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Preface

Squarespace is a powerful website builder and content management system that
allows you to create polished websites that look fantastic on both desktop computers
and mobile devices, without needing the help of a web designer or developer.
Everything is created and managed through a standard web browser, which means
that you don't need to purchase, download, or install any specialist software. You don't
even need web hosting, because your Squarespace subscription includes hosting as
well as access to all of the Squarespace tools and functions in one place, for one price.
You can also get a custom domain name (or use an existing one) and manage your
blog, online shop, media gallery, and website statistics through Squarespace, making it
your one-stop shop for everything you need for your website.

Why choose Squarespace

Squarespace is not the only website builder/CMS on the market; you may have
heard of or considered using similar web-based tools such as Wix, Weebly, or Jimdo.
You may have also compared Squarespace to more traditionally installed CMSes,
such as WordPress, Drupal, or Joomla. In terms of power, flexibility, functionality,
and ease, Squarespace sits somewhere in between these sets of competing products.
For example, it's not as simple as something like Weebly, nor as complex and
technical as something like Drupal. I believe that Squarespace offers the perfect
balance: something that's very easy to set up, pretty easy to use, highly flexible, and
incredibly powerful. You can create something that looks great without having to
work too hard, and you have the option of digging deeper and applying advanced
customizations if you want to.

[xi]
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Like other web-based tools, you don't have to worry about technical stuff such as
servers or performing maintenance upgrades: they seamlessly take care of that

for you behind the scenes. Yet, unlike some other web-based tools, Squarespace

has been around for over 10 years, has an industry-leading 99.98 percent uptime,
and uses multiple servers on the award-winning Peer 1 network to ensure your
site's reliability. You also get access to 24/7 support, and for all but the cheapest
Squarespace subscription plans, unlimited storage and bandwidth, without
"throttling" (delays). This means you won't have to worry about caps on uploading
or a slow/inaccessible site if you expect high volumes of traffic. Add to this the many
third-party integrations that are available —such as email accounts, social media
feeds, credit card processing, email newsletters, and more —and it's easy to see why
Squarespace is a solid choice for business websites.

About this book

This book is a practical guide to planning, designing, building, launching, and
managing a website for your business with Squarespace 7. You will learn how

to use all of the Squarespace tools to control the layout, appearance, structure,

and functions of your website, starting from the inception stage, all the way to
monitoring and managing your site after the launch. More than just a how-to manual
to create a website, this book also includes helpful design resources for finding and
choosing images, fonts, and logos as well as online marketing advice about things
such as increasing your site's visibility in search engines, driving traffic to your
website through social media and ensuring your site visitors can perform their
objectives quickly and easily.

Whether you've had some previous experience or you've never built a website
before, this book leads you through a tried and tested, step-by-step process that is
designed to help you create your Squarespace website in the most efficient manner
possible. By following the chapters in order, you'll be more likely to launch your
website on time with the least amount of hassle.

With the release of Squarespace 7, the company has dramatically boosted the support
and online help available, and the user support community is rapidly growing.
However, this latest version of Squarespace is a bit more complex than previous
versions, and the increased flexibility and power of Squarespace 7 has made things
less intuitive in some areas. Even by following Squarespace's training videos or

help guides, it's not always clear what is the best method or order to do things,

and sometimes, the terminology or techniques can be confusing for "non-techies".
This book will guide you through every step of the way, in the right order, clearly
explaining the how, why, and the effect of every action you'll perform.

[ xii]
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What this book covers

Chapter 1, Setting Up for Success — Your Website Toolkit, introduces the process we'll
follow to build your website and gives you advice on planning and gathering the
raw materials you'll need for the rest of the book.

Chapter 2, Getting Started with Squarespace, sets up your Squarespace account,
configures some basic settings, and takes a tour through the Squarespace system.

Chapter 3, Working with Squarespace Templates, provides an overview of the
Squarespace templates and helps you choose the best one for your needs.

Chapter 4, Creating Your Site Framework: Pages, Items, Collections, and Navigation, takes
you through the different types of Squarespace pages and containers, enabling you
to create an empty shell ready for filling with content.

Chapter 5, Adding, Editing, and Arranging Content in Your Web Pages, talks about
Squarespace Blocks and how to use them, and you'll add basic content to the
pages you created in the last chapter.

Chapter 6, Using Blocks to Add Functionality, Rich Media, and Special Features, covers
the more advanced types of blocks, allowing you to add functions, features, and
multimedia to your website.

Chapter 7, Selling Online or Taking Donations with Squarespace Commerce, talks about
how to set up and use Squarespace Commerce to create an online shop or manage
donations on your website.

Chapter 8, Tailoring Your Site's Look and Feel, shows you how to adjust the aesthetics of
your website, such as fonts, colors, and logo, to match your brand and target audience.

Chapter 9, Going Live with Your Website and Driving Traffic to It, performs all the final
preflight checks before launching your website and helps you learn how you can use
Squarespace features to promote your website through social media.

Chapter 10, Managing Your Squarespace Website, covers how to monitor your website
activity with Squarespace Metrics, managing comments, inviting contributors to help
you manage your site, and using Squarespace mobile apps to monitor and publish
while on the move.

Chapter 11, Moving beyond Standard Squarespace Tools, teaches you how to add code to
your site to expand its functions or control its appearance in ways you can't with the
standard built-in tools. You'll also learn where to find code, guides, and help from
Squarespace, the community of users, or from a professional designer/developer.

[ xiii ]
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Appendix A, Getting Help with Squarespace, provides the list of resources that can be
accessed through the Squarespace Help Center.

Appendix B, Squarespace Templates in a Nutshell, contains charts displaying the key
features of all of the Squarespace templates.

Appendix C, List of Online Resources Used in This Book, gives a chapter-wise list of
online resources used in the book.

Who this book is for

This book is for anyone who wants to learn how to use the latest version of
Squarespace to create a website from scratch and take it through to go-live. You
don't need any prior experience with Squarespace or building websites in general.
As everything is done using Squarespace's simple, browser-based interface, you
don't need to know how to code HTML or CSS —although any prior experience
with these may come in handy if you want to perform advanced customizations.

If you have used Squarespace 5 or other website builders/CMSes, this book will
help you understand the key differences and teach you how to do things the new
Squarespace 7 way, which may be very different from what you are accustomed to.

This book has been written with business users in mind, so the content and steps

are designed specifically for websites that will be used to promote, market, or sell
products and services. It's suitable for start-ups and sole traders who need to build
their own website as well as for marketing, design, IT, or communications staff within
organizations that want to use Squarespace to create or move their website, so they can
manage it internally without needing to rely on a web designer / editor / producer.

Although professional web designers/developers who want to learn about
Squarespace could use this book, it's not pitched at that level. You do not need to
have any technical skills beyond basic computing skills such as knowing how to
use a web browser, social networking site, or word processor.

Conventions

In this book, you will find a number of text styles that distinguish between different
kinds of information. Here are some examples of these styles and an explanation of
their meaning.

Code words in text, database table names, folder names, filenames, file extensions,
pathnames, dummy URLSs, user input, and Twitter handles are shown as follows: "
For example, if you enter Jane Doe as your name, your site's Squarespace address
will be http://jane-doe.squarespace.com.”

[ xiv]
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A block of code is set as follows:

<p> This sentence will appear on a new line, with an empty
line space above it.</p>

New terms and important words are shown in bold. Words that you see on the screen,
for example, in menus or dialog boxes, appear in the text like this: "Click on SEO to
load this section into the side panel."

“ Warnings or important notes appear in a box like this.
i

!

Q Tips and tricks appear like this.

Reader feedback

Feedback from our readers is always welcome. Let us know what you think about
this book —what you liked or disliked. Reader feedback is important for us as it helps
us develop titles that you will really get the most out of.

To send us general feedback, simply e-mail feedbackepacktpub. com, and mention
the book's title in the subject of your message.

If there is a topic that you have expertise in and you are interested in either writing
or contributing to a book, see our author guide at www.packtpub.com/authors.

Customer support

Now that you are the proud owner of a Packt book, we have a number of things to
help you to get the most from your purchase.

Downloading the support files

You can download the support files for all Packt books you have purchased from
your account at http: //www.packtpub. com. If you purchased this book elsewhere,
you can visit http://www.packtpub. com/support and register to have the files
emailed directly to you.

[xv]
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Downloading the color images of this book

We also provide you with a PDF file that has color images of the screenshots/diagrams
used in this book. The color images will help you better understand the changes in

the output. You can download this file from https://www.packtpub.com/sites/
default/files/downloads/ImageProcessingwithOpenCV_Graphics.pdf.

