Manual Squarespace
Start editing click Website since they’re at the top of the menu.
Every page on your website is listed here. 
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Editing page settings
To edit the Page Settings, roll over the name to find the small gear icon and click it.
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In Page Settings, you can tweak your page title and navigation name and URL. Page Settings are useful if you want to know how to duplicate a Squarespace page. Go to Page Settings → General and scroll down to find the Duplicate Page link. Click on it to duplicate any Squarespace page. I recommend making a duplicate when making a new page. It already copies the correct layout of your website and keeps branding consistent. 
[image: ]
Don’t forget to change the url in url slug after you make a duplicate!


Editing page content
Clicking on the Edit button opens up the editing options for your pages.
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⚠️ One important point, Squarespace doesn’t have an auto-save feature. Generally, it’s hard to navigate away from a page without hitting  Save changes. But a lost connection or closed window could cause some trouble.
After making changes click save at the top to publish your changes. 
Sections and content blocks
You can change the section and content blocks within your website page. In the example below you see the section. In the section you’ll see there are two text blocks a button and an image. 
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Most of the content areas can be edited, including blocks of text, buttons, and photos.
To change a content block click on the text and click the pencil icon to open the text editor. Here, you can add lists and links, bold text, and more. Simply type in your new text and add any formatting.
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To change the settings of the section click the section (in example below I clicked on the left side next to the text block. Click edit section. Here you can edit the colours and height of the section.
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In the example above, you see other buttons, this is what they mean:
· The pencil gives you control over the section appearance. This includes section size, background, and colour.
· Clicking the two pages will duplicate everything in the section. You’ll copy the layout, any images, as well as text. Your duplicated section will immediately appear below the existing one.
· The two arrows move the section up or down the page.
· The trash can deletes the entire section.
Undo changes
1.Undo changes. 
Don’t save. Press exit to undo everything you have done on that page. Press  to go back one step. If you have deleted the section this will also bring back your section. 
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2. Trash
Accidentally deleted your page? Scroll all the way down below the navigation and you can restore a page that was in trash. After 30 days these trash pages will be automatically removed. 
[image: ]
Adding Images
1. Adding image in content block.
Click the image and press the pencil icon. You can change the image by clicking replace. There you can upload a file from your computer or select from library if you already have an existing image.
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2. Adding image in header
Hover over the header image until you see the edit section block. The section with the image starts below the navigation. Click edit section. Click background to change the image (see screenshot below)
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3. Adding images in image gallery. 
Hover over the section. Click edit section > click ‘+’ to add images.
Select images from your computer or the existing library. 
To change the image order, drag the image to the right spot.
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Adding Links
1. Inline link
Select the text you want to link. Click link icon > click gear icon > there you can select what type of link it is. 
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- In the example above I want to link to an email address. 
- Click web address if you want to link to a external link outside the website.
- Click file to link to for instance a PDF.
- Click page to link to another page inside your website. For instance the contact page.
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2. Button
If you hover over the section you can choose add block. You can choose button. Change text to change the button text. Click gear icon to link to a page, web address, email address, phone number or file. 
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Adding sections
As we’ve been doing all the cursor rolling, you may have noticed a blue border with Add Section at opposite ends. Clicking on either of them will open the new section pop-up box containing every Squarespace section. 
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The easiest way is to choose a template that suits your needs.
Adding a page
You can create new pages and remove existing ones from the Website menu. 
Each page in your top menu on the website can be found under the Main Navigation header. See example in red. [image: A screenshot of a website

Description automatically generated]
To add a page, click the “+” button according to where you’d like the page to appear.
[image: Adding pages]

Making Duplicates and working on a page

Click on gear icon to go to the page settings > Scroll all the way down till and click duplicate page. 
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If you have made a duplicate of your page you’ll find the copy of the page in the unlinked pages. These pages are visible, but they are just not in the main navigation. Meaning that your page could be found in Google. Easiest way to make the page visible for you but nobody else is to go to the page settings of your copy. And click enable page. Don’t forget to make the page visible when you have moved this page to your main navigation. To move this, you can just drag the page up.
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Mobile preview
When you’re happy with how your website looks, click on the phone icon in the top right corner of the editor. This is quite important to check for every page, because sometimes the layout changes on mobile. You can content blocks around, without changing the blocks on desktop. 
Tip: when I have saved (published) my changes. I go to the website and check if everything looks good and works, and I check the website on my mobile phone too. 
Other website options (not on every website)

