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Section 1: Introduction & Scope of Learning 
(Estimate around 10 minutes reading) 

1a Introduction 
During 2024-25 u3a will be rolling out their Gutenberg WordPress website 
software around the UK.  It is called u3a SiteWorks, though it is mainly referred to 
simply as ‘SiteWorks’.  WordPress is used by hundreds and thousands of people 
around the world.  More than 40% of all websites are created using WordPress. 

Why you should complete this training guide 
As an author with your own page(s) to maintain you need the knowledge and skill 
to be able to do this.  With a little knowledge and practice SiteWorks is easy to 
use even for those with little or no technical knowledge.  Several Pioneers have 
contributed to the content of this workbook to produce a structured learning 
tool that we hope will be easy-to-read and use. 

Time required 
Some authors will want to complete all modules of this training while others 
might have a simpler page to maintain and need less.  There is therefore no set 
time but we have tried to help you by estimating how long we think each module 
will take.  That is only a rough guide and not a target.  This training is self-paced 
so please take whatever time you need.  We are all volunteers and have many 
calls on our time outside of u3a. 

Assumptions 
It is assumed that you have basic computer skills and that you are able to 
operate your own computing device whether it be Windows, Apple, Android, or 
Linux and that you can perform functions such as copy and paste, upload, and 
insert.  It is also assumed that you are familiar with basic website terminology 
such as webpage and weblink for instance. 

Resources required 
The primary resource is your own time to complete this workbook.  You will be 
directed to other resources at various times and instructions to access them will 
be provided at that time. 

Note that many of the screenshots shown in this workbook reflect the time this 
workbook was written in early 2024.  They might vary slightly over time before 
being replaced but will not significantly affect your learning. 

1b Scope of Learning 
Your u3a has a live website that your members can see and it can also be viewed 
by visitors who could be interested in joining your u3a.  Most websites around 
the world, including yours, are public and this means that anyone in the world 
can view your pages if they can find them. 
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Perhaps you, as an author, have experience of using Gutenberg WordPress and 
you feel confident that you can use u3a SiteWorks and edit your allocated pages 
already.  In that case you probably don’t need this workbook. 

For most of our u3a authors WordPress and SiteWorks will be new territory and 
learning and practicing on a live site could be daunting.  Let us reassure you 
straight away that you are going to be able to learn and practice in a relatively 
safe area to build your knowledge and confidence before moving on to your own 
pages. 

What do you need to know? 
Most authors are probably going to be Group Leaders.  Depending on the type of 
page(s) you are going to be authoring you need different knowledge and skill 
levels.  Below is a description of page types and a chart so you can tailor use of 
this workbook according to your needs.   There are some sections such as 
Logging In, the Summary, and the Appendices that are useful to all.  You are, of 
course, very welcome to complete the entire workbook if you have time and are 
interested.  Your Web Manager can advise you if you are not sure what you need. 

Your group webpage could be a very simple page describing repetitive group 
activities, providing meeting times and costs involved, plus how to join the group 
and how to contact the Group Leader.  The content will be basic text and maybe 
a photo or two.  If this sounds like you then you need Block Editing Basics in 
section 3. 

The author of another group might need to be more creative.  He/she might wish 
to use the photo slider feature, have a need to create a bulleted list, create a 
table to display monthly event dates, or access some of the blocks that make 
the content of a multi-content page look more polished.  In that case you need 
the basics but also Block Editing Creatives in section 4.  The video in section 6 is 
optional but at this level would probably interest you. 

Any author who plans to use the full range of features that u3a SiteWorks offers 
and progress to expert level will benefit from completing all of the block Editing 
sections including Block Editing Expert in section 5. 

Beyond that all authors need to know about pages in section 7.  A more complex 
group could be one that undertakes different events or activities every month 
and needs to communicate details of the forthcoming events so members can 
book onto them and/or provide a summary of the event after it has taken place 
with some lovely photos for members to enjoy and remember the event.  In this 
case the Group Leader would need all of the above plus Events and/or Posts in 
sections 8 and 9. 

An author who is responsible for non-group pages needs a page of varying 
complexity but could perhaps need an Event and/or a Post as well. 

Please use the chart below for guidance on what to complete but you are 
welcome to do more if you wish to. 
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 Sections   

Author type 1 2 3 4 5 6 7 8 9 10 
App 

A 
App 

B 

Simple Group Page with text and 
graphics 

x x x       x     x x o 

Comprehensive page with items such 
as Gutenslider, bulleted lists, or tables 

x x x x   o x     x x x 

Expert Group Page using container 
blocks for complex layouts 

x x x x x x x     x x x 

Any Page with Events x x x x x x x x   x x x 

Any Page with Posts x x x x x x x   x x x x 

Any Page with Events + Posts x x x x x x x x x x x x 

Number of pages (lots of screenshots) 4 5 28 7 3 2 2 4 4 1 4 1 
o = optional 

Each section or sub-section is likely to be between 5 and 15 minutes reading 
time in total for an average reader.  Most sections have practical elements and 
you can spend as long as you need on each.  There are two videos you can watch 
and they are 24 and 28 minutes in length. 

Throughout this guide there are screenshots showing examples from real u3a 
website pages to demonstrate the way the features being covered are being 
used.  Hopefully this will clarify their use but also give you some inspiration for 
your own pages. 

The thing is that a Group page, an Event, a Post, or any other type of webpage is 
a page and every one of those pages will contain similar types of information.  
This information will be structured to make it easy to read and understand.  It will 
include text elements such as headings, paragraphs, bulleted lists, and perhaps a 
table or a link to another page on your website or even a link to a 3rd party 
website such as a venue for a forthcoming outing. 

It could contain one or more media items such as a photo, a gallery of photos, or 
a chart.  All of these items need to be placed on the page so they look good so 
they need to use spacing, margins, and other layout features and functions. 

The block principle 
Gutenberg WordPress, which is the basis for u3a SiteWorks is block-based.  
There are blocks that enable you to insert: - 

• Heading 
• Paragraph 
• Bulleted list 
• Table 
• Media and text as two parts of the same block 
• Photo 
• Gallery of photos 

… and many more.  These are the functions that we all need to create and 
maintain our pages. 
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There are dozens of blocks and they all do different things.  Once you 
understand the principle and have practiced using a few of them then you will be 
able to use another block based on the knowledge you already have without the 
need for additional training.  A simple way to think of blocks is like using Lego. 

How are you going to learn these things 
There are two main parts to this guide.  In the first part, sections 3-6, you are 
going to be creating and editing ‘blocks so that you can get a feel for how they 
work and practice using them. 

In the second part, sections 7-9, you will have access to your own page(s) on 
your u3a website and you will be able to put what you have learned into practice. 

Throughout the guide you will know what you are aiming for and be able to check 
after each section that you are able to achieve any particular task before moving 
on. 

Where to get help 
Your first line of help is your own Web Manager.  If he/she cannot answer your 
question then he/she will escalate it.  Please do not contact the Help Desk 
directly.  We are a small team of volunteers with limited resources so please 
follow this procedure. 

Next level of documentation is the User Guides where there is far greater 
technical content than in this workbook -  
https://siteworks.u3a.org.uk/user-guide-
betterdocs/  

This workbook format is PDF and it has been 
created using headings for bookmarks to 
make it easier to navigate.  If you don’t know 
how to bring up the bookmarks then please 
as your Web Manager. 

Terminology 
Most of the terminology used when talking about SiteWorks will be familiar to 
you but new things will be explained as they arise.  Gutenberg blocks have 
already been discussed above.  It is likely that you will hear the term ‘plugin’ 
used.  A plugin is some additional computer code that enables base software to 
do something not possible without that extra code.  u3a SiteWorks has several 
u3a plugins and these are pieces of code that have been specially written by our 
development team to enable u3as to do things on our respective websites that 
are special to the way that u3as operate.  An example is the u3a Venues plugin.  
Your Web Manager/Admin keys in all of the venues used by your u3a into a pre-
designed form.  The Group Leader simply chooses this venue from a drop-down 
menu and it appears on the group page with no extra work required. 

