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Guide to WordPress

Log into WordPress,  
or reset password

If you don’t know your password 
and need to reset it, click ‘lost your 
password’ under the log in box.

Enter your username or  
email address.

Click the ‘get new password’ button 
You will then receive an email 
with the next steps.

After you have completed the 
steps in the email, you can log in 
with your new password.
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Enter your username  
or email address.

Enter your password.

Click the ‘Log in’ button.

Make sure you enter you branch name in the http link

Reset password

Log into WordPress

To get started, go to the  
log in page:

http://branches.pcuk.org/
branchname/wp-login
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Do not edit or remove this page

About The Pony Club

This page must not be edited or 
removed. This page is fundamental 
to visions and values of The Pony 
Club, it needs to be visible on all 
branch sites.
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Creating or editing a page

Or edit from the front end

Editing a page

Creating a new page

To create a new page: on the menu 
on the left, hover over ‘Pages’.

Click ‘Add New’.

On the menu on the left, click ‘Pages’. 

Here you will be able to see the  
list of all the pages that are set up. 
You can click on a page to edit it.

To remove a page, hover over the 
page, then click ‘Bin’. 

You can also add pages from  
this page.

On the front end of the website, 
go onto the page you want to edit. 

On the bar at the top, click  
‘Edit Page’.

1

1

1

22

2

2

3

4

5

4

5

6

6

1



5

Guide to WordPress

Blocks overview

Header block options  
Page 15

Full width text block  
Page 5

Full width image block  
Page 7

Video block  
Page 8

Gallery block  
Page 9

Relevancy block (no image)  
Page 10

Full width content left right block 
Page 11

Contact(s) block  
Page 12

Relevancy block (image) 
Page 13

Content left and right block 
Page 6

News block 
Page 14
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Full width text block

Published view

Dashboard

Insert text (no character limit). Refer to page 20 for type styles.

Option to include a button.� (If yes go to page 17)

Insert anchor name
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Use for introduction copy and to 
help display long form content.

Font style are available please 
refer pg 20 for text styles.

Tip: Break up bulk copy by using 
image or content blocks.

Tip: When adding external links 
need to start with https:// - 
https://www.google.com/ not 
www.google.com or google.com

Hint



7

Guide to WordPress

Content left and right block

Published view

Choose image placement, on the 
left or right.

Insert image (ideal image size 1270x850 – 

JPEG,  72dpi).

Insert text (no character limit).  350?

Include a button (go to page 17)

Dashboard 1
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Use this block to display copy 
alongside an associated image. 
There is an optional button to link 
to additional content.

Font style are available please 
refer pg 20 for text styles.

Tip: Use this block to break up 
bulk copy. They can also be used 
underneath each other to add 
variety and break up long pages.

Tip: When adding external links 
need to start with https:// - 
https://www.google.com/ not 
www.google.com or google.com

Hint
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Full width image block

Published view

Insert image (ideal image size – JPEG,  72dpi). 

Insert optional card title (maximum  

50 characters). 

Insert optonal body text (maximum  

100 characters). 

Insert optional card link.

Select the optional card background 
colour from the list:

Choose to open the button link  
in a new window, click ‘Yes’

Dashboard 1
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This block is a great way to break 
up content on a page and display 
a featured image relating to the 
page content. The optional card 
can be used to promote and link 
to other content.

Tip: Use these sparingly on the 
page as they can disrupt readers’ 
flow.

Tip: When adding external links 
need to start with https:// - 
https://www.google.com/ not 
www.google.com or google.com

Hint
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Video block

Insert video block title and  
text content
(maximum 200 characters). 

Click ‘add row’ to add a video.

Insert video link. (go to page 18)

Insert a short description  

(maximum 75 characters). 

You can add or remove images by 
hovering over the right bar and 
clicking either the ‘+’ sign or the  
‘-‘ sign.

Published view

Dashboard
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This block is a great way to  
display video content from  
external libraries such as YouTube. 

Tip: Use the description box 
wisely to describe what the video 
shows and why a viewer would be 
interested.

Hint
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Gallery block

Click ‘Add row’.

Insert Image (ideal image size 1270x850 – 

JPEG,  72dpi). 

Insert gallery title (maximum 50 characters). 

