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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 
ÉòßóßĊĐĆ·ĐøĆźĊƇ@ĔßÉÍ (Administrators Guide  or Admin Guide)  focuses on the 

site Administrator responsibilities.   For many Web Managers these two guide s 
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 1 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 ŹDøĠƇĐøƇzĊÍƇĐÞßĊƇ@ĔßÉÍź 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  ŪÄøğÍĆÍÉƇßóƇĐÞÍƇ ÉòßóßĊĐĆ·ĐøĆźĊƇÚĔßÉÍ).  If you 
ÄøòÍƇÙĆøòƇ·Ƈ+ì·ĊĊßÄƇ§øĆÉiĆÍĊĊƇÃ·ÄêÚĆøĔóÉƇĐÞÍóƇĦøĔƇĠøóźĐƇÃÍƇÙ·òßìß·ĆƇĠßĐÞƇĐÞÍƇ
Gutenberg blocks and you can learn about those in this guide.  

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

https://siteworks.u3a.org.uk/foundation-guide-links/
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If you are an Editor or an Author,  then ĦøĔźììƇĠ·óĐƇĐøƇÍÉßĐƇ·óÉƇò·ßóĐ·ßóƇĐÞÍƇă·ÚÍĊƇ
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.  

1a 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 a nd 
highlight points as you proceed.    

New Web Manager s 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 s etting 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  ĔĊßóÚƇĐÞÍƇ ÉòßóßĊĐĆ·ĐøĆźĊƇÚĔßÉÍ.   

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 ÉòßóßĊĐĆ·ĐøĆźĊƇ@ĔßÉÍ gives an outline of the processes with further details in 
the User Guide 2 should you ever need it.   

New u3a Web Manager s 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 ÉòßóßĊĐĆ·ĐøĆźĊƇ@ĔßÉÍ to get your site structure in place and 
then come back and use this guide to create your content .  You can use 
Appendix B in this guide that directs you to existing SiteWorks sites that you can  
look at for some  ideas and  inspiration if you need it.  

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

https://siteworks.u3a.org.uk/foundation-guide-links/
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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  3 zip 
file.  Details can be found in the ÉòßóßĊĐĆ·ĐøĆźĊƇ@ĔßÉÍ.   

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 lay outs. 

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 ed itor 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 table  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 , 
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 .  Editors  can edit all but 
cannot use u3a Settings, Tools, Appearance, Plugins, Settings, users or Loginizer.  
Authors  can create, edit, delete, and publish their Posts /Pages/Groups  (and 
upload /delete their  media files), with  setting  of permission s by an Administrator.  
This is covered in detail in the User Roles section of the User Guide .4 

 
3 cŸƽШƣŸШŊĲƣШxŸĦċũìÂШċŰĬШƣőĲШƨΟċШĬĲůŸШŉŔũĲШċƖĲШĦŸƻĲƖĲĬШŔŰШƣőĲШÉŔƣĲìŸƖťƚШ[ŸƨŰĬċƣŔŸŰШ ĬůŔŰŔƚƣƖċƣŸƖќƚШ
Guide 
4 This link takes you to a page on the SiteWorks website where you will find this information.  See also 
Appendix A 

https://siteworks.u3a.org.uk/foundation-guide-links/
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Below is a table  with  the sections in this guide and which roles will find them 
useful.         óŚÃŚƇŹøźƇƘƇøăĐßøó·ìŚ 

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 

4   General Editing Concepts o x x 

5   Inserting and Editing blocks o x x 

6   Media Library o x x 

7   Group Page Editing o x x 

8   Events o x x 

9   Blogs for Authors o x x 

10   Where to get help o o x 

    Appendices (as needed) o o o 

 

Before you can do anything at all you need to be able to log in and out of 
SiteWorks so go to  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  

 
This guide was created using MS Word but has been saved as a n 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 
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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 
Appendi x C with screenshots if you need guidance on how to do this.  If your 
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 ÉòßóßĊĐĆ·ĐøĆźĊƇ@ĔßÉÍ. 

If you are 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 and WordPress are  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 s Updates several times  a year and u3a 
plugin updates may be released then and at other  time s.  This guide will be 
updated as needed to reflect any applicable new features and functions . 

1d The Small Print 
Before you start you need to read the Website Terms of Use .  If you are taking 
over a site then y ou should find this document, suitably customised for your u3a , 
in the footer section of each page on your u3a website .  This will/must contain  a 
link to the Privacy Policy of your own u3a.  

As an Administrator , Editor, or Author we must adhere to these terms which 
basically ask us take care of personal data  (GDPR -  General Data Protection 
Regulation) and not to do anything illegal ( e.g. copyright).  

New Web Managers please note that your Starter site will come with a pro - forma 
of the Terms of Use as a draft page ready for you to customise.  How to do this is 
covered in the ÉòßóßĊĐĆ·ĐøĆźĊƇ@ĔßÉÍ. 
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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?  

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

¶ 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.  

¶ 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/Web Address  
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  
ŷ/wp - login.phpŸƇĐøƇĐÞÍƇ·ÉÉĆÍĊĊƇĐøƇÚÍĐƇĐøƇĐÞÍƇìøÚßóƇă·ÚÍŚƇƇ 

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  menu) 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  web site  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.  

https://anytown.u3asite.uk/
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Your case sensitive Username should consist 
of at least  10 characters with a mixture of 
upper and lower case letters  and/or numbers , 
the hyphen ( - ) the underscore (_) the at sign 
(@) and the full stop (.).   Usually the person 
setting up your access will ask you what your 
preferred Username should be.   This cannot 
be changed once it has been set. 

Your Password should consist at least 12 
characters with at least one upper case letter, 
one lower case letter, one number , and one 
special  character  and we recommend it is 
changed every 6 months.  

When the Administrator adds a new User  
SiteWorks generates a strong password.  It is a 
random string of characters that is certainly 
strong but not exactly memorable.  

EĐźĊƇóøĐƇÍ·ĊĦƇĐøƇcome 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 JawDroppingJilly,  Jumping jack, LondonLily, Lottiesdad, 
MaggieMayB, or LeoLionKing perhaps give a hint of your name but ßĐźĊƇunlikely 
that  the Username would be guessable  by others.   Add in a number  such as 
May5Flower or PatsyCat 94 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 b y the UKźĊƇY·Đßøó·ìƇ+ĦÃÍĆƇpÍÄĔĆßĐĦƇ+ÍóĐĆÍƇis 
Ã·ĊÍÉƇøóƇĐÞÍƇŷĐÞĆÍÍ-ĠøĆÉƇăĆßóÄßăìÍŸŚƇYou 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 11 
characters but it is still only Medium .  Add one more character and it becomes 
strong  ·óÉƇÞÍóÄÍƇĐÞÍƇŹòßóßòĔòƇøÙƇņŇźƇĆÍÄøòòÍóÉ·ĐßøóŚƇƇThe key message here is 
that you want that Strong green password to meet the SiteWorks requirements.  