Blog post
Not every website needs a blog, but it is useful when you publish something on a regular basis. If you decide to add a blog page, you can choose a layout you like and add it to the main menu. As can be seen, the menu will be updated automatically with your new page.
When you’re ready to write your first post, click on your blog page to open the archive. Once, the archive is opened click on the “+” button to start a new post.
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[image: Creating a blog post]

Edit blog posts
Click edit at the top of the page to change the text in the page. If you need to add a button or image, hover in between the paragraphs or below the paragraph and click on ‘+’. You can select image or add a button here. 
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Change featured image in blog
Click ‘…’ next to the blog post. Click settings
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Click remove image to change the image.
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Other features in blog settings: 
· Excerpt will be shown on social media shen sharing blog.
· In options you can add tags that will show under your blogpost. If you have a lot of blog posts with similar subjects, these can be clicked and all tagged subjects in your blog posts will display
· SEO you can add text and search words to optimise Google search
· Social image – add a social image here if you want to share the blogs on social media.  




Accordion
To change the accordion (see screenshot, hover over the block. Click the pencil to edit. It will show the content sections here. Click ‘>’ to go to the text. 
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Forms
Hover over your form and click the pencil icon. 
Click on Edit form fields. Here you can add fields or change fields. 
In the storage tab you can change the recipient email address. 
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Structured items
Some sections have a template that automatically structure that particular section, like the example below. Hover over the section. Click edit Content. Go to Content tab. 
Click on ‘>’ in your item to change the image or text. 
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[image: ]
image6.png
Whether you want to relax and soak up the views and sea
air, or prefer activities of a nautical or outdoor nature, Lanza
Retreat offers this and much more.

Lanza Retreatislocated at the water's edge and has its own private etty and two

moorings. Established gardens ensure privacy from passers by and guests can
take advantage of several prime positions to enjoy the views or a bit of quiet time.





image7.png
+ Aoosiock £ eomsecrion

[= BV

Experience -y ~ QR 7 s

Penzance

Whether you want to relax and soak up the views and sea

air, or prefer activities of a nautical or outdoor nature, Lanza
Retreat offers this and much more.

Lanza Retreat s located at the water's edge and has its own private jetty and two
‘moorings. Established gardens ensure privacy from passers by and guests can
take advantage of several prime positions to enjoy the views or a bit of quiet time.





image8.png
save [EESUREESN

/An7zance
4 Paragrapn1 v

hether you wan

air, or prefer activi




image9.png




image10.png
Experience
Penzance

Whether you want to relax and soak up the views and sea
air, or prefer activities of a nautical or outdoor nature, Lanza

Retreat offers this and much more.

Lanza Retreat islocated at the water's edge and has its own private jetty and two
moorings. Established gardens ensure privacy from passers by and guests can

take advantage of several prime positions to enjoy the views or a bit of quiet time.





image11.png
BOOK YOUR STAY.

a > 2 eonsecrion

=RV




image12.png
Format | Background | Color

REPLACE EDIT





image13.png




image14.png
Lanza Retreat
24 Kamahi Road, Penza

Tennyson Inlet
Site by HotHouse Creative

ANZA

_\_,_R?TREAT \Q
®

Ph:

Emai





image15.png
Email

Web Address
File
Page

Phone

lanzaretreat.co.nz

susseCT

Add an email subject

B0DY

Optional

cc

Optional

acc




image16.png
+ AoDBLOCK

Lanza Retreat

24 Kamahi Road, Penzance,

Tennyson Inlet

Ph: 027 6033 425

Email: tracy@lanzaretreat.co.nz

J@NZA

RETREAT

ADD SECTION

Site by HotHouse Creative

=  EDITSECTION




image17.png




image18.png




image19.jpeg
MAIN NAVIGATION el |

(1 MemberArea
(] Home
About
OurInstructors

Location

a
(1 Classes
a
2

Blog oemo

MEMBER AREAS © _» +

Create content for members only. Learn more

Sa Exercises

NOT LINKED _> +

These pages are public unless they're disabled or
password-protected, but they don't appear in the
navigation. Search engines can also discover

them. Learn more




image20.png
@ (] Home




image21.png
Page Settings

General
SEO
Social Image

Advanced

General

PAGETITLE
Testing

The page title appears in the top of the browser window.

NAVIGATION TITLE
Testing

The navigation title is the page’s name in the navigation menu.

URLSLUG
Jtesting

The unique location slug for this page.

Enable Page

Disabled pages can't be accessed by your site visitors.

PASSWORD.
Add password.

