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MAIN MENU 

To open the administrators editing 

page of a U3A Web site type in the 

web site address such as 

 

https://u3asites.org.uk/code/login.p

hp 

 

Complete the “password” and the 

name of the U3A. Press  

 
 

This will display the MAIN MENU 

as shown here.. 

 

An overall view of the web site and 

it’s structure will be covered 

briefly here and demonstrated in 

detail later. 

 

The list in blue gives access to the 

main parts of the web site.  

The main General editing help 

opens up the elements shown in 

purple on the right hand side of the 

page. 

 

https://u3asites.org.uk/code/login.php
https://u3asites.org.uk/code/login.php
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MAIN MENU continued 

The web site is initially displayed 

showing the Home page, the 

content of which is often based 

around a local photograph and a 

printed caption. ( see example 

below left) 

 

The basic page structure which is 

preloaded when first opened 

comprises, Headings shown 

opposite. 

 

More top of the page headings can 

be added. 

(see example below left) 

 
A partial view of an example Home 

Page 
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MAIN MENU continued 

 

The Links page automatically 

display links created to various 

pages of the U3A web site. 

 

The Gallery page automatically, 

displays photo icons of photos 

posted on any of the pages of the 

web site. 

 

The site map is automatically 

created as the web site is built up. 
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TEXT EDIT 

 

There is good advice on this page 

on techniques to format text for 

the web pages 

 

 

 
 

 

In line page elements will be 

covered later 
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TEXT EDIT, continued 

 

The Welcome page is used to give 

general information about the local 

U3A. 

 

It has a notice board feature for 

late items of news. 

 

Also, a LINKS feature which link to 

information on other pages on the 

web site or elsewhere on the 

internet. 
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TEXT EDIT, Continued 

 

To Create a text panel on the 

Welcome page, left click on Edit text.  

This will display the screen shown 

opposite. Complete the box at the top 

as appropriate, and type the welcome 

message in the large panel. 

 

The words #Coffee and Conversation# 

and New Members application are 

displayed in bold by the use of the # 

key either end of each phrase, as 

referred to earlier in the text editing 

section. 

 

Note the use of the # key and vertical 

bars. Either end of #|membership 

application|#, creates a link to a page 

displaying the membership application 

form. This technique will be described 

later 
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POSTING A “NOTICE” 

 

Click on Notices, which will display 

this page. Type in the brief notice, 

in the top panel. 

 

Left click on the “Display until 

box”, to display a calendar and 

select an expiry date for the 

notice.  The notice will be deleted 

automatically on the expiry date. 

 
 

 

 

Finally click on ”Save this notice” 
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CREATING / EDITING A GROUP 

PAGE 

Clicking on Groups will display a 

HELP page. The remaining 

functions in the group section  will 

be described in turn. 

 

 
Clicking on Edit text will display 

this menu. 

 
 

Enter your page heading in the top 

box and;  

 

Type your general text entry for 

the Groups page. 

 

Click on Save this page text 

 

See the results of the entry on the 

next panel. 
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CREATING / EDITING A GROUP 

PAGE continued 

 

 

This is the GROUPS  page as 

displayed on the web site. 

 
To add a group to the groups page, 

click on “Add groups” to display 

this screen. Complete the boxes as 

required. Click on “save this 

information and see new list.” (or 

“and add more groups”) 

 

 

 

  



P a g e  | 11 

 

CREATING / EDITING A GROUP 

PAGE continued 

 

This screen is displayed showing 

your recent entry. 

 

This screen is also displayed if you 

wish to change a group entry. 

   

     
 

Your web page entry will be 

displayed in the groups listing. 

 

 

CHANGING A GROUP PAGE 

ENTRY 

 

If you are editing as web master ; 

go to groups and change group. 

 

If you are a sub editor you will 

already be in your group page. 
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CHANGING A GROUP 

PAGE ENTRY, Continued 

 

 

I am selecting Science and 

Technology as an example 

 
 

Having selected the Group 

page, left click on edit the 

related group page. 

