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Welcome 
Thank you for taking on the invaluable role of Web Editor and welcome to the team!  

If you haven’t already done so, you should register as a volunteer with our Volunteer Manager, Kate, at RPS House 
to ensure that we/you have everything in place to enable you to move forward in your new role. Kate will arrange 
for you to be set-up with the appropriate login which will allow you to begin working on the website.  

Please read through this guide and see how you get on – experimentation is a fantastic way to learn. You may also 
like to join one of the training sessions in which you will be walked through administering the website (these are 
generally organised when we have a few people who would like to attend).  

If, after your training and reading the guide, you feel you would like help from a mentor please do let us know and 
we will try and put you in touch with someone. You can, of course, also ask us questions whenever you need to.  

We hold regular web meetings as an opportunity for Web Editors to come together and share ideas on their 
content and it would be great if you could join. Dates for these meetings are sent out by email to your official 
address. You will find the contacts you need for your work on the website below.  

 

Your contacts 
Volunteer area (https://rps.org/volunteer-area) and joining/leaving a volunteer role – kate@rps.org 
Events (to be made live and issues with), problems with your account and official email addresses – alan@rps.org 
Everything else website related – webadmin@rps.org  
Branding and social media queries – rebecca@rps.org  

 

Logging in 
The software used to edit the website is called Umbraco which you can access via any web browser. However, we 
recommend avoiding Internet Explorer as older versions are not supported and you may get funny formatting.  

To login to the website please follow this link: http://cms.rps.org/umbraco/. If you have lost or forgotten your login 
details, or have problems with your account, please contact alan@rps.org.  

 

Changing your password 
You will be given a password when you commence your role, but you can change this whenever you like.  

When logged into Umbraco, click your initials in the top right corner of the screen: 

 

 

https://rps.org/volunteer-area
mailto:kate@rps.org
mailto:alan@rps.org
mailto:webadmin@rps.org
mailto:rebecca@rps.org
http://cms.rps.org/umbraco/
mailto:alan@rps.org
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Then click ‘Change Password’: 

Input your old password (the one you have been 
given by RPS House), your new password and then 
confirm the new password. Click ‘Change 
password’ to save:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Data Protection:  
All data must be kept securely on your computer and must not be shared. Please see the GDPR Guidance for 
Volunteers document for more information. This document can be found in: http://www.rps.org/volunteer-
area/volunteer-documents when you are logged into the website. 

 

Content and Media 
Umbraco is divided into ‘Content’ and ‘Media’.  

‘Content’ is where all your pages and cards will be stored. This is also where you will do all your editing. 

‘Media’ is a library of folders that will house all your images and documents (PDF, Word etc.). 

These can be accessed at the top left of the screen: 

 

http://www.rps.org/volunteer-area/volunteer-documents
http://www.rps.org/volunteer-area/volunteer-documents
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Media 
We recommend loading pictures and documents into your media library before starting any editing work. 

When you click on the ‘Media’ tab you should see a black folder for your Chapter, Group or Region (CGR): 

 

Adding folders 
If you find this folder is empty, we recommend first adding News, Events and About folders: 

 

To do this, click on your CGR name so that it turns pink and then click on the three dots on the right: 

 

This will open some options, choose the ‘Folder’ option: 
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You will then be prompted to name your folder (keep it short) and ‘save’ (button bottom right of screen): 

 

Adding images to folders 
Once you have created your folder, you are ready to add images or documents to it. To do this click on your folder 
so it turns pink and the following screen will come up: 

 

You can drag and drop to the area circled red or click to choose a file – this will provide you with the usual search 
facility you will be accustomed to when browsing for files on your computer. 
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Once you have selected your image, the following options will appear – choose the image option. Once it has 
loaded press ‘Save’ at the bottom right of the screen: 

 

Important information about images 
1) As a photographic organisation, whose purpose is to promote photography, please only use 

photographic images and not digital graphics, text, cartoons, picture collages, your own branding or 
logos in any of the picture boxes. The only branding on the website should be standard RPS branding – if 
you require copies of any of our branding (for Distinctions days for example), please contact Kate. 

2) You must have permission from the photographer/picture library for all images that you use on the site. 

Image types 
You can load jpegs, gifs, or png files. Do not load TIFF or Raw format images. 

Image sizes 
Always check images sizes before loading them to the website following these size guidelines (never load images 
that haven’t been sized correctly or are straight out of the camera). Pictures larger or smaller than these 
recommended sizes will impact the user experience of your website negatively - pages will load more slowly and/or 
appear fuzzy: 
Header/hero images – 2000px wide (72ppi) 
Triple and double card images (more information on these in the ‘Cards’ section) – maximum 1000px wide (72ppi) 
Single card images (more information on these in the ‘Cards’ section) – maximum 600px wide (72ppi) 
Full width images (on news items etc) – maximum 1400px wide (72ppi) 
Journal card – maximum 500px high (72ppi) 
Tool card – maximum 500px wide and high. These are square images (72ppi) 

Adding files (PDF, Word documents etc) to folders 
It is the same process to add a file to the media library as an image. The only difference is that, when you have 
found your item, you select ‘File’ instead to upload it. Please do not try to load any files over 10mb in size: 
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Adding ‘Cropped Tool Card’ images 
These are square images that are used on fifth/tool cards (see the Cards section). You must ensure that images are 
square format before loading them to the Media library: 

 

Adding copyright information to images 
Please do this on every image you load to the site. First click on your image and you will see it is circled in pink. 
Then click on the image title (in this folder all images are titled with the photographer’s name for ease of use): 

 



11 
 

This will then bring up a page where you can add the copyright information. Most of the information will already be 
filled in but you should fill in the ‘Alt Text’ which is used for search engines and accessibility (please add some short 
descriptive text here as it will be read out loud by software for those with impaired eyesight) and the ‘Credit’. You 
do not need to add anything other than the photographer’s name as the word ‘Credit’ will be overlaid on the page: 

 

Here is an example of what happens on the page when you fill in the ‘Credits’ field: 

 

Moving images and files to other folders 
To move an image into another folder, click the image so a pink border forms around it and them press ‘Move’ at 
the top right of the screen. This will then allow you to search for the folder you would like to move it into: 
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Deleting images or files 
To delete an image or file, click it so a pink border appears and then select ‘Delete’ at the top right of the screen: 

 

Cards 
Cards are the building blocks for many of our pages. Think of them as elements like Lego pieces or Tetris of 
different shapes and sizes that mosaic together on a page to make a whole. For example, on the next page is a 
successful Distinctions panel. Each of the images you can see is a separate ‘card’ and the website has laid them out 
in such a way as to take up the least amount of space and with the minimum amount of white space showing. 

Pages are generally broken up into columns of three and you can choose elements (called ‘Cards’) that just span 
one column, span two columns or even three columns. 

All the cards will be explained next but to also see them in action on the website follow this link: 
https://rps.org/landing-test-page/  

https://rps.org/landing-test-page/
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The layout below has been created with colour harmony in mind. Colours have been chosen to mirror each other 
and are of similar tonal value. We will cover how this is achieved in the section for ‘Promo cards’: 
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Here is an example with a mixture of different types of ‘cards’. It looks neat, tidy, busy and interesting: 

                                    

Creating cards 
There are several types of ‘cards’ you can use to make up a page. Go to the 
main ‘Content’ tab and then find your blue folder – it should be named as your 
Chapter, Group or Region e.g. Western. It is important to note that you 
cannot preview cards – you can only preview pages – so you would need to 
put a card onto a page to view it.  

Click on the folder so the line goes pink and then press on the three dots and it will give you a list of card options: 
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Benefits List card 
There cards are used to list the benefits of being a member of something such as the RPS or your CGR. These cards 
always go across the width of the page: 

 

To create one, click on this Benefits list item: 
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And it will bring up this screen: 

 

‘Enter a name’ and ‘Title’ are mandatory and should be the same (so ‘Member Benefits’ for example).  