 

Examples of passwords that meet the SiteWorks requirements and follow the 
three - word  concept could be Cat DogPat96*,  4Plumlily - go, Edin5Arch3 )), 
SunPoolWin5!, or longer ones such as  Oakcar707_ 11annua and 
Coast Cycle48& SHDene. 

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

?øĆƇ ÉòßóßĊĐĆ·ĐøĆĊƇĐÞÍĆÍƇßĊƇòøĆÍƇßóƇĐÞÍƇ ÉòßóßĊĐĆ·ĐøĆźĊƇ@ĔßÉÍƇ·ÃøĔĐƇĊÍĐĐßóÚƇĔăƇ
Users and use of passwords.  
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2c Dashboard Views  
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  menu.  If the Dashboard  menu 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 menu appropriate for your job role.  

 

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

 

 

 

 

 

 

 

 

 

 

An Author  will get a cut - down version of the Dashboard  menu as shown here.  
vÞÍĦƇÞ·ğÍƇ·óƇÍĥĐĆ·ƇßĐÍòƇÄ·ììÍÉƇŹiĆøÙßìÍźƇĐÞ·ĐƇßĊƇĔĊÍÉƇĐøƇò·ó·ÚÍƇĐÞÍßĆƇøĠóƇăĆøÙßìÍƇ
such as resetting a password.   

As an Author you  can 
view all.  
 
Once your permissions 
have been set  then you 
can additionally Add, Edit , 
Quick Edit  and Bin; on 
Media, Pages, Groups, 
Events, Venues, and 
Notices  that you have 
access to /created.  
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An 4ÉßĐøĆźĊ Dashboard menu is very similar to 
that of an Author but an Editor can edit all 
pages across your site  and can manage 
contacts so has the ability to be able to add, 
change, and delete contact details, for instance.  

An Editor  has access to groups, venues, notices, 
ÍĐÄŚśƇ·ĊƇÉøÍĊƇ·óƇ ĔĐÞøĆśƇÃĔĐƇĐÞÍƇ4ÉßĐøĆźĊƇĆßÚÞĐĊƇ
are higher level , similar  to  the Administrator . 
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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 
òÍ·óßóÚÙĔìƇĐøƇĦøĔŚƇƇlÍòÍòÃÍĆƇĐøƇăĆÍĊĊƇĐÞÍƇŹzăÉ·ĐÍƇiĆøÙßìÍźƇÃĔĐĐøóƇ·ĐƇĐÞÍƇÃøĐĐøòŚƇƇ 

 

Note : 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 . 

 
Tip: Note that all characters are accepted in  a password with the 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 . 

2e Logging out and back in again  
 

When you are ready to log out go to the 
top right of the screen, select the job 
role/name/profile picture area and click 
on Log Out. 
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When you want to log in again enter the login URL 
https://anytown.u3asite.uk/wp - login.php   as before and 
fill in your login details.  

 

 

 

 

 

 

2f Moving between Dashboard  menu  and Site View   

 
Once you have an established site then you will  spend most of your time editing 
pages, adding events, and perhaps adding blogs.  All of these things can be done 
from the Dashboard menu but, in practice, most people use Site View.  When you 
login you get the Dashboard menu associated with your User role.  Th e above 
one is the Author Dashboard  menu. 

EóƇĐÞÍƇĐøăƇìÍÙĐƇÄøĆóÍĆƇøÙƇĐÞÍƇì·ĆÚÍƇĊÄĆÍÍóƇßĊƇ·ƇŹ§źƇßÄøóśƇÄìßÄêƇßĐśƇßĐƇĠßììƇĐ·êÍƇĦøĔƇĐøƇ
the WordPress front page, which is mostly news and advertising, but you will still 
see your Dashboard  òÍóĔƇÉøĠóƇĐÞÍƇìÍÙĐƇĊßÉÍŚƇƇvÞßĊƇŹ§źƇßĊƇ·ìĠ·ĦĊƇăĆÍĊÍóĐƇ·óÉƇwill 
take you back to the WordPress front page if you get lost .   

https://anytown.u3asite.uk/wp-login.php
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YÍĥĐƇĐøƇĐÞÍƇŹ§źƇßóƇĐÞÍƇĐøăƇìÍÙĐƇÄøĆóÍĆƇßĊƇ·óƇßÄøóƇøÙƇ·ƇÞøĔĊÍƇĠßĐÞƇĐÞÍƇó·òÍƇøÙƇĐÞÍƇ
site.  Click the house, it will take you to the home page of the site.  The house will 
change to a speedometer (to represent the Dashboard  menu), click it, it will take 
you back to the Dashboard  menu.  Try toggling back and forth between the site 
view and the Dashboard  menu 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, 
Íò·ßìƇÄøóĐ·ÄĐĊƇŪăìÍ·ĊÍƇÉøóźĐūƇéĔĊĐƇĐÞÍƇĠ·ĦƇÍğÍĆĦøóÍƇÍìĊÍƇÄ·óŚ  The difference is 
the top line that enables you to Ź+ Newź items and allow s you to edit the site or 
the page directly from this page  depending on your access . 

§ÍƇÉøóźĐƇóÍÍÉƇĐøƇĆÍğßÍĠƇ·óĦƇøĐÞÍĆƇ0·ĊÞÃø·ĆÉ menu- 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 menu items 
associated with your site User role, change the allocated password to something 
strong but more meaningful to you, and being able to switch between Dashboard 
menu 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  
RÍĐźĊƇĊĔăăøĊÍƇĐÞ·ĐƇĦøĔƇ·ĆÍƇğÍĆĦƇóÍĠƇßóƇĦøĔĆƇĆøìÍƇ·óÉƇĦøĔƇóÍÍÉƇĐøƇÄÞ·óÚÍƇĊøòÍƇ
ĐÍĥĐƇ·óÉƇ·ƇăÞøĐøƇøóƇĐÞÍƇ§·ìêßóÚƇÚĆøĔăƇă·ÚÍƇĔĆÚÍóĐìĦŚƇƇ­øĔƇĠ·óĐƇĐøƇÄÞ·óÚÍƇŹR·êÍƇ
Ä·ĆƇă·ĆêźƇĐøƇŹ§·ĐÍĆÞÍ·ÉƇÄ·ĆƇă·ĆêźƇøóƇĐÞÍƇĐøăƇìßóÍƇ·óÉƇò·êÍƇßĐƇÃøìÉƇĐøƇÉĆ·ĠƇ
attention to the change a nd you want to replace the middle photo with a 
different one.  How can you do it?   

