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Quick Guide to WYSWIG

WYSIWYG stands for “What You See Is What You Get”

Introduction

Many of our features offer a content block (like the one shown below) where you can add and style copy in much
the same way as with any document editor like Microsoft word.
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Each Icon in the top ribbon has a function to help with that task. Using these functions avoids needing to understand
HTML (Web Code).

Full Screen Icon
This icon maximises the editing area to fill the browser window you have open. When clicked again it returns to the
normal screen.

H

Using MyParishCouncil for a Newsletter

Lm === - x

Jusing payParishGouncil for a Newsletter

using MyParishCouncil for a Newsletter

* Introduction
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Managing your Font

Font- T, 1= When the “Font” drop down is clicked your available font types can be selected. Just highlight
Al a the text you wish to set to a specific font and then use the “Font” drop down icon.
ra
Arial Black
Comic Sans

Courier New
Georgia
Impact

Lucida Console ] x
Font Size ™~
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al= 9 The Icon that looks like a small and Large T allows you to set font sizes from “Extra small” to “Extra
Large”. Be careful when using this and check what you do works well on smartphones, tablets and
desktop. We would only recommend using from “Regular” upwards.

Extrs small
small

Regular

Large

Extra large

Custom

Line Height =

=1 This Icon, when clicked, provides you with line height choices (more space above and below the text)

Small (Be careful and check what you do works well on smartphones, tablets and desktops.)
Regular
Large

Extra large

Font Tags H1, H2 etc '~

1 B I

1 Paragraph

¢ Quote This drop-down icon allows you to set text tags that denote if the words are a certain type. H stands

A1 Headerl  for Heading and H1 is. The reversed p ' symbol means paragraph.

H2 Header 2
Ho Header 3 Just highlight the text you wish to tag and then use the drop down to apply that tag.
eader

H4 Header 4

Text Decoration s v

The next 4 icons control “text decoration”

From left to right they do the following to any text you have highlighted.

e B Makes the text “Bold” Examplef—Example
e ! Makes the text “Italic” Examplej—Example
e % “Strikes” through the text Example| > Example
e Y “ynderlines” the text Example[— Example

A A

Superscript and Subscript

Superscript moves you text slightly higher compared to other text EXample

Version 1
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Subscript moves the selected text slightly lower

Exampe

Font colour and Font background colour *- B-
Just highlight the text you wish to colour and then using the dropdown icons choose the colour you want.
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Inserting a Special Character

™

® o E =

™

© @
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e @ ©
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€0 e e e

Inserting a Table and setting colour

E.

ES

: This drop down icon allows you to select from special characters not on your normal
keyboard.

We can customise this list for you if needed.

=

This icon allows you to insert a table up to 8 columns wide and 8 rows deep.

| an ¢ m
Omm
ood

- To use it simply place your cursor on the main content area where you wish the table to go and then
click the icon. Once clicked you can then move your cursor again and the number of columns and

rows that you are selecting to insert will appear in green. If you click again on the bottom right green
highlighted box that table size will then be inserted.

3x?

Now use your cursor to select the

¥ | | @ | Fonts | = | 1| B

cell and add the content you wish.

B &~ & font- T mE 1 EE

1 1

1 1

Note a faint grey border is shown for each cell.

B I 8 ¥ A B x A & H @O L EH = =EE - L

Tip: You can use Microsoft word to create and add content to your table first. Then copy and paste into the content
block. Just keep in mind not all formatting is copied across.

Once you have the table inserted and some content you can then set the background and font colours for each cell.

These two drop down icons do that

4. Sets the background colour of the cell

Version 1
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Alignment and bullets = *#

This drop down icon allows you to align content with the options shown in the dropdown.

Align Left

Align Center  Just highlight the content and then click on the icon and select the alignment required.

Align Right

Align Justify

These two icons allow you to create either an unordered list (bullets) or ordered list which number each
bullet point.

Converting text or inserting a hyperlink. ¢

Hyperlinks take you to other places on the web, within your own website or allow you to open documents or email.
To use simply highlight the words you wish to turn into a hyperlink.