‘Description’ could be some supporting text, an image or a film to use as an additional sales tool. 

‘Benefits’ – this is where you list your benefits. You don’t need to worry about layout or numbering as the website 
will do this. Click ‘Add Content’ and the following will appear. Keep clicking ‘Add Content’ to add more benefits: 

 

Within each benefit box ‘Title’ is what will appear on the page. You can also add a ‘Description’. 

Here are some from our example on the previous page. You can drag and drop these into your preferred order. The 
gift symbol is simply so you can identify each individual benefit: 
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Here is benefit 1 with the ‘Title’ and ‘Description’ fields filled out: 

 

And how it would look on the page: 

 

This looks a bit messy so we would recommend only using the Title field. 

You can copy a benefit by clicking the circled icon (perhaps if you had several similar benefits such as ‘Group 
magazine. Edition: Summer’, ‘Group magazine. Edition: Landscape’ etc. so you only needed to change one word): 

 

Which will give you the option to use these duplicates when you ‘Add content’ 
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Once you have created your card, press ‘Save and publish’ at the bottom right of the screen. 

Text card 
These cards are really useful and can be used for a whole range of things. To create one click on the three dots and 
select the Text card option: 

  

When you create a ‘Text card’ the following screen will come up: 

 

You first need to give your text card a name in the ‘Enter a name’ section so that you can easily find it. Once you 
have done this you need to choose the width of the card – Single, Double or Triple. Mostly pages are broken up into 
three so a ‘Single’ would only go a third of the way across the page, a ‘Double’ would go two-thirds across the page 
and a ‘Triple’ would be the width of the page. Here is an example of that spacing:  
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Here is an example on a live page with a triple used under the Summary and three singles used under Taking Part: 

 

Here is another example with a single text card used on the right to fill a gap: 
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Text cards can be styled to look attractive – here are two examples next to another type of card (spotlight) to show 
you how they can be used: 

  

And they can include film. Here is an example of a double text card containing a YouTube video on the left which 
will play when clicked and a single explanatory text card on the right: 

 

‘Description’ box – a guide to the icons: 

 

This button is for editing the HTML code and should probably be avoided unless you are quite 
technically advanced. 

 

 

This is a really important button. Whenever you copy and paste text over from a programme 
such as Word into any of the cards, you should select all the pasted text in the box and then press 
this button – it will clear any hidden formatting that Word might have applied to your text. 
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Ignore this button. 

 

To create bold text (use sparingly as bold font is like shouting). 

 

To create italic text – this is good for picture credits and things such as book or film titles. 

 

To create underlined text. Please avoid this as it looks like a link and can be confusing to users if it 
isn’t one. 

 

This button is to add a hyperlink to a page. 

 

 

Text card – adding a link 
To add a link do the following. First highlight the word you want to link then press the link button:  

 

Once you have done this the following screen will appear: 

 

There are several ways you can add a link on a text card: 



23 
 

 

To link to external sites - copy and paste a link into this box. When 
linking to an external website make sure you tick the option to open 
the link in a new window. It’s better to link to internal items using 
the method below. 

 

 

 

Or… 

 

Link to a page on the RPS website. You can either search for it using 
the page title in the search box or use the little arrow next to Home 
to navigate to it. You may decide to tick the box to open it in a new 
window if the link was going to take the user away from your 
microsite. 

 

 

Or… 

Link to a file (such as a PDF) or image in your media library. 

 

 

 

Text card – adding an email  
If you add a link to an email address it will open a new email window with the address already filled in. You can link 
to the email in the text (as described in the ‘adding a link’ section above) or via a button on a card. This is what will 
happen when the user clicks the link: 

 

To achieve this, add your email address to the ‘Link’ box with ‘mailto:’ in front of it as in the example below: 
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There is no space after the colon/before the email address e.g.: mailto:rpshouse@rps.org 

 

To also add a ‘Subject’ line when someone clicks on the link (here the subject is ‘Hire a space at RPS House’): 

 

Put the following before your text: ?subject= 

And then paste all of it into the Anchor box: 

 

So, this is what was pasted in: 

?subject=Hire a space at RPS House 

 

To add a second email address into the ‘To’ field like this: 

mailto:rpshouse@rps.org
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Use a comma to separate the two email addresses.  

mailto:rpshouse@rps.org,emily@rps.org (separated by a comma) 

 

To add body copy to an email like this: 

 

please fill in the Anchor box: 

 

By using adding in this: &body= 

And then the text you want to include. The information in the anchor box will now read: 

?subject=Hire a space at RPS House &body=Please include details of room required, number of people, date and 
start time: 

The red font is simply to indicate how to format the text – you do not need to use red font. 
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This button will remove a link in the text. Highlight the link and then press this button. 

 

 

This button will enable you to add an image. It will open a new window in which you can navigate to 
the image you want by clicking the folder titles in your media library. When you get to your choice of 
image click on it and then and press ‘Submit’. 

 

This button will allow you to add a video (see below for more) 

 

 

Text card – adding a video 
When you click the above button, the following screen will come up.  

 

We have copied and pasted a YouTube link into the URL box and then pressed ‘Retrieve’ this will pull in a picture of 
the video and set the correct sizing. Do not edit the ‘Width’, ‘Height’ or ‘Constrain’ options. Once your video is 
ready press ‘Submit’. Please note, it is important to use the link from the start of the film – if you try creating the 
link some way through the film it might not work. 

This is how it will appear in the ‘Description’ box: 
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Use of tables 
There is no function for adding/creating tables in the editor. You should also avoid trying to create your own tables 
as they may not be responsive (grow or shrink correctly depending on the device that is being used – phone, tablet 
or PC for example - as everything else on the website is designed to do). 

Content card 
These cards are surprisingly versatile and can be created with or without a button (the bottom two images show 
cards with buttons): 
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Here is an example of a vibrant news page made using these cards with the most recent card always added to the 
top left: 
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To create a content card, click on your cards folder so the three little dots appear and choose the following: 

 

Then start to fill your card details in: 

       

‘Enter a name’ and ‘Title’ should be the same (you can just copy and paste from one box into the other). Never use 
all capitals for your title as this is like SHOUTING: 

Choose the size for your card (single, double or triple) – the example below is a single.  
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‘Image’ this is mandatory. Click on the cross and then 
navigate to the image you’ve already loaded. Click on a 
folder title (not the actual folder) and it will open up to 
reveal its contents. When you find the image you would 
like to use, click on it so it goes pink and then press ‘select’ 

‘Subtitle’ is not mandatory but is nice to have. In this 
example it is the sentence that starts “Some thoughts…” 

‘Category’ is where it says ‘Feature’ in the example to the 
left. 

‘Date’ is the date you would like to show (usually the 
publishing date. 

 

 

 

Here is our example all filled out: 

 
For instructions on filling out the ‘Description’ field, see creating a ‘Text card’. To add a ‘CTA’ (Call To Action) or link 
like the one below that says ‘Read’ click ‘Add’ and then following the instructions on links in ‘Text card – adding a 
link’. Finally, you just need to select whether you would like a blue button, as in the example below, or for there to 
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be no button and the blue title text on the card only to be clickable. Choose one of these options in the ‘CTA 
behaviour’ section.  

 

Promo card 
These cards are great if you would like to use an image to help convey a simple message. Here they are used as 
beautiful buttons to link to other pages: 

 

Please following the instructions for adding a ‘Content card’ for the size, title etc. The only thing that is slightly 
different is that ‘Title’ is not mandatory, so you can leave this out and just have a clickable picture if you want. 
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To make the card into a link, first establish where you are linking to by clicking the ‘Add’ function next to ‘CTA’: 

 
and then follow the instructions on links in ‘Text card – adding a link’ (starting from the second image).  

