
MEDIA
22 =] J
Image Gallery Audio
L O LE
Cover File Media and
Text
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If you know you want, say, a list type block then you can enter ‘list’ into the
search box and WordPress will make some suggestions for you. There is also an
option to ‘browse all’ as seen in the screenshot here. Selecting this will give you
a pop-up list of all blocks on the left of your screen. Hover your mouse over any
one of them and you will get a pop-up brief description of what the block does.

A selection of block styles is outlined for you below but this is just a small number
compared to the large number available.

At the top of any page in site view you can see the ‘+New’ button on the top line towards
the left hand side and this enables you to create a new page, group, event, or blog
(depending on your role and access rights) that you can then populate with blocks of
text and media of your choice.
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5¢c Commonly used blocks

You're already familiar with toolbar options plus colourising text and
backgrounds from your earlier work so in this section we can look at how some
can be used in the real world.

In the appendices you will find a link to selection of u3a live SiteWorks sites to
look at that use a variety of blocks, often very creatively. That will give you the
opportunity to see the ones we discuss below in action but hopefully will also

enthuse and inspire you.

Heading, Paragraph, and the media & text blocks

You have seen this ‘Media and Text’ block before but to date you have not known
it to be a named block. This is one of the simplest blocks and is widely used. Itis
a block that contains other blocks and you should be able to identify a heading,
one or more paragraphs*, and an image.

When you insert a new media and text block it has no content. You can add
media from your Media Library or upload dynamically and you can add almost
any text block(s) of your choice.

‘Nobody needs to stop learning just
because they have finished working.

“-

*Tip: If you want multiple paragraphs to be one virtual paragraph for formatting
purposes then use “SHIFT Enter” to insert a new paragraph. If you want
multiple paragraphs that can be individually formatted then use ‘Enter’ to
insert a new paragraph. There are reasons why you might wish to use
either option and these are discussed in a later part of this section related
to padding and margins.
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Here is another media and text block that forms part of a blog. Note that the
text does not need to be a heading or a paragraph as shown in these examples
but could be a bulleted list, a table, or any text-type block.

As we walked along the bridleway on our
monthly countryside walk this March we
passed this field of sheep. They seemed
happy to be in the open air with the spring
sun on their backs.

Here is another media and text example from an event that is a planned lunch
outing. In the text is a link to the venue’s Sunday Lunch menu.

This is a regular venue for our group and we always enjoy
lunch here. The menu is quite extensive compared to many
venues.

Parking is limited in front of the building and there is only
a small car park at the rear. There is plenty of street
parking nearby.

Image, Gallery, Cover, & Gutenslider blocks

The image block lets you insert an image from your Media Library, upload a new
image, or insert an image from a URL. Here is a single image from a Media Library.
This could be used as a stand-alone image or within one of the container blocks.

e A T
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A gallery block lets you add multiple photos at a time and positions them for
you as you can see below. | have chosen 5 photos. Note that the photos are
added left to right in the order that you select them.

Here is a different view of a gallery containing five photos that could be more
pleasing to the eye. To change layouts like this you use the gallery settings in the
editing panel on the right.

Your gallery can contain as many photos as you wish. After selecting your gallery
block you can choose how many photos (columns) you want display across the
page in the editing panel. In this case | have chosen 5 but if | have more photos
then | can choose a different number or allow the remaining photos to wrap
around to the next line as in the original example.

When editing the gallery block | can choose to link to the original media file.
Linking to the original media file means that when a member or visitor clicks on
the image on the page it will come up full size and the person viewing can then
flick through the gallery of images using the side arrows just as you canin a
photo gallery on a phone.
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Here are 18 photos from a blog about a visit to a local garden. They areina 6 x 3

Looking at the other menu options in settings. |
can choose the size of image to display,
cropping images, random order, and if | want
images opened in a new file.

| have other column options. Let's say | have 24
photos to display. | can choose 4 columns in
which case I'll end up with a grid 4 photos
across and 6 rows deep. | could choose 6
columns instead and would end up with a grid 6
photos wide and 4 rows deep.

This feature is very versatile for displaying a
number of photos.

SiteWorks Foundation Editing Guide

Settings -~

COLUMMS

RESOLUTION

‘ Large (1024px) ~

Select the size of the source images.

LINK TO

Media File ~

:) Crop images to fit
@ Randomise order

@ Open imagess in new tab
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A Cover block can create front page interest to a website as you can see here.

R ﬁ_‘ >3 ss

(s @ § =3

A Cover block is also a useful divider between page sections. This one separates
events from blogs for instance.

The Gutenslider block is a fabulous block that can really add impact to a page.
It is very easy to insert but very effective when used sparingly.

| added 5 photos in this Gutenslider block (note the 5 dots at the bottom of the
slider). You can see forward and back arrows on the left and right of this first
photo so you can scroll through them but the exciting part is that in Site View
(and on your live site) the scrolling takes place automatically at set intervals so
you have moving images. This looks very professional. Sadly this is a pdf and

. \ i\.,

'

you can't see the scrolling but there are plenty of live sites where you can see it
in action.
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Lists, Tables, and Buttons

Another way to display information is in a table. When you choose the table
block you can stipulate how many columns and rows to create. Below | chose 3
columns and 3 rows. When the table is inserted the 3 columns are the same size
but the sizes change dynamically according to the content you add to them.
You can also use the editing panel to set each column width if you prefer. You
could display this information in columns without borders but displaying data
such as this list looks better in a table with borders. This table has a heading
block to describe the content and then shows the dates to provide a quick
reference to members of this group.

Please note that Tables should only be used for genuine tabular information and
not as a means of laying out the page content (for which the layout blocks
should be used).

Bowling Dates

Wednesday, January, 10th Wednesday, February 7th Wednesday, March &th Wednesday, April 10th
Wednesday, May 1st Wednesday, June 5th Wednesday, July 3rd August - No Bowling
Wednesday, Sept lith Wednesday, October 2nd Wednesday, November &th Wednesday, December 4th

Here is an example of a bulleted list. Note that this list has been placed inside a
Media and Text block and that it has a coloured background. If | click into the list
| have an option on the pop-up toolbar to change the bullets to numbers to give

me a numbered list instead.

Why join the Evesham and District u3a?

Local activities.

Lovely welcoming people to meet.

Members learn from each other.

Everyone is able to contribute their own particular skills, knowledge
and experience.

Keep both your brain and body fit and active.

About 80 Interest Groups.

Free entry to our meetings on the first Wednesday of the month in
the Methodist Church, Evesham. See Events for the list of talks and
speakers for the next few months.

The button block is very useful and can be used for a variety of things. A button
is a call for action; to do something. It is therefore useful if you want your visitor
to click on it to get more information or go to a document for instance. It could
be used to direct the member to an external website, say the website of a venue
that a group is going to visit.

