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Confused? 

You will notice that this document is quite long and can at times become quite confusing. It is not 

our intention to cause confusion but we are required to equip you with enough knowledge to ensure 

that you are able to create a website which meets legal, standards and accessibility guidelines. 

Unfortunately this means that we have to include a certain amount of technical jargon. 

If you are confused by this manual then we recommend that you skip right ahead to the ‘Creating a 

Page’ section which will get you started in the actual creation of a webpage. You will find that this 

information is relatively straight forward, simple and will give you the confidence to progress. Once 

you are comfortable adding images, editing text etc then you must go back and read over the first 

half of the manual describing what can and can’t be done on a website. 

If you require further assistance then please contact the National Office. Someone will be happy to 

guide you through your first steps. 

 

Purpose of Document 

This document is intended to help Branches create and maintain individual websites as part of the 

National Pony Club Website (pcuk.org). It will teach the basic operation of the tools and facilities as 

well as providing education for important areas such as legal, standards and accessibility 

requirements and best practice. Note that this document is not intended to teach advanced skills in 

website maintenance. 

This document is intended to be kept up-to-date with developments and requests. Therefore, if you 

feel anything is missed out of this document then please notify the National Office. 
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Website Quick Check Sheet 

For each page of the website you add you should ask yourself the following: 

Is the page legal? 

• Does the page contain any personal details about anyone? 

o  If it does then have they consented to have that information on display 

• Does the page contain any images? 

o If it does then have you got the legal rights to use this image? This includes getting 

permission from the copyright holder and ensuring that you have consent from the 

subject of the image (if applicable) 

Does the page conform to Website Standards and Accessibly Compliance 

Guidelines? 

• Is the text easy to read? 

o Is it in a suitable font such as the default style, Arial or Times New Roman? Note that 

Comic Sans may look informal but it is not always a suitable font 

o Is it in an easy to read colour when placed over the background? 

o Is the text scrolling across the page? These effects should not be used 

o Is the font a suitable size? Lots of large text can be hard to read 

• Have you used any coloured fonts? 

o If so then make sure that you are consistent (i.e. always use the same colour for 

headings, important alerts etc). This should be consistent across the whole site 

• Do you use images? 

o If so then have you given the image an ‘alt’ tag or description (see the ‘Inserting an 

Image’ section) 

• Do you use moving or animated images? 

o Moving and animated images should be used with caution. They can make the page 

overly busy and hard to read. 

• Are your images a suitable size? 

o Large images will take a long time to download and can make reading the page 

difficult. Always try to ensure that your images fit properly in the page and always 

try to shrink them before uploading to speed up your website 

Is the page up-to-date? 

• Does the page contain any information which is out-of-date or about a past event? 

o If it does then keep this to a minimum or remove completely 

Is the page easy to use? 

• Does it appeal to your Members? 

o Members will like clean, easy to use pages so that information can be found quickly 

o Avoid using lots of images and moving / animated elements 

o Keep the style of page easy to read and consistent 

• Is the page in a logical place? 
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o Make sure that you put content in a logical place (i.e. don’t put information about a 

Camp in the Rallies section unless it is necessary) 

• Does the page contain a lot of text? 

o If it does then consider shrinking it. Lots of text is hard to read 

o Consider using the ‘Quick Links’ tool to assist reading (more information can be 

found in the manual) 
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Child Protection 

If you have a website then you must take reasonable steps to ensure you comply with child 

protection laws and regulations as well as exercising caution where appropriate. 

Do not put any child at risk by putting information on your website which may be used to identify 

them. 

If you create a page on a social networking site such as MySpace, Facebook, Bebo or Pizco then you 

must be very active in the monitoring of your site and keep the following in mind. 

• Children under 13 are not allowed to join such services and you should not encourage them 

to join 

• Children must be fully aware of the privacy implications 

• Such sites are often used by persons with wrongful intent and you may find you are caught 

in the middle of such issues. 
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Security 

It is every user’s responsibility to take steps to ensure that the security of the website or the 

personal details of anyone is not put at risk. This includes: 

• Managing your password properly 

o Do not write it down 

o Only reveal your password those who NEED to know but preferably no-one 

o Do not respond to any requests to send your password via e-mail or by any other 

means. The Pony Club National Office will never ask you for this information 

• Taking reasonable steps to ensure the protection of all Members, Officials, Volunteers etc of 

your Branch 

o Do not give out personal details (including phone numbers, addresses e-mails etc) in 

a webpage without getting express permission 

o Make sure you have permission to use any photos which identify any person(s) 

o Do not use the website to communicate with people in a private manner – 

remember it can be seen by anyone in the world 

• Make sure you change your password if responsibility for the website is passed on to 

someone else 

o The password should be changed if there is a personnel change. This will stop 

unauthorised access by previous users. 

o If a user no longer requires access, remove or block them as soon as possible. 
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Legal Issues 

As a website operator you must act within certain legal restrictions and guidelines. Note that not 

following the advice below could result in legal action being bought upon you. 

Copyright Violations 
You are not allowed to use any images on your website which are protected by copyright. You must 

either: 

• Be the original owner of the image 

• Have express, preferably written, permission from the original owner 

• Ensure that the image is offered royalty free 

If you are not sure then do not use the image. Many organisations now use automatic software to 

search the internet and locate images which are used illegally so you must act responsibly. 

Photo Contents 
If the image is a photo which features a recognisable individual or group of individuals, you must 

have permission to use their image on your website 

Inappropriate Material 
You must also ensure that you do not place any indecent images on your website or knowingly 

provide links to any inappropriate material such as pornographic media, graphic images of violence 

or abuse, material promoting terrorism or material promoting drug abuse. 

Data Protection 
Do not place the contact details of anyone on your website unless you have that persons express 

permission. In all cases you should exercise reasonable caution when placing personal details on a 

website 
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Accessibility Issues 

As the operator of a website you have the responsibility to ensure that you meet several accessibility 

requirements which have been designed to ensure that you do not victimise against those who use 

equipment to assist with disabilities. The site will automatically take care of a majority of 

requirements for you although there are some areas which you must be aware of. Note that failure 

to take reasonable steps could result in legal action. 

Website Trends 
Whilst it might be tempting to use flashing, moving and brightly coloured images which catch your 

eye you should refrain from doing so for the accessibility reasons outlined below. In addition to this 

it is common place to assume that children like this kind of website but the opposite is in face true. A 

look at websites such as Facebook, Play or Amazon show that popular websites use clean, efficient 

visual designs. 

Copy and Paste 
It’s very tempting to just copy and paste text from a Word document. You should avoid this where 

ever possible as you will also copy lots of hidden text that makes the page slow to load, interferes 

with the automatic functions to assist with accessibility, makes editing awkward and will result in a 

poor experience for the user. 

If articles are always written before hand then you should ask that these are written in a simple 

package like Notepad or WordPad which do not copy hidden text.  

Copying a table out a document is also advised against. The table should be entered manually on the 

website. 

Text and Fonts 
In all cases appropriate text and fonts must be chosen to ensure that the page contents can be easily 

read. 

Don’t 

 Alter the standard font size unless absolutely necessary. Tools have been provided to allow 

the user to alter the text size to suit their needs 

 Alter the font type unless absolutely necessary. Fonts like ‘Times New Roman’ and ‘Arial’ 

may be boring but they are readable. Font’s such as brush scripts are hard to read and 

strongly recommended against 

 Alter the font colour unless absolutely necessary. Websites work by defining pre-set colours 

and patterns to make navigation easier. For example, blue text is generally reserved for links 

so having blue text which is not a link makes things confusing for users. 

 Use text which is in low contrast to the back ground colour (i.e. pink text on a red 

background) 
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 Use fonts which blink, flash or have any scrolling effect 

Do 

 Use easy to understand, clear and simple text 

 Make sure that the style of your text conforms across the whole pcuk website (especially 

within your own Branch sub-area) 

 Make sure the page can be easily read 

Images 

Please read the legal guidance from the previous section before continuing. 

It is very common for people to get confused by images and image editing packages. One point 

should be made clear though. Microsoft word is not an image editing package. Images in a Word 

document can rarely be extracted for use elsewhere so you should avoid using it at all costs. All 

computers running windows have a basic program called ‘Paint’ installed. Use this to edit your 

images or use software which came with your printer, digital camera or other device. 

Images are promoted to illustrate pages but the following should be adhered to. 

Don’t 

 Use flashing or moving images excessively. 

 Use images which are large resulting in bunched up text or distorted page margins 

 Use images which have a large filesize. Never use a bmp (bitmapped) image as these are too 

large and dramatically slow down the whole website. Always save your image as a jpg, gif or 

png image. 

 Place text over images unless that text is easy to read 

 Use images which are blurred or hard to make out unless that is the intention 

 Use too many pictures on one page – use our gallery if you need many images in one place. 

 Link to an image on another website. Download it first and then upload to your own site. 

Do 

 Use our gallery to display lots of images in one place 

 Ensure that the file size of your image is small 

 Use good, clear images 

 Feel free to use an image editing package to alter an image to suit your needs (remember 

that you still need the copyright) 

 Ensure you specify an ‘alt’ tag with every image (refer to the Inserting an Image section for 

more details) 

NOTE: The website will attempt to resize your images to suitable settings for you where possible 
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Tables 
Tables are a great way of laying out information such as the results of a competition but some care 

should be taken to ensure that the table is kept manageable. You should only use tables where 

absolutely necessary 

Don’t 

 Use tables excessively, only where necessary 

 Make the table too complex 

 Use complex borders, plain lines will suffice 

 Use colours which make the contents hard to read – remember that a table is meant to 

make it easy to digest lots of information 

Do 

 Consider using our ‘Tables’ tool to help you enter and display information 

 Ensure that your table isn’t so wide that it doesn’t fit on the table. 