3a Changing text  

The first thing you need to do is to log in so that you are in edit mode.  From the 
above ĊÍìÍÄĐƇŹ4ÉßĐƇi·ÚÍź, øĆƇŹ4ÉßĐƇ@ĆøĔăźƇ·ĊƇ·ăăĆøăĆß·ĐÍ in this case . 

The page appearance will change but you will see the same text and photo 
layout.  When you click the text a n editing tool appear s above it  (pop - up 
toolbar) and an editing  panel (Źblock settings panel ź) has appeared on the right.  
All you are going to use for this task is the pop - up toolbar.  Select the words 
ŹR·êÍƇÄ·ĆƇă·ĆêźƇ·óÉƇĐĦăÍƇŹ§·ĐÍĆÞÍ·ÉƇÄ·ĆƇă·ĆêźƇĐøƇĆÍăì·ÄÍƇĐÞÍòŚƇƇpÍìÍÄĐƇĐÞßĊƇóÍĠƇ
text and click on the  B for bold  icon in 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. Ƈ 
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3b  Replacing a n image  
On this occasion you also want to replace a n 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 .Ƈ 

 

 

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

 
 
 
 

Be aware that this floating toolbar can obscure areas you are working on.  

There is an option to have the pop - up toolbar  at the top of the page rather than 
floating above the block you are working on ( shown above), click the  three dots 
menu top ·óÉƇĊÍìÍÄĐƇŹvøăƇĐøøìÃ·Ćź as below to toggle between these two options . 
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3c Saving and viewing your changes Ƈ 
Having changed the text and replaced 
the image you need to save your 
changes.  Go to the top right of your 
ĊÄĆÍÍóƇ·óÉƇĊÍìÍÄĐƇĐÞÍƇŹp·ğÍźƇÃĔĐĐøóŚƇƇ 

Once the page has been saved you can select the icon to the left of the black 
book icon  to view the page as different devices  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 Ų General Editing Concepts  
EóƇĐÞßĊƇĊÍÄĐßøóƇĠÍźììƇìøøêƇ·ĐƇĐÞÍƇÄøóÄÍăĐƇøÙƇÃìøÄêĊśƇĠÞ·ĐƇĐøøìĊƇĦøĔƇÞ·ğÍƇĐøƇÍÉßĐƇ
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 ßóƇĐÞÍƇ ÉòßóßĊĐĆ·ĐøĆźĊƇ@ĔßÉÍ) 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 editor s. 

Here you can see the default 
Welcome Page on the u3a 
demo site  using LocalWP.  It 
contains some simple text, 
graphics, and linked pages to 
provide a modern looking 
page with dynamic content.  
Below the banner page and 
navigation menu buttons a 
variety of block types can be 
inserted into a page to 
create different layouts.   

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

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.  

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.  
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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 I am logged in as Administrator and 
there is a black bar along the top of the page with white writing.  Far right I am 
greeted by name (or  just Admin in this case) and far left I can toggle between 
site view and Dashboard  menu, edit the site, add new elements, or edit this page.  

I am going to select edit page.  
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Here is the page again but this time I am in edit mode.  I have also clicked into 
the first paragraph of text.  Note that the se 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.  

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

1. The purple  box is the Pop- up Toolbar  (Can be set top left  as per here) 
2. The blue  box on the right is the Block  (or Page)  settings panel  

3. The red  circle shows what is  called  the ŷHamburger Ÿ 

4. The green  oval has Save, View, and Preview  options . 
The Pop- up Toolbar  gives you the ability to perform common editing functions 
on whatever block you are currently working on very quickly.  I clicked into a 
paragraph and the pop - up toolbar gives me tools I can use with the paragraph.  
  
  
  

-  ¶ represents a paragraph to remind me what I am working on, clicking on this 
suggests transforms to other blocks . Left is the parent block  icon , Media and Text 
in this case.  

-  The two vertical arrows let me move the paragraph  block  up or down the page . 
-  The three lines let me align left/centre/right . 
-  B is for bold , I is for italics . 
-  The chain link lets me link a word  or phrase to, say, a document or 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 blocks , add befor e 

or after  as well as delete (the whole block).  
-  The two left - facing arrows hide and unhide the toolbar.  

 
If you hover your pointing device over each part  of a toolbar  a pop - up will 
tell you what it is.  
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Below is part of that same page but this time I clicked into the heading block 
before I took the screenshot below.  Compare the pop - up toolbars.  The 
paragraph icon has been replaced with a heading icon and I have an extra icon 
(H2) that lets me change the leve l of the heading so that pre - set properties are 
automatically applied.  Heading levels are H1 through H6 a nd they  offer different 
type sizes.Ƈ 

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 tha t 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. 

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

 
  
 
Compare the two toolbars.   On the first one the block type and the single image 
are left,  but the gallery has a gallery icon left and image icon  next to it .  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.  
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The Block (and  Page) settings panel  on the right  of the page is block - specific 
and you can see the name of the block and a description of it at the top of the 
panel .  This panel enables you to make blocks of text different colours and/or to 
apply a coloured background.  You have 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 block settings 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 ver y quickly and saves you time and  effort.  
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Here are the block settings panel s 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. Ƈ 

 
 

 

 
 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 
 
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 òøóĐÞĊźƇĐßòÍ 
when you need to edit it then it might not be so easy as similar effects can be 
achieved in different ways.   

The Hamburger  (above) is really helpful when you are editing a page because 
when selected , you can see all of the blocks used and their sub - blocks down the 
left side of the page . 
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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  as shown below.  

 

Finally, although no t  editing tool s as such, it is an appropriate time to look at the 
icons on the top right of your screen  seen when editing pages .Ƈ 

The large blue  ÃĔĐĐøóƇßóƇĐÞßĊƇÍĥ·òăìÍƇßĊƇŹp·ğÍźƇ
though  ÄøĔìÉƇÃÍƇŹiĔÃìßĊÞźƇøĆƇŹzăÉ·ĐÍźƇ
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 settings panel. 

The box 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 . 

ÙĐÍĆƇĦøĔƇŹp·ğÍźƇĐÞÍƇpage, you will be asked 
for a few seconds ßÙƇĦøĔƇĠ·óĐƇĐøƇŹ¦ßÍĠƇ
i·ÚÍźƇĠÞßÄÞƇøăÍóĊƇ·ƇóÍĠƇ*ĆøĠĊÍĆƇĐ·ÃƇĠßĐÞƇ
the saved page in view mode.  
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If your changes were not saved then w hen you again select ŹEdit P·ÚÍź (or Group, 
Notice, etc.) there will be an auto save notification. Ƈ

 
pÍìÍÄĐßóÚƇŹğßÍĠƇĐÞÍƇ·ĔĐøĊ·ğÍź will give you the opportunity to restore the last 
changes you made but did not save.  

 
 

This screen also displays information about previous revisions .  For more 
information about  revisions see the User Guide 5 on the SiteWorks website.  

4c Previewing on other devices  
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 . 