 

https://siteworks.u3a.org.uk/user-guide-betterdocs/
https://siteworks.u3a.org.uk/user-guide-betterdocs/
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Section 2: Logging in and Dashboard 
(Estimate less than 10 minutes reading plus self-paced practical plus 24 minute video) 

We are probably all very familiar with the concept of logging in as it is something 
we need to do whenever we want to access sensitive information on an 
electronic device such as our computing devices when we turn them on.  
SiteWorks is no different.  Before you can do anything except view the site, we 
need to log in. 

Introduction 
SiteWorks is a WordPress Theme developed specifically for u3as.  As such there 
are some features like u3a groups and u3a events that will not appear anywhere 
else on WordPress and there may be WordPress functions that have not been 
included as they are not necessary for u3as.  The SiteWorks team have also 
produced a detailed initial Training Guide for Web Managers and their 
Assistants/Deputies plus a comprehensive User Guide for Administrators.  Site 
authors do not need anywhere near this level of detail so this Author Training 
guide has been developed just for you. 

2a The Small Print 
Before we start you need to read the Website Terms Of Use.  You should find this 
document, suitably customised for your u3a in the footer section of each page 
on your u3a website.  This will provide a link to the Privacy Policy of your own 
u3a. 

Appendix A contains a copy of those Terms of Use for a mythical u3a; you still 
need to refer to the Privacy Policy of your own u3a.  As Authors and Editors we 
must adhere to these terms which basically ask us to be nice to everyone 
(GDPR) and not to do anything illegal (copyright). 
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2b Logging in and Dashboard layout 
Your Web Manager has supplied you with a link to your new website login 
(xxx.u3asite.uk/wp-login.php where xxx is your site name) plus your own personal 
site username and password.  This login has been set up for you as an Author but 
no group page editing permissions have been allocated to you yet so you won’t 
be working on your own page(s) immediately.  This login will just give you the 
chance to get used to the Dashboard in this session and enable you to access a 
relatively private page where you will be able to learn and practice block creation 
and editing.  Later, when you feel confident, your Web Manager will give you 
access to your own page(s) and you will be able to put into practice what you 
are about to learn. 

You are now going to login to your new u3a site. 

Please go to your new website login and log in using your new username and 
password. The Dashboard will open up as you can see in the screenshot. 

In the top left corner of the large screen is a ‘W’ icon, click it, it will take you to 
the WordPress front page, which is mostly news and advertising, but you will still 
see your dashboard menu down the left side.  This ‘W’ is always present and will 
take you home if you get lost.   

Next to the ‘W’ in the top left corner is an icon of a little house with the name of 
the site.  Click the house, it will take you to the home page of the site.  The little 
house will change to a speedometer (to represent dashboard), click it, it will take 
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you back to the dashboard.  Try toggling back and forth between the site view 
and the dashboard a few times. 

Go to site view.  This is the live site exactly as the rest of the public are seeing it.  
You can navigate through the menu, follow links, read and download documents, 
email contacts (please don’t) just the way everyone else can. 

Go back to the Dashboard.  Here is a close-up of the 
Dashboard items that you can see when you are logged on in 
the role of author.  You can view Posts, Media, Pages, Groups, 
Events, Venues, and Notices, but you are very limited in what 
you can edit as permissions have not been allocated to you 
yet.    

 

 

 

 

 

 

Profile is YOUR profile and you should change your temporary password now.  
Use the ‘New Password’ field not the New Application Passwords.  The New 
Password field is shown in the screenshot.  Remember to press the ‘Update 
Profile’ button at the bottom.  Your new password must contain upper case and 
lower case letters, numbers and punctuation marks and it be at least 12 
characters long. 
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At the end of your session log out. To log out, you will see your name in the top 
right hand corner of the screen, hover the mouse over your name and a drop 
down menu will appear, then click log out. 

 

Summary and self-check 
The primary learning point of this module was for you to view and check out the 
elements on the Dashboard and for you to change your password.  If you have 
successfully done these things then it is safe to say that you have successfully 
completed this module and that you are ready to move on to the next one. 
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2c Video 
SiteWorks video 
(24 minute video) 

If you have not already watched this video on the SiteWorks website then now 
would be a good time to take a look at how SiteWorks works and how easy it is to 
edit pages. 

It is 24 minutes long and an excellent resource.  Our SiteWorks Lead Developer, 
Nick Talbott, will be demonstrating many of the things you are going to be 
learning and trying out for yourself soon.  Here is the link - 
https://siteworks.u3a.org.uk/u3a-siteworks-training/introduction-video/  

 

 

  

https://siteworks.u3a.org.uk/u3a-siteworks-training/introduction-video/
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Section 3: Block Editing – The Basics 
Introduction 
(Estimate less than 5 minutes reading for the Introduction plus self-paced practical) 

Before you start working on your own page(s) on a live site it’s a good idea to 
learn and practice in a place where mistakes are unlikely to do any damage to 
the site.  Giving you a safe place to do this gives your Web Manager peace of 
mind but should also make you feel more confident about trying things out. 

In this section you are going to create and edit a selection of the most 
commonly used Gutenberg WordPress blocks that include both text and media.  
Blocks are the heart of how this software works and when you can master the 
concepts then you can build on that knowledge as and when required. 

As stated back in module 2 you will be completing this module in a relatively safe 
environment where visitors to your u3a site will not be able to see what you are 
doing.  Your Web Manager has access to all areas of your site so will be able to 
see what you are doing and be able to help/advise if you get stuck.  Note that 
the page you will be creating and using will not appear on your website to be 
seen by the general public but it is searchable and could possibly be found and 
viewed somewhere in the world.  Please bear this in mind as you create the 
mock-up content. 

Note: The screenshots throughout this guide have been created from a desktop 
PC screen.  Viewing or working on a tablet or phone screen will provide different 
views. 

Create your training Post 
The WordPress feature you will be using is called a Post.  A Post is a page like any 
other on a SiteWorks site.  Your group page, Events pages, and Posts (blogs) are 
all pages so learning about pages and what you can put on them is a key skill. 

Log in to your site and navigate to Posts on the Dashboard 
then click on that heading.  You will get the screenshot you 
see here. 

 

To the right in the main workspace area you will probably see a list of Posts 
already that you can view but not edit.  Select ‘Add a New Post’.  You can save 
this page (publish) but it will not be on public display unless it is associated with 
another page that has a template set up to accept it.  We’ll look at that part of 
the Post process in a later section. 

Note that if you are logged on and 
in Site View you can select the 
‘+New’ icon from the top left area 
of the screen and choose Post 
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from the drop down menu.  Either method will give you the same result. 

Here is what your screen will look like and we’ll be looking at each part in turn at 
appropriate times in the next few sessions. 

 

In the main workspace please select ‘Add title’ and give your page a name that 
will identify you and make it clear that this is not a live page.  Note that other 
website authors will be able to view your page but not edit it.  I have named my 
practice page ‘Training page for Pam’. 
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3a Create and edit headings and paragraphs 
(Estimate less than 10 minutes reading plus self-paced practical) 

Directly below the title is where you start to 
build your page.  Select the cross on the 
black background that you can see circled in 
bright blue on the above screenshot.  It turns 
to a white on blue cross as you hover over it 
and there will be a pop-up saying ‘Add 
block’.  

When you select the cross you will get 
another pop-up menu like this one.   

 

 

This pop-up shows six block types but they will not always be the same 
selection because as you use blocks, the ones that you use most often will be 
the ones that get displayed.  This can feel quite strange at first but it actually 
speeds up your editing by presenting you with the block you are most likely to 
want and this saves you looking for it. 

Note that there is also a search box.  If you know the name of the block that you 
want to use but it is not on screen then start typing it and WordPress will start 
looking for it.  For instance, if I want to use a table block then I start typing ’t’ then 
I am presented with blocks starting with the letter ‘t’.  ‘ta’ brings up the table 
block and I can select it. 

This time we can start with the simplest of blocks which is the Paragraph block.  
Please select it and type some text into the block area.  Type any text you like 
but make it go onto three lines.  Click out of the text box into white space and 
you will have something like this screenshot. 

 

You can see the Add block icon has reappeared.  Repeat the process to add a 
block but this time select the Heading block.  Type in some text then click into 
white space again and now you have something like this screenshot. 
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Headings are more useful if they are above the text rather than below it.  Click 
anywhere in the heading and you will get this pop-up menu.  