Insert image description  
(maximum 350 characters). 

Choose background colour  
from list:

 

             

Repeat the first 5 steps to add  
another image.

To swap the image order, click 
and hold the bar, drag up or down 
to re-order.

You can add or remove images by  
hovering over the right bar and  
clicking either the ‘+’ sign or  
the ‘-‘ sign.

Published view

Dashboard 1
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The gallery block works as a slider 
so is a great way to show a  
collection of images with  
associated descriptions.

Tip: A different background  
colour can be applied to  
each slide.

Hint
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Relevancy block (no image)

Insert title (maximum 50 characters). 

Click ‘Add row’.

Insert date.

Insert card title (maximum 499 characters). 

Add body text (maximum 499 characters). 

Repeat steps 1-5 to add  
another card.

To swap the cards around, click 
and hold the bar, drag up or down 
to re-order.

You can add or remove images by 
hovering the right bar and clicking 
either the ‘+’ sign or the ‘-‘ sign.

Published view

Dashboard 1

1

2

2

3

3

4

4

5

5

6

6

7

8

8

7
A relevancy block can be used to 
link to other relevant site content, 
downloads or external website 
content. 

Tip: Use this towards the bottom 
of a page.

Hint
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Full width content left right block

Published view

Insert image (ideal image size 1270x850  

– JPEG,  72dpi). 

Insert text (maximum 499 characters). 

Choose background colour  
from list:

Choose image placement, on the 
left or right.

Include a button (go to page 17)

Dashboard 1
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This is a full width alternative to 
the “Content left and right block” 
with a background colour. Use 
this block to display copy  
alongside an associated image. 
There is an optional button to link 
off to additional content.

Font style are available please 
refer pg 20 for text styles.

Tip: Use this block to break up 
bulk copy. They can also be used 
underneath each other to add 
variety and break up long pages.

Tip: When adding external links 
need to start with https:// - 
https://www.google.com/ not 
www.google.com or google.com

Hint
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Contact(s) block

Published view

Dashboard Insert title and copy 

(maximum 499 characters). 

To add a contact card click ‘Add row’

Insert image (ideal image size 685x460 – jpeg,  72dpi). 

Insert contact name (maximum 100 characters). 

Insert job title (maximum 100 characters). 

Insert description (maximum 499 characters). 

Insert contact number�.

Insert email.

To add another contact card click  ‘Add 
row’ and repeat steps 3-8.

To swap the cards around, click and hold 
the bar, drag up or down to re-order.

You can add or remove cards by hovering 
the right bar and clicking either the ‘+’ sign 
or the ‘-‘ sign.
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This block is useful to show who 
to contact or to introduce team 
members.

Tip: Use this towards the bottom 
of a page as a “Call to action”.

Hint
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Relevancy block (image)

Insert title (maximum  50 characters). 

The box on the left is a list of topics. You can scroll down the list 
and select up to three relevant topics. The ones you select will then 
move to the box on the right. 

To remove a subject from the box on the right, hover over the topic 
and click the black circle with the – sign.

You can re-order by clicking and holding the bar, and dragging  
up or down to move.

Published view

Dashboard

1

1

2

2

3

4

The “Relevancy block with image” 
is a visual way to link to other 
relevant site content or external 
website content. 

Tip: Use this towards the bottom 
of a page.

Hint

3
4
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News block

Insert title (maximum  50 characters). 

The box on the left is a list of topics. You can scroll down the list 
and select up to three relevant topics. The ones you select will 
then move to the box on the right.  (This block will only show news subjects). 

To remove a subject from the box on the right, hover over the  
topic and click the black circle with the – sign.

Published view

Dashboard

1
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3

The news block can be used to 
link to relevant news items on 
your site.

Tip: Use sparingly and place 
towards the bottom of a page as 
it looks similar to other modules 
but serves a different purpose.

Hint
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Adding a button

Click ‘Add Row’.

Click ‘Select Link’.

Insert link.

Insert button text.

There is also an option to link the 
button to internal branded pages. 

Click ‘Add Link’.

Add another button repeat steps 1-6.

