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Introduction

The U3A Theme is a custom WordPress theme (basically, a website template) developed for U3A Network
Victoria. Paired with the Website Generator, the U3A Theme allows a U3A to quickly and easily generate a
complete website. No web development skills are required.

Prerequisites

Prior to working with your website, you will need the following. The U3A Website Support Team will normally
assist with these, and further details can be found in the administrator user manual:

e A domain name and web hosting account

WordPress installed, with an administrator-level user account

A theme ZIP file created by the U3A Website Generator

The theme ZIP file installed and activated in WordPress

A modern web browser (such as the latest version of Chrome, Firefox, Safari, or Edge)
A Google Maps JavaScript APl key

Logging in

1. In your web browser, navigate to the login URL for your website: This will be your website address with
“/wp-login.php” on the end. For instance, if the address of your website is https://exampleu3a.org.au then
the administration URL is https://exampleu3a.org.au/wp-login.php.

2. Enter your username and password on the login screen. If the Support Team set up your website for you,
they will have provided you with these details.

Note: Make sure to use a hard-to-guess password and keep it somewhere safe. A good password uses a
combination of upper and lowercase letters, numbers, and symbols, is at least 8 characters long, and does
not include any obvious words or combinations.

3. After logging in successfully, you will see the WordPress Dashboard.

Note: The options available to you on the Dashboard depend on your level of access. Administrator users

have more features available than Editors, and so on.

W A whittleseauza B 4+ New

@ Dashboard Dashboard

Home

At a Glance

Updates

A 33T Rt
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U3A Settings

The U3A Settings menu contains all the information about your U3A, such as contact details, membership
details, documents, and other data. Information from U3A Settings is used to automatically create and update
much of the text content of your website. (This is mainly done using Shortcodes and Blocks: see the Shortcodes
and Blocks headings below for further details.) The U3A Settings menu also contains layout and display settings
that affect the visual appearance of your website. Administrator and U3A Super Editor users can view and
update U3A Settings.

Access U3A Settings from the U3A Settings link, near the top left of the Dashboard. After making any changes to
your settings, click the Save Settings button to save the changes and update the website.

# Dashboard U3A Settings

A U3A Courses

General Contact Social Media = Memberships ~ Courses | Translation = Documents  Layout & Design  Homepage

£+ U3A Settings

A Posts Save Settings

U3A Settings: General

This tab contains general information about your U3A.

Information from this tab is injected into the default content on the About Us page, and the U3A-formal-details
and U3A-table (committee) shortcodes. (See Shortcodes section in this user manual.)
General Settings

General information about your U3a

About Us page About Us b

The U3A Info widget and shortcodes containing About Us information will link

U3A Name Whittlesea
Without preceding "U3A" e.g. Sale. Up to 25 characters are allowed, but a ma:

"LI3A" last In | Yoo the "LI3A" nnes at the end of our LI3A's name

e About Us page: Any "About Us" links generated in shortcodes or the U3A Info widget will link to this page.
You can change the page by selecting any page from the dropdown list.

e U3A Name: The short name (that is, the informal name / display hame) of your U3A, without the "U3A".
(Required.)
Note: Updating this field will automatically update the standard WordPress title setting, but it is not
identical to the WordPress title setting. Updating the WordPress title setting will not update this field in
reverse.

e "U3A" Last In Name: Tick to specify that your U3A name is in reverse of the usual order, for example
"Whittlesea U3A" instead of "U3A Whittlesea".

¢ U3A Formal Name: The full formal name of your U3A. For instance, if you have an ABN or IARN, it is
probably registered in this name. (If this field is left blank, the U3A Name will be used.)
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e Tagline: A subtitle, used in the header on all web pages. E.g. "University of the Third Age".
Note: This is the same as the standard WordPress tagline.

e ABN: Your U3A’s Australian Business Number, if available. (Optional.)

e IARN: Your U3A’s Incorporated Association Registration Number, if available. (Optional.)

e UMAS / MyU3A: Tick this box if your U3A uses U-MAS or MyU3A. (These are membership management
systems used by many U3As. If in use, the U-MAS or MyU3A interface will be shown on your website where
applicable, for instance to allow members to login or to display your course list. If you do not use U-MAS or
MyU3A, you can use the U3A Courses menu as a simple course management and timetable system: See
U3A Courses heading in this user manual.)

e Membership Management System Type: Choose whether the system is U-MAS or MyU3A. (Only
available if U-MAS / MyU3A is on.)

e MyU3A ID: (If using MyU3A.) The ID of your MyU3A system. Example: if the login URL of your MyU3A
system is: https://myu3a0l.myu3a.net/cgi-bin/u3ac/u006?login+/home/www/u3amvl#no-back-button, then
your MyU3A ID is: u3amvl. (Only available if MyU3A is on.)

e UMAS URL: (If using U-MAS.) The web address of your U-MAS system. Example:
https://www.exampleu3a.org.au/members/ . (Only available if U-MAS is on.)

e UMAS Implementation: (If using U-MAS.) This determines where auto-generated links to U-MAS/U-MAS
for Members will go.

The legacy U-MAS options should only be used if your U3A has not yet installed U-MAS for Members.

o UMAS for Members, external to website: U-MAS for Members will open in a page by itself

o UMAS for Members, embedded in website: U-MAS for Members will open in a page on the website (i.e.
with the normal website header, footer and sidebar).
Note: If this option is on, the URL for embedded U-MAS for Members will be the website home URL
with '/umas-for-members/' on the end. E.qg. if the home URL was 'https://exampleu3a.org.au’, the U-
MAS for Members URL would be 'https://fexampleu3a.org.au/umas-for-members/".

o Legacy UMAS, external to website: The old version of U-MAS will open in a page by itself

o Legacy UMAS, embedded in webste: The old version of U-MAS will open in a page on the website
(with the normal website header and footer)

e Membership Management System Page: If you use MyU3A, or if you use U-MAS and you have selected
the "Legacy UMAS, embedded in website" option above, this will be a page that automatically displays
MyU3A/U-MAS, embedded in a page on the website.

You can change the page by selecting any page from the dropdown list. The page you select must use the
UMAS Page template.

(Only available if MyU3A is on, or U-MAS is on the "Legacy UMAS, embedded in website" option is selected
above.)

Note: If the page is not set, login or other U-MAS/MyU3A links will link to U-MAS/MyU3A outside your
website.

e Membership Management System Help Page: A page containing help or instructions for using your
membership management system. Depending on the options selected when setting up your website for the
first time, this page may be automatically generated and set during website installation.

Committee Members table
Enter the details of your U3A committee members (such as President, Treasurer, Class Coordinator) here.

e Position and Name are required.
e Phone and Email are optional (and don't worry: the email address will be output in a way that protects it
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from being harvested for spam).

e Use the Add Committee Member and Delete buttons to add / delete members.

e You can also load a whole list of committee members from a CSV file: click the CSV help & instructions
button for details on this.

U3A Settings: Contact

This tab contains address, phone and email details for your U3A.

Information on this tab is injected into the default Contact Us page content, the U3A-contact-info and U3A-map
shortcodes, and the U3A Contact Info block.
Contact Details

Address, phone and email

Contact Us page Contact Us ™

U3A Info widgets and shortcodes containing conta

Phone 9464 1339 or 0404 119 189

General Email Address info@whittleseau3a.org.au

e Contact US page: Any "Contact Us" links generated in shortcodes or the U3A Info widget will link to this
page. By default, this will be set to the Contact Us page that was automatically created when the U3A
Theme was installed. You can change the page by selecting any page from the dropdown list.

e Phone: Contact phone number for your U3A. (Required.)

¢ General Email Address: Main email address for your U3A. (Required.)

e Courses Email Address: Email address for course-related correspondence. (Optional: leave blank to use
the General email address.)

e Memberships Email Address: Email address for memberships-related correspondence. (Optional: leave
blank to use the General email address.)

e Google Maps JavaScript API Key: This key is required in order to generate the map of the office address
(that is, the map that is shown by default on the Contact Us page, or wherever the [u3a-map] shortcode is
included). To obtain a key, see Obtaining a Google Maps JavaScript APl Key in this user manual.

e Office Address: The physical address of your U3A. (Required.)

e GPS Coordinates of Office Address: If provided, these coordinates will be used to locate the Google
map of the Office Address. If the coordinates are left blank, the address will be used. (Coordinates are
useful in cases where Google maps doesn’t find the correct location using the address. Click the Toggle
Instructions button below the coordinates fields for instructions on how to find coordinates.)

e Office Hours: The staffed hours for your U3A office. (If you have no regular hours, you could write
something like "No regular hours" or "Class times only".)

e Mailing Address: Tick this box if your mailing address is the same as your office address.

e Enter Mailing Address: If your mailing address is different to your office address, enter your mailing
address here.
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U3A Settings: Social Media

Enter social media links and social sharing settings here.

Information from this tab is used to generate the U3A Social Media Links block, and to control the display of
like/share/tweet buttons on posts and pages.

Social Media

Social media and sharing settings. If provided, links to your social media pages will be displayed in the sidebar on every pag

Facebook Page https://...

The weh address of vour Farehnok nane. e.n. httns:/fAwww facehonok.com/u3asale/

¢ Facebook Page: If your U3A has a Facebook page, enter the URL here.

e Twitter Profile: If your U3A has a Twitter profile, enter the URL here.

¢ Sharing: Tick this box to display "like", "share" and "tweet" buttons at the bottom of pages and posts.
(This allows website visitors to share a link to the page/post on their personal Facebook pages or Twitter
profiles. These buttons are independent of your U3A’s own Facebook and Twitter pages, if any, and don’t
require your U3A to have its own social media presence.)

¢ Google Analytics Tracking ID: If you have a Google Analytics account for this website, add the tracking
ID here to enable tracking.
Note: Do not use this feature if you are using a WordPress plugin for Google Analytics.

U3A Settings: Memberships

Information and settings relating to memberships and joining

Information from this tab is injected into the default content on the Memberships page, and used in the U3A-
howtojoin and U3A-table (memberships) shortcodes.

Memberships & Joining

Information and settings relating to memberships and joining

Memberships page Memberships L

U3A Info widgets and shortcodes containing members|

¥| Through UMAS
¥| By filling out a membership form
If wou select the form ontion. unload the form in PDF fi

Members can join or renew

Memberships page: Any "Memberships" links generated in shortcodes or the U3A Info widget will link to
this page. You can change the page by selecting any page from the dropdown list.
Memberships can join or renew: Select how members can join or renew.

o Through UMAS / MyU3A is only available when U-MAS or MyU3A is in use.

o If you tick By filling out a membership form, make sure the form is uploaded and selected on the

Documents tab.

Membership forms can be delivered to you by: Select how membership forms can be delivered to
you.
Membership payments can be made by: Select how membership payments can be made.
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o Through UMAS / MyU3A is only available when U-MAS or MyU3A is in use.
o If you tick Bank account, fill in the account details in the fields below.
e Account details for deposits: Enter the account details to be used for membership fee bank deposits
here. (Required if Membership payments - Bank account is ticked.)

Membership Types table
Enter the details of available membership types here.

e Type, Description and Fee are required.

e Use the Add Membership Type and Delete buttons to add / delete membership types.

e You can also load a whole list of membership types from a CSV file: click the CSV help & instructions
button for details on this.

U3A Settings: Courses

Information and settings relating to courses/activities and enrolling.

Information on this tab is injected into the default content on the Courses & Activities page, and used in the U3A-
howtoenrol and U3A-termdates shortcodes.

Courses & Enrolling

Information and settings relating to courses and enrolling

Courses & Activities page Courses & Activities Rl

A page that will automatically display your UMAS co
U3A Info widgets and shortcodes containing course

Members can enrol in courses ¥| Through UMAS
by | By filling out an enrolment form

If wvour select the form ontion. unload the form in PO

e Courses & Activities page: Any "Courses" links generated in shortcodes or the U3A Info widget will link
to this page. By default, this will be set to the Courses & Activities page that was automatically created
when the U3A Theme was installed. You can change the page by selecting any page from the dropdown
list. Note the page must use the Course Page template.

e Members can enrol in courses by: Select how members can enrol in courses and activities. Through U-
MAS / MyU3A is only available when U-MAS or MyU3A is in use. If you tick By filling out an enrolment form,
make sure the form is uploaded and selected on the Documents tab.