 

When you select the screen  icon you will 
see Desktop /Laptop , Tablet, and Mobile 
as shown here. 

 

After WordPress 7.1 you can now set a 
ÃìøÄêźĊƇ·ăăÍ·Ć·óÄÍƇÃ·ĊÍÉƇøóƇĊÄĆÍÍóƇĊßĬÍ 
directly in the editor, for both global styles 
and individual blocks.  

 

To switch this on śƇĐĔĆóƇøóƇĐÞÍƇŷlÍĊăøóĊßğÍƇ
ĊĐĦìÍĊŸƇøăĐßøóśƇĐÞÍóƇĊÍìÍÄĐƇĐÞÍƇÉÍğßÄÍƇĦøĔƇ
want to apply settings to, any changes 
made will then only be visible on that 
device screen type.  

  

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

https://siteworks.u3a.org.uk/foundation-guide-links/
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A desktop /laptop  is being used to create this 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 on 
multiple devices though please do beware that what we see in the Mobile preview might 
ğ·ĆĦƇĊøòÍĠÞ·ĐƇøóƇĐÞÍƇòÍòÃÍĆƇøĆƇğßĊßĐøĆźĊƇMøÃßìÍƇÉÍğßÄÍŚƇƇEĐźĊƇ·ƇÚøøÉƇßÉÍ·ƇóÍğÍĆƇĐøƇĊĐ·ĐÍƇ
that a link is top right on your web page as it may be completely different on other  
devices. 

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 6 has a comprehensive section of how to select various screen sizes so 
that page layout and designs can be op timised f or various devices.   

4d Video s showing SiteWorks being used  
You will find videos on our SiteWorks  website under Web Manager >Videos  

Summary  
In this section you got to know about the block concept of Gutenberg 
WordPress and the editing tools available for different block types . 

  

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

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

EĐƇÉøÍĊóźĐƇò·ĐĐÍĆƇßÙƇĦøĔƇ·ĆÍƇÍÉßĐßóÚƇ·Ƈă·ÚÍśƇ·ƇÚĆøĔăśƇ·óƇÍğÍóĐśƇøĆƇ·ƇÃìøÚƇÃĦƇ
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 
many blocks.  This guide covers a small number of them  with examples of use  
ÃĔĐƇĦøĔźììƇÃÍƇ·ÃìÍƇĐøƇ·ăăìĦƇĠÞ·ĐƇĦøĔƇìÍ·ĆóƇÞÍĆÍƇĐøƇøĐÞÍĆƇÃìøÄêƇĐĦăÍĊŚƇƇ0øóźĐƇÙøĆÚÍĐƇ
that you have the SiteWorks User Guide 7 if you need more technical detail.  

Ŋ·Ƈ4ÉßĐƇ+øóĐÍóĐ 
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 new page s 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 menu by selecting 
u3a Groups then the Walking group from the alphabetical group list.   
You then end up in exactly the same p lace as when in site view you select the Groups 
navigation button, then select the Walking Group and select edit group.  

There are some things that can only be done from the Dashboard menu such as 
allocating editing permissions and deleting a page but these tasks are covered in the 
ÉòßóßĊĐĆ·ĐøĆźĊƇ@ĔßÉÍ. 

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. 

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

https://siteworks.u3a.org.uk/foundation-guide-links/
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­øĔƇĊ·ĠƇĐÞßĊƇă·ÚÍƇÃÍÙøĆÍŚƇƇvÞßĊƇĐßòÍƇEźòƇÚøßóÚƇĐøƇĔĊÍƇĐÞÍƇăøă-up toolbar and the block 
settings panel  to make some changes.  The first paragraph (below the heading) states 
ŹThe u3a is for people who want to keep active źŚƇƇEźòƇÚøßóÚƇĐøƇÄÞ·óÚÍƇĐÞ·ĐƇĐøƇŹOur  u3a is 
for people who want to keep active źŚ 

This is so easy.  Just click on the relevant text block and change the word just as you 
would change it using text editing software or even in an email.  A close up of that section 
now looks like the screenshot above.  Can you see the change? 

If that is the only change  I want to make then I save the page and can view it.  

I stay on that page and click the ŹDeadingź block.  The block settings panel  on the 
right will toggle on and off when I click on the settings icon to the left  of the Save 
button inside the red circle in this screenshot.  

Now I want to make the heading a different colour and also make the background 
of that heading coloured so that it stands out more ƇĊøƇEƇÞ·ğÍƇÞßÚÞìßÚÞĐÍÉƇßĐŚ 

The block settings icon has some additional formatting options 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 ŹColourź under ŹTypographyź(text ), Background, or Link options a colour 
palette pops up that has been chosen to complement the u3a branding colour 
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scheme . 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 
get a warning message that not all viewers will 
be able to see this so that you have the 
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 
when placing text over a co loured background, the u3a pro vides guidence on this 
topic.  

I click on the text  and highlight the heading in the same way that I 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.  

 
EźğÍƇÄÞøĊÍóƇĐÞÍƇÉ·ĆêƇĆÍÉƇßóƇĐÞÍƇÍĥ·òăìÍƇ·ÃøğÍŚƇƇEƇÄìßÄêƇøóƇĐÞÍƇÞÍ·ÉßóÚƇ·Ú·ßóƇ·óÉƇ
this time choose the Background colour button.  The colour menu will pop up 
·Ú·ßóƇ·óÉƇEƇÄ·óƇÄÞøøĊÍƇòĦƇÃ·ÄêÚĆøĔóÉƇÄøìøĔĆŚƇƇEźğÍƇÄÞøĊÍóƇ·Ƈă·ìÍƇăßóêƇ·ĊƇĐÞßĊƇ
provides a contrast.  

EźòƇÙßóßĊÞÍÉƇĊøƇEƇÄ·óƇĊ·ğÍƇ·óÉƇğßÍĠƇòĦƇă·ÚÍŚ 
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Move, re - size, and replace an image  

I have another change to make so I select edit page from the top menu.  This time I click 
on the top media and text block.  Notice the block settings panel (right) has changed.Ƈ 

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

I also have a new pop -up toolbar  above the block (red oval) and a white dot handle has 
appeared on the left  of the photo  as shown by the red circle . 

Click and hold the handle, I 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 sho wn 
here the area is shared 50 -50 to match the blocks below so that all four blocks appear 
to be one item.  

 

When you see a toolbar like this one , either as a pop -up or at the top of the page, hover 
over each item in turn 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.  
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Currently the photo is on the right.  I can change it so that it is on the left by clicking the 
appropriate icon.  The result can be seen below.  

