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	WHAT’S COVERED IN THIS TUTORIAL?


These instructions provide guidance on using the text editing box to:
1. Create sub-headings
2. Add links to pages within the site
3. Create bullet and numbered lists
	1: SUB-HEADINGS


For extended passages of text, add sub-headings. To do this:

1. Type a sub-heading above a paragraph of text. A phrase from the text often works well as the sub-heading. 

2. Make sure there is a paragraph space before and after the sub-heading (to achieve this, press Return).  

3. Select the sub-heading.

4. Click on the downward-pointing arrow next to the word Normal at the top of the text entry box on the Add words tab.  Select Sub-heading.  

The sub-heading will change appearance, but will not be styled correctly in the Add words box.  To see it as it will appear in the final page, go to the Preview tab. 

	2: LINKS WITHIN THE SITE


Where the text mentions topics that are covered elsewhere on the website, create a hyperlink to the relevant page or category. To do this:


1. Open another copy of the website in a new browser window

2. Browse to the page or category you want to link to

3. Copy the part of the address that comes after the ‘slash’ that ends the main site root.  For example, for this page:

http://www.mybrightonandhove.org.uk/page_id__5588_path__0p115p189p964p.aspx 
copy only the following part of the address:

page_id__5588_path__0p115p189p964p.aspx 

4. Go back to Add words screen and select the word or phrase you want to link from. 

5. Click on the Create link button (a picture of the world with a chain over it) 

6. Paste the address into the URL field

7. Click on OK

	3: BULLET AND NUMBERED LISTS


To create a bullet or numbered list:
1. Type out each item of the list, separating each item from the next item by a paragraph return.
2. Highlight the entire list.

3. Select the relevant button for bullet or numbered list.

Trouble-shooting

If you are getting into trouble with a list, it’s often easiest to start by getting rid of any existing formatting.  Do this by using the backspace key to delete all the spacing between items in the list. For example:

ApplesPearsOranges

Then add the paragraph returns:
Apples

Pears

Oranges

Then highlight the list and select the relevant button for a numbered or bullet list:

· Apples

· Pears

· Oranges
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