¢ Enrolment forms can be delivered to you by: Select how enrolment forms can be delivered to you.

e Course list and timetable display: Select how to display the course list and timetable on the Courses &
Activities page.

o If U-MAS / MyU3A is not in use, the option to use the list of U3A Courses will be available.

o The course booklet option is always available and can be used on its own or in addition to U-MAS,
MyU3A, or U3A Courses. If you select the course booklet option, make sure the booklet is uploaded
and selected on the Documents tab.

o If U-MAS or MyU3A is in use, the course list from this system will automatically be displayed on the
Courses & Activities page.
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e UMAS timetable settings:

Note: Aside from the two settings here, timetable display is controlled by the U-MAS for Members timetable
display settings, found in U-MAS.

o Default view: Choose the initial timetable view: Calendar or List.

o Group calendar view by category: Choose whether to group courses in the Calendar view by
category (parent code). Grouping is recommended for most U3As, as the calendar will look much
neater and easier to read. However, U3As running only a small number of courses may prefer to leave
grouping off.

e Term dates: Enter the names and dates of your U3A's terms here. On saving, terms will automatically be
sorted in order of start date.

Note: These term dates can easily be injected into a page/post/widget area on your website, using the U3A
Term Dates block or the [U3A-termdates] shortcode.

e Important dates: Enter any important U3A dates here. Examples might include enrolment period opening
and closing dates, AGMs, holiday dates, etc. Start date is required, while end date and times are optional.
On saving, the table will automatically be sorted in order of start date.

Note: These important dates can easily be injected into a page/post/widget area on your website, using
the U3A Important Dates block.

U3A Settings: Translation

Settings to enable automatic website translation.

Information on this tab controls whether or not website translation is offered, and what languages the site can
be translated into.

Website Translation

Website automatic translation settings
Enable transation Yes, offer automatic translation

Afrikaans French

Select languages
Alhanian alirian

¢ Enable translation: Tick this box to enable translation. (A Google translate language selector will be
displayed on each page of the website. When a visitor selects a language other than English, the website
will be automatically translated into the selected language for that visitor.)

¢ Select languages: Choose languages to offer.
Note: to ensure that the option to switch back to English is available, make sure English is ticked.

U3A Settings: Documents

Select or upload documents such as membership and enrolment forms here.

Links to these documents are displayed as part of the default content on several pages. The U3A-document
shortcode can also be used to display a link to one of these documents in any page or post. (See Shortcodes
section in this user manual.)
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See Documents section in this user manual for details on preparing documents for website use and loading
documents into the Media Library. In short, your documents should be in PDF format and the file size should be
as small as possible (under 500 KB for forms).

Documents

Documents such as membership and enrolment forms

UMAS or MyU3A Instructions Select or upload document | UMASmemPDF pdf

for general members
Remove document

THIKMAS Ar Mul 124 Inctrictinne Calart ar nnlnad dacumant | RFW-RFMRFRS-Hrwi-ta- lnin-Cin-

e Use the Select or upload document button to select a document that is already in the Media Library, or to
upload a new document.

e Use the Remove document button to de-select an existing document.
(Note that removing a document here will not delete it from the Media Library. It will simply stop the
document from being displayed in the website default content or shortcodes. For instance, if you used the
Remove document button for the U-MAS Instructions, the instructions link would no longer be displayed on
the Membership Management System page.)

Available Documents

e UMAS or MyU3A Instructions for general members and UMAS or MyU3A Instructions for new
members: If available and if U-MAS or MyU3A is on, links to these documents will be displayed on the any
page that uses the U-MAS page template (by default, the Membership Management System page).

e Member Agreement & Code of Conduct and Privacy policy: If available, these documents will by
default be displayed where the [U3A-formal-documents] shortcode is used (by default, on the About Us
page).

e Membership join or renew form: If available and if your U3A Settings - Memberships allow members to
join or renew by form, this document will be included in the default content on the Memberships page.

e Course enrolment form: If available and if your U3A Settings - Courses allow members to enrol in
courses and activities by form, this document will be included in the default content on the Courses page.

e Course list booklet: If available and if your U3A Settings - Courses allow it to be displayed, this document
will be included in the default content on the Courses page.

U3A Settings caters for the document types that are most commonly used by U3As. However, some U3As
have many more documents. See Media Lists and Media Categories in this user manual for ways to
manage these.

Where a document is available in U3A Settings, after loading a new version, you should always select the
new document here in U3A Settings.
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U3A Settings: Layout & Design

General layout and design settings for your website.
Layout & Design

Layout and design settings

Page Layout . Top menu, right sidebar
() Side menu, bottom sidebar

Colour Scheme (® U3A Network Victoria default colours

() Grey blue, latte, burnt red

e Page Layout: Choose from two general layouts.

o Top menu, right sidebar displays the navigation menu and header across the top of each page,
followed by the main page content. On most pages, a sidebar is displayed to the right of the main
page content.

o Side menu, bottom sidebar displays the navigation menu down the left side of each page. On the
right side, the header is displayed at the top, followed by the main page content. On most pages, the
sidebar is displayed under the main page content.

e Colour Scheme: Choose from four general colour schemes. The "U3A Network Victoria default colours"
scheme is restricted to shades of Network's four official colours (blue, yellow, beige and dark grey), while
the other colour schemes use a wider range of colours that work with U3A blue and yellow.

See the Images section in this user manual for details on preparing images for website use and loading
images.

Depending on your website settings, large images may be automatically downsized on upload in order to
save space and improve website speed. To upload a new header image, an Administrator-level user can
temporarily turn off downsizing, upload the image, and then turn downsizing back on. Admins: See
instructions at the end of the Images section in this user manual.

e Header Image: Choose whether the header should include no image, the U3A Theme default header

image, or a custom image.
o If you select Use custom image, be sure to select or upload a Header Custom Image using the
button below.

¢ Header Custom Image: A header image that will be displayed, if Header Image - Use Custom Image is
selected above.
Recommended size: 1500 pixels wide by 400 - 440 pixels high. Images that are too small will be stretched
to fit and consequently are unlikely to look effective.

e Header Style: Choose whether to use the default header style, or to customise the header font colour,
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background colour, and font size.

¢ Header Custom Style: Header customisation options available, if Header Style - Customise is selected
above.
Choose the header text colour and opacity, header text background colour and opacity, and font size.

Take care if using this option to check how the header appears on a range of screen widths (i.e.
smartphone, tablet, and desktop). Make sure that it is readable and that there is enough contrast between
background and foreground to meet Web Content Accessibility Guidelines. If it is difficult to read, choose
higher contrast colours and/or a different header background image.

e Logos: Two versions of your U3A logo, for use in different layouts and on different size screens (for
example mobile vs. desktop).
Default logos will have been generated automatically along with your theme, and uploaded when your
theme was activated.
Changing or deleting your logos is not recommended, as they are required for the proper layout and
display of your website. If you do change your logos, be sure to test your website on screens of different
widths (such as a mobile phone, a tablet, a small desktop, and a large desktop), to ensure that the new
logos look good in all situations.

e Image Lightbox Display: If ticked, website visitors can click on an image to view a larger version in a
lightbox. This applies to images that are linked to image files or attachment pages, both in galleries and
single images outside galleries.

U3A Settings: Homepage

Settings for the homepage of your website.
Homepage

Homepage settings

Homepage Components Select sections to include on the homepage.

v| Introductory paragraph

v Widget area: Homepage Boxes 1 & 2

v Widget area: Homepage Boxes 3 & 4

v Widget area: Hompage Wide Widget Area
Custom Page

Intradnctare Parsnranh Titla Tha 1 1TA Mrvamont

e Homepage Components: Select items to include on the homepage. Defaults are the Introductory
Paragraph, and the two Homepage Boxes widget areas.
o Introductory Paragraph: The Introductory Paragraph specified immediately below.
o Widget areas: For details, see the Widgets section in this manual.
o Custom Page: A custom page, selected below.
¢ Introductory Paragraph Title: The title of the introductory paragraph, that sits below the header on the
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homepage. Limit 40 characters, including spaces.
Default title is "The U3A Movement".

e Introductory Paragraph: A short introductory paragraph that sits below the header on the homepage.
Limit 400 characters, including spaces.

Default content is a general introduction to the U3A concept, but you could change this to something more
specific about your U3A. By default, this paragraph contains plain text and when displayed, the style
matches the rest of the website. You can tick the Use Custom Formatting box to use formatted text (such
as headings, lists, colours, etc. instead).

The Introductory Paragraph is only shown if ticked in Homepage Components (above).

e Custom Page: Select a custom page to include on the homepage. Use the checkbox to control whether it
is displayed above or below the homepage widget areas. To use this option, you first need to create the
page. (See Pages section in this manual.) Only available if Custom Page is ticked in Homepage Components
(above).

e Choose Images for Default Homepage Box Links: Default boxes with images and text linking to the
Courses, Memberships, Latest News and Contact Pages are shown on the homepage if no custom blocks
have been created: Here, you can choose which images to use in the default boxes. If custom blocks have
been created, these settings will not apply. (See Widget Areas and Blocks sections in this manual.) Choose
whether the default homepage box links will include no image, the U3A Theme default images, or custom
images.

If you select Use custom images, select or upload custom images using the buttons below.

e Contact Us, Courses & Activities, Memberships and Latest News box images: Images that will be
displayed in the default homepage box links, if Use Custom Images is selected above.

Recommended size: 800 pixels wide by 535 pixels high. Images that are too small will be stretched to fit
and consequently are unlikely to look effective.
See the Images section in this user manual for details on preparing images for website use.

U3A Settings > U-MAS for Members

These settings are used for connecting the website to U-MAS and/or U-MAS for Members. The U-MAS API
Credentials are required, even if you do not use the embedded version of U-MAS for Members.

U-MAS API Credentials

e App Name and Secret Key: These are credentials that authorise the website to connect to U-MAS.
Usually, they will have been added when the website was first set up, and should not be changed.
If you need to generate new credentials, see Connecting to a U-MAS Database in this user manual.

U-MAS for Members Config

Only required if your website uses the embedded (in-website) version of U-MAS for Members.

e Request Rate Limit: Can be used to reduce the number of concurrent requests sent to the U-MAS API.
The recommended setting for most web hosts is 4.
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¢ Include Top User Manual Link? and Include Bottom User Manual Link?: Tick to include a link to the
user manual(s) at the top and/or bottom of U-MAS for Members pages. The manuals are the "UMAS or
MyU3A Instructions for general members" and "UMAS or MyU3A Instructions for new members" specified in
U3A Settings > Documents. If these manuals are not provided, the default user manual will be used.

U3A Courses

U3A Courses offers a simple course management and timetable system for U3As that do not use the U-MAS or
MyU3A membership management systems. You should use either U3A Courses or U-MAS / My U3A, not both.

Using U3A Courses you can enter details about your courses and activities (either directly in WordPress or by
uploading a course list from a CSV file). U3A Courses can be displayed as a timetable on the Courses page, or
anywhere on your site using the [U3A-timetable] shortcode. (See Shortcodes section in this manual.)

& Dashboard Courses and Activities Add New Course
f U3A Courses

All (8) | Mine (7) | Published (8) | Trash (1)

All Courses and Bulk Actions  |~| Apply All dates ~| | Filter
Activities

Add New Course O Title

Import from CSV [] French Advanced

) Edit Quick Edit  Trash
ﬁ- U3A Settings

[0  Bushwalking
.’!‘ Posts

o |
vd Media 0 Chinese Level 1

Administrator, Super Editor and Editor users can view and update U3A Courses.

Access U3A Courses from the U3A Courses link, near the top left of the Dashboard.

U3A Courses: All Courses and Activities View

e Use the All Courses and Activities link to view the complete list.

e To edit a course: Click on the name of the course to open the Edit Course page. (See publishing and
editing courses below).

e To delete a course: Hover the mouse over the course name, until the Edit | Quick Edit | Trash links
appear, and click the Trash link.

U3A Courses: Publishing & Editing Courses

e To add a new course, either use the Add New Course in the U3A Courses menu (near the top left of the
dashboard), or the Add New Course link from the All Courses and Activities view.
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e To edit an existing course, go to the All Courses and Activities view and click on the name of the course.

Either of the above will open the Edit Course page:

Edit Course page:

Edlt COurse Add New Course
French Advanced Publish a

? status: Published Edit
) Add Media Visual  Text T

<&@ Visibility: Public Edit

Paragraph v B I £ E &% = = = £ 8 = =
[T Published on: Aug 4, 2017 @ 09:10 Edit
Advanced course for participants with strong skills in French conversation,
. - Move to Trash
reading and writing

1. Fill'in the title of the course or activity at the top of the page
2. Fill in the course / activity description below the title. The description can contain plain text, or more
detailed content such as bold text, headers, images, lists, etc.

Course Detail -
Tutor: Frequency:
Terry Green Weekly
Venue: Day: Sat 5
Memo Hall
Start Time: Select | 02:30 pm [ start time varies
Venue Address:
5 Main St, End Time: End time varies
Healesville, 3777
Start Date: Select | Jun 1, 2017
End Date: Select |Jul 5, 2017

3. Also fill in the Course Detail section:
o Tutor: Tutor name (optional).
o Venue: Venue name (required), and Venue Address: Address (optional). Note: For venues that
vary, you might set Venue as “Variable”.
o Frequency: How often the course is held, for example “weekly” or “last weekend of the month” or
“once-off event”. (Optional.)
o Day: Day of the week. For variable days, select “Days vary”.
o Start Time and End Time: For each of these, either select a time or tick the “time varies” box.
o Start Date and End Date: Select the first and last dates on which the course or activity is held.
4. Save the course: When complete, use the Update button (existing courses) or Publish button (new
courses) to save the course.

