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Accessing the NAES Website 
To access the front facing NAES website please go to: www.naes.nhs.uk  

 

 

 

http://www.naes.nhs.uk/
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Logging In 
To Log In as an Editor on the NAES site you will first need to be setup with a user account by the 

Web Development Team.  Once this has been setup you will receive an email notification, like the 

one below:  

 

In the email notification you will be asked to setup a password for your user account by following 
the link provided in the email.  Once you have setup your password you can then login to the NAES 
Website using your new username and password.   The website address for the NAES Login page is:  
www.naes.nhs.uk/wp-admin 
 
Once at the Log In screen you will need to enter your new Username and Password and press the 

Log In Button – as shown in the screenshot below: 

 

http://www.naes.nhs.uk/wp-admin
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Browsing 
Once you have successfully logged in you will be brought to the User Profile section on the Admin 

area of the NAES Website, it will look similar to the screenshot below.   

 

User Profile Section 

In this section you will find a few limited options on things that you can do with your user account - 

more details on some of these options are given below: 

 Admin Colour Scheme - Change your editing colour scheme to the colour scheme of your 

choice; this will be unique to your user account.   

 First Name/Last Name - Edit your first and last name, as and when needed to correct errors, 

corrections or a change. 

 New Password - Here you can change your password, either by generating a new one 

automatically or setting your own unique password. 

To confirm or set any of these changes you must press the Update Profile button.  
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Editing a page 
In order to edit a page on the NAES site you need to locate the Pages tab on the left hand side.  

There are two ways you can open the pages section; via the ‘All Pages’ view or the ‘Tree View’ – we 

suggest using the Tree View as it is easier to see where pages are located in a hierarchal view and 

what sub-pages are below sub- sites. 
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Once you have selected how you would like to view the pages you then need to find the page you 

wish to edit, for this example we will use ‘Eye Care’ 
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Upon clicking the page to edit you will then be brought to the editing view of the page, as shown in 

the example below: 

 

 

Page Editing Toolbar 

In the editing view you will notice the toolbar above the page content; this is called the Page Editing 

Toolbar.  The toolbar is demonstrated below, some of the editing tools you will recognise: 

 

If you want to find out what a particular button does, simply hover over the icon for further 

information on its actions: 
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Hyperlinks 

You can link to other pages and websites by using Hyperlinks.   

To make a hyperlink write the wording of what you want to be displayed on the page, for example 

‘www.google.co.uk’ then highlight the text and click the Link Button on the Page Editing Toolbar. 

       

 

You will then be asked to put in the web link of where you want the link to go, for this example we 

have used: http://www.google.co.uk 

 

Then click the blue Apply button and your web link is now created. 

Adding Media 

Adding Images or Documents into your web page may be necessary depending upon what you are 

trying to achieve.  The process of adding Documents or Images is the same process; follow these 

steps for adding either Media. 

You should have your documents or images ready in an area of your computer that is easy to locate.  

Then you will need to find the Add Media button above the Page Editing Toolbar: 

 

 

 

c 
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You will be brought to the Insert Media screen, once in here you can upload your media.  You can do 

this by pressing the Select Files button and browsing to where the files are located; or you can 

simply drag and drop your document or image onto the Media uploader.   
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Once your file has been uploaded you just need to press the Insert into Page button on the bottom 

right hand corner of the uploader to place it on your page. 
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Saving changes 
 

After you have finished editing and making changes to the page you are working on you will need to 

save your changes to the live web page. 

 

You have two options when saving your changes; you can preview your changes in the preview 

environment and then you can update the page on the NAES Site.  Or you can just update and make 

the changes live straight away on the NAES Website without previewing them. 

 

 

 

 

 

 

 

 

 



 

Developed by Rachel Hodgson (Web Services) - Version 1  Page | 13 

Update Page straight to Live NAES Website 

 

To update the page straight onto the Live NAES Site simply press the Update button located on the 

right hand side of the screen. 
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Preview Changes before updating to NAES Site  

 

To preview the changes that you have made before they are made live on the NAES site - press the 

Preview Changes button.   
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On clicking this button you will be brought to a preview of the web page: 

 

Once you are happy that your changes to the page are correct you can then go back to the editing 

environment to update the live web page. 

To get back to the page editor screen go to the toolbar at the top of the page and select Edit Page – 

this will bring you back to the page editing screen.  From here you can now follow the steps above to 

make the changes live.  Go to Update Page straight to Live NAES Website for further guidance.  
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Adding a new page 
To add a new page to the section you are working on, go back to the Page Tree View of the NAES site 

and hover over the area that the page falls under and you will see the option - Add New Page.  You 

will most likely want to add the page inside your current section, select the Inside option; this will 

then place the new page inside this section.   

 

After you have pressed this option you will be asked to enter a name for your new page.  Type the 

name of your new page into the input box and when you are finished click the Add button.  If you 

have several new pages that need adding you can create multiple new pages at once.  To do this 

simply move down to the next input box and type in the other new page names and then press Add 

once you are finished naming/creating all the new pages.  
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Deleting a page 
 

To delete a page click into the page that you need to delete and within this area find the Publish 

section and press the ‘Move to Bin’ button. 

 

 

 

 

 

 



 

Developed by Rachel Hodgson (Web Services) - Version 1  Page | 18 

 

 

Logging Out 
Once you are finished with your editing on the NAES Website you will need to Log Out.  To Log Out 

of the Admin Area on the site go to the top right hand corner of the screen where it says: 

 ‘Hi, -----Your Username-----‘ and press Log Out. 

 

 

 

Help and Contact information 
For any help with anything that is not covered in this guide please contact a member of the web 

team on the contact details below: 

Rachel Hodgson: Rachel.hodgson2@nhs.net / Ext. 57813 

Paul Fearnley: P.fearnley@nhs.net / Ext. 51188 

Mark Greenwood: Mark.Greenwood1@nhs.net / Ext. 51002 

Simon Hawtin: Simon.Hawtin@nhs.net / Ext. 57397 

mailto:Rachel.hodgson2@nhs.net
mailto:P.fearnley@nhs.net
mailto:Mark.Greenwood1@nhs.net
mailto:Simon.Hawtin@nhs.net