Errata

Although we have taken every care to ensure the accuracy of our content, mistakes
do happen. If you find a mistake in one of our books —maybe a mistake in the text or
the code —we would be grateful if you could report this to us. By doing so, you can
save other readers from frustration and help us improve subsequent versions of this
book. If you find any errata, please report them by visiting http://www.packtpub.
com/submit -errata, selecting your book, clicking on the Errata Submission Form
link, and entering the details of your errata. Once your errata are verified, your
submission will be accepted and the errata will be uploaded to our website or added
to any list of existing errata under the Errata section of that title.

To view the previously submitted errata, go to https://www.packtpub.com/books/
content/support and enter the name of the book in the search field. The required
information will appear under the Errata section.

Piracy

Piracy of copyrighted material on the Internet is an ongoing problem across all
media. At Packt, we take the protection of our copyright and licenses very seriously.
If you come across any illegal copies of our works in any form on the Internet, please
provide us with the location address or website name immediately so that we can
pursue a remedy.

Please contact us at copyrighte@packtpub.com with a link to the suspected
pirated material.

We appreciate your help in protecting our authors and our ability to bring you
valuable content.

Questions

If you have a problem with any aspect of this book, you can contact us at
questions@packtpub.com, and we will do our best to address the problem.

[ xvi]


https://www.packtpub.com/sites/default/files/downloads/ImageProcessingwithOpenCV_Graphics.pdf
https://www.packtpub.com/sites/default/files/downloads/ImageProcessingwithOpenCV_Graphics.pdf
http://www.packtpub.com/submit-errata
http://www.packtpub.com/submit-errata
https://www.packtpub.com/books/content/support
https://www.packtpub.com/books/content/support

Setting Up for Success —
Your Website Toolkit

Making a website using the Squarespace platform is one of the easiest and most
cost-effective ways to create a professional, polished website in a short amount of
time. However, starting any website project without doing the groundwork can lead
to confusion, missed deadlines, and just plain bad websites. This chapter covers
everything you need to do before you even sign up for Squarespace to ensure that
your website project is successful. We will cover the following topics in this chapter:

* The right way to make a website
* The different components of a website

* How to create an effective Website Toolkit, which includes the following;:

o

Writing your website plan

o

Creating idea boards

Creating your sitemap

Gathering your raw materials

[11]
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Understanding the process of making a
website

Constructing a website is a lot like constructing a building, and many of the steps
and processes are similar conceptually. To construct a building, we first need to
consider what type of building it will be: a hospital, shop, house, office, or any other
building. Who will use it? What functions will be performed there? This will tell us
what shape, size, and structure the building needs to take. We then need to gather
our raw materials before the construction can start. Once we have put together the
shell and framework, we can start installing the core elements, such as plumbing
and fixtures, which make the building operational. Finally, we apply the paint and
furnishings and are ready for the opening day.

These are the same steps we will use in this book to construct your website. First,
we will set the main objectives for your site, its purpose, your audience, and the
types of functions that visitors will perform there. Next, we will gather the materials
needed to create your site, such as text, images, and graphic elements. We will then
select a site template, fill the template with your content, and customize the site's
appearance, thus making it ready for launch.

This chapter focuses on the first two parts of the process: defining your site and
gathering references and materials. These two parts make up your Website Toolkit,
and you will refer back to the Toolkit time and time again throughout the project.
You might find it tempting to skip ahead to the hands-on parts of the book. This is
understandable, but be warned; every building needs a solid foundation, and every
successful website needs a solid Website Toolkit. Starting here and spending time
getting your foundation right will really pay off later.

o A good Website Toolkit will make the rest of the project easier and
~ quicker, keep you focused, and help smooth the road when things
Q get bumpy (and they will get bumpy). Don't rush through this part
of the process.

You might also be tempted to jump around and perform the steps in a different
order. Just remember: you wouldn't paint the walls before installing the electricity
in a building. Likewise, it doesn't make sense to focus on font sizes and fine-tuning
colors before you have a site framework with some content in it. Now, if you have
ever worked with a design agency on a website project, this may sound different to
the order of their process. This book is laid out in this way because you are probably
not a web designer by trade, and you don't need to impress your client with pretty
visuals to win the contract.
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If you are a designer, feel free to use this book in the manner that makes the

most sense to your business model. However, for all the non-designers out there,
following the order laid out in this book will make it far more likely that you launch
your site on time, in full working order. It's easy to get bogged down in design
details, so we'll leave this until the end, ensuring that all the major elements are
sorted first.

Understanding website concepts

Before we dive into building your Website Toolkit, let's start by breaking down a
website into components so that you can better understand how to make one. Each
component is distinct, but some are closely related to one another, and it's easy to
mix them up. The sum total of all the components put together makes up the process
of designing and building a website, which is the final goal of this book.

Structure

Structure refers to the way in which the different elements of a web page or

website are put together. In the web industry, we often use tools such as sitemaps
and wireframes to define a site's structure. A sitemap is simply an outline that shows
the hierarchy of web pages in terms of navigation. You can think of a sitemap like a
table of contents in a book, or an organizational chart.

A wireframe is a schematic drawing of a web page, showing where the main
elements of the page sit. Wireframes show only the relative size and position

of content and functions; they do not include visual elements such as color or
images nor do they contain real blocks of text. You can think of a wireframe like
a pencil sketch.

Functions

A function is an action-oriented part of a website, for example, a shopping cart,
inquiry form, or downloads. Functions always relate to actions that we want our
website users to perform, and it's important to know from the beginning what these
are and what priority each function has. Functions are enabled and restricted by the
technology we use. So, in our case, the set of functions available to us is defined by
what is possible using the Squarespace system.
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Content

This one is pretty self-explanatory. The content of a website refers to the text and
other media (such as PDFs or videos) that sit within each web page. Sometimes,
the content will be provided by someone other than you, such as a marketing or
communications staff member, or from a third party, such as a photographer, stock
photo agency, or copywriter. Often, the content will need to be reformatted or
reworked in order to make it suitable for use on a website.

Aesthetics

Many people would refer to aesthetics as design. However, other components such
as structure (the size and placement of things) and content (photographs or length
of text) also play a role in design. Therefore, it's easier to keep things distinct if we
avoid this term, which can be broadly interpreted, and instead narrow our focus
down to the way things look and feel. This means we are talking about colors, fonts,
and graphic elements such as lines and patterns, not content or structure. The feel
part of look and feel is quite important but harder to define. This is the tricky bit:

it refers to how the website appeals to your emotions. Authoritative, refreshing,
playful, vibrant, or zen are just a few examples of emotive words that can describe
a site's feel or overall impression. These words will be critical in helping you choose
colors, fonts, and other visual elements to fit with your desired impression. They will
also play a role in content choices such as types of photography, tone of voice, and
writing style.

Writing a website plan

Now that we understand the different components of a website, we can start to

lay out the project plan or roadmap for this project. Your website plan keeps you
focused, ensures that your messages are right, and sets the overall direction of

your project. Your website plan is one of the most important parts of your Website
Toolkit, so take your time on it, get it right, and keep it close to hand so that you can
refer back to it easily.

M You can download a sample website plan template from this
Q book's support bundle page on the http://www.packtpub.
com/support website.
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The website plan is laid out for you in the following sections, along with some
sample answers and helpful questions to ask yourself so that you can ensure that
you are on the right track when writing yours. Some of this information may already
be available in your business, such as within your branding guidelines or annual
reports. Don't just leave it there; put it into your website plan. For smaller businesses
or those without such documents, there's no time like the present to sharpen up the
way you communicate about your business, so let's get started. Many of the items
included here can be used for other communication projects too.

About your business

The first section of your website plan summarizes your business and how it should
be presented online.

Business overview (the "elevator pitch")

Describe your business in 2-3 sentences. Focus on what you do, what makes you
different, and what your strongest selling points are. What are the key reasons your
customers choose you instead of the competition?

Here's an example: Floribunda is a boutique florist that specializes in supplying
unusual varieties of flowers to the wedding and catering trade. We create truly
unique and distinctive arrangements by including colors and types of flowers that
aren't available through any other florist in the tri-county area. Unlike other local
florists, we have direct links with the best growers and only ever select the freshest,
highest quality blooms.

Slogan (a.k.a. tagline or strapline)

Now, condense it down even further: does your business have a slogan or strapline
that clearly defines what you offer in terms of uniqueness, benefits, or features? If
not, you may find it useful to write one, as it will come in handy for your website.
Ensure that it is no more than 10 words long, and open up thesaurus.comif you
need word inspiration. Think about some of your favorite brands and the kinds of
short, punchy phrases they use to communicate about their business.

The following are some examples:

* Lastminute.com - Book cheap, last-minute travel deals
* Qantas Airlines - All-inclusive airfares on Australia Pacific's best airline

* Oxfam International - The power of people against poverty
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Brand image

List your company's brand values. If you don't have some already, think about
how you would like your business to be perceived and list 4-5 descriptive words
or phrases that you want people to feel about your business when they encounter
your website.