 

Click on either save this 

group data  

Or Edit the related page, 

depending on whether it is 

a first time entry or a 

change to an existing 

entry. 

 

Entries on this panel 

control the tabulated 

details on the general list 

of all Groups. 
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CHANGING A GROUP 

PAGE,  continued 

 

Type in the appropriate 

sentence for the group 

entry. 

 

To include inline email 

recipient links use the % 

characters either end of 

the link name. 

 

Makes sure you type in the 

name between the % signs 

exactly as the contact 

name entry, made earlier . 

This was shown earlier in 

this guide. 

 

Left click on Save this 

page text. 

 

REMOVE A GROUP 

 

Click on the roundels of 

group(s) to be deleted, and 

click on “Remove marked 

group” 
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EVENTS PAGE ENTRIES 

 

There are useful text 

editing instructions, 

displayed in the help menu. 

 

To enter or amend the 

introductory text at the top 

of the Events page, click 

on Edit text.   

 

This will bring up the 

screen shown opposite.  

On the first occasion it will 

be blank.  Type in your 

entry (similar to using 

‘word’ except for text 

styles described in the U3A 

guide shown at the end of 

this guide). Click on Save 

this page. 

 

To move away from this 

page click on any title in 

the left side editing panel. 

 

 



P a g e  | 15 

 

EVENTS PAGE ENTRIES 

Continued 

 

Clicking on ‘Save this 

page’, described above, 

will display a pre-view of 

the text with the 

opportunity to correct the 

entry if necessary, by 

clicking on CORRECT IT.  

 

If there are no corrections 

required, click on any title 

from the editing column to 

leave the entry intact. 
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EVENTS PAGE ENTRIES 

Continued 

 

To add an event 

Click on “add event”.   

 

You are required to select 

and click on a general or 

group activity. This links 

your entry to 

simultaneously appear on 

the selected group page, 

as a “Dates for your Diary” 

entry. 

 

I have selected The hikers 

(5-8 miles) group. 
 

This screen will appear 

with information about a 

Hikers group event. 

 

Clicking on the Date box 

will produce a calendar to 

select from. 

 

Type in your entry 

Click on one of the two 

options below.  If there are 

no other entries to be 

made, click on the lower 

option.  The screen shown 

below will appear.  



P a g e  | 17 

 

EVENTS PAGE ENTRIES 

Continued 

 

This screen gives the 

option to CORRECT IT. 

 

If no alterations are 

required. Click on any 

other title on the left hand 

column of the screen, to 

leave that entry. 

 

 

Selecting the EVENTS 

heading, will display the 

sample entry in the Hikers 

section of the events 

listing, as “Dates for your 

Diary” 

 

The illustration shown 

opposite is a partial view 

of the hikers entry on the 

events page.  The Wed Jul 

15th entry is displayed 

here. 
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EVENTS PAGE ENTRIES 

Continued 

 

If you Select the Hikers 

Group from the Groups 

Heading, this will load the 

Hikers Group page on to 

the screen; shown in the 

next panel. 

 

 
EVENTS PAGE ENTRIES 

Continued 

 

Selecting the Hikers Group 

page will display the 

Hikers web page. 

 

This is a partial display of 

Hikers page under the 

‘Groups’ Heading. 

 

All out-dated Entries will 

be removed from the 

screen automatically, on 

expiry, in real time. 
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EVENTS PAGE ENTRIES 

Continued 

If it is necessary to change 

a current event entry. Click 

on Change event, and 

select the appropriate 

entry from the list shown 

on the right hand side of 

the screen. 

 

Changing any group event 

entry, must be done from 

the events page.  

 

Select the group entry 

requiring amendment, to 

display the original 

entry/editing screen, and 

type in amendments. 

 
An event can be removed 

by clicking on ‘Remove 

events’ in the Events 

menu. 

 

Click on the boxes of the 

events to be removed and 

click on ‘Remove all 

marked events’ 
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CONTACTS AND EMAIL  

 

Examples of USE of contacts 

are shown here from the 

committee page. 

