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Using the Rich Text Editor

Whenever you edit existing content or create new content you will see an editing pane the top of
whichincludes the following icons
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This is the Rich Text Editwhich, for the technically minded, ppovided bya plugin called
TinyMCEpronounced Tiny Mice. Like all mice they can be quite troublesome and they
occasionally huddle together on the wrong row or disappear altogether. However, if you are kind
to them they can be very helpful!

Buttons 1, 2, 3,4, 18 and 19ormat text. To use them, select the word(s) you wish to format and
then click on the appropriate button thus:

B produesbold | producesitalic U producesunderlined  ABcproducesstrikethrough

x* producesUPerserPt X, produceSsypscript (They can be used together fivactions like'/,)

Buttons5, 6, 7 and 8 align text in a paragraph to the left, centred, to the right or justified
respectively. Select the paragraph you wish to align and then click on thepaate button.

Buttons9 and 10 produce indented lists, the first with bullet points and the second with numbers.
Produce your list first, then select it and click on the appropriate button.

Button 12 indents paragraphs to the right. Highlight the paiggh you wish to indent and then
click on the button one or more times to produce the indentation you require. If you go too far,
useButton 11 to reduce the indentation.

Button 13 isnot in the least unlucky-it isthe most useful of them all. It is¢Undo button! If
you make a mistake, just click on this one or more times until you return to something that you
are happy with.If you click t@ many times, click oButton 14 to Redo.
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e sl Button 15 inserts a link to another page, either on tBeanery
inestfadelink website or anywhere else on the web. First highlight the text \
raget [ TE e e B wish to make into a link and then click the button and this

THe | dialogue box will open.

Class -- Styles -- ¥

Link URL |

The best way to find out the URL you require is to open anoth
tab or anotherinstance of your browser,avigate to the page in
guestion and then highlight and copy the URL onto the clipbo:
Now you can return to this screen and paste the URL dyredb
the box. If the page is on tH2eanerysite you can leave out the
bit before the first single forwar slash: e.g.

http:// oundledeaneryorg.uk/node/59 becomes /node/59

Choose whether to open the link in the same or a new windov

The Title is what you see when you hover your mouse pointer
over the link and the Class determines the formattirgee
Drop-down Box 26below.

Button 16 removes a link if it is no longer required.

el pnereEe e M9l Button 17 adds an anchor a marker in your text that you can

Insert/edit anchor use at the end of an URL to open the page at that point. It ca
Anchor name: [ ‘ . o .

useful in long documentsut it is not a feature that many Editor:
; 4

are likely to use.

Styles ~| (G o Drop-down Box26 allows you to apply one cfeveralstyles to
Normal Heading (Black) your text. To produce a heading, type the text first and press
: ‘“Return’” to produce a paragt
Bioemaliesding (Eue) the down arrow to the right of the box that sagsylesand then
Large Heading (Black) click onone of the Heading Stylesf you chang your mind,
Large Heading (Blue) |~ highlight the text again and then click 8utton 24to remove
the formatting.
Image Left
\ Some of the Styles are used for formattintages. These are
Image Right -

dealt with separately below.

Button 20 inserts a horizontal line across your page.
Buttons 21, 22 and 23 are the normal cut, copy and paste with which you will be familiar.

Button25br i ngs up a selection of “Smilies’ «
can add to your page to make it a little more ligtgarted.'=

Button 27 This button has to be her® make a hidden function workYou do not need to usie.

Button 28isused to insert and edimages. It isdealt with separately below.



Uploading and Insert ing Images
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Button 28 isusedto upload a newmagefor immediate useor to insert an imagethat you have
previously uploaded onto a different page other content type The first time you clickn this
button it will bringup a screen similar to théollowing - the exact appearance varies from browser
to browser:

http://www.oundledeanery.org.uk - Add image - Mozilla Firefox L&J

Browse Images: | My Images (0) [« |Cr| Upload | 12 new image Cancel

No images were found. Please upload a new image or browse images by a different category.

If you now click onJploada further window will appeathe top of which looks like this:

@ Add image - Mozilla Firefox == 1‘ £ |
|| http://www.oundledeanery.org.uk/index.php?q=img_assist/load/tinymce/edit-body&) oY

Upload: Fill in the form below to upload a new image.

»

Title: *
Body: [ Show summary in full view

» Input format

Image:

Browse_

Select an image to upload.

1 Click onBrowseg find yourimagefrom the appropriate folder on your computer and click
on Opento upload it. (I know, | knowit should sayJpload Blame Bill Gatesnot me!)

