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How to build your website
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This flowchart is a guide for those wanting to create a 
new u3a Siteworks website. It gives an overview of the 
major steps involved.

Please use this in conjunction with your Siteworks 
Supporter who will also be able to help you.

Further details for each topic can be found in the Guides 
which are on the Siteworks website

https://siteworks.u3a.org.uk/implementation-team-guides/web-manager-reference/
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Process Overview

*Our Groups page

u3a Settings

Update & Sign-
off Terms of Use

Update Header, 
Navigation Buttons 

and Footer

Put Website Live (Take website out of 
Maintenance Mode)

*Contacts page*Welcome/Home 
page Other webpages

Mandatory
Optional

Settings 

Get Registered & Order Your Site

Read Operational Procedures* See separate slide
Settings and u3a 
Settings can be 

found on the 
dashboard

Update ‘Search Engine Visibility’ on 
Settings

https://siteworks.u3a.org.uk/wp-content/uploads/2025/11/WM-Go-Live-Instructions-and-chklist-v26-2025-11-27.pdf
https://siteworks.u3a.org.uk/
https://siteworks.u3a.org.uk/wp-content/uploads/2025/02/SiteWorks-Operational-Procedures-v9-2025-02-03.pdf
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Welcome Page - with Notices and Non-Group Events 

Create u3a Event 
Category(ies)

Create u3a non-
Group Event(s)

Create u3a 
Notice(s)

Update & Publish Welcome Page

Notices and Events are 
not mandatory, and 

the Welcome Page can 
be published without 

them
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Contacts Page

Update & Publish 
Contacts Page

Create u3a Contacts 
– for public to contact 

(e.g. Chair, Web 
Manager, Secretary 

etc.)



6

Our Groups Page

Create u3a Group(s)

Create u3a Contact(s) 
– for group leaders

Create u3a 
Venue(s)

Create Group 
Category(ies)

Add u3a Group 
Event(s) if required

Add Group Details to 
Group page (description, 

images etc.)

Update & Publish Our 
Groups page

Create u3a Event 
Category

Events, group leader 
contacts, venues and 

other group details are 
not Mandatory, and the 

Groups Page can be 
published without them

Groups, Venues 
and Contacts can 
be imported from 

spreadsheets
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