 Make sure that the table provides a genuine benefit to the user 
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Image Editing 

We are aware that image editing can be tricky although a good working knowledge of the 

requirements as key points listed below is vital if you are maintaining a website. One badly chosen 

image can slow down your site a lot. We make every effort to ensure our site will do as much work 

as possible automatically although it cannot do everything. 

Things like filesize (kb / mb) or pixels (px) may sound confusing although you can quickly get to grips 

with them. The filesize is an indication of how long an image will take to download onto your screen. 

1Mb is approximately 1000Kb and this might take around 5 seconds to download using a fast 

connection. Therefore using an image of around 100kb will take around 0.5seconds to download on 

a fast connection which is much more suitable. 

We are unable to give specific advice on all software packages due to the number available. We do 

however recommend that you use some software to reduce the size of your images, ideally to less 

than 100kb and no more than 400px across. 

Most digital cameras etc will come with some image editing software which will help you resize 

images. It is recommended that you use this to ensure your images are suitable for placing on a 

website. 

Adobe has released a free version of its Photoshop package known as Photoshop Express (visit 

http://www.photoshop.com/express for more details). This is an entirely web based product (i.e. no 

need to download software) and can be used for basic editing if you do not have software already on 

your computer. 

Key Points 

You must remember the following: 

• Large images will slow down your site and the site of every other Branch 

• Large images will distort your page 

• Images should ideally be less than 100Kb (0.1Mb) in terms of file size and no greater than 

around 400px horizontally 

• Images must be in jpg, gif or png formats. Other formats such as bmp are too large whilst 

others like eps are unsupported. 

• A word document can not be used as an image – even if there is an image in the document. 

Word documents will also compress images in a way which often makes them unusable 

outside of the original document. It is therefore recommended that you do not use Word to 

manipulate, send or receive images. 
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I’m New 

If you are new to The Pony Club website system then the first thing you will need to do is change the 

password for your account. This will stop any unauthorised access by previous users. This can easily 

be done by going to your website, logging in with the current password and then selecting ‘Users’ 

and finally click on your username. You will be able to change your password from here. 

The next step is to read this manual, paying particular focus to the legal and website standards 

sections. You are then able to start editing your website as you see fit, if you come across any 

problems then please contact the National Office for further assistance. 

 

How Should I Use My Website? 

For an effective website you should: 

• Encourage anyone involved with your Branch to use the website to look up information 

about upcoming events etc 

• Make sure that you comply with all legal, website standards and accessibility guidelines 

• Ensure that your pages are kept up-to-date, do not contain unnecessary information about 

past events and are easy to read 

• Make sure you do not have an excessive number of pages. If you need to scroll down the 

page a lot to see all of your menu then you have too many 

• Make good use of the calendar for displaying information about rallies, camps etc. 

• Work with the National Website (i.e. pcuk.org) to avoid duplicating information. You should 

not reproduce rules and procedures but rather provide links for users to find the right 

information  
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How Should I Organise My Website? 

NOTE: All dates put in the calendar are automatically pulled across into your website and into the 

Area Calendars. The events will automatically be put into date order and will be removed once that 

date has passed. 

General Notes 
You are free to organise your website however you like although it is strongly recommended that 

you follow a few basic guidelines below. The information regarding Dates and Time is especially 

relevant and will enable you to keep your website up-to-date more easily. 

Try not to have too much information on each page and try not to have too many pages. This can be 

achieved by making sure that you don’t duplicate information unless absolutely necessary and by 

ensuring that older items are removed from the website. Remember that pages can be added and 

removed as required. 

NOTE: Remember that this is a public website. You should not publish personal details anywhere on 

the site unless you have got the permission from those people involved. 

Home Page 
Your Home Page should be a brief introduction to your Branch. You can use this to display important 

announcements and updates. This should always be the first page on your website, if it is not then 

please read the ‘Changing the Order of Your Menu’ section 

News 
You can use the ‘Posts’ tool for your news items. This will automatically display, organise and archive 

your news items. 

Events / Calendar 
Event  Times should be placed in a Calendar. Before you can add events, you need to add a calendar 

page. See the relevant section for more details on adding a Calendar Page or adding individual 

events to the calendar.  

Training 
If you have a lot of information regarding training then it is recommended that you setup a page for 

this area. If you have any training events, these can be put in the calendar (see see ‘Inserting an 

Event’). 
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Volunteering 
A separate page could be setup for volunteering. This can contain information on what volunteering 

involves or if you have any volunteer positions available. 

Images 
Images can be placed anywhere on any page (see the ‘Inserting an Image’ section for details on how 

to achieve this). If you want to have a lot of pictures in one place then you can create an Image 

Gallery (see the ‘Using your Image Gallery’ section). This will allow you to upload several pictures 

onto one page. Your website will automatically create thumbnail images which expand to full size 

once they have been clicked on. This makes your website much faster to load as well as making it 

easier to browse. For more information on creating an Image Gallery please see the ‘Using your 

Image Gallery’ section. 

NOTE: Remember that you must get permission to use a photograph / image if you are not the 

copyright holder. If the image contains one or more persons which can be identified, you should also 

seek their permission. 

Files 
Files can be placed anywhere on any page (see the ‘Inserting a File’ section for details on how to 

achieve this). 

NOTE: Every effort should be made to make these files compatible for everyone which usually means 

converting to a PDF document. This can be done in many ways although using a program such as 

PDFCreator or Open Office is strongly recommended. Remember that not everyone can open Word 

documents or Excel files. 
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Our Branch has its Own Website which 

we run Independently 

If you have your own website which is run and operated independently from the National Site then it 

is recommended that you have a single ‘Home Page’ setup on our own site which will then contain a 

link to your independent site. To set this up just create your home page and simply place a link on it 

to direct users to your own site. 

You will still be able to use the calendar on the National website if you wish. This is recommended as 

it will allow for greater exposure as well as integration with the Area Calendars. If you are able to 

alter your site a little, the calendars can be made to automatically put information on your own 

website. If you want this feature then please contact the National Office. 

Whilst you are free to run your own site it is important that you assess your site to ensure you 

comply with the legal, standards and accessibility requirements outlined at the beginning of this 

manual.  

We also ask that whenever applicable, you point users back to the National Website to download 

documents or for general information. This will help us to ensure that all the information which can 

be obtained is up-to-date and relevant whilst also giving us more detail regarding how people use 

our website. 

If you create a page on a social networking site such as MySpace, Facebook, Bebo or Pizco then you 

must be very active in the monitoring of your site. It is strongly recommended that you do not use 

such a service but if you do then please remember the following: 

• Children under 13 are not allowed to join such services and you should not encourage them 

to join 

• Children must be fully aware of the privacy implications 

• Such sites are often used by persons with wrongful intent and you may find you are caught 

in the middle of these issues 
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Website Layout and Style 

Links and Navigation Menu 
Your site will have its own navigation menu down the left side of the page. There will be no links 

regarding the HQ website other than those across the top and bottom of each page. Your navigation 

menu will consist of links to pages you have created for your website 

Pages 
You are no longer restricted to using the predefined pages. You can now create new pages like 

‘Rallies’, ‘Camps’, ‘Image Gallery’ which will all automatically be added to the navigation menu 

located down the left side of your website. 

The most important change is that you are now able to have as many pages as required (to a 

sensible limit) and you are no longer restricted to having the preset pages like ‘Latest News’, 

‘Contact Us’ etc. Rather than having to list all the details of your rallies in the ‘Latest News’ or 

‘Activities’ section, you can now create a ‘Rallies’ page and list all the information in there. 

Sub-Pages / Sub-Menus 
Sub-pages can now be used on your page. A sub-page (or sub-menu) is a page / menu item which 

only displays when you are in the relevant area. For example, you might have a ‘volunteering’ page 

which describes what volunteering involves. As a sub-page, you might have a ‘current opportunities’ 

page which lists the roles which need to be filled. 

Using sub-pages / sub-menus allows you to keep your site organised and clean however, do not over 

use this facility and think carefully before using it as overly complex menus can be confusing. 



 

The Editor 

The Editor is a tool you will see w

white area with a selection of tools in a toolbar across the top of the page not unlike that seen in 

software such as Microsoft Word.

Adding text is as simple as writing in the editing are

paste text from word processors

included which will adversely affect your website.

appropriate tools provided. 

Tools and Icons 

The most commonly used tools and their usage is given below. 

Name Icon How to Use

Undo  

Click the button to undo your last action. You can also control this with 

(Ctrl + Z)

 

Redo  
Click the button to Redo your last action. You can also control this with 

(Ctrl + Y)

Bold  
Click this to start typing in bold, click again to stop typing in bold. You can 

also highlight text and click this button to make the selected 

Italic  

Click this to start typing in italics, click again to stop typing in italics. You 

can also highlight text and click this button to make the selected text 

italics

Underline  

Click this to start typing with underlining, click again to stop typing with 

underlining. You can also highlight text and click this 

selected tex

Bullet Points 

(dot)  

To start adding bullet points ensure that you have press

a new line, click this button and then start typing. Each time you press 

return you will add a new bullet point. When you have finished adding 

bullet points press return so that you have a blank bullet point and then 

click this button ag

The Editor is a tool you will see whenever you wish to edit the contents of your page. It is a large 

white area with a selection of tools in a toolbar across the top of the page not unlike that seen in 

software such as Microsoft Word. 

Adding text is as simple as writing in the editing area. Remember that you should not just copy and 

paste text from word processors as, although you may not see it, there will be a lot of hidden text 

included which will adversely affect your website. If you must copy and paste, please use the 

The most commonly used tools and their usage is given below.  