One of the things that less-IT confident members struggle with is clicking on
something but then not being able to remember how to get back to where they
were. Yes, | know they could use the ‘back’ button, but an old memory can't
always remember this. Adding a button at the end of a page to return to a main

SiteWorks Foundation Editing Guide Page 43 of 80




V 1.1 May 2025

u3ali)

page would be most helpful to members like this and that is what | have done

below.
Month | Venue/activity Transport
March | Kiplin Hall tour and gardens Car share
April Lowther Castle gardens morning & Acorn Bank gardens afternoon Coach

Return to main Groups page

Garden Visits 2023

Container blocks: Columns

Container blocks are blocks that contain other blocks. We have already covered
a very commonly used one of these. It is the media and text block where you
can place an image in one part and a variety of block types in the other. Another

very useful container block is the column block.

m : ‘

D columns

Divide into columns. Select a layout:

50/50 33 /66

skip

SiteWorks Foundation Editing Guide

When you insert a
column block you are
presented with some
pre-defined options as
you can see here.

Choose the one that best
suits what you want to
do. The block will span
the width of the page but
you can override column
widths using the editing
panel.
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Columns are a great way to display disparate information. When you insert a
column you have a number of different options such as 2 or 3 columns the same
size or 3 columns with the one in the middle larger than the outer two, 4 columns,
etc.. Each column space becomes a container for other blocks. Here in the first
example | have an image, a paragraph, and another image but | could have had 2
paragraphs either side and Gutenslider in the middle. | could have had a list

Our u3a offers many group events and activities.
from dance to walking and Spanish classes to
puzzle afternoons. Take a look at our group page
and see what you could do.

block with bullets, a “quote”, a link to an audio or video clip, an image, or any
combination. Columns are a very effective way to make a page look great.

Here is an example of columns being used to advise members or visitors of the
join and renew process for this u3a. They are the same width but attract
attention due to the colour combination and the spacing between the vertical
columns.

By Post Online at Meeting
To Join or Renew a) To Join To Join or Renew

+ Please download, print and fill in * By clicking New Member * Please ask to speak to the

the Membership Form from the Application, below, you confirm Membership Secretary.

box below; that you accept the Membership « If required, you'll be given a
« then send it to the address on terms & conditions and Privacy Membership Form to fill in.

the form. statement; these can be found on = Electronic payment will be taken
« If you'd like your membership this website's Admin page. via card reader or you can pay

card posted to you, enclose a « Online payments are processed by cheque or in cash.

SiteWorks Foundation Editing Guide Page 45 of 80



V 1.1 May 2025

5d Deleting blocks
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It's always useful to know how to delete something if you get it wrong. If you
create a block and later decide that you don't like it then go back into edit mode,
select the block, and click on the 3 little dots on the far right of the pop-up
toolbar (top arrow). The bottom item in the drop-down menu allows you to

remove the block (bottom arrow).

This is a paragraph block that refers to an epic saga of England in the
form of an outdoor show called Kynren on selected summer evenings
that takes place in Bishop Auckland. This is part of The Auckland
project. Instead of linking to a file in the library I copied and pasted
the URL for Kynren.

m

<

https://www.llarches.com/

Select parent block (Columns) (1))

Copy block
Duplicate Ctrl+Shift+D

Move to

Copy styles

Paste styles

Lock ﬂ

Remove Column Shift+Alt+Z

Tip: If you are using a Windows or Apple device then your usual shortcuts

also work.

Knowing how to delete is useful if you want to completely or almost completely
redesign a page as you can just delete any blocks of information or media that
you don’t want to keep and then add some new blocks as you create your new

look page.
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5e Adding links

There are two more things that you are likely to need to be able to do when you are
editing or creating pages and that is adding links to documents or to external websites.

Add links to a file

It is quite common for a u3a to upload an MS Word and/or a pdf version of their
new member u3a application form to their media library. Using a button is a
good way of drawing attention to the download, as shown here. This has been
created using two columns (50/50) and centring one button in the centre of one
of them and the other button in the centre of the other. On each button, type the
text you want visitors to see to describe your link and then select the link icon from the
pop-up toolbar. Start typing the name of the document in the Media Library and when
you recognise it in the list presented, select it, and press ‘Enter’. The link has now been
made

Application form 24-25 - Word Application form 24-25 - PDF

In the example above the prospective member has a choice of two formats so
both need to be uploaded into the Media Library. You need to know the name of
the item before you can link it so it's a good idea to check this before you start
the process if you can't instantly remember it.

o o Using the button block menu you can
change the colour of the button and the
text and you can also modify the

ouine appearance of the text. In this case |
cotour ; have made the text bold so that it
stands out well against the blue or
yellow background of the button.

Styles ~

Text

F N
Solid Gradient @ Background

This is the same process as discussed

e B e | earlier when colourising text and
e - ~ | background when editing pages.
- S M L XL HHL
® 0100 A drop shadow has been applied to the
@0000 - N c; buttons to further draw attention to
00 © - them. Drop shadow is covered later.
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Add links to an external website

Another common task is to reference an external website. This could be a gallery
venue that a group is going to visit, the menu of a pub/restaurant for the next
lunch club outing, or your monthly meeting venue. The process is very similar.
Instead of creating a link to a library file you copy and paste the URL of the
external site.

This is a paragraph that refers to an epic saga of England in the form
of an outdoor show called Kynren that tc:ke5| place on selected
summer nights in Bishop Auckland. This is part of The Auckland

Project. The button on the right will take you to the Kynren website for
more information.
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5f Enhancing page layouts

You can use some typographical tricks to make your page more attractive. Use
of white space can clarify information and use of a separator bar can emphasise
a change of subject. Padding and margins with or without background colour
can make good use of space or draw the eye to important information. Shadows
applied to some shapes can make them stand out more. Below are a few
common examples of their use.

Spacer and Separator

Spacer is an easy block that can be
used to make a page visually pleasing. It
is a way of creating space between two
blocks to improve the layout and make
the page appear less ‘busy’.

IO ySTOre WO TS TITaTC
passed this field of sheep. They seemed
happy to be in the open air with the spring
sun on their backs.

I've inserted a spacer here on the page
between the Media and Text block and
the Gutenslider block.

You can use padding and/or margins to
make page layout more attractive but
sometimes a spacer that you can adjust
the height of is preferable.

A separator is another really easy block that can provide visual separation
between items of information. Below one has been inserted between the column
block and the table block below.

Our u3a offers many group events and activities.
from dance to walking and Spanish classes to
puzzle afternoons. Take a look at our group page
and see what you could do.

Menth | Venue/activity Transport
March | Kiplin Hall tour and gardens Car share
April Lowther Castle gardens morning & Acorn Bank gardens afterncon Coach

Garden Visits 2023
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Padding and margins
Most blocks allow you to control the space around the content.

Below typography in the editing panel you will find Dimensions and selecting this
gives you options to adjust padding and margins. Padding is the amount of
space that surrounds the block content and can be adjusted top and bottom
and/or left and right. '‘Margins' are outlines, distinguishing a whole block from its
background, and can be made thicker or thinner. Here | have increased the
top/bottom padding.

