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Introduction 
This is a user guide is for anyone wanting to add content to the Ryton-on-Dunsmore village website, 

which is based on WordPress. Such a person would usually be (and thus hereafter be) referred to as 

an author. 

This guide provides an overview of the website design and the organisation of its content plus some 

general rules that should be adhered to when creating content. It discusses the different types of 

content and how to create the content using the Content Editor and Media library. 

There are 3 keys types of content which authors should become familiar with: 

 Posts 

 Events 

 Pages 

Overview of Website Design and Content Organisation 
Before going into detail about the 3 types of content (Posts, Events and Pages) and how to create 

content, it is probably better to first provide an overview of the website; its design and organisation 

of content. 

Home Page 
The Home Page (the first Page you see if you navigate directly to the website http://www.ryton-on-

dunsmore.org.uk) is organised into 3 main areas as shown in the image below (red, green and blue 

boxes around the areas). The area within the red box is called the header, the areas in the green 

boxes are the side bars and the area in the blue box contains the Posts. 

 

http://www.ryton-on-dunsmore.org.uk/
http://www.ryton-on-dunsmore.org.uk/
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Header 
The header, shown within the red boxed area above, contains the following items: 

 Title 

 Sub Title 

 Banner (Image) 

 Navigation Menu Bar 

The website title is “Ryton-on-Dunsmore” and the sub title is “Home of the Wroth Silver Ceremony”. 

The sub title was suggested by Steve Garrett, of the Ryton-on-Dunsmore History Group, as the 

Wroth Silver ceremony is the last of its kind in the whole country and occurs here, in Ryton-on-

Dunsmore, every year on the 11th November. 

The banner is a narrow, full width image of a village location (1200 x 180 pixels), randomly selected 

from a pool of images. Currently, at the time of writing, there are 6 images: 
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 Church (Montage) 

 Provost Williams C of E Primary School 

 Playground in Holly Drive 

 Underpass Mural 

 Recreation Ground 

 Village Hall 

The main navigation menu bar shows a list of different areas of the website. It is possible for any 

given menu item to have sub menu items (indicated by a small downward pointing triangle). The 

navigation menu takes you to other Pages within the website organised into 8 key content areas, 

plus the Contact Us Page. 

 About Our Village 

 Church 

 School 

 Village Hall 

 Parish Council 

 Parish Plan 

 Clubs and Organisation 

 Events 

 Contact Us 

These areas will be discussed later when we go on to talk about Pages. 

Side Bars 
The side bars, shown within the green boxed areas above, contain additional navigational aids. In 

‘WordPress speak’, these are ‘Widgets’. Whilst it is possible to differ the displayed widgets per Page 

it was decided that we should consistently show the same widgets on every Page within the website. 

At the time of writing these widgets are: 

 Left Side Bar 

o Navigation 

o Recent Comments 

o Archives 

 Right Side Bar 

o Events 

The Navigation widget is essentially a repeat of the navigation menu bar in fully extended format 

(i.e. the main menu items plus any sub menu items). This could be considered redundant, given the 

navigation menu bar is always present, but right now it is felt this better advertises some of the 

organised content to a new visitor. 

Recent Comments and Archives widgets will be discussed later when we go on to talk about Posts. 

Posts 
Posts, shown within the blue boxed area above, contain all the news articles that have been 

‘posted’, newest first. Over time there could be hundreds of Posts and so the number of Posts 

displayable on each ‘page’ is currently configured to be 12. When there are more than 12 the Home 

Page automatically ‘pages’, offering a small navigation aid at the bottom of the displayed Posts. The 
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example below shows 2 pages (being on page 1 of 2) as at the time or writing there were more than 

12 Posts, but less 25 Posts. 

 

Guidelines for Content 
It is important that all content on the website is formatted the same way otherwise it starts to feel 

unpolished if every author uses a different font, font size, font colour etc. Therefore you should not 

format your text in any way other than some simple aspects as offered by the Content Editor. The 

website formatting is controlled centrally and can be changed centrally if (for example) we should 

decide to use a different font. This is not possible if individual formatting is applied directly to the 

content. 

There are some simple rules to follow when entering common content. 

Content Guideline 

Ryton-on-Dunsmore Please use hyphens in the village name. 
 
The full name of the village should be used at the first use after which it 
can be abbreviated to just Ryton. 

Telephone Numbers Always group the area code as a single block and then a single space 
before the main number. 
 
Examples: 
  02476 123456 
  01926 123456 

Amenity/Body 
Names 
 

When referring to named amenities/bodies in the village please treat 
them as proper nouns, i.e. use capital letters for each word. 
 