1 Give youiimagea Title that will help you to recognise it in the future.

1 Optionally, type any details that you wish to record about ithagein the’ B o phge’
below. This description will not appear on your page.

1 Ignoring everything else in the window, scroll down to the bottom and click | Save

This willbringup thé 1 n s e r &s showrcon taeefollowing page:



Image King's Cliffe Church has been created.

Title (optional):

Description (optional):

Image properties

Size: Size: (max 640x640) Alignment:
580x387 px Preview + left Y

Link:
Not a link v

Insert mode:
HTML Code ~

Insert Cancel

PleaseNote: The tiny micewill resizethe original image to fit within the maximum allowstzeof
640x 640pixels. Tiny mice are not the best creatures to perform this§gbu will almost

certainly do better in a dedicated photo editor such as Photoshop Elements or the like. You are
therefore strongly advised to resiz@magesto fit within the specified limitdefore uploading them.

Complete the form as follows

1 Itis good practice tgiveyour image a Titland/or a Descriptionthey can be helpful to
the partiallysighted and blind usgg screen readers and they make it possible for search
engines such as Google to find theirhey will be printed below thenage(Title in bold
followed by descriptionbut you can delete them from there if you wish.

1 Select the size you wish your imageb®from the dropdown box:

A Originalgives an image with the dimensions of the image you uploaded.

Thumbnalilgives an image with its larger dimension 100 pixels

Previewgives an image with its larger dimension 300 pixels

Full Widthgives an image the fulvidth of the panel between the side bars.

Otherallows you to choose your own dimensions

1 Select the desired alignment of your image from the ddmpvn box. The descriptions all
refer to the position of themage in relation to the text.

1 Ignore theLinkandInsert modedrop-down boxes.

9 Click oninsertto insert theimageinto the page or other content type from which you
originally clicked on the Insert Imageatton (Button 28).

> > > > >

If you prefer, you can adjust the size of an image visually after you hasdead it by clicking on it
and dragging the ‘“handl es’ to stretch or comp

the correct proportions of height and width.

The next time you click oButton 28 the pop-up window willinclude thumbnails ofnnages that
you have uploaded previously. Clicking on one of these thumbnails will bring Upstre
window as shown above and allow you to insert the previougipaded image ontgour new
page or other content type.



Formatting Images with the built -in Styles
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Styles | 5

Mormal Heading (Black) *

Normal Heading (Blue) | We have already seen th&trop-down Box26 allows you to apply

Large Heading (Black) one ofseveralstyles to your text.It can also be used to change the
position or formatting of a image after you havmserted it.

m

Large Heading (Blue) |
Image Left

Image Right -

To format an image using the built -in styles:

m;

0 1..In the Edit Screen, click o
appear aroundhe image as shown on the left although its

appearance will vary from browser to browser. At the time of
writing you cannot use this technique using Google Chrome.

2. Click orButton 24to remove the existing formatting.

3. Click elsewhere in the Edit Screentisat the bounding box
disappears.This step seems silly but is essential!

4. Click on the image again te-showthe bounding box.
5. Click on one of the Image Styleddrop-down Box26.
6. Click el sewhere in the edit

Warning: If you forgetSage 3 this technique will not work!

Line spacing

Every time you click on Entehe tiny miceassume that you want a paragraph and add a space
equivalent to a blank line. If you want to move onto the next line without a space, hold 8bn
whilstyou clickEnterThat " I | f ool " em!



Working in HTML

If you have no idea what an HTML tag is you can safely skip this section altogether but, if you are
familiar with working with HTML you may prefer to format your text in this way. To ddisk on
disable richtext just below the editing pane:

disable rich-text
+ Ajiowed HTML tags: <a> <blockquote> <body> <b>= <br> <cite> <code> <dd> <div> <dl> <dt> <em> <h2> <h3>
<hr= <html= <img> <image> <li> <ol> <p> <span> <sfrike> <strong> <sub> <sup> <table> <tbody> <td>= <th> <tr=

<u= <ul>

This willbanishthe tiny micefrom your computerand present you instead with the HTML tagged

text. If you are familiar with HTML you need no further help from me. However, you may wish to
know that, if you click on My Account | edit | TinyMCE Helxt settings, you can change the

default state to disable TinyMCE so that you are presented with the KHEMEN whenever you

create or edit content. If you choose to do this, you can always bring back TinyMCE on a particular
editing pane by clicking oanable richtext.
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Webmaster
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