O = D v | Pam @ Background
II \nz ‘BI() I r .

Typegraphy

This is a heading =

APPEARANCE

This is @ paragraph block. This is a paragraph block. This is a paragraph block. This is a paragraph block. This is a paragraph block. This is
a paragraph block. This is a paragraph block. This is a paragraph block. This is a paragraph block. This is a paragraph block. This is a O
paragraph block

LETTER CASE

— AB ab Ab

Dimensions

PADDING

1
¢
o

z
H
@
z

L ]
o

This is two consecutive paragraphs that have been created with ‘Enter’ between
them so that they are two different items. This means that each one can be
formatted separately as shown here.

In the padding example the background of the paragraph has been colourised
and the colour covers the entire area of the padding. | could colour the other
paragraph block and the text would have a background colour but the margin
space around it would remain white. You can see this in the screenshot below.
The top paragraph had padding around the text and the lower one has the same
size of margin around the text. This is a useful design tool.

Paragraph A with padding all around and a coloured background. Paragraph A with padding all around and a coloured

background. Paragraph A with padding all around and a coloured background. Paragraph A with padding all around and
coloured background. Paragraph A with padding all around and a coloured background. Paragraph A with padding all
and a coloured background. Paragraph A with padding all around and a coloured background. Paragraph A with pa
around and a coloured background.

Paragraph B with a margin all around and a diffe
background. Paragraph B with a margin all
different coloured background. Parag:
around and a different coloured backg
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Here is another tip for enhancing the look of a page. In the columns section
earlier you saw a 3-column container block containing two images with text
between them in the centre column. If  now return to the settings for that block
and scroll down to the dimensions section you will see that | have increased the
padding round this block. The padding is the space around the block. To make
this block stand out more on the page | have also added a background colour to
the block. You can see the result and the menus used to achieve it below.

/7 « =, Switch to draft  Preview E 3
' - o [
o (e " .

Page Block X

] ©

Colour

Solid Gradient Background

3a Button Text FFC700
Our u3a offers many group events and £5a Buten
activities. from dance to walking and - Typography
Spanish classes to puzzle afternoons. Take a i

look at our group page and see what you ;* SIZE

; b 7.
could do. S @
e o © -
000000
‘ . . C) . Dimensions
Month | Venue/activity . PADDING 5 > @
March | Kiplin Hall tour and gardens e ®
April Lowther Castle gardens morning & Acorn Bank gardens afternoon Coach
s Border
Garden Visits 2023
D L (]
Return to main Groups page 5
RADIUS
D o (]

It is within the block settings that you will find things such as margins, borders,
giving blocks curved edges, and more.

Drop Shadow

We have the ability to apply a drop shadow to a button. u3a code has been
added that enables the shadow to be one of several pre-set colours/ weights/
styles that complement the u3a branding colours. This feature is also available
for similar blocks such as columns and images.

You can see the drop shadow in use on the two buttons above that are being
used to download the new member application form. The blue button has a
yellow shadow and the yellow button has a blue shadow.

To do this | selected each button in turn and then selected the Styles menu in
the editing panel. Scrolling down below the Dimensions options you get to
Border and shadow section at the very bottom of the editing panel. Clicking on
the three little dots brings up the shadow option as you can see here.
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BORDER AND SHADOW

porder
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w3aIUs

Border and shadow )
BORDER

L (&)

RADIUS

L (&)

Border and shadow

BORDER

PX

o (ep]

SHADOW

':é:' Drop shadow

Drop shadow

M
D
w

The buttons now look like this.

Enable Shadow and you can now see Drop
shadow as an option at the bottom of the
editing panel.

1

Selecting Drop shadow brings up the
options available. You can see that
there is a choice from several shades of
grey, blue, or yellow. | want to change
what | prepared earlier.

| am working on the blue button and |
think that the sharp grey would be
effective so | choose that one.

| also want to apply a shadow to the
yellow button and | think I'll go for blue
shadow6 for that one.

Application form 24-25 - Word

Application form 24-25 - PDF

A very quick and easy-to-use feature makes the buttons stand out more as well
as making the page look more professional.

SiteWorks Foundation Editing Guide

Page 52 of 80



u3ali)

V 1.1 May 2025

5g Video showing a variety of blocks being used

There is a lot of information online about WordPress generally and Gutenberg
WordPress in particular. On the SiteWorks website you will find a list of useful
learning tools. One of them is a link to Jamie Marsland’s YouTube video called
‘WordPress Gutenberg - The Ultimate Guide’ and this covers the use of many
more blocks in just under 28 minutes. This does include a few adverts. It
summarises most of the content that is in this section and a lot more besides
including alternative ways to achieve the same result. There are many hints and
tips to help you to speed up your page design and creation. The explanations
and examples of container blocks and nesting blocks inside blocks is well worth
viewing. If you would like to know more about blocks then this is a good video to
watch®.

Summary

In this section we have covered how to edit text, change the typeface or colour
of text, change the background colour of a text block, change the position of text
and images within a block, replace an image, resize an image, and change the
focal point of a cropped image, We have looked at adding blocks to an existing
page and browsing the available block styles. We looked at a selection of
commonly used blocks and how to delete a block. We have also covered
controlling the space around blocks using padding or margin options and you
have been directed to a useful video showing you many different blocks in use.

4This link takes you to a page on the SiteWorks website where you will find this information. See also
Appendix A
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Section 6 — Media Library

It is really easy to add Media to SiteWorks pages to make them more interesting and
more modern-looking. Photos of your own members taking part in activities can really
bring your groups to life. If you would like to add photos to your pages but don't have
any yet then google the u3a Brand Centre and in the catalogue section you will find an
image library (you need a free account). This library contains a good selection of photos
showing members enjoying activities such as badminton, gardening, photography, yoga,
walking, nature, bridge, scrabble, music, dancing, painting, table tennis, and more. The
images are all free to download and use on your own website and they are also copyright
free.

6a Adding images, sound, or files to your Library

Navigate to Media>Library on your SiteWorks Dashboard to see what media you have
access to. You will see that the content displays just like the photo gallery on your phone
or tablet. You can see and use all media but you will only be able to delete files under
your own control.

It's easy to upload media. Go back to your Dashboard and this time click Media > Add
New and you will see the screen below. Note that you could also use ‘“+New’ and select
Media at the top left of the screen to get to the same page.

Library Drop files to upload
M Pages Select Files

You are using the multi-file uploader. Problems? Try the browser uploader instead.

Maximum upload file size: 300 MB,

If you are working on a large enough screen then you can open the location on your PC,
laptop, or other device where you store your photos, select whichever ones you want
and drag and drop them into the box or ‘Select Files’ and navigate to wherever you store
your photos, select the one(s) you want and it will be added to your Library.

You can also upload other files and add them to your library such as documents (please
see the list below).