Examples: 
  Village Hall 
  Parish Council 
  Recreation Ground 

Titles and Headings All titles and headings (Posts, Events, Pages) should be proper case, 
although short joining words can be lower case (and, to, the, of, at, in, on 
etc.) if not the first word. 
 
Examples: 
  Village Newsletter Out Now 
  St Leonard’s Church Fête and Football Competition 
  Time to Start Thinking About the Cost of Heating 

Full Names When referring to a name (amenity, body, person) the full name should be 
used at the first use after which it can abbreviated. 
 
Examples: 
  Ryton-on-Dunsmore  Ryton 
  Parish Council  Council 
  Provost Williams C of E Primary School  Provost Williams or school 
  St Leonard’s Church  church 
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Posts 
Posts are the main type of content by which news articles are ‘posted’ onto the site. Each Post 

appears on the Home Page, newest first. 

As a website author, when you are logged in, there will be a bar at the top of the website, like the 

following: 

    

If you place your cursor over “New” you will get a drop down menu: 

 

If you click Post then a new Post will be created (also clicking the New menu item will by default 

create a new Post). This will present you with a blank Post similar to the following: 

  

There are a number are key areas to familiarise yourself with: 

 Title 
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 Author Widgets 

 Content Editor 

Title 
At the top (where it says “Enter title here”) you should type in a title for your post. Use proper case 

and try to keep it short else it will wrap onto multiple lines. When thinking of a title it may help to 

think about it as if you were writing an article for a magazine or newspaper. 

Author Widgets 
On the right hand side you will see a number of author widgets: 

 Publish 

 Format 

 Categories 

 Tags 

 Featured Image 

Publish 
You can save your Post as a Draft by clicking the “Save Draft” button. Doing this will not publish the 

Post and thus not make it visible to visitors to the website. You can save the Post as often as you 

need to. 

When the Post is completely finish and ready to Publish, then click the Publish button. The Post will 

now appear on the Home Page, for now as the first (top) Post. 

If you should accidentally publish a Post, or wish to retract a Post temporarily for further editing, 

then it can be put back into “Draft” mode by clicking “Edit” by the Status label. In the screen shot 

above the Status shows as “Draft”, but here is an example of a how the Publish author widget might 

look for a “Published” Post: 

  

It is possible to recover earlier versions of a Post, but that is an advanced topic and is not covered 

here, but if you find yourself wishing you could get back to an earlier saved version it is possible. If 

you wish to experiment, then clicking “Browse” next to the Revisions label will take you to the 

recovery screen. 
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Format 
Format should be left as “Standard” at this stage of the website’s development. 

Categories 
This is an important area that you should not forget to set. By default a Post will fall into the 

category “Uncategorised”. You can select one or more categories and which categories you select 

will depend on the content of your Post. 

At the time of writing the categories are: 

 Church 

 Clubs & Groups 

 Events 

 Neighbourhood Watch 

 News 

 Parish Council 

 Parish Plan 

o Countryside 

o Village Newsletter 

o Village Website 

 School 

 Uncategorised 

 Village Hall 

Typically the categories are named after each of the pages that the content might generally refer to 

or that may in some way be related to. For example there may be an Event being held at the Village 

Hall so you might select the categories “Event” and “Village Hall”. Some Posts may not feel like they 

are about a specific area of the village, so it may be that the category “News” is most relevant. 

If you look at the Home Page you will see the categories selected for each post listed in green just 

above the title. This helps to give some indication of the Post’s content, but you can also click on the 

category and it will present only Posts that have been associated with that category. The filtering of 

Posts by category will become more important once the number of Posts increases. 

If you feel there is not an appropriate category then initially you should leave it as “Uncategorised” 

and seek help from the admin team. 

Tags 
Tags should be left blank at this stage of the website’s development. 

Featured Image 
It is recommend that you use a Featured Image with your Post. A featured image appears in the top 

left corner of the Post on the Home Page. 

For some Posts, this might be the same image each time to assist with recognising the Post content, 

such as Neighbourhood Watch or Youth Club, but for other Posts it might be specific to that Post. 

If you click on “Set featured image”, you will be presented with a screen that allows you either to 

pick an existing image or upload a new image. Initially the screen presents you with existing images: 
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To use one of these image simply click the desired image and then click the “Set featured image” 

button. 

If however you have a new image you wish to use then you should upload it. Uploading images is 

covered later within Media as this is a common topic to Posts, Pages and Events. 

Post Content 
Whilst all the above is very important, it is not of course as important as the content itself.  

The Content Editor is a common topic to Posts, Pages and Events and so is covered later (see 

Content Editor). 