 

You now have some instant edit options.  Hover your mouse over each icon and 
you will get another pop-up to tell you what each one does.  You can select the 
whole block, drag the block up and down the page, use the up and down arrows 
to move the block up and down the page, make the text size larger or smaller, 
align your heading, make it bold, make it italic, and make it a link to another item 
on your website or an external website. 

The down arrow towards the right is for more options such as 
footnote, highlight, strikethrough, or superscript as shown here. 

The three vertical dots give you access to 
another pop-up menu where you can 
copy, add above or below, and delete. 

 

Why don’t you hover over each item of 
the menu in turn to see for yourself what 
it does. 
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Going back to the paragraph and heading that we started with as shown again 
here, please select the heading and use the ‘up’ arrow to move the heading so 
that it is above the text.  Note that you could have clicked into the paragraph 
block instant edit menu and used the down arrow to get the same effect. 

You should now have something like this screenshot.  That looks better, doesn’t 
it? 

 

Viewing your work 
If you want to view your page navigate to the 
top right of your screen inside the green oval 
seen here, and to the left of the blue ‘Publish’ 
icon is a preview button.  Click on it and a 
drop-down opens up with the option to 'preview in a new tab'. This allows you to 
view your work to make sure you are happy with it before you publish it. Return 
to the 'edit post' tab to continue your work. 

Saving your work 
If you want to take a break and log off for a while then navigate to the top right of 
your screen and select the blue ‘Publish’ icon and you will get another small 
screen asking you to check and confirm by selecting Publish again. 

When you return from your break, login and navigate to Posts on your Dashboard, 
select your Post and then you can continue from where you left off.  You can do 
this as often as you wish. 

Summary and self-check 
You learned quite a lot in this part of the session.  You now know how to create 
the page of a Post, how to add a block including adding a heading and a 
paragraph block to the page, how to quickly edit them using bold, italic, and 
superscript, how to move the blocks up and down the page.  You know how to 
find and select a block.  You know how to save your work (publish) so you can 
take a break and how to get back to the page to continue to edit it.  If you are 
comfortable that you can do these things then move on to the next section.  
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3b Adding and deleting a block 
(Estimate less than 10 minutes reading plus self-paced practical) 

Return to your training Post.  Your page looks something like this. 

 

 
So far you have added new blocks below an existing block but often you need to 
add one in between existing blocks.  This time we shall add another paragraph 
between the heading and the existing paragraph.  Hover your mouse between 
those two blocks and the Add block icon appears but this time it is blue and has 
a line showing where the new block will be added as you can see in this 
screenshot. 

Add a paragraph as you did before and put some text in it.  Select Update top 
right (where Publish was before) and a new pop-up briefly appears bottom left 
inviting you to view your Post.   If you miss it then you can use the view 
page/post icon next to 'update'.  Do so and you will get something like this. 

 

 

This is beginning to look like a page on a website but there is a lot more we can 
do. 
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You decide you don’t want that extra paragraph after all and now want to delete 
it.  Now that you have an editable page you have a new option on your top menu 
and this is Edit Post 
highlighted in the 
red circle here. 

Select Edit Post and you are back to where you were before you updated the 
page but the page looks a little different.  Note the menu options on the top line 
circled in red.  They should look familiar as they are the simple block pop-up edit 
options you saw earlier when you were creating the blocks.  The menu changes 
according to the block you are working on.  Try this out by clicking on the 
heading then hovering over each of the blocks.  WordPress helps you by giving 
you the tools you need at any particular time. 

We got here because we want to delete that top paragraph.  Click on it and you 
will get the paragraph menu on the top line.  Select the three dots that the red 
arrow is pointing to and choose Delete from the options presented.  The block 
will disappear. 

It’s easy to make a mistake and add a block where you don’t want it, even if it is 
just an empty block taking up space, but this is how easy it is to remove it. 

It’s worth mentioning the undo and redo arrows on this menu just to the right of 
the insert block icon which you can use to delete or reinstate whole blocks, 
galleries, or tables (galleries and tables will be discussed later). 

You can update (save) the page at any time but please do remember to do this 
before logging off your device so that you don’t lose your work. 

Summary and self-check 
In this section you were able to return to a saved page and edit it using the 
contextual menu.  You also learned how delete unwanted blocks.  If you feel 
confident about these things then move on to the next section. 
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3c Formatting text 
(Estimate around 15 minutes reading plus self-paced practical) 

SiteWorks enables you to make your individual blocks more visually appealing 
and also provides you with professional-looking page layout capabilities without 
the need to be a publishing expert.  Earlier in this document, as you were 
creating your Post, you saw this screenshot. 

You have already used elements of the top left menu circled in dark green.  This 
section changes according to what you are doing at any one time.  You have also 
used the Publish/Update function in the top right light green circles menu and 
we’ll look at the other icons a little later in another session.  You have also used 
the Add block function in the blue circle.  The white space is your page content 
working area and you are starting to fill that up.  We’re now going to look at the 
purple and red circles. 

Navigate back to your training page which looks something like this. 

Editing Panel 
You might have noticed that as you work in your working area you 
have more menu items on the right side of the page.   This is the 
editing panel.  The more observant will have noticed that the panel 
changes.  This is because it is contextual and changes according 
to what you are doing at any one time. 

There are editing functions for the type of object you are working 
with such as a Post or an Event but there are also editing 
functions for each type of block.  There are many similarities 
between blocks. 
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The first page you created was a Post as 
you can see here in the purple circle on the 
left.   The editing panel shown is that of the 
Post as this is the item underlined in blue. 

 

 

Here is the editing panel.  We’re using a Post 
as a learning page but they are much more 
useful than that.  Posts themselves will be 
covered in another session later but one 
thing to draw your attention to now is the 
red circle. 

When a real Post is published it appears on 
another page such as a group page.  If the 
Post is about a Walking group, then it needs 
to appear on that page.  To make that 
happen a template is set up on the Walking 
group page and a category (taxonomy) is 
set so that any Post with that category 
appears there. 

When a Post is created it needs to be 
associated with the correct page.  The Post 
you have created is uncategorised.  It is not 
linked to any page so it will not publicly 
display.  You are working on a live site and 
you will no doubt be able to see other 
categories in this red-circled section.  
'Selecting one of those would link your 
training Post to that page and possibly 
display.  Please don’t do this. 

  



V 1.0 February 2024  
 

u3a SiteWorks Author Training Guide Page 23 
 

If we now click into the heading at the top of the page 
the editing panel changes.  We can see that Block is 
now underlined in blue instead of the word Post.  
Immediately below this, the panel confirms that we 
have selected the heading block and gives us a brief 
description of what it does. 

Below that is a colour box for text and background 
followed by typography options then Appearance and 
Dimensions.  We’ll look at each of these in turn. 

 

 

 

 

 

 

 

 

 

 

Adding colour 
We’ll look at colour first.  Click into the heading again and select text in the 
editing panel.  A colour palette will pop up.  Select a colour and your entire 
heading will change to that colour as you can see here. 

 

Colour is a powerful tool and can be used to draw attention to a message, to 
clarify information, or simply to improve the appearance of an item or a page.  
Too much colour has the opposite effect.  Sometimes less is more so use colour 
with care. 



V 1.0 February 2024  
 

u3a SiteWorks Author Training Guide Page 24 
 

Click into the heading again and this time select Background from the editing 
panel.  Select a colour from the palette and the entire heading block will take on 
that colour as you can now see. 

 

The colour palettes have been designed by consultants to complement u3a 
branding colours.  If you choose a colour combination that will be difficult to read 
then you will get a message to that effect so that you can change your selection.  
It is important that you take note of these suggestions so that readers with visual 
impairment are catered for, particularly as regards text/background contrast and 
colour blindness. 

Let’s suppose you want to try a different combination anyway.  Click back into 
your heading and Background and clear your existing selection.  This time select 
Gradient instead of solid colour.  Look at the menu options and you have a 
choice of linear or radial colour.  Select a colour you like the look of and try it out 
with linear and radial adjustments.  Clear the colour again and play around with a 
few more colours.  I’ve chosen this linear colour combination but kept the bright 
blue text. 
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Modifying typography 
This is a good time to check your heading size and style as well.  Below colour 
you see some size options.  Click into your heading and select each size in turn 
and observe what happens.  Choose the size you prefer.  Because you are editing 
the heading you get the instant editing menu as well.  While the heading is 
selected, can you make it bold? 