Our u3a SiteWorks has a plugin called Imsanity’ that automatically resizes graphic
uploads to prevent insanely large media files being uploaded. They are stored in multiple
formats so that they display well on desktop, tablet, or phone screens.
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6b File Types for your Library and limitations

If you wish to add files such as documents, spreadsheets, etc. to your site to be
referenced on one of your pages then you follow the same procedure. You can drag and
drop files or select them from their repository and upload them. You can also change
the Title attribute. Here is a media gallery from a site that shows you mixed graphic and
text documents.

Media Library | add new

1" e %m% Blel

The types of media that can be uploaded to a WordPress library include: -
e Images (. jpg, . jpeg, . gif, and . ico)

We don’t recommend the use of .png for photographs. (see User Guide,
“Media types”)

e Audio files (. mp3,. m4a, . ogg, and . wav).

e Videos (. mp4,. m4v,. mov,. wmy, . avi,. mpg, . ogv, . .. (but see below)
e PDFs

e Word documents

e Excel spreadsheets
e PowerPoint presentations
e Adobe Photoshop documents

If the file you are adding is a document called minutes/240511-version-1-
approved then it will upload in that name unless you change it as you upload the
file. If you just use the file as-is then that cumbersome file title will be displayed
on the screen as the link to click to get that file. If, when you upload the file, you
then change that file's Title attribute in the Media Library to, say ‘Minutes May
2024’ then that will be displayed instead.

Subject to fair usage, there is currently no limit on the amount of file storage
available to a u3a using WordPress/SiteWorks. However, because of the large
storage requirements u3a website managers are prevented from using the server
for hosting video files and instead should use one of the video hosting platforms
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such as YouTube, Vimeo, Twitch, Google Drive, Instagram, Facebook, or other
alternatives. You can then create a link to the video to display it on your site.

6¢ Media Grid and List views

The screenshots above all show you a grid view of the media but you can also have a list
view that enables you to edit, delete, view, copy the URL, or download the file (when you
have the necessary permissions). You can switch between views using the icons top left
below the page title. If you have a large number of items in the library then this is where
you can filter them by type but also sort them by, say, the group the media was
uploaded to. Below is list view of a file gallery.

A

on B %&b
i R
. (4%

\

The columns list the item owner, which page it has been uploaded to, when it was
uploaded and the item size. On the left of the list you can see a thumbnail of the
item plus some options on the menu when you hover over the thumbnail.

The options are self-

M o card-game-g2e3adclab_1280 exp|anat0ry but ‘edit’ is
ﬂ;j;.::n\ card-game-g2e3adclag_1280jpg worth taking a look at.
Edit | Delete Permanently | View | Copy URL | Download One of the options lets
file you delete items that are

within your access control.

All images in the library, or added to the library as time goes on, need an Alt+Text
description for the purposes of accessibility (descriptive words to help sight-challenged
people to ‘see’ the photo). Double-click on any image and you will see the menu to
enable you to do this but you can also give the item a name or a caption in this area. If
you need further information as to how to do this then please use the link
provided below the white box.
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Once you have added your description there is no need to save your text as this
happens automatically when you leave the page.

Alternative Text

I

Learn how to describe the purpose of the image. Leave empty if the image is purely decorative.

6d Using media on your pages

As discussed in the blocks section of this guide you can create links to
documents and AV files using the link option on the pop-up toolbar. You can
display photos in a variety of different ways such as a media and text block, an
image block, a gallery block, a Gutenslider block, or a cover block. Examples of
these were shown in the block section.

Summary

In this section we looked at how to add files and images to the Media Library, the
types of files that can be uploaded, viewing and management options for
uploaded files, and there was a reminder on how to use media on your website.
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Section 7 — Group Page Editing

Interest groups are unique to u3a and the reason that most members join.
Group pages can provide information to members but can also give visitors and
prospective members an idea of what goes on to perhaps inspire them to join
the group if they are a u3a member or to join your u3a if they are not yet
members. A group page can be used to draw attention to group events that are
coming up and/or to share memories of activities. It can also be used to provide
instant updates to group meetings or events. Groups are at the heart of every
u3a.

7a Group Page Quick Reference

Editors and Administrators can create new groups and edit existing ones, but an Author
can only edit the group that he/she has permission to edit.

You can edit upcoming events by clicking on the title in the events list or from the group
page and then edit it as you would edit any other page. To create a new group select
“+New' from the top left of your screen and then select ‘Group’ from the drop-down list.

'fli'w @8 Anytown and District i 4+ New ¢ Edit Event

You will get a blank group page. Add or edit the two areas below marked in red. This will
give you the name of the group and the main body that describes what the group does.
You use any blocks you wish to create/edit your page as seen previously in the block
section.

The name must be entered below before saving or publishing

W NoTitle

set featured image

Enter name of the Group h Add or edit title here

This placeholder shows where tha #akla af infarmatinn hald far shie aron will ha shosn

Click in this space to bring up the ‘+ new block’ option then insert status praft
blocks of your choice for the main body of your group page Publish mmediately

Type [ to choose a block

This placeholder shows where & - Link /420

The blue placeholder will contain information about the status of the group, the group
leader(s) and how to make contact, when and where the group meet, and if any cost is
involved.

The yellow placeholder will contain a list of events that the group has coming up.

Now you need to populate the blue placeholder that provides information about the
status of the group, the group leader(s) and how to make contact, when and where the
group meet, and if any cost is involved.
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Below the title and main body area you will find a form to complete and you can see a
screenshot here. This text is way too small to read but will familiarise you with the shape
of the form. On the right of some of the boxes is an arrow that brings up a drop-down
menu. This provides you with pre-set clickable choices to make it fast and easy to use.
Where there is no drop-down menu you can add free text.

Some of the data in the drop-down menu comes with the SiteWorks package (group
status for instance) but most of the fields are populated by your site Administrator to
match the requirements of your own u3a. This includes Group names, category/
categories, venue, and group leader. Entering the data that is used to populate
placeholders is covered in the Administrator’s Guide.

Complete the form then return to the top of the page and publish or save your work. The
page is now viewable.

Venue (Optional)

Group Leader [ -]

Primary group email [ |
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7b Group page examples

Here is an example of a simple group page with text only.

German Conversation

Status: Active, open to new members

Leader: Kay

Group email: German Conversation group

When: Weekly on Thursday mornings
from 10.30am

Venue: Zoom

Haben Sie Deutsch in der Schule gelernt? Wollen Sie mit einer kleinen Gruppe sprechen? Unsere Gruppe wird bei Zoom jeden Donnerstag um
10:30 treffen.

Screenshot of Here is an example group page from one of the u3a demo files. This Art
History group page has the status panel (populated via the drop-down menus), three
short text paragraphs, and a small gallery of three images.

Art History

Forthcoming events

20th November Workshop

2_024 Venue: Metropole Hotel
e0.am Booking Required
Workshop

At each meeting we focus on either a particular painter or sculptor, or an art movement. The talks are always illustrated with pictures and
occasionally videos. There is plenty of time for discussion during the meetings.