You then need to select whether you want the card to be clickable or to show a button. Here is an example of a 
button added that says ‘Read more’: 

 

Finally, you need to select if the ‘Title’ should be ‘Default’ (below left), ‘Boxed’ (middle) or ‘Centred’ (below right): 
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Spotlight card 
 

 

These cards have a coloured background that draws a dominate colour from an 
image and uses that as the background for the text (usually a darker colour). The 
only way to change the colour of a Spotlight card is to change the image. Sometimes 
it may not be obvious why it has chosen a certain colour but it is often due to a 
colour cast on the image (where there is a colour tint that is often across the whole 
image). This may not be very obvious to the naked eye but the algorithm will pick up 
on it.  

 

 

There are various design principles it is good to apply to these boxes where possible – none are mandatory, but 
they are fun to do and can look really effective: 

Panelling – In the example below, the two outer images are pointing towards the inner one due to the gaze of 
central characters, while the middle image has a strong line in the middle of the picture that draws the eye: 
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Line up bottom of boxes using carriage returns – the Fellowship box has an arrow to show where an extra carriage 
return (press the enter key on your keyboard), has been added: 

 

Use the same format images across all three boxes if you are using single Spotlight cards (e.g. all landscape, square, 
portrait, full-format or cropped) so their length looks harmonious: 
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Coloured spotlight boxes that have similar tonal values (neither is outshining the other): 

                     

You can also add other elements to a Spotlight box such as more images (below right) or links to your newsletter 
(below left). Add them in the ‘Description’ box. 
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You can choose from the single, double or single Spotlight cards. It is important to remember that for singles and 
doubles the image always goes above the text, while in triples the image always goes to the left of the text: 

 

For all other elements that make up a Spotlight card, please read the information on how to add Text cards and 
Content cards. 

Remember to keep the link text short – ‘Read more’, ‘Learn more’, ‘Browse and book’ etc. 
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Journal card 
 
These cards are for linking to a PDF or ISSUU version of your publications. Always 
choose the single width option as doubles and triples don’t work well on these 
cards. Here is an example of some Journal cards: 

 

 

 

 

 

 

Left: To create a Journal card:  
1) Choose ‘Single’,  
2) Link to the publication cover which you will have 
added to the media library before starting on the 
card (max 500px high should be sufficient – always 
use a portrait format image or it will appear 
squashed ),  
3) Fill in ‘Publication’ and ‘Title’ – the above left 
example is the finished article and below is how the 
boxes have been filled  
4) Link to the PDF of the publication you have 
already loaded to the Media library or to ISSUU. 

 

 

 
 

 
 
Right: When adding the link to the PDF or ISSUU, makes you tick the 
‘Target’ link so that it opens in a new window. Always tick this box if you 
are sending people to an external website so you don’t lose them from 
your own site. 
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Tool card 
 
These cards are useful for administrative/less visual things or where space is limited.  

 

 

 

 

 

 

 

 

 

 

They are also useful for Committee pages and look really lovely combined with a nice welcoming picture. Try and 
regulate any text so that the boxes all end at the same point: 
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Add content as per the Content cards but remember that the image should be a square image. When uploading 
images for use in a Tool card, it might be worth saving them in a sub-folder called ‘Tool Card Images’ as these need 
to be saved specifically as ‘Cropped Tool Card’ images and won’t work in other sized cards. Unusually, you can add 
more than one link to these cards: 

 

 

And this (left) is how 
it will look on the 
page. 

To edit the text for 
the link, make sure 
you write something 
in the ‘Link Title’ 
when adding each 
link (right). This 
should be short, as in 
the example, so each 
link doesn’t run onto 
more than one line. 
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Pages 
There are two types of pages you can create on the website: 

1) Content pages (very simple text pages) 
2) Landing pages (pages on which you can use cards) 

Content pages 
These pages are great for very simple text pages. You cannot use ‘cards’ on these pages. 

To create a Content page, click your Chapter, Group or Region, then select the three dots and choose ‘Content 
Page’: 

 

Here is an example of the top of a Content page: 

           

And here is the same page in Umbraco: 
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Always fill the two highlighted fields (‘Enter a name’ 
and ‘Hero title’) with the same thing. This should be 
the main page title. Calling them the same thing 
makes it easier to find them in Umbraco. 

‘Hero description’ is the sub-heading. 

 

 

 

 

 

 

 

 

 



42 
 

 
To add the rest of the page content click on ‘Add Content’ in the ‘Content Blocks’ section and the following three 
options will appear: 

 

‘Rich text’ is the usual body copy box (details of how to use are in the ‘Text card’ section). 

‘Quote’ is a large quote that you can add anywhere on the page. Like the ‘Spotlight card’, it will create the quote in 
a colour that is influenced by the colours in the main image: 

 

‘Content image’ – you find the image in the Media library in the same way as usual with the cross. You must then 
choose if you want the image to be ‘Default’ (the width of the text), ‘Right’ or ‘Left’ which go on either side of the 
text or ‘Full’ which goes right across the page. At the bottom of the page is an example of the images on the ‘Left’ 
and ‘Right’ of the text:  
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You can tag your Chapter, Group or Region so your page appears in the main RPS website Search. Just click on ‘Add’ 
and navigate to your CGR and click it. Groups are allowed to tag the Region their event is taking place in but please 
let the Region know out of courtesy if you are doing so: 

 

A tick will appear when you do so. Then just press ‘Submit’ (bottom right): 

 

SEO stands for Search Engine Optimization. This is the place where you can help guide search engines like Google to 
your page.  
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‘Title’ overrides the default page title. ‘Title’ will use page name if this field is left empty. It is also used as Facebook 
and Twitter title.  

For example, if the creator of the RPS History page was to title it like this: 

 

This is how it would appear on a browser tab (left) and if someone adds a bookmark. Keep this extremely short and 
professional and include your CGR title.  

For example:  
RPS | Medical Group | Publications  
or  
RPS | NW | Committee 
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‘Description’ is the description of your page for Facebook and Twitter – again keep this short. 

‘Keywords’ help the search engines by telling them the most important things about your page. It is a good idea to 
always put ‘The Royal Photographic Society’ and ‘RPS’ and maybe four others. After each word or string of words 
press return/enter on your keyboard. Keep them relevant and don’t add too many – people can find which 
keywords you have chosen so adding things that aren’t relevant won’t look very good. 

 

 

‘No Index’ means that the item will stop showing in the RPS 
Search but also start to disappear from things like Google.  To do 
this just slide the button to the right so that a tick appears. 

 

 

 

 

The share widget is the buttons that appear on some of the pages. 
We generally switch these off so that they don’t show as they can 
cover the text on some pages (a fault that we would like 
addressed when possible so that sharing will be available without 
obscuring the content). 

 

The social media section includes the following: 

 

‘Facebook and Twitter image’ is really useful for how 
your page is displayed on social media. Images must 
be square and here is an example of an image loaded 
for a feature: 

 

And how it appeared in Facebook: 

 

The ‘Twitter Card Type’ allow you to choose how the card will appear in Twitter (‘summary’, ‘app’, ‘player’ and 
‘summary-large-image’) – if you don’t choose anything it will default to ‘summary’. 
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‘Additional Meta Tags’ are designed to help with more specific tagging in things like Twitter. Select ‘Add content’. 

‘URL Alias’ (also called Short URL) are a way of turning long and unwieldy URLs into something easier to remember: 

https://rps.org/events/bristol/2021/january/rps-awardees-in-conversation-anna-fox-honfrps-with-karen-knorr-
honfrps/ could become this: https://rps.org/AnnaFox/.  