I now want to replace the photo with a different one and make it appear on the right of 
ĐÞÍƇĐÍĥĐŚƇƇ­øĔźììƇĆÍòÍòÃÍĆƇĐÞ·ĐƇĦøĔƇÄ·óƇÄÞøøĊÍƇ·ƇăÞøĐøƇÙĆøòƇĐÞÍƇìßÃĆ·ĆĦƇøĆƇÉĦó·òßÄ·ììĦƇ
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 block settings panel  to fill your space.  Here is my version of the 
page now that I have made those changes.  

 

 

 

 
 
 
 
 
 
 
 
 
 

EźğÍƇò·ÉÍƇ·ƇÙÍĠƇÄÞ·óÚÍĊƇĐøƇĐÞßĊƇă·ÚÍƇĊøƇĐÞßĊƇÄøĔìÉƇÃÍƇ·ƇÚøøÉƇĐßòÍƇĐøƇăĆÍğßÍĠƇĐÞÍƇ
page on other devices to check what it will look like to others.   
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ŊÃƇEóĊÍĆĐƇóÍĠƇÄøóĐÍóĐƇÃìøÄêĊ 
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.  Y ou 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 toolba r 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.  

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.  

  

  
 If you know you want, say, a list type block then 

ĦøĔƇÄ·óƇÍóĐÍĆƇŹìßĊĐźƇßóĐøƇĐÞÍƇĊÍ·ĆÄÞƇÃøĥƇ·óÉƇ
WordPress will make some suggestions.  There  

 ßĊƇ·ìĊøƇ·óƇøăĐßøóƇĐøƇŹÃĆøĠĊÍƇ·ììźƇ·ĊƇĊÍÍóƇßóƇĐÞÍƇ
screenshot above.  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.  
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A small selection of block styles is outlined below out of the large number available.  

At the top of any page in site view, you can see the Ź+Newź 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 add to, with blocks of text 
and media of your choice.  

5c Commonly used blocks  
­øĔźĆÍƇ·ìĆÍ·ÉĦƇÙ·òßìß·ĆƇĠßĐÞƇĐøøìÃ·ĆƇøăĐßøóĊƇăìĔĊƇÄøìøĔĆßĊßóÚƇĐÍĥĐƇ·óÉƇ
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 a nd inspire you.  

Heading, Paragraph , and the media & text blocks  

You have seen this ŹXedia and Textź 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.  It is 
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.  

 

*Tip:  If you want multiple paragraphs to be one virtual paragraph for formatting 
ăĔĆăøĊÍĊƇĐÞÍóƇĔĊÍƇŷpDE?vƇ4óĐÍĆŸƇĐøƇßóĊÍĆĐƇ·ƇóÍĠƇă·Ć·ÚĆ·ăÞŚƇƇEÙƇĦøĔƇĠ·óĐƇ
multiple paragraphs that can be individually formatted then use ŹEnterź 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.  

 

Here is another media and text example from an event that is a planned lunch 
outing.   EóƇĐÞÍƇĐÍĥĐƇßĊƇ·ƇìßóêƇĐøƇĐÞÍƇğÍóĔÍźĊƇpĔóÉ·ĦƇRĔóÄÞƇòÍóĔŚ 

 
 

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 /Web address .  Here is a single image from a 
Media Library.  This could be used as a stand - alone image or within one of the 
parent or container blocks. ƇpÍìÍÄĐƇĐÞÍƇßò·ÚÍƇ·óÉƇ·ƇăøăŰĔăƇĐøøìÃ·ĆƇøăÍóĊŚ 

 

 

Select Crop (right of link) on the 
pop - up toolbar and a window 
opens that gives editing options 
such as crop, rotate, flip, zoom and 
aspect ratio.  

The modified image is saved 
separately in the Media Library and 
the original  is retained.  
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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.  I 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 
block settings panel  on the right.  

Your gallery can contain as many photos as you wish.  After selecting your gallery 
block y ou can choose how many photos (columns) you want display across the 
page in the block settings panel  (between 1 and 8) .  In this case I have chosen 5 
but if I have more photos then I 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,  I 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 can in a 
photo gallery on a phone. Ƈ 

 

 

Selecting an individual image within a gallery , and then crop on the above pop -
up toolbar , the same image editing tool opens as described above for an 
individual image block.  
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Here are 18 photos from a blog about a local garden  visit .  They are in a 6 x 3 grid. 

 

 

 

 

Looking at the other menu options in the 
Gallery block settings  panel.  I can choose the 
size of image to display, cropping images  to fit  
for that Gallery,  random ise the  order, and if I 
want have images opened in a new browser tab .   

EƇÞ·ğÍƇøĐÞÍĆƇÄøìĔòóƇøăĐßøóĊŚƇƇRÍĐźĊƇĊ·ĦƇEƇÞ·ğÍƇŇŉƇ
photos to display.  I can choose 4 columns in 
ĠÞßÄÞƇÄ·ĊÍƇEźììƇÍóÉƇĔăƇĠßĐÞƇ·ƇÚĆßÉƇŉƇăÞøĐøĊƇ
across and 6 rows deep.  I 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.  
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A Cover block  can create front page interest to a website as you can see here.  

 
 

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.  

I 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, ĐÞßĊƇßĊƇ·ƇăÉÙƇ·óÉƇĦøĔƇÄ·óźĐƇĊÍÍƇĐÞÍƇĊÄĆøììßóÚƇ
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 I 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 block settings 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).  

 

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 I click into the list  
I have an option on the pop - up toolbar to change the bullets to numbers to give 
me a numbered list  instead.  

 

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.  
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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 
ĠÍĆÍŚƇƇ­ÍĊśƇEƇêóøĠƇĐÞÍĦƇÄøĔìÉƇĔĊÍƇĐÞÍƇŹÃ·ÄêźƇÃĔĐĐøó, ÃĔĐƇÄ·óźĐƇ·ìĠ·ĦĊƇĆÍòÍòÃÍĆƇ
this.  Adding a button at the end of a page to return to a main  page would be 
most helpful to members like this and that is what I have done below.   

Container blocks: Columns  

Container blocks (also known as parent blocks) are blocks  that contain other 
blocks.  We have already covered a very common ly 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 . 

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 block 
settings 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, I have an image, a paragraph, and another image but I could have had 2 
paragraphs either side and Gutenslider in the middle.  I could have had a list 
ÃìøÄêƇĠßĐÞƇÃĔììÍĐĊśƇ·ƇŷąĔøĐÍŸśƇ· link to  an audio or video clip, an image, or any 
combination.  Columns are a very effective way to make a page look great.  

Next 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.  
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5d Deleting blocks  
EĐźĊƇ·ìĠ·ĦĊƇĔĊÍÙĔìƇĐøƇêóøĠƇÞøĠƇĐøƇÉÍìÍĐÍƇĊøòÍĐÞßóÚƇßÙƇĦøĔƇÚÍĐƇßĐƇĠĆøóÚŚƇƇEÙƇĦøĔƇ
ÄĆÍ·ĐÍƇ·ƇÃìøÄêƇ·óÉƇì·ĐÍĆƇÉÍÄßÉÍƇĐÞ·ĐƇĦøĔƇÉøóźĐƇìßêÍƇßĐƇĐÞÍóƇÚøƇÃ·ÄêƇßóĐøƇÍÉßĐƇòøÉÍśƇ
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).  