Some examples are fresh, confident, down to earth, powerful, simple, rational,
fun, energetic, cheeky, inexpensive, relaxed, quirky, luxurious, trustworthy, edgy,
youthful, and refined.

About your audience

This section describes who will be coming to your website and why.

Your customers (the site's target audience)

Describe your typical customers. Pay special attention to their demographics
(income, interests, gender, and age) and comfort with technology. If your website is
a business-to-business site, exactly what sort of companies are you hoping to attract,
and which level and type of staff members will access your site? If you have more
than one type of customer, split them into primary and secondary audiences.

It may help you to think about your customer as a single individual, including
his/her life experiences, job, favorite TV shows, brands, or books. How often does
s/he go online, and what websites does s/he visit? In the web industry, we call this
a user persona, and we always think about what this person would want or do,
whenever we are developing the site.

M Be specific when defining your target audience. "Women" is not
Q a target audience. "Upper middle-class French women over 50
with smartphones" is much better.

Primary purpose

What is the main reason that your target customers would come to your website?
What action do you want them to perform? If there is more than one desired
outcome, please prioritize them.

Some examples include buying a product, joining your online community,
downloading a brochure, sending an enquiry, or calling your company.
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About your website

The About your website part of your website plan helps you focus on what you want
your website to do and includes some considerations you may need to take into
account for this project.

Goals

What are the main goals you have for your website? What business objectives are
you hoping to meet through this project? If this website will be replacing your old
site, what do you want to be different/better about this one?

Some examples include generating sales, increasing leads, improving brand
awareness, and reducing emails to your customer support team.

Functions

Thinking about your customers and the primary purpose described in the previous
section, list the functions that your website will need to perform, in order of priority.

Some examples are: online shop, newsletter signup, RSS feed, and calendar
of events.

Content

Briefly summarize the source, volume, and type of content for your site. Where will
the content (text, images, downloadable files, videos) come from? Approximately
how much content do you have in terms of number of pages? Is it available now?

If not, when will it be ready? If it's coming from an existing source, will it need to
be adjusted in any way to make it fit for your website?

Al

~ A content preparation checklist is included in this book's support
bundle on the http://www.packtpub.com/support website.

Integration

Are there any pre-existing systems or tools that your website will need to integrate
with or link to?

Some examples include credit card payment gateways, social media sites, and email
newsletter systems.
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Site management

Briefly summarize how the site will be managed. Who will be responsible for
keeping the site updated? How often will it be updated? If you will have a blog,
who will moderate the comments? If you will have an online shop, how will the
fulfillment and inventory process be handled?

About this project

The last part of your website plan is about the logistics of this project.

Project team

Who will be involved in this project, and what role will each person play? Even if
you are doing this on your own, it's useful for you to note the project roles, because
you will need to allow time for them in your schedule.

Some role examples are: final decision maker, content provider, proofreader, tester,
designer, copywriter, cost approver, and project manager.

Project timelines

When do you want your website to go live? Are there any key dates to bear in mind
(for example, big meetings or holidays)? Setting a realistic timeline is important, and
the amount of time your project will take depends on many variables. When setting
your target date, review what you have written in your plan so far, as follows:

* Content: How ready is it? Always allow time to reformat and adjust it.

* Functions: How many and how complex are they? For example, if you
need to set up an online shop, think about how many products you will
need to configure.

* Team: Will everyone you need be available at the drop of a hat?
Remember to factor in your own availability or any other restrictions. Based on all

of this, you should be able to come up with an estimated date. Now, add 30 percent
extra time to this estimate, as contingency. Put this date in your calendar... in pencil.
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M Always set a preferred go-live date. Even if you don't have a specific
Q date in mind, it can be useful to set an arbitrary date as your target to
give you something to aim for, and to keep the project momentum.

Project budget

What is your budget for this project? You will need to budget for your Squarespace
subscription, domain name (Squarespace includes one for free if you pay your
subscription annually), and you might also want to set aside some money for things
such as stock photo licenses and logo design. Remember, you don't need web hosting
with Squarespace, so you won't need to budget for that.

You have just completed the first—and the most important — part of

your Website Toolkit: your website plan. You may want to print out
/= your plan and put it in a folder next to your computer. You will need

to refer back to it often.

Gathering materials, ideas, and
inspiration

Now that you have your website plan and you know where you are headed, the next
steps are to do some research and put together the rest of your Website Toolkit. The
following sections can be carried out in any order, with some parts leading naturally
to others as you work.

Creating idea boards

An idea board is a collection of ideas or inspiration that you can use as reference

when creating your site. An idea board is similar to the concept of a mood board

in fashion or interior design, but you will use them for more than just inspiration
on color and style (mood), and ideally, you should have multiple boards for your
website project.
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Online tools such as https://www.pinterest.com/ Or https://evernote.com/
allow you to collect things from around the Web and store them in different boards
(Pinterest) or notebooks (Evernote). Although Pinterest is the easiest to use, Evernote
allows you to store screen grabs with annotations such as arrows or circles, in
addition to photos and web links. Either tool will work for your website project idea
boards. The following screenshot example shows a private Pinterest board that was
used for planning the http://www.square-help.com/ website:

Pinterest B o 2]

Square Help Website Ideas

Design inspiration for www.square-help.com

& THIS BOARD IS SECRET.

a Miko Cotfey Edit Board 11Pins
Colour ideas
= a Uploaded by
Strong colour block
e Pinned from ALrp la-ng
= by laquimera
418
155
[p] Wirtry Magic 1B
B by ¥xtayce S
933
272 Orange and grey - maybe too green

Maybe use the Packt colour
scheme so the site ties in with the
book's branding

34 though

Pinned from

1) Subtle colour palette idea Pinned |
inned from

Pinned from

[l
Header image idea I "~ — -
Pinnad from Like the orange and gray combo -
: ! Minimalist look for white & grey maybe a homepage image?
Maybe for minimalist header? Pinned frem Pinned from

Pinned from

Your idea boards will be used for the work we'll do in the rest of this book, so it's a
good idea to start them now and continue to add to them and edit them as you move
through the early stages of your project.
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Website inspiration

Just as an architect studies existing buildings and draws upon them for inspiration,
I encourage you to start your research by looking at other websites to find out what
you like and what you think would work well for your target audience.

M Visit http://winners.webbyawards.com and check out the
Q winners in the Best Practice, Best User Experience, and Best Visual
Design categories for inspiration of websites to help inspire you.

When looking at other websites, remember the four components of a website:
structure, content, function, and aesthetics. If you find a site you like, mentally
break it down into these components and try to figure out exactly why you like
the site. Which of the four components are really working well on the site?

Play close attention to the following;:

e Call to action: Is it clear what action the website owners want site visitors
to perform?

* Page elements: Does the page have a clearly defined header, navigation area
(possibly more than one), body, footer, and/or sidebar that would work well
on your site?

e Audience fit: What elements of the site make it work well for its
target audience?

* Brand image and perception: What emotive words do you feel when you
look at the site? How does the choice of words, images, and aesthetics
support this?

Keep good, clear notes in your idea boards. Consider creating
M an idea board for each of the four different website components,
Q or add a text note or screen grab that shows what component(s)
you like when you add the site to your idea board so that you can
easily remember them later.

Don't just look at your competitors' sites; doing so means you will likely focus too
much on content alone. Try to expand your research into other categories. After all,
your target customers are probably visiting a wide variety of websites.
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Other resources for inspiration

Whereas looking at other websites is an activity that can help you narrow down your
preferences, looking at things such as colors, fonts, and imagery can quickly become
overwhelming and seemingly endless due to the sheer volume of choices available.
We'll tackle these elements in earnest in Chapter 5, Editing, and Arranging Content

in Your Web Pages, and Chapter 8, Tailoring Your Site's Look and Feel, where you'll be
introduced to some resources and tools to help make things easier. For now, just make
a note of any aesthetic elements you like as you go along, and be rest assured that we'll
do more research and hone things down when we start building your site.

Creating a sitemap

Your sitemap lays out the overall structure of your website, acting as a blueprint for
building. The sitemap is the foundation of your information architecture, which

is a fancy word to describe the way in which visitors move around your site. Good
information architecture is essential to enable your target audience to take the
desired actions on your site. If visitors can't easily find what they need, they will
leave —in an instant.

Even if you start out by writing things on paper, it's a good idea to make an
electronic version of your sitemap, because you will be able to copy/paste page
titles directly into Squarespace later.

Some people like to use software such as Microsoft PowerPoint, Apple Keynote, or
Google Drive Drawings to layout their sitemap in a flowchart (organizational chart)
style. Others prefer to use a word processor and create the sitemap as a text outline.
Whichever way you choose, remember the following tips.