Tip 1: It is highly recommended that you use enough words so that if they were to be read out by a screen reader
the would sense. For instance “Click Here” would not be recommended as it means nothing. “Click Here to go to the
councillors page” makes sense as a standalone statement and helps accessibility.

Tip 2: If you are going to be adding links to documents then it speed things up a lot by having a 2" tab open n your
browser to the admin back end. You can do that by using the right click on your mouse over the “Media Library” in
the admin menu. The select “Open Link In New Tab”. Now you can browse around the media library and select view
on the assets you want to link to. That url can be copied and pasted into the insert link function.

Example — Converting the text “Show me your logo” into a hyperlink.

%> « ~+ font- W_ = 1. B I &

[=

AR A A B & [E

"
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Show me your Iogcl

Step 1 highlight the text

"
¥ u

(=4

> &« o~ fopt- W = 1. B I S ALR A A B & E

Show me your logo)

1"
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Step 2 Click icon and select “Insert Link”

na
¥

=

¢ « o~ font- . = 1. B | & AR A A B ¢ E =

% Ineerine
ow me your logo|
Ctrl
Remove link

2

iii
]
I
=

Note the text you highlighted becomes the text to Text in the small form
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Insert link

Show

Step 3 Switch tabs to your media library

Assets
v Media Library + 2 Select Al Selec
Amenities o
Media Library /

Audio
business logos + @ Image
carouse‘ _
Chatbot
Council Documents e
Councillors
€ss
Default PR

K,

- .o

email-images
Events

BOWERED
General o

:fTEEc
History

Place your cursor over the “”View” link

The url of the asset appears in the top bar of your browser

me your logo

t None Invert

business logos

Name

Brand_logojpg
brandlgniter-loge-200.png

KickFire-ltd.png

powered-by-TEEC.png

GNITER
L

Edit

Cancel

Y Filter...
-
=

Size Type

9 KB image/jpeg

59 KB image/png

20 KB image/png

TKB image/png

brandlgniter-logo-200.png

Delete View

+ Upload

Step 4 copy that “url” and then go back to the previous

tab. Paste the “url” where it says “URL”

It is best practice to copy the text into the “Title”.

& @] 3 httpsy//myparishcouncil.co.uk/media/business%20logos/brandlgniter-logo-200.png
Insert link

URL https:/fmyparishcouncil.co.uk/media/business%20l

Text Show me your logo

Title Show me your logo

Target

Saved info

_blank

_salf
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Finally just set “_blank” if you want the hyperlink to open in a new tab in the browser when clicked or ”_blank” if you
want your current tab to switch to the new page selected.

Most times if you are opening a document or going to an external site you use “_blank”.
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Show me your logd

The hyperlink is now complete. You can edit it by highlighting the text again and using “Insert Link”

“Remove link” will remove any hyperlink that is part of the text you have selected.

&

Inserting a styled hyperlink

o
Sometimes you want to insert an hyperlink that looks styled i.e. more like a button. We have this ©  special
WYSIWYG function to help you do that.

Button Link Once pressed the popup appears. See image to the left.

Just fill in the blanks. These include — the destination url.

URL https: / /www.myparishcouncil.co.uk i.e. something you get to via the web browser.
Button Text Click to go to My Parish Council website The “Button Text” i.e. “link to file”.
Button Colour e TIP: remember to make the Button Text meaningful for

screen readers/

@
b
i
(=
=8
=]
5

Select the background “ Button Colour” and finally the
Cancel Colour of the text.

TIP: Remember to set the background and text colour to

comply with Content
WCAG <> - 9 Font - T = |
& oI Ml [cted requirements.
#FFFFFF The result will look Click to go to My Parish Council website
[ HEX - like this

Inserting Media (Images and YouTube) ™

This features allows you to select images from the media library for use within the content block you are creating.

E B = 1%t Inserting an Image from the media library. When you click the icon and select “Insert
Media” you can then browse around your media library and choose the image or images
you want to insert. Once that is done you can click on the image and resize it by placing

[l Image as bas=bd your cursor over the small square that will have appeared on the bottom right of the image.