Pages 
Currently, the creation and editing of Pages is prevented for all users except administrators. The 

ability to create and edit Pages will be made possible at a future time. Therefore the section is 

intentionally empty. 

As a general look to when Pages are available, the creation of Page content is almost identical to 

Post content. 
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Events 
After Posts, Events are the next most common form of content. In most respects creating an Event is 

identical to creating a Post. In the bar at the top of the website, if you place your cursor over “New” 

you will get a drop down menu: 

 

 

If you click Event then a new Event will be created. This will present you with a blank Event similar to 

the following: 

 

There is some addition content below the SEO area, but this should be ignored. 

In general, the above screen shot is the same as a Post, so this section will not repeat information on 

the following areas (see Posts or Content Editor for more information). 

 Title 

 Author Widgets 

o Publish 

o Tags 

o Featured Image 

 Content Editor 

 SEO 

There is however one area specific to Events, which is Event Details. 
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Event Details 
The Event Details area has 4 section: 

 Event Date and Time 

 Event Location Details 

 Event Cost and Tickets 

 Organizer Contact Info 

If you click on the section text the Event Details will expand that section and collapse the current 

section. 

Event Date and Time 

 

Hopefully the majority of the above is self-explanatory, but there are a few points worth going over. 

Firstly, unless the Event is an all-day event (we have never had one yet) please try to always include 

an end time. If you do not have an end time then check the “No end time” checkbox. 

If the Event is a recurring Event then set the “Start date / time” and “End date / time” for the first 

occurrence and then check “Repeat” and you will see the follow dialog: 
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Initially you will be on the “Daily” tab, but the screen shot above shows the “Weekly” tab. Select the 

appropriate tab and the appropriate other data. In the above it might be ‘every Tuesday’. You can 

select multiple days (e.g. selecting Tuesday and Thursday will mean ‘every Tuesday and Thursday’). 

 

If you have an Event which is monthly or follows a monthly pattern (e.g. the Bingo is the 2nd and Last 

Thursday of the month) then use the Monthly tab. The “Every” drop down includes “1st” thru “5th” 

plus “Last”. If in the example of the Bingo you have a Monthly event that occurs more than once a 

month but not every week then you will need to create an Event for each monthly pattern. In the 

Bingo example this will be 2 otherwise identical Events, one for the 2nd Thursday and the other for 

the Last Thursday of the month. 

If the Event generally repeats until further notice then leave “End” as “Never”, otherwise select 

“After” or On date” and select an appropriate date. 

When creating a repeating Event there will almost certainly be specific date on which it does not 

take place (e.g. school holidays, Christmas, Easter etc.). So as not to advertise occurrences that will 

not take place check the checkbox “Exclude” and select all the dates that the repeating Event will 

not take place on. In some cases you will only know ‘so far ahead’ (such as School holiday dates). In 

which case enter what you can but remember to revisit and edit the Event in the future to add more 

exclusions. 
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Event Location Details 

 

Enter a “Venue name” and if possible enter an address – postcodes are recognised. An exception for 

not entering an address could be the Christmas Santa Visit, where the Address might instead read 

“around the village”, supported by more specific information within the Content Editor. 

Having entered an address, check the checkbox “Show Google Map”. Occasionally you may not be 

able to enter an accurate address (so Google Maps will not be accurate enough, e.g. the Wroth Silver 

Ceremony takes place at “Knightlow Hill”), so you can enter co-ordinates. Below is an example or co-

ordinate usage (Wroth Silver). Finding coordinates can be tricky, but google maps usually provides 

them. 

 

There are a number of Venues which are very commonly used, which are: 

Venue Name Address (auto completes remainder) 

{room name}, The Sports Connexion CV8 3FL 

Church St Leonard’s Church, Ryton-on-Dunsmore 
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Venue Name Address (auto completes remainder) 

Church Centre St Leonard’s Church, Ryton-on-Dunsmore 

Provost Williams C of E School CV8 3FF 

The Ark, Provost Williams C of E 
School 

CV8 3FF 

Village Hall CV8 3EY 

 

Event Cost and Tickets 

 

If an Event has a cost then enter it. The area is free text but try to keep it brief and expand if 

necessary within the Content Editor. 

In most cases “Buy Tickets URL” will remain empty unless we are promoting a commercial Event 

which has an online ticket sales website. 

Organizer Contact Info 

 

Always try to provide at least one contact name with a phone number and/or email address. The 

area is free text so it is possible to enter more than one name and number. 