Don’'t make your customers work hard

Remember your customers' primary purpose and ensure that your site structure
makes it easy for them to perform that action. Put yourself in their shoes and think
about what they expect to see in your site, and where.

This is especially important if you are creating a website to replace an existing one.
Don't just copy your existing site structure; take the time to revisit your site through
the eyes of a customer.

[12]




Chapter 1

Break it down

You may have many or just a few pages for your website. Either way, it's worth
remembering that not every page or link is created equal. You can use a footer or
sidebar on your website to house links to the less important information, such as
terms and conditions, newsletter signup, or delivery information.

If you have several key areas, you might want to break them down into subpages to
keep each page short and sweet.

Keep it simple

Don't use jargon or uncommon words as labels for site pages or sections. A first-time
customer won't know that The Scoop is your news page, KDD Lite is the internal name
for one of your services, or Gimme Gimme Gimme is your online shop section. You
have less than 2 seconds to show your customers what they came for; don't make
them have to think about what things mean.

Try to use common words such as Home, Shop, and Contact, because today's web
users are accustomed to these labels. Unless your brand or product names are well
known, consider using more general terms as labels for the pages or sections.

Even if one of your brand values is quirkiness or playfulness, you can convey this
through your text, images, and visual elements —keep your navigation labels clear
and concise.

Consider action words

One trend in website navigation is to use action words. This can make your site feel
more inclusive and dynamic, and encourage your visitors to perform certain tasks.
If you do this, be careful to ensure that the words are still clear and concise. The
following table shows some examples:

Passive words Equivalent action words
Newsletter Sign Up

Store Go Shopping or Buy Now
Enquiry Form Contact Us or Get In Touch
About Us Meet the Team

Location Find Us

Membership Join Now

[13]



Setting Up for Success — Your Website Toolkit

Include notes or wireframes

As you go along, include any notes to yourself that you need to remember, such as
cross-linking pages between sections or links to external sites such as Facebook.

You might find it easier to keep some notes in separate schematic drawings for
certain pages. If so, go ahead and make some page wireframes (sketches) in addition
to your sitemap. Tools such as https://moqups.com/, http://lumzy.com/, Or
Google Drive Drawings can create simple wireframes and are useful if you need

to share your ideas or get approval from colleagues.

Once you have finished your sitemap and wireframes, have someone else look
them over to sense-check. This could be a colleague or friend, ideally someone
who fits your target audience.

Al

~ Avoid reinventing the wheel. Refer back to the websites in your
idea boards when working on your own sitemap.

Gathering raw materials

One of the most time-consuming parts of creating your Website Toolkit is likely
to be gathering your raw materials. You might have some of the materials you
need already, or you might need to get them from someone else. Starting the
process now rather than later in the project means you/they will have enough
time to pull everything together in the right format without causing delays to
your overall timeline.

Create a folder called Materials in your Website Toolkit folder. Take a moment
now to run through each of the following sections, and place copies of your materials
inside. If your materials are not ready yet, now is the time to get the ball rolling

on sourcing and finalizing them. You don't necessarily have to have everything

100 percent complete before moving on to the next chapter, but you should definitely
start gathering materials now, and continue to fine-tune things as you progress into
the early stages of building your website. Refer to the content preparation checklist
(included in this book's support bundle) to help with your content gathering.

Branding

If your company has a logo, approved brand colors, and fonts, you'll have a head
start on your site's look and feel. If you don't have these things, don't worry; you
can create them or source them inexpensively.
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Logo

If you don't have a logo yet, you have a few options:

* Create a text-based logo as part of your site design. There are hundreds
of fonts to choose from in Squarespace, so you can simply create your
logo on the fly directly in the Squarespace system as part of the designing
process later.

* Use Squarespace Logo (http://squarespace.com/logo) to create a
simple logo design yourself. Squarespace subscribers can create a logo
for free with Squarespace Logo. Alternatively, try the logo creation tool
athttps://www.graphicsprings.com/ to make your own logo.

1
~ We'll cover Squarespace Logo in more detail in Chapter 8,

Tailoring Your Site's Look and Feel.

* Pay a graphic designer to create a custom logo for you. If you don't know
a designer, try an online marketplace such as http://www.guru.com/,
http://99designs.com/, or https://www.freelancer.com/ to find one.

* Use a stock illustration as your logo. Most of the main stock websites
such as http://www.istockphoto.com/ Or www.shutterstock.com offer
illustrations for a very reasonable cost. Try searching for the word "logo" or
"icon" in the Illustrations category. You might wish to collect a few different
options on an idea board before committing to buy your final choice.

If you already have a logo or will be sourcing one, it's important to get a copy in
the right format:

e File format: .png or . jpg format

* Color space: RGB or sRGB (not CMYK, which is used for print only)

* Resolution: 72 dpi/ppi (pixels per inch)

* Maximum dimensions: 1500 pixels wide

The dimensions and resolution are not as important as the other formatting options,
as you can adjust the size in Squarespace's image editor later, if necessary.
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Colors

If your company has brand colors, you will need to get the colors in the RGB or hex
format. RGB (red, green, blue) is the method that backlit screens such as computer
monitors or smartphones use to present colors. Hex (hexadecimal) color is a 6-digit
alphanumeric way of presenting RGB colors, used in web design. Squarespace can
use either RGB or hex colors.

The following is an example:

* Color: dark gray
* Hex: #333333
* RGB:rgb (51,51,51)

Store your color references in a . txt file so that you can
s easily copy/paste them into Squarespace later.

If you don't have brand colors or you need to source additional colors, we'll do so in
Chapter 8, Tailoring Your Site's Look and Feel.

M You can convert CMYK colors to RGB or hex format using
Q an online tool. Search for cmyk to rgb converterin
your favorite search engine.

Fonts

Once we start building the site, you'll be able to choose fonts from the 300+ fonts
available within Squarespace, but some companies have specified fonts in their
branding guidelines —and some require paid licenses for use. If your brand includes
fonts such as these, you might need to source similar alternatives from the fonts that
Squarespace offers, unless your brand uses Typekit fonts, which can be integrated
and used on your site. We'll cover fonts in more detail in Chapter 8, Tailoring Your
Site's Look and Feel. For now, make note of any special fonts associated with your
brand, and find out about any licensing issues so that you'll have plenty of time to
resolve them before the go-live date.
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Text content

If you will be migrating content from another website to your new site or drawing
from printed materials such as brochures, it's a good idea to carry out an audit of
that content with your new sitemap as your guide. Regardless of whether you will
be writing from scratch or reformatting the existing text, remember the following;:

* Asageneral rule, search engines prefer web pages that have at least
250 words.

* Use as many words as necessary to convey your message, but keep your
text focused.

* Use short paragraphs and dividing elements such as subheaders and bullets
to help break up long pages. Consider breaking really long pages into
multiple pages.

* Keep in mind your brand image and your site's desired feel when writing;
ensure that your writing style, tone of voice, and choice of words reflect the
image you want to convey.

Photos

If you already have photographs that you want to use on your site, do a quick review
of them with your brand image and site's desired feel in mind.

Unless you will be using them for very small thumbnails or icons

only, all images should be at least 800 pixels on their longest side
T~ and, ideally, 1500 pixels on the longest side.

Squarespace caters for all sizes of screen, from large computer monitors to small
phones, and it will resize images automatically to fit. There are also cropping and
other image-adjustment tools built into Squarespace as well.

If you don't have photos yet but want to source some, have a look at
http://www.istockphoto.com/, http://www.thinkstockphotos.com/,
https://creativemarket.com/, Or http://www.shutterstock.com/ for ideas.
You should probably hold off on purchasing photos until you have selected your
template in Chapter 3, Working with Squarespace Templates, but you can create a
shortlist of photos in an idea board.
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Setting Up for Success — Your Website Toolkit

Downloads

If you will be offering any downloadable files on your site, ensure that they are
formatted in an accessible way.

[ Use PDF for documents, MP3 for audio, and ZIP for multifile folders. ]

Avoid file formats that will require users to have platform-specific or niche software
to open them.

) L
Name your files in a logical way that will make sense to your customers.
Use hyphens or underscores instead of spaces, as web browsers can
a have problems with spaces.
~ e Good: jump-sportswear-price-list.pdf
* Notsogood: 020333871 V3 final-aug2014.doc

Videos or audio streams

Squarespace does not offer video hosting or streaming, but you can embed videos
hosted on other sites such as http://www.youtube.com/ or http://vimeo.com/.
You can also embed streaming audio from sites such as http://soundcloud. com/
into a Squarespace web page.

Create a . txt file and paste the links to your videos or audio streams
= into the file so that you will have quick access to them later.

Summary

You've now made a good start on creating your Website Toolkit, which will act as
the foundation for everything we'll do in the rest of this book. It can take time to
gather all of the materials and background research that goes into your toolkit, so
don't worry if you don't have absolutely everything compiled at this stage. You can
keep adding to it as we move into the next chapter and beyond.

