
Aldryngton Website Editors Guide  
Please note you may not have the correct permissions to use all of the features in this guide. If in doubt please 
contact Simon.  
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How to add a Letter/Newsletter to the new Aldryngton site.   
See the red numbers on the diagram for more help.  

1. Logon  
2. Click Posts – Add New Post  

  
3. Enter the title of the new item  
4. Click by “Publish Immediately” where it says Edit and change the date to the date of publication.  
5. Click on the Category that is relevant to this item. (If this is a newsletter, than tick news AND newsletter)  
6. Click on Add Media, select the relevant PDF document and click on Insert into Post  



  
  
  
  
  
  

7. Click on the “Text” tab  

  
8. Enter the text [embed] immediately before the http:// and immediately after the .pdf. Be sure to remove any 

other text.  



  
  
  

9. Set the featured image of this post by clicking on “Set 
featured image” and searching for and selecting the 
square image called newsletter.png. Click on the blue 
“Set featured image button”.  

10. Click Publish.  
11. Go to the Appripriate page on the public website and 

check if your new page is listed… 

  
12. … and that the PDF is embedded within the page.  



  

    
  



How to Add or modify the News Ticker on the front page  
1. Logon to the website  
2. Select News Ticker (2)  from the menu  

  
3. Click Edit (3) under the Ticker number 001  
4. Add test to the box titled TICKER TEXT 

 
  

5. Click “Update” on the top right of the page.  

 
Notes: Keep the ticker text to one line 

    

  



How to Add a News Story or Photo  
News stories will be added to the front page of the website and to the News page of the website in reverse date 
order  

1. Logon to the website  
2. Click Posts -> Add New  

  
3. Enter you post title  
4. Enter your text  
5. Tick “News” in the “Categories” box if you are adding a news story or Photo if you are adding a Photo (of the  

Week)  
6. Click “Set featured image”  

  
7. Either drag your image into this window or click “Upload Files” -> “Select Files” and double click on the image 

file. NEWS ITEMS MUST HAVE A FEATURED IMAGE, or the pages that display news items will not work 
properly.  

8. Click “Edit” by “Publish immediately” if you want to put a date in that is different from now, or just click on 
Publish. Items will be sorted by date order.  

  
9. Check the relevant page of the site to see if your News Item or Photo is displaying properly.  

    

Editing Pages using Microsoft Expression Web Editor  
  
I recommend that you do not use the supplied page editor that comes with Wordpress. Instead download 
the free Microsoft Expression Web Editor https://www.microsoft.com/en- 
gb/download/details.aspx?id=36179 and copy the source code provided by this tool directly into the text tab   



  
1. Download Microsoft Expression Web Editor from the link above  
2. Run the download and start the program  
3. Go to “Split” View (the tab at the bottom)  
4. Edit your page using the lower “Design” window.   
5. You will see your code generated in the “Code” window  
6. Select all the code from the Code window and copy it to the text tab of your page.  

  

  
  

Note: images must be  preloaded to the web site and referred to by their online location. This is a big gotcha. Please 
ask Simon if you need help with this or any aspect of online editing.  

  

  

  

    

How to add a General Notice into the Our Community Section of the Website  
  

1. Logon  
2. Click Posts – Add New Post  



  
3. Enter the title of the new item  
4. (if necessary) Click by “Publish Immediately” where it says Edit and change the date to the date of 

publication.  
5. Click on the “General Notice” category   
6. Click on Add Media, select the relevant PDF document and click on Insert into Post  

  
  
  
  
  
  

7. Click on the “Text” tab  



  
8. Enter the text [embed] immediately before the http:// and immediately after the .pdf. Be sure to remove any 

other text.  

  
  
  

9. Click Publish.  

    

How to update the Calendar  
  

1. You will need a logon to google. For simplicity, either use your own account, if you have one, or ask for one 
to be assigned to you.  
  

2. Go to https://www.google.com/calendar  
  

3. Logon using your username and password  



4. Use your google email address as your user name  
  

5. You will see an extra calendar on the left margin, within “Other calendars” called “aldry ngton”. This is the 
shared calendar used by the website  
  

6. Ensure that the square box to the left of “aldry ngton” is filled in with a colour (doesn’t matter what). If it 
isn’t filled in then you will not be able to see the school’s calendar entries.  
  

7. Click on the date part of the calendar to make a new  
 event    

  
8. You can enter event information in the “What” field    

  
9. Ensure that you have selected “aldry ngton” in the  

 calendar drop-down box    
  

10. If you want to make more detailed changes to this  
 calendar event then click “Edit Event”    

  



  
11. The website calendar will synchronise with the google calendar every sixty minutes.  