 

Contacts can be placed on a 

U3A web site without the 

recipient’s email address 

being displayed. 

 

There are two techniques  

Using a Blue Bird icon, 

Or using an inline link. 

 

Both methods are displayed 

on this committee web page. 

 

 

 

The individual person contact 

method. 

 

Clicking on the individual  

committee member will 

display an email message 

page for completion. 

 

Click on Send Message 
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CONTACTS AND EMAIL 

continued 

 

Clicking on the Blue Bird icon 

displays a similar email 

profile. If there are multiple 

names. Click on the 

appropriate roundel and 

complete the email. 
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CREATING an email link. 

 

It is necessary to create an email 

contact, before posting a web 

page email link. 

 

To do this click on Add email to 

display this form. 

 

Click on the V to display and 

select a group contact page, type 

in the email address and link label. 

Leave the roundels unchanged. 

This will display a Blue bird link on 

the appropriate page. If marked in 

line only no blue bird is displayed. 

 

Once an email address is saved it 

can be linked from any of the web 

pages. 

 

 

CREATING The in line email 

method 

 

This guide is written using a web 

site administrator editor menu, 

which may vary in appearance 

from a sub-editor menu.  The 

process is similar in either case. 

 

The recipients email destination 

must be entered in the contact 
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menu.    Go to the menu and select 

contact. 

 

Left click on Add (or change) the 

recipients email address. Note  it 

carefully as it must be matched 

exactly when used in an in-line 

text. 

To use this technique it is 

necessary to establish a list of the 

email recipients and their email 

addresses in your email list. So if 

you have 6 people who are to 

received emails via a sentence, 6 

individual addresses must be 

loaded in the email section of the 

editing menu. 

Complete the information in the 

boxes as shown.    Take care with 

the email address and the label. 

The label will be used in the in-line 

sentence. (Careful with capitals 

and spaces etc.)    Note where the 

roundels have the dots. 

 
Right Click on save these details. 
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CONTACTS AND EMAIL continued 

 

This page is your opportunity to 

correct your entries. 

 

Your email recipient is now 

established for use in a line of 

text. 

 

 
 To remove an email link, click on 

“Remove email” and click on the 

appropriate roundel 
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INSERTING IN LINE EMAIL LINKS 

 

Any contact name placed between 

% will now show the sentence 

with Alan Paul highlighted. 

 

Clicking on the name will trigger 

the next page for sending an 

email. 

 

NOTE this email link is different 

from the inline link entry between 

Vertical bars mentioned 

elsewhere in this guide.  (See 

Bombardier in the example 

opposite) 
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INSERTING IN LINE EMAIL LINKS 

Continued 

 

Click on the link name between % 

calls up the standard email 

message page, shown here. 

 

 

The user completes the 

information and clicks on send 

message 

 
INSERTING IN LINE EMAIL LINKS 

Continued 

The web site sends an immediate 

acknowledgement. 

 
 The recipient receives the email. 

 

This inline email technique can be 

used in a sentence in most pages 

of the web site.  It is a useful 

technique for the events page, 

which will also be automatically 

entered in the relevant Group page 

and deleted with the passage of 

real time. 
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CREATING A LINK 

 
Creating a Link will usually be used 
to create a link to an external 

source  such as a web page. 

Click on Add Link. 

Check the link from details is 
correct. 

 

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 the side 

bar of your web page. 

Click on “save these link details” to 
complete the link. 

 

 

 

This is part of the page that 
would be shown from the link. 
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REMOVING A LINK,  

 

 

Links can be removed or 
changed by clicking on the 

appropriate menu option, 

selecting a link and clicking 

on Change the marked link. 
 

  
VIEW LINKS 

 

NB a list of links created 

on the web site can be 

viewed by clicking View 

Page 
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SUB-PAGE, adding a sub-

page 

 

To create a sub-page linked 

from a an existing,  click on 

“Add Sub-page”  

 

Read the top instruction. 