New members are always welcome.

The group meets via Zoom and links to join the meetings will be emailed to group members in advance.

Status: Active, open to new members
Leader: Mary Jones Tel: 01122 334455 &
When: on Monday evenings

Venue: Metropole Hotel
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Finally here is a similar group page for Badminton. A media and text block is at the top of
the page with an image on the left and the blue placeholder dragged into the right-hand
section so that the group status data appears alongside the image. A few short
paragraphs of text describe the group and there is a table at the bottom that

summarises dates of play to make it easy for group members to see quickly.

Badminton

Badminton dates for 2023-2024

Status:
Leader:
When:

Venue:
Cost:

Active, open to new members
Janette &

Fortnightly on Wednesday afternoons
2nd and 4th Wednesdays of the month 13.00 to

14.00 prompt start
Shildon-Sunnydale Leisure Centre

Subs will be £1.00 per person p.a. and a maximum

of £215 every time you play.

The dress code is relaxed so wear what you are comfortable in but trainers or tennis shoes MUST be worn on court

This is a new group and the first game will be on Wednesday, 10th April. Following dates can be found on the calendar and in the table below.

There will be a couple of rackets available to borrow initially but members who intend to continue to play in the group should buy their own.
Shuttle cocks will be provided.

Shildon-Sunnydale Leisure Centre is a thrive leisure centre run by Durham County Council. offering the usual range of leisure activities
including a pool. gym facilities, 10-pin bowling, craft activities, and more. There are changing facilities and there is a café area where you can
sit and consume your own refreshments.

10th April 24th April 8th May 22nd May 12th June 26th June

10th July 24th July 14th August 28th August 1ith September 25th September
9th October 23rd October 13th November 27th November Tith December Bank Holiday
8th January 22nd January 12th February 26th February 12th March 26th March

A group page can be made up of any and as many blocks as you want to use on your page.
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7c¢ Structure of Group Pages
u3a interest groups around the UK are many and varied.

Some groups have regular activities that don’t change such as a French group
that meets in the same place twice a month. Generally a group page for this
type of group will contain all of the necessary information and will need only an
occasional update.

Some groups have regular meeting dates but the activity at each meeting could
be different. This could be a history group that has speakers in a local venue, or
the group leader shows a podcast to attendees followed by a discussion, or
members could meet in a different venue for a local exhibition related to history.
In this case the main group page would likely describe the purpose of the group
but then guide the viewer to the group events to provide more information about
them.

Some group activities are different and varied and members would like to share
their experiences and photos between themselves and with others. The latter is
a blog which, in WordPress terms, is a Post.

Events and Posts/blogs are covered in their respective sections in this guide.

SiteWorks Foundation Editing Guide Page 62 of 80



V 1.1 May 2025

7d Group Display Options
The main Groups page lists all of the groups that a u3a has. The site
Administrator or Editor controls this page. Below is a screenshot of part of the
group page from a real u3a site and you will see that there are many groups. A
media and text block heads the page and this provides a general description of
what interest groups are. The text is too small to read but you will be able to

identify the format.

u3ali)

If you look at the list of groups you will be able to see that they are listed
alphabetically. Anyone viewing the page can use one of the blue buttons to get a

different view.

Alphabetical By category By meeting day

Groups listed alphabetically

Art & Architecture

Status: Active

Venue: See Events

Announced at the meeting and see Events

Card & Board Games

Status: Active

Venue: Bishop Auckland Methodist Church
on Thursday afternoons 1:00 pm-3:00 pm

Drawing_and Painting

Status: Active

Venue: West Auckland Memorial Hall
on Tuesdays

Ist & 3rd Tuesdays 1- 3 pm

Genealogy

Status: Active

Venue: Enterprise House, Barnard Castle
Monthly on Thursdays 1:30 pm-3:30 pm
First Thursday of the month

Local History
Status: Active
Venue: Bishop Auckland Methodist Church

A Covid e

Badminton

Status: Active

Venue: Shildon-Sunnydale Leisure Centre
Fortnightly on Wednesday afternoons

2nd and 4th Wednesdays of the month 13.00
to 14.00 prompt start

Computing
Status: Active
As needed

French

Status: Active

Venue: Bishop Auckland Methodist Church
on Mondays

2nd & 4th Mondays 10.30 - 11.45

[talian

Status: Active

Venue: Member's home

on Tuesdays

2nd and 4th Tuesday 1.30 - 3.30 pm

Photography
Status: Active
Venue: West Auckland Memorial Hall

Bdmmthles mm Thiesd s meseninees

Bridge

Status: Active

Venue: Bishop Auckland Golf Club

on Fridays

Every Friday 9.45 until 12 noon unless notified
otherwise

Current Affairs

Status: Active

Venue: Member's home

on Mondays

4th Monday afterncon of the month 2 - 4 pm

Friends and Flowers

Status: Active

Venue: See Events

Please see Events for dates and times

Italian for Beginners

Status: Active

Venue: Bishop Auckland Methodist Church
on Mondays 2:00 pm-3:00 pm

Poetry
Status: Active

Venue: Four Clocks Centre, Bishop Auckland
R T T e N

Viewing by category is useful when there are a number of groups and the person
viewing the site wants to know which of them are history related.; He/she can
select the ‘By category’ button and the view will change to group categories
together to make it easy for the member or visitor to identify them.

Perhaps a member is only available on certain days of the week due to part-time
work commitment of perhaps grandparent duties. Selecting ‘By meeting day’
provides a list of groups by day of the week so that the member or visitor can
quickly see what is available to them.

The fourth button enables sorting ‘By venue’. This is useful for those who are
reliant on public transport to help them to identify venues that are accessible to

them.
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You will see that, in this case, each group displays a summary of status, venue,
and meeting day but more options are available. This setting is controlled by
your site Administrator. There are a number of Group display and sort options
that are also controlled by your Site Administrator and will become the default
style for your u3a.

Administrators please see the Administrator's Guide for details regarding what
can be done and how to do it.
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Section 8 — Events

8a Events Quick Reference

All authorised Users can create and edit events. You can edit upcoming events by
clicking on the title in the events list or from the group page and then edit it as you would
edit any other page. To create a new event select '+New’ from the top left of your screen
and then select ‘Event’ from the drop-down list.

'\TIZ"" &® Anytown and District i 4+ Mew £* EditEvent

You will get a blank event page. Complete the three areas below marked with the red
arrows then publish to create your event.

You enter a title, add your main body text and graphics, and select items from the drop-
down menus to populate the yellow placeholder that provides the logistics panel. You
can choose any blocks you wish to use and format as usual using the pop-up tool bar or
the editing panel on the right.