How to Use 

Click the button to undo your last action. You can also control this with 

(Ctrl + Z) 

Click the button to Redo your last action. You can also control this with 

(Ctrl + Y) 

Click this to start typing in bold, click again to stop typing in bold. You can 

also highlight text and click this button to make the selected 

Click this to start typing in italics, click again to stop typing in italics. You 

can also highlight text and click this button to make the selected text 

italics 

Click this to start typing with underlining, click again to stop typing with 

underlining. You can also highlight text and click this button to make the 

selected text underlined 

To start adding bullet points ensure that you have press

a new line, click this button and then start typing. Each time you press 

return you will add a new bullet point. When you have finished adding 

bullet points press return so that you have a blank bullet point and then 

click this button again 
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white area with a selection of tools in a toolbar across the top of the page not unlike that seen in 

 

Remember that you should not just copy and 

as, although you may not see it, there will be a lot of hidden text 

If you must copy and paste, please use the 

Click the button to undo your last action. You can also control this with 

Click the button to Redo your last action. You can also control this with 

Click this to start typing in bold, click again to stop typing in bold. You can 

also highlight text and click this button to make the selected text bold 

Click this to start typing in italics, click again to stop typing in italics. You 

can also highlight text and click this button to make the selected text 

Click this to start typing with underlining, click again to stop typing with 

button to make the 

To start adding bullet points ensure that you have pressed return to start 

a new line, click this button and then start typing. Each time you press 

return you will add a new bullet point. When you have finished adding 

bullet points press return so that you have a blank bullet point and then 



 

Bullet Points 

(numbered)  

To start adding bullet points ensure that you have pressed return to start 

a new line, click this button and then start typing. Each time you press 

return you will add a new bullet point. When you have finished adding 

bullet

click this button again

Decrease 

Indent  
To decrease the indent of your text

recommended

Increase 

Indent  
To increase the indent of your text

recommended

Strikethrough  

Click this to start typing with a straight line through your text, click again 

to stop typing in this way. You can also highlight text and click this button 

to add a strikethrough effec

Edit HTML 

Source 
HTML 

This can be found in the top

change to HTML view and click on ‘Visual’ to go back again.

 

NOTE

knowledge o

Paste from 

Word  

Use this to copy the contents from a word document. When you click on 

this button a new window will pop up. Paste the contents into that new 

window by pressing Ctrl + V on your k

 

Note

although you may not see it, there will be a lot of hidden text included 

which wil

Paste as Plain 

Text  

Use this to copy the contents from another document. W

this button a new window will pop up. Paste the contents into that new 

document by pressing Ctrl + V on your keyboard and then click ‘Insert’

Horizontal 

Line  
Click this button to insert a horizontal line through your page. Can be 

useful fo

Align right  Click this button to align the text to the right

Align Centre  Click this button to align the text with the centre of the page

Align Left  Click this button to align the text to the left (this is the normal 

Align Full  
Click this button to fully align the text (with no gaps to the left and right 

margin. This is how newspapers and magazines are often typed)

Text / Font 

Colour  

Click the small arrow next to this icon to choose the colour for your 

Note that you may need to highlight the text you want to change and 

then click this icon to apply the new colour. Remember that you should 

only use colours which are easy to read

Insert / Edit 

Link 

(Hyperlink) 
 

Highlight the text / image you want 

icon. More information about t

Links’ section

Remove Link 

(Hyperlink)  

Highlight a link in your text and then click on this icon to remove the link. 

More information about this 

section

Spell Check  

Use this tool to spell check your work. When you click on this icon a 

notice will pop up for a few seconds which

document is being spell checked. This will then disappear and you will 

either get a notice which tells you that there were no spelling errors or 

some words will be given a jagged, red underline. Click on these words 

for alternative sp

To start adding bullet points ensure that you have pressed return to start 

a new line, click this button and then start typing. Each time you press 

return you will add a new bullet point. When you have finished adding 

bullet points press return so that you have a blank bullet point and then 

click this button again 

To decrease the indent of your text, click this button. Note that this is not 

recommended 

increase the indent of your text, click this button. Note that this is not 

recommended 

Click this to start typing with a straight line through your text, click again 

to stop typing in this way. You can also highlight text and click this button 

to add a strikethrough effect to the selected text 

This can be found in the top-right corner of the editor

change to HTML view and click on ‘Visual’ to go back again.

NOTE: This is only recommended for advanced users with a strong 

knowledge of HTML 

Use this to copy the contents from a word document. When you click on 

this button a new window will pop up. Paste the contents into that new 

window by pressing Ctrl + V on your keyboard and then click ‘Insert’

Note that it is not recommended to paste from any word processor as, 

although you may not see it, there will be a lot of hidden text included 

which will adversely affect your website 

Use this to copy the contents from another document. W

this button a new window will pop up. Paste the contents into that new 

document by pressing Ctrl + V on your keyboard and then click ‘Insert’

Click this button to insert a horizontal line through your page. Can be 

useful for separating various sections 

Click this button to align the text to the right 

Click this button to align the text with the centre of the page

Click this button to align the text to the left (this is the normal 

Click this button to fully align the text (with no gaps to the left and right 

margin. This is how newspapers and magazines are often typed)

Click the small arrow next to this icon to choose the colour for your 

Note that you may need to highlight the text you want to change and 

then click this icon to apply the new colour. Remember that you should 

only use colours which are easy to read 

Highlight the text / image you want to form the link from then click this 

icon. More information about this tool can be found in the

Links’ section 

Highlight a link in your text and then click on this icon to remove the link. 

More information about this tool can be found in the ‘Inserting Links’ 

section 

Use this tool to spell check your work. When you click on this icon a 

notice will pop up for a few seconds which informs you that the 

document is being spell checked. This will then disappear and you will 

either get a notice which tells you that there were no spelling errors or 

some words will be given a jagged, red underline. Click on these words 

for alternative spelling suggestions 
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To start adding bullet points ensure that you have pressed return to start 

a new line, click this button and then start typing. Each time you press 

return you will add a new bullet point. When you have finished adding 

points press return so that you have a blank bullet point and then 

click this button. Note that this is not 

click this button. Note that this is not 

Click this to start typing with a straight line through your text, click again 

to stop typing in this way. You can also highlight text and click this button 

right corner of the editor. Click on this to 

change to HTML view and click on ‘Visual’ to go back again. 

: This is only recommended for advanced users with a strong 

Use this to copy the contents from a word document. When you click on 

this button a new window will pop up. Paste the contents into that new 

eyboard and then click ‘Insert’ 

that it is not recommended to paste from any word processor as, 

although you may not see it, there will be a lot of hidden text included 

Use this to copy the contents from another document. When you click 

this button a new window will pop up. Paste the contents into that new 

document by pressing Ctrl + V on your keyboard and then click ‘Insert’ 

Click this button to insert a horizontal line through your page. Can be 

Click this button to align the text with the centre of the page 

Click this button to align the text to the left (this is the normal setting) 

Click this button to fully align the text (with no gaps to the left and right 

margin. This is how newspapers and magazines are often typed) 

Click the small arrow next to this icon to choose the colour for your text. 

Note that you may need to highlight the text you want to change and 

then click this icon to apply the new colour. Remember that you should 

to form the link from then click this 

his tool can be found in the ‘Inserting 

Highlight a link in your text and then click on this icon to remove the link. 

the ‘Inserting Links’ 

Use this tool to spell check your work. When you click on this icon a 

informs you that the 

document is being spell checked. This will then disappear and you will 

either get a notice which tells you that there were no spelling errors or 

some words will be given a jagged, red underline. Click on these words 
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Key Changes 

If you were using the previous version of our website editor, there are a few important changes you 

should be aware of. These are: 

• Logging In –The administrative section has been moved to a new area of your site which is 

‘hidden’. More details can be found in the ‘Logging In’ section of this manual. 

• Editors / Administrators – You can now have multiple editors and administrators of your 

site, each with their own username and password. Check the ‘Users’ section for more 

details. 

• Sub Pages / Sub Menus – You can now have sub pages in your website. This will help you to 

keep the menu options tidy by grouping things together. 

• Auto Saving / Page Revisions – Each time you edit a page on the website, a copy of the old 

page is also saved in case you need to revert back to it. Furthermore, the page you are 

working on ‘auto-saves’ every few minutes to protect against accidental data loss 

• Image / File Upload – uploading files and images is now faster. 

• Image / File Management – Images and files are now stored and accessed in a different 

way. The change isn’t too dramatic although it should result in a faster and easier to use 

system 

• Calendar – The ‘upcoming events’ section on your site has now been improved to allow for 

searching between certain dates or within another Branch / Area. You can also add extra 

text to your calendar page if you wish 

• Image Gallery – The image gallery has been changed to allow for greater flexibility and 

control. A little technical know-how is required to use the image gallery properly although 

this is all explained in the manual. 

• Tables – A table tool has been included. This will help you to format complex tables. A little 

technical know-how is required although the process is explained in this manual. 

• Pages / Posts – Two types of pages are now included. One is a ‘Page’ page which is like any 

normal page on a website. A ‘Post’ page is ideally used for news updates as it handles the 

addition and archiving of old news. 

• Editor – The editor has changed and should now be faster to load. Many of the options have 

been removed to make the system easier to use. 

 

I don’t want to retype everything again! 
If you currently have a Pony Club website on pcuk.org, we’ve developed a tool to import everything 

into the new administrative interface for you. Simply login and go to the ‘Tools’ menu from the 

dashboard. In here you will find an option called ‘Import’, click on this. 

When the page loads, select the option called ‘Pony Club’. You will be asked to fill in a few details 

which ensure that you are happy to continue importing all the pages. Follow the steps though and all 

the pages will be imported. 
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NOTE: This should only be done once. Doing this a second time will duplicate all the pages. 

ALSO NOTE: The system does its best to alter the content to fit the new site style although it can’t do 

everything automatically. Some changes will be required. Note that images and files will still be 

shown in the site but they are not included in your Media galleries. 
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Logging In 

To login to the administrative section of the website simply go to your Branch website and append 

‘/wp-admin’ on the end of the address. 