If you have arrived at this 

menu and do not require a 

sub-page click on “Remove” 

now. 

 

Alternatively select the main 

page link. I have chosen 

Science and Technology. 

Type in the text for the sub-

page. 

 

Click on “Save this page” 

The “Edit, Remove and View” 

page commands are similar 

to main pages instructions. 

 

The three help menus are 

useful, setting out the 

general parameters and 

should be read through 

before loading pictures. 
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Add a Picture 

 

Pictures can be displayed in 

one of two formats. 

 

1 Miniatures displayed on the 

right of a page which are 

enlarged when clicked on. 

 

2 In-line pictures which can 

be displayed within text, 

positioned to right or left of 

the text. 

 

Each method is described 

below. 

 

 

 

Miniature photo on right of 

Page. 

 

Click on Add a Picture. This 

displays a search link to your 

computer filing system.  

 

Click on browse to locate the 

required picture.  
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ADDING A PICTURE, 

continued. 

 

This is the search of my filing 

system.  The highlighted 

picture is to be selected. 

 
 

The location of the required 

picture is entered. 

 

Click on “Upload this file” 
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ADDING A PICTURE, 

continued. 

Select the web page where 

the picture is to be located. 

Failure to do this will cause 

the picture to appear on the 

Home page. 

Enter a title for the picture 

Enter a descriptive phrase 

describing the picture 

Click on the Full picture 

roundel. 

Click “No”  in-line only ? 

Click on Save data 

 

 

This is the country Dancing 

web page showing the most 

recent picture at the top. 

 

Clicking on the small picture 

will display it full page size. 

 

See below. 
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ADDING A PICTURE, 

continued. 

 

Full web page display. 

 

Note where the title and 

Description appear 
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ADDING AN IN-LINE PICTURE 

 

This feature is done from the 

page containing the text. 

 

However if the picture has 

not been up-loaded to your 

site before hand, it must be 

done from the Picture menu. 

as described above. 

 

Assuming the picture exists, 

proceed as follows; 

 

The view here is a split view 

of the top and bottom of the 

Sc. & Tech . page. 

 

Click on the “Show picture 

references for inline 

insertion.  
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ADDING AN IN-LINE PICTURE 

Continued. 

 

A list of loaded photos will be 

displayed. 

 

To select a picture click on 

the reference number, 

choosing the “,l or ,r” 

depending which side of the 

page you want the picture to 

appear. 

              
 

This sub menu appears; 

“ double click in the space 

where you want the photo to 

appear” 

 

Click “OK” 
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ADDING AN IN-LINE PICTURE 

Continued. 

 

Double click where you place 

your cursor. 

 

I have placed the cursor, in 

two applications of this 

process, to place a photo to 

the left and one to the right 

of the text. 

 

Click on 

Save this page text 

 
 

This is the preview of you 

page, giving the option to 

correct any error. 
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ADDING AN IN-LINE PICTURE 

Continued. 

 

This is the view of the page. 

 
It is possible to place a 

series of photos directly in 

line alongside each other. 

Placing a row to fill a 

complete row across the 

page requires experiment.  A 

complete row depends as 

around 5 photos, but it varies 

depending upon whether the 

photos are portrait or 

landscape. 

 
 

5 photos were placed in line.  See the result below. 

 

4 photos in landscape may 

have occupied the whole 

row. 
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ADDING AN IN-LINE PICTURE 

Continued. 

This view shows part of the 

web page displaying the 

result of the in-line posting. 

Experimentation may be 

required to get the results 

you want. 
 

 

Single clicking on the photos 

in the web page, will display 

a larger view. Placing the 

mouse to the right of the 

photo will display a chevron 

to access the next photo in 

line. 

 

Further advice on alternative 

use of this facility can be 

accessed in the software 

menu under “pictures>inline 

picture  help>”  and follow 

“this link”  towards the end 

of the second paragraph. 
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FILE UPLOADING 

 

This very useful feature enables 

you to upload any document on 

your computer or copied from 

elsewhere, on to you web site. 