You can remove a button by  
hovering and clicking the ‘-‘ sign.
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Adding a video from YouTube

Click the three dots

Click ‘Share’

Click ‘Embed’

Click ‘Copy’

Paste code in video block as a link.
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Header block options

3 option header types.

     - Image: insert image  
       (ideal image size 3840x1200 –  

          JPEG,  72dpi). 

     - Solid colour background.

     - White background.

Insert header title. 

1

1

2

2

Use the colour header for  
secondary pages.

Use this for formal  
notification pages like rules  
and regulations.

Colour header

White header

Use this for key pages where you want 
to use images to create engagment.

Tip: When using the image version, 
make sure the focus of the image 
is in the right third and ensure that 
the background is dark enough for 
the white title to be legible.

Image
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Building a page with blocks

Hover between blocks, so a blue 
line shows up with a + sign in  
the middle.

Click the + sign.

A small box comes up, with some 
of the block setups and a search 
bar. You can either click one of the 
blocks, search for the block you 
want or click ‘Browse all’. 

If you clicked ‘Browse all’, the list 
of blocks will come up on the left.

Either click on the block you want, 
or click, hold and drag to where 
you want the block to go.

For a new page, click on the main 
body. A + sign will show towards 
the right.

Click the + sign.

A small box comes up, with some 
of the block setups and a search 
bar. You can either click one of the 
blocks, search for the block you 
want or click ‘Browse all’. 

If you clicked ‘Browse all’, the list 
of blocks will come up on the left.

Either click on the block you want, 
or click, hold and drag to where 
you want the block to go.

Click the plus sign in the top  
left corner.

The list of blocks will come up  
on the left.

To add a block, either click on the 
block you want, or click, hold and 
drag to where you want the block 
to go.
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Save a page as draft or publish page

To save as draft – click the button 
‘save draft’ on the top right.

To publish the page – click the 
button ‘publish’ on the top right.

To make updates live on a  
published page– click the ‘update’ 
button on the top right.
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Save a page as draft or publish page/updates

Switch to draft and unpublish

How to move and delete blocks on a page

To unpublish a page and set it as  
a draft – click the button ‘switch  
to draft’ on the right, in the bar  
under the ‘page’ tab. 

To delete the page, click  
‘Move to bin’.

Click on the block you want  
to remove.

A box with icons will appear 
above the block. Click the 3 dots 
at the end on the right. A list of 
options will appear.

To remove the block, click ‘delete’.
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Get to dashboard from front end

To get to the dashboard from the front end of the website,  
on the bar at the top of the page, hover over ‘PC UK’.

A drop down list will appear, click ‘Dashboard’.
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News – Adding and editing

To find the News posts, click on ‘News’ in the bar on the left.

Here you can view the list of all the existing news posts. You can  
click on a post to edit it, or hover over a page to edit, quick edit,  
delete, or view.

To create a new post, click the ‘Add new’ button at the top.

Here you can start your new post by adding a title.

Then add a block like you would for a new page.

Add tags that are relevant to the news post.

Add a feature image. 

To save as draft – click the ‘save draft’ button on the top right.

To publish the post – click the ‘publish’ button on the top right.

To make updates live on a published post– click the ‘update’  
button on the top right.

To unpublish a post, set it as a draft – click the button ‘switch to draft’ 
on the right, in the bar under the ‘New’ tab.
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Heading set ups and uses

Tip Font styles have an impact on SEO rankings.

Heading 1 should never be used as this is automatically used as a default at the 
top of the page.

Use secondary headers to title up sections and H3-6 to add hierarchy.

Body is the default content style and is to be used for long form content.

Hint
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Media Library

The media library is where you 
can upload images and PDF files. 
To access the media library, click 
‘Media’ in the menu.

To add files, you can either drag 
them straight onto the page, or 
click ‘Add New Media File’. 

Here you will be able to drag and 
drop a file or click ‘Select Files’.

You can organise your files  
into folders.

To create a new folder, click here.

To add images into a folder, click 
and drag.

You can click and drag folders to 
change the order or move a folder 
into another folder, creating a 
sub-folder. 

You can also create a sub-folder  
by clicking on a folder then  
clicking the ‘New Folder’ button. 

To edit or remove a file

When you click a file, an  
‘Attachment details’ window  
will appear.

