
 

 

 

 

Update to Workbook 
for 

Migrating Web Managers 
Incorporating WP6.5 + u3a plugins 

  

 

 

 

 

 

 
 

Pam Taylor 
May 2024 

 
 

 
 

training@siteworks.u3a.org.uk 
 

mailto:training@siteworks.u3a.org.uk


May 2024  
 

Update to Workbook Migrating Web Managers Page 2 
 

Table of Contents 
Introduction ........................................................................................................................................................... 3 

New features/functions video ............................................................................................................... 3 

Groups ...................................................................................................................................................................... 4 

u3a groups list block ................................................................................................................................... 4 

Category ......................................................................................................................................................... 5 

Sort Order ...................................................................................................................................................... 6 

Alphabetical Flow ...................................................................................................................................... 6 

Display Options .......................................................................................................................................... 8 

Events ........................................................................................................................................................................ 9 

u3a events list block.................................................................................................................................... 9 

Sort and Filter .............................................................................................................................................. 9 

Limits ................................................................................................................................................................ 11 

Layout Choices .......................................................................................................................................... 11 

u3a Contact Form Log ................................................................................................................................... 14 

Enable & Disable ........................................................................................................................................... 14 

u3a Privacy policy implication ........................................................................................................ 15 

Drop Shadow ....................................................................................................................................................... 16 

Posts - Revision ................................................................................................................................................. 18 

The Three Post elements ......................................................................................................................... 18 

Category............................................................................................................................................................. 19 

First Group Post ............................................................................................................................................ 21 

Template ........................................................................................................................................................... 23 

Subsequent Posts ...................................................................................................................................... 29 

 

 

 

  



May 2024  
 

Update to Workbook Migrating Web Managers Page 3 
 

Introduction 
New versions of u3a plugins  plus WordPress 6.5 updates started rolling out to 
SiteWorks sites on 4th May 2024.  The technical release note was sent to all Web 
Managers with a server site and this has also been posted on the SiteWorks 
website here - https://siteworks.u3a.org.uk/operational-updates/ 

The u3a plugin updates provide some nice editing and display enhancements for 
groups and events.  There is a new u3a plugin called Contact Form Log that 
enables a site Admin to identify robot activity.  WordPress adds a drop shadow 
option to items such as buttons. 

These new features and how to use them are covered below in this Web 
Manager’s update.  Note that this updated uses the early May 2024 demo zip file 
running on Local WP. 

You can use Local WP and your zip file if you are still in SiteWorks training or want 
to play with the new options in a safe environment but if you have your server 
site now then you might prefer to use that. 

You will also find coverage of all of these items in the online User Guide. 

New features/functions video 
Nick, on our Development team, has also produced this short video to introduce 
you to the new features and functions - https://youtu.be/K4nwt963MkI  

  

https://siteworks.u3a.org.uk/operational-updates/
https://youtu.be/K4nwt963MkI
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Groups 
The main enhancements to groups are being able to show or hide items such as 
status, time, and venue, ability to display in alphabetical order groups horizontally 
or vertically and filtering groups by category.  You also have control over the sort 
order of the groups. 

u3a groups list block 
Let’s look first at items that you can show or hide when displaying the groups list. 

Navigate to your Groups page and enter edit mode.  Select the u3a groups list 
block (the placeholder) as seen here. 

 

You will now see some new options in 
the editing panel.  Within the red circle 
please identify Category, Sort Order, 
Alphabetical Flow, and the three 
button options. 
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Category 
 

Select the arrow alongside CATEGORY 
and you will get a drop-down menu 
showing the available categories on this 
website. 

I have chosen to display any groups in 
the Walking category by selecting that 
category. 

 

 

 

 

 

 

Updating and viewing the page now gives me my main group page that is only 
showing groups related to walking.  In this case there is only one as you can see. 

 

For the purpose of this training update I have amended Categories again and am 
now showing all categories again. 
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Sort Order 
Now select the drop-down menu in the Sort 
Order box and  you will see you have a choice 
of category, date, or venue.  I have selected By 
Venue and you can see the lower half of the 
resulting page here.  Why don’t you try the 
other options to see what they look like. 

 

For the purpose of this demonstration I have returned to viewing categories. 