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 
ĦøĔƇÉøóźĐƇĠ·óĐƇĐøƇêÍÍăƇ·óÉƇĐÞÍóƇ·ÉÉƇĊøòÍƇóÍĠƇÃìøÄêĊƇ·ĊƇĦøĔƇÄĆÍ·ĐÍƇĦøĔĆƇóÍĠƇ
look page. 
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5e Adding links  
Other  things that you are likely to need to be able to do when editing or creating pages is 
adding links to your documents , to external websites  or your SiteWorks pages . 

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 document , as shown below . 
 

 

 

This has been created using two columns (50/50) and adding  one button in the 
centre of each of them.  On each button, type the text you want visitors to see to 
describe your link , with your cursor  within the text select the link icon from the button 
pop -up toolbar  shown circled in red below. 

 

 

 

In the pop -up box shown left, in the ŹLINKź text box , 
start typing the name of the document in the Media 
Library and when you recognise it, select it, and press 
Ź4óĐÍĆźŚƇƇvÞÍƇìßóêƇÞ·ĊƇóøĠƇÃÍÍóƇò·ÉÍ.  

 

When the link text  is selected,  as below you will 
see a pencil  symbol. If you click this, you will 
see Advanced  in the pop - up box  (Right). When 
you click this (or it may already be expanded), 
there will be an option to ŹOpen in new tab ź. 
Tick the box and then click ŹApply ź.  

 

 
 

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 
ĐÞÍƇßĐÍòƇÃÍÙøĆÍƇĦøĔƇÄ·óƇìßóêƇßĐƇĊøƇßĐźĊƇ·ƇÚøøÉƇßÉÍ·ƇĐøƇÄÞÍÄêƇĐÞßĊƇÃÍÙøĆÍƇĦøĔƇĊĐ·ĆĐƇ
the process if you Ä·óźĐƇßóĊĐ·óĐìĦƇĆÍòÍòÃÍĆƇßĐŚ 
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 Using the button block settings panel menu you can 
change the Ź*ackgroundź colour of the button and the 
text ŪŹvĦăøÚĆ·ăÞĦźūƇand you can also modify the 
appearance of the text.  In this case I have made the 
text bold so that it stands out well against the blue or 
yellow background of the button.  

This is the same process as discussed earlier when 
colourising text and background when editing pages.  

A drop shadow has been applied to the buttons to 
further draw attention to them.  Drop shadow is 
covered later. 

Add links to an external website  or a page on your SiteWorks Site  

Another common task is to reference an external website  or another page on 
your SiteWorks Site .  This could be your Contact Us page, 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  to that used above for a document .  Instead of 
creating a link to a Media Library file you copy and paste the URL /Web address  
of the  external site  or start to type then select the SiteWorks page name /URL in 
the ŹLINKź text box . 

When you create a link to a different website, it is good  practice to make sure 
that it opens in a new tab of the browser. Otherwise, unless the viewer knows to 
press the back arrow to show the previous page, you may lose them.  
Similarly, when you link to a document, the SiteWorks Navigation  buttons at the 
top of the screen will have disappeared . 

For an external website  as above use t he Advanced Options and tick  ŹOpen in 
new tab ź.  For links to pages within your SiteWorks Site it is not recommended  
ĐøƇĔĊÍƇĐÞÍƇŹOpen in new tab źƇøăĐßøó as too many open browser windows may 
confuse the visitor.  
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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 
ĐÞÍƇă·ÚÍƇ·ăăÍ·ĆƇìÍĊĊƇŹÃĔĊĦźŚƇ 

EźğÍƇßóĊÍĆĐÍÉƇ·ƇĊă·ÄÍĆƇÞÍĆÍƇøóƇĐÞÍƇă·ÚÍƇ
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 tha t  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.  
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Padding and margins  

Most blocks allow you to control the space around the content.  

Below Typography  and Background  in the block settings panel  you will find 
ŹDimensionsź and selecting this gives you options to adjust padding and margins.  
ŹPaddingź 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 I have increased the top/bottom padding. ƇƇ 

Below are ĐĠøƇÄøóĊÍÄĔĐßğÍƇă·Ć·ÚĆ·ăÞĊƇĐÞ·ĐƇÞ·ğÍƇÃÍÍóƇÄĆÍ·ĐÍÉƇĠßĐÞƇŹ4óĐÍĆźƇ
between them so that they are two different blocks .  This means that each one 
can be formatted separately as shown here.  

In the padding example the background of the paragraph has been coloured and 
the colour covers the entire area of the padding.  I 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 but  the lower one has margin of 
the same size around the text.  This is a useful design tool.  
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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 I now return to the settings for that block 
and scroll down to t he dimensions section you will see that I 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 I have also added a background colour to 
the block.  You can see the result an d the menus used to achieve it below.  

 

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

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

 

 

 

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

 

 

 

 

 

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

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

I also want to apply a shadow to the 
ĦÍììøĠƇÃĔĐĐøóƇ·óÉƇEƇĐÞßóêƇEźììƇÚøƇÙøĆƇÃìĔÍƇ
shadow 6 for that one.  
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The buttons now look like this.   

 

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

5g Video showing a variety of blocks being used  
There is a lot of information online about WordPress generally and Gutenberg 
§øĆÉiĆÍĊĊƇßóƇă·ĆĐßÄĔì·ĆŚƇƇ^óÍƇøÙƇĐÞÍòƇßĊƇO·òßÍƇX·ĆĊì·óÉźĊƇ­øĔvĔÃÍƇğßÉÍøƇÄ·ììÍÉƇ
Ź§øĆÉiĆÍĊĊƇ@ĔĐÍóÃÍĆÚƇ-  vÞÍƇzìĐßò·ĐÍƇ@ĔßÉÍź 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 man y 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  and crop  an image, and 
change the focal point of a cropped imag e.  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 op tions 
and you have been directed to a useful video showing you many different blocks 
in use. 

 

  
  

https://www.youtube.com/watch?v=LkvimS7_WVc&t=515s
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pÍÄĐßøóƇŋƇŲƇXÍÉß·ƇRßÃĆ·ĆĦ 
It is really easy to add Media to SiteWorks pages to make them more interesting and  
modern - looking.  Photos of your own members taking part in activities can really bring 
ĦøĔĆƇÚĆøĔăĊƇĐøƇìßÙÍŚƇƇEÙƇĦøĔƇĠøĔìÉƇìßêÍƇĐøƇ·ÉÉƇăÞøĐøĊƇĐøƇĦøĔĆƇă·ÚÍĊƇÃĔĐƇÉøóźĐƇÞ·ğÍƇ·óĦƇĦÍĐƇ
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. 

