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U3A Web Site; Sub Editors guide 
 

The U3A software offers editing facilities to sub-editors, which assists the site administrator in editing the whole site 
 

A sub-editor requires editing access permission, granted by the web site administrator, who will provide an identity and 

password. This gives the sub-editor access to one activity group page only. An identity and password is required for 

each sub-editor. 
If sub-editing access to one activity group web page is required by two members, they will share the same identity and 

password. 

It is recommended that sub-editors advise the administrator each time a web entry is made ( simple email message) in 

an endeavour to avoid erroneous entries. 

 
This guide provides details of editing techniques for a Sub Editor of the U3A Web site. 

A ‘Sample group’ page has been created on the web site that illustrates most of the editing facilities available to a Sub-

Editor. 

As a sub-editor you will have editing access to the following features. Your group activity page includes the following 
editing options. 

 

Logging one and Viewing your page……………………………………………………………………………………………….  Page 2 

This allows you to view your Group page as it would be seen on the web. 
Text entering on the main part of your Group web page ……………………………………………………………………… Page 5 

This where you will place general information about your group activity. 

Text formatting styles………………………………………………………………………………………………………………….  Page 6 

Adding sub-pages ……………………………………………………………………………………………………………………. . Page 8 

Add an additional separate page where you can enter additional but separate information about your group. 
Adding Pictures………………………………………………………………………………………………………………………..  Page11 

Add pictures to be viewed from your Group activity page. 

Uploading Files…………………………………………………………………………………………………………………………  Page 16 

This is similar to adding a sub page, but is used to upload and an existing file of information stored on your computer. 
Adding links………………………………………………………………………………………………………………………………..  Page 20 

Allows you  to add a link to other external  sources of information usually a web location. 

Creating an embedded Link……………………………………………………………………………………………………………     Page 23 

This enables a link another location to be created within a sentence of the web page. 
Contacts Adding a protected email facility……….……………………………………………………………………………………      Page 26 
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Events. adding and editing an event……………………………………………………………………………………………………… Page 27  

Email, adding email contact address links ……………………………………………………………………………………………... Page 29  

 

Logging on - 1 

 

To operate as a sub 

editor to a page of 
the U3A web page 

you have to log on,  

by entering your 

pass word and the 
first word of your 

U3A. 
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Logging on - 2 

 

The following pages 
are taken from a 

sample group as 

sub editor. 

 
 Logging on, 

produces this page. 
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 Viewing a page                 

 

Clicking on view my 
page produces this 

page 
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Entering Text – 1  

 

Clicking on “edit 
text” gives the 

page for which you 

are sub editor.  

 
The text in the 

large panel can be 

edited by 

you.Please keep the 

format for the 
information shown 

in the box on the 

previous page.  

 
Note the use of 

double commas in 

the top few lines 

between the left 
and right side 

entries. This is 

method ensures 

that the group 
information 

appears in a 

“standard form” 

inside a box when 

published on the 
web page. 
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Entering Text – 2  

 
Clicking on “Save 

this page text” 

displays what your 

entry will look like.  
 

You still have the 

option of editing it 

before publishing it, 

by clicking on 
CORRECT IT.  

 

Clicking anywhere 

else in the editing 
titles will publish 

the page. 

 

 

 
Text editing Styles 

To make a bold centered heading, surround a complete line with "curly" brackets. For instance, 

entering: 

Text Formatting Instructions 

{About the U3A}

will produce this: 

About the U3A 

Both brackets must be present, and appear right at the beginning and end of the line. 
To insert some tabulated information, enter a series of lines in which the table elements are 

separated by two commas. For instance. entering: 
Official,,Name,,Telephone
Chairman,,John Brown,,01234-5678
Secretary,,Fred Smith,,09876-54321
Treasurer,,Mary Jones,,13579-08642

 
followed by an empty line, will produce this: The table will be centered and surrounded by a light 

border. 

Official Name Telephone 

Chairman John Brown 01234-5678 
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Secretary Fred Smith 09876-54321 

Treasurer Mary Jones 13579-08642 
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Text editing 

styles 

Continued. 

 

To make a bulleted list, enter a series of lines with a single asterisk at the start. For instance, entering: 

 
    
* maintain muscle tone as much as possible,
* improve efficiency of heart and lung activity
* improve balance and co-ordination.