In some cases the Event may have details on its own website, in which case provide the URL to their 

website in “External URL”. 
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Content Editor 
The Content Editor is used within all 3 content types (Posts, Events and Pages) and has 2 tabs (Visual 

and Text). Unless you are an experienced HTML editor you should only use the Visual tab, which is a 

bit like a word processor in that it presents you with a WYSIWYG (What You See Is What You Get) 

editor: 

  

Whilst the above screenshot shows two rows of toolbar icons, you may only get a single row (the top 

row). Clicking the last icon on the top row will show/hide the second row (circled below): 

 

It is important that all content on the website is formatted the same way otherwise it starts to look 

unpolished if every author uses a different font, font size, font colour etc. Therefore you should not 

format your text in any way other than some simple aspects as offered by the Content Editor. 

If you are copying your content from another source, such as a Word document, then you should not 

paste it directly into the Content Editor, but click the toolbar icon with a “T” on it and paste it into 

that window instead. Doing this removes all formatting that may be embedded in the pasted 

content. You may of course need to add or remove some carriage returns if this causes an 

undesirable layout. You should not use the toolbar icon with a “W” on it – whilst this is intended for 

pasting Word document content it is unreliable and you should always use the icon with a “T” on it. 

If you wish to segment your article into sections, then you should not use the Bold and/or Italic 

formatting to achieve this, but instead highlight the words that represent your headings and use the 

dropdown list to select an appropriate style (such as Heading 1 or Heading 2) – much like a word 
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processor. It is recommended that you do not start your article off with a heading as the title of the 

Post provides an initial heading. 

 

Here is an example that has used the dropdown list styles to prepare some content with a Heading 1 

and a Heading 2: 

 

You will notice that the Content Editor also has a built in spell check, indicating the word 

“dropdown” is potentially a spelling mistake via the red squiggly line. If you right click on the word 

you get a dropdown that includes suggested spellings, the ability to add the word to the dictionary 

etc. If it is a mistake and the correct spelling is suggested then click on the item in the dropdown and 

it will be changed. 
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Adding Links Other Content 
When creating content it is very useful to ‘hyperlink’ to other content. A hyperlink is typical just 

referred to as ‘link’ and is usually applied to a word or phrase in the content, although links can also 

be applied to images. 

You should try to link to other content within our own website as much as possible. An example 

might be that when referring to the “Village Hall” you link those words to the Village Hall page or 

when referring to an upcoming Event, you link to the existing Event. You only need to link the first 

mention of the other content (e.g. Village Hall) though as repeated linking to the same content is 

both unnecessary and provides for a poor user experience. 

Not all content though is within our own website. The will be many occasions where there is content 

on other websites you might like to link to. Content on other sites if referred to as ‘external content’. 

To create a link highlight the words you want to link (or select the image) and click the icon on the 

toolbar that looks like links in a chain. 

 

This will show the following dialog: 
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If the link you wish to create is external, then paste the link into the area called “URL”. You should 

always include the “http” part. The easiest way to get the correct URL is to use your browser to go to 

the content you want to link to and then copy the URL from the browser’s address bar. 

The checkbox “Open link in a new window/tab” should always be checked for external content, but 

never for internal content. 

All available internal content is shown in the list below the Search box. If the content is difficult to 

locate (e.g. it is not in the tops few entries) then try entering a word or two from the title of the 

content to filter the list. 

To create an internal link, select the content you wish to link to from the list. 

Click add link and the dialog box will disappear and the previously select content will now be linked 

to the specified content. 

Although not evident in the Content Editor, when viewing the content (preview or published) an 

external link is displayed slightly differently. The external link has an orange arrow as a post-

transcript: 

 

If you apply a link to an image then you will not see any discernable difference in the image, 

although when the mouse if moved over the image the point pointer will turn to a hand icon to 

indicate it is linked to something. 
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When creating a link by highlight words and selecting an image you can ignore the “Title” area. If 

however you were to create a link without selecting anything then the Title will be inserted where 

you had your cursor. 

If you later wish to amend a link, simply place your cursor within the already linked words (or 

reselect the image) and click the link icon again. To remove a link to the same, but select the broken-

link icon (next to the link icon). 

If you wish to create a link to an item in the Media Library (such as a document) then use the “Add 

Media” button. See Adding Document Links to the Content for more information. 

SEO (Search Engine Optimisation) 
Below the Content Editor you will see an area called “WordPress SEO by Yoast”. This area is 

important to search engines such as Google or Bing. If you want your content to be listed and 

preferably ranked higher enough to make the first page of results, you should ensure you pay some 

attention to this. 

