
Editing Group Text

The text that is displayed about a group can easily be edited.

NOTE: TO CHANGE THE FEATURED IMAGE PLEASE CONTACT 
webmaster@monmouthu3a.com

*COPYRIGHT LAWS  - YOU MUST NOT USE ANY IMAGE YOU FOUND ON THE INTERNET

1. Logon to the website and open the Dashboard

2. Click on the Groups menu item on the left hand side to display a list of groups

3. Find the group you want to edit by using the pagination buttons or the search 
tool

4. Click on Edit to open the WordPress editor. Change the text by using copy and 
paste or by typing.

5. To change the date / time / location that the group meets scroll down to 
Excerpt. Edit the excerpt text but leave in the <br/> characters at the end of 



Date and Time. If the location has changed and you need a different hyperlink 
please contact webmaster@monmouthu3a.com

6. If you do change the date and or time you need to amend the additional 
categories on the right hand side.

7. Click on the Update button on the right. Wait for it to be saved.



8. There is no Exit button on this screen! In the left hand side under Groups click 
on All Groups to see your group.

9. View the website and check that the group text is correct. 