For example, if your website is http://branches.pcuk.org/mybranch, simply change this to 

http://branches.pcuk.org/mybranch/wp-admin 

Once the page loads you will be asked for a username and password. Enter these as appropriate. 

Once logged in you will be taken to the ‘Dashboard’. This page contains all the links and information 

required to edit your website. 
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Users 

You can add, edit and remove users from your website as you see appropriate. Note that any user of 

your site will be able to edit the contents. Remember that a user is different from a viewer! 

To manage your users, login and go to the ‘Users’ section. From here you will be able to administer 

your users as you feel necessary. 

The Pony Club does not impose any limits on who can edit the website but we suggest that you keep 

the number as small as possible. For security purposes, we also suggest removing permissions from 

in-active users as soon as possible. 
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Post or Page 

You will see that you have two options for putting content on your website. One is a Post and 

another is a Page. Both will seem to have very similar functionality although there are small 

differences which make one more appropriate than the other in certain situations 

Page 
A page is just as it sounds, a page on your website. This can have sub-pages and contain anything 

you like. You will probably use the Page option in 95% of your website 

Post 
A post is very similar to a page although it is intended for things such as news items. When a new 

post is added, the information is displayed like a blog (i.e. an extract from this page will be shown in 

your news page, users can click on a link for more information). This means that users are able to see 

all the recent news updates on one page and get more information about the bit’s they are 

interested in. A good example of how to use this can be seen on http://members.pcuk.org (the front 

page lists all the recent posts).  



 

Creating a New Page

STEP 1 – Get to the New Page Screen

Creating a new page for your website is a straight forward process. 

option of the menu and select ‘Add New’.

STEP 2 – Write the Page

When the page loads you can fill in the page title (which is also the menu title so kee

the content of the page. 

Creating a New Page 

Get to the New Page Screen

Creating a new page for your website is a straight forward process. Once logged in,

option of the menu and select ‘Add New’. 

 

Write the Page 

When the page loads you can fill in the page title (which is also the menu title so kee
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Get to the New Page Screen 

Once logged in, go to the ‘Pages’ 

When the page loads you can fill in the page title (which is also the menu title so keep it short) and 

 



 

Fill in the sections as appropriate. Note that more information on the editor and how to insert 

images / files can be found later in this manual.

 

STEP 3 - Save 

Once you are happy with the page simply look across 

button. Click this to save the page and publish it on your website. Note that there are other options 

above the button which you might want to explore

 

 

 

Fill in the sections as appropriate. Note that more information on the editor and how to insert 

images / files can be found later in this manual. 

 

Once you are happy with the page simply look across to the top right of the page for a blue ‘publish’ 

button. Click this to save the page and publish it on your website. Note that there are other options 

above the button which you might want to explore. For further details, contact HQ.
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Fill in the sections as appropriate. Note that more information on the editor and how to insert 

to the top right of the page for a blue ‘publish’ 

button. Click this to save the page and publish it on your website. Note that there are other options 

. For further details, contact HQ. 



 

Creating a New 

IMPORTANT: This section describes how to make a page which shows your calendar NOT how to 

add an event to your calendar. To find out how to add events to the calendar please refer to the 

relevant section 

To create a new Calendar page simply f

‘Calendar’ (or something similar) and then enter some introduction text in the page if you feel it is 

appropriate. 

Before saving the page, look just under the ‘Publish’ options to a section ti

see one section labelled ‘Template’, change this from the Default to ‘Calendar’. This will 

automatically insert the calendar and the search tools at the bottom of your page (note that you will 

not see this in the editor, only on

 

 

Creating a New Calendar Page 

IMPORTANT: This section describes how to make a page which shows your calendar NOT how to 

add an event to your calendar. To find out how to add events to the calendar please refer to the 

To create a new Calendar page simply follow Steps 1 and 2 for creating a new page. Write the title as 

‘Calendar’ (or something similar) and then enter some introduction text in the page if you feel it is 

Before saving the page, look just under the ‘Publish’ options to a section titled ‘Attributes’. You will 

see one section labelled ‘Template’, change this from the Default to ‘Calendar’. This will 

automatically insert the calendar and the search tools at the bottom of your page (note that you will 

not see this in the editor, only on the live page). 
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IMPORTANT: This section describes how to make a page which shows your calendar NOT how to 

add an event to your calendar. To find out how to add events to the calendar please refer to the 

ollow Steps 1 and 2 for creating a new page. Write the title as 

‘Calendar’ (or something similar) and then enter some introduction text in the page if you feel it is 

tled ‘Attributes’. You will 

see one section labelled ‘Template’, change this from the Default to ‘Calendar’. This will 

automatically insert the calendar and the search tools at the bottom of your page (note that you will 



 

Making Sub-Pages / Sub

Sup Pages / Sub Menus are used when you have alot of pages which can be grouped together. 

Suppose you have lot’s of event results to publish, you can have one main menu item (known as a 

Parent’) called ‘Results’ and then lots of sub pages / menu items (known as Children) each of which 

is about one particular event.  

In order to set such a system up, simply follow the steps below.

 

STEP 1 – Create the Parent Page

You may already have a page you want to use 

to add a new page but you may wish to look at the advice below anyway.

Just create a new page as normal (in this example we will call it ‘Results’)

have some text on this page, even if it is just to make viewers aware that more information is found 

in the sub-pages of the menu. 

Save this page 

 

STEP 2 – Create a Child Page

Create another page as normal. However, just before saving, look in the ‘Attributes’ section just 

under the ‘Publish’ options on the right of the page. The top option is called ‘Parent’. Change this 

from ‘Main Page’  to be your new parent page you created in Step 1.

Note that if you already have a child page created, you can just edit it and alter the ‘Parent’ a

as above without have to retype everything.

interface. 

Pages / Sub-Menus 

Sup Pages / Sub Menus are used when you have alot of pages which can be grouped together. 

Suppose you have lot’s of event results to publish, you can have one main menu item (known as a 

sults’ and then lots of sub pages / menu items (known as Children) each of which 

In order to set such a system up, simply follow the steps below. 

Create the Parent Page 

You may already have a page you want to use as the parent setup. If this is the case you do not need 

to add a new page but you may wish to look at the advice below anyway. 

Just create a new page as normal (in this example we will call it ‘Results’). We recommend that you 

even if it is just to make viewers aware that more information is found 

Create a Child Page 

Create another page as normal. However, just before saving, look in the ‘Attributes’ section just 

‘Publish’ options on the right of the page. The top option is called ‘Parent’. Change this 

from ‘Main Page’  to be your new parent page you created in Step 1. 

Note that if you already have a child page created, you can just edit it and alter the ‘Parent’ a

as above without have to retype everything. Note that this can also be done through the ‘Quick Edit’ 

 

-29- 

 

Sup Pages / Sub Menus are used when you have alot of pages which can be grouped together. 

Suppose you have lot’s of event results to publish, you can have one main menu item (known as a 

sults’ and then lots of sub pages / menu items (known as Children) each of which 

as the parent setup. If this is the case you do not need 

. We recommend that you 

even if it is just to make viewers aware that more information is found 

Create another page as normal. However, just before saving, look in the ‘Attributes’ section just 

‘Publish’ options on the right of the page. The top option is called ‘Parent’. Change this 

Note that if you already have a child page created, you can just edit it and alter the ‘Parent’ attribute 

Note that this can also be done through the ‘Quick Edit’ 
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STEP 3 – Repeat! 

Repeat Step 2 as many times as required to group your child pages. 

 

  



 

Editing a Page

The process of editing a page is very similar to that for creating a page.

 

STEP 1 – Pick the Page you W

Once logged in, go to the ‘Pages’ option of the menu and select ‘Edit’.

When the page loads you will be presented with a list of all the pages on your site. Simply sele

page you want to edit and click on the title or on the ‘Edit’ link which will appear below.

 

STEP 2 – Edit the Details

You will now be presented with a page that looks very similar to the ‘Add New Page’  screen. Simply 

edit the details as required. 

Note that more information about the editor can be found in this manual.

 

STEP 3 – Save 

Once you have edited all your details you can just click ‘

Editing a Page 

is very similar to that for creating a page. 

Pick the Page you Want to Edit

Once logged in, go to the ‘Pages’ option of the menu and select ‘Edit’. 

 

When the page loads you will be presented with a list of all the pages on your site. Simply sele

page you want to edit and click on the title or on the ‘Edit’ link which will appear below.

Edit the Details 

You will now be presented with a page that looks very similar to the ‘Add New Page’  screen. Simply 

Note that more information about the editor can be found in this manual. 

 

Once you have edited all your details you can just click ‘Update Page’ in the top right of the screen.
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ant to Edit 

When the page loads you will be presented with a list of all the pages on your site. Simply select the 

page you want to edit and click on the title or on the ‘Edit’ link which will appear below. 

You will now be presented with a page that looks very similar to the ‘Add New Page’  screen. Simply 

Update Page’ in the top right of the screen. 
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Changing the Page / Menu

You will probably want to change the order your pages appear in the Menu in order for users to 

navigate with more ease. Note that we generally suggest having a ‘Home’ page at the top of the 

menu and a ‘Contact’ page towards the bottom.

STEP 1 – Starting to Change the Order

Note: if you always want a page to stay at the top 

number (such as -1). You don’t have to keep the numbers consecutive either so three pages of order 

1, 3, 18 will display as well as 1,2,3. If you have two pages with the 

sorted alphabetically. 

TIP: If you don’t want to spend time organising all your pages all the time, try setting the home page 

as ‘-99’ and the contact page as ‘99’. All the other pages will then appear between these in 

alphabetical order. If you want to add a new page that is always second in the menu, just set it to 

have a page order or ‘-98’ 

Login to the administrative back

As you hover over each page you will see 

click ‘Quick Edit’ or you can click on Edit. Note that we only suggest clicking ‘Edit’ if you have other 

changes you want to make. 