You've done a lot of hard work so far, learning the concepts of making websites and
doing your research, so have a well-deserved cup of tea before diving into Chapter 2,
Getting Started with Squarespace, where we will finally get you signed up and started in
the Squarespace system. We'll then introduce all of the key areas of the Squarespace
interface so that you will know how to find your way around.
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Getting Started with
Squarespace

Now that you have started preparing your Website Toolkit with all the essential
ingredients you'll need for your website, let's get signed up with a Squarespace
account so that you can start working on your site. In this chapter, you'll learn your
way around Squarespace and be introduced to the main controls that you will use to
create your website. We will cover the following topics:

* Signing up and logging in to Squarespace
* Finding your way around Squarespace
* Understanding the main site editing and management tools

* Adjusting basic account and site settings

Signing up for a Squarespace account

All you need in order to sign up for Squarespace is a valid email address. Squarespace
includes a free trial period, so you don't even need a credit card to get started —you can
set up payment with your credit card later at the end of your trial period.

To sign up for your Squarespace account, perform the following steps:

1. Go to www.squarespace.com.
2. Click on the Get Started button.

You will then be presented with a selection of templates to choose from.
Don't worry too much about choosing the right template at this point,
because we'll cover templates in the next chapter. Choose any template
for now.
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3. Click on the thumbnail image for your chosen template.
4. On the resulting screen, click on Start With This Design.

5. Enter the information in the First Name and Last Name fields.

. Whatever you enter here will be your Squarespace Site Name, which is

% also used to create your site's unique Squarespace . com address. For

e example, if you enter Jane Doe as your name, your site's Squarespace
address will be http://jane-doe.squarespace.com.

Ideally, you should enter a form of your business name instead of your
personal name. It's worth noting that you can use a custom domain name,
such as www . janedoe . com, instead of your Squarespace Site Name, so don't
fret too much about what you enter while signing up, especially if you plan
to use a custom domain name when you launch the site. You can also change
your Squarespace account name later, if you need to (we'll learn how to do
this in Chapter 9, Going Live with Your Website and Driving Traffic to It).

Squarespace will insert a hyphen between whatever you put as First Name
and whatever you put as Last Name.

First Name Last Name Squarespace Site Name / address

Jane Doe http://jane-doe.squarespace.com

Business Websites http://business-websites.
squarespace.com

This-is Hyphenated http://this-is-hyphenated.
squarespace.com

Squarespace account names must be between 3-25 characters long, and they
can have numbers, letters, and hyphens.

Even if you plan to use a custom domain name later, for now,
%%‘ you will access your site using your Squarespace Site Name, so
ensure you write down and remember what you've chosen.

6. Enter your valid email address in the Email field.

This is the email address that will be used for all communication

and support with Squarespace, so ensure the address you use is
"~ one that you personally check regularly.
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If you already have an account with Squarespace, you can link this new site
to your existing account. Just enter the same e-mail address and the same
password that you used for the other account here.

7. Enter a secure password in the Password field. It probably goes without
saying, but you should always ensure you use a secure, unique password —
ensure you remember what it is.

8. Click on Finish & Create Site.

The system will now check whether the Squarespace Site Name is available, and if
s0, it will automatically create your account and your Squarespace website. You will
now see a floating Welcome box that invites you to answer a few questions to help
set up your new website according to the purpose of your site.

To perform the initial set up for your new Squarespace website, click on Next and
answer the questions on screen, as follows:

1. Under Site Purpose, select Business, and then click on Next.

2. Under Site Title, put the name of your business, and then click on Next.

3. Under Business Information, enter the address for your business if you want
this information to be visible to the public. If not, you can skip this and click
on Done.

This will close the dialog box and you will then be logged in to the backend
administrative part of your website, called the Squarespace Site Manager.

Finding your way around Squarespace

In order to familiarize you with the Squarespace tools, let's take a quick tour of the
main Squarespace editing areas, starting with the Squarespace Site Manager. The Site
Manager is where you perform all tasks to set up and manage your website, and the
Site Manager home screen is where you will land whenever you log in to your site.
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The Site Manager home screen is shown here and is split into two parts:

Q FLORIBUNDA H CLASSES. NEWS ABOUT CONTACT

PAGES
DESIGN
COMMERCE
METRICS
COMMENTS
SETTINGS

HELP

MIKO C.

* Side panel: This is present on the left-hand side of the screen. This is where
the different control menus appear. The side panel in this screenshot shows
you the Home Menu, which allows you to navigate to the main areas of
Squarespace. Each area gives you access to different sets of tools. The
contents of the side panel will change depending on which area you are in.

* Preview screen: This is present on the right-hand side of the screen.
This large space is where you preview your website, edit content, make
adjustments, and view the results. The Preview screen in this screenshot
shows you a preview of the website homepage. The Preview screen always
shows you a preview of the part of the site that you are working on.

You will notice that the preview screen on your computer shows something very
similar to the homepage that you saw when you selected which template to use. That's
because Squarespace preloads your template with demo content to make it easier for
you to see and understand how different elements work with your template.
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Understanding the Site Manager interface

The parts of the Site Manager interface can expand/contract depending on the type
of activity you are performing. For example, the side panel will automatically expand
to accommodate charts when you are viewing your site statistics (and therefore, the
Preview screen will shrink accordingly). You can also hide the side panel entirely to
fill the screen with your site preview. You can do this using the Expansion Arrow in
the top-left corner of the Preview screen, shown here:

——p

D

Clicking on the Expansion Arrow will:

* Expand the Preview screen to fill the browser window

* Disable all editing tools, allowing you to view and interact with your website
just as your public visitors do

When in fullscreen preview, you will notice that the Expansion Arrow is still visible
in the top-left corner, but the arrow points in the opposite direction. Clicking on the
arrow will collapse the Preview screen, revealing the side panel and re-enabling

the editing tools. You will toggle between these views a lot when working on your
website, so take a moment now to try this. Fullscreen preview is very useful for
testing content or design changes, so you can see things exactly as they will appear
to your visitors on desktop computers.
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However, you can also preview how your website will appear to visitors who use
tablets or mobile devices using Squarespace's built-in Device View. You activate
Device View by simply dragging the right or left edge of your browser to shrink
the width of the window. As you shrink the width, the tablet view will trigger first,
and if you continue to drag, the mobile view will trigger once you reach a certain
narrower width. Tablet and mobile views display an outline silhouette of the device
around the outside of the Preview screen:

i FLORIBUNDA

DESIGN
COMMERCE
METRICS
COMMENTS
SETTINGS

HELP

MIKO C.

Device View showing a mobile preview
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Be aware that if you embed code into your pages using advanced

customizations, they may not work while you are logged into your
— site, even in fullscreen preview. We'll cover advanced customizations

in Chapter 11, Moving beyond Standard Squarespace Tools.

Understanding Annotations

Unlike some content management systems or blogging platforms, Squarespace
allows you to make content changes directly on the page you are viewing. This
means that you do not need to access a separate area to adjust content; you can
make changes in the Site Manager by clicking on the area you wish to change in the
Preview screen. Squarespace highlights editable areas using the Annotations system.
Annotations appear when you hover your mouse over an editable part of your web
page, and they show you the name of the element, a link to the tools you can use to
make adjustments, and a border around the element that you'll be adjusting. Here's
an example of an Annotation:

e A
FLURIBQLJNDA

Take a moment now to hover over various parts of the page showing in your
Preview screen to familiarize yourself with Annotations and to get a glimpse into
the types of things we will adjust later. Just hover for now —don't click on anything
yet, because we will need to perform a couple of steps before we dive into making
adjustments. Instead, let's continue on our tour.
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Using the Home Menu

The Home Menu in the side panel links to the following seven areas:

* Pages: This area displays your site structure and allows you to easily add,
remove, and reorganize pages in your site's navigation.

* Design: The Design area is where you control the aesthetic appearance of
your website.

* Metrics: The Metrics area shows you the statistics of your website traffic and
how people are using your site.

* Comments: The Comments area is where you can access and approve blog
comments if you have enabled the comment functionality.

* Settings: This is where you set up your site's technical configuration
and manage user accounts. It is also where you set up payment for your
Squarespace subscription.

* Commerce: This area is where you manage all aspects of your online shop,
such as orders, inventory, and shipping.

* Help: This link opens the Squarespace Help Center in a new window, where
you can search for help in the Knowledge Base, or contact Squarespace
directly for assistance.

At the bottom of the Home Menu, you'll see a round user icon and your name.
Clicking on your user icon opens a shortcut box where you can quickly jump to your
user profile to edit it, log out of the Squarespace editor, add a new Squarespace site
to your account, or switch between Squarespace sites (if you have more than one
associated with your account).