U3A Courses: Importing from CSV

Courses can be imported in bulk from a CSV file. This can be a convenient way to add courses when you have
many to do at once, for instance at the start of the year.

(Note: You can also delete courses in bulk, by selecting multiple courses on the All Courses and Activities menu
and using the Bulk Actions dropdown > Move to Trash.)
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@ Dashboard

A U3A Courses

rse

Import from CSV
£+ U3A Settings

A Posts

07 Media

M Pages

¥ Comments

¥ Appearance
& Plugins

& Users

4 Tools

B Settings
(X

Select File to Load From CSV: | Browse... | CoursesTest3.csv Load Selected File | CSV help & instructions

Courses have been loaded. Check them carefully and correct any errors before saving.

Course Title:

Travel Talks

Description:

Delete

Armchair travel is currently offered to Golden Wattle for their senior people and U3A members are welcome to join. The sessions are approx. 1 hour on 2nd Monday of the month
at the Golden Wattle. From 1.30pm - 2.30pm
Leader: Terry Green - 5962 5351

Tutor:
Tutor name
Venue:
Venue 1
Venue Address:
1 Test St

Frequency:

Eg. Fortnightly
Day Tue
StartTime:  Select
End Time Select

StartDate:  Select

End Date: Select

1. To load courses from a CSV, first prepare the file.
Instructions for this, as well as a blank CSV file with headers, can be found on the U3A Courses - Import
from CSV page, by clicking the CSV help & instructions button.

2. When the CSV file is ready, use the Browse button on the Import from CSV page to select the file, and
then click the Load Selected File button.

3. The courses from the file will be displayed. If any errors were encountered in loading the file, these will be
displayed at the top of the page.

4. Check each course to ensure that the details are correct. If there are any error messages (for instance, if a
course is missing required information), these must be corrected before the courses can be saved. Each
course also has a Delete button, in case you decide not to save it.

5. When you are satisfied that all course details are right, click the Save Courses button to save all the new
courses.

10:00 am [ start time varies.
0200pm [ End time varies
Feb 1, 2017

Apr 30, 2017
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U3A Venues

The U3A Venues system allows venues to be displayed with maps and other details. If your U3A uses U-MAS, a
U3A Venue can be linked to a U-MAS venue using the U-MAS venue code.

Access U3A Venues from the dashboard menu.

o U3A Venues

All Venues

All Venues List

Use the All Venues link to view the complete list.
U3A Venues Add New venue

All(37) | Published (36) | Draft (1)

Bulk Actions  |%| | Apply = All dates ~| | Fitter 37 items
Title Street Address Suburb Postcode Coordinates Venue ID UMAS Code

Yan Yean Reservoir Recreation Road Yan Yean 3755 -37.5621689, 153 Yan Yean
Park Check address 1451225496

Edit Quick Edit Trash Check coordinates
View

Woolworths Entrance  McDonalds Rd South Morang 3752 -37.651662, 152 ‘Woolworths Entrance
145.0745783

Whittlesea Library 57-61 Laurel St Whittlesea 3757 151 ‘Whittlesea Library

¢ To edit a venue: Click on the name of the venue to open the Edit Venue page. (See publishing and editing
venues below).

¢ To delete a venue: Hover the mouse over the venue name, until the Edit | Quick Edit | Trash links appear,
and click the Trash link.

Using the venues list for managing and validating venues

In the venues list, you can see:

e Street Address, Suburb, and Postcode. All of these fields should be completed in full: If an address is
incomplete, the map may not display the correct location. To check an address, hover over the row and
click the Check address link in the street address column: This will open the address in Google Maps.

e Coordinates: Latitude and longitude coordinates for the venue. Coordinates can be used to correctly
locate the map in cases where Google Maps doesn't find the right location using the address alone
(example: where the location doesn't have a street number, or isn't on a public road). To check
coordinates, hover over the row and click the Check coordinates link in the street address column: This will
open the locations in Google Maps.

e Venue ID: The ID number of the venue. This can be used to output a venue map and details in a post or
page using the [U3A-venue-single] shortcode, example: [U3A-venue-single id=153].

e UMAS Code: All venues that are currently used in U-MAS should have a U-MAS Code. The U-MAS Code is
essential for linking courses displayed in the timetable to venue maps. The U-MAS code should exactly
match the venue code shown in the Location column in the course list in U-MAS.
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If a venue's address information or U-MAS code is missing, incomplete or inaccurate, correct it by editing the

venue (see below).

Publishing & Editing U3A Venues

e To add a new venue, either use the Add New Venue in the U3A Venues menu, or the Add New Venue link

from the All Venues view.

¢ To edit an existing venue, go to the All Venues view and click on the name of the venue.

Either of the above will open the Edit Venue page:

Edit Venue page:

| The Court House

Permalink: htty

venue/the-court-house,

Venue Details

Building / Floor / Etc.

ress or latitude and longitude

Street Address

[ 42 Harker st

Suburb

Website

| Heatesvile

Postcode

Car Parking

[ 3772

Available out the front

State

[ vic

public Transport

Address Notes

Publish AV A

Preview Changes

9 Status: Published Edit
® Visibilty: Public Edit

[ifi] Published on: Jun 19, 2019 at 18:48 Edit

Move to Trash Update

Featured image AV s

Set featured image

Limited bus services available from Lilydale

L A ytheelchair-Friendly?
Latitude (Advanced) «

= ‘ U-MAS Venue Cade
| The Court House \

Longitude (Advanced)

1. Fill in the name of the venue at the top of the page.
2. Fillin the Venue Details section, including as much detail as possible. Click the Show / Hide Instructions
for a detailed description of each field.

o Make sure the UMAS Venue Code is filled out. The U-MAS Venue Code is essential for linking
courses displayed in the timetable to venue maps. The U-MAS Venue Code should exactly match the
venue name shown in the Location column in the course list in U-MAS.

o Make sure you provide a complete address, including street address, suburb, postcode and state:
The Street Address field should contain the street number and street name, such as "1 Example
St": It should not contain details such as "opposite... " or "corner of... ", as this will prevent Google
Maps from locating the map properly. If you need to include additional information about the address,
put it in the Address Notes field.

o If the venue doesn't have a complete address (for example maybe the location doesn't have a street
number, or isn't on a public road), or if Google Maps simply isn't displaying the correct location, find
the coordinates of the required location and fill out the Latitude and Longitude fields: Google Maps
will use the latitude and longitude coordinates to locate the map.

o Tick Wheelchair Friendly if appropriate: This is important as the venue details page will otherwise
indicate that the venue is not wheelchair friendly.
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1. Go to Google Maps in your web browser, and find the approximate location in the map. Zoom in for
greater accuracy.
2. Right click in the map at the required location, and select What's Here? from the context menu.

Whittlesea Golf Club @ Directions from here
Directions to here
What's here?

Search nearby

Print

Add a missing place
Report a data problem

Measure distance

3. At the bottom of the map, a place name and latitude and longitude coordinates will be displayed.

4. Type these latitude and longitude coordinates into the Latitude and Longitude fields in Venue
Details.
Latitude (Advanced)
-37.499438

4k

Longitude (Advanced)
145170734

44

Displaying a List of U3A Venues or a Single Venue

The [U3A-venues-list] and [U3A-venue-single] shortcodes can be used to output a full list of venues, or a
single venue. See Shortcodes in this manual for details, including usage and options.
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Posts & Pages

Posts and Pages are used to create the main content of individual pages on your website. Posts and Pages are
quite similar. A key difference is that a Page is generally used for a static web page (such as the About Us page
or Contact Us page), whereas Posts are generally used for smaller, recurring items such as Latest News updates,
newsletters, photo galleries of events, and so on. Editors, U3A Super Editors and Administrators can edit
posts and pages.

Pages

Access pages from the Dashboard, under Pages.

¢ All Pages shows the complete list of pages, and Add New is used to add a new page.
e To edit an existing page: Go to All Pages, and click on the page title. (See Editing Pages below.)
e To delete a page: Go to All Pages, hover over the page title, and click the Trash link.

All (5) | Published (3) | Trash (1)

,}? Posts

Bulk Actions |~ | Apply All dates || Filter
07 Media

L1 Title
L Pages

[0 About Us

All Pages ) i . .
Edit Quick Edit  Trash View

Add Mew
[0 ContactUs

B Comments

M Crnrcac & Artivitiec

Editing Pages

When editing a page or adding a new page, you will be on the Edit Page screen.

The Classic Editor and the Block Editor are two different versions of the post and page editor interface in
WordPress. Newer websites will generally use the Block Editor, while some older websites may be still
using the Classic Editor or both. Shortcodes can be used in both.

e Block Editor: The screenshots and descriptions in this manual relate to the block editor.
e Classic Editor: This web page describes the process of writing a Post using the Classic Editor:
https://wordpress.org/support/article/writing-posts/.

Author: Jasmin Higgs, jas@barbendingdesigns.com. Page 22 of 75


https://wordpress.org/support/article/writing-posts/
mailto:jas@barbendingdesigns.com

U 3 q Network Victoria U3A Website User Manual
UNIVERSITY OF THE THIRD AGE Last update: 7 Dec 2022. Version: 5.0.0

z « o = switch to draft  Preview H :

" page  Block x

Courses & Activities — N
Visibility Public

We offer courses and activities in a wide range of interest areas. To enrol in a course or activity, you must

S . " - . Publish April 4, 2022 2:37 pm
be a [U3A-link link=memberships text="member"]. Most courses are free, however occasionally a small i P

. . . Author
charge is required to cover materials or tutor's expenses.

Jjasmin ~

How to enrol in a course or activity

[/] shortcode Template ~

‘ [U3A-howtoenrol with-instructions=yes with-accordion=yes] ‘ Courses Page ~

Permalink ~

Featured image ~

Term dates

‘ [U3A-termdates]

[/] shortcode Set featured image

page Attributes v

1. The page title goes at the top of the page, and the page content goes below.
2. The page content is composed of "blocks". Blocks include very simple types of content such as
paragraphs and headings, through to more complex content such as photo galleries.

We strongly recommend reading the WordPress documentation before getting started with blocks:
https://wordpress.org/support/article/working-with-blocks/.

However, here are some quick tips:

e To add a new block, click the "plus" icon at the top left or bottom right of the screen. You can then
select the type of block to add, such as a Paragraph block or Heading block.

e When an individual block is selected, a context menu will be displayed above it. The options
available will depend on the type of block. For example, in a Heading block, you can select the
heading level or change the alignment.

e Also when an indiviudal block is selected, additional settings for the block will be displayed on the
right side of the screen. The settings available will depend on the type of block. For example, in a
Heading block you can change the colour or font size.

~

Page Block x

‘ns;"uz'— B | © ~ ‘

~ =

i : M Head
|How to enrol in a course or actlvﬁty Heaing

Introduce new sections and
organise content to help visitors

3. Various U3A-specific blocks and shortcodes can be used, to quickly and easily generate default content
based on U3A Settings. (See U3A Theme blocks and Shortcodes in this user manual).
4. The page Template (under Page Attributes, right hand side) controls the overall page layout. See Page
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Templates section, below, for details.

5. Also on the right hand side, a Featured Image can be set using the Set featured image link. This allows
an image to be selected from the Media Library or uploaded. (See Preparing Images for Website Use in this
user manual.) If a featured image is set, it will be displayed at the top of the page, under the title.

6. When you have finished editing a page, click the Update or Publish button near the top right, to save
your changes. Be sure to visit the page on your website to make sure that it looks the way you expected.

Example page: The default Courses & Activities page, matching the Edit Page screenshot shown above:

Courses & Activities

We offer courses and activities in a wide range of interest areas. To enrol in a course or activity, you must be a member. Most courses are free, however
occasionally a small charge is required to cover materials or tutor's expenses.

How to enrol in a course or activity

¥Enrolling online

Term dates

Term Start End

3 01 Jul 2021 10 Sep 2021
4 04 Oct 2021 03 Dec 2021
1 24 Jan 2022 18 Mar 2022
2 11 Apr 2022 24 Jun 2022

Courses and activities currently available

Calendar View List View

¥ Filter by category
Current selections: ART, CUL, EXE, GAM, LAN, MUS, OUT, SUM12, SUM13, SUM14, Other

4+ Aug2022 =

Page Templates

The page Template controls the overall page layout. Templates are only available for pages (not posts or other
content types).