G  Insert Media

[ YouTube By using the left click on your mouse and keeping it pressed you can then move the cursor

adjusting the size of the image as you go.
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The resulting code look like this “<p><img src="/media/News/KickFire-Itd.png" alt="KickFire-Itd.png"></p>"

You could also choose to use “Image as base64” That’s justa complocated way of saying that whatever image you
select will be converted into code and so speed up its rendering in a web browser. In the example below | choose a
logo from my local drive. | gave it a descripton (which becomes its alt tag

I base64
mage as base and is needed for WCAG compliance).

File Choose File | KickFire-ltd.png

The resulting code (example below) looks more complex but is actually

AL KickFire Logd smaller that having to down load the image and the code that links to it.,
Cancel So faster.
<
<p><img
sre=" a:image/png;bases4, iVBORWRKGZO, AACKXBTWXMAACAJAAAUTWFApTO2AABQXEIEQVRANO3de/ xtVV3 v/ xcBQ8IRIRERCYiQs39ENEREROhISCFDRMXLEAMIiAiRg/ zMz Tuf B/ GShxARKQWRY aa

38EZ4yfCSkiESTW7 3mRERKRGHQBQTDUMI/ FtjrK/ 7,
gyZkiRIKs6QKUMSpOTMmZTkSSrOkC1IkqTiDImSIEKgZ

7l 3mtcPmOroevXIemslIkNedd8rSITkaXwMmZIkSSrokC1IkqTiDImSIEKqz pApSZKkAgy ZkiRIKS6QKUMSpOIMMZ TkSSrokC1IkqTiDImSIEKgZpApSZKKA

5ZKkAgyZkiRIKSEQK TkS5r0kC1IkqTiDImSIEkgz pAPSZKkAgyZkiRIKS6QKUNSpOTMMZ TKSSHOKC1 TkqTiDImSIEKGZ pAPSZKkAgyZk iRIKSEQKUMSPOTMNZ TkSSrOKC1IkaT
iDImSIEkqzpApSZKkAgyZkiRIKs6QKUMSpOIMMZIKSSrOkC1IkgTiDImSIEKqzpAPSZKkagyZkiRIKs6QKUMSpOIMMZIKSSrOkC1IkqTiDImSIEkgzpApSZKkagy ZkiRIKsE6QKUMSpOIMMZIkSSrOkClIkqTiDImSJEkqzpApSZKkagyZkiRIKS6QKUMSP
OIMmMZIKSSrOkClIkqTiDImSIEKGzZpApSZKkagyZkiRIKs6QKUMSPOIMMZIkSSrOkC1IkqTiDImSIEKGzpAPSZKk4gyZkiRIKS6QKUMSPpOIMMZIkSSrokC1IkqTiDImSIEKqzpApSZKkAgyZkiRIKS6QKUMSpOIMMZIKSSrOkC1IkqTiDIMSIEKqzpARSZK
k4gyZkiRIKs60KUMSPOIMMZIKSSrokC1IkaTiDImSIEkazpApSZKk4gvZkiRIKs60KUMSpOIMMZIkSSrOkCLIkaTiDIMSIEkQzpARSZKk4gyZkiRIKs6QKUMSPOIMMZIkSSrOkC1IkaTiDImSIEkzpAPSZKkAgvZkiRIKSEQKUMSDOIMMZIKSSrokC1Ik

TIP: The first method allows you to change the image in the media library at any time. Then wherever it is used you
change once and it reflect everywhere. Method 2 is quick and fast but you would need to change the image
wherever you have placed it.

L1 YouTube
Inserting a YouTube video. Just select the drop down icon and choose YouTube.

A pop up appears and you can just insert the YouTube link.

YouTube

URL https:/ / www.youtube. com/watch?v=-vEqimhmc

Cancel

In this example | inserted a link to the playlist of all training videos for MyParishCouncil.

When done just confirm and the preview and its controls appear

Content

©» &« o+ 0 fopt- A E 1 EE B I S5 U AWM K A @ B @O Q£ & @ B =

= = - T 2

LU e =

Watch Later  Share 1723
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When live the YouTube video is displayed in the associated content window.