 

 

Changing the Page / Menu Order

nge the order your pages appear in the Menu in order for users to 

navigate with more ease. Note that we generally suggest having a ‘Home’ page at the top of the 

menu and a ‘Contact’ page towards the bottom. 

Starting to Change the Order

u always want a page to stay at the top of the menu you can give it a negative page 

. You don’t have to keep the numbers consecutive either so three pages of order 

1, 3, 18 will display as well as 1,2,3. If you have two pages with the same order number, they will be 

If you don’t want to spend time organising all your pages all the time, try setting the home page 

99’ and the contact page as ‘99’. All the other pages will then appear between these in 

betical order. If you want to add a new page that is always second in the menu, just set it to 

Login to the administrative back-end of the website. Once in, go to the Edit Pages screen.

 

As you hover over each page you will see a list of options appear under the menu. You can either 

click ‘Quick Edit’ or you can click on Edit. Note that we only suggest clicking ‘Edit’ if you have other 
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Order 

nge the order your pages appear in the Menu in order for users to 

navigate with more ease. Note that we generally suggest having a ‘Home’ page at the top of the 

Starting to Change the Order 

you can give it a negative page 

. You don’t have to keep the numbers consecutive either so three pages of order -

same order number, they will be 

If you don’t want to spend time organising all your pages all the time, try setting the home page 

99’ and the contact page as ‘99’. All the other pages will then appear between these in 

betical order. If you want to add a new page that is always second in the menu, just set it to 

end of the website. Once in, go to the Edit Pages screen. 

a list of options appear under the menu. You can either 

click ‘Quick Edit’ or you can click on Edit. Note that we only suggest clicking ‘Edit’ if you have other 



 

STEP 2 – Changing the Order (Quick Edit)

Click on ‘Quick Edit’ and a new box will open up which let’s you change some details. Look for the 

one marked ‘Order’ 

Simply change the order as you wish and then click ‘Update Page’ in the bottom right corner.

 

STEP 2 – Changing the Order (Normal Edit)

Click on ‘Edit’. When the page loads look across to the right hand side of the page to find the 

‘Attributes’ section. At the bottom of this you will find a box labelled ‘Order’. Simply change this as 

you wish and then click ‘Update Page’ in the top right of the screen.

Changing the Order (Quick Edit)

a new box will open up which let’s you change some details. Look for the 

 

Simply change the order as you wish and then click ‘Update Page’ in the bottom right corner.

Changing the Order (Normal Edit)

When the page loads look across to the right hand side of the page to find the 

‘Attributes’ section. At the bottom of this you will find a box labelled ‘Order’. Simply change this as 

you wish and then click ‘Update Page’ in the top right of the screen. 
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Changing the Order (Quick Edit) 

a new box will open up which let’s you change some details. Look for the 

 

Simply change the order as you wish and then click ‘Update Page’ in the bottom right corner. 

Changing the Order (Normal Edit) 

When the page loads look across to the right hand side of the page to find the 

‘Attributes’ section. At the bottom of this you will find a box labelled ‘Order’. Simply change this as 

 



 

Page Revisions / Auto Save

Each time you edit a webpage, the existing page is saved as a ‘revision’ so that you can go back to it 

if required. Additionally each page also ‘Auto Saves’ every few minutes whilst your editing it. This 

helps to reduce the chance of data loss.

Whenever you edit a page you can scroll to the bottom of that page and see a section titled ‘Page 

Revisions’. This may have several options in it, the top one of which will most likely be ‘AutoSave’.

To view or revert back to any of these 

You will then be taken to a page which shows the content of the old page you clicked on. This may 

look like a lot of code but don’t worry about that. At the bottom of this page you will see more 

options. You can compare revisions to see the changes or you can just restore a page. Click on the 

options as required. 

 

 

Page Revisions / Auto Save 

Each time you edit a webpage, the existing page is saved as a ‘revision’ so that you can go back to it 

if required. Additionally each page also ‘Auto Saves’ every few minutes whilst your editing it. This 

ce of data loss. 

Whenever you edit a page you can scroll to the bottom of that page and see a section titled ‘Page 

Revisions’. This may have several options in it, the top one of which will most likely be ‘AutoSave’.

To view or revert back to any of these pages, just click on the relevant one. 

You will then be taken to a page which shows the content of the old page you clicked on. This may 

look like a lot of code but don’t worry about that. At the bottom of this page you will see more 

pare revisions to see the changes or you can just restore a page. Click on the 
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Each time you edit a webpage, the existing page is saved as a ‘revision’ so that you can go back to it 

if required. Additionally each page also ‘Auto Saves’ every few minutes whilst your editing it. This 

Whenever you edit a page you can scroll to the bottom of that page and see a section titled ‘Page 

Revisions’. This may have several options in it, the top one of which will most likely be ‘AutoSave’. 

 

You will then be taken to a page which shows the content of the old page you clicked on. This may 

look like a lot of code but don’t worry about that. At the bottom of this page you will see more 

pare revisions to see the changes or you can just restore a page. Click on the 



 

Adding / Inserting an Event

IMPORTANT: Before adding your first event you should ensure you have a ‘Calendar Page’ on your 

website (i.e. a page which displays all your events which have been put on the calendar). To find 

out how to do this, please read the ‘Creating a New Calendar Page’ section.

Events can be added to your calendar through the administrative interface.  Note that any event 

added here can be viewed from our National site as well 

the information they need. 

To add an event, follow the steps below:

STEP 1 – Add an Event

Once logged in to the administrative back

Click on the ‘Add an Event’ option. A new page will load which will look similar to the image below.

Inserting an Event 

IMPORTANT: Before adding your first event you should ensure you have a ‘Calendar Page’ on your 

displays all your events which have been put on the calendar). To find 

out how to do this, please read the ‘Creating a New Calendar Page’ section. 

Events can be added to your calendar through the administrative interface.  Note that any event 

n be viewed from our National site as well – this helps to make sure your Members get 

To add an event, follow the steps below: 

Add an Event 

Once logged in to the administrative back-end of your website, look for the Calendar menu.

 

Click on the ‘Add an Event’ option. A new page will load which will look similar to the image below.
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IMPORTANT: Before adding your first event you should ensure you have a ‘Calendar Page’ on your 

displays all your events which have been put on the calendar). To find 

Events can be added to your calendar through the administrative interface.  Note that any event 

this helps to make sure your Members get 

ndar menu. 

Click on the ‘Add an Event’ option. A new page will load which will look similar to the image below. 



 

Fill in all the information about your event in the relevant boxes ensuring that your start date is 

correct (Note that the time is based on 

also add up to three attachments.

NOTE: Only the Title and Event Type 

properly set. 

STEP 2 – Save 

Once you have inserted all the relevant 

bottom of the page. If the save is successful, you will be taken to a new page. However, if the save is 

not successful, you will remain on the same page and error messages will be shown. Correct the d

as necessary and try saving again.

 

 

Fill in all the information about your event in the relevant boxes ensuring that your start date is 

correct (Note that the time is based on the 24 hour clock). Towards the bottom of the page you can 

also add up to three attachments. 

NOTE: Only the Title and Event Type options are required but the date and start time must be 

 

Once you have inserted all the relevant information you can click the ‘Add Event’ button at the 

bottom of the page. If the save is successful, you will be taken to a new page. However, if the save is 

not successful, you will remain on the same page and error messages will be shown. Correct the d

as necessary and try saving again. 
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Fill in all the information about your event in the relevant boxes ensuring that your start date is 

the 24 hour clock). Towards the bottom of the page you can 

options are required but the date and start time must be 

‘Add Event’ button at the 

bottom of the page. If the save is successful, you will be taken to a new page. However, if the save is 

not successful, you will remain on the same page and error messages will be shown. Correct the data 



 

Editing or Deleting

To edit an event you will need to be logged in to the administrative back

logged in, follow the steps below:

STEP 1 – Find the Event

Look for the Calendar menu. 

Click on the ‘Edit or Delete an Event’ option. A new page will then load which has all of your 

upcoming events listed. Simply find the event you are interested in and click Delete to remove the 

event or Edit to alter the event information

If you have clicked Delete you have now completed the task. If you clicked Event, follow the 

remaining step. 

STEP 2 –Edit and Save

Simply edit the information by changing the text in the fields as required. You can also add extra 

attachments  at the bottom of the pag

the button at the bottom of the page. If all the data is correct, the event will be saved. If there are 

errors, you will be told what the error is and how to fix it.

 

or Deleting an Event 

To edit an event you will need to be logged in to the administrative back-end of your website. Once 

logged in, follow the steps below: 

Find the Event 

 

Click on the ‘Edit or Delete an Event’ option. A new page will then load which has all of your 

upcoming events listed. Simply find the event you are interested in and click Delete to remove the 

event or Edit to alter the event information 

clicked Delete you have now completed the task. If you clicked Event, follow the 

Edit and Save 

Simply edit the information by changing the text in the fields as required. You can also add extra 

attachments  at the bottom of the page. Once you are happy with the changes, save the event using 

the button at the bottom of the page. If all the data is correct, the event will be saved. If there are 

errors, you will be told what the error is and how to fix it. 
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end of your website. Once 

Click on the ‘Edit or Delete an Event’ option. A new page will then load which has all of your 

upcoming events listed. Simply find the event you are interested in and click Delete to remove the 

clicked Delete you have now completed the task. If you clicked Event, follow the 

Simply edit the information by changing the text in the fields as required. You can also add extra 

e. Once you are happy with the changes, save the event using 

the button at the bottom of the page. If all the data is correct, the event will be saved. If there are 
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Adding / Editing / Deleting an Event – 

Advanced 

Note that this is for advanced users who require additional functionality only.  

There are more advanced options available for managing your calendar. If you are interested in 

using these features, please visit http://www.pcuk.org/cal and login. Note that you may need to use 

a different username and password to get access – if you are unsure, please contact The Pony Club 

National Office. 