¢ Use the Default Template for general pages.
e Use the Courses Page to display the course list from U3A Courses, U-MAS or MyU3A (depending on which
system your U3A uses), at the bottom of the page.
o U3A Courses: The timetable output will be the same as the [U3A-timetable] shortcode output.
o MyU3A: The page will display the usual MyU3A timetable view, embedded in a frame (an iframe).
o UMAS: The page will display an integrated and configurable version of the timetable.
¢ Use the Timetable Page to display the UMAS courses timetable in calendar view and list view at the
bottom of the page.
Note: If you haven't used the Timetable Page template before, some additional website configuration may
be needed in order to connect to the UMAS database: Additional configurate is likely required if a page that
uses the Timetable Page template shows a message like "Unable to connect to UMAS database". See the
Admin Tasks section of this manual for details.
e Use the UMAS Page to display the MyU3A interface (if available), embedded in a frame (an iframe) at the
bottom of the page. It can also display the old U-MAS core interface, if you have not yet upgraded to U-MAS
for Members.
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¢ Use the No Sidebar Page to display a full-width page without a sidebar.

Page template comparison: The About Us page, using the Default Template (which has a sidebar) vs. the No
Sidebar Page template.

About Us Memberships About Us

Find oul how o

whe it bt e Courses and Activities

U3A Armadale South
radale, VIC,

Armadale South U3A Inc.

Posts

Access posts from the Dashboard, under Posts. Just like Pages, there is an All Posts submenu where you can
see all posts, delete posts, and click on a post’s name to edit it, and an Add New link for adding a new post.

Editing Posts

When editing a post or adding a new post, you will be on the Edit Post screen.

_, “ @ = Switch to draft  Preview - n :

Post Block %
Status & visibility ~
-
Welcome to Our New Website
Permalink ~
Welcome to [U3A-name]'s new website. Please take a look around, and don't ~ C3tegeries -
forget to check out our exciting [U3A-link link=courses text="course Latest News
timetable™]. If you have any questions, don't hesitate to [U3A-link [] newsletters
link=contact text="get in touch"]. [] ehoto Galleries

D Uncategarised

Add New Category

Tags ~
Featured image ~
Excerpt ~

Write an excerpt (optional)

Welcome to our new website!

¢ Just like a Page (above), a Post has a title and content made up of blocks, and can have a featured
image.
e A Post also has one or more Categories (shown on the right side). The default category in U3A Theme is
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Latest News. Ticking the Latest News category will make the post appear on the Latest News page.

e A Post also has an Excerpt, shown below the main content. An excerpt is a short summary of the post: one
or two sentences is a good length. The excerpt is shown when posts are displayed in a list, whereas the
main content is shown when a user is viewing a single post.

The Media Library: For Documents and
Images

Documents and images in WordPress are stored in the Media Library, accessed from the Media link in the
Dashboard.

File

Media Library | addnew

E All media items ¥ All dates *  All Media Categories ¥ Filter Search media items The V|eW and ﬁlter 0pt|0ns at

Bulk Actions ¥ | Apply 134 items < 2 of7 > »

the top of the media library can be used to easily find documents and images in the library:

e The two icons on the left switch between list view and grid view. List view is best when working with
documents.

e The first dropdown filters media types: choose from options such as All items, Images, or Documents.

e The second dropdown filters by date added.

e The third dropdown filters by media category.

Take care when editing or deleting images and documents, as they may be used in more than one post
or page.

Uploading Documents and Images

These instructions describe uploading a document or image from the Media Library. Documents and images can
also be uploaded from other locations, including through U3A Settings (key documents and images only), or from
the Post or Page Editor. Regardless of where the upload starts, you'll see the same upload dialog and the
document or image will be stored in the Media Library.

1. Make sure the document or image is prepared for website use (see Documents and Images sections below
for preparation instructions).

2. Choose Add New from the Media submenu, or click the Add New button at the top of the Library page.

3. Drag and drop the file into the upload area, or use the Select Files button to browse for the file.
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Drop files anywhere to upload

ar

Select Files

Maximum upload file size: 32 ME.

4. WordPress will load the file into the Media Library.

See Documents and Images sections below for details on managing documents and images and using them in
posts and pages.

Documents

For documents and images on the web, it’s important to keep the file size down as much as possible. Large files
will take longer to load, especially for users on slower internet connections.

Preparing Documents for Website Use

Although documents can be uploaded in various formats, PDF is usually best. This is because it's a widely-used
document type, and many modern web browsers can display PDF documents directly without the need for
separate desktop software. Also, PDF documents are not as easily editable as Word documents (so they stay the
way you designed them).

Aim to keep file size under 500 KB for most forms, and under 5 MB for large documents such as an annual
course information booklet.

1. Keep your master document in Word format, so that it's easy to edit and update.

2. Avoid using too many images, or if you do use images, keep them small. (As large images will quickly
increase file size.)

3. When the document is ready, first save it normally in Word format (File -> Save).

4. Then, use File -> Save As, and choose PDF (*.pdf) from the dropdown list of file formats.

U3A Theme User Manual
Word Document (*.docx)} - E'p; Save

Word Document (*.docx)
Word Macro-Enabled Document (*.docm)
Word 97-2003 Document (*.doc)

Word Termnplate (*.dot) odified
Word Macro-Enabled Template (".dotm)
Word 97-2003 Template (*.dot) 17 611 PM

5. Now the PDF version of the document can be uploaded to your website.
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U3A Settings - Documents provides easy access to key documents. These documents are still stored in the
Media Library. To update a document that's available in U3A Settings, you can upload it directly from U3A
Settings, or you can upload it to the Media Library and then select it in U3A Settings.

Some U3As have a lot of additional documents beyond those in U3A Settings: These are only available in
the Media Library, and they can be managed using Media Categories and Media Lists as described below.

Media Categories: Categorising Documents

Documents can be categorised, in order to make them easy to find and easy to automatically add to page
content. For example, your U3A might create media categories for Newsletters, Policies, Tutor Documents, and

others.
E Documents ¥ All dates
Bulk Actions ¥ | Apply
File Authar
Newsletter jasmin
b November 2018
Wu3a-November-
2018.pdf
%; .ia g Course Summary jasmin
# E
E _::;; £ 2019

Course-Summary-
02-Dec-2018-63.pdf

= Course Booklet
2019

jasmin

CourseBaoklet-2-
December-for-website. pdf

Mamharchin iacmin

view, you can:

v

All Media Categories ¥

Media Categories

MNewsletters

Course Information

Course Information

LIMAS Inctrirtinns

Filter

Media Category Lists

Display: Yes
List Order: 100
Version: 6 MB

Display: Yes In the Media Library in list
List Order: 100

Version: 2019 rev, 02/12/2018

Display: Yes
List Order: 100
Version: 2019 rev. 02/12,/2018

Micnlaw Vac

e See which category(ies) a document is in, by checking the Media Categories column.

e Use the Media Categories filter near the top of the page, to filter the displayed documents by category.
(Select the required category in the dropdown, and then click the Filter button.)

e Quickly add one or more documents to a category, by ticking the checkbox next to each required
document, and then going to Bulk Actions -> Add to Category....

To add a document to a media category
1. Start in the Media Library in list view.
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2. Open the document for editing by clicking on its name.
3. In the Media Categories section on the right side, tick the appropriate category(ies).

Media Categories i
All Media Categories Most Used

«'| Course Information
Forms
Newsletters
Policies
Tutor documents
UMAS Instructions

+ Add New Media Category

4. Click the Update button near the top right.

Media Lists: Add a List of Related Documents to a Post
or Page

The [U3A-media-list] shortcode can be used to add a list of documents within a media category to a post or
page. The advantage of this is that when a new document is added to the appropriate category, it will
automatically appear in the list. For example, your U3A might use media lists to output documents on its
Newsletters and Policies pages.

The [U3A-media-list] shortcode

[U3A-media-list cat=slug number=number descriptions={yes|no} images={yes|no}
headinglevel={1|2|3|4|5|6}1]

See the Shortcodes section in this manual for general information about shortcodes.

Description

Outputs a list of documents within a specified media category. Example input: [U3A-media-list number=100
descriptions=yes cat=policies headinglevel=3] Example output:
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Membership Terms and Conditions (Reviewed April 2018)

The purpose of the Terms and Conditions is to outline the obligations of our members when joining or

re-enrolling in Whittlesea U3A

Code of Conduct (V.1)

This code of practice outlines how our organisation conducts itself in regard to working with our
volunteers. It demonstrates our organisation's duty of care and broadly outlines our commitment to

supporting and recognising the volunteers within our organisation.

Whittlesea U3A Constitution (4 Nov 2013)

CONSUMER AFFAIRS VICTORIA, Associations Incorporation Reform Act 2012
RULES For WHITTLESEA U3A INC, AD042367P

Options:

If an option is not specified, the default value will be used.

Option

cat

number

images

class

descriptions

headinglevel

Allowable values

Any media category slug
Default: (empty)

A number between 1 and
100
Default: 10

yes | no
Default: no

A CSS class name
Default: (empty)

yes | no
Default: yes

Any number between 1 and

6.
Default: 4

Description

The list will contain documents in this media category. (Find
the slug in Media menu - Media Categories.)

Number of documents to include in the list

Whether to display document thumbnail images (if

available)

A CSS class to add to the list (advanced)

Whether to display document descriptions (if available)

Controls document title heading level. l.e. 1 means top-level
headings, 2 means second-level headings, etc.
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Controlling whether and where a document appears in a media
list

Firstly, the document must be in the media category that the list is displaying. Beyond categorisation, a
document's media list settings provide more detailed control. To adjust these settings:

1. Start in the Media Library in list view.
2. Open the document for editing by clicking on its name.
3. In the Settings For Media List Display section on the right side,

Settings For Media Category List i
Displays

Display a list using the [u3a-media-list
cat=mediacategory number=number]
shartcode.

Active? |v
{Inactive items will be not be displayed)

Order in List: 100

Version Info: 2019 rev. 02/12/2018

{Optional version details such as version
number and/or date)

o If the Active checkbox is not ticked, the document will not be included in any media list. By default,
Active is ticked. You may decide to untick it when a document is out of date or has been replaced.

o Order in List: Within a media list, documents are normally displayed in date order, newest first.
However, Order in List takes precedence over date order. For example, if you want a document
appear at the top of the list, ahead of newer documents, you can set its Order in List to 1.

o Version Info: Use this to provide version information about the document: If available, version info
will be included in media list output, and will also be displayed in the Media Library. As this field
accepts any short text, you can also use it to provide other useful information, such as file size.

4. Click the Update button near the top right.

Document Version Management

Use media list settings as described above to assist with version management:

e Use the Version Info field to make a note of version number, or publish date.

e When a document is old or has been replaced, untick the Active checkbox.

e A document's current media list settings can be checked in the Media Library in list view, in the Media
Category Lists column.
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Add a Single Document to a Post or Page

Various shortcodes are available to automatically output documents in post or page content. It's a good
idea to use a shortcode where possible, because you then only need to keep the document up to date in
U3A Settings or in the Media Library. These shortcodes may be useful: [U3A-media-list], [U3A-document],
and [U3A-formal-details]. If no suitable shortcode is available for your document, follow the instructions
below.

1. Open the post or page for editing. (See Posts & Pages section in this manual if required.)
2. Place the cursor where you want the document to go.
3. Click the Add Media button.

03 Add Media

4. Browse for and select the required document.
5. Click the Insert into post button on the bottom right.

Replacing Existing Documents

Uploading a document through the media library will not replace an existing document, even if it has the same
file name.

e To replace a document that is linked through U3A Settings (that is, one of the documents listed in
U3A Settings - Documents, you can simply select or upload the replacement document through U3A
Settings. This will update the document wherever it is output by U3A Theme shortcodes or layout. (l.e. any
document links that are output by the [U3A-howtojoin], [U3A-document], [U3A-howtoenrol] and [U3A-
formal-documents] shortcodes, as well as any U-MAS/MyU3A manuals that are shown on the Courses and
Membership Management System pages.

e To replace a document that is included in a media list, upload the new document and place it in the
appropriate media category. Then either untick 'Active' in the old document's media list settings, or delete
the old document completely if you're sure that it's no longer needed anywhere on the site.

e To replace a document that is not linked through U3A Settings, such as a document that you have
manually added to a post or page, you will need to upload the replacement document the Media Library,
then edit the page/post, deleting the link to the old document and inserting the new one.

Images

For documents and images on the web, it’s important to keep the file size down as much as possible. Large files
will take longer to load, especially for users on slower internet connections.
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Preparing Images for Website Use

Always edit your images to create web-friendly versions, before uploading. The way to do this depends on your
choice of image editing software. Some general tips:

1. Use images where the focus (that is, the most important part of the image) is in the centre. This is because
on some screen widths, the whole image may not be shown: the edges may be hidden.

2. Resize (scale and/or crop) images so they are no bigger than required. For a U3A Theme header image,
resize to 1300 - 1500 pixels wide and 400 - 440 pixels high. For images to be used in U3A Box widgets,
resize to 800 px x 535 px. For images to be used in posts and pages, a maximum of 750 px wide is a good
choice.