You should have something like this. 

Adjusting padding and margins 
Below typography is Dimensions and selecting this gives you options to adjust 
padding and margins.  Padding is the amount of space that surrounds the block 
content and can be adjusted top and bottom and/or left and right.  'Margins' are 
outlines, distinguishing a whole block from its background, and can be made 
thicker or thinner.  Here I have increased the top/bottom padding.  Can you see 
the difference? 

Summary and self-check 
These editing options all relate to text and you will find such options on every 
type of text block you use.  This includes paragraphs that you now have 
experience of but also blocks such as a list of items that you have not tried out 
yet.  If you learn this once for one type of block then you can use that same 
knowledge for future blocks.  Why don’t you try out colour, typography options, 
and margins on your first paragraph?  If you are comfortable doing this then 
move on to the next section. 
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3d Media Library 
(Estimate less than 10 minutes reading plus self-paced practical) 

One of the great things about SiteWorks is the ability to add photos or other 
media to pages very easily.  A photo can turn an easily missed text message into 
a professional looking article.  SiteWorks has a shared library that contains a 
variety of media.  The types of media that can be uploaded to the library include: 

• Images (. jpg,  . jpeg, . png, . gif, and . ico) 
• Audio files (. mp3, . m4a, . ogg, and . wav). 
• PDFs 
• Word documents 
• Excel spreadsheets 
• PowerPoint presentations 
• Adobe Photoshop documents 

If you google file types for a WordPress media library you will find that video files 
such as . mp4, . m4v, . mov, . wmv,  . avi,  . mpg, and . ogv, are acceptable but 
these files can be huge and quickly fill server space.  It is not possible to upload 
video files to the SiteWorks media library, as this feature has been disabled,  but 
you can store them on your own u3a server and make links to them there. 

Save your training page if you have not already done so and navigate to the 
Media Library via the Dashboard.  Take a look at what is available to you.  Here is 
a screenshot of part of a demo library. 

It looks like a gallery on your phone screen.  Adding new media is a matter of 
clicking the ‘Add New Media File’ button at the top and following the screen 
instructions to select files from a storage location or to drag and drop files.  You 
can load files in advance or upload them as you want to use them. 

Try out the top menu items.  You can view library items in total, by type, in grid 
format or as a list, filter by date, sort by author, and more. 

Please note that any media already in your site library has been uploaded by 
someone else for use with their own group or on one of their own pages.   Please 
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don't tamper with the ones that you haven't uploaded and ask permission before 
using one on your page.  For training purposes your Web Manager can advise you 
which ones you can use. 

At the beginning of this training guide you were directed to read the website 
terms of use that are linked to your u3a privacy policy.  This links into GDPR 
(General Data Protection Regulation).  Check your own u3a policy as regards use 
of photographs but a general rule of thumb is that if someone has posed for a 
photo or is readily recognisable in a photo then permission needs to be given 
before using that photo on something public such as your website.   Copyright 
also needs to be considered.  Ownership of a photo resides with the person who 
took it and permission needs to be given to use it.  It is usually easy to find the 
owner of a photo taken within your u3a but sometimes more difficult when you 
don’t know the source.  Just because something is already on the Internet and in 
the public domain does not make it free to use so if in doubt don’t use it, as your 
u3a could incur a large fine. 

Summary and self-check 
In this section you learned about file types in the media library, the concept of 
uploading files, and looked at a variety of display options.  You were also 
reminded about GDPR and copyright.  Move on to the next section when you are 
ready. 
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3e Media and Text block plus Gallery block 
(Estimate less than 10 minutes reading plus self-paced practical) 

Our training page is taking shape but what could make it look better is some 
colour such as a photo.  Navigate to your training page and below the paragraph 
insert a Media and text block.  As we have been using other blocks this media 
and text block might not be immediately shown in the pop-up menu.  Start 
typing the block name in the search box, as you saw before, and select the block 
when it appears.  You page now looks something like this. 

 
You can see that you can upload media now or select an item from the media 
library.  We are going to select one from the library so select that option and 
choose a photo.  I have chosen a walking group and my page now looks like this. 

 

 

Notice that the Add block icon is showing in the text area.  Select that and add a 
paragraph with some text that complements the photo you have chosen. 
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My Media and text block now looks like this.  It gets the message across but it 
could look better. 

 

 

I’ve added a heading above the paragraph and the block now looks like this.  I’d 
like the photo to be a little smaller.  Notice that I have clicked on the photo and it 
now has a white handle (dot) on the right side near to the text. 

 

If I take hold of that handle and move it left and right, I can make the photo larger 
or smaller.  I’ve made it smaller and the block now looks like this.  You try playing 
around with your text and photo and see what appeals to you. 
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Another visually effective way to add photo interest to a page is to insert a 
Gallery block.  Below the Media and Text block that you created please add a 
Gallery block.  It should look like this. 

 

Add three photos from your Media Library.  My Media and Text block with my 
Gallery block now looks like this.  (Yes, I know that three photos are walkers and 
one is of Nordic walkers!  The photos are for demonstration purposes only.) 

 

This gallery contains three photos but I could have four, five, or more of them and 
I could have four, five, or more across the page and going onto subsequent lines 
to form a grid.  I can also set the gallery up so that each photo enlarges for more 
detailed viewing when clicked by a visitor.  More about how to do this a little 
later. 
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Editing your Media and Text block 
Before I update the page, I want to show you a few more things that are useful 
when editing pages. 

One is being able to replace a photo in a Media and Text block and to change 
some text without having to recreate the whole thing.  Here is the Media and Text 
block again.  I have selected the photo and note the pop-up menu above it. 

 

When I select Replace, I can open my Media Library and choose another photo.  I 
can then click into my heading or paragraph block on the text side and modify 
the text.   Here is the result. 

 

I think this block might look better with the bluebell wood photo to the right of 
the text.  When I click into it again the same menu comes up.  By selecting one of 
the menu items I can instantly change the position of the photo and text. 

See if you can work out which menu item I selected by trying it for yourself.  This 
is now what the Media and Text block plus the Gallery block look like together. 
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Summary and self-check 
In this section you learned how to insert and use a Media and Text block and how 
to insert and use a gallery block to add colour to your page to make it more 
attractive to viewers.  You also learned how to change photos and how to quickly 
modify text.  If you feel you have mastered these things then move on to the 
next section. 
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3f Formatting media 
(Estimate around 15 minutes reading plus self-paced practical) 

A little while ago you worked through a section that explained how to format text.  
It will come as no surprise that there are similar menu options that let you format 
media as well. 

Gallery layouts 
Navigate back to your training post and scroll down to the section you created 
that looks something like this. 

 

You learned earlier how to resize the photo in the media and text block to put the 
two elements into proportion so that they look balanced so refer back to that if 
you need to. 

When you add a gallery 
the default setting is 
three photos in a row but 
what if you have a 
different number of 
photos?  Here is an 
example with five photos.  
You can see that there are 
three on the first row but 
the remaining two fit the 
same width and are 
therefore larger photos. 
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Sometimes you have a valid reason for doing this but often this layout looks ugly 
and would be better if the gallery layout was changed. 

This looks better.  This shows the same five photos but all in one row as part of a 
group page. 

 

As before the appearance is controlled using the 
editing panel on the right of the working space, and, as 
before, this is in two main parts.  In the purple circled 
section you can see Post and Block.  The Post options 
are the same as you saw earlier in the Formatting text 
section. 

Immediately below is the name of the block (Gallery) 
and a description.  You have seen this concept before 
as well. 

In the red circle you can change the number of 
columns from three to achieve different layout 
effects.  As you can see from the examples above, 
changing the number automatically changes the 
image size too. 
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Although this is a gallery block, each photo shown is a 
separate image.  Click on any image and the editing 
panel menu changes to Post and Image with a 
description of the block as usual. 