R /,/) 3 My Parish Council Template Councillors Overview el
= \ P .

g Watchlater ~ Share  1/23

MY COUNCIL
FRAMEWORK
% 2 b3
Home >

Frequently Asked Questions

Clerk Training

History >

Parish Council >

News & Events > councillors
Amenities >

Local Attractions >

Contact >

Watch on ERYouTube

r 3 Privacy Policy Customise Cookies Accessibility statement

Setting alignment so your text wraps around the image
The purpose of the features is to give you greater creative control over your content.

You can choose to align the image left or right. ® = = By defaultif you insert and image and then some text it

would like the example below. mage Lt
Image Right

Here | just put in a logo image followed by some lorem ipsum text.

.’ o To enable wrapping | first need to select the image but
. o without enabling resize.

P TIP: The easiest way is to put the text in first then select the
start of the sentence and use “Insert Media

i.e.

Content

o« o 9  Font A = 1 EE B I 5 U AR K A © BH @R S & B B =T == -

T a

Aliquet conubia donec gravida. dictumst cursbitur a portiiter placerat. Etiam duls suspendisse aensan pulvinar, tempus consectetur suscipit lorem platea non inceptos. Aenean ante platea ey, bibendum ultricies nullam, stiam sfiam tempor guam

massa sit: Consectetur volutpat ultricies taciti tincidunt ad thoncys habitant inferdum. Justo cybilia ey, felis semper, litora etiam a ultricies nostra eros. £t posuere congue in. sociosgu ipsum condimentum suctor yt. Molestie ultrices in vestibulum
nostra arey cursus, pellentesgue curabitur torquent per egestas sem odio dictumst.

then the image
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TIP: Note that the image is shaded

Now choose the align icon and in my example | choose “Image left”

Content

A4 & s 9 Font -

o
' 4

'T.

A A © =

Aliguet conubia donec

AR AANAAPAR AR

=

&

&

B = b

iii
]
|
H

gravida, dictumst curabitur a porttitor placerat. Etiam duis

TARARR, PRSP

suspendisse, aenean pulvinar, tempus consectetur suscipit lorem platea non inceptos.

Aenean ante platea eu, bibendum ultricies nullam, etiam etiam tempor quam massa sit.

Consectetur volutpat ultricies taciti, tincidunt ad rhoncus habitant interdum. Justo cubilia eu,

felis semper, litora etiam a ultricies nostra eros. Et posuere congue in, sociosqu ipsum

condimentum auctor ut. Molestie ultrices in vestibulum, nostra arcu cursus, pellentesque
curabitur torquent per egestas sem odio dictumst.

The image now floats left which allows the text to be on its right. When seen on live the image wil remain left and
the text will wrap around it depending on the screen size. See screen grab example below

torquent per egestas sem odio dictumst

Version 1

Aliquet conubia donec
gravida, dictumst
curabitur a porttitor
placerat. Etiam duis
suspendisse, aenean
pulvinar, tempus
consectetur suscipit
lorem platea non
inceptos. Aenean ante
platea ey, bibendum
ultricies nullam, etiam
etiam tempor quam
massa sit. Consectetur
volutpat ultricies taciti,
tincidunt ad rhoncus
habitant interdum. Justo
cubilia ey, felis semper,
litora etiam a ultricies
nostra eros. Et posuere
congue in, sociosqu
ipsum condimentum
auctor ut. Molestie
ultrices in vestibulum,
nostra arcu cursus,
pellentesque curabitur

10

Aliquet conubia donec gravida,
dictumst curabitur a porttitor
placerat. Etiam duis suspendisse,
aenean pulvinar, tempus
consectetur suscipit lorem platea
non inceptos. Aenean ante platea
eu, bibendum ultricies nullam,
etiam etiam tempor quam massa
sit. Consectetur volutpat ultricies
taciti, tincidunt ad rhoncus habitant
interdum. Juste cubilia eu, felis
semper, litora etiam a ultricies
nostra eros. Et posuere congue in,
sociosqu ipsum condimentum
auctor ut. Molestie ultrices in
vestibulum, nostra arcu cursus,
pellentesque curabitur torquent per
egestas sem odio dictumst.
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