The name must be entered below before saving or publishing Event  Block X

€ Paragraph
Start with the basic building block of

Enter title for event h Add title here e

This placeholder shows where the event information will be shown. Tet

Type / to choose a block Background

Typography

Insert blocks of your choice using the =
+ sign for the main content of your :
event Dimensions +

Use drop-down
menus below to
populate Select content from drop-down

menus or add_ free text where possible
Event Information - I

Event category ™ ‘ . ‘

Event date * ( |

Start time [ |

Event > Paragraph

Your site Administrator populates the contacts, venues, categories, and so on
data so that you have a selection in the drop-down menus in the placeholder.
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8b Events examples
Here is an example of a simple event with text and an image.

Anniversary Celebrations

Event type: Other
Date: 21st July 2025

Celebrating 25 years of our u3a.

More details will be available nearer the time. The
Committee welcomes suggestions for suitable activities.

Please contact Mary Jones with your ideas.

Here is another example. This one has text describing the lecture content but also
provides a bio of the speaker as well as the logistics of the day such as date, time, and
venue.

December Lecture: DNA Fingerprinting

Members will remember Rhian's talk on “The King’s DNA” where she described how DNA
analysis was used to confirm that o skeleton uncovered in Leicester was indeed that of
Richard IIL

This time, Rhian will tell us more about DNA fingerprinting and in particular how it is used in
forensic investigations, illustrated with examples of cases and stories involving DNA.

Rhian's background is in scientific research and she has worked in academic, industrial and
clinical research settings. More recently she has worked with individuals and families
affected by rare and genetic conditions at Genetic Alliance UK, and later, the University of
South Wales.

She is currently the Education and Engagement Officer for the Wales Gene Park where she
helps to deliver a busy programme of genetics-related events and activities to schools and
colleges, health professionals, patients and families and the pubilic.

Event type: Meeting

Date: 9th December 2024
Time: 10:30 am
Venue: Metropale Hotel
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8c How u3a Events work

You can add as little or as much information as you wish to an event page to
advise your members of details such as content, venue, timings, transport if
applicable, cost, if booking is required, and so on to provide everything a
member could need in order to decide whether or not to attend.

If you are working on an existing site then you will no doubt have some events on
your website already but if you are a new web manager with a new site then your
Events list will need to be populated from scratch.

When you create events they each have a date and will display on your website
from the creation date until the end of the day of the event. At this time it will
disappear from member and visitor view but it will remain in the events list on
the Dashboard until it is deleted. Some one-off events you will likely want to
delete soon after they have taken place but there are times you want to keep
them. Maybe you have a lunch club, for instance, and return to the same venue
every so often. Itis worth keeping that event on file and then using it again in the
future by changing the event date and checking that any links are current before
re-publishing.

An author will rarely need to use the Dashboard as he/she will use site view.
There are some things that can only be done via the Dashboard such as delete
(Bin) so it is worth taking a look to become familiar with the options. A reminder
that authors are restricted to areas that the Administrator has provided access
to and can only edit those items.

8d Events Display Options

All u3a events can appear on the events page but the site can be set up so that
only u3a-wide events such as your monthly meeting details appear there. Group
events will appear on the respective group page but can appear on the events
page as well. This setting is controlled by your site Administrator.

There are a number of Events display and sort options that are also controlled by
your Site Administrator and will become the default style for your u3a.

Administrators please see the Administrator’'s Guide for details regarding what
can be done and how to do it.
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Section 9 — Blogs for Authors

WordPress has been around for over 20 years now but started life as a blogging
tool. Itis still widely used as such and is a great way for a traveller to post online
stories and photos of a trip to share with family and friends. Over the years
WordPress has grown and is widely used in the commercial sector as well, but it
remains a strong blogging tool.

This is a great feature for some of our groups. As discussed earlier a simple
group webpage will suffice for groups with a regular meeting format. Some
groups do different things at each meeting and can use Events to advertise
them. Some group activities are different and varied and members would like to
share their experiences between themselves and with others. The latter is a blog
which, in WordPress terms, is a Post.

Posts are seen as quite an advanced feature and not every Web Manager will
want to use them. There are other ways for an Administrator to add blogs to a
site using standard pages with page links to them but authors don’t have access
to this feature. Where Posts offer an advantage is that once a Post template is
set up it is incredibly easy for an author to create new professional-looking
content in a short space of time. It is a way for group members to combine and
share a lot of photos with their associated memories.

Ideal groups for Posts are those that go on coach trips of various types, have
residential study visits, walk or ride in beautiful countryside, visit gardens, have a
cultural day out, are a photography group, and more. Over a period of months
regular posts/blogs provide a history of the group activities that are a delight for
members to look back on.

There are three elements to a Post and these are a category, a template, and the
post/blog itself. Categories and templates are covered in the Administrator’s
Guide. In this section we are going to concentrate on the post/blogs itself with
the template having already been set up. If, as an Author or Editor, your
Administrator has not given you a category to use for your post then the
template has not been set up. Please ask them to create one for you.
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9a Posts Quick Reference

All authorised Users can create and edit posts. You can edit existing posts by clicking on
the title in the posts list on the group page and then edit it as you would edit any other
page. To create a new post select ‘+New’ from the top left of your screen and then
select ‘Post’ from the drop-down list.

"JIZ'MI &% Anytown and District i 4+ Mew ¢* EditEvent

You will get a blank post page. Add the title where shown. Note that you are working on
the page not on a block so you can edit page attributes, as the title is part of the page
rather than an individual block If you are writing a post for an event that occurred a little
while ago you might wish to change the publish date from today to the date of the event
so that it appears on the list in chronological order. Click on the date (or immediately if a
brand new post) and you will get a pop-up calendar from which you can choose your
date.

Type / to choose a block

Add title 4—‘ Add or edit title here

Click in this space to bring up the ‘+ new
block’ option then insert blocks of your
choice for the main body of your blog N

413

Template single Posts

Categories ~

Amend the publish date if .
necessary to put posts in date 0] ehotography

[ uncategorized

Select the category Tags -
associated with your group. AooNew 1A

While you are in page edit mode, select your category. Categories are pre-set by the
site Administrator and link your post to the page that the category represents.
Categories are usually set to be recognisable so ‘Garden’ could be the Garden Group
page, for instance.

That's the admin part done. Now click into the white space and you will get the + new
block’ sign. Add and populate blocks as you have been doing in previous sections.

When you are ready you can publish your site or save changes.

Tip: It's a good idea to navigate to your group page to check that the blog is showing. If
not then go back to your post via Dashboard>Posts, select edit, then check that you
have selected the correct category.

Repeat the process for future posts. Posts remain on the group page until deleted by
the owner or site Administrator.

SiteWorks Foundation Editing Guide Page 69 of 80



u3ali)

V 1.1 May 2025

9b Post examples

Here is a blog describing a walk with one beautiful photo as a reminder of the
event.

High Etherley/East Park/Paradise

We had a lovely day for our walk in May. We set off from St Cuthbert’s Church, High Etherley to walk along by the Cricket Pitch then down the
Old Railway to Phoenix Row and onward to East Park. Walking along East Park we talked about places which used to be there until fairly
recently; the old Railway buildings, two cottages and the small Farmhouse and Byre. Sadly, the opencast and some clearing of land has
removed those and there is no trace of them now.