3. If your image editing software has a function to "optimize for web" or "save for web" or similar, use it.

4. If your image editing software has a function to vary the quality of output images, experiment with saving
using different quality settings and choose the lowest quality that still looks acceptable.

5. In general, aim for a file size under 250 KB (the smaller, the better).

Replacing Existing Images

Uploading an image through the media library will not replace an existing image, even if it has the same file
name.

e To replace an image that is linked through U3A Settings, such as the website header image, your
U3A logo, or one of the default images used in the homepage box links, you can simply select or upload the
replacement image through U3A Settings.

e To replace an image that is not linked through U3A Settings, such as an image that you have
manually added to a post or page, you will need to upload the replacement image the Media Library, then
edit the page/post, deleting the old image and inserting the new one.

For Administrators: Setting Maximum Image Size

Administrators can set a maximum image size. Images larger than this will be automatically downsized during
upload. This is useful because smaller images will take up less disk space (storage space) and bandwidth, and
will load faster for website visitors. To set or adjust the maximum image size:

1. In the WordPress dashboard, go to Settings -> Media.
2. Under Image Downsizing Options", you can:
o Tick/untick the Downsize Large Images checkbox to turn downsizing on/off.
o Enter the max size (in pixels) in the Max Height/Width field. (If unsure, 1600 is a good number for
most sites.)
3. Click the Save Changes button.

If you need to upload a larger image, such as a new header image for the site, you can temporarily turn
downsizing off, upload the image, and then turn it back on. Downsizing won't affect images that are already in
the Media Library.
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Photo Galleries

A photo gallery can be added to a Post or a Page. (See Posts and Pages section in this manual for general details
on creating and editing posts and pages.)

If you would like to create multiple photo galleries, do not put them all in the one post/page. This is
because a large number of images can take a long time to load, which is not a good experience for people
visiting your website.

Instead, good practice is to:

1. Create a suitable post category such as "Photo Galleries", in Posts > Categories

2. Add this category to the website navigation menu (ideally as a sub-item, for instance in your news
section)

3. Place each gallery in a separate post, and place that post in the Photo Galleries category

To Create a Photo Gallery

1. First, prepare and upload the images, according to the instructions under "Preparing Images For Website
Use" and "Uploading Documents and Images" above.

2. Open the post or page where the gallery should go, for editing.

3. Use a WordPress Gallery Block to add the gallery. These instructions from WordPress explain how to use
the Gallery Block: https://wordpress.org/support/article/gallery-block/.
(For general information on WordPress Blocks and the Block Editor, see also:
https://wordpress.org/support/article/blocks/.)

4. Click the Publish or Update button to save the page / post

5. Visit the page/post on the website, to check that it looks as expected

To Edit an Existing Gallery

The best place to check for up to date instructions on working with photo galleries is WordPress's own
documentation, at: https://wordpress.org/support/article/gallery-block/.

However, here are some quick tips:

1. Open the page / post for editing

2. Click inside the Gallery Block to edit it. For example, you can:
o Use the Add button in the toolbar at the top of the block to add more images
o Adjust the number of columns in the Block settings on the right side
o Click on an individual image in the gallery to edit or replace it
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Post Block x
E] Gallery
. ~ — Display multiple images in a rich

E‘ . = Add gallery.
Gallery settings -~
Columns

Mustang

.:) Crop images

Thumbnails are cropped to align,

Link to

| Media File ~

@ Open in new tab

Image size

Write gallery caption...

| Thumbnail ~ ‘

3. When you've finished making changes, click the Update button on the top right to save the page / post

Lightbox Feature for Galleries and Images

When Image Lightbox Display is enabled in U3A Settings - Layout & Design:

Images in galleries where the Link To setting is either "Media File" or "Attachment Page", and individual images
where the Link To setting is either "Media File" or "Attachment Page", can be viewed full-size (or as big as will fit
on the screen), by clicking on the image. The full-size image is displayed lightbox-style, like the screenshot here.

Rainbow
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Blocks

Blocks are used to add content to Posts, Pages and Widget Areas. Blocks include very simple types of content
such as paragraphs and headings, through to more complex content such as photo galleries. WordPress comes
with many standard types of blocks, and further details about these standard blocks can be found on the
WordPress website at: https://wordpress.org/support/article/blocks/.

General tips for working with blocks

See the WordPress documentation at: https://wordpress.org/support/article/working-with-blocks/.

We strongly recommend reading the WordPress documentation above before getting started!
However, here are some quick tips:

e To add a new block, click the "plus" icon at the top left or bottom right of the screen. You can then
select the type of block to add, such as a Paragraph block or Heading block.

e When an individual block is selected, a context menu will be displayed above it. The options
available will depend on the type of block. For example, in a Heading block, you can select the
heading level or change the alignment.

e Also when an indiviudal block is selected, additional settings for the block will be displayed on the
right side of the screen. The settings available will depend on the type of block. For example, in a
Heading block you can change the colour or font size.

Page Block x

‘uza“uz:— B | & ~ ‘

~

M Heading

Introduce new sections and
organise content to help visitors

|How to enrol in a course or activfty

U3A Theme blocks

U3A Theme includes a collection of special blocks for U3As.

U3A Box block

This block is intended for displaying a large, attractive box-style link to an important area of the website. By
default, four of these U3A Box blocks are included on the homepage, linking to Courses & Activities,
Memberships, Latest News, and Contact Us.

Author: Jasmin Higgs, jas@barbendingdesigns.com. Page 36 of 75


https://wordpress.org/support/article/blocks/
https://wordpress.org/support/article/working-with-blocks/
mailto:jas@barbendingdesigns.com

U 3 q Network Victoria U3A Website User Manual
UNIVERSITY OF THE THIRD AGE Last update: 7 Dec 2022. Version: 5.0.0

Post Elock X

| VT

Displays a large box-style link to a
page or post category. Intended for
the homepage.

Link to Page or Category

‘ Memberships v |

Select a Page or Post Category to link to

Icon

‘ Person (head silhouette) ~ |

Displayed when hovering over the image, or if
image is unavailable/not selected

Title

‘ Image Type

Memberships

‘ Image: Default - Memberships ~

Max 25 characters, including spaces. Choose whether to use a default or custom
image
Subtitle

‘ Join or renew your membership |

Advanced ~

B N P

Inserting default content

To get started quickly or to reset a U3A Box block, you can insert default content by selecting from the "Use
default..." dropdown in the context menu at the top of the block, when the block is selected. Choose from
Courses & Activities, Memberships, Latest News, or Contact Us. Once the default content is inserted, it can be
edited.

Block settings

Available on the right side of the page, when the block is selected

¢ Link to Page or Category: Select the page or post category that the box link should link to.

¢ Icon: This icon will be displayed when hovering the mouse over the image at the top of the box.

¢ Image Type: Choose which image to display in the box: Select from one of the defaults, no image, or a
custom image.

Text and image content

Available to edit inside the block, when the block is selected

e Custom image: If you have selected a custom Image Type in the block settings (see above), a standard
WordPress image selector will be displayed, allowing an image to be uploaded or selected from the Media
Library.

e Title: Title displayed under the image in the box

e Subtitle: Displayed under the title

e Text: One or two short sentences, displayed under the subtitle. Links can be included by placing text in
square brackets, [like this]. The links will go to the page or post category selected in the Link to Page or
Category block setting (see above).

U3A Important Dates block

This block displays a table of your U3A's important dates, such as enrolment dates and meetings. The dates are
sourced from U3A Settings > Courses > Impotant Dates.
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Title

Important Dates\

Art Festival Sat 30 Apr 2022 9:00am - Sun 1 May 2022 5:00pm
AGM Tue 3 May 2022 7:30pm - 9:30pm

Bring a Guest Day Thu 5 May 2022

Mid-Term Break Sat 21 May 2022 - Sun 29 May 2022

T3 Enrolments Open  Mon 20 Jun 2022 9:00am

T3 Enrolments Close  Fri 24 Jun 2022 5:00pm

Text content

Available to edit inside the block, when the block is selected
o Title: Title displayed above the dates table

U3A Term Dates block

This block displays a table of your U3A's term dates. The dates are sourced from U3A Settings > Courses > Term
Dates.

By default, this block is included in the Sidebar Widget Area.

Title
Term Dates\
Term Start End
3 071 Jul 2021 10 Sep 2021
4 04 Oct 2021 03 Dec 2021
1 24 Jan 2022 18 Mar 2022
2 11 Apr 2022 24 Jun 2022

Text content

Available to edit inside the block, when the block is selected
o Title: Title displayed above the dates table

U3A Contact Info block

This block displays your U3A's key contact details: Address, phone number and email. These details are sourced
from U3A Settings > Contact.

By default, this block is included in Footer Widget Area 1.
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Title

Contact Us|

10 Smith St
Melbourne, VIC, 3000
Ph: (03) 9123 4567

E: info@exampleu3a.org.au

Text content

Available to edit inside the block, when the block is selected

e Title: Title displayed above the contact details

U3A Membership Links block

This block displays links to your U3A's Memberships page; membership management system's login and join
pages; and Membership Management System Help Page. These links are determined by settings in U3A Settings
> General and U3A Settings > Memberships: For example, if there is no help page selected in U3A Settings >
General, there will be no help page link included in the block output.

By default, this block is included in the Sidebar Widget Area.

Title Link To

H O Internal Links
Me mbers hl ps‘ Le. links to the membership system at:
"https://dev.barbendingdesigns.com/u3a-
theme/umas-for-members;"
o External Links
Le. links to the membership system at:
New member join “https://devz.barbendingdesigns.com
Jumas-for-members/"

Find out about memberships and joining

Member login

Membership system help

Where should the member lagin and join links
go?

Block settings

Available on the right side of the page, when the block is selected

e Link To: Select whether the Member Login and New Member Join links should go to the membership
system embedded in your website, or the external version of the membership system. This will depend on
the membership management system settings in U3A Settings > General. If there is no membership
system embedded in the website, this setting will not be available.

Text content

Available to edit inside the block, when the block is selected

e Title: Title displayed above the membership links

U3A Courses Links block

This block displays links to your U3A's Courses page. These links are determined by the Courses & Activites page
set in U3A Settings > Courses.
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By default, this block is included in the Sidebar Widget Area.

Title

Courses and Activities

View timetable

Find out how to enrol

Text content

Available to edit inside the block, when the block is selected

e Title: Title displayed above the courses links

U3A Social Media Links block

This block displays links to your Facebook page and/or Twitter profile. The links are determined by the settings in

U3A Settings > Social Media.

By default, this block is included in Footer Widget Area 1.

Title

Social Media

Connect with us:

n Facebook
u Twitter

Text content

Available to edit inside the block, when the block is selected

¢ Title: Title displayed above the social media links

U3A Posts in Category block

This block displays the latest Posts in a selected Post Category.
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N . Post Block x
A - :

f U34 Posts in Category
‘ Display the latest [n] posts in a

Title

selected category

Latest News

Post Category

| Latest News ~ |

Key Dates for 2022 Show Posts from this Post Category

Add these dates to your calendar! No. of Posts to show

Read more... ‘ 3 ”
Enter a number between 1 and 20

Welcome to Our New Website Advanced -

Welcome to our new

website!

Read more...

Block settings

Available on the right side of the page, when the block is selected

e Post Category: Select the Post Category to display
¢ No. of Posts to show: Choose how many posts to display (a small number between 3 and 5 is usually

best)

Text content
Available to edit inside the block, when the block is selected

e Title: Title displayed above the posts

U3A Sponsors block

This block displays links and logos for one or more sponsors. It is intended for use in Footer Widget Area 2.

Title

Sponsors\

Max 30 characters, including spaces.

City of Whittlesea Learn Local Enter sponsor name...

Learn
WA Local

City of
Whittlesea
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Text and image content

Available to edit inside the block, when the block is selected

e Title: Title displayed above the sponsors

Internal U3A Sponsor blocks

One or more U3A Sponsor child blocks (see below) go inside the U3A Sponsors parent block. To add a new U3A
Sponsor block, make sure the parent U3A Sponsors block is selected, and then click on the black "plus" icon in
the lower right of the block.

U3A Sponsor block

U3A Sponsor child blocks go inside a U3A Sponsors parent block (see above).

~

Post Block x

W H & o« : ’7
& U3A Sponsor

Displays a sponsor name, logo and
link. Goes inside a U34 Sponsors
al Enter sponsor name... black,

Sponsor URL

Sponsor Logo
‘ https:i/...

’rn Upload Sponsor website or other enline address, eg.

their Facebook page
ocal Media Library

Advanced ~

Adding a new U3A Sponsor block

Select the U3A Sponsors parent block, then click on the black "plus" icon in the lower right of the block. (If there
is no U3A Sponsors block, you will need to create one first.)

