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Introduction 

What is a Website? 
In simple terms you can think of a website like a book.  A book has a front cover, chapter headings, 
and pages of information.  Below is the Welcome page for our u3a website.  Across the top there are 9 
yellow buttons with blue writing inside them and these are the chapter headings.  By clicking onto any 
of these buttons you will find more pages of information.  Please don’t try to read this tiny writing 
below.  You will be able to read the content more easily on the real webpage later.  The pictures are 
only to make you familiar with the layouts. 

 
I have just clicked on the Groups button and you can see below that I am being shown more 
information about groups in general.  The columns at the bottom list all of the active groups on our 
Bishop Auckland & District u3a site alphabetically and by clicking on any group name you will be taken 
to the page for that group.  Think of that like a bookmark.  You can make your way around the website 
simply by clicking items on a page or clicking a top button to go to a different chapter. 

Once you learn how to use one website then you’ll find it easy to use a different one.  The data might 
be laid out a little differently but the concept of chapters, pages, and bookmarks is the same. 



Why Use a Website? 
Almost everywhere you look these days you’ll see a www address or hear someone suggesting you go 
to www.websitename.com .  There are some very good reasons for this with benefits to both you and 
the organisation that owns the website.  Using a website is faster and cheaper for you because you 
can get information straight away, check that a shop has an item in stock before you go there, order 
online for store collection or home delivery, and more.  For the organisation they can get information 
to you very quickly and also almost free.  For some it is also a way to sell their product … and make it 
easy for you to buy it.  Trading online has kept some businesses going during Covid lockdown and has 
also kept many people safe as they have had less exposure to strangers.  Websites are free to use and 
can make your life easier.  Websites have different purposes: - 

• Websites such as u3a simply provide you with information and enable you to contact people at 
the touch of a button. 

• Some websites provide you with information but also enable you to save time and effort by 
automating some tasks.  Your GP practice probably has a website that lists the names of all staff 
and their job roles so you know who does what.  Most likely you can look at a summary of your 
medical records or vaccination status as well as ordering a repeat prescription to be delivered to 
the pharmacy of your choice though your surgery needs to provide you with a logon name and a  
password so you can do this.  Doing something like ordering a repeat prescription online is quick 
and easy for you. 

• Supermarket and other retail websites are primarily a way for the companies to sell their 
products.  For you it’s a very quick and secure way to do your shopping and have it delivered to 
your door.  The supermarket computers can remember what you have bought in the past and 
then present you with a list of those items to make it easy for you to reorder them next time.  
There is no need to go out in the cold weather or to carry heavy items from the shop.  If you do 
want to buy something and go to the shop to collect it yourself then you can check stock levels 
before going there to save a wasted journey. 

Let’s suppose that a u3a group that you are a member of has some new information to pass on to you.  
Here are some options as to how this could be done and the pros and cons of each. 

1. The leader could create a letter or another type of document then print it and put it in an 
envelope addressed to you then send it in the post to you.  This is a long and expensive process 
for u3a and a lengthy wait for you if you need that information. 

2. The information could be on a slide at the Monthly Meeting but you’ll have to wait until the 
meeting to see it which could be a few weeks.  If you don’t go to the meeting then you can read 
the slides that are sent to everyone via email immediately after the meeting.  You probably won’t 
see the group leader until the following Monthly Meeting if you want to discuss the information.  
This method of communication is free but can be slow. 

3. The information can be created and sent to you by email or as an email attachment.  This method 
of communication is also free.  A good point is that you can reply directly so communication is 
fast. 

4. The information can be placed on the group page on the website either on the main page or in a 
document link.  This is also free and you know where it is to be able to find it and refer to it again.  
You can easily contact the group leader by clicking the blue bird on the group page that enables 
you to send an instant message. 