 
 

followed by an empty line, will produce: 

 
*maintain muscle tone as much as possible, 

*improve efficiency of heart and lung activity, 

*improve balance and co-ordination. 

 
 

You may also put any part of your text into bold or italic format. Bold text is surrounded by # (hash) 

symbols and italic text by _ (underline) symbols. For instance, entering: 

 
Our annual subscription is #10 pounds# a year, 
which covers _all_ the groups you may wish to join.

 
 

will produce this: 
Our annual subscription is 10 pounds a year, which covers all  the groups you may wish to join. 

You always need two of the formatting symbols to do the trick — single hashes or underlines appear as 

themselves. 

 
 

Events ? 
Contact ? 
Links ? 
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Sub Pages - 1 

 

Sub-pages may be 
created if there is 

additional but 

different 

information you 
wish to include 

about your group. 

 

If you need to 

create a  
Sub-page, click on 

pages and then add 

sub-page and type 

in the information. 
Take sure that the 

parent page is 

shown as your 

group (in case 
Sample group). 

 

Click on Save this 

page. 
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Sub Pages - 2 

 

If you are satisfied 
with the page, it 

will be posted on 

the webpage by 

moving back to any 
other heading on 

the menu. 

 

It can also be 

corrected before 
posting if 

necessary, by 

clicking on 

CORRECT IT. 
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Sub Pages - 3 

 

To remove a sub-
page; click on 

“remove page” in 

the side menu. 

 
Click on the 

appropriate roundel 

and on the panel 

“Remove the page” 
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Pictures - 1 

 

Pictures…. to add a 
picture is a two 

stage procedure.  

 

1 Click on “add 
picture” This gives 

you the page 

opposite.  

 
Clicking on browse 

allows you to select 

the picture from 

your own computer. 

 
 In the example 

here I chose to 

click on image 

“Chrysanthemum” 
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Pictures - 2 

 

 
Picture ….The title 

of the image to be 

uploaded is shown 

in the top panel. 
 

 Clicking on the 

“upload this 

picture” panel, will 
load the picture on 

the U3A central 

storage memory. 
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Pictures - 3 

Stage 2   

Using the upload 
instruction, will be 

followed by this 

page. You select 

the page to which 
your photo is to be 

linked ( sub-editors 

only have access to 

your page.)  This 

example is a 
Sample Group. 

Enter TITLE for the 

picture (i.e. the 

name of the 
subject) and a 

DESCRIPTION (eg. 

This is Fred’s group 

walking). Click on 
“save this 

information”. 

Choose “logo” 

(appears in top 
corner of your 

page) or “full” 

(miniature photo at 

the side of the web 

page.) Click on 
FULL for full screen 

image when the 

picture is ‘clicked 

on’. 
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Pictures - 4 

 

To change an 
existing picture 

click on “change 

picture” in the side 

menu, which will 
produce this 

screen. Clicking on 

the appropriate 

button will enable a 
change to be made 

to the selected 

picture 
 

 

 

Pictures - 5 

 
 

To Remove a 

picture Click on 

“Remove picture” 
which will give you 

this page. 
 

Select the picture 

to be removed.  
Click on Remove 

Picture 
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Pictures - 6 

 

This page gives you 
the option of 

confirming that you 

want to remove the 

picture 
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Up Loading files 1 

 

Up-Loading a file 
function is used to 

add a file (or page) 

from your computer 

files, as an 
additional page 

within your web 

page. Not be 

confused with ‘add 

link’ option 
intended for linking 

to an external 

location (eg.  a web 

site). 
 

This a two stage 

process. 

 
Stage 1. 

Click ‘Browse’ to 

select your file from 

the panel showing 
your filing index. 
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Up Loading files 2 
 

 

There is no need to 

choose the 
password protect 

option 

 

Click to Upload the 

file, which will 
dsiplay the screen 

in the next page 

below. 
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Up Loading files 3 

 

Stage 2 
 

Complete the 

information about 

the selected file 
(i.e. name of the 

file heading and 

any additional 

details you want 

included).   
It is important to 

select; 

 

the correct “link 

from”, (as a sub 

editor this will be 

your group page),  

 
link text ( title of 

Document)   

 

Finally, click on 
“save these link 

details” 

 

If you want the file 
to remain on the 

web for a long time, 

do not put an 

expiry date in that 
box. 
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Up Loading files 4 

 
A confirmation 

screen is shown 
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Creating a 

Link 1 

 

Creating a Link will 
usually be a link to 

an external source  

such as a web 

page. 
 