 

You may have notice in the earlier screen shot (All Posts within admin) that there was a column 

called SEO in which there was a coloured ball icon. The aim is to have a green ball is possible (the 

colours are based on traffic lights, with green being good, yellow OK and red poor). 
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It the main you should only need to fill in the “Focus Keyword”. In the above screen shot you will see 

it is in fact 2 words (“steetley meadows”) but usually it will be a single word. You should enter the 

most important word that reflects the topic of your content. Ideally this keyword will exist in the 5 

areas listed: 

 Article Heading 

 Page title 

 Page URL 

 Content 

 Meta description 

In the example above there is one mention of “steetley meadows” in each area, which earns a green 

ball. You can click on the tab “Page Analysis” for a further breakdown of how good the content is in 

the eyes of a search engine. 

Near the top you will see an example of how it might appear in Google. The main link will be the title 

you entered in the Content Editor with “Ryton-on-Dunsmore” appended to it. You should not change 

this. The grey words will be the text entered in the “Meta Description” which will default to the first 

few words of your content. If you have made the first paragraph of your content read like a good 

summary (akin to a magazine or newspaper article) then this should be adequate, however if it is not 

very good you can enter an alternative description by completing “Meta Description”. 

In summary, you should aim to enter a good keyword and nothing else unless necessary. 

Adding Images to the Content 
Any article is livened up with some pictures, so it is a good idea to include an image or two if 

possible. This section assumes the images you want to add are already in the Media Library. To find 

out how to add images to the Media Library see Adding Media to the Media Library. 

In most cases you will want to add images to your content. Layout out images on webpages can feel 

unintuitive or difficult at times, depending on how particular you are trying to be about your 

placement. Typically you will align you images to the left, right or centre. 

Firstly you should place you cursor at the beginning of the paragraph you wish to place the image 

and then click “Add Media”. This will then show a dialog like the one below. 



An Author’s Guide version 0.2 

P a g e  22 | 38 

 

 

You should select the image you want to use (in the screen shot above I have selected a picture of 

“Placing the Wreath”, indicated by a blue surrounding box with a tick). 

 

This will then display the properties of the image on the right hand side. 

If the image was added to the Media Library correctly it should not be necessary to edit the 

properties, but you should just check that it has a “Title” and “Alt Text”. The “Alt Text” should be a 

short desciption of the image (possible the same as the title) as this is what is used for accessibility 

purposes (such as screen readers used by blind or poor sighted people) to describe to them the 

content. 

You should now select the appropriate setting from the “Attachment Display Settings” area as per 

you placement requirements. 

Alignment 
Alignment offers: 

 Left 

 Center 
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 Right 

 None 

Most commonly you will use “Left” or “Right” as this makes the image appear to the left or the right 

of the paragraph (remember you place your cursor at the beginning of a paragraph – this will be the 

paragraph against with Left or Right is applied). 

Link To 
Link To offers: 

 Media File 

 Attachment Page 

 Custom URL 

 None 

Generally you will select “Media File”, which means that if the user clicks on the image it will show 

the full size image (see later in Images, but most Images’ full size will be 1024x768 pixels). If you do 

not wish the image to be clickable then select “None” (perhaps the image is already shown full size 

in the Content – see Size below). 

Occasionally you might light the image to link to other content. You should not use “Custom URL” 

but instead set this to “None” and then follow the instruction in Adding Links Other Content 

Size 
Size offers: 

 Thumbnail 

 Medium 

 Full Size 

When an image is added to the Media Library, WordPress automatically creates two additional 

copies of it at different sizes, which are Thumbnail and Medium. These alternative sizes maintain 

aspect ratio but at most are 150x150 pixels or 300x300 pixels. 

Full Size is usually too big to include directly within the content (hence why we use the Link To value 

of Media File). Medium most often provides the best size for use within the content, but sometimes 

Thumbnail might be more appropriate. 

If you now click “Insert into post”. 

If you have selected a Medium size with Left alignment it might look like this: 
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If however you had chosen Medium Size with Right alignment it might look like this: 

 

 

You should notice that when an image is bigger (height) that the paragraph against which it is 

aligned, the next paragraph still starts immediately after the previous paragraph and not after the 

image. In the example above the first line of the next paragraph is also alongside the aligned image. 

This is expected and normal behaviour for web content. There is a way to make the next paragraph 

start completely after the image, but this is an advanced topic and required direct editing of the 
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HTML and so it not covered here and not advised unless you know what you are doing (add <div 

clear=”all”/> between the paragraphs). 

Adding a Gallery to the Content 
A Gallery is a special kind of presentation of images. It allows multiple images to be added to the 

content as a group of images (rather that each added individually). Using the Gallery feature can be 

troublesome and so it is not covered in great detail here other than to describe what you might be 

able to achieve. 