Methods 3-4 are free and the fastest.  Method 2 is free but can be slow whereas method one can be a 
little faster than 2 but expensive.  The preference is methods 3 and 4.  Another reason, at the 
moment, why 3 and 4 are better is that they are untouched by human hand and are therefore Covid 
free. 

http://www.websitename.com/


Our u3a Website 
Some of you might have noticed that our website has had a bit of a facelift over the last year and that 
it includes a lot more information than it used to.  The website is for you to keep you up-to-date about 
the groups you belong to and so you can see what other groups are doing but it is also our ‘shop 
window’ for new and prospective members of our u3a.  u3a websites around the country are public so 
can be seen by anyone who can access the Internet.  Prospective members can therefore look at all of 
the websites for all u3a groups in their geographical area to see what each u3a does and how 
interesting each sounds to help them to decide which one to join. 

The website is updated every month around the time of the Monthly Meetings at the Town Hall but 
there are updates throughout the month as well.  Group Leaders and/or Committee members send 
me new information to add to the calendar or another page during the month.  Some Group Leaders 
maintain their own group page but I am responsible for the other pages. 

Our u3a website currently has 9 buttons along the top which is like 9 chapters.  In the following pages 
I’ll describe each button/chapter so you know where to find information.  There are pictures of the 
pages but when put into a document such as this they are too small to read easily.  Use the pictures to 
get a feel for what the pages look like and then use the real website pages to see them properly. 

There are photographs on many pages that have been submitted by our members and these add 
some colour to the pages.  If you have any photographs that you think would brighten up any 
particular page then please send them to me.  Please note that these should be original, not copyright, 
and should only show the faces of real people if they have agreed to be in the photo. 

If you have any comments about our site or any suggestions as to how we can make it better then 
please do contact me and tell me.  You can do this by clicking the blue bird on the ‘Living with 
Technology’ group page. 

Please note that web pages often display differently according to the device they are being viewed on 
and the software that is used on that device.  It also depends on how someone is holding the viewing 
device.  If in portrait mode (longer top to bottom) then items such as links often appear below the 
main text whereas in landscape mode (wider side-to-side) The links appear to the right of the main 
text.  All of the page data is there but might show in a different place.  There is an example of this in 
the appendix. 

Let’s get started and explore your website.  Click on the link below to be taken to our u3a website 
home page.  Use your ‘back’ button to return to where you were or use one of the site buttons as 
described in the following pages. 

https://u3asites.org.uk/bishop-auckland/home  

  

https://u3asites.org.uk/bishop-auckland/home


Home Page 
The button top left is called the Home page and you can think of this as the front cover of our 
book.  The cover represents something meaningful to our town and is currently a photograph 
of The Auckland Project Visitor Centre.  At various times of the year you might see a scrolling 
seasonal greeting in the yellow bar. 

 

Welcome 
Our Welcome page describes the concept of u3a in general, some information about our 
town and the local area, and then a short description about our u3a and our activities.  On the 
page are some photographs of our local area.  If you click on any photograph it will enlarge for 
you on your screen and you will also find ‘Next’ and ‘Previous’ buttons on each photograph so 
that you can view enlarged copies of all of the photographs on that page.  Click on ‘Welcome’ 
to get back to the main Welcome page. 

 



There are currently 6 links on this page as seen top right on the graphic above although they 
are sometimes found below the main text as discussed earlier.  A page link is something you 
can click that will take you to another page within the main page or chapter.  A link like this is 
also called a hyperlink.  These links are as follows: - 

• 2021 Speaker Programme is a list of speakers and talk titles from last year.  They are 
obviously historic but the link to the information remains on this page so that new and 
prospective members can take a look to get a feel for the sort of things we have done 
previously. 

• 2022 Speaker Programme is the list of speakers and the titles of their talks for this 
current year. 

• Join Us is a link for prospective members and this outlines the process to join our u3a 
and the cost of the annual subscription.  It also describes what that subscription is 
used for. 

• Monthly Meeting link describes our newly refurbished Town Hall and tells readers a 
little about the building.  Our meeting times are shown along with an outline of the 
usual meeting format.  This page tells you about bringing visitors to the meeting.  
Logistics such as nearby parking are covered.  There is a section specifically for 
prospective members so that they know what to expect when they attend a meeting.  
They are directed to make themselves known to our Meet & Greet team to be shown 
around and to have any questions answered.  