A password is required to see this page. Users with the Administrator or
Website Editor role don't need a passwor.





image22.png
Pages

Start with 2 blank page
(] Faciiities

Page Layouts
[ Pagelay

(] ThingstodoatLanza Use a designer layout

(] About Penzance ® Scheduling
Book appointments or classes
(] contact
Collections
Not Linked + thoughts, and ideas
These pages are pubic unless they'redisabled |, Store

or password- protected, but they don't appear
inthe navigation. Search engines can also
discover them. Learn More

Sell products and services online.

Portfolio





image23.jpeg
< paces \ o Pt 0 -
toll - B rArea He About Our Instruc
The Yoga Place : :

Al v

Q Search items...

Apr27

NoTitle
[DRAFT Today 1015pm

Biog Post Title Four

[

Blog Post Title Three

-

Blog Post Title Two.

-

Blog Post Title One

[

Blog Post Title Four >

123 Demo Street
Lake Tahoe, CA
106 (5565) 565-5556

Colima

-~Q





image24.png
It all begins with an idea. Maybe you want to launch a business. Maybe you want to turn a hobby into something
more. Or maybe you have a creative project to share with the world. Whatever it is, the way you tell your story

online can make all the difference.

Don't worry about sounding professional. Sound like you. There are over 1.5 billion websites out there, but your
story is what's going to separate this one from the rest. If you read the words back and don't hear your own voice

in your head, that's a good sign you still have more work to do.

Be clear, be confident and don't overthink it. The beauty of your story is that it's going to continue to evolve and




image25.png
Fiter by

(A

Biog Post Tile One.
Mar12,2019

Blog Post Title Two
Mar12,200

Blog Post Title Three
Mar12,200

Blog Post Title Four
Mar12,2010

seTTINGS

DUPLICATE

DELETE





image26.png
Blog Post Settings

Content
Options
SEO

Social Image

Share

Content

FEATURED IMAGE

IMAGE EDITOR REMOVE IMAGE

ExCERPT
Itall begins with an idea.
‘The featured image and excerpt represent your post across your site and when
shared on social media.

POST URL





image27.png
LUXURY VILLA For 2 guests

NAUTILUS VILLA For 2 - 4 guests

SEA SAFARIS VILLAS - For 2 - 6 guests




image28.png
Content  Design

T LUXURYVILLAFor2.. [i]

T NAUTILUSVILLAFor...  [if

T SEASAFARISVILLA..  [i]

ADD ITEM




image29.png
Contact us ok

irst Name. Last Name

FormName  Contact us Form

Owner Profile:

mail (required) ButtonText  Send

Edit Form Fields

We are a Nelson born and bred family who feel privileged to live in the

beautiful Nelson region. In our place of paradise surrounded by sea, fresh

air, sunshine, nature and stunning vistas. hone Post-Submit





image30.png
Walks & Treks

Spectacular coastal tracks for hikes





image31.png
Elaine Bay

A 35-minute drive will take you to Elaine Bay where there are
two coastal walks and mountain biking tracks. The Piwakawaka
(Fantail) Track is an easy walk through coastal vegetation. 2

nic coastal

hours return. The second is the Archer Track, a s

walk 2-3 hours

ne-way

BOOK NOW

Cissy Bay Elements.

secTion

A track starting at the end of the road thro Title
you along the coast and through native bu
dedicated to local community nurse Button

delightful short walk with birds and expansiv

e

. D'Unville Island Loop

[ French Pass Reserve




image1.png
Website
Commerce
Marketing
Scheduling
Asset Library
Analytics
Profiles
Settings
Help




image2.png
Page Settings

General

SEO
Social Image

Advanced

General

PAGE TITLE
About Penzance

‘The page ttle appears in the top of the browser window.

NAVIGATION TITLE
About Penzance

‘The navigation titleis the page’s name in the navigation menu.

URL SLUG
/about-penzance

‘The unique location slug for this page.

Enable Page

Disabled pages can't be accessed by your site visitors.

PASSWORD
Add password...

A password is required to see this page. Users with the Adminisrator or
Website Editor role don't need a password.





image3.png
URL SLUG

/about-penzance

The unique location slug for this page.

Enable Page [ o)

Disabled pages can't be accessed by your site visitors.

PASSWORD
Add password. L3

A password is required to see this page. Users with the Adminisrator or
Website Editor role don't need a password.

DUPLICATE PAGE

SETAS HOMEPAGE

DELETE PAGE




image4.png
Chome

Pages

Main Navigation FoaRes i 8 ool s AEca Canioct

Not Linked





image5.png
Expericnce
Penzance

Wieher ot oo and 00k p the iews s
0 pefr acttis ofa el o utdr o, Lanza

Reteatffes i and much e