CGRs should put their Chapter, Group or Regional name in front of the link to stop overlaps with ones created by 
the Bristol team. So, if the Digital Imaging Group were also running a talk by Anna Fox, their link could be 
https://rps.org/DIG/AnnaFox. If this isn’t done the website could get confused and throw up an error page.   

The Journal will often ask for these if they are going to feature something you’ve created, so it is worth pre-
empting this and sending it to them at the same time as requesting something to be featured. You can create more 
than one short URL by separating them with a comma: 

 

Landing pages 
Unlike the ‘Content pages’ you can add ‘Cards’ you have made to ‘Landing pages’. This allows for greater creative 
freedom and design.  

For most of the lower sections on the Landing page see the Content Page information above. 

To create a Landing page click the page or your CGR name so it goes pink, then click on the three dots and choose 
the Landing page option:  

 

https://rps.org/events/bristol/2021/january/rps-awardees-in-conversation-anna-fox-honfrps-with-karen-knorr-honfrps/
https://rps.org/events/bristol/2021/january/rps-awardees-in-conversation-anna-fox-honfrps-with-karen-knorr-honfrps/
https://rps.org/AnnaFox/
https://rps.org/DIG/AnnaFox
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Adding cards – Landing pages are where we can add the cards that we have created. Using the Qualifications page 
as an example, there are two sections to the page we will look at in detail: 1) the cards and 2) the hero/header 
image section. Confusingly, the page has been built with these two elements upside down in Umbraco so you add 
the cards first and then the hero/header image: 

 

Before making you page you will have 1) added items to the Media library and then 2) made the cards for your 
page.  

First click on ‘Add content’: 
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The options to the left will come up. You work 
your way in stages down the content area, in 
the order you would like the elements to 
appear on the page, using whichever of these 
three things you would like at a time. 

 

 

 

 

‘Sections’ are big headings that you can use to divide your cards into sections: 

 

 

 

You can also add text to these in using the usual ‘Description’ box as outlined in the ‘Text card’ section, decide 
whether you want the copy to the left (default) or centred and add a link if you like. 

After completing your section do ‘Add content’ again to add some cards. 

 

 

The ‘three column card container’ is where you can add all the cards that you created 
excluding the ‘Tool card’ which are too small. 

 

 

 
When you click on the three column container card picker option you will be sent to pick your cards. Find the blue 
folder that contains them.  The ones you select will have a green tick: 
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You can select as many as you want at a time but if you select them in batches of three it will keep them in the 
order you have loaded while if you add more than three to the container it will ‘mosaic’ them – sorting them into 
an order that leaves the minimum of white space. If you want to control the order of your items only select three at 
a time and then add another container below. It will always show the first card in the first place if you mosaic but 
the others will be re-ordered. 

Once you have added your cards you can drag and drop them into order (which could be useful for dated items 
such as events or for the best visual impact) and remove some or add more. 

 

The ‘five column card container’ is for your little Tool cards only. This container has all 
the same functionality as the three column version but the items are smaller: 

 

 

 

 

 

 

 

 

 

 

 

 
You may end up with something looking like this, with a mixture of elements, and can drag and drop things if you 
would like to change the order: 
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You can also drag and drop things in the containers and remove elements you no longer want on pages by clicking 
on a rubbish bin symbol or where it says ‘Remove’: 

 

‘Hero’ – This is the top section of the page but is confusingly placed below the cards in Umbraco for some reason: 
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‘Enter a name’ and ‘Hero Title’ should be exactly the same so you can easily find things in both the live site and 
Umbraco – keep this really short (one or two words only preferably).  

‘Hero image’ is the large image across the top of the page. Use the cross as usual to find it.  

‘Hero description’ is a sub-heading – again keep this short.  

Below you can see the title, image and description in action: 

 

 

 

For the rest of the sections on Landing pages see information on adding Content pages. 

Previewing pages 
You can preview pages to see your changes before you have pressed ‘Save and publish’ at the bottom right of the 
screen (you can only preview pages not cards so if you want to preview a card put it on a page and then preview 
the page): 

 

Finding the link for your page if it’s ‘no indexed’ 
First click on the little ‘I’ at the top right of the screen ad this should show you your link: 

 

To get back to your page just click on ‘Content’ next to the little ‘I’. 
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News 
News items are an advertising tool and great way to stay in touch with your members. 

Before creating your news item, ensure you have loaded any images to the media library and have your text ready. 

First click on your orange 
news folder and make a 
folder for the year you 
want to create a news 
item by clicking on the 
three dots. Then make a 
month folder within that 
if you are intending to 
regularly create news 
items. It is important 
that you name the folders this way as they appear in the link for news item when you create it – please don’t 
deviate from this system: 

Next, click on the month you are going to add your news item to (usually the current month) and then click on the 
three dots and select ‘News Page’ – never use the News Landing page item as this was something that was made 
for RPS House and will not work for others: 

 

Adding content to news items 
First, click on ‘Add content’: 

 

A pop-up will then appear offering you the following options: 
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For information on how to use these visit the ‘Content pages’ section of this document. It is important on News 
items that you do not choose ‘image left’ first as this will cover the ‘Author’ box. 

News layout ideas 
Choosing whether to put the images default, right, left or full can really have an impact on the design of the pages. 
Here are a few examples to give you some ideas: 

 

To place text between two images, select ‘Add content’ choose the first image and select 'left'. Click 'Add content’ 
again to load the next image, select ‘right’ when prompted, then 'Add content' again to add your text. 
 
In the examples below we have summarised the selections you make for each element of content in the order you 
should add them to achieve the display you require. 
 
Summary for the above layout: Image left, image right, text – carry this on down the page for a uniform image led 
feel. 
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Text, default image, text. A nice clean way to display single images. 
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Default image, text, default image, text. 
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Text/short introduction, image left, image right, image left, image right, image left, image right, image left, image 
right, text, text, text etc. This is a beautiful news item that looks most affective yet is simple to do. 
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Text, text box with video, text, image full. Mixing sizes and shapes of things can give a page a dynamic feel. 
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Image right first ensures author box isn’t covered just like putting text first, text, image full, image left, image right, 
image left, text, image left, image right, text etc. For those of you who are ok using HTML, the drop cap letter T at 
the beginning of the sentence was achieved using this code: <p class="u-lede" align="justify"><strong>The island of 
Fehmarn - also known as "The Golden Crown in the Baltic Sea" is considered one of the sunniest regions in 
Germany.</strong> </p> 
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This is made in the same way as the last example but also includes quotes. 
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A strong quote has been used in this case to open the piece. This quote has also allowed the Author box to show as 
quotes are always positioned in the centre of the screen. 
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Header images, titles and subtitles 
First, and most important, where possible only ever use landscape format images for the header image on a news 
item. If you use square or portrait format images, the text will be below the visible screen on a computer forcing 
the user to search for it.  

The website will choose a colour from the image (or a very near approximation) for the text colour in the same way 
as the spotlight cards. This can be one of the most exciting parts of the creative purpose and a way you can start 
making your mark for design. If you are unhappy with the colour chosen you will need to change the image as we 
cannot overwrite this. The colour can affect the feel of the piece. Here are some examples below of this in action. 
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‘Hero image’ – first, click the cross: 

 

This will open a pop-up window. Click on one of the folder names to open it: 

 

Keep opening subsequent folders into this way until you have opened the folder with your required image: 

 

Click on it so it is highlighted pink and then press select: 
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As usual, these images on news items should purely be a photograph – not contain, text, watermarks (these are 
overlaid by the website), cartoons etc. 

‘Hero title’ – keep as short and snappy as possible. There is a character limit on the titles which will come up if you 
try to put in too long a title. 

