
 
Group Leader Website access  
 
The u3a have now developed a website using basic WORDPRESS functionality and have 
developed some u3a specific plugins which help with the management of groups  and events, 
which are the main focus of most u3a’s. You will see on some of the pages placeholders in 
blue and yellow bands which are where the new functionality is effectively placed on the 
page.  If you are familiar  with WORDPRESS then there is comprehensive documentation 
about the u3a specific bits using this link u3a website help.  Click the web managers button  
and then user guide .  
 
PERSONAL DETAILS, PLEASE NOTE THAT PERSONAL EMAIL ADDRESSES ,  PHONE NUMBERS 
AND BANK DETAILS SHOULD NOT BE ADDED TO THE WEBSITE. ANY PICTURES MUST HAVE 
THE CONSENT OF ALL PARTICIPANTS AND NOT BE SUBJECT TO COPYRIGHT. 
 

1.  Login 
The link to the site is  https://odiham.u3asite.uk/wp-login.php.  This takes you to a 
login page. You need to login with the user id and password you have been allocated   

 

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

https://siteworks.u3a.org.uk/user-guide-betterdocs/
https://odiham.u3asite.uk/wp-login.php


 
 
2.  Amending your Group 
 
It is fairly  intuitive, and the  website help is quite useful. If you have been set up as an 
author, you only have access to your group and events and pages relating to your group 
you cannot access any other pages . The key things are:- 
 
2.1  Change your group  
 
When you select the u3a groups TAB on the left hand side of the page  . You will see the 
groups you have been allocated  

 
 
 



If you hover over the group name the edit button will pop up.   

 
When  you click on edit you will see the group details over a couple of pages . Note that 
these don’t quite look the same as what is displayed on the actual website, eg walking 
for pleasure  is displayed on the website as  
 
EXTERNAL VIEW 
 

 
 
 
 
 
Note the Block at the top which starts with Status, this is generated by Wordpress 
using the data in the group table. See the INTERNAL View  



 
INTERNAL VIEW 
The block at the top i.e. status etc is displayed where the blue band is on the  internal 
view below .  The top of the screen shows the text about the group, the bottom of the 
screen shows the basic details about the group which can be changed by editing the 
fields at the bottom of the page  , so for example if you want to change the day of the 
group go to the fields at the bottom and change it there  
 
DO NOT REMOVE THE BLUE  OR THE YELLOW BANDS from the page  
 

 
 
 



 
 
 
Most groups have been set up with a paragraph block with an image block or a media 
block which combines both.  If you want to change the data in the text, you should be 
able to edit what is already there by just starting to type in the paragraph. If there is a 
picture  then click on the picture and you should see the following 

 
 
 
The red arrow is pointing to the Picture block heading , if you want to replace the 
picture then click on the replace and you will see the following  



 
 
You can then either upload a picture from your PC or Open the media library and choose 
a picture from there.  
 
If a media block then you can change the picture in the same way by clicking on the 
picture and choosing replace. 
 

 
 
If you want to add a hyperlink to a piece of text then you would do the following:- 

 



The example shows the hyperlink on the word DVD. Click on the little paperclip icon 
 in the block box .  

You will then see the following  

 
 
This will allow you to input the Url address of the link you require  
 
 
There is of course much more you can do but these should give you the basics to change 
the text and change the image on an existing page.  To delete the image then go to the 
three dots on the right hand side of the bar and this will give you the delete option. 
 
For more information on basic editing look at the user guides on u3a website help.  Click 
the web managers button  and then user guide , then the editing and blocks section 
 
 
2.3 Events tab 
 
If you want to show one off meeting details as in the monthly meetings page, then these 
go on as events . When you select the events tab you will see a screen which allows you 
to add or change your events , you can view all the other events  

https://siteworks.u3a.org.uk/


 
 
When you add new event you will see the following screen  , you will only be able to add 
events for your group  

 
 
The event details will be shown at the bottom of your group where the YELLOW BLOCK 
PLACEHOLDER was on the group page 



 
 
 
 
 
 
 
 
2.4  Media 
 
You can upload files or pictures .   
 
Please Note although theoretically possible to upload Videos it is part of our 
terms and conditions that with the u3a that we do not use this facility 
 
 



 
 
 
 
 
When you select Add new media file you will see a screen which will allow you to add the 

media.  

 
 

Once the file has been added you can reference it from your group by adding image and 

selecting from the media library or uploading the file directly 



 
 

 
 

2.5 Posts 

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

 



 

If your group page has already been set up  for posts you simply have to add new ‘Posts’. 
When published they display according to the template rules that have been set up with 
the Query Loop. If such a template has not been set up to display Posts for your group, 
then ask your Web Manager to create one for you.  

Go to the dashboard and select ‘Posts’, select ‘Add New’ which appears in the Posts drop 
down menu, and also at the top of the Posts page.  

You can set an image for your post by  putting in a featured image which is on the right 
hand  side of the page 

 

You also need to set a post category which is again on the right hand side of the page. 
You need to select the appropriate category for your group which will have been set up 
for you  



 

 

 

 

 