Inside the red circle is an option to expand each 
photo on click.  What this means is that I can set the 
gallery up so that each photo enlarges for more 
detailed viewing when the visitor clicks onto it. 

You can see a large blue circle on this graphic.  Every 
picture you put on the site must have the Alternative 
Text added.  This is read by screen readers used by 
the partially sighted.  It should be a short description 
of what is in the picture.   Alt+Txt could be ‘Red 
poppies in a field in summer’ or ‘Cricket match on a 
village green’ for instance.  Enter your text description 
in the box provided. 

 

Adding colour to a block background 
The icon in the green circle that you 
saw previously gives you access to yet 
more media settings. 

Up at the top is background and, just 
as you can create a background colour 
for a text block, you can do the same 
for a media block. 

Select the gallery block that you 
created earlier.  Make sure it is the 
gallery block and not just one of the 
images.  Select background and 
choose one of the palette colours. 

 

I chose the very light earth colour and this is the result. 
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I could make this look better.    Below the background 
colour selection I have dimensions and spacing 
options as seen here and for my gallery I have 
increased the padding (space) around each photo. 

Still with the gallery block highlighted, by increasing 
the padding around the photos I can make the block 
look like this instead.  Note that I could also make the 
corners of each image rounded in this section.  Take a 
look at the editing panel and see if you can find the 
setting you need to use in order to round off the 
corners. 

 

Here is another 
variation with black 
padding like a photo 
frame and a white 
background.  There 
are very many ways 
of using these 
features.  You are 
limited only by your 
imagination. 

For many authors what you have learned in the sections so far will be enough to 
maintain your page and to make it look pretty good too. 

Summary and self-check 
These editing options all relate to media and you will find such options on every 
type of media block you use.  If you learn this once for one type of media block 
then you can use that same knowledge for future blocks.  Did you try out some 
gallery layouts and appearance changes as we worked though this section?  If 
you did and you are comfortable then you can move on to the next section. 
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3g Previewing a page and using the hamburger 
(Estimate less than 5 minutes reading plus self-paced practical) 

Navigate back to your training post if you are not already there. 

Preview options 
Sometimes, when we are placing multiple blocks on a page, we want to see what 
the page would look like to a visitor and also be able to see what that page would 
look like on devices that use different screen sizes. 

If you return to the top right of your screen, 
you know that this is where you Publish or 
Update your pages but there are more icons 
in that area.  

 

Select the small screen far left that looks like a TV 
screen.   You can choose to preview what the page 
would look like on a desktop screen, a tablet or a 
mobile phone screen.  

 

 

If I choose to preview the page on a phone or a 
tablet then this is what I get.  
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The page I’ve been editing on my desktop looks like this.  Just a reminder that 
this page has been created using only four block types: Heading, Paragraph, 
Media and Text, and Gallery. 

It doesn’t take a lot of effort or knowledge to create an attractive and informative 
page. 

 

The Hamburger 
When you only have a heading and a paragraph of text on the page it is pretty 
easy to remember (or work out) how you created the page but as a page 
becomes more complex it’s good to be able to see the structure.  

On the top left menu you can see an icon with three 
horizontal lines in the red circle.  This is known as the 
hamburger. 
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When you select the hamburger you 
get a pictorial representation of your 
page construction. 

If you have been doing the same as I 
have been doing but using your own 
text and media then your hamburger 
should have the same content as mine. 

I think you will be able to work out for 
yourself which item equates to which 
page element but if you can’t then 
hover over the item name and the 
page element will highlight for you.. 

 

 

 

 

 

 

Summary and self-check 
In this section you learned how to preview your page on different types of 
devices and how to see how your page is structured.  Did you try out the preview 
options and use the hamburger?  If you did then you are ready to move to the 
next section. 
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3h Example pages – The Basics 
(Estimate around 10 minutes viewing) 

It’s worth spending a little time taking a look at other u3a SiteWorks websites to 
see what appeals to you then shamelessly using the ideas as your inspiration for 
your own pages!  Some of our Web Managers have been very creative.  Please do 
remember that other u3a material is also copyright and should not be copied 
without permission.  The screenshots shown below are from a variety of Pioneer 
websites and show you pages, or an excerpt from a page, that uses only the 
blocks that we have discussed so far. 
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Section 4: Block Editing – The Creatives 
(Estimate around 10 minutes reading plus self-paced practical) 

You have already learned a lot about blocks and even with only this level of 
knowledge you will be able to create some stunning pages but there are very 
many more blocks that can help you to display information attractively in an 
easy to read manner.  We’d need a guide the size of an encyclopaedia to go 
through all of them but once you have grasped the principles of blocks and how 
to use and edit them then you can apply that knowledge to all of the others. 

Here are a few of the blocks that current Web Managers are finding particularly 
useful, along with some screenshots of each to demonstrate them as they are 
being used. 

4a List block 
It is quite useful sometimes to create a bulleted or 
numbered list and the feature is widely used.  The 
List block enables either option. 

Below you can see the list block in the block menu and the block once it has 
been inserted.  Simply click and start typing.  Selecting enter on your keyboard 
creates a new bullet.  To the right of your working space is the usual block editing 
panel that gives you text or media editing capabilities including margins and 
padding.  As always there is the instant menu above the block that enables you 
to embolden, make italic, move up and down the page, etc. but there is also an 
icon that lets you toggle between bullets and numbers.  Try it for yourself. 

 

 

 

 

 

 

 

Here is an example of a bulleted list.  Note that this list has been placed inside a 
Media and Text block and that it has a coloured background. 
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This numbered list was produced for a Group Leader page. 

 

Here is another example of a bulleted list but this one has links to National and 
Regional u3a webpages.  Creating a link like this is very easy.  Simply highlight the 
text word or phrase that you want to use to indicate the link and click on the link 
icon on the instant menu above the block then enter the link address.  More on 
this later. 

 

This bulleted list was created to highlight the actions needed to join this u3a.  
Note that it has been placed inside a Media and text block and that there is also 
a link to a membership form that can be completed online or downloaded for 
printing and returning by mail. 

 

 

What could you use a list for? 
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4b Table block 
Many groups have a need to produce a table of some kind.  When you insert the 
table block you are asked to choose how many columns and how many rows you 
want it to be.  This number can be adjusted later from the block editing menu. 

 
 

This table shows 10-pin bowling dates for a year but this could be adapted for 
any group.  Note that the table has a background colour to make it stand out on 
the page and the text is a complementary colour. 
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4c Links and the Buttons block 
Links 
As mentioned in the previous section, you can select any text in a heading, 
paragraph, or elsewhere and use the link icon in the simple menu to make that 
text into a hyperlink.  This can take the visitor to a page such as a form on your 
own site, another page on your site, or to a different site entirely.  It is a very 
flexible feature. 

You saw links to a membership application form and to pages on other u3a sites 
in the last section but here is a link to a different site entirely.  This is an event for 
a u3a Sunday Lunch Club.  In the text to the right of the photo you can just make 
out that the word link is the classic blue underlined hyperlink.  As the sentence 
says, clicking on that takes the reader directly to the Sunday Lunch menu for 
that venue. 

 

How an Event page like this is created will be explained a little later but the 
central section is the Media and Text block that you should now be very familiar 
with.  
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Buttons block 
Another option is to create a button block with a message of your choice added 
and a link to a document, another page, or another site.  Here is the block and 
what it looks like when selected.  Simply click into the button and type the text 
you want to show on it. 

 

 

 

You can see the link icon on the instant menu here and it is the same link icon 
you would use to make a simple inline text link. 

Links such as this are very useful to help visitors navigate around your website 
but they can also be used to take a member to the website of the venue of a 
proposed outing to see what’s on offer. 

Here is a screenshot of linked text and a linked button.  Both take the reader to 
the same place but the presentation is different. 
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4d The Gutenslider 
We couldn’t talk about adding photos to a page without covering the 
Gutenslider.  You do already know the concept of this.  Digital photo frames have 
been around some time now.  They usually plug into the mains and have an SD 
card that can contain hundreds of photos.  Each photo displays for a set amount 
of time and then the next one displays, and so on. 

Navigate back to your training page and below the gallery block please insert a 
Gutenslider block.  You’ll probably have to search for it by starting to type the 
name in the search box.  When you select it, you will see it on your page like this. 