The first six areas in the Home Menu are where you set up, add, adjust, and remove
things on your website, so let's take a quick look at each one in turn. The subsequent
chapters will cover each one in more detail, but for now, we'll introduce each area
and its purpose to give an overview of the entire Squarespace system.

Using the Pages area

When you click on the Pages link in the Home Menu, you will notice that the content
of the side panel changes to display a list of the pages on your website. As you have
not created any real pages yet, you will see the pages that came with your demo

site, along with the word Demo next to each of them. You will also notice a link and
arrow at the top of the panel that you can use to return to the Home Menu. Here's an
example of the Pages panel:
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€— HOME

TOP NAVIGATION +

Home

=LY Classes

B O O

Workshops

ETLLY Mews

0Ly About

O O o

LY Contact

NOT LINKED +

Unlinked pages are public, but

do not appear in navigation.

] CLL) Read Me

You will use the Pages area to control the site structure. Here, you can add or delete
pages and set the type of page (for example, blog, image gallery, or standard text
page). You can also control the site's menus here, including reordering pages and
creating submenus (drop-down menus).

Click on the Home link at the top of the screen now to return to the Home Menu so
we can continue the tour.
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Using the Design area

When you click on the Design link in the Home Menu, you will see the following
menu appear in the side panel:

€— HOME

DESIGN

Logo & Title

Template

Style Editor

Checkout Page Style Editor

Announcement Bar

Mobile Information Bar

Squarespace Badge

Custom CSS

Advanced

As you can see from the Design Menu items, the Design area is where you can
input a logo, switch to a different template, adjust the visual style of your website
or certain pages within it, and perform other adjustments to control the appearance
of your website.

Return to the Home Menu now, and then return to it again after each of the
following sections to carry out the rest of our tour.
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Using the Commerce area

When you first click on the Commerce link in the Home Menu, a dialog box will
open to tell you some about the basic requirements of using Squarespace Commerce.
Click on the Get started with Commerce button at the bottom of the box to close it
and reveal the main Commerce menu, as shown in the following screenshot:

€— HOME

COMMERCE

Getting Started Oof 4

Orders

Payment Activity

Inventory

Donations

Shipping

Coupons

Taxes

Email Settings

Store Settings

If you plan to sell goods or services, take donations, or offer paid subscriptions, the
Commerce area is where you will set up and manage all commerce-related functions
for your website.

Currently, Squarespace Commerce is only integrated with the Stripe
payment gateway, which is only fully supported in USA, UK, Canada,
Australia, and Ireland. *If you live in a different country or do not
want to use Stripe, you will only be able to use a very limited set of
L Squarespace Commerce tools.

At the time of writing this, Stripe is also being made available in other
countries in the Beta mode, so visit www.stripe.com/global to see
whether your country is supported today.
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You can use Commerce to do the following;:

* Manage products: Create products; set options such as sizes, prices, or
colors; organize your products into categories; and track the inventory of
your products

* Manage orders: Track orders, handle fulfillment, and set shipping options

* Manage your finances: Set up your online payment gateway, taxes, and
currency and offer discounts through promo codes

* Manage customer communication: Configure the e-mails that your customers
receive, set return and privacy policies, or link your store to your e-mail
newsletter system

Using the Metrics area

Clicking on the Metrics link will load the following menu in the side panel:

€— HOME

METRICS

Traffic Overview

Mobile Usage

Subscribers

Referrers

Popular Content

Search Engine Queries

Activity Log

Once your website is live, you will want to check the Metrics reports often, so you
can see how people are using your site and make adjustments if necessary.
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You will use Metrics reports for the following:

* Monitoring website traffic: See how many visits your site has received in the
past day, week, month, or year —and whether visitors are viewing on mobile
devices or standard computers.

* Understanding how people find your website: Check which sites are
sending traffic to your site and find out what search terms people are using
to look for your site in Google and other search engines.

* Understanding what content your customers like —and don't like: Compare
the popularity of each of your site's pages to determine whether you need to
change your site's content or structure to improve it.

> You can also use Google Analytics with your Squarespace website, if you
prefer. We'll cover this in Chapter 10, Managing Your Squarespace Website.

Comments

Click on the Comments link in the Home Menu to expand the side panel to show the
following Comments panel:

€— HOME

COMMENTS Unmoderated Approved Flagged

There are no comments
to display.
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At present, the Comments panel is empty, but if you have a blog on your site, you
will use this area to approve comments, respond to them, remove them, or mark
comments as spam.

Settings
The next area accessible from the Home Menu is the Settings area. When you click
on Settings, you will see the following menu in the side panel:

€— HOME

SETTINGS

Basic Information
Language & Region
Domains

Email

Permissions

Social

Blogging

SEO

Security

Billing & Account

Advanced
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You will mainly use the Settings area at the beginning of your project to configure
your site and set things up before you start building and populating your site with
content. We'll carry out many of these activities in the next part of this chapter.

You can use Settings to set up the following:

Information about your business: You can enter business-related
information, such as your company name and slogan, and indicate
where your business is located.

Information about your Squarespace account: This is where you set your
subscription plan, payment details, and account name.

Control access and visibility: You can enable a custom domain name,
set up some important features for search engines, or lock public access
to your website.

Social media sharing: Here is where you can link to your Facebook page or
allow visitors to share your content within their social networks.

Additional authors: You can add user accounts here to allow colleagues to
contribute content and manage the site.

You probably won't need to use most of the more technical or advanced settings
unless you later find that you want to do some complicated things with your site
(usually with the help of a Squarespace developer).

Logging in and out of Squarespace

Now that we've gone through an overview of the six main site management areas in
Squarespace, it's a good time for one final stop on our introductory tour: logging in
and out of the Squarespace editor.

If you've followed this chapter up until this point, you should still be logged in, so
we'll cover logging out first. You can log out by following these steps:

1.

2.

Ensure you are in the Home Menu and click on the user icon at the bottom of
the side panel.

In the pop-up shortcut box, click on the Logout button.

You will now be logged out and automatically directed to the public view of
your website.

M If you are still on a trial account, you will see a message indicating
Q this instead of seeing your website's pages. This is because trial
sites are not public yet.
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Logging in
There are three different ways to log in to the Squarespace editor: two of them can

be done on your Squarespace website, and the last one can be done on Squarespace's
own website.

In all cases, you will need to enter your e-mail address and Squarespace password,
so ensure you have them handy.

o On the login screen, you will have the option to tick the Stay Logged
~ In box. If you tick this box, Squarespace will automatically log you in
Q whenever you visit your website even if you close your browser or
shut down your computer.

Logging in by pressing Esc
The easiest way to log in is to use a keyboard shortcut whenever you are on any page
on your Squarespace website:

1. Open your Squarespace website in your web browser (http://your-
account-name.squarespace. com).

M If you are on a trial account, you will need to choose Visitor Access
Q on the black lock screen and then enter the code shown to open the
public view of your website.

2. Hit the Esc key on your keyboard.

o You can use this method even if you have set a custom domain
~ name. Instead of going to http://your-account-name.
Q squarespace.com, just go to http://www.customdomain.
com and hit Esc to log in.

. If you plan to use videos or slideshows on your website that will
be viewed in fullscreen mode, you may want to disable the ability
=" tolog in via Esc, because the Esc key is also used to enter/exit
fullscreen mode in media viewers. You can disable it in Settings.
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Accessing your site's login page
The login page for your Squarespace website can be accessed directly by going to
http://your-account-name.squarespace.com/config.

. You may want to add this URL to your bookmarks, so you can log in
> quickly in the future.
Q You can use this method even if you have set a custom domain name;
just visit http: //www.customdomain. com/config instead.

Logging in via the Squarespace site

You can also log in from the www. squarespace . com site: click on the Login button in
the top-right corner.

If you manage multiple Squarespace sites under one account, you will be logged into
whichever site you were last working on. Once logged in, you can switch to another
site using the shortcut box that appears when you click on your user icon in the
Home Menu.

M This is the method to use if you have forgotten your Squarespace
Q Site Name. Once logged in, your Squarespace Site Name will
show in your browser's URL bar, so don't forget to write it down.

Adjusting basic site settings
Before you get too far down the line with your project, it's a good idea to set up

some of the basic things related to your website. Have your website plan from
your Website Toolkit handy, and let's get started.

All of the items we'll set up are in your Settings area, so log in and navigate to
that area.
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Adding Basic Information

Click on the link to open the Basic Information panel. As part of the initial setup,

you should have already selected Site Type, so we can skip that and move on to Site
Description. You can paste your Business Overview from your website plan here.
Certain Squarespace templates show you this information on the homepage or sidebar.