‘Hero description’ – is the sub-heading. Again, keep this short as in the following example: 

 

Author 
The Author box is a lovely way to introduce the writer to the reader. If this is not showing when you have filled 
information in, it may be that you have put an image in the ‘Content’ section before a block of text and that this 
image is covering it. To get it to show again simply put a line or two of text first in ‘Content’. 
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‘Author name’ – please only include RPS post-nominals such as Jan Smith ARPS. 

None of these boxes are mandatory so you can include and leave out what you like. 

Published date displayed 
This is the date that will be displayed on the page. Generally, you choose the date you will ‘Save and publish’: 

 

This date box can be used effectively with the scheduling function which is described later in this guide. You could 
create a news item on Sunday that you want to appear on the following Wednesday and if you set both this date 
and the scheduling date for the Wednesday it will appear on the website and look like you have created it on the 
Wednesday. One of the Regional Organisers used to create seven news items a week on a Sunday (as she loved 
writing) and would schedule them to appear over consecutive days of the week using this functionality. 

News summary 
This is really important as it is what will appear in the Search. Add a couple of lines of text in Umbraco: 
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And this is how it will appear in the Search. The example was slightly too long so it is cut it short using …; 

 

‘News content type’ is generally just one word like ‘Feature’ or ‘News’. ‘From’ doesn’t work so you can leave this 
blank: 

 

To fill in the other sections on the page, below the Author box (SEO and tagging your Chapter, Group or Region), 
see the ‘Pages’ section of this guide. When everything is filled in how you would like, press ‘Save and Publish’. 
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Events 
Everyone should have access to a brown folder with their Chapter, Group or Region name like this example: 

 

And in this folder, should be a ‘Venues’ folder and folders for years like this: 

 

 

If you can’t see these folders in your main events folder you can add them.   

If you can’t access your main brown folder please contact alan@rps.org. 

  

Adding a ‘Venues’ folder 
First click your main folder (here ‘Bristol’) so it turns pink, then click the three dots and then select the ‘Event 
Venue Folder’ option: 

 

When a new window opens type in ‘Venues’ and then do ‘Save and publish’. 

mailto:alan@rps.org
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Adding year and month folders 
First click your main folder (here ‘Bristol’) so it turns pink, the click the three dots and then select the ‘Event Folder’ 
option: 

 

Name each folder by year e.g. ‘2021’, ‘2022’, ‘2023’ etc.  
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Once you have added your years to your main brown events folder, you can add months in the same way by 
clicking on a year folder such as ‘2021’ and then pressing the three dots and finally adding an ‘Event folder’ which 
you can name by month. Here is an example: 
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To sort the folder so it is in the right order. Click on your year so it goes pink, click the three dots and then choose 
‘Do something else’: 

 

 

Then click ‘Sort’ and you will be able to drag and drop the folders into the right order before pressing save: 
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Please do not deviate from this naming policy as it affects the URL and also makes it easier for us to find your 
events to market and add booking buttons: 

 

Adding Venues  
To save a lot of time, this website has the facility to add venues which you can then link to when creating events. 
These are particularly useful when you use the same venue regularly as you don’t need to fill in the details in again 
and again each time you add an event. 

To create a venue first click on your ‘Venues’ folder so it goes pink, then click on the three dots and finally select 
‘Event Venue’: 
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This will bring up a screen to fill in. The first part is the ‘address’. Here is an example – fields with a red start next to 
them are mandatory: 
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This will appear next to the picture on your event:

 

And on the Search: 

 

The next section to fill out is ‘View on map’ which brings up a map at the bottom of your event if you’d like one: 
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You have three options to choose from: 

 

‘Use venue address details’ – this uses the postcode which can sometimes be inaccurate on Google Maps as there 
may be several addresses with the same postcode. 

‘Use Lat Long’ (learn how to find this below) – this is by far the most accurate way of marking your venue location 
and is particularly good for outdoor activities (such as meeting at a particular section of beach) and for overseas 
locations. 

‘Do not display map’ – means that the map section will be removed (which is better for online activities). 

 

Finding the latitude and longitude for your venue  
Google Maps is a really easy way to find the latitude and longitude of your event location.  

First go to the Google Maps website: https://www.google.co.uk/maps/ 

Then put in the postcode of the location at the top left of the screen: 

https://www.google.co.uk/maps/
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This will bring you up a map with a red marker on it: 

 

 

Click on the map to move the marker to the correct location (you can see in the example below that the marker has 
now moved to the car park): 
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If you right click on the little red marker it will give you the longitude and latitude: 

 

  

And if you left click on the numbers it will copy it to your clipboard. 
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It is also in the URL: 

 

You can easily copy and paste from there: 50.7880197,0.128591 

Here is a similar example pasted in: 

 

Filling in the ‘Venue details’ section  
This is your opportunity to provide users with all sorts of useful information about the venue. Firstly, you can direct 
them to a ‘Venue website’. In the example below you can see that we have chosen the RPS website as this is an 
event at RPS House. If you select ‘Edit’ once you have added a website, you get the standard link screen so you can 
edit the link text and ensure that the link opens in a new window if you are directing users to an external site. The 
option to add a website is not mandatory so you can leave this field blank if you prefer. 

 

‘Venue facilities’ is where you should add information that may be useful to users such as ‘Hearing loop available’, 
‘Plenty of parking on-site’ or ‘Café open from 9am-4pm’. Please try and include as much helpful information as you 
can. Here are some examples:  
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Alternatively, you could just refer users to the venue website (if there is one) where they are likely to have 
information about access, parking, opening hours etc.: 

 

Online events  
In your event ‘Venues’ folder, you should see two ‘venues’ we have created for you: ‘Online’ and ‘Online – link 
attached’. Please use these and do not amend. Users know to look out for them now and any adjustments will 
cause confusion. It is also important for branding reasons to have consistency.  

Link will be supplied – is for events when you want to send the link to people manually. 

Link attached to event booking confirmation email – is for events when you want the link to be sent as each 
person books automatically via the website. 
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Creating an event  
Now you have made your reusable venue and have loaded your image to the media library in the usual way, you 
are ready to create your event.  

First, click on the month of the event so that it goes pink, click the three dots and select ‘Event page’.  

 

  

The next step is to start to fill in the boxes to create the event. Below is the top section of a real event: 

 

 

And here it is in Umbraco: 
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First, ensure that the top box (where it says ‘Enter a name…’) and the ‘Event Title’ are exactly the same. This makes 
it easier for you to find, Alan to locate to put the Progress code in and others to locate if they are going to market it 
for you. Try to keep event titles as short as possible as they will also be used in the URL. It is also worth thinking 
about how the event will appear on the booking confirmation form for the user. For example, if you run a monthly 
book group and they are all called the same it won’t be clear to the user what they have booked on to so you may 
consider thinking about the title accordingly e.g. Book group: Salgado. 

Next, locate the image to illustrate the event you have already loaded in the Media Library (you can search for it by 
pressing the cross in the ‘Hero image’ section and clicking on the folder names until you find it in the normal way). 
Please remember that images should be a single photograph only – no logos, cartoons, text or collages. 

 

 

‘About event heading’ is mandatory but doesn’t work so just put ‘About’ in it in case the developers suddenly fix it! 
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The box below ‘About event heading’ is for the main body copy for your event and can be used to really sell the 
event. To learn about using this box, please refer to the ‘Text card’ section of this guide. Below are some great 
examples of this box in action. The first is mainly text but it is presented neatly and is easy to read: 
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This picture led example shows the high quality and variety of the photographer’s work.  
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Event Type 
The ‘Event type’ is how your event will be categorised and found on the website. To select an ‘Event type’, first 
click ‘Add’ and then navigate to the brown Event type folder. Click the little arrow to open this: 

 

 

In the folder you will see a number of types of event listed. Never add to this list. If you feel something 
fundamental is missing please email webadmin@rps.org about it.  

mailto:webadmin@rps.org
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‘Online talk’ and ‘Online learning’ are for the very highest quality of events that you would feel happy sharing with 
a national and international audience. Please always consider if your event fits in this criteria before tagging.  

