
Crafted by  
Burning Leaf Creatives 
burningleaf.co.uk 
May 2018

WEBSITE USER GUIDE
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Creating an active 
Bromley through 
sport and physical 
activity 



This guide has been crafted to support members of our  team when they are wanting to update, 
change and add to our website, www.proactivebromley.org.uk.  

ABOUT THIS GUIDE

This guide has been crafted around the following contents: 

1 - Introduction to our website 

2 - Design rules  

3 - Adding new pages 

4 - Updating pages 

5 - Adding news and events 

6 - Adding new users



Our website was launched  in Easter 2018. 

The website is designed using WordPress - an awesome powerful website content management 
system (or CMS). 

1 - INTRODUCTION TO OUR WEBSITE

1.1 - How the website is designed 

A / Primary menu 

B/ Featured image on rotating carousel 

C/ Secondary menu and overlay 

D/ Featured information title 

E/ Page title 

F/ Page content 

G/ Navigational menu  

H/ Footer 

I/ Logo 

J/ Contact details 

K/ Search bar 

L/ Latest news 

M/ Privacy statement  

N/ Reference to website crafters 
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Our website content is split into two main section: 

1 - Pages 

General information that we want people to know about us. Covering: about us, find clubs and 
activities, and contact us.. 

2- Posts  

Information about our events and news.  

The vast majority of the pages can be found from the primary menu. 

The menu is designed around four sections: 

1 - Where to start 

2 - Find a club or activity 

3 - News 

4 - About us  

5 - Contact 

1.2 - How our website is built 

1.3 - How our website is structured



Our brand is a beautiful thing.  

Enormously powerful. Enormously fragile. 

Building a brand takes vision. 

It takes passion and sweat. 

And perhaps most importantly, it takes discipline. The discipline to never waiver from our DNA and 
what our message to the world is. 

These design rules have been created so the key elements of our brand are not just in the hearts and 
minds of a few, but in all of you who will touch this brand and share it with the world. 

You are the trusted keepers of the brand—and you have a responsibility to pass it on to the next 
keepers. 

It is impossible to overemphasise the importance of brand consistency. 

Endless studies prove consistency increases awareness and helps cement an emotional connection 
to a brand. 

The more single-minded we are, the more powerful our brand will be. 

It's that simple. 

2 - DESIGN RULES 



PROACTIVE BROMLEY WEBSITE DESIGN RULES 

Heading 1 (Title)

Font - calluna-sans-1 - 300 
Style - normal 
Weight - 300 
Size - 52px 
Line Height - 65px 
Color - #6d6d6d 

Heading 2

Font - calluna-sans-1 - 300 
Style - normal 
Weight - 300 
Size - 28px 
Line Height - 42px 
Color - #6d6d6d 

Body

Font - Alegreya Sans - 400 
Style - normal 
Weight - 400 
Size - 21px 
Line Height - 36px 
Color - #333333 

Hyperlinks

Color - #1A759A 

Action: 

1/ Open page or post in Proactive Bromley 
website: 
Open in same window 

2/ Open another website, e-mail or document: 
Open in new window 

Document: 
Include document format and size in brackets -  

E.g. Pro-Active Bromley Strategic Framework 2017 
to 2022 
[PDF, 12 pages]



Typography exists to honour content. 

It helps guide the reader's eye.  

One of the most important techniques for effectively communicating (or “honouring”) content is the 
use of typographic hierarchy. 

Typographic hierarchy is a system for organising type that establishes an order of importance within 
the content, allowing the reader to easily find what they are looking for and navigate. 

It helps guide the reader’s eye to where a section begins and ends, whilst enabling the user to isolate 
certain information based on the consistent use of style throughout a body of text. 

There are a few basic methods for establishing a visual typographic hierarchy: 

Size 
This is the easiest and most common method 
for establishing hierarchy. Headings, sub 
headings and text should have different sizes. 

Weight 
Our typefaces have been chosen to use bolder 
weights of fonts to help separate headings, sub 
headings and text. 

Colour 
Colour plays a big role in what our eye sees as 
primary and secondary. Colours can be used to 
separate headings, sub headings and text. 

Position 
Where sections of information are positioned in 
relationship to each other can establish a 
hierarchy. 

Combination 
These methods can be most effective when 
used in combination with one another. This is 
the fun part – deciding what combination is right 
for your content and layout!

Spacing Matters 
One of the most important concepts in type design 
is spacing. 

Proper typographic spacing is critical in establishing 
hierarchy; it can make the difference between 
confusion and clarity. It is used in the majority of 
hierarchical systems. 

White space 
Another key concept is white space. 

Don't be afraid of it, it helps to create heirarchy and 
improve usability. 

Embrace the white space! 



Images are important - 
let's treat them properly. 

When we create or 
amend our website pages 
and posts, only use 
images that: 

1/ add to the user 
experience 

2/ are high quality  

3/ we have permission to 
use  

Image sizes: 

Page featured image -  
1500px x 600px 

Post featured image - 
1500px x 600px

IMAGES

Examples of photography that we use: 

PHOTOGRAPHY

Examples of images that we use: 

IMAGES



There will be times when we need to add new pages. 