MENU
LOCATIONS
NEWS
READ ME

332 W 29TH STREET, NEW YORK, NY

Aviatar is dedicated to perfecting the craft of coffee while

building community. Our coffee is carefully selected, then

hand-roasted in our roastery in the Catskills, and finally
delivered daily to our three beautiful cafes in the
city. Background image by jakeliefer

Site Description as it appears on the Aviator template

Next, decide whether you are happy for your website to be shown in Squarespace's
index, and check the Promotion/Indexing box accordingly.

Finally, click on the Business Information link to load this section into the side
panel. You may need to click on Save in the dialog box to store any changes you
made to Site Description first. Review the screen notes regarding your business
contact details, and fill in the parts that are applicable to your business. When you
are finished, click on the Save button at the top of the screen to store your changes.

Use the navigational arrow links at the top of the side panel to return to the Settings
menu now and after all of the upcoming Settings adjustments.
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Setting your site's language and region

Open the Language & Region panel to set your language and time zone, as this
will affect the display of any time- or date-based content (such as blog post dates).
To change the time zone, click on your location in the map. You should also set
the country in the Geography drop-down menu, as this setting affects the default
currency and certain other commerce-related items. Save your changes and return
to the Settings menu.

Setting up the SEO options

Click on SEO to load this section into the side panel. The first setting in the SEO
section is Search Engine Description. This is an important field, because whatever
you put here will be shown on search engine results pages. This text appears below
the link to your site, so make sure it entices people to click. Use a variation of your
Business Overview from your website plan here.

Using My Head - London Squarespace design and support
usingmyhead.squarespace.com/ ~

Squarespace web designer and trainer for London, UK and beyond. | make
Squarespace websites and train clients on how to manage them.

The gray text is the Search Engine Description as it appears on Google search results

Google will only display the first 150-155 characters, so use short
sentences and check your character count if you don't want the

end to be cut off.

You can use an online character counter such as http://
charactercounttool.com/ to calculate the number of
characters in your text.

The rest of the settings on this page can be left as is for now. You'll have a chance
to come back and adjust them later if necessary, but the default settings are fine
to get started.
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Keeping your site private until its launch

Squarespace hides your website from the public during your free trial period, but it's
unlikely you will complete your website and have all the finishing touches applied
before your Squarespace trial ends. Therefore, you need to take measures to ensure
your site stays private and hidden from the public regardless of whether you are

in your trial period or not. You can do this by setting a Site-Wide Password in the
Security section.

o You may want to use your normal Squarespace account password
~ here, so you don't have to remember another one. However, if
Q you will be showing your site to colleagues, choose a different
password and don't forget to write it down.

Setting up your subscription plan and billing

At this point, you are using a free Squarespace trial account, so you don't have to
choose a subscription plan yet, but it's worth covering here as it is part of your basic
site setup. Feel free to use up your free trial (currently, this is 14 days), and come back
to this bit when you are ready to choose your plan and set up your billing information.

Choosing the right subscription plan

Squarespace currently offers three different subscription plans, each with different
levels of features and functionalities. As Squarespace often adjusts what is offered
with each plan, check www. squarespace.com/pricing to see what's currently
available and to see the current prices for each plan.

The Squarespace subscription plans are in the order of the least used to most used
features: Personal, Professional, and Business. Your free trial account is set to the
highest level, which is Business.

All Squarespace plans include:
* Access to the full set of Squarespace editing and site-building tools, including
the full range of site templates
* Fully integrated e-Commerce
* The ability to create all types of pages: standard pages, blogs, and galleries
* DPlenty of storage space for images and other files
* The hosting of your site, with plenty of bandwidth for most sites

* A free custom domain name if you pay yearly
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Everything we cover in this book applies to all levels of Squarespace plans, so
browsing the table of contents will give you a good idea of all the features you get as
the standard. The differences in the subscription plans are mainly about restricting
the number and volume of things and allowing you access to do more complex
things with your site.

The Personal plan

The Personal plan places limitations on the number of pages, products, and
contributors you can have on your site and how much storage and bandwidth
you can use.

The Personal plan includes all of the standard features listed previously, with the
following limitations:

* A maximum of 20 pages on your site

. 20 pages may not seem like enough, especially if you want to have
% a blog or news section on your site. However, Squarespace does
=" not count individual posts in this 20 page limit; your blog as a
whole counts as only 1 page.

*  Sell only 1 product with multiple variants such as size or color and/or accept
donations through Squarespace Commerce

* A maximum of two contributors (for example, authors or shopkeepers) with
access to the site's administration area

* A maximum of 2 GB file storage space for your images and downloads

* A maximum of 500 GB bandwidth per month (the amount of traffic your site
can have)

The personal plan is suitable for most small businesses that do not need to sell
products online or for nonprofit organizations. The restrictions on file storage and
bandwidth do not really affect most small sites, unless you offer large file downloads
on your site or expect to have very heavy traffic peaks at certain times of the year.

The Professional plan

The Professional plan relaxes the restrictions of the Personal plan, and should you
wish to have a highly customized site, it gives Squarespace developers full control
of the code that affects the design of your site.
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The Professional plan includes all of the standard features, plus:

* Unlimited pages, contributors, storage, and bandwidth

* Sell up to 20 products

* Access to the Developer platform (refer to Chapter 11, Moving beyond Standard
Squarespace Tools, for more detail)

The Professional plan is suitable for businesses that need to have a lot of content
on the site or for boutique-style shops that have a small number of products to
sell online.

The Business plan
The Business plan removes all restrictions and offers integration with third-party
tools for improved online shop workflow.

The Business plan includes all of the features of the Professional plan, with the
following extras:

*  Sell unlimited products

* Automated shipping label printing by ShipStation

* Real-time US Postal Service shipping calculations

* Integrated accounting by Xero
The Business plan is suitable for businesses with a lot of products to sell online or

any business that wants to streamline their online shop processes — especially those
based in USA, as most of the third-party tools are US-specific.

Setting up your billing information

In order to keep your account and website active, you will need to set up regular
billing by credit card before the end of your trial period. You can pay monthly
or annually.

M Squarespace rewards customers who pay annually by giving
Q a 20% discount and a free custom domain name, so annual
payment is the most cost-effective option.
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Open the Billing & Account section and perform the following steps to set up
your subscription:

1.

2.
3.
4

Click on Upgrade to open the Select a Plan screen.
Choose your option under Plan Level and Billing Period.
Enter the credit card that you wish to be charged.

Click on Update Payment Information.

M If you need an invoice for tax or accounting purposes, you can
Q view all invoices associated with your account by clicking on
the Invoices link in the Billing & Account menu.

Summary

You've now completed all of the essential administration setup for your site, so you
are ready to start constructing your site. As mentioned in Chapter 1, Setting Up for
Success — Your Website Toolkit, we'll be following a similar process as constructing a
building: first, we'll put together the framework, then we'll install the core elements
that make the site do what it needs to do, and lastly, we'll apply the visual finishing
touches that make the site unique to you.

The next chapter focuses on one of the most critical decisions you will make in this
project: choosing the right site template. The site template is what determines the
overall shape of your website and what functions and structural elements it can
have. In our building analogy, the template is what dictates whether the building
can be a single story house, a hospital, a high-rise office building, or type of building.

Before choosing your template, it's essential that you understand the website
concepts we talked about in the previous chapter, and it's even more helpful if you
have done your research and have some idea boards bursting with inspiration. If you
need to go back and do this, now is a great time for a little refresher before you dive
into Chapter 3, Working with Squarespace Templates.
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Templates

Choosing the right Squarespace template for your website is one of the most
important decisions you will make on this project. The template dictates the overall
structure of your site's pages, sets the starting point for your site's look and feel, and
in some cases, restricts the types of pages, content, and other elements that you can
have on your site. To help you make the right choice, in this chapter, we will cover:

* The characteristics of a Squarespace template

* Template variables and how they can restrict you

* An overview of the different templates available in Squarespace
* Browsing and exploring templates

* Installing and applying templates

* Using template Preview Mode

Understanding Squarespace templates

Squarespace templates are basically readymade kits for website design. Each template
contains certain stylistic and structural elements that you can apply to your website.

It may help to compare them to kits of Lego toys: each one is unique, and each comes
with certain pieces that you can use to create something that looks very much like the
picture on the box. Although you may be able to use your imagination to create other
things using these pieces, there are certain restrictions that apply depending on the kit
you have purchased. For example, if you buy a kit to make a castle, it is unlikely that
you will be able to build a very good racecar —and vice versa. Some kits have many
different pieces, offering a lot of complex options. Others have fewer pieces or pieces
with very specific shapes and therefore, less scope for creativity.
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Squarespace templates are similar, as they can be used to create websites that look
very much like the sample website shown for each template. Or, you can use your
creativity to deviate from the sample site, but there will be restrictions on how far
you can go depending on the template you have chosen.