ŋ·Ƈ ÉÉßóÚƇßò·ÚÍĊśƇĊøĔóÉśƇøĆƇÙßìÍĊƇĐøƇĦøĔĆƇRßÃĆ·ĆĦ 
Navigate to Media>Library on your SiteWorks Dashboard  menu 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.  

EĐźĊƇÍ·ĊĦƇĐøƇĔăìø·ÉƇòÍÉß·ŚƇƇ@øƇÃ·ÄêƇĐøƇĦøĔĆƇ0·ĊÞÃø·ĆÉ menu and this time click Media > 
Add New and you will see the screen below.   YøĐÍƇĐÞ·ĐƇĦøĔƇÄøĔìÉƇ·ìĊøƇĔĊÍƇŹƔYÍĠźƇand 
select Media at the top left of the screen  to get to the same page . 

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 
·óÉƇÉĆ·ÚƇ·óÉƇÉĆøăƇĐÞÍòƇßóĐøƇĐÞÍƇÃøĥƇøĆƇŹpÍìÍÄĐƇ?ßìÍĊźƇ·óÉƇó·ğßÚ·ĐÍƇĐøƇĠÞÍĆÍğÍĆƇĦøĔƇĊĐore 
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).  

^ĔĆƇĔň·ƇpßĐÍ§øĆêĊƇÞ·ĊƇ·ƇăìĔÚßóƇÄ·ììÍÉƇŹEòĊ·óßĐĦźƇĐÞ·ĐƇ·ĔĐøò·ĐßÄ·ììĦƇĆÍĊßĬÍĊƇÚĆ·ăÞßÄƇ
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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ŋÃƇ?ßìÍƇvĦăÍĊƇÙøĆƇĦøĔĆƇRßÃĆ·ĆĦƇ·óÉƇìßòßĐ·ĐßøóĊ 
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.  

The types of media that can be uploaded to a WordPress library include: -  
¶ Images (. jpg, . jpeg, . gif, and . ico)  
§ÍƇÉøóźĐƇĆÍÄøòòÍóÉƇĐÞÍƇĔĊÍƇøÙƇŚăóÚ for photographs . (see User 
Guide 8śƇŷXÍÉß·ƇĐĦăÍĊŸ) 

¶ Audio files (. mp3, . m4a, . ogg, and . wav) 
¶ Videos (. mp4, . m4v, . mov, . wmv, . avi, . mpg, . ogv, . ... (but see below ) 
¶ PDFs 
¶ Word documents  
¶ Excel spreadsheets  
¶ PowerPoint presentations  
¶ Adobe Photoshop documents  

If the file you are adding is a document called Źminutes/2 40511- version- 1-
approved ź 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 
ĐÞÍóƇÄÞ·óÚÍƇĐÞ·ĐƇÙßìÍźĊƇvßĐìÍƇ·ĐĐĆßÃĔĐÍƇßóƇĐÞÍƇXÍÉß·ƇRßÃĆ·ĆĦƇĐøśƇĊ·ĦƇŹXßóĔĐÍĊƇX·ĦƇ
202 4źƇĐÞÍóƇĐÞ·ĐƇĠßììƇÃÍƇÉßĊăì·ĦÍÉƇßóĊĐÍ·ÉŚ 

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 

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

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

6c 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 /address , 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 li st view of a file gallery.  

 
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 -
Íĥăì·ó·ĐøĆĦƇÃĔĐƇŹÍÉßĐźƇßĊƇ
worth taking a look at.  
One of the options lets 
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 
ăÍøăìÍƇĐøƇŹĊÍÍźƇĐÞÍƇăÞøĐøūŚƇƇ0øĔÃìÍ-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.  
 

 

6d Usin g media on your pages  
As discussed in the blocks section of this guide you can create links to 
documents , audio and video  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 Ų 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. 

Ō·Ƈ@ĆøĔăƇi·ÚÍƇkĔßÄêƇlÍÙÍĆÍóÄÍ 

Editors and Administrators can create new groups  and edit existing ones,  but an Author 
can only edit the group that they have  permission to edit.  

When you are logged in and viewing your site you will see similar to the image above. 
In this case we are viewing a group  and can edit that group , if we were viewing an Event, it 
would say ŹEdit 4ğÍóĐź or viewing a Page, it would say ŹEdit Pageź, etc. 

To create a new Group  select Ź+Newź from the top left of your screen and then select 
ŹGroupź from the drop -down list , or go to the Dashboard menu and choose ŹAdd GroupŹ  
from there.  

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 can use any blocks you wish  to create/edit your page as seen previously in the block 
section . 

 

Now you need to populate the 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. 

Add or edit title here  

Click in this space to bring up the ћ+ new blockќ option then insert 
blocks of your choice for the main body of your group page 

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

The yellow placeholder will contain a list of events that the group has 
coming up.  
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Form (Meta boxes )  
Below the title and main body area you will find a form (Meta Box) to complete , 
which contains text boxes / drop downs  (data fields) that are either required or 
optional to contain information.  

For example, with a Contact, the email address; with a Group, it is Status, 
Category, Meeting Day, Time Period etc. ; with an Event it is Category, Event date 
etc. ; with a Venue it is Address Line 1, Town, etc.  

Initially you may not see the Meta boxes area and there are different controls 
that allow you to see it and switch between the Meta boxes and the Main body 
of the u3a element.  

You can use the  below  controls to expose the Meta boxes.   

 

+ìßÄêƇøóƇĐÞÍƇŷìßóÍŸƇ·óÉƇÉĆ·ÚƇßĐƇĔăƇ ÄìßÄêƇøóƇĐÞÍƇŷĔăĠ·ĆÉƇ·ĆĆøĠŸ 
or click the open space either side of the line .   

 

Doing these actions will expose the data fields that you can complete and will 
also expose a small upward pointing triangle  on the right.  

 

In addition, it sometimes (but not always)  exposes a pair of arrow heads  
(1 pointing up and the other pointing down .) 

The upward triangle indicates that the data fields 
are visible, pressing the down arrowhead will move 
the data fields into the right - side block s ettings 
panel. (You may have to press it twice ) 

This will allow you to enter the data whilst still 
viewing the main screen information.  

 

 

You will then see the three icons in the block 
setting s panel and can move the fields back to the 
main screen by clicking the upward arrowhead . 

If the small triangle is pointing down, the fields 
below will not be visible and if you press it, it will 
change to upwards pointing, and the fields will now 
be visible.  
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You will see the data fields that need to be completed  as in the screenshot below.  

 

This text is 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 opens 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.  

