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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 

which includes the following icons: 
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This is the Rich Text Editor which, for the technically minded, is provided by a plug-in called 

TinyMCE, pronounced 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 19 format text.  To use them, select the word(s) you wish to format and 

then click on the appropriate button thus: 

B produes bold         I  produces italic          U produces underlined         ABC produces strikethrough 

x2 produces superscript           x2 produces subscript          (They can be used together for fractions like 1/2) 

Buttons 5, 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 the appropriate button. 

Buttons 9 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 paragraph 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, 

use Button 11 to reduce the indentation. 

Button 13 is not in the least unlucky – it is the most useful of them all.  It is the 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 too many times, click on Button 14 to Redo. 
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Button 15 inserts a link to another page, either on the Deanery 

website or anywhere else on the web.  First highlight the text you 

wish to make into a link and then click the button and this 

dialogue box will open.   

The best way to find out the URL you require is to open another 

tab or another instance of your browser, navigate to the page in 

question and then highlight and copy the URL onto the clipboard.  

Now you can return to this screen and paste the URL directly into 

the box.  If the page is on the Deanery site you can leave out the 

bit before the first single forward slash: e.g.  

http:// oundledeanery.org.uk/node/59    becomes  /node/59 

Choose whether to open the link in the same or a new window. 

The Title is what you see when you hover your mouse pointer 

over the link and the Class determines the formatting – see 

Drop-down Box 26 below. 

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

  

 

Button 17 adds an anchor – a marker in your text that you can 

use at the end of an URL to open the page at that point.  It can be 

useful in long documents but it is not a feature that many Editors 

are likely to use. 

  

 

Drop-down Box 26 allows you to apply one of several styles to 

your text.  To produce a heading, type the text first and press 

‘Return’ to produce a paragraph.  Now highlight the text, click on 

the down arrow to the right of the box that says Styles and then 

click on one of the Heading Styles.  If you change your mind, 

highlight the text again and then click on Button 24 to remove 

the formatting. 

Some of the Styles are used for formatting images.  These are 

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. 

Button 25 brings up a selection of  ‘Smilies’ or ‘Emoticons’ as they are sometimes called that you 

can add to your page to make it a little more light-hearted.  

Button 27 This button has to be here to make a hidden function work.  You do not need to use it. 

Button 28 is used to insert and edit images.  It is dealt with separately below. 



Uploading and Insert ing Images 
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Button 28 is used to upload a new image for immediate use or to insert an image that you have 

previously uploaded onto a different page or other content type.  The first time you click on this 

button it will bring up a screen similar to the following - the exact appearance varies from browser 

to browser: 

 

 
If you now click on Upload a further window will appear the top of which looks like this: 
 

 

¶ Click on Browse, find your image from the appropriate folder on your computer and click 

on Open to upload it.  (I know, I know – it should say Upload.  Blame Bill Gates – not me!) 

¶ Give your image a Title that will help you to recognise it in the future. 

¶ Optionally, type any details that you wish to record about the image in the ‘Body’ pane 

below.  This description will not appear on your page. 

¶ Ignoring everything else in the window, scroll down to the bottom and click on  

This will bring up the ‘Insert’ screen as shown on the following page: 



Please Note: The tiny mice will resize the original image to fit within the maximum allowed size of 

640 x 640 pixels.  Tiny mice are not the best creatures to perform this job – you will almost 

certainly do better in a dedicated photo editor such as Photoshop Elements or the like.  You are 

therefore strongly advised to resize images to fit within the specified limits before uploading them. 

Complete the form as follows: 

¶ It is good practice to give your image a Title and/or a Description: they can be helpful to 

the partially-sighted and blind using screen readers and they make it possible for search 

engines such as Google to find them.  They will be printed below the image (Title in bold 

followed by description) but you can delete them from there if you wish. 

¶ Select the size you wish your image to be from the drop-down box: 

Á Original gives an image with the dimensions of the image you uploaded. 

Á Thumbnail gives an image with its larger dimension 100 pixels. 

Á Preview gives an image with its larger dimension 300 pixels. 

Á Full Width gives an image the full width of the panel between the side bars. 

Á Other allows you to choose your own dimensions. 

¶ Select the desired alignment of your image from the drop-down box.  The descriptions all 

refer to the position of the image in relation to the text. 

¶ Ignore the Link and Insert mode drop-down boxes. 

¶ Click on Insert to insert the image into the page or other content type from which you 

originally clicked on the Insert Image button (Button 28). 

If you prefer, you can adjust the size of an image visually after you have inserted it by clicking on it 

and dragging the ‘handles’ to stretch or compress it.  If you drag from a corner you will maintain 

the correct proportions of height and width. 

The next time you click on Button 28 the pop-up window will include thumbnails of images that 

you have uploaded previously.  Clicking on one of these thumbnails will bring up the Insert 

window as shown above and allow you to insert the previously-uploaded image onto your new 

page or other content type. 
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We have already seen that Drop-down Box 26 allows you to apply 

one of several styles to your text.  It can also be used to change the 

position or formatting of an image after you have inserted it. 

 

To format an image using the built -in styles:  

 

1. In the Edit Screen, click on the image.  A ‘bounding box’ will 

appear around the 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 on Button 24 to remove the existing formatting. 

3. Click elsewhere in the Edit Screen so that the bounding box 

disappears.  This step seems silly but is essential! 

4. Click on the image again to re-show the bounding box. 

5. Click on one of the Image Styles in Drop-down Box 26. 

6. Click elsewhere in the edit Screen again and it’s done. 

Warning:  If you forget Stage 3 this technique will not work! 

 

 

Line spacing 
Every time you click on Enter, the tiny mice assume 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 down Shift 

whilst you click Enter.  That’ll fool ’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 do so, click on 

disable rich-text just below the editing pane: 

 

This will banish the tiny mice from your computer and 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 rich-text settings, you can change the 

default state to disable TinyMCE so that you are presented with the HTML screen 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 on  enable rich-text. 
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