You can change the name of  
the file, add alternative text  
and description*.

Here you can find the URL to  
the file.

Here you can download the file.

Here you can remove the file from 
the library. 

Click the arrows at the top to  
go to the next image.

Click here to exit the  
attachment details window. 
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Alternative text (also known as alt text 
or descriptive text) describes the  
content of an image; 

Hint
•	 To explain an image that fails to load.
•	 To describe the image for visually impaired 

readers using voice or screen readers.

•	 To improve SEO (search engine  
optimisation) and help people find  
relevant content.
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Menu builder

To find the Menu builder, click 
on ‘Menu’ in the bar on  
the left.

Add pages or posts using the 
bar on the left with the  
heading ‘Add menu items’. 

Click the arrow for the tab  
you want.

Tick a page(s)/post(s)  
either from ‘Most Recent’, 
‘View All’ or Search what  
you are looking for. 

Once you have ticked the 
page(s)/post(s), click the  
‘add to menu’ button. 

To move the tabs, you can 
click hold and then drag the 
tab to where you want it.

By clicking the arrow on a tab, 
you will be able to edit the 
navigation label. You can also 
move the tab using the  
relevant move buttons. 

Here you can also remove  
a tab.
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You can find Yoast SEO at the  
bottom of every page. 

Insert keyphrases.

Insert Title.

Insert Slug.

Insert Description.

Guide to Wordpress

Yoast SEO

26
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Use a basic keyword that people 
are most likely searching for. 
Yoast SEO will analyse your  
content to see how well-optimised 
your post is for that specific 
keyword.

There is a colour guide, when it 
turns green, it indicates your title 
is an optimal length.

This is the URL where visitors can 
find your page.

Yoast SEO information will show 
up in Google’s search results, so 
make sure it reflects what the 
page is about.

Hint

Hint

Hint

Hint



Guide to Wordpress

27

Theme options
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You can find Theme options 
on the bar to the left.

Footer:

Edit contact number here.

Edit email address here.

Edit social media links here.

To add another social link 
click ‘Add row’ and repeat 
steps 3-5.

To swap the links around, 
click and hold the bar, drag 
up or down to re-order.

You can add or remove links 
by hovering the right bar and 
clicking either the ‘+’ sign or 
the ‘-‘ sign.

Change the footer logo here. 
(Go to xxx to see how to edit, replace or 
remove an image).

Our Partners:

Change a logo by hovering 
over an image, here you can 
remove the image also. (Go to 
xxx to see how to edit, replace or remove 
an image).

To add another logo click 
‘Add row’ and then click  
‘add image’.

To swap the logos around, 
click and hold the bar, drag 
up or down to re-order.

You can add or remove a logo 
by hovering the right bar and 
clicking either the ‘+’ sign or 
the ‘-‘ sign.

Header logo:

Hover over ‘header logo’  
image to edit or remove the 
logo (Go to xxx to see how to edit, replace 
or remove an image).

Hover over ‘header logo  
mobile’ image to edit or  
remove the logo (Go to xxx to see 
how to edit, replace or remove an image).
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Theme options

Colours:

The add a colour click ‘add row’.

Enter or edit colour name.

Click ‘Select colour’.

You can enter a hex colour code.

Or use the colour picker by  
clicking on the colour you want. Or 
move the circle around until you 
have found the colour you want.

To add another colour click ‘Add 
row’ and then repeat steps 20-23.

To swap the colours around, click 
and hold the bar, drag up  
or down to re-order.

You can add or remove a colour  
by hovering the right bar and 
clicking either the ‘+’ sign or  
the ‘-‘ sign.

News:

Hover over ‘hero image news’  
image to edit or remove it. (Go to xxx 
to see how to edit, replace or remove an image).

Insert a heading and body text.

Clubs:

Insert a heading and body text. 

To save and publish any  
changes click ‘update’ on the  
right under ‘Publish’.
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Theme options - Editing a image

You can change the name of 
the file, add alternative text 
and description*.

Here you can find the URL  
to the file.

Here you can remove the file from 
the library. 

To change the image click  
‘upload a new file’

Drag and drop your image in the 
box or click the box to pick your file.

Click ‘replace file’ 

Click ‘update image’ when  
completed. 
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