Alphabetical Flow 
For those of us who had Site Builder sites we were used to seeing our groups list 
alphabetically across the page but viewing alphabetically in SiteWorks to date 
there has only been a vertical option.  This update changes that. 

This is what the groups list looks like in original format with the groups listed 
vertically alphabetically. 
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Please select the drop-down option in ALPHABETICAL FLOW and you will see 
you now have the option to select rows across or down the page.  I have 
selected the new ‘across rows’ option and this is what the groups page looks like 
now. 
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Display Options 
The final new display option is the ability to show the Group Status, Meeting 
Time, or Venue, or any combination of these.  For the purpose of this 
demonstration I have selected all three options, updated and viewed my page, 
and my page now looks like this.  My groups are listed by category but could be 
listed by date or by venue. 
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Events 
You can show previous or future events in ascending or descending order.  You 
will be able to display events by category, show a specified number of events or 
events over a specific number of days.  You’ll be able to turn on and turn off the 
display of group events from this page instead of having to go to u3a settings.  
You will have more layout choices.  Adding a featured image you’ll be able to 
show an image alongside the text of your event.  You’ll be able to add a colour to 
the background grid of each event.  When setting up an event you’ll be able to 
choose the end time as well as the start time.  

u3a events list block 
Select the u3a events list block (the 
placeholder) as seen here. 

 

You can see the new features in the editing 
panel on the u3a events list here.  Can you 
identify the Sort and Filter, Limits, and 
Layout Choices menus within the red 
circle? 

 

Sort and Filter 
Select the Sort and Filter drop-down menu and you see three options.  You can 
choose to display only future events or only past events and they can be 
displayed in ascending or descending date order. 

 
 



May 2024  
 

Update to Workbook Migrating Web Managers Page 10 
 

Here I have selected future events in descending order and you can see that the 
list begins with the event furthest away rather than the nearest. 

 

If I now select the All categories drop-down menu and choose only Meetings 
then the display will reduce to Meetings only and here is the result. 
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Limits 
If we return to the Events page and select the placeholder again, we get the 
editing panel as seen before. 

 

 

 

 

 

 

 

 

This time select the Limits drop-down menu.  You 
can see that I now have a toggle choice as well as 
two other display choices. 

 

 

Since SiteWorks was launched we have been able to choose whether to show 
events for all members such as the monthly meeting information or if we want to 
show all of the group events as well.  To date we have done this via a menu in u3a 
Settings but now we can simply toggle on and off in this limits box. 

If I have a lot of events, I might want to limit the number of them that are 
displayed at any one time.   This Limits menu lets me choose the number of 
events I want to display at any one time or how many days I want to show. 

 

Layout Choices 
The final new display option in Events is 
Layout Choices as seen here. 

The simple list option is what we have 
had since launch.  The drop-down 
menu offers a grid view with a featured 
image and provides a much more 
interesting look. 

The default setting for this block is the ‘Forthcoming Events’ title but this is not 
always the most approriate when displaying, say, past events.  The title can now 
be toggled on and off and a customised heading added. 



May 2024  
 

Update to Workbook Migrating Web Managers Page 12 
 

If I select Grid with featured image I get two more 
settings to choose from.  If I toggle on the crop images 
to fit option then the image associated with that event 
with be resized authomatically. 

I also have the ability to colourise the background of 
the event text from the usual palette of colours. 

 

If I choose to enable image cropping and choose a pale yellow background 
instead of the green shown in the menu then this is the result.  Note that it is 
necessary to add a featured image when creating the event.  In the example 
below the first event, Anniversary Celebrations, doesn’t have a featured image 
but the three following events do. 
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If I don’t want to have the default ‘ ‘Forthcoming 
Events’ title then I can toggle off the Show title 
button and create my own customised title. 

 

 

 

 

 

 

In this example I have used a large text heading block with bold red text but I 
could have used a cover block with a solid colour background or a photo of my 
choice.  
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u3a Contact Form Log 
The u3a plugin called u3a Contact Form Log has been modified and turning the 
log on or off is controlled by the site Admin.   

Enable & Disable 
When I select u3a Contact Form Log from the Dashboard menu I get the 
message shown here if the log is disabled and I can then choose to enable it. 