Doing so correctly is key to keeping trust in our website.

3 - ADDING NEW PAGES

A/ Login to the website

To login to the website go to www.proactivebromley.org.uk/wp-admin. 

Type in your username and password. 

If you do not have a current WordPress account, go to section 6 of this guide. 

B/ This will open the dashboard 

On the menu on the left hand side, click on or hover over Pages, then choose Add New. 

C/ Creating a new page 

The different parts of the page are: 

A - Title 
This is the page title. 

Keep it short and simple. 

B - Content  
This is where the page content goes. 

You can use the Text format bar to use the 
headings, bold and bullet point text. 

You can also add hyperlinks.  
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C - Position in website hierarchy 
If the new page is a sub-page to an existing page, choose the 'parent' page from the drop down list. 

If the page is a stand alone page, leave as (no parent). 

D - Page format 
Change this to 'Full width'.   

E - Set featured image 
Click here to add or choose your featured images.  

The size of the featured image for a page is 1500px x 600px.  

F - Likes and shares 
Untick both of these boxes.   

G - Location 
Leave this blank. 

H - Excerpt  
Add a short sentence to describe the page.  

This is the sentence that Google shows in a search result.  

I - Slug  
This is where you can change and customise the page url, or website link.  

Try and keep this short and relevant.  

J - Publish  
If you are ready to publish, click Publish - and the page will be live. 

K - Save Draft 
Alternatively, save the page here and come back to it later to publish it.  



There will be times when we need to amend our page - if an event has passed, we stop providing a 
service or if we have something extra to tell our families. 

4 - UPDATING PAGES

A/ Login to the website

To login to the website go to www.proactivebromley.org.uk/wp-admin. 

Type in your username and password. 

If you do not have a current WordPress account, go to section 6 of this guide. 

B/ This will open the dashboard 

On the menu on the left hand side, click on or hover over Pages, then choose All Pages and find the 
page you want to amend. 

Alternatively, if you are logged into the website, find the page in the website, scroll down and just 
before the footer, click Edit Page. 

Then make the changes and click Update. 

Alternatively, save the page here and come back to it later to publish it.  



To tell people about our events, you need to add a new post.

5 - ADDING NEWS AND EVENTS

A/ Login to the website

To login to the website go to www.proactivebromley.org.uk/wp-admin. 

Type in your username and password. 

If you do not have a current WordPress account, go to section 6 of this guide. 

B/ This will open the dashboard 

On the menu on the left hand side, click on or hover over Posts, then choose New Post. Then choose
Switch to the improved editor. 

Alternatively, if you are logged into the website, choose Write in the top righthand corner of the screen. 

C/ Creating a new post 

The different parts of the page are: 

A - Title 
This is the post title. 

Keep it short and simple. 

B - Content 
This is where the page content goes. 

You can use the Text format bar to use the 
headings, bold, add a quote and bullet 
point text. 

You can also add hyperlinks and add lines 
to break up the text. 
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C - Categories & Tags 
Here you can add the categories and tags for the post. These help the website to organise the 
information and for Google to find the information in a search. 

There are some categories and tags already built in. 

D - Set featured image 
Click here to add or choose your featured images.  

The size of the featured image for a page is 1400px x 300px. Find out more on page 10. 

E - More options  
Use the sections in here to customise more -  

(i) - Slug 
This is where you can change and customer the page url, or website link. 

Try and keep this short and relevant. 

(ii) - Excerpt 
Add a short sentence to describe the page. 

This is the sentence that Google shows in a search result.  

(iii) - Location 
Click here to add the postcode for the event.  

F - Publish  
If you are ready to publish, click Publish - and the page will be live. 

G - Save Draft 
Alternatively, save the page here and come back to it later to publish it.  



There will be times when we need to add new administrators.

6 - ADDING NEW USERS

A/ Login to the website

To login to the website go to www.proactivebromley.org.uk/wp-admin. 

Type in your username and password. 

If you do not have a current WordPress account, go to section 6 of this guide. 

B/ This will open the dashboard 

On the menu on the left hand side, click on or hover over Users, then choose Invite New.  

Type in their e-mail, choose the access level (see below), add a message if you want to, and then click 
Send Invitation. 

User roles determine the access level or permissions of a person authorised (invited by an 
Administrator) to use a WordPress.com site. 

All of your site’s user roles can see the stats: Administrators, Editors, Authors, and Contributors. 

Summary -  

Administrator – nothing is off limits. 
Editor – has access to all posts, pages, comments, categories, tags, and links. 
Author – can write, upload photos to, edit, and publish their own posts. 
Contributor – has no publishing or uploading capability, but can write and edit their own posts until 
they are published 
Follower (public sites) / Viewer (private sites only) – can read and comment on posts and pages.

Each user role is capable of everything that a less powerful role is capable of. (In others words, Editors 
can do everything Authors can do, Authors can do everything Contributors can do, and so on). 

Find out more at https://en.support.wordpress.com/user-roles.  

User Roles 
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