‘Online meeting’ is for things like AGMs, meetings of local only interest, book clubs, discussions for group members 
only, group zoom meetings, online study groups etc.  

‘Assessment day’ should only be used by the HQ Distinctions team. 

 

‘Sold out’ events  
‘Sold out’ should always be applied to events when all the places on them are gone. Please change the tag as soon 
as you can when you have found an event has sold out. For example, my event might be a ‘Workshop’ with twelve 
places. All the places are gone so I change the tag from ‘Workshop’ to ‘Sold out’.  

This frees up valuable space on the first page on the main talk and workshop feeds from the What’s on page for 
other events with places still available (people get very fed-up if they have to keep clicking events and they don’t 
have places left). There is a drop-off rate of about 50% for each consecutive page of events so the more we can 
clear the better for those events which move up onto page one or two (which may include some of your own!).  

The events will still show in your CGR feed. Here is an example from the Landscape Group. It is very clear which 
event still has places left: 
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Event venue 
To select your ‘Event venue’ just click ‘add’ and then navigate to your brown ‘Venues’ folder and find the venue 
you have created: 

  

Date and time 
You will notice that there are two different types of date and time. They have different purposes and both need to 
be filled in.  

 

‘Event display date and time’ is what appears next to the picture on your event. Here is a good example. Please try 
and include whether the event will be GMT or BST to assist international users: 
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The ‘Event start/end date and time’ are what appear in the Search: 
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Event capacity 
‘Total capacity’ is a mandatory box.  If the capacity is unlimited (for an exhibition for example), put a high number 
capacity such as 1000. If you have a big number here it will still collate a list of attendees for you even if the event is 
free as they will need to book a ticket in the normal way. If you don’t require a list of attendees, choose the ‘Not 
bookable online’ option shown below instead.  

‘Remaining capacity’ is somewhere you can quickly check how many places are remaining (not been sold). If you 
have updated the ‘Total Capacity’ you will need to save before checking your remaining capacity. 

 

 

‘Not bookable online’ is for events where you do not want/need a record of who attended. Simply move the slider 
so there is a tick: 

Bookable: 

 

Not bookable: 
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Cancellation policy 
The ‘Cancellation policy’ box is the usual text box you should now be familiar with (see information on the ‘Text 
card’ if you aren’t sure). If you don’t have a cancellation policy please speak to Volunteering Manager, Kate 
Constance (kate@rps.org) who should be able to help you. 

 

Progress event code 
Please ignore the ‘Progress event code’ box – it is for Alan Hitch to fill in. 

 

Booking email PDF (important for online events) 
If you are creating an event with a link attached (Online – link attached), such as a Zoom link for example, here is 
where you would load the link. It is advisable to make a dedicated ‘Event booking PDFs’ folder in your media library 
and loading it before creating your event. Be sure to call the PDF something clear like ‘RPS Jan Smith ARPS talk 
Zoom link and event details’ to assist the user. 

This might reiterate the event details, give further details for travel/parking, provide additional links people might 
find useful or include maps, whether to bring a packed lunch etc. which might be really helpful if you’re meeting 
“off grid”. It’s not compulsory but does provide the attendee with a concise, easily saveable set of event details.  

We would recommend saying in the PDF not to share the link as places are limited and they may find themselves 
locked out.  

 

We recommend putting a sentence at the start of your text to inform readers about how they will receive the link 
e.g. “The Zoom link for this event will be in a PDF attached to your event booking confirmation email.” 

 

mailto:kate@rps.org
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When you have completed creating your event, please email alan@rps.org to put a code in for you. 

 

Event organiser details 
This section is really important and has two uses which is why it is mandatory. 

1) The details are visible in the back end of the website in case HQ need to contact the organiser if there is a 
problem with the event on the website. 

2) For the website visitor to have a contact number and/or telephone number in case of problems on the day: 
 

 

You can choose which of the details are displayed by moving the slider across so a little tick appears. Here for 
example the name and email will show on the front/public side of the website but the telephone number won’t: 

 

Event Organisers should be registered volunteers (or staff), not just the speaker, as there are GDPR implications 
since they are sent personal information about the delegates.  

mailto:alan@rps.org
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If the event needs to be cancelled or postponed, it’s the event organiser’s responsibility to ensure that all those 
who have booked are informed, offering a refund (if applicable) or retaining registration for rescheduled event as 
appropriate. Where they are to be refunded, the event organiser should inform alan@rps.org so he can make 
payment back to their card.  
 
If you can cancel, reschedule or postpone any event that is taking online bookings please let alan@rps.org know so 
that he can amend the database accordingly. 
 

Tagging your event 
Linking your event to your Chapter, Group or Region will mean that it will show in your Search feed (which is also 
shown on the What’s On page).  

 

To do so click ‘Add’ and then navigate until you find it. Chapters look like a little blue book, Regions like a pin in a 
map and Groups like an easel. Groups also have the capacity to tag the Region the event is taking place in: 

 

Related events 
You can add cards you have made to advertise other events onto the event you are creating. Just press ‘add 
content’, choose a three or five column container (explained in the Landing Page section) and find the cards in your 
blue cards folder. You can also add a title (such as ‘Related events’) by using the ‘Section’ option. As usual, you can 
drag and drop the ‘Containers’ and ‘Sections’ into the order you would like them to appear on the page: 

 

The rest of the event page (SEO etc.) should now look familiar to you but if not, please visit the ‘Pages’ section. 

‘Save’ the event if you are going to add tickets. ‘Save and publish’ if you are not. Both of these options can be 
found at the bottom right of the screen. 

 

mailto:alan@rps.org
mailto:alan@rps.org
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Event tickets 
To add tickets to your event first click on your saved event so it goes pink, then click on the three dots and choose 
‘Create’ this will bring up the ticket options: 

 

‘Add-on’ are additional things such as ‘lunch’, ‘single room’ or ‘9am talk’ that can be added to a ticket. Users will be 
able to select a main ticket type and then will be offered the add-on ticket options and they will be totalled 
together before payment. 

 

Creating a ticket 
First click on the ticket type you would like to add choosing from ‘Concession’, ‘Member’ (which covers the whole 
RPS membership), ‘Non Member’ and ‘Special Interest Group / Region or Chapter’. 

Once they have been made, they will appear under your event (using the little arrow to show them) like this: 

 

Here is an example of the Concession ticket fields to fill in: 
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Creating your ticket 
First fill in the ‘Enter a name…’ field. For the ‘Concession’ ticket type, you could add a name such as ‘Student 
Concession’ or ‘Over 65 Concession’. For ‘Member’ and ‘Non-member’ tickets you could just call them that and for 
CGR tickets you could call them ‘India Chapter member’, ‘Northern Region member’ or ‘Documentary Group 
member’ 

The’ Start date of sale’ is the date you would like them to go on sale. You could simply choose today’s date  or, to 
give Alan Hitch some time to add the booking button, you could say a week or two in advance. If you choose a date 
in advance, you could make a selling point of this saying something like: “There will be twelve tickets available 
which will go on sale on 1 June” at the top of your main text on the event. If you want your button to show as soon 
as Alan makes it active, please choose a date in the past. Please note, the ticket start and end times are in GMT 
only (the website does not recognise BST). If the event takes place in British Summer Time please subtract an 
hour on your event start time. For example, 5pm GMT is 6pm BST so if you want bookings to start/stop at 6pm BST 
then take 1 hour off so it shows as 5pm (GMT) in Umbraco.  Please remember to select a start time as well as date 
or it defaults to 12:00 GMT (13:00 BST). 
 
