
Using TinyMCE 
The WYSIWYG editor in My CA 

 

Whenever you are creating or editing content in My CA you will find a toolbar at the top of the editing pane 
that looks like this: 

 

 

 

Many of the buttons on the toolbar will be familiar to you if you use any sort of word processing 
programme such as Microsoft Word.  The toolbar that provides this WYSIWYG (what you see is what you 
get) feature within My CA is called TinyMCE.  Here it is again with each button numbered so that they can 
be referred to in the text that follows:   

 

 

 

Buttons 1, 2, 3 and 4 format text.  To use them, select the word(s) you wish to format and then click on the 
appropriate button thus: 

B produes bold              I  produces italic             U produces underlined              ABC produces strikethrough 

 

Buttons 5, 6, 7 and 8 align text in a paragraph to the left, centred, to the right or justified respectively.  
Select the paragraph you wish to align and then click on the appropriate button. 

 

Buttons 9 and 10 produce indented lists, the first with bullet points and the second with numbers.  Produce 
your list first, then select it and click on the appropriate button. 

 

Button 12 indents paragraphs to the right.  Highlight the paragraph you wish to indent and then click on the 
button one or more times to produce the indentation you require.  If you go too far, use button 11 to 
reduce the indentation. 

 

Button 13, far from being unlucky, is the most useful of them all.  It is the undo button!  If you make a 
mistake, just click on this one or more times until you return to something that you are happy with. 



 

Button 14 inserts a link to another page, either on the My CA site or anywhere 
else on the web.  First highlight the text you wish to make into a link and then 
click the button and this dialogue box will open.   
The best way to find out the URL you require is to open another instance of 
your browser, navigate to the page in question and then highlight and copy the 
URL onto the clipboard.  Now you can return to this screen and paste the URL 
direct into the box.  If the page is on the MyCA page you can leave out the bit 
before the first single forward slash: e.g.  http://camembers.org.uk/node/59    
becomes  /node/59 
Choose whether to open the link in the same or a new window. 
The Title is what you see when you hover your mouse pointer over the link and 
the Class determines the formatting of the link word(s) – see Button 17. 
Button 15 removes a link if it is no longer required. 

  

 

Button 16 adds an anchor – a marker in your text that you can use at the end 
of an URL to open the page at that point.  It can be useful in long documents. 

  

 

Button 17 allows you to apply one of two styles to your text.  To produce a 
heading, type the text first and press ‘Return’ to produce a paragraph.  Now  
highlight the text, click on the down arrow to the right of the box that says 
‘Styles’ and then click on ‘Heading.’  The style w ill enlarge the text slightly, 
make it bold and introduce some extra spacing both above and below.  
‘N orm al’ returns the text to norm al if you change your m ind. 

  

 

Button 18 is for the use of Section Secretaries and administrators only allowing 
them to insert an image onto a page.  Before this button can be used you must 
first upload the image you wish to use but you can only do this if you have the 
necessary privileges.  Once you have uploaded the image, click in the position 
you wish it to appear and click on the button. 
Copy and paste the URL from the upload screen into the Image URL box. 
Image description is the text that appears if the image cannot be found. 
If you wish, choose an appropriate alignment.  The descriptions all refer to the 
position of the image in relation to the text.  Thinking of your image as a very 
large capital letter will help you understand this concept.  
The remaining four boxes enable you to adjust the size of the image and the 
space around it.  If you prefer, you can adjust the size of the image visually by 
clicking on it and dragging the ‘handles’ to stretch or com press it. 

 

 

Button 19 brings up a Search screen you can use to find specified text on your page. 

Buttons 20, 21 and 22 are the normal cut, copy and paste with which you will be familiar. 

Button 23 brings up a selection of ‘Sm ilies’ or ‘Em oticons’ as they are som etim es called that you can add to 

your page to make it a little more light-hearted.    

Button 24 performs a spell check. 

Line spacing 
Every time you click on Enter, TinyMCE assumes that you want a paragraph and adds a space equivalent to 
a blank line.  If you want to move onto the next line without a space, hold down Shift whilst you click Enter. 



Working in HTML  
 

If you have no idea what an HTML tag is you can safely skip this section altogether but, if you are familiar 
with working with HTML you may prefer to format your text in this way.  To do so, click on disable rich-text 
just below the editing pane: 

 

 

This will hide TinyMCE and present you instead with the HTML tagged text which looks like this: 

 

 

If you are familiar with HTML you need no further help from me.  However, you may wish to know that, if 
you click on My Account | edit | TinyMCE rich-text settings, you can change the default state to disable 
TinyMCE so that you are presented with the HTML screen whenever you create or edit content.  If you 
choose to do this, you can always bring back TinyMCE on a particular editing pane by clicking on 
enable rich-text. 
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