The views were wonderful as we decended the path to the
river where we joined part of the Weardale Way to Witton
Park. After a short rest on a drystone wall we entered
Paradise which used to be a black hole of pollution and is
now a beautiful area to wander around. From the bottom of
Paradise the view of the Witton Park viaduct from below is
excellent. There is a ford just below where you can cross the
river by foot or Horseback!.

Before exploring the pathways winding through Paradise we
had our lunch “on the beach’. A lovely spot by the river with a
real sandy beach to sit and enjoy the peaceful view of the
trees and the flowing river. Spring was blossoming
exuberantly as we wandered around after lunch. After
exploring we left to walk up Witton Park Main Street past the
memorial the Bradford brothers and on up the Baltic to the
path through the fields to Low Etherley. From there, up past
the Cricket Pitch and back to our setting off point.

Here is a blog from a trip to Cragside in Northumberland consisting of text plus a
gallery of 36 photos displayed in a 4 x 9 grid pattern.

Cragside

Local Histary, Friends & Flowers, and Science, Engineering, Technology groups banded tegether for a trip to Crogside on Friday. 7th June. The
house is late ¥9th Century and was commissicned by Lord William and Lady Margaret Armstrong, o Victarian mwentor and a keen gardener.
William is known for the Swing Bridge in Newcastle and they jointly created Jesmond Dene with ather achievernents further afield.

Willioms expariments with hydroslectricity enobled amazing use of technologies in the house at that time. These included a hydraulic lift,
water-powered zpit and electric light. To this day, Crogside uses a hydraelectric system. In 2014 the National Trust nstolled an Archimedes
Screw, which uses water from Tumbleton Lake. Az water passes through the spiral blades, the screw tuns and harnesses the energy of the
falling water. The electricity produced lights the whole house, and any surplus goes to the National Grid.

One member zaid shed hod a lovely day cut today to NT Crogside in Northumberiand. An Arts and Crafts house set amidst acres of woodland
ncluding an awful lot of rhododendrans . Miles of hiking trails (I only clocked up 5.5 miles but [ didn't want to miss the cooch home® ) The
lakes pravided hydroslectric power - Cragside was the first in the UK. to have electricity by this method. Pretty gooad cheese scones in the tea
room as well
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Section 10 - Where to get Help

This SiteWorks Guide is a foundation level document that covers the basics and
the most widely used features and functions of SiteWorks. It covers the majority
of things that most web managers will require or will find on their sites already.
Please use the Table of Contents and the search facility to see if the answer to
your question is here.

10a Sources of help

WordPress is feature-rich and no one document can cover everything. If your
answer isn't here then please try the User Guide on the SiteWorks website where
there is far greater technical content than in this workbook.

If you are an Editor or an Author then your next point of call for help is your Web
Manager. If he/she cannot answer your question then he/she will escalate it.
Please do not contact the Help Desk directly. We are a small team of volunteers
with limited resources so please follow this procedure.

As the Web Manager/site Admin you can access the u3a Help Desk ° from the
SiteWorks website where the team will direct your query to the most appropriate
person.

There is a u3a WordPress Development Forum © that you can join .

You are welcome to attend the regular SiteWorks Drop-In Zoom sessions (See
Newsletter for details) which has been set up to support Web Managers and
Assistants who are new to SiteWorks. The Zoom is on the 1st and 3rd Monday
each month at 3pm.

The SiteWorks website offers a wealth of information including project
background, news and bulletins, resources for Web Managers, FAQs, and more.
https://siteworks.u3a.org.uk/

WordPress is very widely used around the world and there is a huge amount of
contextual information available from WordPress itself as outlined here, from
open forums, and Google.

5This link takes you to a page on the SiteWorks website where you will find this information. See also
Appendix A
5 As above
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Section 11 - Appendices

Appendix A — SiteWorks website links

To make it easier for you to access the SiteWorks website links that are
referenced in this guide, our site Administrator has copied them all onto one
page for you. Within this workbook | am referencing the page containing the links
rather than the individual links that are scattered over several pages. This should
prevent any ‘page not found’ messages in the future as it is easier to maintain
this reference page. The linked items you will find are as follows: -

https://siteworks.u3a.org.uk/foundation-guide-links/

Links for the Editing Guide

User Guide

SiteWorks videos (Alpha and Beta)

WordPress Gutenberg — The Ultimate Guide video (Jamie Marsland)
Help Desk

WordPress Development Forum

SiteWorks sites map link

The SiteWorks website itself has a lot of useful information including how to
update a Web Manager’s details, news bulletins, FAQs, and more -
https://siteworks.u3a.org.uk/
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Appendix B — Ideas and Inspiration

They do say that a picture paints a thousand words so what better way to finish
this workbook than to direct you to some real u3a SiteWorks sites so that you
can see how others have structured their sites, what sort of things they have
included, and especially how they have used some of the new features and

functions to good effect.

Pioneer sites and map of SiteWorks sites

u3ali)

Below is an alphabetical list of the Pioneer u3a SiteWorks sites and you can find
them on this map ’along with other SiteWorks sites. They are the sites of our
Pioneers who, during 2023 and early 2024, were guinea pigs for u3a SiteWorks.
They have tested product, processes, and procedures to help all those web
managers who will be following.

Every u3a is unique and independent and this is reflected within website styles
and content. You can view all of these public websites but please do remember
that each one is the copyright of the u3a that has created it and you cannot
copy any part of it without permission.

Beckenham

Bishop’s Stortford
Carlton Gedling
Comber & District
Evesham & District
Furness

Halesworth & District
Hunstanton

Palmers Green & Southgate
Porthcawl

Skiddaw

Stroud

White Cliffs Country

Berwick-upon-Tweed
Brecon

Chelmsford
Cowbridge

Exeter

Glasgow Southside
Heart of England
Leighton Linslade
Petersfield

Prestatyn Rhyl & District
Stanway

Taunton

Worcester

Bishop Auckland & District
Buxton

Chesterfield

Cupar

Frodsham

Great Yarmouth

High Wycombe & District
Odiham

Pewsey Vale
Runnymede

Stone & District

West Bridgford

7 This link takes you to a page on the SiteWorks website where you will find this information. See also

Appendix A
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Appendix C — Website Terms of Use

Below is a copy of the u3a SiteWorks Website Terms of Use. This copy is generic
and does not link to a real Privacy Policy. You will find a customised copy of
these Terms of Use on your own website and they contain a link to your own u3a
Privacy Policy.

Website Terms of Use

References to we, us or our means your u3a’s name u3a, charity number 000000 a charity registered
in England and Wales or Scotland or Northern Ireland. You can contact us by email at
your_u3a@example.com or by telephone on 020 1234 1234 or postal address if available.