 

When I select the log and it is already enabled then I get a different set of menu 
options.  I can disable the log and delete stored data or I can refine the data that 
is stored by filtering the messages and/or the number of messages. 
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The u3a contact form is set up with a  spam trap.  A robot will fill in a field that is 
invisible to a human.  The contact form log records all mail sent from contact 
forms across the site and will pick up such activity if your site is being targeted. 

u3a Privacy policy implication 
This data is stored for 90 days so if this feature is enabled on your site you will 
need to make a small change to your u3a Privacy policy to reflect this. 
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Drop Shadow 
A new WordPress feature for buttons gives us the ability to apply a drop shadow.  
u3a code has been added that enables the shadow to be one of several pre-set 
colours/ weights/ styles that complement the u3a branding colours.  This feature 
is available for similar blocks such as columns and images. 

I have navigated to the Training page on the demo site and created a section for 
prospective members that invites them to contact the Membership Secretary 
via a link to the Contacts page and/or to select one of the buttons to download 
an application form in Word or as a PDF.  You can see this here. 

I go back into edit mode and select the pale blue button on the left and then 
select the Styles menu.  I now scroll down below the Dimensions options to 
Border and shadow section at the very bottom of the editing panel.  Clicking on 
the three little dots brings up the new shadow option as you can see here. 

 

 

Enable Shadow and I can now see Drop 
shadow as an option at the bottom of the 
editing panel. 
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Selecting Drop shadow brings up the 
options that I have.  You can see that I can 
choose from several shades of grey, blue, 
or yellow. 

I am working on the blue button and I think 
that the sharp grey would be effective so I 
choose that one. 

I also want to apply a shadow to the yellow 
button and I think I’ll go for blue shadow6 
for that one. 

The buttons now look like this.   

 

Here is what that section looks like now.  A very quick and easy-to-use feature 
makes the buttons stand out more as well as making the page look more 
professional. 
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Posts - Revision 
The training workbook feedback indicates that most people are finding the text, 
screenshot, practice approach is working well for them and they are not finding 
the content difficult … until they get to the Posts section.  The number of Web 
Managers who have managed to work through the section but would prefer a 
simpler approach is now enough that the section needs to be revised.  This 
update document is primarily to cover the new features and functions but as a 
bonus here is a revised Posts section that I hope you will find easier to follow.  As 
an extra bonus I have described how to add and format a cover block as so 
many of you have asked about this. 

Posts use a block called a Query Loop that in the simplest form is the old 
computing action of IF (this occurs) THEN (do this).  The example that I am going 
to focus on is one or more groups who want to create a blog for members and 
visitors to share information and photographs. 

Not every group will want this and not every Web Manager will want to 
implement Posts.  It is not necessary to be able to use Posts to run your 
SiteWorks site. 

Let’s suppose that the Walking group want to share their walk details and photos 
as a one-off.  You could simply create a page containing all of the information 
plus a gallery or Gutenslider of the photos then add a brief description to your 
group page with a link to this new Walking blog page and job done. 

If the Walking group wants to share their walk details and photos every month 
then this is where setting it up as a Post rather than a page is worthwhile.  Part of 
setting it up involves setting up a template which provides layout rules.  Once it 
has been set up then every time another Post (blog) is added to that group then 
it automatically follows the pre-set rules and appears on the Group page with no 
further action needed.  

This a great if you are going to have your Group Leaders writing their own blogs 
as they simply write their text and add their photos in any format they want, 
select the category for their group and a lovely blog will appear on the Group 
page. 

The Three Post elements 
When you are setting a Post up for a Group for the first time there are three 
things you need to get right. 

1. You need a category that is the same for your post and your group so that 
SiteWorks knows where to put it (IF/THEN). 

2. You need the Post/blog itself. 

3. You need the template that provides the rules around how to display the 
posts on the group page (IF/THEN). 

Let’s look at these in turn. 
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Category 
Every group that is going to use Posts needs to be given a unique category and 
every Post also needs to have the same category so that the right Post appears 
on the right page.  This is the IF/THEN principle. 

Categories are not difficult and can be anything you choose.  What is important 
is that it is something that you recognise but also that your Group Leaders will 
recognise if they are going to be writing their own blogs.  The easiest way to do 
this is to use your group names or a variation on them.  Examples are: Local 
History group becomes LHist, Science/Engineering/Technology group becomes 
SET, the 4-6 mile Walking group becomes Walk4-6, and so on.  These are only 
examples.  You choose category names that mean something to you and your 
u3a. 