Galleries are not aligned (Left or Right etc.) and you do not select the size of the images as they will 

fill the entire width of the page. Also, the images are cropped (usually resulting in square images) 

and can omit the parts of the image you wanted to show. All this may make you wonder what use 

they are – which is why we do not go into great detail, but they can have their uses from time to 

time. 

The gallery will be inserted at the cursor (thus before the paragraph) and will be displayed in a 

specified number of columns (and thus as many rows as required to display the number of images 

selected). 

On clicking “Add Media”, instead of selecting the image, instead click the link “Create Gallery” and 

then select the multiple images you want to include in the Gallery. Then click “Create new gallery”. 

You are then presented with a preview of the image to be used in the gallery and three options 

under “Gallery Settings”. “Link To” behaves the same as before, which we recommend Media File. 

“Columns” sets how many columns to spread the image over within the content (the rows will be 

calculated based on the number of images). “Random Order” (if checked) presents the images in a 

random order each time the content is viewed. To maintain the selected order leave the checkbox 

unchecked. You can adjust the order of the image using drag and drop in the gallery preview area. 

Click “Insert gallery” to insert the gallery into the content. On returning to the Content Editor you 

will not see the actual gallery, but a placeholder box indicated where the gallery will go. Tip: Click 

“Preview” in the Publish Author widget to see what it might really look like. 

Adding Document Links to the Content 
Adding a document linked is almost the same as adding an image except that you will not be asked 

about alignment as a link to the document will be placed where you put the cursor and the Title 

given to the document (in Media Library) will be inserted as the name of the document in the link. 

You can edit the name of the document in the content if necessary, but you might break the link in 

doing so. If you need to amend the name in the content I would recommend that you enter the new 

name mid-value to the existing name and then delete the unwanted text from either side of it. 

Editing a Post 
If you need to edit an existing Post, whether it is already published or still a draft, then you should 

use the “Dashboard”. 

As a website author, when you are logged in, there will be a bar at the top of the website, like the 

following: 

  

If you place your cursor over “Ryton-on-Dunsmore” you will get a drop down menu: 
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If you click Dashboard you will be taken to a screen similar to the following: 

  

You can see a list of all existing Posts in several ways: 

 click on Posts (menu item) 

 place your cursor over the Posts (menu item) and select “All Posts” 

 click Posts in the “At a Glance” central widget (in the above screen shot it reads “25 Posts”) 

Using any of the above methods will present you with a screen similar to the following: 

  

The Posts are arranged newest first and you can only see your own Posts (i.e. the Posts you 

authored). An administrator can edit anyone’s Posts or reallocate Posts previously authored by other 
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individuals, so if you need to edit someone else’s Post then either get them to do it or contact one of 

the administrators. 

To edit one of the Posts, click on the title and you will return to the same screen that was discussed 

when creating a new Post. When you move your cursor over the entry you will see you also get 

some additional options. You can delete a Post by clicking Trash. The other options are show below, 

but are not discussed here. 

 

You will notice in the image above, the Post has a title of “(no title)”. This is not its actual title, but a 

placeholder because the Post has not yet been given a title. It is therefore suggested that the first 

thing you do when creating a new Post is to ensure you give it a title as you may find it more difficult 

to locate it again when you return to edit it at a later date. 

Media 
All media is held in the Media Library. Media items can come in a variety of guises, the most obvious 

being images, but a media item could be a documents, video, sound etc. Pretty much anything that 

isn’t text entered directly into the Content Editor. 

For the purposes of this guide we will only discuss images and documents. 

Images 
These days most cameras are digital and the photos they take are usually saved as a file with a file 

extension *.jpg (pronounced ‘jay-peg’). Most digital camera have a resolution considerably higher 

that is necessary for website usage and so before we can add a photograph (or any image file) to the 

Media Library we must first resize the image. 

You should look to resize your images to no more than 1024 x 1024 pixels. If this statement means 

nothing to you then you should probably seek further assistance before proceeding to add additional 

images to the Media Library. 

Most images will be in the aspect ratio of 4:3 (800 x 600, 1024 x 768, 2048 x 1536 or even bigger) but 

not always. When resizing your image you should always maintain the aspect ratio but just ensure 

that the resulting overall size is no greater than 1024 x 1024. For example if you have an image that 

is 1200 x 800 (3:2) then you should resize this to approximately 1024 x 683. If your image is already 

smaller than 1024 x 768, then do not enlarge it. 

There are many image editing tool available from the simple MS Paint included in all Windows 

operating systems to more professional tools such as Paint Shop Pro. 

