Some Guidelines For Transferring text from the old site to the new.

Ideally we want to remove all the BLOCK CAPS and go for a consistent look and feel to all the pages. This can be accomplished using a 3 step process.

First, copy the text from the old site into a plain text editor (notepad on windows). This will clear all the formatting from the text, making it black and a standard font.

Next copy and paste the text from notepad into Word or Libre Office or any other word processor that allows you to change the case of the text. Select all the text and change the case to “sentence case”. It is probably a good idea to spell-check it at this stage although this can also be done in WordPress.

Next copy and paste this text into the WordPress page you are editing.

Apply the style heading 2 to the Title and so on.

Don't forget to press the blue update (or publish if a new page) button on the right so that everything is saved. 

Pictures

Pictures can be transferred using the right click / save as method and you should make sure you have all the pictures you need before starting the page. Ignore this if you have the originals.

When adding pictures It is best to make as many changes as are needed when uploading the picture. 

Captions should be added at this stage as they will stay with the picture if it is later moved or copied to a different page.

Pictures at the top of pages should have the “alignment none” attribute applied. Pictures that will be amongst text can have “left” or “right” applied and you will see the text wrapped accordingly.

Very large pictures may need resizing before uploading – you may use whichever programme you are most familiar with to accomplish this – but remember to keep the aspect ratio the same. I use Google Picasa to manage my photos and it has a very good export routine which allows resizing as part of this.

Generally the medium size setting on the pictures will give the best result unless there is a need for larger or smaller pictures. 

Menus

The PSG site has a custom menu applied. If you add a new page or section you'll notice that it doesn't show up on the main menu by default. You need to go to the Appearance/menu page and select your page from the list of pages at the middle left and click add to menu. It'll appear at the bottom of the list on the right and you can now drag it to where you want it to go. Press the save menu button and it'll appear where you put it in the main menu when you view the site. You'll see that the menu is arranged hierarchically and that when sections are dragged their sub pages go with them. Don't change the Menu Name at the top as this will disable the current menu.

This should cover most of the stuff needed to successfully transfer the old style site to the new one. Contact the webmaster if you have any problems and he'll be glad to help you out.