You can set categories in advance or you can add them dynamically.  If you are 
just starting out then I suggest you create the category in advance as it is one 
less thing to think about as you create your first post and template. 

If I go to the Dashboard to the Posts section and select 
Posts then I get these options. 

 

 

I choose Categories.  Over on the right of the screen in the 
purple oval you can see that there are three categories 
already; computer, photography, and uncategorized.  Look at 
that whole section and you can see that the categories 
match the group names. 
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The Walking group want 
to be able to add blogs 
with photos after their 
monthly walk so I need a 
new Category. 

On the left side of the 
screen, inside the red 
oval, I can add a new 
category.  All I need to do 
is add the name of the 
category (Walking) and I 
have added a description  
to remind myself what it 
is for as seen here.  The 
latter is optional.  I don’t 
need to add the slug.  
This URL will be added 
automatically by 
SiteWorks. 

I click the Add New 
Category button and the 
category is added.  I can 
create as many 
categories as I want to. 

The category list now looks like this and you can see that a category called 
walking has been added. 

 

Note that the Post Category is to provide the link between the Post and the page 
on which it is to appear.  The Group Category is different and describes a group 
of Groups for display purposes on the main Group page. 
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First Group Post 
The post or the blog is the text and graphic content that you want to display and 
the blocks that you add here are the same as you would add on any other page.  
Nothing new here.  The walk was from Stanhope to Eastgate and I am going to 
crate the blog using two paragraph blocks, one media and text block, and a 
gallery block containing 10 photos in a grid five across and two lines high.  I don’t 
need to describe how to do this as you have been practicing doing exactly this in 
an earlier part of the training guide. 

Going back to Posts on my Dashboard I select Add a New 
Post. 

 

 

 

 

 

 

A blank page appears but in the editing panel on 
the right there is a section called Categories.  You 
can see the four categories discussed earlier, 
including the new Walking category that I added.  I 
select Walking as the category. 

 

 

 

 

Note that above this section you can see 
the date of publication and that will be 
today’s date unless you choose otherwise.   
Posts appear in date order when published. 

If you are adding a blog from last week then 
you might prefer to have the date of the 
walk rather than the date of publication on 
display.  Simply click the date and a 
calendar will pop up.  You can choose your 
publication time and date here. 
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Now I create my blog/Post content.  I first add my blog title followed by the text 
and media content.  When I am satisfied with the content and layout, I select 
Publish from the top right of the editing panel then Publish again and then I can 
view my finished Post as seen here. 

 

 

The Post has been published and has been given the category Walking but it is 
not yet showing anywhere on the website.  That is because the equivalent 
category link has not yet been made on the group page where I want it to 
appear. 

Tip: You will probably be showing an except of the blog so your first section 
needs to be something like a paragraph black that can become an except.  A 
media and text block cannot perform this function. 

The next step is to create the template with the display rules but I only have to 
do this once.  All future posts/blogs with the category Walking will follow that 
same template rules. 



May 2024  
 

Update to Workbook Migrating Web Managers Page 23 
 

Template 
I now navigate to the Walkiung group where I want my blog/post to appear.  Here 
is the Walking Group page.   

 

The blog(s) are going to appear below the group page information.  I could just 
add them as a list but the page would look so much nicer with a heading for the 
blogs.  I am going to use a cover block so I can add a countryside photo to 
complement the blog contents. 

We haven’t covered cover blocks elsewhere in the training guide but many 
current SiteWorks Web Managers have seen them in use and asked about them.  
Select and insert the Cover block in the same way as you insert any block.  n.b. 
You will probably have to search for the block.  Here it is and I can choose a solid 
background colour, media from the library, of upload new media. 
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Here is the photo that that I have chosen but it looks very dull. 

 

I’ve gone to the settings for the block and the 
default display opacity is 50%.  I change that 
to zero and the photo immediately brightens 
as though the sun came out.  

 

The photo spans the width of the page but I don’t really want it so deep.  Using 
the handle on the bottom of the photo I can drag it upwards until I have a photo 
size that I like. 

 
Selecting the block gives me access to the layout in 
the editing panel where I can adjust the focal point of 
my media. 

I added a heading for the blog section, aligned it left, 
and made it bold white to make it easy to read. 
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My Walking page now looks like this. 