I have added three photos from the media library and my slider looks like this. 

At the bottom of the photo you can see three dots.  This indicates that it 
contains three photos. You can see that I have the option to add a caption as 
well but I have not done that. 

Clearly the slider element cannot be demonstrated in this pdf as this is a static 
document but if you go to the bottom of this page - https://evesham.u3asite.uk/ 
(Evesham’s Home page) you will see one in action.  That one contains six photos 
at the time of writing. 

Buxton also have a slider on their Home page here - https://buxton.u3asite.uk/  
and Heart of England has one at the top of their Groups page here 
https://heartofengland.u3asite.uk/groups/ .  The Home page of High Wycombe 
also features one https://highwycombe.u3asite.uk/  as does Petersfield 
https://petersfield.u3asite.uk/ .  Skiddaw has one on a cycling group page 
https://skiddaw.u3asite.uk/u3a_groups/cycling-easy-wheelers/  

https://evesham.u3asite.uk/
https://buxton.u3asite.uk/
https://heartofengland.u3asite.uk/groups/
https://highwycombe.u3asite.uk/
https://petersfield.u3asite.uk/
https://skiddaw.u3asite.uk/u3a_groups/cycling-easy-wheelers/
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More blocks 
This was just a taster of the blocks available.  Others in the creative page 
formatting category would be blocks such as Spacer, Separator, Stacks, Rows 
and Lists, and more and more.  Section 6 consists of a video and you can see the 
ones we have been discussing and many more if you are interested. 

Summary and self-check 
The Gutenslider is a way to display a number of photos in a compact area.  Did 
you create yours, update and view your page in site view, and then see it 
working? 

In this section you also tried out a few more blocks and can probably identify 
many similarities in how they work.  If you feel you have now mastered these 
blocks then move on to the next section. 

  



V 1.0 February 2024  
 

u3a SiteWorks Author Training Guide Page 49 
 

Section 5: Block Editing – The Experts 
You have been learning about so many blocks that you are probably wondering 
what else you could possibly need.  Each block has an individual purpose but it’s 
when they are used in harmony that you can create some very professional 
looking pages.  The way that this is achieved is to have a variety of different 
blocks positioned side-by-side on a page and the way you do that is to use 
special blocks called container blocks. 

5a Container blocks 
(Estimate less than 10 minutes reading plus self-paced practical) 

You have enough tools and knowledge to create a variety of page styles now but 
there is one more thing that can really give you a lot of flexibility when designing 
your page(s).  These are container blocks. 

 

 

Back to the Lego analogy.  Lego is very 
sophisticated these days and wonderful things 
can be created.  An item that is widely used is a 
block that forms the base or receptacle for other 
Lego blocks.   

The photo left depicts a Lego airport and you can 
see a number of this type of block.  In the 
foreground is a black base that contains all the 
blocks needed to create the air traffic control 
tower. 

 

 

 

A container block works the same way in SiteWorks.  You have already used one.  
This was the stand-alone Media and Text block where you placed a photo in one 
area and one or more text blocks in the other but all of the blocks were 
contained within the Media and Text block. 
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Another very commonly used container block is the Columns block where each 
column can contain a different type of block.  When you insert a columns block 
you are given some ready made choices relating to the number of columns and 
also the width of them and it depends on what you want to achieve which you 
choose.   

 

Note that you can adjust column widths later if you want to.  Let’s choose three 
columns of equal size.  Each column can contain one or more blocks of any 
description to produce a range of effects.   

Below is a page for a Science/Engineering/Technology group that is advertising 
an outing to members so that they can sign up if they wish to come along on the 
trip.  The heading is actually the page title but content is a 3-column block with 
the photos and main text with another 3-column block directly below for the 
captions. 

Note that there are also text links to each venue. 
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Here is the hamburger that shows how this coach 
trip event page was created.  The page is for an 
outing that has two venues. 

You can see that the top level consists of the two 
columns blocks, each of three columns.  The top 
columns have an image and a spacer in each of 
the outer columns and one paragraph of text in 
the middle.  Each of the image columns is for one 
of the venues. 

We haven’t covered a spacer block but, as the 
name implies, it creates a space (that can be 
adjusted).   It has been used here to position the 
image relative to the text.  All of the text shows as 
one paragraph as SHIFT+ENTER has been used for 
text spacing rather than ENTER that would have 
created a new paragraph. 

The lower three columns are a separate block and 
each column contains descriptive text.  Note the 
hyperlinks to the respective venue websites. 
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5b Example pages – The Experts 
(Estimate around 10 minutes viewing) 

Here is a selection of examples from the Pioneer sites where blocks have been 
used creatively in conjunction with container blocks to create some brilliant 
pages. 

This is another example of the use of columns.  In this case there are three equal 
columns and each has a heading and some text.  Note the inline text links as well. 

See the full page at https://berwick-upon-tweed.u3asite.uk/  

 

One u3a has a novel and attractive way of introducing their committee to their 
members.  Note the rounded photos with captions.  This has probably been 
created using two rows, each of six equal columns. 

 

See the full page at https://carlton.u3asite.uk/committee/  

 

https://berwick-upon-tweed.u3asite.uk/
https://carlton.u3asite.uk/committee/
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Here is an example of two columns with four headings and four paragraphs on 
the left and a Gutenslider on the right.  This is a Sunday Lunch Club group page. 

(Currently a mock-up on Local for Bishop Auckland & District u3a URL later) 

 

This page is how one u3a displays their news.  Note that the first column has a 
bulleted list, the centre one displays the current newsletter, and the third one 
provides bulleted links to previous newsletter editions. 

 

See the full page at https://odiham.u3asite.uk/newsletters/  

 

https://odiham.u3asite.uk/newsletters/
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This is another three-column example utilising coloured backgrounds for content 
separation and identity. The headings are links to device-specific pages.  It is 
part of the group page of a Computing group. 

(Currently a mock-up on Local for Bishop Auckland & District u3a URL later) 

 

This is the layout for one u3a to display the latest u3a learning opportunities.  
Three columns each contain different blocks with a background colour applied to 
all. 

 

See the full page at https://evesham.u3asite.uk/news/  

https://evesham.u3asite.uk/news/
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This is the way that one u3a displays their newsletters.  They use the image of 
each newsletter as the link to the document. 

 

See the full page at https://cupar.u3asite.uk/newsletters/  

 

 

 

https://cupar.u3asite.uk/newsletters/
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This is an interesting use of columns with different background colours to cover 
joining the u3a or renewing membership with the background colours being used 
to differentiate the available methods. 

 

See the full page at https://berwick-upon-tweed.u3asite.uk/joinrenew/  

 

  

https://berwick-upon-tweed.u3asite.uk/joinrenew/
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This is another innovative way to display u3a news.  Note the buttons and links 

See the full page at https://berwick-upon-tweed.u3asite.uk/news-events-
meetings/  

 

 

  

https://berwick-upon-tweed.u3asite.uk/news-events-meetings/
https://berwick-upon-tweed.u3asite.uk/news-events-meetings/
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Section 6: Video 
WordPress Gutenberg - The Ultimate Guide’ 
(28 minute video) 

This is an optional session but if you have enjoyed learning about the basics of 
blocks and want to know more then this is where you’ll find it. 

Below is a link to Jamie Marsland’s YouTube video called ‘WordPress Gutenberg - 
The Ultimate Guide’ and this covers the use of many more blocks in just under 28 
minutes.  The video does include a few adverts.  It summarises most of the 
content discussed so far and a lot more besides including alternative ways to 
achieve the same result.  There are many hints and tips to help you to speed up 
your page design and creation.  The explanations and examples of container 
blocks and nesting blocks inside blocks is well worth viewing.  If you would like to 
know more about blocks then you can find this video at 
https://www.youtube.com/watch?v=LkvimS7_WVc  

  

https://www.youtube.com/watch?v=LkvimS7_WVc


V 1.0 February 2024  
 

u3a SiteWorks Author Training Guide Page 59 
 

*** Next steps *** 
Now that you have learned and practiced block creation and editing on a training 
post you are ready to put this into practice on your own page(s). 

Whatever you work on next is basically a page that is made up of blocks and you 
can apply the knowledge and skill you have gained so far in exactly the same way 
as the way in which you have been practising. 

