
Contributing to the Cooperative Council Toolkit 
 
There are two ways of contributing to the cooperative council toolkit – you can either leave a comment 
on an existing post or page, or create a new post. 
 
Leaving a comment 
 
Comments are additions to posts that other people have created. They can be used to add your 
thoughts on the topic and to add to the collective knowledge of that subject.  
 
Underneath every post there is the option to “Leave a comment” as highlighted in the screen shot 
below. 
 

 
 
This will open a box underneath the post where you can type your thoughts on the post. You don’t need 
to be registered to use the website to leave a comment – you can do so as a Guest although you do 
need to supply your email address so that your comment isn’t marked as being “spam”. 
 

 
 



If you are registered with Wordpress, or alternatively Twitter or Facebook, you can sign-in to leave your 
message. Just click on the appropriate icon below the text box. The advantage of this is it enables 
readers to see where the same person has contributed, it means you can keep track of where you have 
made a comment, and it allows you to share your comments through Twitter or Facebook. 
 
Creating a post 
 
Posts are articles on a particular topic. Through the toolkit we want people to write posts that help us to 
share our experience, knowledge and expertise to widen our knowledge about the practical tools to 
help us work cooperatively. 
 
To be able to create a post you need to have registered for a Wordpress account, and be included as a 
contributor to the toolkit. Please contact the toolkit administrator to be added as a contributor.  
 
Once you are registered, log in to Wordpress and go to the toolkit. Across the top of the page is a black 
bar, and if you hover over Cooperative toolkit a menu will drop down. Hovering over New will make 
another menu appear. Click on the Post option. 
 

 
 
This brings you to the page that allows you to create a new post. 
 

 
 
There are four things to include when you create a new post on the toolkit: 
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mailto:jbennett7@lambeth.gov.uk?subject=Contributor%20to%20the%20Cooperative%20Council%20Toolkit
http://wordpress.com/


1. A title for your page – make it sound interesting so more people will want to read your post! The 
title automatically becomes part of the URL for the post you create. 
 

2. The content of your post – try to be clear and concise in what you write, and remember that the 
toolkit is to help with practical advice on cooperative ways of working. The buttons above the 
text box allow you to edit and format your text (e.g. bold, italic, cut, paste, bullet points etc). You 
are not able to alter the font or size as it is pre-determined by the website. You can insert 
headings in a larger font if necessary by clicking the drop-down box where it says Paragraph. 
You can include links to other websites or other pages on the toolkit by highlighting the text that 
you want to include as the link and clicking the button that looks like two links of a chain. This 
brings up a box where you just type the URL of the site you are linking to and press Add Link. 
 

 
 
Images (and documents such as pdf files) can also be included in posts. Make sure the cursor 
in the text box is at the point where you want to include the image. Just above the text 
formatting buttons it says Upload/Insert and has three icons. Click on the first icon which is to 
Add Media. 
 

 
 
Click Select Files and choose the images or documents you want to add. This will upload them 
to Wordpress and insert them into the Media Gallery for the site. Once the item has been 
uploaded, scroll down the page and edit the item as necessary. 
 



 
 

3. All posts need to be categorised. Select the category (or categories) from the list provided that 
relates most appropriately to your post. 
 

4. All posts also need tags. These are keywords that highlight the topics you are posting about. 
You can either “choose from the most used tags” and/or add new tags. 

 
Once you have covered these four elements your post should be ready to go live on the site. The 
Preview button in the top righthand corner allows you to see what your post will look like before you 
make it live. This is a good idea so that you can check what the post will look like and make any 
necessary final edits.  
 
When you are ready to make your post publicly available, click Publish. This immediately includes your 
post on the toolkit and sends an email to all the people who have subscribed to the toolkit notifying 
them of the new post. 
 
 
 
 
 
 
 
 
 
 

The title will flash up when the cursor 
is hovered over the image. 

Choose whether you want the image 
to be aligned left, right or centred. 

Images can be used as hyperlinks – 
just insert the URL here. 

When you have finished editing, click 
Insert Into Post. 

If you need any further assistance in posting to the Cooperative Council Toolkit, you can contact: 
 

• John Bennett, jbennett7@lambeth.gov.uk, 020 7926 6452 
 

• Rob May, rmay@lambeth.gov.uk, 020 7926 0034 
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