The main advanced feature you can use will be the ‘Repeating’ tool which allows you to schedule an 

event to appear again in the future (i.e. each week, each month). If you require help with this 

feature, please contact the National Office. 

 

  



-40- 

 

Using Images in Pages 

General Notes 
Working with images is often more involved than people expect. Firstly, you must ensure that you 

own the copyright or have permission from the copyright holder if you want to use an image on your 

page. If you image is a photograph which contains persons who may be identifiable, you must also 

seek their permission. 

Images should be thought of as having three properties: 

The Type of Image 

This can be a jpg, gif, tif, png etc. Most pictures from be either jpg or gif. Images from digital cameras 

are nearly always jpg images. 

You should always use jpg, gif or png image types (you image editing software will be able to assist 

you here). Never use bmp images as these are very large 

The File Size of the Image 

Larger, more detailed images will have a larger file size 

Always ensure that you have a small file size else the image will take a long time to display on a 

user’s computer. An image straight from a digital camera will be too large. 

NOTE: The website will attempt to automatically shrink your images to a suitable size when you 

upload them 

The Physical Size of the Image (Height and Width) 

A large image will not always fit on the page and it will also have a large file size which will slow your 

page down 

NOTE: The website will automatically shrink your pictures to a suitable size when you upload them 

 

The ideal image for your website will be a jpg image which is not to large. Most image editing 

packages will have tools to decrease the size and / or detail in an image which will make it suitable 

for publishing on a website. 

  



 

Inserting an Image into Y

There are two options for inserting images onto your webpage.  If you are interested in inserting a 

new photo album (such as a collection of images from a specific event) you should look at using the 

Image Gallery. More details on this are found l

This section will deal with inserting a single / a small number of images onto a single page which is 

the most common requirement.

STEP 1 – Create or Edit a Page

Either create a new page (see ‘Creating a New Page’

for you images to go on. 

 

STEP 2 – Upload / Select an Image

Have a look above the editor and you will see some text

several icons. Select the first one (it will say ‘Add an Image’ when you

 

When you have clicked on the icon a new window will pop up which gives you several options across 

the top of the page. These are as follows:

• From Computer – Use this to upload a new image from your computer to the website. 

Simply Click ‘Select Files’ and then select the image to upload. Note that you can select 

multiple files within the same folder to make this job quicker. Once uploaded, change the 

options as required and then click ‘Insert Into Post’

• Gallery – This only appears with a 

one go. 

• Media Library – This shows you images previously uploaded to your website

the image you are interested in by clicking the corresponding ‘Show’ link. Then change the 

options as required and click on ‘Insert Into Post’

• NextGEN Gallery – If you are using the Image Gallery tools, you can insert images from a 

specific album. We recommend not using this feature here but rather use the special button 

in the toolbar which give’s further 

 

Inserting an Image into Your Page

There are two options for inserting images onto your webpage.  If you are interested in inserting a 

new photo album (such as a collection of images from a specific event) you should look at using the 

Image Gallery. More details on this are found later in the manual. 

This section will deal with inserting a single / a small number of images onto a single page which is 

the most common requirement. 

Create or Edit a Page 

eate a new page (see ‘Creating a New Page’) or edit an existing page (see

Upload / Select an Image 

Have a look above the editor and you will see some text saying ‘Upload/Insert’. Next t

several icons. Select the first one (it will say ‘Add an Image’ when you hover over it).

 

When you have clicked on the icon a new window will pop up which gives you several options across 

the top of the page. These are as follows: 

Use this to upload a new image from your computer to the website. 

‘Select Files’ and then select the image to upload. Note that you can select 

multiple files within the same folder to make this job quicker. Once uploaded, change the 

options as required and then click ‘Insert Into Post’ 

This only appears with a bulk upload and allows you to insert multiple images in 

This shows you images previously uploaded to your website

the image you are interested in by clicking the corresponding ‘Show’ link. Then change the 

equired and click on ‘Insert Into Post’ 

If you are using the Image Gallery tools, you can insert images from a 

specific album. We recommend not using this feature here but rather use the special button 

in the toolbar which give’s further options. 
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our Page 

There are two options for inserting images onto your webpage.  If you are interested in inserting a 

new photo album (such as a collection of images from a specific event) you should look at using the 

This section will deal with inserting a single / a small number of images onto a single page which is 

age (see ‘Editing a Page’) 

saying ‘Upload/Insert’. Next to this are 

hover over it). 

When you have clicked on the icon a new window will pop up which gives you several options across 

Use this to upload a new image from your computer to the website. 

‘Select Files’ and then select the image to upload. Note that you can select 

multiple files within the same folder to make this job quicker. Once uploaded, change the 

bulk upload and allows you to insert multiple images in 

This shows you images previously uploaded to your website. Simply select 

the image you are interested in by clicking the corresponding ‘Show’ link. Then change the 

If you are using the Image Gallery tools, you can insert images from a 

specific album. We recommend not using this feature here but rather use the special button 
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STEP 3 – Repeat and Save 

If you have more images to insert then repeat the Steps above. Once happy, save the page by 

clicking ‘Update Page’ or ‘Publish’ as normal. 
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Inserting a File / Document into a Page 

Inserting a File or Document is the same as inserting an image as per the above instructions. The 

only change is that some document types are not allowed for security (although all the usual word 

documents, pdfs, spreadsheets etc are allowed) and instead of clicking ‘Add an Image’ in step one, 

you select ‘Add Media’. 

Note that all documents, images etc are referred to as Media  



 

Inserting Links (Hyperlinks

There will be times when you want to insert links from one page to another. This might be from one 

of your own pages to another, from one of your pages to a page on the National website or from 

one of your pages to an external site. This can easily be achieved using the tools provided.

NOTE:  To remove a hyperlink you can just delete the text or select the text / image and click th

‘break hyperlink’ button in the toolbar

ALSO NOTE: You can also create site wide links to important pages or sponsors by using the 

‘Links’Manager’ 

STEP 1 – Create or Edit a Page

Before starting, you might find it useful to visit the page you want to link

that page. 

Either create a new page (see ‘Creating a New Page’) or edit an existing page (see ‘Editing a Page’).

Write or select the text / image you want to link from (i.e. the words / image you want the user to 

click on). Note that you should avoid using ‘Click Here’ where ever possible and rather use natural 

speech such as “See our Rally Section

With the text / image selected you should see a hyperlink button like that pictured below (note that 

this will be disabled if you have not selected text / images).

 

 

When you click on this button a new window will open which looks like the following:

Inserting Links (Hyperlinks or Emails

There will be times when you want to insert links from one page to another. This might be from one 

from one of your pages to a page on the National website or from 

one of your pages to an external site. This can easily be achieved using the tools provided.

To remove a hyperlink you can just delete the text or select the text / image and click th

‘break hyperlink’ button in the toolbar 

ALSO NOTE: You can also create site wide links to important pages or sponsors by using the 

Create or Edit a Page 

Before starting, you might find it useful to visit the page you want to link to and ‘copy’ the address of 

(see ‘Creating a New Page’) or edit an existing page (see ‘Editing a Page’).

Write or select the text / image you want to link from (i.e. the words / image you want the user to 

te that you should avoid using ‘Click Here’ where ever possible and rather use natural 

Rally Section for more details”. 

With the text / image selected you should see a hyperlink button like that pictured below (note that 

be disabled if you have not selected text / images). 

When you click on this button a new window will open which looks like the following:
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or Emails) 

There will be times when you want to insert links from one page to another. This might be from one 

from one of your pages to a page on the National website or from 

one of your pages to an external site. This can easily be achieved using the tools provided. 

To remove a hyperlink you can just delete the text or select the text / image and click the 

ALSO NOTE: You can also create site wide links to important pages or sponsors by using the 

to and ‘copy’ the address of 

(see ‘Creating a New Page’) or edit an existing page (see ‘Editing a Page’). 

Write or select the text / image you want to link from (i.e. the words / image you want the user to 

te that you should avoid using ‘Click Here’ where ever possible and rather use natural 

With the text / image selected you should see a hyperlink button like that pictured below (note that 

 

When you click on this button a new window will open which looks like the following: 



 

If you are Inserting a link to another page you should write the address of that page (i.e. 

http://www.pcuk.org) into the URL box. You might find it easier to navigate to the page and copy the 

address from the address bar into the URL box. You can then change the ‘Target’ box to the relevant 

option. As a general rule you should use the following:

• Open in this Window  / Frame 

• Open in a new Window –

If you are inserting an E-mail address then simply enter

example, to create a link to e-mail myself I would write: mailto:phil@pcuk.org

Once complete, click ‘Insert’ 

 

STEP 2 – Save 

You can now continue editing the page 

 

If you are Inserting a link to another page you should write the address of that page (i.e. 

) into the URL box. You might find it easier to navigate to the page and copy the 

address from the address bar into the URL box. You can then change the ‘Target’ box to the relevant 

le you should use the following: 

Open in this Window  / Frame – when you are linking to your own information

– when you are linking to an external site 

mail address then simply enter ‘mailto:’ followed by the 

mail myself I would write: mailto:phil@pcuk.org 

 

You can now continue editing the page as required before clicking Update Page or Publish
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If you are Inserting a link to another page you should write the address of that page (i.e. 

) into the URL box. You might find it easier to navigate to the page and copy the 

address from the address bar into the URL box. You can then change the ‘Target’ box to the relevant 

when you are linking to your own information 

the address. For 

as required before clicking Update Page or Publish. 



 

Using Tables 

Tables on websites can be tricky to setup and maintain. To assist you with this we have supplied a 

‘Table Helper Tool’ which will let you add and edit tables in a more efficient way. You can even 

import tables from spreadsheets rather than having to retype!

 

Adding a New Table

Note: The instructions for importing a table from a spreadsheet can be found later in the manual.