If you would like to offer your members priority booking on an event, you could set the non-member ticket start 
date for a later point in time. This will then give the booker a message when they try and purchase a non-member 
ticket that says: “Available from…”. The ticket should automatically become available when the specified start 
date/time has been reached. Booking member tickets meanwhile will function as normal. This forward dating only 
works as long as at least one main ticket type is available for purchase: 
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‘End date of sale’ – you may like to close sales on your tickets the day before your event or week before to give you 
more time for processing. You can also change the end date of the sale so that ticket type appears sold out. You 
might choose to do this if you have sold enough of that type of ticket or if you do it to all the ticket types available 
the event booking button will drop off entirely. If one of your tickets has expired (the end date/time has passed), it 
shows as “Ticket no longer on sale”. If you haven’t selected a time a default time of 12:00 GMT will automatically 
be applied. Remember when selecting an end time for your ticket to minus 1 hour if the event is in BST. To get rid 
of expired tickets, unpublish the ticket and it will no longer show.  
 
‘Ticket price’ – do not include the £ sign for your price so for £20 just put 20. 
 
‘Progress Ticket name’ – please leave this field blank as this is where Alan Hitch will add the database code to 
connect everything up. 

 

The ‘Special Interest Group / Region or Chapter’ ticket option has an additional box: 

 

In which you can select one of the following options for the type of ticket: 
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Please Note: The website will not cross-reference people buying this type of ticket against their membership so 
groups/regions will have to manually check people’s eligibility by cross-referencing those who purchase this ticket 
against their group or region membership list. 

Please do not ever delete tickets once the event is live as this may impact the database. Instead use the ‘Unpublish’ 
option.  

If you change the prices of tickets please let alan@rps.org know so he can reflect these changes in the database. 

Add Ons 
‘Add On’ are additional things such as ‘lunch’, ‘single room’ or ‘9am talk’ that can be added to a ticket. Someone 
cannot just purchase an ‘Add On’ – they have to be added to a ticket. 

There are a couple of extra boxes that ‘Add On’ have that the ticket types don’t. ‘Total capacity’ and ‘Remaining 
capacity’. You might be running an event at a hotel who could have 200 people in their conference room (so you 
marked the total ticket capacity at 200) but there were only 2 single and 3 double rooms available for overnight 
accommodation. Once the room ‘Add On’ places are sold, they would show as sold out but the remaining tickets 
for the event could continue to sell until they reached 200. 

 

You might be running an event over a day with lots of different talks. You might decide that there were 200 tickets 
available for the whole event but that talks only had a limited number of tickets each. So, there might be a talk at 
9am, one at 11am and another at 2pm each with only twenty places available. Once these slots were sold out they 
would be marked as such but people would still be able to purchase other time slots that were still available: 

 

Here is an example of how you might fill in one of the single hotel room ‘Add On’: 

mailto:alan@rps.org
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The ‘Remaining Capacity’ is so you can monitor how many ‘Add On’ places are remaining. 

‘Save and Publish’ at the bottom right of the screen when you are finished. 

 

What happens next 
When you create Events which require a ‘Book Online’ button, a code has to be added by Alan Hitch 
(alan@rps.org), this is to link it with the database to ensure you get paid.  This can take a day or two so please be 
patient. People will not be able to book onto the event until this code has been added. 

Once you have created your event send an email to alan@rps.org asking him to make it live. Make sure you include 
the Chapter, Group or Region and name and date of the event. Please also let alan@rps.org know if you add an 
extra ticket, change the date of your event, postpone, ticket prices etc. after the event has a button. 

 

When an event has finished 
You should do one of three things as soon as possible after the event has finished: 

mailto:alan@rps.org
mailto:alan@rps.org
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‘No Index’ means that the item will stop 
showing in the RPS Search but also start to 
disappear from things like Google.  To do this 
just slide the button to the right so that a tick 
appears. This option allows you to still link to it 
as it will be live on the site just not searchable. 

 

 

To find the link for your event if you would like to link to it from your microsite but no longer want it to appear in 
the Search. Click the ‘i’ at the top right of the screen and this will open a window including your link: 

 

 

 

‘Unpublish’ at the bottom right of the screen 
(click the little arrow next to ‘Save and 
publish’). This will mean it is stored in 
Umbraco but will not be visible in the public 
facing side of the website. You might decide 
to go for this option if you would like to use 
the event as a template in future (for 
example for a monthly meeting).  

 

 

‘Delete’ will remove the event from Umbraco and the live 
website completely and permanently. You can do this by 
clicking the little arrow by ‘Actions’ or clicking the three dots 
on the event when it is highlighted pink and selecting ‘delete’. 
The delete option will delete all registration details, so should 
be used with caution. 

 

 

If you find that you are unable to ‘Unpublish’ your event and are getting a red error, take out the Progress event 
code and then try again: 
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Copying an event 
You can copy an event by right clicking on it and selecting ‘Copy’. You then have to select the folder it goes into: 

 

In the above list you will also see: ‘Create Content Template’. Please do not ever select this as these are viewable to 
everyone! 

When you have chosen ‘copy’ at the bottom of the folder choice list you will see ‘Relate to original’ and ‘Include 
descendants’: 
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It is important to deselect ‘Relate to original’ so that any changes made on the copy don’t transfer back to the 
original, and specific details of the original (like tickets already purchased) don’t appear on the copy. To deselect, 
slide the buttons to the left so that there is a cross instead of a tick. If you would like to keep any add-ons or tickets, 
keep ‘Include descendents’ ticked. If you don’t require any of the add-ons or tickets, untick it. 

 

Reports – lists of attendees 
At the top left of the screen, next to ‘Content’ and ‘Media’ you should see a third tab called ‘Reports’. When you 
click on this it should offer you the option of producing an ‘Event booking report’ where you can see a list of 
everyone attending in one place. First, click the little arrow (by the number 1 below) – this will bring you up a list of 
your events. Click on your chosen event. Then click ‘Generate report’ (number 2). The website will then generate a 
report for you in Excel form (it may take a minute or two as it has to talk to the database).  

 

Make sure you generate your report before you ‘no index’, ‘unpublish’ or ‘delete’ the event after it has closed or it 
will not show in the list – to make it show again if you have already done this simply publish it again, generate the 
report and then ‘no index’, ‘unpublish’ or ‘delete’ again. 

Cancelling a ticket/removing an attendee from the event registration report 
If someone cancels their place on an event, it is possible to remove them from the event booking report. Download 
the event report, highlight the person/tickets to be cancelled and send it to alan@rps.org where he’ll be able to 
take them off for you. This will also automatically adjust the event capacity to allow those tickets to be re-
purchased by someone else.  

 

 

 

 

 

mailto:alan@rps.org
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Designing your main Chapter, Group or Region page 
Once you have created all your pages such as Committee, Publications etc. you can put together your main CGR 
page. Below and on the following pages are some examples to inspire you.  

Below: Using good elements of design, the Southern Region has created some really nice boxes here – they are all 
the same length, the colours are tonally harmonious and they are panelled so that the two outside boxes leading 
lines are directed towards the centre image. They have used ‘Spotlight’ cards:  

 
East Anglia has also used ‘Spotlight’ cards here to create a striking and engaging result: 
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This page is a brilliant template for 
the type of content it would be good 
to include on your pages. 

Welcome – a background to the 
Group and activities (‘Text’ card). 

Newsletter – you can either view the 
current newsletter as a PDF or in 
ISSUU (a page turning version). This 
is a ‘Spotlight’ card. 

All other cards are ‘Promo’ cards: 

What we do – a page on the benefits 
of joining the Group  

 
Events – go to the main RPS website Search page, select ‘Events’ and then your CGR and press ‘Update Filters’. This 
will link to your events. Copy this link (Landscape Group example circled below) into the link box on the card: 

 
You can also do a similar link to News items in the main RPS website Search if you create them. 