Documents 
Most documents will be in pdf format (pdf stands for “portable document format”). A pdf document 

is the most suitable format for website usage and so if you have a Word document or similar you 

should look to convert this to pdf. Most applications (including Word) can be converted to pdf 

format using their “Save As…” functionality. 
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Media Library 
The image below shows the Media Library from within the admin area. You can use the “Add New” 

button to add an item of media directly to the Media Library – however do not use this (unless you 

have a good reason to). In most cases media is added to the Media Library from the Content Editor, 

which is discuss below (Adding Media to the Media Library). 

If you look at the column “Uploaded to” you will see that most images have been added via the 

Content Editor (you can tell this because it states the name of the Post/Page/Event was being edited 

at the time). If you look at the NHS Logo however it says “(unattached)”. This is because it was added 

directly to the Media Library as it is expected this will be used in a variety of Posts.  

As a general rule of thumb we only add media via the Media Library (directly) when the item will be 

used across the website. This is usually true for logos (e.g. NHS, Scouts, etc.) as we tend to use these 

as the Featured Image for all content relating to that group/organisation (this helps identify Posts at 

a glance). 

It is worth stating though, that just because an image is added using the Content Editor (and so it 

would be attached to that Post) the image can still be reused in other Posts. 

When adding media though, the mechanisms are the same so we shall only discuss adding media via 

the Content Editor. 

Adding Media to the Media Library 

When using the Content Editor, you click “Add Media” to insert images (or other 

to documents). This is covered in a previous section (Adding Links Other Content 
When creating content it is very useful to ‘hyperlink’ to other content. A hyperlink is typical just 

referred to as ‘link’ and is usually applied to a word or phrase in the content, although links can also 

be applied to images. 
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You should try to link to other content within our own website as much as possible. An example 

might be that when referring to the “Village Hall” you link those words to the Village Hall page or 

when referring to an upcoming Event, you link to the existing Event. You only need to link the first 

mention of the other content (e.g. Village Hall) though as repeated linking to the same content is 

both unnecessary and provides for a poor user experience. 

Not all content though is within our own website. The will be many occasions where there is content 

on other websites you might like to link to. Content on other sites if referred to as ‘external content’. 

To create a link highlight the words you want to link (or select the image) and click the icon on the 

toolbar that looks like links in a chain. 

 

This will show the following dialog: 

 

If the link you wish to create is external, then paste the link into the area called “URL”. You should 

always include the “http” part. The easiest way to get the correct URL is to use your browser to go to 

the content you want to link to and then copy the URL from the browser’s address bar. 

The checkbox “Open link in a new window/tab” should always be checked for external content, but 

never for internal content. 
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All available internal content is shown in the list below the Search box. If the content is difficult to 

locate (e.g. it is not in the tops few entries) then try entering a word or two from the title of the 

content to filter the list. 

To create an internal link, select the content you wish to link to from the list. 

Click add link and the dialog box will disappear and the previously select content will now be linked 

to the specified content. 

Although not evident in the Content Editor, when viewing the content (preview or published) an 

external link is displayed slightly differently. The external link has an orange arrow as a post-

transcript: 

 

If you apply a link to an image then you will not see any discernable difference in the image, 

although when the mouse if moved over the image the point pointer will turn to a hand icon to 

indicate it is linked to something. 

When creating a link by highlight words and selecting an image you can ignore the “Title” area. If 

however you were to create a link without selecting anything then the Title will be inserted where 

you had your cursor. 

If you later wish to amend a link, simply place your cursor within the already linked words (or 

reselect the image) and click the link icon again. To remove a link to the same, but select the broken-

link icon (next to the link icon). 

If you wish to create a link to an item in the Media Library (such as a document) then use the “Add 

Media” button. See Adding Document Links to the Content for more information. 

SEO (Search Engine Optimisation) 
Below the Content Editor you will see an area called “WordPress SEO by Yoast”. This area is 

important to search engines such as Google or Bing. If you want your content to be listed and 

preferably ranked higher enough to make the first page of results, you should ensure you pay some 

attention to this. 
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You may have notice in the earlier screen shot (All Posts within admin) that there was a column 

called SEO in which there was a coloured ball icon. The aim is to have a green ball is possible (the 

colours are based on traffic lights, with green being good, yellow OK and red poor). 