The difference is that this time when you Publish or Update the page then it’s for 
real and anyone anywhere in the world will be able to see your creation. 

The final three sections briefly discuss Group Pages, Events, and Posts.  Events 
and Posts are most often used by Group Leaders who wish to publicise 
upcoming events in their group* and/or where group activities vary throughout 
the year and a blog with photographs is appropriate. 

* Events are used by other members of the u3a as well.  Someone will create an 
Events list for each speaker or other activity for the monthly meeting or an Event 
could be created for a summer picnic event for all members and not just one 
group.  The principles are the same regardless of the purpose. 

If you are ready to continue, please let your Web Manager know 
and your group page editing permissions will be allocated. 
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Section 7: Group pages 
(Estimate less than 5 minutes reading) 

If you are a Group Leader you probably already have a group web page and you 
now want to update or improve it.  If you belong to a brand new u3a or you have 
a new group with no page then your Web Manager will have to create one for 
you.  You now have the knowledge and skill to be able to edit either.  You can use 
any of the blocks that you have been learning about to publish an interesting and 
attractive page. 

7a Group Admin Data 
You might have heard your Web Manager talking about u3a plugins.  These are 
bits of software that have been written by members of the SiteWorks team to 
enable WordPress to do u3a specific things that it couldn’t otherwise do.  This 
includes things such as managing group emails, displaying groups in different 
ways, event creation, and more.  You don’t need to learn these things as they are 
under the control of your Web Manager but you do get to benefit from them. 

You have probably noticed that all 
of the group pages have a similar 
block of logistics information such 
as this. 

You do not have to create this 
information or this layout as 
SiteWorks does it for you based on 
the data that your Web Manager has already keyed in. 

What you do have to do is select the correct group information from a series of 
drop-down menus.  Perhaps your group information is correct now and then you 
don’t need to do anything but things change.  When you are editing your group 
page you will see a yellow place holder.  This is where your group logistics 
information will display.  Please do not delete this. 

Below that you will find a form with drop-down menus.  Use as many of these 
fields as appropriate and when you save the page (publish/update) the new 
logistics information will also save.  If you want a category, venue, or contact that 
is not displayed then ask your Web Manager to add it for you. 
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7b Group Page example 
Here are two group page examples.  You should be able to work out for yourself 
how each was created. 
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Section 8:  Events 
(Estimate less than 5 minutes reading plus a few minutes viewing examples) 

Most u3as have events that are open to all members of that u3a.  Some groups 
have regular meetings where the frequency and format of the group is the same 
each time so they don’t have events as such.  Other groups have different 
activities at each meeting and they can be classified as an event. 

The content of an event is a page and you know about the elements that make 
up a page and how to use them.  The only extra part you need to know is how to 
create a new Event and about the Admin data. 

8a Create an Event 
When you are signed 
in as an author and on 
your authorised page 
you will see a menu 
on the top line. 

Select +New and you 
can create any item 
listed that you have 
the authority to 
create. 

One item is an Event.  Select this and you will get a very similar screen to that 
you have been seeing as you practiced pages but it also has the placeholders 
and drop-down menus that you just saw in the Group Pages section.  Note that 
you can add an event from the Dashboard as well.  In this example I have entered 
my title, added a Media and text block for a photo and some text, chosen data 
from the drop-down menus and I am now ready to publish this event.  Creation 
took me less than five minutes. 
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My published Event now looks like this. 

 

I created this from the String Band group page and this is where the Event will 
display.  It could also display on the main Events page on your website but this 
depends on how your Web Manager has set up your site.  It is probably 
impractical for a large u3a to display all events on the Events page.  In this case 
the Web Manager can set the system so that all events display on their relevant 
pages but only events open to the entire membership appear on the Events 
page.  You need to ask your Web Manager how this works in your u3a. 

In this mock-up event the date is 22nd May 2024 at 7 pm.  The event will display 
from the time I publish it until the event date.  It will disappear from the Events 
listing on 23rd May 2024 but will remain in the Events list within the Dashboard 
menu until you delete it.  A tip for you: if you have similar events on a regular 
basis then you might prefer to repurpose expired events to save reinventing the 
wheel each time. 
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8b Event examples 
On the Events page and where there are Events on the Group pages they appear 
as a list as shown here. 

Notice that the title of each is the classic blue underlined style that indicates a 
link.  By selecting the link the details of the entire event are shown.  Here are two 
events and you know enough to be able to work out for yourself how each has 
been created. 
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Section 9: Posts 
(Estimate less than 5 minutes reading plus a few minutes viewing examples) 

Once you know that WordPress was originally used as a blogging tool then 

many of the features and functions make a lot more sense.  Such a blog is 

called a post and Posts are used today in much the same way to write up 

something that has happened and to display photos as appropriate. 

Introduction 
Some groups like to write a short report on their weekly or monthly meetings.  
This might be a book review or music review or details and photographs about a 
walk they enjoyed.  These short write-ups can be put into a Blog using a special 
block called a ‘Query Loop’ so that the most recent appears at the top of the list 
and the visitor can decide how far back they want to read.  

9a Inherited Query Loop 
If your group page originally had a number of subpages suitable for a Blog you 
may find the ‘Query Loop’ has already been set up and you simply have to add 
new ‘Posts’.   When published they display according to the template rules that 
have been set up with the Query Loop.   If such a template has not been set up 
to display Posts for your group, then ask your Web Manager to create one for 
you. 

Go to the dashboard and select ‘Posts’, select ‘Add New’ which appears in the 
Posts drop down menu, and also at the top of the Posts page.  You know how to 
do this and how to create the content as this is what you have been doing to 
date in this training guide. 

9b Setting the Post Category 
Back in section 3 when we were discussing the 
editing block you saw this screenshot and you 
were warned not to select a category (taxonomy) 
as you could end up publishing your training 
document on another Group Leader’s page.  Now 
is the time that you do need to choose a category 
so you need to know the category name of the 
page you are posting to.  

 
You need to select the correct 
category to get your post to 
display on the correct page. 
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9c Publish the Post 
To ensure that the post is added to the correct blog the category must be set 
the same as the category in the query loop on the group page.  Where 
Categories have already been set up, they have been given the same name as 
the group.  Publish the post as usual.  It will now appear on the top of the blog on 
your group page. 

9d Post examples 
Here are a few examples of post content and layouts. 

There are different ways to display Posts.  In this Walking group example the 
entire Posts with heading, date, text, and photos appears in full. 

 

 

More commonly the Posts appear in a list, in the same way as you saw with 
Events in the last section, and the reader selects the ‘read more’ link to access 
the entire Post content.   
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This is a list of Posts from a Reading group.   

 

Here is the entire Science group Post from a trip to Beamish Living Museum that 
has been accessed from such a ‘read more’ link. 
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Finally another Post displayed in entirety on the group page. 

 

This is another example of a complete Post from a joint Garden and History 
group visit that was accessed from a ‘read more’ link. 

 

Posts are a great way to share memories and photos with your members and 
maybe to attract others to join your group. 
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Section 10: Summary of Author Training 
(Estimate less than 5 minutes reading) 

You have learned a lot as you have worked through this training guide and we 
hope that you have enjoyed it and that it hasn’t been too arduous. 

The objective was to give you the knowledge and skills to be able to create and 
edit your own pages as well as to create and edit Events and Posts if these 
features are applicable to your pages.  If you have been able to follow each 
section and create the blocks that have been discussed then that objective has 
been achieved. 

This guide has not made you a WordPress/SiteWorks expert by any stretch of 
the imagination but it should have provided you with a good foundation that you 
can build on as and when you need to. 

Enjoy using SiteWorks. 

Feedback on Author Training 
In the interest of continuous improvement you will be asked to provide some 
feedback on this workbook once you reach the end of it.  Please take a few 
minutes to complete this so that we can improve the content where necessary 
for the benefit of the authors that come after you. 

Feedback form link 
Here is the link to the feedback form – https://forms.office.com/e/0CiNusGLrC  

 

  

https://forms.office.com/e/0CiNusGLrC
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Appendix A – Website Terms of Use 
Below is a copy of the u3a SiteWorks Website Terms of Use.  This copy is generic 
and does not link to a real Privacy Policy.  You will find a customised copy of 
these Terms of Use on your own website and they contain a link to your own u3a 
Privacy Policy. 