STEP 1 – Add A Table

To add a new table, login to the website administrative area and click on the ‘Table Helper’ menu.

When the new page loads you will see you have several options across the top of the page. These 

include ‘List Table’, ‘Add New Table’, ‘Import a Table’ etc. If you have previously created any tables, 

these will be shown on this page.

To add a new table, click on ‘Add New Table’

STEP 2 – Setting up the Table

IMPORTANT:  The auto-saving feature does not work on tables. Because of this we recommend you 

save your work at regular intervals.

When the page loads you will be asked a few questions about the table including it’s name, 

description and the number of rows / columns. Fill these in as appropriate being sure to keep the 

title brief but descriptive. Don’t worry too much about the number of rows / columns 

always add more or remove some later if necessary.

Once you have filled in all the boxes, click ‘Add Table’

 

ites can be tricky to setup and maintain. To assist you with this we have supplied a 

‘Table Helper Tool’ which will let you add and edit tables in a more efficient way. You can even 

import tables from spreadsheets rather than having to retype! 

w Table 

: The instructions for importing a table from a spreadsheet can be found later in the manual.

Add A Table 

To add a new table, login to the website administrative area and click on the ‘Table Helper’ menu.

 

will see you have several options across the top of the page. These 

include ‘List Table’, ‘Add New Table’, ‘Import a Table’ etc. If you have previously created any tables, 

these will be shown on this page. 

To add a new table, click on ‘Add New Table’ 

Setting up the Table 

saving feature does not work on tables. Because of this we recommend you 

save your work at regular intervals. 

When the page loads you will be asked a few questions about the table including it’s name, 

ription and the number of rows / columns. Fill these in as appropriate being sure to keep the 

Don’t worry too much about the number of rows / columns 

always add more or remove some later if necessary. 

filled in all the boxes, click ‘Add Table’ 
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ites can be tricky to setup and maintain. To assist you with this we have supplied a 

‘Table Helper Tool’ which will let you add and edit tables in a more efficient way. You can even 

: The instructions for importing a table from a spreadsheet can be found later in the manual. 

To add a new table, login to the website administrative area and click on the ‘Table Helper’ menu. 

will see you have several options across the top of the page. These 

include ‘List Table’, ‘Add New Table’, ‘Import a Table’ etc. If you have previously created any tables, 

 

saving feature does not work on tables. Because of this we recommend you 

When the page loads you will be asked a few questions about the table including it’s name, 

ription and the number of rows / columns. Fill these in as appropriate being sure to keep the 

Don’t worry too much about the number of rows / columns – you can 



 

A new page will then load which will show the layout of the table. In here you can just write in the 

information as you need it. You can also add / remove rows and columns as necessary. 

If you add or remove columns the information you have already entered may be lost. We 

recommend you save your work first!

Note: You may need to scroll across to the right to see all the columns and options

Further down the page you have additional options for inserting li

We recommend you save your work before using these options.

Further down still you have more options that help you to format the table. Tick these options as 

appropriate or if you are not sure, leave them as their default.

Once you are satisfied, of if you just want to save your work, click ‘Save and go back’.

You will then be taken back to a list of all the tables you have created. Each of these will have editing 

options next to it. 

 

STEP 3 – Putting your Table in a Page

Once you are happy with your table or you want to see how it looks, take a note of the ID number of 

that table. This is shown on the ‘List Tables’ page (i.e. the first page you see after clicking on ‘Table 

Helper’ and the page you will now be on if you have 

Remember this ID number. Now go and edit the

to appear. In the area where you type the page contents, enter the code

Replacing the ‘<the_table_ID>’ w

You can place this anywhere you like within the page but make sure that it has a line to itself.

Once you’ve done that, you can save or preview the page as necessary.

 

A new page will then load which will show the layout of the table. In here you can just write in the 

information as you need it. You can also add / remove rows and columns as necessary. 

move columns the information you have already entered may be lost. We 

recommend you save your work first! 

You may need to scroll across to the right to see all the columns and options

Further down the page you have additional options for inserting links, swapping rows, sorting etc. 

We recommend you save your work before using these options. 

Further down still you have more options that help you to format the table. Tick these options as 

appropriate or if you are not sure, leave them as their default. 

Once you are satisfied, of if you just want to save your work, click ‘Save and go back’.

You will then be taken back to a list of all the tables you have created. Each of these will have editing 

Putting your Table in a Page

ce you are happy with your table or you want to see how it looks, take a note of the ID number of 

that table. This is shown on the ‘List Tables’ page (i.e. the first page you see after clicking on ‘Table 

Helper’ and the page you will now be on if you have followed the steps above). 

 

er this ID number. Now go and edit the page (or add a new page) where you want the table 

appear. In the area where you type the page contents, enter the code 

[table id=<the_table_ID> /] 

‘<the_table_ID>’ with the ID you earlier noted (e.g. [table id = 1 /])

You can place this anywhere you like within the page but make sure that it has a line to itself.

Once you’ve done that, you can save or preview the page as necessary. 
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A new page will then load which will show the layout of the table. In here you can just write in the 

information as you need it. You can also add / remove rows and columns as necessary. IMPORTANT: 

move columns the information you have already entered may be lost. We 

You may need to scroll across to the right to see all the columns and options 

nks, swapping rows, sorting etc. 

Further down still you have more options that help you to format the table. Tick these options as 

Once you are satisfied, of if you just want to save your work, click ‘Save and go back’. 

You will then be taken back to a list of all the tables you have created. Each of these will have editing 

Putting your Table in a Page 

ce you are happy with your table or you want to see how it looks, take a note of the ID number of 

that table. This is shown on the ‘List Tables’ page (i.e. the first page you see after clicking on ‘Table 

 

where you want the table 

ith the ID you earlier noted (e.g. [table id = 1 /]) 

You can place this anywhere you like within the page but make sure that it has a line to itself. 



 

Importing a Table

If you have a table in Excel or another spreadsheet package, you can import this straight on to your 

website. Note that we only recommend this for small amounts of data, if your sheet contains a large 

amount of data, images or takes up many columns, it is best to put the 

as a downloadable file (see ‘Inserting a File’ for more information)

 

Step 1 – Prepare your Data

The first thing you need to do is open your spreadsheet. You now need to save it in a format called 

‘CSV’ or ‘comma separated value’. This can usually be done by using the ‘Save As’ command and 

selecting CSV from the file type options. Note that this will remove all formatting so italics, bold text, 

font sizes etc will be removed – 

Now it is saved as a CSV file, you can upload it.

 

Step 2 – Upload your Data

Login to the website administrative area and click on the ‘Table Helper’ menu.

When the new page loadsyou will see you have several options across the top of the page. These 

include ‘List Table’, ‘Add New Table’, ‘Import a Table’ etc. If you have previously created any tables, 

these will be shown on this page.

To add a new table, click on ‘Import a Table’

 

Importing a Table 

ble in Excel or another spreadsheet package, you can import this straight on to your 

website. Note that we only recommend this for small amounts of data, if your sheet contains a large 

amount of data, images or takes up many columns, it is best to put the spreadsheet on your website 

as a downloadable file (see ‘Inserting a File’ for more information) 

Prepare your Data 

The first thing you need to do is open your spreadsheet. You now need to save it in a format called 

value’. This can usually be done by using the ‘Save As’ command and 

selecting CSV from the file type options. Note that this will remove all formatting so italics, bold text, 

this is recommend for tables anyway. 

aved as a CSV file, you can upload it. 

Upload your Data 

Login to the website administrative area and click on the ‘Table Helper’ menu. 

 

When the new page loadsyou will see you have several options across the top of the page. These 

Table’, ‘Add New Table’, ‘Import a Table’ etc. If you have previously created any tables, 

these will be shown on this page. 

To add a new table, click on ‘Import a Table’ 
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ble in Excel or another spreadsheet package, you can import this straight on to your 

website. Note that we only recommend this for small amounts of data, if your sheet contains a large 

spreadsheet on your website 

The first thing you need to do is open your spreadsheet. You now need to save it in a format called 

value’. This can usually be done by using the ‘Save As’ command and 

selecting CSV from the file type options. Note that this will remove all formatting so italics, bold text, 

When the new page loadsyou will see you have several options across the top of the page. These 

Table’, ‘Add New Table’, ‘Import a Table’ etc. If you have previously created any tables, 
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When the next page loads you will be asked a few questions. In most cases you can leave these as 

their default settings. 

Click ‘Browse’ and find the CSV file on your computer. 

Once selected, click ‘Import Table’ (note that this may take some time) 

 

STEP 3 – Adjusting the Table 

IMPORTANT:  The auto-saving feature does not work on tables. Because of this we recommend you 

save your work at regular intervals. 

When the page loads you will be asked a few questions about the table including it’s name, 

description and the number of rows / columns. Fill these in as appropriate being sure to keep the 

title brief but descriptive. Don’t worry too much about the number of rows / columns – you can 

always add more or remove some later if necessary. 

Once you have filled in all the boxes, click ‘Add Table’ 

A new page will then load which will show the layout of the table. In here you can just write in the 

information as you need it. You can also add / remove rows and columns as necessary. IMPORTANT: 

If you add or remove columns the information you have already entered may be lost. We 

recommend you save your work first! 

Note: You may need to scroll across to the right to see all the columns and options 

Further down the page you have additional options for inserting links, swapping rows, sorting etc. 

We recommend you save your work before using these options. 

Further down still you have more options that help you to format the table. Tick these options as 

appropriate or if you are not sure, leave them as their default. 

Once you are satisfied, of if you just want to save your work, click ‘Save and go back’. 

You will then be taken back to a list of all the tables you have created. Each of these will have editing 

options next to it. 

 

STEP 4 – Putting your Table in a Page 

Once you are happy with your table or you want to see how it looks, take a note of the ID number of 

that table. This is shown on the ‘List Tables’ page (i.e. the first page you see after clicking on ‘Table 

Helper’ and the page you will now be on if you have followed the steps above). 