 
 

I want the blogs to appear directly under this new heading so now I need to make 
the link from this page to the Posts that I want to display.  Remember IF/THEN?  
This is where the magic happens. 

I insert a Query Loop immediately below the heading and get this screen. 

 
I shall start with a blank pattern and then select Title, Date, and Excerpt as my 
layout option.  This is going to give me a template of what my Post layouts will 
look like on this page. 
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Immediately I select Title, Date, and Excerpt some Posts appear like this.  The 
problem is that all Posts appear including the ones for the photography group 
and the computer group.  I need to refine this so that only the Walking category 
blogs appear. 

 
 

It’s difficult to find and select the Query 
Loop block with a pointing device so the 
easiest thing to do is to use the 
hamburger and select it from there. 

This will bring up the editing panel for the 
Query Loop. 
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I now scroll down 
to almost the 
bottom of the 
editing panel and 
click on Filters. 

A pop-up menu 
appears. 

I would expect to 
see the word 
‘Category’ but 
instead I see 
‘Taxonomies’ .  This 
is what I need to 
select next. 

 

 

 

Now I see Categories.  I start typing Walking 
in the blank box but only get as far as ‘wa’ 
when the Walking category pops up.  I 
select that. 

 

 

Immediately the blogs/posts on the page 
reduce so that only the Walking Post is 
displayed as seen here. 
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Success!  Walking Posts are now appearing on the Walking Group page.  The title, 
date, and an excerpt of the blog are now on display just as was set up in the 
Query Loop. 

It looks good but I need to guide the reader to the rest of it so they can read the 
whole thing and see the photos.  I can do this in two ways.  

I can add a ‘Read More’ block at the end of the text excerpt which is a clickable 
link to the Post but an easy way is to make the title a clickable link.  I could, of 
course, do both.  To make a clickable link I use the hamburger feature again and 
when I click the arrow alongside Query Loop I can see a breakdown of how this 
query loop is constructed.  Clicking on Title the corresponding item is highlighted 
so I can double-check I am working on the correct section.  At the same time the 
editing panel for Title appears on the right.  I then toggle on the Make title a link 
button and immediately my title becomes a hyperlink as you can see.  Once 
published all the reader needs to do is click on the link. 

 

There could be an occasion in the future when there are no current blogs to 
show .  IF this occurs THEN what happens?  Look at the structure of the Query 
Loop again and at the bottom you can see another query loop symbol for No 
results.  Click on that symbol and the related item is highlighted on the screen.  
Add your message.  I have added this one.  Note that this will only ever be seen in 
the event that there is nothing to display. 
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I now publish my Post and this is the result. 

 
Subsequent Posts 
Additional blogs/posts are so easy.  They will follow the formatting rules that I 
have just set up.  When I was preparing my site for publication the Walking group 
leader gave me several sets of text and photos for previous walks.  My original 
Post above was dated 17th May but I am now going to add the 11th of January walk. 

I add a new Post just as I did for the original 
one and remember to click the Walking 
category to link it to the Walking group.  The 
only thing I do differently is to click into the 
heading so that I am editing the page rather 
than one of the blocks  The page editing 
panel is now on the right and I simply 
change the Publish date to 11th January. 

 

 

 

 

I publish and view the Post and it looks like this.  I’m happy with that.  No further 
editing required. 
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Now I navigate back to my Walking Group page and I see this.  I have my Posts 
set to display newest to oldest but I could reverse this using the editing panel.  
Any further Posts I create will appear in the date order that I have set in the same 
format as you can see here. 

There you have it.  An easy way to give your members something interesting to 
read with lots of lovely photographic memories.  Visitors and non-members can 
learn more about the group and perhaps be tempted to join it.  Please do 
remember GDPR and the fact that a website is public so only post photos where 
people are recognisable if they have agreed to this and don’t post any personal 
information about individuals. 

The default display setting is a 
list as you have seen but you 
can display in grid format as 
shown here.  This is one of the 
walking groups on my website. 

You can control things such as 
how many columns are in the 
grid and how many blogs you 
want to show by selecting the 
entire display area and setting 
the parameters in the pop-up 
tool bar. 

 

For more Query Loop variations and applications please use the User Guide on 
the SiteWorks website.  https://siteworks.u3a.org.uk/user-guide-betterdocs/  

 

https://siteworks.u3a.org.uk/user-guide-betterdocs/
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