The options in the drop -down menu  are populated by your site Administrator to match 
the requirements of your own u3a.   This includes Group names, catego ry/  categories, 
venue, and group leader.  Entering the data for these options are  covered in the 
ÉòßóßĊĐĆ·ĐøĆźĊƇ@ĔßÉÍ. 

Complete the form then return to the top of the page and publish or save  
your work.  To edit  the page content,  look for  the blue  symbol near the top right.  

If you click the  blue  , it will it will take you back to the  Group 
page contents and you will no longer see the Meta Boxes.  You 
can then review / edit the Group page and publish or save 
your work.  The page is now viewable.Ƈ 
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7b Group page examples  

A group page can be made up from simple text to as many blocks as you want to use . 
The below Art History group page has the status  and event  panels (populated via the 
drop -down menus), three short text paragraphs, and a small gallery of three images.  

Finally, below 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 group status 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.  
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7c Structure of Group Pages  
u3a interest groups around the UK are many and varied , some groups have 
ĆÍÚĔì·ĆƇ·ÄĐßğßĐßÍĊƇĐÞ·ĐƇÉøóźĐƇÄÞ·óÚÍƇĊĔÄÞƇ·ĊƇ·Ƈ?ĆÍóÄÞƇÚĆøĔăƇĐÞ·ĐƇòÍÍĐĊƇßóƇĐÞÍƇ
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 i s 
a blog which, in WordPress terms, is a Post . 

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

7d Group Display Options  
The main Groups page lists a ll 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.  
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If you look at the list of groups you will be able to see that they are listed 
Źalphabetically ź.  Anyone viewing the page can use one of the blue buttons to get 
a different view.  

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.  They can 
ĊÍìÍÄĐƇĐÞÍƇŹ*ĦƇÄ·ĐÍÚøĆĦźƇÃĔĐĐøóƇ·óÉƇĐÞÍƇğßÍĠƇĠßììƇÄÞ·óÚÍƇĐøƇgroup 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 o r other commitments .  pÍìÍÄĐßóÚƇŹ*ĦƇòÍÍĐßóÚƇÉ·ĦźƇăĆøğßÉÍĊƇ·ƇìßĊĐƇøÙƇÚĆøĔăĊ 
by day of the week so that the member or visitor can quickly see what is 
available to them . 

vÞÍƇÙøĔĆĐÞƇÃĔĐĐøóƇÍó·ÃìÍĊƇĊøĆĐßóÚƇŹ*ĦƇğÍóĔÍźŚƇƇvhis is useful for those who are 
reliant on public transport to help them to identify venues that are accessible to 
them.  

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 ÉòßóßĊĐĆ·ĐøĆźĊƇ@ĔßÉÍ for details regarding 
what can be done and how to do it.  
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Section 8 Ų Events  

ō·Ƈ4ğÍóĐĊƇkĔßÄêƇlÍÙÍĆÍóÄÍ 
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 Ź+Newź from the top left of your 
ĊÄĆÍÍóƇ·óÉƇĐÞÍóƇĊÍìÍÄĐƇŹ4ğÍóĐźƇÙĆøòƇĐÞÍƇÉĆøă-down list.  

 

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 block settings panel  on the right.Ƈ 

 

 
Your site Administrator  populates  the contacts, venues, categories , and so on 
data so that you have can select in the drop - down menus in the Metabox . 

  

Add title here 

Use drop - down 
menus below to 

populate  

Insert blocks of your choice using 
the + sign for the main content of 

your event  

Select content from drop - down 
menus or add free text where 

possible  
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8b  Events examples  
Here is an example of a simple event with text and an image.  

 

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. 
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ōÄƇDøĠƇĔň·Ƈ4ğÍóĐĊƇĠøĆê 
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 Events Dashboard  menu item 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.  It is worth keepi ng 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  menu as they  will use site view.  
There are some things that can only be done via the Dashboard menu 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 ÉòßóßĊĐĆ·ĐøĆźĊƇ@ĔßÉÍ for details regarding 
what can be done and how to do it.  
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Section 9 Ų Blogs for Authors  
WordPress started life as a blogging tool.  It is 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 .  

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 called 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 AĔĐÞøĆĊƇÉøóźĐƇÞ·ğÍƇ·ÄÄÍĊĊƇ
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, creative groups 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 : 

(1) Categories and (2) Templates are covered in the ÉòßóßĊĐĆ·ĐøĆźĊƇ@ĔßÉÍ.   

(3) Post/ Blogs are covered in this section 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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Ŏ·ƇiøĊĐĊƇkĔßÄêƇlÍÙÍĆÍóÄÍ 
All authorised Users can create and edit posts.  You can edit existing posts by clicking on 
the title of the post 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 Ź+Newź from the top left of your screen and 
ĐÞÍóƇĊÍìÍÄĐƇŹPostźƇÙĆøòƇĐÞÍƇÉĆøă-down list.  

 

 

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 f rom today to the date of the event 
so that it appears on the list in chronological order.   Click on the date ìßóêƇóÍĥĐƇĐøƇŹiĔÃìßĊÞźƇ
(Źimmediately ź if a brand -new post) and you will get a pop -up calendar from which you 
can choose your date.  

 

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  ĊøƇŹ@·ĆÉÍóźƇÄøĔìÉƇÃÍƇĐÞÍƇ@·ĆÉÍóƇ@ĆøĔăƇ
page, for instance.  

vÞ·ĐźĊƇĐÞÍƇ·ÉòßóƇă·ĆĐƇÉøóÍŚƇƇYøĠƇÄìßÄêƇßóĐøƇĐÞÍƇĠÞßĐÍƇĊă·ÄÍƇ·óÉƇĦøĔƇĠßììƇÚÍĐƇĐÞÍƇŹƔƇóÍĠƇ
ÃìøÄêźƇĊßÚóŚƇƇ ÉÉƇ·óÉƇăøăĔì·ĐÍƇÃìøÄêĊƇ·ĊƇĦøĔƇÞ·ğÍƇÃÍÍóƇÉøßóÚƇßóƇăĆÍğßøĔĊƇĊÍÄĐßøóĊŚ 

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

Tip: EĐźĊƇ·ƇÚøøÉƇßÉÍ·ƇĐøƇó·ğßÚ·ĐÍƇĐøƇĦøĔĆƇÚĆøĔăƇă·ÚÍƇĐøƇÄÞÍÄêƇĐÞ·ĐƇĐÞÍƇÃìøÚƇßĊƇĊÞøĠßóÚŚƇƇEÙƇ
not then go back to your post via Dashboard  menu>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 o r site Administrator.  

Add or edit title here  

Click in this space to bring up the Ź+ new 
blockź option then insert blocks of your 
choice for the main body  of your blog 

Amend the publish date if 
necessary to put posts in date 

order. 
Select the category 

associated with your group  
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9b Post examples  
Here is a blog describing a walk with one beautiful photo as a reminder of the 
event.  

 

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 . 