 

Remember this ID number. Now go and edit the page (or add a new 

to appear. In the area where you type the page contents, enter the code

Replacing the ‘<the_table_ID>’ with the ID you earlier noted (e.g. [table id = 1 /])

You can place this anywhere you like wit

Once you’ve done that, you can save or preview the page as necessary.

 

 

Remember this ID number. Now go and edit the page (or add a new page) where you want the table 

to appear. In the area where you type the page contents, enter the code 

[table id=<the_table_ID> /] 

‘<the_table_ID>’ with the ID you earlier noted (e.g. [table id = 1 /])

You can place this anywhere you like within the page but make sure that it has a line to itself.

Once you’ve done that, you can save or preview the page as necessary. 
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page) where you want the table 

‘<the_table_ID>’ with the ID you earlier noted (e.g. [table id = 1 /]) 

hin the page but make sure that it has a line to itself. 
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Editing a Table 

A table can be edited by simply visiting the ‘Table Helper’ menu and selecting ‘Edit’ from the list of 

tables which appear. 

If you do edit a table, the changes will be shown immediately on the page where it is displayed, 

there is no need to make any other edits to the page for this to happen. 

 

 

Deleting a Table 

A table can be deleted by visiting the ‘Table Helper’ menu and selecting the delete option next to the 

relevant table.  If the table you are deleting is currently shown in a page, you will need to edit that 

page too and remove the code that shows the table (i.e. [table id = 1 /]). You can simply delete this 

as you would with any normal text.  
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Using your Image Gallery 

An image gallery is ideal if you have lots of images you want to display in one page or one section of 

a page. The image gallery now also has the ability to be integrated into any page rather than needed 

a special ‘gallery page’. The enhanced upload tool will also assist you to upload many images in one 

go. 

Before you use the gallery for the first time, we strongly recommend that you  login, select the 

‘Gallery’ menu and then select ‘Options’. Across the top of the page you will have several sections. 

Click on the one labelled ‘Effects’ and then change the first box to read ‘Thickbox’. Once this is done 

click ‘Save Changes’. 

The procedure above will help to make sure that your images are properly displayed on your website 

whilst also offering an enhancement to the way your calendar events are shown. 

 

  



 

Adding a Gallery

A Gallery is a selection of pictures. In most cases you should break this down by event (e.g. a 

particular event) but you can also 

 

STEP 1 – Adding a Gallery

Login to the administrative back

When the page loads, scroll down to the ‘Gallery’ Menu again but this 

Images’ 

When the page loads you will be shown a box labelled ‘New Gallery’. In here you should type the 

name of the new Gallery (e.g. ‘Camp 2009’). Once typed, click ‘Add Gallery’.  If the gallery is saved 

correctly, a yellow box will appear at the top of the page

 

STEP 2 – Upload Pictures

Now the gallery is saved, choose the ‘Upload Images’ tab at the top of the page.

Adding a Gallery 

A Gallery is a selection of pictures. In most cases you should break this down by event (e.g. a 

particular event) but you can also classify a gallery by more general terms such as ‘Dressage’.

Adding a Gallery 

Login to the administrative back-end of the website and locate the ‘Gallery’ menu. Click on this. 

When the page loads, scroll down to the ‘Gallery’ Menu again but this time select ‘Add Gallery / 

 

When the page loads you will be shown a box labelled ‘New Gallery’. In here you should type the 

name of the new Gallery (e.g. ‘Camp 2009’). Once typed, click ‘Add Gallery’.  If the gallery is saved 

ox will appear at the top of the page.  

Upload Pictures 

Now the gallery is saved, choose the ‘Upload Images’ tab at the top of the page. 
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A Gallery is a selection of pictures. In most cases you should break this down by event (e.g. a 

classify a gallery by more general terms such as ‘Dressage’. 

end of the website and locate the ‘Gallery’ menu. Click on this. 

time select ‘Add Gallery / 

When the page loads you will be shown a box labelled ‘New Gallery’. In here you should type the 

name of the new Gallery (e.g. ‘Camp 2009’). Once typed, click ‘Add Gallery’.  If the gallery is saved 

 



 

You will then be shown two new boxes. Click ‘Browse’ and find the images on your computer. Note 

that you can select multiple images in one go by either holding down ‘Ctrl’ as you click on each file 

(this will highlight each file as you click on it) or by selecting the top file, hold down the left hand 

Shift button on your keyboard and then selecting the botto

Once you have highlighted your file(s), click open.  Each file should then be shown in a list under the 

‘Browse’ box. If any were added accidentally, click ‘Remove’. If you need to add more, just click on 

the ‘Browse’ button again and select the additional files (there is no need to reselect files that are 

already in the list). 

 

STEP 3 – Select the Gallery for the Uploaded 

Pictures 

At the bottom of the page there is a drop

you just created or a gallery you previously created. Once selected click ‘Upload images’.

This process may take some time and particularly large files may fail due to their size. You will be 

made aware of these errors and the system will a

IMPORTANT: If you are told that the ‘Directory is empty’ you may need to click the ‘Disable Flash 

upload’ button before selecting your images. Even when this is done you may be told there was an 

error but do check your images as the error may be non

Gallery’ from the menu, select you image and then scroll down the page.

 

STEP 4 – Putting the Gallery on a Page

Now that the images are uploaded edit an existing pag

Put your cursor where you want to insert the gallery and click. Now locate the ‘NextGEN Gallery’ 

icon in the top right of the tool bar and click on this.

A new window will pop up. You can either select a whole gallery to show on 

Album (advanced users only) or you can select a single image from a gallery. In most cases we would 

suggest showing a Gallery and leaving the option below set as ‘Image List’ although do feel free to 

experiment. Once you’ve selected you

You will then be shown two new boxes. Click ‘Browse’ and find the images on your computer. Note 

can select multiple images in one go by either holding down ‘Ctrl’ as you click on each file 

(this will highlight each file as you click on it) or by selecting the top file, hold down the left hand 

Shift button on your keyboard and then selecting the bottom file. This will select all the files.

Once you have highlighted your file(s), click open.  Each file should then be shown in a list under the 

‘Browse’ box. If any were added accidentally, click ‘Remove’. If you need to add more, just click on 

’ button again and select the additional files (there is no need to reselect files that are 

Select the Gallery for the Uploaded 

At the bottom of the page there is a drop-down box labelled ‘in to’. From the list, sel

you just created or a gallery you previously created. Once selected click ‘Upload images’.

This process may take some time and particularly large files may fail due to their size. You will be 

made aware of these errors and the system will automatically start trying to upload the next file.

If you are told that the ‘Directory is empty’ you may need to click the ‘Disable Flash 

upload’ button before selecting your images. Even when this is done you may be told there was an 

do check your images as the error may be non-critical. To check you images, select ‘Manage 

Gallery’ from the menu, select you image and then scroll down the page. 

Putting the Gallery on a Page

Now that the images are uploaded edit an existing page or create a new one. 

Put your cursor where you want to insert the gallery and click. Now locate the ‘NextGEN Gallery’ 

icon in the top right of the tool bar and click on this. 

 

A new window will pop up. You can either select a whole gallery to show on the page, select an 

Album (advanced users only) or you can select a single image from a gallery. In most cases we would 

suggest showing a Gallery and leaving the option below set as ‘Image List’ although do feel free to 

experiment. Once you’ve selected your Gallery, click ‘Insert’. 
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You will then be shown two new boxes. Click ‘Browse’ and find the images on your computer. Note 

can select multiple images in one go by either holding down ‘Ctrl’ as you click on each file 

(this will highlight each file as you click on it) or by selecting the top file, hold down the left hand 

m file. This will select all the files. 

Once you have highlighted your file(s), click open.  Each file should then be shown in a list under the 

‘Browse’ box. If any were added accidentally, click ‘Remove’. If you need to add more, just click on 

’ button again and select the additional files (there is no need to reselect files that are 

Select the Gallery for the Uploaded 

down box labelled ‘in to’. From the list, select the Gallery 

you just created or a gallery you previously created. Once selected click ‘Upload images’. 

This process may take some time and particularly large files may fail due to their size. You will be 

utomatically start trying to upload the next file. 

If you are told that the ‘Directory is empty’ you may need to click the ‘Disable Flash 

upload’ button before selecting your images. Even when this is done you may be told there was an 

critical. To check you images, select ‘Manage 

Putting the Gallery on a Page 

Put your cursor where you want to insert the gallery and click. Now locate the ‘NextGEN Gallery’ 

the page, select an 

Album (advanced users only) or you can select a single image from a gallery. In most cases we would 

suggest showing a Gallery and leaving the option below set as ‘Image List’ although do feel free to 



 

Once you have clicked insert you will see that some code has been inserted in your page. This tells 

the website where to display the gallery.

You can now add more galleries to the page, add text or just save the page as necessa

 

Once you have clicked insert you will see that some code has been inserted in your page. This tells 

the website where to display the gallery. 

You can now add more galleries to the page, add text or just save the page as necessa
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Once you have clicked insert you will see that some code has been inserted in your page. This tells 

You can now add more galleries to the page, add text or just save the page as necessary. 
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Adding Images to an Existing Gallery 

You can easily add more pictures to an existing Gallery by following Steps 2 and 3 above. Any images 

added to the gallery will automatically be shown on any pages where the Gallery is displayed. 

 

Managing your Gallery 

You can manage your gallery (change the name, delete it etc) by visiting the ‘Manage Gallery’ page 

from the main menu.  

 

Deleting a Gallery 

If you do delete a Gallery, be sure to remove the code from the page where the Gallery is shown. 

This code appears between square brackets – failure to remove this may result in the page not being 

displayed correctly. 
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Notes 

Use this space to write your own notes about the website. Please do not write down your username 

or passwords in this space! 
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