The file should be found by 

browsing your computer filing 

system. 

This file is not password 

protected. 

Click on “upload this file” 

 

FILE UPLOADING, Continued 

 

Click on the chevron and 

select the group in which the 

linked file is to be placed. 

 

Take care with the link text 

wording,  avoiding similar 

wording for other linked files. 

The software will choose the 

first match it finds, which 

may not be what you wanted. 

 

“Details” can be further 

identification of the file. 

 

 “Inline only?”  determines 

whether the link is placed 

inline or to the side of the 

web page 
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UPLOADING A FILE 

continued 

 

This page offers the option of 

correcting the link to an 

uploaded file. 

 
 This panel displays part of 

the editing text, showing the 

inline text link.  

 

Click on Save this page 

 
 

This screen gives the option 

of correcting the entry. 

 
 This is the view of the web 

page complete with the 

active link to “U3A regional 

news”. 
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UPLOADING A FILE,  

continued. 

 

Clicking on the link created, 

will display the uploaded file 

on the web page. 

 

The uploaded file can be 

deleted by using the “link” 

menu and clicking on delete 

link.  That will also delete the 

associated file. 

 
BUTTONS 

 

The headings at the top of 

the web site are known as 

BUTTONS.   To make 

changes go to the BUTTONS 

menu in the admin menu 
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BUTTONS, add a BUTTON 

 

Read the Help menu to 

understand the parameters 

this function. 

 

To add a BUTTON type in the 

title.  Warning there is a limit 

to 12 characters that will fit 

in the space. 

 

Click on save this 

information. 

 

CHANGING A BUTTON 

 

Clicking on changing a 

BUTTON will display a screen 

showing all the buttons 

currently on your web site. 

The button headings will only 

be displayed on the web site 

if there is a tick on the 

associated box. 

 

To change the information in 

the button box, place the 

cursor in the box and edit. 

 

To delete a button go to the 

relevant page via the main 

menu and delete the editing 

page content. 
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CUSTOMISATION 

 

Read the help notes for the 

options on displays 

 

You will see that I have 

chosen to use all the options 

available (all ticked) 

 

At the bottom of this screen 

there is the option to type in 

scrolling message (max 255 

characters) which will be 

displayed on the home page 

for 21 days. 
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VIEW SITE MAP 

 

Clicking on View Site maps 

displays the page headings 

that exist on your web site. 

 
SUB EDITOR; add 

 

Click on Add editor and 

completed all the boxes and 

click on save. 
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SUB EDITOR, change 

 

Click on Change editor and 

click on the roundel of the 

editor to be changed. 

 
SUB EDITOR , Remove. 

 

Click on remove editor and 

identify the roundel of the 

editor to be removed. 

 

Lick on remove editor at the 

bottom of the page. 

 
UTILITIES , Pages visits 

 

Clicking on Page visits will 

display the web page visits 

over the last 12 months. 
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SITE PROFILE 

 

Clicking on site prfile will 

display a summary of the 

web pages and advice on 

editing aspects that may 

need correction. 

 
REMOVE PICTURES 

 

Clicking onremve pictures 

list all pictures on the site, 

giving the option of clicking 

on the roundels of those to 

be removed. 

Clcik on reomove 
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REMOVE DOCUMENTS 

 

Clicking on remove 

documents, dsiplays a list of 

all documents. 

 

Identify the roundel and click 

on remove document. 

 
TIDY UP 

 

This is a useful function 

enabling obsolete or hidden 

data to be removed. 
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Clicking on LOG OUT gives 

the following display, with 

links to all the U3A site 

builder web pages,  

 

 
 

 

and to regional web sites. 
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This menu option gives 

access  to the normal web 

site display on a separate 

page.  A useful feature when 

editing. 

 

 

Alan Paul, Ravenshead U3A 

1st June 2017 
 

 

 

 

 

 