• Policies and Procedures is a page that provides a further 10 links that cover 
Accessibility, Data Protection, Equal Opportunities, Equality, Diversity, and Inclusion, 
Financial, Grievance, Member’s Code of Conduct, Member’s Carer’s and Companions, 
Our Constitution, and Safeguarding. 

• Magazine is the final link from the Welcome page and this is a copy of a fairly recent 
Link magazine for prospective members to take a look at to get a better idea about 
what our groups do.  Note that as we value the privacy of our members some 
information has been redacted. 

To navigate between areas you can use your ‘back’ button to return to the previous page or 
click on the Welcome button again to return to the main Welcome page. 

 

  



Groups 
The next top button is our Groups page and this is the page that you will probably use a lot.  
The top part of the page describes the concept of groups and states that a person needs to be 
a member of our u3a before they can take part in any group activity.  This section guides the 
reader to the links to the group pages listed below and advises how to contact each group 
leader if more information is required. 

Below is an image of our Groups page. 

 
Click on any Group name in the lower section to be taken to that group page.  The list is 
alphabetical.  The following shows you a few examples of group pages and tells you what sort 
of information you can find there.. 

Group Summary 
At the top of every group page you will find the same style of group summary.  It tells you the 
name of the group, the first name of the group leader, plus when and where the group meets.  
You are directed to click on the blue bird to make contact with the group leader.  On the Ten 
Pin Bowling page below you can see the blue bird top right but, as previously discussed, on 
some devices this could be below the main text.  Wherever it is, if you click on the bird you 
will get a simple form to fill in with your details and your message then all you have to do is to 
click ‘send’ and your message will reach the group leader’s computing device in a  few 
seconds.  That doesn’t mean you will get a reply in 2 or 3 seconds as the leader might not be 
at his/her computing device at the time but you will get a reply in due course. 

 

 



Ten Pin Bowling 
Below the  group summary you will find information about the group.  For groups such as Ten 
Pin Bowling where the activity is pretty much the same every month the main text doesn’t 
change a lot but it’s worth coming back to check regularly if you are a member of this group 
as this is where annual subs cost and payment dates will appear and also things such as the 
Christmas lunch date and place. 

Sometimes there are some photos on the page to show others what the activity consists of.  
Sometimes the photos show previous events and sometimes they are simply representative 
of the group activities and there to add some colour to the page. 

If you have finished with groups then simply click on one of the top headings to go 
somewhere else but if you want to go to another group all you have to do is click on the 
alphabetical group name further down the page. 

French 
French is another group  where the content doesn’t change much as the events and activities 
are constant.  This also applies to Italian and Spanish as well as Current Affairs, Poetry, String 
Band, and Walking Cricket. 



 

Science, Engineering, and Technology 
Let’s suppose you want information about the Science, Engineering, and Technology group.  
Just click on the group name on the list in the Groups page and, as before, you will see a 
group summary followed by group information as you can see below. 

As with all groups you have the blue bird in order to contact the group leader.  Below the 
summary is a description of the group.  This group visits places of Scientific, Engineering, or 
Technological interest as well as holding some talks with a speaker.  The photos on the page 
show some places that the group has been to in the past.  Scroll down the page and you will 
find dates and venues for events planned for the current year.  This includes a description of 
the venue and highlights of the day.  There are also weblinks that, when you click on them, 
will take you to the websites of those venues so you can take a look for yourself to help you 
to decide whether or not you want to go on one of the trips. 

Other groups 
Some groups have links off the main page description to give you more information.  This 
includes study group information for Art & Architecture, venue descriptions with costs and 
booking procedures for Garden Visits, videos and tutorials about technology on the Living 
with Technology page,  the speaker and event schedule for Local History, the reading 
programme for the Reading group, show titles with dates and costs for the Theatre Visits 
group, study visit information for the Wildlife & Environment group … and more. 

Groups such as Bridge, Genealogy, and the Sunday Lunch group have additional information 
embedded in the group description section with dates and venue where applicable.  Let’s not 
forget our 3 Walking groups; Strollers, 4-6 miles, and 6-8 miles.  They have information 
embedded in the group descriptions but also links to walking information. 