Publications – a page for past publications 
Committee – this could include an image, bio and email contact for each committee member 
Resources – tips and how-to information for landscape photographers 
Join Us – this could link to a page on how to join if you are a Group including  benefits of joining. 
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Here is a great page which includes 
many of the elements of the 
previous example and uses 
fantastic imagery from Group 
members. 

They have also added a link to 
Event recordings – this is a brilliant 
idea and forms a valuable resource 
for their members. You would 
need permission from speakers to 
include these films. 
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This page contains clever use of images. The picture chosen for the Research Day makes a very strong central image 
and the Resources box is a great way to fill a space with the use of a ‘double’ card and wide but thin image. 
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Chapters - It is nice to include a version of your main text in both English and the first language for your country if 
this is not English. Here is a good example from the German Chapter: 

 

Committee pages can either be really simple and clean looking like this: 

 

Or can include information and photographs on the members of the Committee. The Tool cards are a good way to 
display individual committee members with a picture, name, short biography and email address. 

 

Changing your Group or Region picture 
These are the pictures that appear on the main Groups and Regions pages (and also appear in the joining process 
for the Groups).  

Group picture 
This is a very easy change. First click on your Group icon (the little easel), then scroll down the page until you reach 
the Special Interest Group Information section and change the thumbnail image (do not change the title as these all 
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need to be uniform). Images should be no more than 1000px wide please and always use a landscape format 
image rather than square or portrait. 

 

 

Region picture 
This is initially a slightly more complicated change. First, load an image to your media library and call it something 
generic like ‘Region Image’. Then let webadmin@rps.org know and we can link the image up to the page. Then 
whenever you want the picture changed you can change it. You are not going to delete the image – you are going 
to overwrite it.  

To overwrite the image, first click on it in the Media Library (as in number one below), then click ‘Remove field’ (as 
in number two below): 

mailto:webadmin@rps.org
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This will bring up the usual ‘Click to upload’ option allowing you to search for your image on your computer and 
then load it - no more than 1000px wide please and always use a landscape format image rather than square or 
portrait. Then press ‘Save’ at the bottom right of the screen. 

 

Galleries 
There are several ways to add Galleries of work to ‘Landing pages’ using cards. With all these options you can link 
to the Media Library items (so if they are clicked the images open in a bigger screen) but please bear in mind that 
the watermark will not show as it does on the card images so you will need to check with the photographer that 
they are happy with this before choosing this option. 

Galleries without titles or captions 
If you would just like images with no titles or captions ‘Promo cards’ are a good way to achieve this:  
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In these two examples, cards have been created for each image and they have then all been added to the same 
three card container. The website will then mosaic them into the order that leaves the least white space. The only 
card that will have a guaranteed position is the first card you add – in this case the Distinctions Hanging Plan. This is 
how it will look in Umbraco: 

 

Galleries with titles but no captions 
In the example Content Cards have been used with only the Title field filled in:
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Galleries with titles and captions 
If you would like a description under each image, using ‘Content cards’ is a good way to achieve this: 

 

Hiding pages 
If you want to hide a page from the Search then ‘No index’ it. If you want to the page to be extra secure (say for a 
publication that is monthly), then you could also change the name of the page each month and give the new link to 
your members when you email them to tell them the new publication is ready. In the example a random number is 
added tat the end of the page name which would be changed monthly. This would give you a different URL each 
month (in this case it might be rps.org/India/publications-112266): 
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Deleting pages, images and documents 
You are able to delete items such as cards and pages but you must first make sure they are not being used or linked 
to anywhere, otherwise the website will serve a 500 error page because it can’t find the content that is supposed to 
be there. So, a couple of steps: 

• If it’s a page you want to delete – make sure any links to the page are removed/re-linked to other places 
• If it’s a card you want to delete - remove the card from any pages it appears on first 
• If it’s an image you want to delete – remove the image from wherever it appears (on cards/hero images 

etc) and replace if necessary 
• If it’s a file you want to delete – remove any links to the file and replace if necessary 

You can then unpublish the item by clicking on it in the content tree and clicking the arrow next to the ‘Save and 
Publish’ button. You should see the option to ‘Unpublish’. Once you have unpublished, you can right click the item 
in the content tree and select delete. It will put the item in the recycling bin which admin have access to. It will be 
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periodically deleted to prevent us hoarding unnecessary items, so if you accidentally delete something please 
contact webadmin@rps.org as soon as possible, requesting the item be restored. 

 

Scheduling pages/news/events 
You can ‘schedule’ items on the website so that they are hidden until a specific date and time. This is useful if you 
are going on holiday or want things to appear on the website on days you aren’t around. It is also a great idea to do 
this on events as you create them so you don’t have to ‘unpublish’ later if this is your preferred option. 

After creating your item, press ‘Save’ and then click on the little arrow next to ‘Save and Publish’ and choose 
‘Schedule’: 

 

 

This will open the following window: 

 

 

 

mailto:webadmin@rps.org
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For a page that you may want up for a while (with no end date in sight), you could just choose to ‘Publish at’: 

 

To make something that is already published drop off on a certain day you can set it to ‘Unpublish at’. This could be 
useful if you wanted an event to disappear after it has finished without you having to go in and manually do this. In 
the example below, I may be running an event on May the 31st that is from 10am-4pm so I have set it to unpublish 
at 4pm on that day: 

 

For things that you only want up for a very specific time, you could set the ‘Publish at’ and ‘Unpublish at’ fields: 
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Anchors 
Anchors are menu items on pages that ping you down to another place on the page. They are a little more technical 
so please don’t feel you have to include them if you don’t feel confident: 

 

For example, if I was to click ‘Falmouth’ as in the example above it would whizz me down to the Falmouth section 
of the Qualifications page. 

First you need to highlight the bit of text you want to click from in your menu – here I have highlighted ‘Falmouth’: 

 

Then you need to click on the link icon: 
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This will open a pop-up window. Here is where you need to create your ‘anchor’: 

 

In this case, I have created the following anchor: 

 

You always need to put a hash symbol # first. Then I have chosen to put in ‘FA’ to identify my anchor. This means 
that the completed anchor is #FA (I chose FA for the first two letters of Falmouth – keep anchors short). 

Once you have created your anchor you need to locate it to the place it needs to jump to on the page. 

 

To link your anchor to a block of text 
First click on the source code icon: 
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And then copy and paste this with your anchor code in it into the bit of text you want it to appear in – make sure 
you copy and paste it between paragraphs if you can so you don’t mess up the HTML (after a symbol like this /p): 

<p><a name="FA"></a></p> 

You don’t need the hash # icon in this.  

Here is an example of anchor in a piece of text: 

 

This is what it will look like in the body copy box after you have pressed ‘submit’ - a little anchor: 

 

You have now completed this anchor. 
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To link your anchor to a card 
The easiest way is to link to a section, so for my ‘Falmouth’ anchor I have linked it where indicated below: 

 

Here is the Qualifications page layout. Section 7 is the title just above the brown spotlight card in the screenshot. 

 

Again, press the source code icon: 
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And then simply copy and paste the following into it and adapt to your uses: 

<h2 id="FA">Falmouth MA and BA(Hons) Top-Up Photography</h2> 

Again, you don’t need the # hash symbol before your anchor (FA in this case). 

Leave the ‘Title’ box blank or you will end up with the title text twice. 

You have now completed this anchor. 

 

Anchor URLs 
Anchors have their own URL you can share with people to direct them to specific bits of pages. For example, when I 
click on ‘Falmouth’ in the top menu of the Qualifications page the link changes to: 

https://rps.org/qualifications/#FA 
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