It the main you should only need to fill in the “Focus Keyword”. In the above screen shot you will see 

it is in fact 2 words (“steetley meadows”) but usually it will be a single word. You should enter the 

most important word that reflects the topic of your content. Ideally this keyword will exist in the 5 

areas listed: 

 Article Heading 

 Page title 

 Page URL 

 Content 

 Meta description 

In the example above there is one mention of “steetley meadows” in each area, which earns a green 

ball. You can click on the tab “Page Analysis” for a further breakdown of how good the content is in 

the eyes of a search engine. 
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Near the top you will see an example of how it might appear in Google. The main link will be the title 

you entered in the Content Editor with “Ryton-on-Dunsmore” appended to it. You should not change 

this. The grey words will be the text entered in the “Meta Description” which will default to the first 

few words of your content. If you have made the first paragraph of your content read like a good 

summary (akin to a magazine or newspaper article) then this should be adequate, however if it is not 

very good you can enter an alternative description by completing “Meta Description”. 

In summary, you should aim to enter a good keyword and nothing else unless necessary. 

Adding Images to the Content) but if the media is not already in the Media Library you can also add 

new media there and then. 

From the Add Media dialog, select the “Upload Files” tab. You can drop multiple files onto the 

window and click “Select Files”. Once the image(s) have been uploaded they will appear in the Media 

Library and you should continue as per the previous instructions – with one exception. As the files 

are newly added they will have defaulted their “Title” to the file name. You should change this to 

something more suitable (if necessary) and ensure it has “Alt Test” set. 

Remember, when adding images ensure they are no bigger than 1024 x 1024. 

Regular Media Additions and Publications 
There are some media items (pdf documents) that are added regularly to the website, such as 

minutes, agendas and newsletters. At the time of writing there are a small number of regular 

documents, which are: 

 Church Newsletters 

 Parish Council Agendas 

 Parish Council Minutes 

 Village Newsletters 

 Website Minutes 

To make it simple to add regular documents to the website, the pages that these documents appear 

on have a special tabular display that automatically present a link to the uploaded document, most 

recently uploaded at the top in descending date (of upload) order. The image below shows the table 

of uploaded newsletters on the Village Newsletter page: 
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In addition to showing the document within a table on the appropriate page it is also possible to 

advertise the recent addition of the document via the side widget called Recent Publications: 

 

Below are step by step instructions on how to upload a regular document. 

Step 1 – Prepare Document 
The document must be in pdf format and it is preferred if the document could be renamed using the 

following format: 

Name_YYYY-MM.pdf 

For example, the November, 2014 Church Newsletter would be renamed to 

“ChurchNewsletter_2014-11.pdf”. 

The naming of the document is only a preference and does not cause any functional issues, but 

multiple documents uploaded with the same name make it difficult to find them when searching the 

Media Library. 

Step 2 – Add New Media 
Ensuring you are logged on, go to the Dashboard and within the Media section select the menu “Add 

New” (there is a short cut available in the top bar, by placing your mouse pointer over the New 

menu, select Media from the drop down menu). 
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Or 

 

This will show a form in which you can upload the document. 

 

Click ‘Select Files’ and select your document, in this example “ChurchNewsletter_2014-11.pdf”. 

When the file has completed uploading the form will change to show the uploaded document: 
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Step 3 – Edit Document Details 
Click the “Edit” link and you will be shown the document details as shown below: 
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You should now make the following changes – it is very important you make all these changes: 

1. Change the name of the document to a more human readable format, from 

“ChurchNewsletter_2014-11” to “Church Newsletter November 2014”. 

 

It is important to do this, as this is the wording that will appear in the table and in the 

“Recent Publications” widget. 

 

2. Enter a description in similar format to the below: 

 

“St Leonard’s Church, Ryton-on-Dunsmore, Newsletter, November 2014” 

 

3. In the “Att Categories” sidebar select the type of document, i.e. one of “Agenda”, “Minutes” 

or “Newsletter” plus the category “Publication”. For the example the image below shows the 

selection of Newsletter and Publication. 
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4. Attach the document to the page that contains the table it is supposed to appear in. Do this 

by setting the “Parent Info”. 

 

 
Click the Select button, then in the dialog that appears, select Pages from the dropdown list 

to the right of the Search button (defaults to all) and search for the appropriate page, select 

it and click Update. 

 
 

To find the appropriate page, use the following Search terms: 
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- “Church Newsletter” and select the page called “Church Newsletter” 

- “Council Minutes” and select the page called “Council Minutes”, for both minutes and 

agenda 

- “Village Newsletter” and select the page called “Village Newsletter Action Group” 

- “Village Website” and select the page called “Village Website Action Group” 

 

5. All the details are now complete, so click Update. 

 
 

The document is now uploaded and will be listed in both the appropriate page table and the 

“Recent Publications”. 

Note: You do not have to advertise the document in “Recent Publications”. Simply omit checking 

the Publications category. 

 