Introduction

These terms and conditions apply between you, the User of this Website (including any sub-
domains, unless expressly excluded by their own terms and conditions), and us the owner and
operator of this Website. Please read these terms and conditions carefully, as they affect your legal
rights. Your agreement to comply with and be bound by these terms and conditions is deemed to
occur upon your first use of the Website. If you do not agree to be bound by these terms and
conditions, you should stop using the Website immediately. In these terms and conditions, User or
Users means any third party that accesses the Website.

Intellectual Property and Acceptable Use

All Content included on the Website, unless uploaded by Users, is the property of your u3a name
u3a, or other relevant third parties such as our licensors. You have no intellectual property rights in,
or to, the Website other than the right to use it in accordance with these terms. The Website may
utilise or include open source software code of third party software and copyrighted material or may
be subject to third party or open source licences.

In these terms and conditions, Content means any text, graphics, images, audio, video, software,
data compilations, page layout, underlying code and software and any other form of information
capable of being stored in a computer that appears on or forms part of this Website. By continuing
to use the Website you acknowledge that such Content is protected by copyright, trademarks and
other intellectual property rights.

You may, for your own personal, non-commercial use only, do the following:
a. retrieve, display and view the Content on a device
b. print one copy of the Content

You must not otherwise reproduce, modify, copy, distribute or use for commercial purposes any
Content without the written permission of your u3a name u3a and/or obtaining a licence from us or
our licensors.

You retain all of your ownership rights in the content you upload to the Website, but by uploading
content you are explicitly granting us a perpetual, irrevocable licence to use, store and copy that
content and where such use involves using personal information, this shall be in accordance with our
privacy policy.
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Prohibited Use

You may not use the Website for any of the following purposes:

a. in any way which causes, or may cause, damage to the Website or interferes with any other
person's use or enjoyment of the Website;

b. in any way which is harmful, unlawful, illegal, abusive, harassing, threatening or otherwise
objectionable or in breach of any applicable law, regulation, governmental order; or

c. making, transmitting or storing electronic copies of Content protected by copyright without the
permission of the owner.

Links to other Website and Embedded content from other
Websites

This Website may contain links to other independent websites which are not provided by us. Unless
expressly stated, these sites are not under the control of your u3a name u3a and we are not
responsible for and have not checked and approved their content or their privacy policies (if any).

Pages on this site may include embedded content from other websites. It behaves in the exact same
way as if you visited the other website. These websites may collect data about you, use cookies,
embed additional third-party tracking, and monitor your interaction with that embedded content,
including tracking your interaction with the embedded content if you have an account and are
logged in to that website.

We assume no responsibility for the content of third party websites linked to the Website and
disclaim liability for any and all forms of loss or damage that may arise from your use of them.

Privacy Policy

We only use any personal data we collect through your use of the Website in accordance with our
privacy policy. For further information on how we use your data and your data protection rights,
please see our privacy policy [Insert link to privacy policy].

This Website provides information about our u3a’s activities to our members and prospective
members. We do not place any third party advertising content or social media tracking mechanisms
on the Website. If you contact us via this Website, the details that you enter on to the contact form
will be available to any of the members involved in running our u3a. That information will only be
used to answer your request in so far as it relates to the activities of our u3a. We cannot answer
guestions that relate to individual members which would result in a breach of GDPR and we will not
send any information you submit to us to any party outside of our u3a.

Cookies Policy

We may set cookies on your device. The cookies we use are strictly necessary for the Website to
function. We do not use cookies that store any personal or identifying information.

We only provide login facilities on this website to our members. If you visit our login page, we will

set a temporary cookie to determine if your browser accepts cookies. This cookie contains no
personal data and is discarded when you close your browser. When you log in, we will also set up
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several cookies to save your login information and your screen display choices. Login cookies last for
two days, and screen options cookies last for a year. If you select “Remember Me”, your login
cookies will persist for two weeks. If you log out of your account, the login cookies will be removed.
If you edit or publish an article, an additional cookie will be saved. This cookie includes no personal
data and simply indicates the post ID of the article you just edited. It expires after 1 day.

Availability of the Website and Disclaimers

Any online services or information that your u3a name u3a makes available through the Website
(the Service) is provided "as is" and on an "as available" basis. We give no warranty that the Service
will be free of defects and/or faults. To the maximum extent permitted by the law, we provide no
warranties (express or implied) of fitness for a particular purpose, accuracy of information,
compatibility and satisfactory quality. Your u3a name u3a is under no obligation to update
information on the Website. In particular if travelling to an event or meeting you should check with
the organiser (using the contact form) that the event or meeting is going ahead as detailed.

Whilst your u3a name u3a uses reasonable endeavours to ensure that the Website is secure and free
of errors, viruses and other malware, we give no warranty or guarantee in that regard and all Users
take responsibility for their own security, that of their personal details and their computers.

You will be asked to sign up and create login details to create an account for the Website, which may
include a user identification name and password. You must treat your login details as confidential
and you must not disclose them to any other person.

Your u3a name u3a accepts no liability for any disruption or non-availability of the Website. From
time to time we may automatically update the Website and/or any content in the Website to
improve performance, enhance functionality, reflect changes to the operating system, address
security issues, or for any other reason, and may do so at our discretion.

Your u3a name u3a reserves the right to alter, suspend or discontinue any part (or the whole) of the
Website including, but not limited to, any products and/or services available. We will try to give you
reasonable notice of any suspension or withdrawal. These terms and conditions shall continue to
apply to any modified version of the Website unless it is expressly stated otherwise.

If you believe that any of the information on the Website is faulty or wish to contact us for any other
reason, then you should email the Web Manager using the contact form.

Changes to these Terms

We may need to change these terms from time to time to reflect changes in law or best practice, to
deal with additional features which we introduce, or for any other reason, and may do so at any time
at our discretion.

We may transfer this agreement to someone else

We may transfer our rights and obligations under these terms to another organisation. We will
always tell you in writing if this happens and we will ensure that the transfer will not affect your
rights under the contract.
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No rights for third parties

This agreement does not give rise to any rights under the Contracts (Rights of Third Parties) Act 1999
to enforce any term of this agreement.

Which law applies

The contract is governed by English law and you can bring legal proceedings in respect of it in the
English courts. If you live in Scotland you can bring legal proceedings in respect of the contract in
either the Scottish or the English courts. If you live in Northern Ireland you can bring legal
proceedings in respect of the contract in either the Northern Irish or the English courts. If you live in
Wales you can bring legal proceedings in respect of the contract in either the Welsh or the English
courts.
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Appendix D - Navigating this Workbook

This workbook was created with a Table of Contents which helps you move
quickly between sections of the workbook. The application you are using to view
this workbook will have a way of displaying the Table of Contents. Most
applications have a button or menu item to switch the display of the Table of
Contents off and on. Here is where to find the button in a number of common
applications used to view PDF documents.

Google Chrome web browser

Click the 'hamburger’ button and then choose the "Document outline” view
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Firefox web browser

Click the Toggle Sidebar’' button then choose the '‘Document Outline’ view
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Foxit Reader or Editor for Android

Tap the sidebar button then choose the list view button.
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