Removing a U3A Sponsor block

When the U3A Sponsor block is selected (by clicking inside it), a context menu will be displayed above it. Click
the three vertical dots icon on the right side of the menu, then select "Remove U3A Sponsor".

Block settings

Available on the right side of the page, when the block is selected

e Sponsor U3A: The URL of the sponsor's website or web page

Text and image content

Available to edit inside the block, when the block is selected
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e Sponsor Name: Displayed at the top of the Sponsor Block
e Sponsor Logo: Use the standard WordPress image selector here to upload an image or select one from
the Media Library.

Shortcodes

Shortcodes are special code phrases that can be used in posts and pages to create automated outputs. Most of
the shortcodes available in U3SA Theme create content using information from U3A Settings. A shortcode goes in
square brackets, [like this].

For example, the default Contact Us page contains just two shortcodes: [U3A-contact-info] and [U3A-map]. These
shortcodes produce all the address, phone, email and map content that website visitors see on the Contact Us
page.

Example Input

Edit Page Add New

Contact Us

Permalink: https://barbendingdesigns.com/u3a2 /o

07 Add Media

T
i)
™
™
n

Paragraph v B I

[U3A-contact-info]
[U3A-map]
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Example Output
Office Address Phone and Email

Level 10 Phone: 123 456

1068 High St Email: info@u3aarmadaleeast.org.au

Armadale, VIC, 3143

. Email for course enquiries:

Our usual office hours are: q
courses@u3aarmadaleeast.org.au

Maon - Fri: Sam - 5pm
Sat: 10am - 12pm
Mailing Address

PO Box 1000
Armadale, VIC, 3143

Map Satellite ™

Kooyang Ry &

(3] £ ;
LE ‘E f-, £ ag ' rglty 01Stunv1ingtune : .i;' 1]
A1 3 £ Armadale 5 g d 8 [

o 3 % |2 i ur 1z
, 2 L £ 09 g
"f.'oo 9 ] T
/ g I
) @ i £ EA
Gooal Z a a 5 st
||....,.o_ g erg = A =1 Map data ©2019 Google Terms of Use

The Classic Editor and the Block Editor are two different versions of the post and page editor interface in
WordPress. Newer websites will generally use the Block Editor, while some older websites may be still

using the Classic Editor or both. Shortcodes can be used in both.

e Block Editor: If using the Block Editor, shortcodes can be added to a post or page using a Shortcode
block or as part of the text in various other types of blocks including Paragraph, Classic, and List.
e Classic Editor: When using the Classic Editor, shortcodes are simply written in the post or page

text.

Available shortcodes

Shortcode: [U3A-safe-email]

[U3A-safe-email] or [U3A-safe-email email=email]

Description
Outputs an obfuscated email (protected from spam, but visible to human visitors). If email is not specified (that
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is, when using [U3A-safe-email] instead of [U3A-safe-email email=...]), the email address set in U3A Settings -
Contact - General Email Address will be used. Example input: Contact us at [U3A-safe-email
email=info@u3aarmadale.org.au] Example output:

Contact us at info@u3aarmadale.org.au

Options:

If an option is not specified, the default value will be used.

Option Allowable values Description

email An email address The email address to display
Default: The email address set in U3A Settings - Contact - General
Email Address

Shortcode: [U3A-name]

[U3A-name]

Description

Outputs the U3A short name, starting with or ending with "U3A" (depending on U3A Settings - General - "U3A"
Last In Name setting).

Example input:
[U3A-name] was established ...

Example output:

U3A Armadale East was established

Options:

(None.)

Shortcode: [U3A-media-list]

[U3A-media-list cat=slug number=number descriptions={yes|no} images={yes|no}
headinglevel={1|2|3|4|5|6}1]

Description

Outputs a list of documents within a specified media category. For details, see Media Lists in this user manual.

Author: Jasmin Higgs, jas@barbendingdesigns.com. Page 45 of 75


mailto:jas@barbendingdesigns.com

U 3 q Network Victoria U3A Website User Manual
UNIVERSITY OF THE THIRD AGE Last update: 7 Dec 2022. Version: 5.0.0

Shortcode: [U3A-table]

[U3A-table type={committee|memberships}]

Description

Outputs a table of committee members or membership types (composed of committee members or membership
types as specified in U3A Settings). Includes a header.

Example input:
[U3A-table type=committee]

Example output:

Committee Members
Position Name Phone
President Sam Smith 0400123 456

Vice President Sue Qoi

Email
president@u3aarmadaleeast.org.au

vicepresident@u3aarmadaleeast.org.au

Treasurer Lisa-Jane Marset treasurer@u3aarmadaleeast.org.au
Options:
Option Allowable values Description
type committee | memberships Which table to output

Default: (None)
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Shortcode: [U3A-howtoenrol]

[U3A-howtoenrol with-accordion={yes|no} with-instructions={yes|no}]

Description
Outputs information about how to enrol in a course or activity. The output depends on the settings in U3A
Settings - Courses.

Example input:
[U3A-howtoenrol with-accordion=yes with-instructions=yes]

Example output:

¥ Enrolling online

Existing members can login here to enrol in courses. Instructions, if
required, are available here.

If you are not a member, you will need to join before you can enrol.
Find out about memberships and joining here.

¥ Enrolling by form

Download a PDF enrolment form here.
The completed form can be:

* Emailed to courses@u3anunawading.org.au, or
» Mailed to us at:

Nunawading Community Centre

16 - 20 Silver Grove

Nunawading, VIC, 3131, or
» Delivered to the office during office hours.

Options:
Option Allowable Description
values
with-accordion yes | no Whether to output as sections that can be opened and closed
Default: no accordion-style
with-instructions  yes | no Whether to include links to your U3A's U-MAS or MyU3A
Default: no instructions documents for members. (These documents need to

be set in [U3A Settings](#u3a-settings) - Documents.)
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Shortcode: [U3A-howtojoin]

[U3A-howtojoin with-accordion={yes|no}]

Description

Outputs information about how to join or renew a membership. The output depends on the settings in U3A

Settings - Memberships.

Example input:
[U3A-howtojoin with-accordion=yes]

Example output:

2 loining or renewing online
2 loining or renewing by form
¥ Payment methods

We accept payments:

s Online, or

» By cheque / money order made out to U3A Armadale West, and mailed to:

Level 30

1068 High St

Armadale, VIC, 3143, or
» By cash / EFTPOS / cheque / money order in person at the office, or
» By EFT/bank deposit

Bank details for EFT/bank deposit:

Bank: CBA

BSB: 063000

Account Number: 0000 0000

Account Name: Example U3A

Reference: Please use your member no. as the reference

¥ Membership agreement

View our membership agreement (PDF)

Options:

Option

with-accordion

Allowable values Description

yes | no Whether to output as sections that can be opened and closed

Default: no accordion-style

Author: Jasmin Higgs, jas@barbendingdesigns.com. Page 48 of 75


mailto:jas@barbendingdesigns.com

BJA Dt e S

U3A Website User Manual
Last update: 7 Dec 2022. Version: 5.0.0

Shortcode: [U3A-contact-info]

[U3A-contact-info]

Description

Outputs full contact information (address, office hours, mailing address if applicable, phone, email address(es)),
in two columns. Output depends on U3A Settings - Contact.

Example input:
[U3A-contact-info]

Example output:

Office Address

Level 10
1068Fﬂgh5t
Armadale, VIC, 3143

Our usual office hours are:

Mon - Fri: 9am - 5pm
Sat: 10am - 12pm

Mailing Address

PO Box 1000
Armadale, VIC, 3143

Options:

(None.)

Phone and Email
Phone: 123 456
Email: info@u3aarmadaleeast.org.au

Email for course enquiries:
courses@u3aarmadaleeast.org.au

Shortcode: [U3A-termdates]

[U3A-termdates]

Description
Outputs the term dates table.

Example input:
[U3A-termdates]

Example output:

Term Start

1 04 Feb 2019
2 08 Apr 2019
3 08 Jul 2019
- 30 Sep 2019

End

29 Mar 2019
21 Jun 2019
20 Sep 2019

13 Dec 2019
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Options:

(None.)

Shortcode: [U3A-link]

[U3A-1link link={home|memberships|contact|about|courses|umas|umasexternal} text="text"]

Description

Outputs a link to the specified page. Example: [U3A-link link=courses text="View our timetable"] would output a
link to the Courses & Activities page, with the link text, "View our timetable".

Example input:
[U3A-1ink link=memberships text="Read about our memberships"]

Example output:
Read about our memberships

Options:

If an option is not specified, the default value will be used.

Option Allowable values Description

link home | memberships | contact | about | Specifies which page to link to.
courses | umas | umasexternal 'home' links to the website homepage.
Default: home ‘umas' links to your Membership Management

System page (if set in U3A Settings).

'umasexternal' links to your U-MAS/MyU3A
membership management system (if available),
outside your main site, with the link opening in a
new tab.

The other options link to the appropriate page as set
in U3A Settings.

text Text in "straight quotation marks" The text to display.
Default: "Error: U3A-link text not
provided"
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Shortcode: [U3A-membership-system]

[U3A-membership-system text="text"]

Description

Outputs a button that opens the membership management system (U-MAS or MyU3A) in a new tab/window.

Example input:
[U3A-membership-system]

Example output:

Open Membership Management System

Options:

If an option is not specified, the default value will be used.

Option Allowable values

text Text in "straight quotation marks"
Default: "Open Membership Management System"

Shortcode: [U3A-formal-details]

[U3A-formal-details]

Description
Outputs the U3A formal name, ABN, and IARN.

Example input:
[U3SA-formal-details]

Example output:

U3A Armadale East Inc.
ABMN: 31 123 456 789

Incorporated Association Registration Number: X100000A

Options:

(None.)

Description

The text to display.
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Shortcode: [U3A-formal-documents]

[U3A-formal-documents]

Description

Outputs links to the Privacy Policy and Membership Agreement documents, if available (as set in U3A Settings -
Documents).

Example input:
[U3A-formal-documents]

Example output:
Documents

Privacy policy
Membership agreement

Options:

(None.)

Shortcode: [U3A-document]

[U3A-document doc={privacy|agreement|UMAS|UMASnew|membershipform|courseform|coursebooklet}
text="text"]

Description

Outputs a link to the specified document (a document set in U3A Settings - Documents).

Example input:
[U3A-document doc=coursebooklet text="Download our course information booklet"]

Example output:
Download our course information booklet

Options:

If an option is not specified, the default value will be used.

Option Allowable values Description

doc privacy | agreement | UMAS | UMASnew | The document to link to (as set in U3A Settings -
membershipform | courseform | Documents).
coursebooklet UMAS refers to your membership management
Default: (none) system (U-MAS or MyU3A) instructions for

members, and UMASnew to the equivalent
document for new members.

text Text in "straight quotation marks" The text to display.
Default: "Error: U3A-link text not provided"
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Shortcode: [U3A-map]

[U3A-map address="address"]

Description

Outputs a Google map, centred on the address:
If no address is provided (like [U3A-map]), it uses the U3A address or GPS coordinates provided in U3A

Settings - Contact.
If an address is provided, it must be a complete address including number and street, suburb, state, postcode

and country, example: [U3A-map address="341 Queen St, Melbourne, VIC, 3000, Australia"].

Example input:
[U3A-map]

Example output:

Map Satellite ™~

7l
2
a 2 aQ
o 2 a8
g 5 5 £ Armadale
O‘— (=1
. 2'¢
"f.'o. 9\
= ]
T 5 i 8
I 3 Meyng «
| =) @ ' g -
GooaleZ a B g
|.....,,0 . g e.—'? Norwnaa n o = (5] = Map data ©2019 Google Terms of Use
Options:

If an option is not specified, the default value will be used.

Option  Allowable values Description

address A complete address, in "straight A complete address including number and street, suburb,
state, postcode and country, example: "341 Queen St,

quotation marks"
Default: The office address from Melbourne, VIC, 3000, Australia"

U3A Settings - Contact
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Shortcode: [U3A-venues-list]

[U3A-venues-1list number=number linktext="text" addresses={yes|no} exclude="exclude" class=class]

Description

Outputs a list of U3A Venues in alphabetical order, with a link to the page for each venue.

Example input:
[U3A-venues-list addresses=yes linktext="View venue details..."]

Example output:
Golden Wattle
1 Joffre Rd, Healesville, VIC 3777

View details...

Library

110 River St, Healesville, VIC 3777

View details...

Lions Club Hall
9 Lilydale Rd, Healesville, VIC 3777

View details...

L) [ AR, e, . ) |

Options:

If an option is not specified, the default value will be used.

Option

number

linktext

addresses

exclude

class

Allowable values Description

A whole number Number of venues to display

Default: -1 (-1 means all

venues)

Text in "straight quotation Text to use in "read more" links. (If no text is provided, only
marks" the venue name will link to the venue.)