Website Terms of Use 

References to we, us or our means your u3a’s name u3a, charity number 000000 a charity registered 
in England and Wales or Scotland or Northern Ireland. You can contact us by email at 
your_u3a@example.com or by telephone on 020 1234 1234 or postal address if available. 

Introduction 

These terms and conditions apply between you, the User of this Website (including any sub-
domains, unless expressly excluded by their own terms and conditions), and us the owner and 
operator of this Website. Please read these terms and conditions carefully, as they affect your legal 
rights. Your agreement to comply with and be bound by these terms and conditions is deemed to 
occur upon your first use of the Website. If you do not agree to be bound by these terms and 
conditions, you should stop using the Website immediately. In these terms and conditions, User or 
Users means any third party that accesses the Website. 

Intellectual Property and Acceptable Use 

All Content included on the Website, unless uploaded by Users, is the property of your u3a name 
u3a, or other relevant third parties such as our licensors. You have no intellectual property rights in, 
or to, the Website other than the right to use it in accordance with these terms. The Website may 
utilise or include open source software code of third party software and copyrighted material or may 
be subject to third party or open source licences. 

In these terms and conditions, Content means any text, graphics, images, audio, video, software, 
data compilations, page layout, underlying code and software and any other form of information 
capable of being stored in a computer that appears on or forms part of this Website. By continuing 
to use the Website you acknowledge that such Content is protected by copyright, trademarks and 
other intellectual property rights. 

You may, for your own personal, non-commercial use only, do the following: 
a. retrieve, display and view the Content on a device 
b. print one copy of the Content 

You must not otherwise reproduce, modify, copy, distribute or use for commercial purposes any 
Content without the written permission of your u3a name u3a and/or obtaining a licence from us or 
our licensors. 

You retain all of your ownership rights in the content you upload to the Website, but by uploading 
content you are explicitly granting us a perpetual, irrevocable licence to use, store and copy that 
content and where such use involves using personal information, this shall be in accordance with our 
privacy policy. 



V 1.0 February 2024  
 

u3a SiteWorks Author Training Guide Page 73 
 

Prohibited Use 

You may not use the Website for any of the following purposes: 
a. in any way which causes, or may cause, damage to the Website or interferes with any other 
person's use or enjoyment of the Website; 
b. in any way which is harmful, unlawful, illegal, abusive, harassing, threatening or otherwise 
objectionable or in breach of any applicable law, regulation, governmental order; or 
c. making, transmitting or storing electronic copies of Content protected by copyright without the 
permission of the owner. 

Links to other Website and Embedded content from other 
Websites 

This Website may contain links to other independent websites which are not provided by us. Unless 
expressly stated, these sites are not under the control of your u3a name u3a and we are not 
responsible for and have not checked and approved their content or their privacy policies (if any). 

Pages on this site may include embedded content from other websites. It behaves in the exact same 
way as if you visited the other website. These websites may collect data about you, use cookies, 
embed additional third-party tracking, and monitor your interaction with that embedded content, 
including tracking your interaction with the embedded content if you have an account and are 
logged in to that website. 

We assume no responsibility for the content of third party websites linked to the Website and 
disclaim liability for any and all forms of loss or damage that may arise from your use of them. 

Privacy Policy 

We only use any personal data we collect through your use of the Website in accordance with our 
privacy policy. For further information on how we use your data and your data protection rights, 
please see our privacy policy [Insert link to privacy policy]. 

This Website provides information about our u3a’s activities to our members and prospective 
members. We do not place any third party advertising content or social media tracking mechanisms 
on the Website. If you contact us via this Website, the details that you enter on to the contact form 
will be available to any of the members involved in running our u3a. That information will only be 
used to answer your request in so far as it relates to the activities of our u3a. We cannot answer 
questions that relate to individual members which would result in a breach of GDPR and we will not 
send any information you submit to us to any party outside of our u3a. 

Cookies Policy 

We may set cookies on your device. The cookies we use are strictly necessary for the Website to 
function. We do not use cookies that store any personal or identifying information. 

We only provide login facilities on this website to our members. If you visit our login page, we will 
set a temporary cookie to determine if your browser accepts cookies. This cookie contains no 
personal data and is discarded when you close your browser. When you log in, we will also set up 
several cookies to save your login information and your screen display choices. Login cookies last for 
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two days, and screen options cookies last for a year. If you select “Remember Me”, your login 
cookies will persist for two weeks. If you log out of your account, the login cookies will be removed. 
If you edit or publish an article, an additional cookie will be saved. This cookie includes no personal 
data and simply indicates the post ID of the article you just edited. It expires after 1 day. 

Availability of the Website and Disclaimers 

Any online services or information that your u3a name u3a makes available through the Website 
(the Service) is provided "as is" and on an "as available" basis. We give no warranty that the Service 
will be free of defects and/or faults. To the maximum extent permitted by the law, we provide no 
warranties (express or implied) of fitness for a particular purpose, accuracy of information, 
compatibility and satisfactory quality. Your u3a name u3a is under no obligation to update 
information on the Website. In particular if travelling to an event or meeting you should check with 
the organiser (using the contact form) that the event or meeting is going ahead as detailed. 

Whilst your u3a name u3a uses reasonable endeavours to ensure that the Website is secure and free 
of errors, viruses and other malware, we give no warranty or guarantee in that regard and all Users 
take responsibility for their own security, that of their personal details and their computers. 

You will be asked to sign up and create login details to create an account for the Website, which may 
include a user identification name and password. You must treat your login details as confidential 
and you must not disclose them to any other person. 

Your u3a name u3a accepts no liability for any disruption or non-availability of the Website. From 
time to time we may automatically update the Website and/or any content in the Website to 
improve performance, enhance functionality, reflect changes to the operating system, address 
security issues, or for any other reason, and may do so at our discretion. 

Your u3a name u3a reserves the right to alter, suspend or discontinue any part (or the whole) of the 
Website including, but not limited to, any products and/or services available. We will try to give you 
reasonable notice of any suspension or withdrawal. These terms and conditions shall continue to 
apply to any modified version of the Website unless it is expressly stated otherwise. 

If you believe that any of the information on the Website is faulty or wish to contact us for any other 
reason, then you should email the Web Manager using the contact form. 

Changes to these Terms 

We may need to change these terms from time to time to reflect changes in law or best practice, to 
deal with additional features which we introduce, or for any other reason, and may do so at any time 
at our discretion. 

We may transfer this agreement to someone else 

We may transfer our rights and obligations under these terms to another organisation. We will 
always tell you in writing if this happens and we will ensure that the transfer will not affect your 
rights under the contract. 

No rights for third parties 
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This agreement does not give rise to any rights under the Contracts (Rights of Third Parties) Act 1999 
to enforce any term of this agreement. 

Which law applies 
 

The contract is governed by English law and you can bring legal proceedings in respect of it in the 
English courts. If you live in Scotland you can bring legal proceedings in respect of the contract in 
either the Scottish or the English courts. If you live in Northern Ireland you can bring legal 
proceedings in respect of the contract in either the Northern Irish or the English courts. If you live in 
Wales you can bring legal proceedings in respect of the contract in either the Welsh or the English 
courts. 
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Appendix B – Ideas and Inspiration 
They do say that a picture paints a thousand words so what better way to finish 
this training guide than to direct you to some real u3a SiteWorks sites so that 
you can see how others have structured their sites, what sort of things they have 
included, and especially how they have used some of the new features and 
functions to good effect. 

Pioneer sites 
You can find our u3a SiteWorks Pioneer sites on this map - 
https://siteworks.u3a.org.uk/current/live-sites/ .  These are the Centres of 
Excellence around the UK.  They are the sites of our Pioneers who, during 2023, 
were the guinea pigs for u3a SiteWorks.  They have tested product, processes, 
and procedures to help all those Web Managers who will be following.  Click on 
the map and then any site name.  All live sites have a link to the respective 
website so you can explore for yourself. 

 
 
 
 
 

https://siteworks.u3a.org.uk/current/live-sites/
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