I suggest that you spend a little time taking a look at the groups that we have in our Bishop 
Auckland & District u3a.  You might be surprised at the diversity of activities.  To move around 
you can click on group names at the bottom of the Groups page and when in one group 
simply click on another group further down the page to go to that one.  At any time you can 
click on of the bigger yellow and blue buttons at the top of the page to take you back to the 
main pages.  You can also use your back button to get back to previous pages. 



Calendar 
The calendar was introduced about a year ago to give you a quick view of what is happening 
on a daily, weekly, or monthly basis.  At the top of the page is a description of the calendar.  
Far right at the top of the calendar itself you will see ‘Week, Month, Agenda’.  By default you 
will see a month at a time but if you want to see only one week then click on Week and the 
view will change to weekly.  If you want to see only a day then click Agenda.  The calendar 
opens at current month but if you want to see a different month then top left next to the date 
are left and right arrows to take you back and forth from month to month. 

It is useful to have an overview of a month but if you want more information about any 
particular item then just click on it and you will get a little pop-up that gives you a summary as 
you can see for the Local History event above.  You can click on the link to the group page to 
be taken directly there so as to be able to get more information.  Clicking on the ‘x’ at the top 
right of the pop up box makes it go away.  

Members page 
The ‘Members Page’ is as before and is where you can access or update your membership 
details but also get access to historic slides and magazines as well as Committee Meeting 
minutes.  The latter items are for members only and they are password protected.  When you 
click on an item you are prompted to put your password in to open the document.  When you 
joined u3a you were given a list of these passwords.  If you have lost your password then you 
need to request a reminder. 

 



Events 
The next page is ‘Events’ and this is also a fairly new page.  This is where you need to go to 
view hot off the press information.  When new events are confirmed by group leaders they 
show here.  The text at the top describes the events and a summary of diary dates shows 
below.  These diary dates disappear the day after the event but remain on the main calendar 
for reference. 

 

The calendar shows every event for every group.  Events doesn’t show the routine classes or 
dates.  It only shows the event when it is a one-off.  This includes the Monthly Meeting with 
speaker information because each speaker is different, the walks as each destination is 
different, Garden Visits and Science, Engineering, & Technology days out as each are 
different, Art & Architecture and Wildlife & Environment residential study trips, Local History 
talks, Theatre trips and so on. 

Odds & Ends 
I added the ‘Odds & Ends’ page to cover things that didn’t fit elsewhere such as how to get on 
a Zoom call although technology items such as this will appear of the Living with Technology 
group page from now onwards.  This is your u3a so please input.  What sort of information 
would you like to see on this page?  Would you like to know about a local exhibition or the 
opening date of the new Tapas Bar for instance? 

 

  



Contacts 
The Contacts page lists your committee members and enables you to contact any one of them 
directly from the website.  Just choose the committee member you want to message and fill 
in the form with your details and message then click ‘Send Message’.  The message will reach 
that person’s computing device within seconds and he/she will see it next time they check 
their email. 

 

u3a Links 
Finally there is a page called ‘u3a Links’ and from here you can click to be taken directly to 
Regional or National u3a pages. 

 

If you have not yet used the website for yourself then please have a go.  Just click on the link 
below to be taken to our u3a website home page.  Use your ‘back’ button to return to where you were 
or use one of the site buttons as described above. 

https://u3asites.org.uk/bishop-auckland/home  
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Appendix 

Tablet and Smartphone screens 
Below are 2 views of the same page on an Apple device.  The difference is that the top screen 
is viewed in portrait mode (longer top to bottom) and the next screen is viewed in landscape 
mode (longer side-to-side).  Notice how the content moves between views.  In portrait mode 
the links are below the main text and in Landscape mode the links are off to the right of the 
main text.  The difference in views is the same for any hand-held device. 

Portrait mode: - 

 



Landscape mode: - 
This is the same page but the device is being held at right angles to the previous page.  Note the 

difference regarding the positioning of the page links.  This perfectly normal. 

 