Default: (none)

yes | no Whether to include venue addresses in the list

Default: no

A list of venue ID numbers If specified, these venues will be excluded from the list.
"straight quotation marks" and Example: exclude="2,4,12,17". Venue IDs can be found in
separated by commas the U3A Venues list view in WordPress admin.

Default: (empty)

A CSS class name A CSS class to add to the list (advanced)
Default: (empty)
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Shortcode: [U3A-venue-single]

[U3A-venue-single id=number]

Description

Outputs a single U3A Venue, including address, details, and map.

Example input:
[U3A-venue-single id=29]

Example output:

Library

Address: 110 River St
Healesville, VIC 3777

Car Parking:

Public Transport:

Ample parking available in Coles carpark

(buses 684, 685, 686, 687, 965)

Walking distance from bus stop on corner of Maroondah Hwy and Green St

. { iy = 9
e Map Satellite & 2 ° Healesville Glas ¢ 4
1 Facy ] = Blowing Studi_
ille 4, ’V.,,A\_
ub Caltex Healesville Q By |
gamoR
s ocent Bystander E3
Coronatior)
Park
Wine Yarra Valley o Q HetlEsvill [csos) =~ 4?.?! i
= —— Queens Park
Healesville £ Furmatan L ey Farnharm Rd
:kley's Brewery ymans e 6’90 o
Heale ill g % O "-g‘ Auburn Rd +
. % 5,
Four Pillars Gin o 3 E.@.,v"’ B, 'F»p (G Thomas Rd —
s, =g a
& ; C.
GO gle Q"-‘\Q & ’.6459»:_ Map data £2019 google Terms of Use
Options:
Option Allowable values Description
id A venue ID number

Default: (none)

The ID number of the venue to display. Venue IDs can be found in the U3A
Venues list view in WordPress admin.
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Shortcode: [U3A-timetable]

[U3A-timetable]

Description

Outputs the list of U3A Courses (that is, as set in the U3A Courses menu). Outputs a single U3A Venue, including

address, details, and map.

Example input:
[U3A-timetable]

Example output:

Course / Activity Day Start Date End Date Detail
Armchair Travel Days vary Feb 1, 2017 Apr 30, 2017
Bushwalking Sun Feb 1, 2017 Dec 1,2017

Description:

Join us for a friendly afternoon bushwalk with other U3A members who enjoy the great outdoors. Most weekends we will hike at a
location in the Yarra Valley, however occasionally we may travel further afield.

Venue: Variable Tutor: Fred Smith Start Time: 12:15 pm
Venue Address: Frequency: First and third Sunday of the End Time: Times vary
Locations vary week to week. Tutor will maonth

provide details for each bushwalk at
least one week beforehand.

Chinese Level 1 Tue Feb1,2017 Apr 30,2017
Cyding Thu Jul 12,2017 Jul5, 2017
French Advanced Sat Jun1,2017 Jul 5, 2017
Options:
(None.)

Shortcode: [U3A-posts]

[U3A-posts cat=slug number=number type={excerpts|titles|full} images={yes|no}
moretext="text" olderlink={yes|no} class=class]

Description

Outputs a list of posts in a specified category, in order newest to oldest.

Example input:
[U3A-posts readmore=yes moretext="Keep reading.." images=yes]

Example output:

readmore={yes|no}
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Enrolling For Next Year

Luctus accumsan tortor posuere ac Ut consequat semper viverra nam. Orci ac auctor augue mauris augue negue
gravida in. Ante in nibh mauris cursus mattis molestie. Adipiscing commodo elit at imperdiet dui accumsan. Morbi
tristique senectus et netus et. Massa eget egestas purus viverra accumsan in. Facilisi morbi tempus iaculis urna id
Facilisi morbi tempus [...]

Keep reading...

Annual Picnic Day

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Sem nulla pharetra diam sit amet nis|
suscipit adipiscing. Tincidunt vitae semper quis lectus nulla at volutpat. Pellentesque dignissim enim sit amet venenatis urna cursus. Donec et odio pellentesque
diam volutpat commodo sed. Image for news [...]

Keep reading...

Welcome to Our New Website
Welcome to our new website!

Keep reading...

Options:

If an option is not specified, the default value will be used.

Option Allowable values Description
cat Any category slug. Posts from this category will be displayed. Use the
Default: The default posts category slug (found in Posts menu - Categories).

category: usually latest-news.

number A number between 1 and 50. Number of posts to display
Default: 10
type excerpts | titles | full The type of content to display for each post

Default: excerpts

images yes | no Whether to display post featured images (if any)
Default: no

readmore  yes|no Whether to display a "read more" link at the end of each
Default: no post

moretext ~ Text in "straight quotation marks" Text to use in readmore links

Default: "Read more..."

olderlink yes | no Whether to include a “View all entries in this category”
Default: no link at the end of the list
class A CSS class name A CSS class to add to the list (advanced)

Default: (empty)
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Shortcode: [U3A-accordion]

[U3A-accordion]...[/U3A-accordion]

Description

Content inside this shortcode opens and closes accordion-style. Useful for FAQs and other lists of topics.
Each header and the content below it makes one accordion section. All header levels from H1 to H4 will be
converted to accordions. (Lower-level headers, H5 - H6, will remain as headers.)

Example input:
[UsA-accordion]

This is the first header
This is some content under the first header.

This is another header

This is some content inside the second header.

[/UsA-accordion]

Example output:

¥ This is the first header

This is some content under the first header.

¥ This is another header

Options:

If an option is not specified, the default value will be used.

Option Allowable values Description

id A CSS id containing only letters, A unique id must be given to each [U3A-accordion] or
numbers, and hyphens [U3A-2level-accordion] if there are two or more accordions
Default: u3a-accordion on the same page / post
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Shortcode: [U3A-2level-accordion]

[U3A-21level-accordion]...[/U3A-21level-accordion]

Description

Content inside this shortcode opens and closes accordion-style. Useful for FAQs and other lists of topics.

Each H1 or H2 header and the content below it makes one accordion section. Each H3 or H4 header and the
content below it makes one accordion section within an H1 or H2 parent accordion. (Lower-level headers, H5 -
H6, will remain as headers.)

Example input:
[U3A-2level-accordion id=accordion3]

This is an H2 heading

This text is in a top-level accordion, because it follows an H1 or H2 heading

This is also an H2 heading
This text is in a top-level accordion, because it follows an H1 or H2 heading

This is an H3 heading

This text is in a level two accordion, because it follows an H3 or H4 heading

This is also an H3 heading

This text is also in a level two accordion

[f/U3A-2level-accordion]

Example output:

? This is an H2 heading
¥ This is also an H2 heading

This text is in a top-level accordion, because it follows an H1 or H2 heading

¥ This is an H3 heading

This text is in a level two accordion, because it follows an H3 or H4 heading

? This is also an H3 heading
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Options:

If an option is not specified, the default value will be used.

Option Allowable values

id A CSS id containing only letters,
numbers, and hyphens
Default: u3a-accordion

Widget Areas

Description

A unique id must be given to each [U3A-accordion] or
[U3A-2level-accordion] if there are two or more accordions
on the same page / post

Widget areas as used to display custom content in specified areas of your website. U3A Theme has three widget
areas on the homepage, one widget area in the sidebar, and two in the footer. Like Posts and Pages, content
inside widget areas is made up of Blocks. If no custom blocks have been set, most widget areas will display U3A

Theme default blocks.

Note: Each of the three homepage widget areas can be turned on or off from U3A Settings > Homepage. By
default, the Homepage Boxes 1 & 2 and Homepage Boxes 3 & 4 widget areas are on, and the Homepage Wide

Widget Area is off.

Administrators and U3A Super Editors can edit widget areas.

Access widget areas in the Dashboard through Appearance > Widgets.

On the Widgets page, available widget areas are displayed:

Widgets =

Homepage Boxes 1& 2 Block x

Homepage Boxes 1 & 2

%) Displays on the homepage. Twao
U3A Box blocks go here, Leave

| ¥

empty to use the defaults (Courses
and Memberships boxes). This

widget area is ONLY shown if it is

Homepage Boxes 3 & 4

Homepage Wide Widget Area

Sidebar Widgets

Footer Widget Area 1

Footer Widget Area 2

Inactive widgets

turned on in U3A Settings -
Homepage.
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To add a new block to a widget area, click in the desired widget area, then click the "plus" icon/button.
Search for and select the appropriate block.

Homepage Boxes 1 & 2 -~
+
u3a x
Homepage Boxes 3 & 4 ~
W m Q
Homepage Wide Widget A ~
U3A Sponsors U3A Important U3A Contact
Dates Info
Sidebar Widgets & * m ~
(WETN U3A Posts in U3A Term Dates
Membership Category
Footer Widget Area 1 Links ~

Browse all

Footer Widget Area 2

After adding or updating a block, click Update at the top right of the page.
Be sure to visit the homepage of your website afterwards (and press the refresh button on your web browser to
make sure you are viewing the updated page), to check that the output is what you had planned.

To return to the default blocks, delete all the custom blocks in the desired widget area. To delete a block:

1. Click in the block to select it: A context menu will be displayed above the block.

2. Click the three vertical dots icon on the right side of the context menu, then choose the "Remove" option at
the bottom of the dropdown menu.

3. After deleting the block, click Update the top right of the page to save the change.
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Older versions of WordPress used "widgets" instead of blocks in widget areas. If your website was set up
prior to the introduction of block widget areas, you may still have some of these old widgets, or "Legacy
Widgets" as WordPress calls them.

Some Legacy Widgets can be converted to modern blocks. To convert a legacy widget to a block:

1. Click inside the widget: A context menu will be displayed above it

2. Click the first icon on the left of the context menu: A list of any modern blocks that the widget can be
transformed to will be displayed

3. Select the block type that you would like to convert to

U3A Theme versions 4.0.18 and earlier offered a collection of widgets instead of blocks. Conversions are
available for these old widgets:

e U3A Info - Contact Info widget > U3A Contact Info block

e U3A Info - Membership Links widget > U3A Membership Links block

e U3A Info - Courses & Activites Links widget > U3A Courses Links block
e U3A Info - Term Dates widget > U3A Term Dates block

e U3A Info - Social Media Links widget > U3A Social Media Links block

e U3A Box widget > U3A Box block

e U3A Posts in Category widget > U3A Posts in Category block

e U3A Sponsors widget > U3A Sponsors block

Homepage Widget Areas

The homepage widget areas control the content shown in the large box links on the homepage.

Homepage Boxes 1 & 2 controls the top widget area shown on the homepage, and is intended to hold two
U3A Box blocks. If no custom blocks have been set, this widget area will display default U3A Box widgets for the
Courses & Activities page and the Memberships page. The images used in the default blocks are set in U3A
Settings - Homepage.

Author: Jasmin Higgs, jas@barbendingdesigns.com. Page 62 of 75


mailto:jas@barbendingdesigns.com

U 3 q Network Victoria U3A Website User Manual
UNIVERSITY OF THE THIRD AGE Last update: 7 Dec 2022. Version: 5.0.0

Courses & Activities Memberships

We offer a range of courses and activities, of Join or renew your membership

varying lengths, that are held in venues throughout

our area Memberships are great value, and entitle you to enrol in as
rmany courses as you like. We offer memberships for singles

Prospective tutors for new classes are always welcome, too. or couples, as well as options allowing members to take

Learn more about our classes, or find out how to enrol courses at other U3As. Learn more about our

memberships, or find out how to join

Similarly, Homepage Boxes 3 & 4 controls the second row of blocks on the homepage. If no custom blocks
have been set, it will display U3A Box blocks for the Latest News category and the Contact Us page, with images
as set in U3A Settings - Homepage.

Latest News Contact Us

Discover what's been happening recently at U3A We'd love to hear from you!
Armadale South

Getin touch
Read more

The Homepage Wide Widget Area controls the bottom widget area on the homepage, and displays full-width
blocks. If no custom blocks have been set, it will display a U3A Posts in Category widget. Note: By default, this
widget area is off: Turn it on through U3A Settings - Homepage.

Learn about the U3A Box and U3A Posts in Category blocks in the Blocks section of this user manual.

Sidebar Widget Area

The sidebar widget area controls the content shown in the sidebar on most pages. (The sidebar is shown on
pages except for the homepage, Courses & Activities page, Membership Management System page, and custom
pages that use the No Sidebar Page template. The sidebar is shown either on the right side of the page or under
the main content, depending on your website layout and screen width.)
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The Sidebar is intended to hold U3A blocks. If no custom blocks have been set, this widget area will display
default blocks: U3A Memberships Links, U3A Courses Links, and U3A Term Dates.

Learn about the U3A Membership Links, U3A Courses Links and U3A Term Dates blocks in the Blocks
section of this user manual.

