
WWW.CYC.CO.UK
Editors Introduction to the new website.



QUICK TOUR



CYC Website

Built using Wordpress

Quick to extend

Rich in features

Mobile Friendly

Huge community of 

experts, forums, 

helpsites.



Some more Terms

• Roles
• Visitors – People that have not registered, some content will be hidden.

• Subscribers – People that have registered, but can’t edit content.

• Authors – People that provide content, but can only edit their own content.

• Editors – The people that can both write and control the content.

• Admin – The Geeky ones!

• Pages – for persistent content (e.g welcome, gallery….)

• Posts – for news items (e.g. Race reports, cruises, lecture 

writeups.)

• Events – calendar events (e.g the Program.)



What bits make a webpage

Header 

Image

Logo and 

Title

Main Menu
Sidebar

Footer

Widget’s

Page/Post/Event Content



LOGIN



Logging in

• http://www.cyc.co.uk/login

http://www.cyc.co.uk/login


Dashboard

Tool Bar

Navigation 

Menu Work Area



Toggle between site and Dashboard

View the Site as everyone will see it.

Return to the Dashboard



Tool Bar

Edit the current 

Page/Post you are 

currently viewing

Create a New 

Page/Post etc



PAGES
Persistent content



Edit Page 

Editor Window

Add Photos

Page Title
Preview
(opens another 

Tab so you can 

see how it looks 

before you save)

Save/Update

View the Page



Add a photo to your page.

• Drag and drop your 

photo.

• Click “insert into 

Post”



POSTS
Articles, news 



Posts on the Home Page

“Star Post” 

Rotating slider of 7 most recent posts 

with “star post” checked.

Used to promote events.

4 most recent 

“News” posts

Used to promote 

future or inform of 

recent events.



Posts on the “Section” News page

Most recent at the top

Coloured buttons indicate the “category”

Categories

News

Yachts

Motors

Dinghies

Clubhouse

Social

RC Lasers

Ramblers?

Star Post 



Edit a new Post

• Select New -> Post



Add Content

• Give your post a 

title.

• This is the title 

people will see –

so make it 

meaningful.

• Add content

• Add Pictures

• Now the clever 

bit!



Categorise your Post

• This will put 

your post in the 

right place

• NEWS & YACHTS

• NEWS & DINGHIES

• NEWS & MOTORS



Set a featured Image • This is the image 
that will advertise 
your post on the 
front page.

• It also appears at 
the top of the post 
itself.

• Don’t use too small 
an image. 

• Don’t use too Big 
an image. Our host 
limits images to 
2Mb.

• 1024x640 works 
well.



Have a go!

• Create a Post

• Set the category to News

• Add a featured image

• Update/publish the post



EVENTS
Calendar events. (Using Event Organiser Plugin)



Select NEW Event

Or if the event already exists – navigate to it and Select Edit Event



Add Event Content
Event Title

Event  

Details

Start Date 

and Time

Venue

Event 

Description
Category

(Helps people to find your 

event – Also colour codes 

the event) 

Please Don’t add new  

categories without checking 

with  anAdmin first)

Featured 

Image



Have  a Go

• Create an Event in December

• Give it a title
• Christmas Eve

• Christmas Day

• Boxing Day

• New Years Eve

• Set the date

• Add a featured Image

• Set the Category to “Social”

• You can set the location (or check the box to not)

• Publish



Event Bookings

• The site allows bookings to be made for events.



PHOTO GALLERY



Adding a Photo to the Gallery

• In Wordpress Photo’s are 

“Media”

• Each section has its Own 

Wordpress Gallery

• Think of it as your section 

“photo showcase”.
• Note: At the bottom of the page is a link 

to your section Yogile. 



Add the new Media

• On the Toolbar select 

+New -> Media

• Drag and drop your photo 

into the area, or select files.

• The file will upload.

• Now Click on EDIT



Set the Categories

• Select

Gallery AND Yacht

Gallery AND Club

Gallery AND Dinghy

Gallery AND Motor

• Click on Update

• Job Done!



Have a Go!

• Upload a photo

• Edit the photo’s attributes

• Set the Category to 

• Gallery AND Club



DOCUMENTS



How to add documents (e.g. pdfs) to the Document 

Libraries

• The sections each have a document library

• Documents are just another type of Media

• Upload the file to the Media Library

• +New -> Media

• Drag the document to the upload area

• Select edit

• Set the category to:

• Dinghy AND Document

• Yacht AND Document
• YachtComm AND Document for the Yacht committee table

• Motor AND Document

• Add a description (2-5 words)

• Click on Update



How to edit/remove a document in the table.

1. Enter the Dashboard and select the Media Library 2. Select The Att Category “Document” and apply the filter.

3. Select Quick Edit.

4. Change the name of the file by editing the Description.

5. Remove the file from the table by unchecking the “Document” category



ADVANCED FORMATING



Shortcodes

• Shortcode allow you to add Buttons, tables, Tabs, 

borders………

• They can make your page look great (or cluttered) so try 

them but use them sparingly.



CONTACT FORM



Add Contact Form

Contact Form
• Use Contact Forms sparingly.

• You can add a contact form to any 
page/post or event.

• Anyone viewing the site can use the 
contact form to send you a message.

• Always include office@cyc.co.uk for 
continuity.

Add Contact Form



EDITORS



Editors Role

• Create Posts and Pages

• Create Event Listings

• Add Images

• Correct mistakes in other pages

• Maintain style and appearance of the site

• Moderate comments

• (When/if comments are permitted)



THANK YOU
Any Questions?


