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1. Introduction
In just about every part of the admin system where you can
enter text, you will see these text formatting icons, which allow
you to bold, italic and underline text. They also enable you to list
text in bullet points or numbers and insert an image you have
already uploaded. And best of all, to convert text into a link, eg
“Click here to contact me”, with the here linking through to your email or a web address. Here we show you
how to use them.

2. Ho
How
w to bold, it
italic
alic and underline
This is quite straightforward – just select the text you would like to format and click on the respective bold,
italic or underline icon. You will see the system automatically adds some tags or html in the admin system, as
you can see from the left image. This is in effect a code or web speak to format the text (see 6. below for a
fuller explanation). To undo it, simply delete the tags. WARNING
ARNING. Generally speaking we do not recommend
underlining text, as users can mistake it for a link, so only use this facility if you really need to.

3. Bullet points and numbers
These work slightly differently. If you would like a list of text to appear in bullet points or numbers, position
your cursor at the top of your list in a clear space and click on the respective icon. The system will add some
tags (for numbers, you will get a pop up asking you which start number you would like – enter 1, or other start
number if you prefer). For bullet points, the tags will look like this:
[list]
[/list]
Just copy your text between the two tags and preview your site to see it in neat bullet point order. Please
note if there is a line break between items in your list, the system will treat the break as a new item. For
numbers, the tags will look like this: [nlist st
start=1]
art=1] and [/nlist]
[/nlist]. In the example below, we have four places
listed in numerical format. The admin system would look something like the image to the left and the live site,
like the image to the right.
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4. Con
Convverting te
text
xt into a link
Turning text into a link can be really helpful for your users. It
looks professional and it can also help with search engines. For
example, if you would like to say “There is an excellent article
about this on the BBC w
website
ebsite”, you can convert the words BBC
website into a link, which goes directly to the article you’re
referring to. Or, it could be to an email address. Or any other part
of your own website, an ‘internal link’. Or even to a file that you
may have already uploaded, such as a Word or Excel file. Even an
image.
St
Stage
age I: Create the link.
All you have to do is click on the link icon in the admin system. You will see a pop-up box like this. The most
important thing is to select the Type of link you would like to make from the drop down menu, as follows:
 URL. When linking to a web page on a different website to
your own. Just select URL in the Type field and under the
URL field, enter the web page address you would like to link
to, e.g. http://www.bbc.co.uk/sport. Click OK at the bottom
and see Pre
revie
view
w. Incidentally, URL stands for Unique
resource locator
locator.
 Email. If you select email, then simply enter the email
address you want to link to in the Email field. Click OK at the
bottom and Pre
revie
view
w.
 Links to yyour
our o
own
wn site, including file do
downloads.
wnloads. The Type
you select here depends on what type of section you are
linking to, either a Photo, Gallery, Article, Section, a file you
have already uploaded, or a Popup section you have created.
If you select one of these, you will also need to select which
one from the drop down menu that appears under the id field (if this is an exhaustive list, you can
alternatively select Enter ID manually
manually* and enter the record id). Click OK at the end.
Incidentally, you can only tick Icon if you are linking to a file you have uploaded, in which case the system will
show the icon of the type of file it is, eg Word or Excel.
St
Stage
age II: Edit the te
text.
xt.
You will see that the system has added some coding to your admin system, as in the example below. Whilst
this may look a bit scary, all you have to do is enter whatever text you would like to appear in the blue
highlighted area. This is the text the user will see on your website, which if they click on will go straight to the
link you have entered. Give it a go and click on Pre
revie
view
w to see how it looks and works. If you need to re-do it,
simply delete the coding in your admin system and start again. WARNING: When setting up links, it is
important that those links are valid and kept up to date or else you will be penalised severely by Google!
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5. Ho
How
w to insert an image
Inserting an image into text pages is a great way of
brightening the page up and is easy to do. For this to work,
you must have already uploaded the image to your admin
system in the usual way and preferably taken a note of the
unique image id that our system has generated (not to be
confused with your own file name).
When you are ready, position your cursor in the admin
system text field where you would like the image to
appear. If it is to the right of the text, this should still be at
the start of that text. Click on the Image icon (the green
one) and complete the pop up box as follows.
 Image id. Select from the drop down list. If
your list is exhaustive, take a note of the
image id (found in the respective Image
record) and click on Enter ID manually
manually.
 Displa
Displayy as thumbnail. Tick if you would like
the image to appear as a thumbnail,
otherwise it will be an enlargement.
 Add link. If ticked and the user clicks on the
image, they will be taken through to an
enlarged version.
 Add caption. If your image has a caption
then it will appear here.
 Open link in pop-up. A pop-up of the
enlarged image appears.
 Align. This defaults to left. Please note that
even though the tags appear at the start of the text, if you select right align, the image still appears at the
right of the text. Centre is rarely used unless you would like to insert an image in the middle of the field
with no text wrapping around it.
 Click OK and then Pre
revie
view
w to see what it looks like.

6. Wh
Whyy do w
we
e use ttags
ags (html)?
Many of you will be familiar with Microsoft Word or image editing packages where you simply select a piece
of text and then click a button to make it bold or italic, etc. However, if you were to copy, say, a Word file into
Excel, all of your formatting will be lost such as bold and italics.
In the same way, when you format text in a website it needs to be seen consistently across a number of
browsers, such as Google Chrome, Internet Explorer, Firefox, Safari, etc. The website creator must therefore
use a common language or format that all browsers can understand and read, namely html or hyperte
ypertext
xt
markup language
language. This invariably uses brackets as tags with coding within those tags.
For example, when our system inserts a [b] tag at the start of the text you want to make bold, and then a [/b]
tag at the end, it is simply doing the html for you. All of the main browsers will recognise this and your text
will appear in bold when they display it.
Whilst the bold, italic and underline tags are fairly straightforward, html can sometimes be complex, which is
why we have included these icons to do the work for you. You don’t need to understand why the tags appear
the way they do, rather what they can do for you and what you need to do to make them work, which typically
involves just putting your text in the right place!
Incidentally, if you see or hear of the term html5
html5, this is a more recent version of html which can also be read
on mobile devices such as tablets and phones.
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