Memberships

Find out about memberships and joining

Member login

New member join

Membership system help

Courses and Activities

View timetable

Find out how to enrol

Term Dates
Term Start

3 01 Jul 2021
4 04 Oct 2021
1 24 Jan 2022
2 11 Apr 2022

End

10 Sep 2021

03 Dec 2021

18 Mar 2022

24 Jun 2022

Footer Widget Areas

The footer widget areas control content shown at the bottom of every page.

Footer Widget Area 1 is intended to hold two U3A blocks. If no custom blocks have been set, this widget area
will display default blocks: U3A Contact Info and U3A Social Media Links.

Learn about the U3A Contact Info and U3A Social Media Links blocks in the Blocks section of this user

manual.

Contact Us

10 Smith St
Melbourne, VIC, 3000.
Ph: (03) 9123 4567.

E: info@exampleu3a.org.au

Social Media

Connect with us:

'i Facebook uTwitter
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Footer Widget Area 2 is empty by default. This widget area holds full-width blocks, and is the recommended
place for the U3A Sponsors widget, if used.

Learn about the U3A Sponsors block in the Blocks section of this user manual.

Sponsors
City of Whittlesea Learn Local
City of .
Whittlesea

Learn
WA Local

Navigation Menu

Administrators and Super Editors can edit Menus. Access Menus from the Dashboard under Appearance ->
Menus.

U3A Theme has one menu, named U3A Main Menu. It is displayed at the top of the page on the top layout and
small screens, and the side of the page on the side layout.

The WordPress Menus screen is a simple click and drag interface. Menu links can include Pages, Posts,
Categories, and Custom Links (custom URLSs).

Notes

e Default menu: When the theme is first activated, it will automatically create the menu and populate it
with the default pages. If the theme is later deactivated and then reactivated, it will check whether the
default pages are in the menu, and add them if not.

e Menu display: If the menu is not displaying on the website, make sure Display location - Main menu
(under Menu Settings) is ticked.

e Menu depth: U3A Theme supports a depth of two levels.

e Posts in the navigation menu: In general, it is not necessary to add new posts (such as Latest News
items) to the navigation menu. An exception might be when you want to highlight a particularly important
post, but aside from that it is best to simply include links to post categories in the menu. This is because an
uncluttered menu makes for easier navigation, and new posts will always be displayed at the top of their
respective category pages. E.g if a user clicks on the Latest News link in the default menu, they will be
taken to the Latest News category page, which will automatically contain a list of posts in the Latest News
category, in order newest to oldest.
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Pages “ Menu Name | U3A Main Menu

Most Recent  View All  Search Menu Structure

U3A Venues

Comments

Mo Drag each item into the order you prefer. Click the arrow on the right of the item to reveal additional configuration options

M Appearance Contact Us

Courses & Activities Home Custom Link ¥
Venues
Memberships About Us Page ¥
About Us
Menus. sample Page Courses Page ¥
Editor
Select Al Add to Menu Venues sub item Page ¥
% Plugins
& Users Posts v Memberships Page v
# Tools
Custom Links v
Latest News Category 7
E Setting:
Categories o
Contact Us Page ¥

Menu Settings
Auto add pages Automatically add new top-level pages to this menu

Display location | Main menu

Delete Menu

Adding, Editing, and Deleting Menu Items

e To add a new menu item, select the item from the options on the left side, and drag it into the desired
position on the right.

¢ To edit or remove a menu item, click on the dropdown arrow next to the item’s title.

e After editing the menu, be sure to click the Save Menu button to save your changes.

* The Navigation Label is the text

that is shown in the navigation menu on Courses Page 4
the website.
* The Title Attribute is the text that is Navigation Label

shown if the mouse is hovered over that
item in the menu.

* The Remove link will remove this Title Attribute
item from the menu.

Courses

Courses & Activities

Description

The description will be displayed in the menu If the current theme
supports it

Move Up one Down one Under About Us To the top

Original: Courses & Activities

Remove | Cancel
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Advanced options:

* The URL is the webpage address that Members Custorn Link 4
the menu item will link to. This is only
available if you have selected a URL

"Custom Link" item.

* CSS Classes is an advanced option,
allowing you to add an additional CSS
class to the navigation menu item.
Multiple CSS classes can be used,
separated by spaces. Title Attribute
If you can't see the CSS Classes option, - -
turn it on in Screen Options, at the top | ‘
of your screen.

The following classes are available, and

| https://exampleu3a.org.au/members/ ‘

Mavigation Labe

|. Members ‘

[_| Openlinkin a new tab

apply only to top-level menu items: Css Classes {optional) _
o menu-text-highlight: Colour the | menu-text-highlight mer
menu item text yellow. ' :
o menu-background-highlight: Move Up one Downone Under Contact Us To the top
Colour the menu item background
yellow. Remave | Cancel

o menu-item-right: Float the menu

item to the right side. Example showing effect of CSS classes menu-text-highlight and

menu-item-right:

st News Contact Us Members ¥

Member Login

New Member Join

General Website Upkeep & Maintenance

U3A Theme Registration

Administrator users can view U3A Theme registration status and install new license keys.

Access the license from the U3A Theme menu on the Dasboard.
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@ Dashboard U3A Theme Admin

A U3A Courses ) i
Registration
£} U3A Settings

License Key i

A Posts
07 Medi A valid license key is required in order to receive theme updates.
=4 Media
M Pages
License is Valid Yes
Q U3A Venues
¥ cComments Licensed Domain barbendingdesigns.com
M Appearance
Licensed Until 23 Apr 2021
¢ Plugins
- Users
-, = Latest U3A Theme Version 4.0.8
#~ Tools
Settings This U3A Theme Version 4.0.8

£ U3A Theme

U3A Theme

U-MAS Credentials

The U3A Theme Admin page will display:

Your license key

Information about your license, if it is valid, such as the licensed domain and license expiry date, OR
Information about the reason, if your license is invalid

e Your current U3A Theme version

The latest available U3A Theme version

To update or save a license key, simply paste the new key into the License Key field, and click the Save
button.

A website using the U3A Theme must be registered and have a valid license key in order to receive U3A Theme
updates, such as new features and other improvements.

If you don't have a valid license, your website will generally continue to work. However, it is possible that a
change to the underlying WordPress system may necessitate a critical theme update, and in this case some U3A
Theme features may stop working if you choose not to update.

Obtaining a License

If you used the website generator at https://barbendingdesigns.com/u3a-website/ when setting up your website,
then your license key can be found by logging in to the dashboard at
https://barbendingdesigns.com/u3a-website/u3a-sites-dashboard/.

If you need a new license, please contact the U3A Website Support Team.

Updates

If you are an Administrator, sometimes WordPress will notify you that updates are available. If this happens,
click on the Updates link and follow the prompts to accept all updates.
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User Accounts

Administrator users can manage user accounts, including adding and deleting accounts for other users. Access
user accounts from the Users menu on the Dashboard.

Different levels of access are appropriate for different website users. For instance, an Editor role would be
appropriate for someone who publishes news items and keeps U3A Courses up to date, whereas a U3A Super
Editor role would be appropriate for someone who can also update U3A Settings. Administrator users have
virtually unlimited access, so this role is appropriate for the web manager (ideally someone who is confident in
all aspects of WordPress use).

For full details of standard roles in WordPress, see: https://wordpress.org/support/article/roles-and-capabilities/

The U3A Super Editor is a special role: a U3A Super Editor can do everything that an Editor can do, and in
addition they can manage U3A Settings, Menus, and Widgets.

Other Admin Tasks

Connecting to a U-MAS Database

If your website uses U-MAS, then it needs to be connected to the U-MAS database in order to extract the course
timetable and/or run U-MAS for Members. This is done using the U-MAS API.

Get a U-MAS for Members API key

In U-MAS Core: Generate a restricted APl key to use for the website:

1. Log in to U-MAS with the admin password

2. Go to System Settings > Options > API. (Any apps that are already registered will be displayed.)

3. Click Register New App
Note: Do not use the same app credentials in multiple places. Separate apps should be registered for the
website and for standalone U-MAS for Members.

4. Enter an App name, e.g. "U-MAS for Members in website"

Note: The app name will be used in emails sent by the U-MAS API to admins, e.g. "This update was made

by member [member no] using [app name] on [date]".

Enter a Description, e.g. "U-MAS for Members embedded version in website"

Leave Restricted ticked

Click Submit: The app will be registered and a secret key will be generated

Leave the browser tab open: You'll need the app hame and secret key

Add the API key to the website

1. In the WP admin menu, go to U3A Settings > U-MAS for Members
2. Enter U-MAS API Credentials:

® N o v
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o App Name and Secret Key: The credentials of the new app that you registered earlier in U-MAS
3. Click Save
4. Visit either the course timetable page, or U-MAS for Members in the website at [home url]/umas-for-
members, to check whether it is running as expected
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Obtaining a Google Maps JavaScript APl Key

In order to display Google Maps on your website, such as maps of the office address or U3A Venues addresses, a
Google Maps JavaScript API key is required. Google also requires a PayPal account or credit card to be linked to
the key, however they provide a generous free usage allowance, and so it very unlikely that a U3A website
would every incur charges.

1. Log in to the Google developer console https://console.developers.google.com/, using your U3A's Google
account. (If you need to create a Google account, start here: https://accounts.google.com/signup.)

2. Click the projects dropdown in the top app bar, and in the "Select a project" dialog, use the New Project
option. (Alternatively, select an existing project from the list, if any).

Search projects and folders
2 |

RECENT ALL

——
+ % Web Development @ I

3. If you have not previously used the Google Maps APIs with this project, you may need to enable them:
a. Go to menu icon > APIs & Services > Dashboard.

Google Cloud Platform §* Web Development

Home

Pins appear here @ X

"'& Marketplace

& Billing

API  APIs & Services

Library

T Support >

Credentials
B 1AM & Admin

b. Click +Enable APIs and Services.

APls & Services + ENABLE APIS AND SERVICES I

¢. Click on the Geocoding API to enable it, then repeat for the Maps JavaScript API.
You can filter by the Maps Category on the left side, to easily find these APIs.
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Filtar by Maps

CATEGDRY

Mess © 17 results

&

Geocoding AR

Plaps JavaSenpt AR
Coog

Waps for pourwebstie

4. Go to menu icon > APIs & Services > Credentials.

=] Google APls g» Web Development Q  Sean

E& Services
API  APls & Services I >

Dashboard
& Billing Library
i

T Support

OAuth consent screen
B IAM & Admin ’ Domain verification

Google Maps 3 Page usage agreements

5. Go to Create Credentials > API Key

I + CREATE CREDENTIALS I W@ DELETE

APl key
€ § ldentifies yourfbroject using a simple API key to check quota and access

OAuth client ID

6. The new API key will be displayed once it has been created: Copy the key somewhere safe, and then click
the Restrict Key button.
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API key created

Use this key in your application by passing it with the parameter.

Your APl key

o

A\ Restrict your key to prevent unauthorized use in production.

CLOSE IRESTRICT KEY

The API key needs to be restricted so that it can only be used on your U3A's domain. This is because API
keys have usage limits, and if other websites can use it as well, you may exceed the free usage limit:
Under Application Restrictions, select HTTP referrers (web sites), then click the Add an Item button.
8. In the Referrer field, enter the allowed domain, using * as a wildcard.

At minimum you will need the U3A domain name with the suffix “/*", e.g. exampleu3a.org.au/*.

If your site uses "www" URLs or subdomains, you will also need the U3A domain name with the prefix “*.”
and the suffix “/*”, e.q. *.exampleu3a.org.au/*.
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Application restrictions

An application restriction controls which websites, IP addresses, ar applications
can use your AP key. You can set one application restriction per key.

() None
I (® HTTP referrers (web sites}l
() IP addresses (web servers, cron jobs, etc.)

() Android apps
() i0S apps

Website Restrictions

Restrict key usage requests to the specified websites.

A If left blank, your API key will accept requests from any website.

Add HTTP referrer

Referrer *
[ exampleuda.org.au/*

CAMNCEL DONE

= Filter Enter property name or value (7]
Status Website Edit
*.exampleu3a.org.au/* ra

9. Click Done.

10. Under API Restrictions, select Restrict key, and in the Select APIs dropdown, tick the Geocoding API
and the Maps JavaScript API.
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API restrictions

AP restrictions specify the enabled APIs that this key can call

O Dan't restrict key
This key can call any AP

l;i Restrict key
L = Typetofilter J

S
[ pirections API
G

M‘ Geocoding API ‘

Maps JavaScript API
M

11. Click Save.
12. Follow the steps described at the bottom of this link, starting from step 3, to enable billing:
https://support.google.com/googleapi/answer/61588677hl=en.

Note: Google now accepts PayPal payments for Australian accounts, which many U3As will find easier than
credit card.

See also:

e https://developers.google.com/maps/documentation/javascript/cloud-setup
e https://developers.google.com/maps/documentation/javascript/get-api-key
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