
CWPC Website – WordPress 
How to attach a document containing the minutes to the word “minutes” in the text.  

Before attempting this you need to understand how the tables are created in your version of 
WordPress.  

Tables 
There are several sets of tables in the website that contain words like agenda, minutes, annex etc. 
These words may have the associated documents attached to them in the form of an HTML link to 
the document. 

In the editor view in WordPress a table is defined  by text which is encapsulated by a starting and 
ending tag called table. Between the starting and ending tags are a series of comma separated 
values. The commas indicate the end of text in a cell.  

It works like this.  A table containing three columns and three rows would be defined like this: 

[table]Row 1 Column 1, Row 1 Column2,  Row 1 Column3 
Row2 column1, Row2 Column 2, Row2 Column3 
Row3 column1, Row3 Column 2, Row3 Column3 [/table] 

This will produce a table that looks like this 

Row 1 Column 1 Row 1 Column 2 Row 1 Column 3 
Row 2 Column 1 Row 2 Column 2 Row 2 Column 3 
Row 3 Column 1 Row 3 Column 2 Row 3 Column 3 
 

The first row has special characteristics and often contains the headings for the columns. The table 
width is automatic based on the size of the text, long items of text will wrap around to two or more 
lines.  

If you wish to place a comma in the text  you want to add that needs to go into a cell in the table 
then you need to use quotes around the text like this: ‘Works, Services & Planning Committee’ 
otherwise the comma after Works “,” will force the text Services & Planning Committee into the 
next cell. 

If a cell is empty in a table you still need to apply the formatting. So for example if the second row of 
the table above had an empty cell in Row2, Column2  and Column 3 that line would look like this. 
With a second comma at the end of the line and no text.  

Row2 column1,  , 

Original line with a value in  Row 2 Column 2 and Column 3 looked like this: 

Row2 column1, Row2 Column 2, Row2 Column3 



Step 1 Document Preparation 
When you have finished creating or editing a document and it is ready for publication, create a PDF 
version of it using either Adobe PDF, or a free application such as Primo PDF.   

I recommend that you only upload PDF versions of the documents and not editable versions of Word 
or Excel documents.  It is not advisable to scan documents for several reasons: 

• Scanning a document takes a lot of time 
• What is produced is an image rather than text 
• The file size is much larger and will take longer to upload and download 
• An indexing mechanism cannot interpret an image, whereas it can extract information from 

a text based document. Which means you may be able to search PDF documents from the 
website that are based on text.  

Step 2 Log into the website 
Log into the website at this address: 

http://www.cwpc.org.uk/wp-admin 

Log into the system using your username and password. 

Step 3 Upload the document 
From the menu on the left select  Media and then Add New.  

Click on Select Files in the centre of the screen which will open up a dialogue box on your computer 
which you can use to locate the file to upload.  

When you have located the file upload it.  

The screen will show the item you uploaded with a thumbnail or image representing what has been 
uploaded.  

Click on Edit.  

There are some form entries to fill in. It is not absolutely necessary that you fill them in, but I would 
advise you to enter a very short description in the Caption area, then copy and paste it into the 
description area. Also unselect the “Allow Comments box” and the “Allow Trackbacks and 
Pingbacks on this page” box. The text you have entered will come up if someone independently 
does a search on the site. In which case the document will appear as a link on a page and the 
description is useful to describe where the link will lead.  

On the right side of the screen is a Save dialogue box. Place your cursor in the area where the File 
URL is present and highlight a few characters. Then right click and select all and copy.  

Finally click on the blue button which says Update (or publish).  

http://www.cwpc.org.uk/wp-admin


You have now saved the document on the server and some information about it, you also have the 
absolute location of the document which you will use next.  

Step 4 Locate the text where you need to add the link 
Return to the Dashboard view, and select Pages or Posts depending on where you wish to place the 
link. Identify the page where the link needs to go.  Open it in Editor view.  

Locate the text you wish to add the link to, or if the text is not present add the text in.  

Note that with the table if you need to add Agenda or Minutes, then write the text into the table 
paying attention to the comma separated values to retain the integrity of the table.  

If your entry looks like this: 

Tuesday 7 May 2013, Council Chamber, Annual Council , , 

And you need to add Agenda in there then you add it in like this: 

Tuesday 7 May 2013, Council Chamber, Annual Council , Agenda , 

Highlight the word Agenda using your cursor. Then using the icon symbols in the menu select the 
one with the three chain links on it. When you place your cursor over the icon it will say “Insert/edit 
link” Click on this.  

A dialogue box will appear with the first entry as URL with http://  in the box and it is highlighted.  

Place your cursor into this box and right click and paste. This writes the URL to the file you just 
uploaded.  

Click on the box below which says Open link in a new window/tab 

Then say Add Link by pressing the blue button at the bottom of the form.  

Next Update the page (button on the right of the screen). Your edits are now written back to the 
server.  

Step 5 Testing the change 
When the page has been successfully saved. A yellow strip will appear across the top of the 
dashboard view. Click on view page to see it in a browser.  

Identify the change you have just made. Verify that the table has displayed properly and locate the 
link, click on it to confirm that the document loads correctly.  

If it does not go back and check through the steps you have made.  

 

(end document).    
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