
 
Group Leader Website access  
 

1.  Login 
The link to the site is  U3A Site Builder: Log-in and Edit (u3asites.org.uk). This takes 
you to a login page. You need to login with the user id and password you have been 
allocated   

 

 
 
 
Once you have entered your details you will be shown a screen as below 
 
 

 

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


 
2.  Amending your page 
 
It is fairly  intuitive, and the  website help is quite useful. If you have been set up as a 
page editor, you only have access to your page and cannot access any other pages . The 
key things are:- 
 
2.1  Change your page you use the edit text at the top of the menu.  
 
When you select the Edit text from the top of the page you will see the main text for the 
page. The main text can be changed here . Note on this page there is an inline picture 
reference and some formatting details which will be covered later . 
 

 
 
 
 
 
2.2 Subpages  
 
If you have more information than is sensibly contained on one page then you can 
create a subpage, this will allow you to maybe promote a one-off event, or possibly 
some more specific guidelines about your group .  The link to the subpage will be shown 
on the right-hand side of your page  
 



 
 
 
2.3 Events tab 
 
If you want to show one off meeting details as in the monthly meetings page, then these 
go on as events . When you select the add events tab you will see a screen which allows 
this to happen  
 
 

 
 
 
 
 



2.4 Contacts  
 
You can add or change  email addresses .  These appear in  the Click to send a Message  
button on the right-hand side of the screen.  This means your email address is not 
visible on the page  and is a good idea to do . 

 
 

 
 
 
2.5 Add a link to another site, 
 
You can add a  link  to another site. The link can be in line or shown on the right-hand 
side of the page . When you use an inline link then you need to use  the | | around  the 
link  text name ( i.e in the example below if you had keyed ‘Tai chi national’ in the link 



text  field then for it to appear inline on your screen ,  you would put |Tai chi national| in 
the text.  If you do not make it inline the link appears on the right-hand side of the page . 

 
 
2.6  Uploads 
 
You can upload files or pictures . You will be asked to choose a location on your PC to 
load the picture or file  from. Once you have selected a picture you can register it . You 
will be asked whether the picture is inline only or not, if inline then you need to add it to 
the page by editing the text and selecting the picture  . If it is  not marked as  inline it will 
automatically appear on the right hand side of the page  

 
 
 



When you upload a file again you are asked to register it to a page and asked if the file is 
inline or not. Again, for the file name to appear in the text you will need to use the | | 
around the name you enter in the link text field 

 
 
2.7 Formatting 
 
The formatting options are a bit limited but here are some of the key ones  
 
Bulleted list prefix each line with an * 
Bold then use # around the words e.g #group contact# will show as    group contact 
Italic  then use _ around the words eg _group contact_  will show as  group contact 
Bold centred heading then use  {} around the words eg {About the U3A}  
Tables use ,, to delimit the entries , this can also be used with pictures 
 