Click on Add Link. 

 

Check the “link 
from” detail is 

correct. As a 

subeditor this 

should be the page 

you are associated 
with. 

 

Enter “Link To” 

details. This must 
be the correct title 

of the web page 

(copy it if possible 

from the web site) 
 

The position of this 

link is to be the 

side bar of your 
web page. 

Click on “save 

these link details” 

to complete the 

link. 
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Comfirmation is 

shown that the link 
has been 

established 
 

 
 

 

 

This is the linked 
page. 
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Links can be 

removed or 
changed by clicking 

on the appropriate 

menu option.  

 
Select a link and 

clicking on “Change 

the marked link”. 
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Embedded Link  

A link to an external web 

page can be created by 

creating a link word(s) 
within a line of text. This 

example links to the web 

site. 

http://www.nationaltrust
.org.uk/birmingham-

back-to-backs/ 

 

I have chosen the words 
“back to backs” as the 

link words. 

 

Stage 1 

Click on add link and 
complete the panel as in 

previous example, but 

click yes for “inline only?. 

Save the details. 
 

Stage 2 

Make the text entry on 

the appropriate page, in 
the form.#|back to 

backs|# 

The finished entry is 

shown opposite. 
The vertical bar | is next 

to the left hand shift key.  

Use two # signs for bold  

type if required.   
 

 
 
 
 
 
 
 

 

 
 

This is the text entry 

 
 
 
 
 
 
 

 

http://www.nationaltrust.org.uk/birmingham-back-to-backs/
http://www.nationaltrust.org.uk/birmingham-back-to-backs/
http://www.nationaltrust.org.uk/birmingham-back-to-backs/
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The completed web page. 

 
The user of the page can 

send email via the blue 

pigeon icon, 

Shown top right of the 
screen. 

 

Creating this facility is 
shown on the next page. 

 



 

26 

 

  

 
 

This is the linked page 
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‘Events’  Page 
 

Opposite is a typical group page entry on the Events Page. 

 
A typical events page can be viewed at 

 

http://u3asites.org.uk/code/u3asite.php?site=389&page=3 

 
The editing routine will be described later in this guide. 

 

 

 
Just to clarify; the entries on the events page in respect of 

activity groups are only selected for display if the activity is 

an irregular event or varies for each month. 

 
More detailed information about a group’s activity is 

entered on the group’s individual activity page. 

 

The web site software is designed so that The ‘dates for 
your diary’ entry on the events page is replicated on the 

linked individual group page. The entry will automatically 

be deleted after the event date. 

 

  

http://u3asites.org.uk/code/u3asite.php?site=389&page=3
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Adding an event  

 
Clicking on Add event, will produce this page. 

The predetermined  category will be the page 

for which you are sub editor editor. 

 
 

 
 

 

Clicking on the date panel will display a 
calendar. Select the month and event date. 

 

The entry will be deleted when the selected 

date has passed. 
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Make your entry in the details Panel and click 

on one of the save this information panels. 

 
 

To change an event, click on ‘change event’. 

 
Click on the entry to be edited. 

 

This will bring the original entry panel back for 

editing. 

 
Click on ‘update the marked event’. 
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Contacts email 

 
A web based email 

contact can be sent 

while keeping the 

recipients email 
address hidden. 

 

Fill in the recipients 

email details as 
shown. 

 

Multiple email 

addresse can be 
added, by completing 

form again using the 

same contact page, 

 

Save the contact 
details. 
 

 

 

  



 

31 

 
 

Contacts email 

 

 
A user of the 

contact web page 

will find this page 

from which to send 
an email message 

to the group 

Leader. 
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Contacts email  

 
If Multiple addresses are 

entered for a page the 

screen would appear in 

this form. 
 

The user would select 

the appropriate 
recipient. 
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Contacts email 

 

 
Confirmation that 

the email has been 

received will 

appear on the web 
page. 

 
 

Contacts email 

 

 

The recipient will 
receive the email 

in this form. 
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Contacts email  

 
To remove an email 

address,  clicking on 

the sample email  

roundel will 
immediately remove 

that entry. 

         

 
 

Alan Paul.   Ravenshead U3A 

Amended 1.4.17 