Characteristics of a Squarespace template

Each template has several different characteristics that will affect your site's design
and structure. These three characteristics are page structure, visual style, and special
features. Some elements of these characteristics will be set in stone, while others
have variable options to allow you to adjust the template. Let's go through each of
the template characteristics in more detail so that you can understand how they will
affect your site.

Page structure

Page structure refers to the position of the core elements on the page. If you chose to
make wireframes for your site part of your Website Toolkit, you may have already
sketched out a desired page structure. Or, you may have some ideas for page
structure from the sites you researched in your idea boards.

Many people may be inclined to think of page structure as the same

thing as page layout. However, when it comes to Squarespace, this can

end up causing confusion. The page structure is set across the entire site

and usually applies to every page on the site, regardless of the type of

page or the content sitting within that page. Page structure is determined

by the template and cannot be changed without switching templates.
% Your site navigation is an example of a structure element.

In Squarespace, page layout refers to the way the individual content
elements are arranged on a specific page, not sitewide. The text and
photos on a page are layout elements. You can think of page structure

as macro level and page layout as micro level. Page structure applies to
elements that are reused on many pages, while layout only applies to the
content elements on one page.

The following main components of page structure are set and controlled by the
Squarespace template. There are others, but these are the main ones you will notice
when comparing templates.
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Before we define each component, here is a diagram that may help you understand
how they all fit together:

8en0e Mozilla Firefox e
J New Tab l =+ L
4\‘_\,II> @| Search or enter address C'i T ? L '. 7
HEADER
CANVAS
BODY SIDEBAR
FOOTER
—————————————————————————————————

The names used here correspond to the names used in the Squarespace
Style Editor. Advanced users familiar with HTML should not confuse
these terms with actual HTML tags, such as <body>.
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Canvas

The canvas is the part of the web page that contains all of the content, visual, and
navigation elements. The canvas is usually the main outer container within which
everything else sits. However, the canvas is not always the full width or height of
your web browser window: sometimes, template designers leave borders around the
edges of the canvas to allow a background image, color, or pattern to show behind
the canvas.

Header

Most templates have a header at the top of the page that contains the main site
navigation and the logo or site title. In the web industry, we often refer to the main
navigation area as a navigation bar — or navbar for short. Many templates separate
the navbar from the rest of the header using a visual separator, such as a horizontal
line or a different background color. The header may also contain a header image,
also known as a banner image. Depending on the template, the header may also
display the site's tagline or other short text.

Header \

FIVE TG VAEHE  EMMITEE PACRAOSE | TERTOMILE © CSHTACT | L2

A First-Class Ticket to the |tali@RrCoast

Experience the best of many worlds from a 67" luxury yacht
based in Portofino, italy — the thrill of exploration, the

elegance of villa living, the serenity of open water,

Header shown on the Five template
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In certain templates, there is no header at the top of the page; instead, the logo
and navigation appear vertically along the left-hand side of the page, as shown
in this example:

Vertical navbar

PP
LY
[mens]

|WOMENS BAGS |

OFF SALE

MENS
WOMENS
LIFESTYLE

&

The Supply template with a vertical navbar instead of a header

Body

The body contains all of the main content and functions of the page, usually
comprising text, images, and video. In Squarespace, each chunk of content is
referred to as a content block. Content blocks can be arranged within the page
body in many different ways —for example, in multiple columns or with text
wrapping around images. This is how you control the page layout. We will
learn a lot more about content blocks in the next chapters.

The body usually sits below the header and above the footer.
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Footer

The footer sits along the bottom of the page and usually contains general information
such as a copyright notice or link to social media profiles. The footer can also contain
nearly any other type of content block, such as a short description of the site or a
newsletter signup form.

Sidebar(s)

A template may include one or more sidebars, which are narrow columns that sit
next to the body. Sidebars often contain short content blocks, such as testimonial
quotes or a list of blog post categories, and they can sometimes be separated from
the body by a dividing line or a different background color. It's easy to confuse a
sidebar with a column of content within the page body, but remember that sidebars
are structural, not layout, elements. This means that a sidebar appears in the same
place with the same contents on multiple pages, like headers or footers. However,
unlike headers or footers, which usually appear on every single page, some
templates specify that the sidebars only be shown on certain page types, such as blog
pages. Most blogs on the Web use sidebars, as do many news sites. The following
screenshot displays a sidebar:

siop GUR STORY BALLERY nLoa BONTAGT AEAD ME

Galapagos

Sidebar

New Collection Preview A Litile About Us —

Lanem ipsum dolor sit amet,
consectetur adipiscing eiit. Intager
posuene erat a ante venenalis
dapbus poswens velit abquet. Nulam
i dolor id nibh ultricies. vehicuta ut id
elit. Mascanas faucibus malia
intardum.

Cras mattis consactetur puns sit
amet fermantum. Lonm ipsum dolor
=it armel, consectetur adipiacing elit.
Masconas sod diam 6get rus varius
blandit sit amet non magna.

Subscribe

Sign up with your

omail address lo

rechiva news and
updates.

Infeger posuers erat a ante venenatis dapibus posuore velit aliquet.
Fusea dapisus, tellus ac cursus commeda, tortor maurs candimantum
ribh, 11 fermentum massa jsto sit amet rss, Maooenas sod diam ogot
fiss varius bland sit amat non magna. Asnearn iacinia bibendum nus

sed consectatur, Cursbitur blandit 1emples porttitce

Example of a sidebar, shown here on the Galapagos template
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Visual style

The second characteristic of a Squarespace template is the visual style. In Squarespace
terms, style refers to the aesthetics of your website — that is, the colors, fonts, patterns,
backgrounds, and borders applied to the different elements of your site.

All templates specify the default colors, size, and placement of the core page
elements. It is then up to you to adjust these things according to your own taste
to make your site unique. The level of control you have varies from template to
template, but as a general rule, you will be able to adjust the following:

* The color of text and backgrounds
* The font choice and size of text
* The alignment, padding (spacing), and size (height or width) of elements

* Decoration, such as borders or dividing lines

You may also be able to turn the display of some elements on or off, such as social
media icons in the footer.

In some templates, the designer has specified each individual element to a very
granular level — for example, setting the color and font for headings, subheadings,
and sub-subheadings separately. In other templates, the designer has set things very
broadly, which means there are fewer things that you can control.

In all templates, you will notice that the default style of the template is
. quite subdued, with most templates having a white background and
simple, dark gray text. This is so you will not be influenced by strong
=" colors or stylized fonts when choosing your template. Instead, you can
focus on choosing a template based on its structure and features, which
you cannot change, instead of the visual style, which you can change.

Special features

The final characteristic of a Squarespace template is its special features: a broad
category that covers many types of settings that may apply to a template. Because
Squarespace allows customers to build many different types of website — from
personal blogs to online shops to photo galleries —some templates have features
that make these templates more suitable for one type of site over another. Some
special features may only be available with one or two templates, but there are some
that appear in more templates, so let's examine each of these more common special
features to learn more about what they can do for you.
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Different homepage

Some templates have a different page structure and visual style for the home page
than the rest of the site. This often takes the form of a large, fullscreen image that
occupies all of the homepage canvas and is useful for creative businesses.

F R O N T Row PORTFOLIO ABOUT BLOG SHOP

2

Homepage in the Frontrow template
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Secondary navigation area

Some templates are geared toward sites with lots of pages. These templates often
include a secondary navigation area—or even a secondary and tertiary navigation.
Sometimes, this appears as a navigation area within the footer for things such as
terms and conditions or return policies. In other templates, the secondary navigation
only appears when you set up a folder with subpages in your site's main navigation.
A folder is a navigational container that is used to group a collection of pages
together under one main navigation item. Normally, navigation to pages in folders
only shows as a drop-down menu as part of the main navbar. In templates with a
special secondary navigation setup, the secondary navigation appears as a second
navbar or sidebar when you go to a page in the folder to allow visitors to easily
navigate between pages within that folder. A good use for this is different categories
of products. A secondary navigation area is shown in the following screenshot:

ADIRONDACK =

HOME SHOP FALL LOOKBOOK CONTACT US BLOG + FOLDER READ ME

/

Main navigan

ndary navigation

FUSCE CONSECTETUR QUAM EUISMOD

RIDICULUS LOREM

Cum soeciis natoque penatibus et magnis dis parturient montes, nascetur ridiculus mus. Curabitur blandit tempus porttitor. Donec sed
odio dui. Morbi leo risus, porta ac consectetur ac, vestibulum at eros.

Secondary navigation on the Adirondack template
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Index page

Some templates take the idea of the folder and secondary navigation even further,
choosing to display the different pages within the folder visually on a special type
of page called an Index page. An Index page is really just a special kind of folder: a
collection of pages grouped together. There are two types of Index pages:

* Grid: This displays a grid of thumbnail images, and each thumbnail links to
a different page within the Index.

* Scroll: This displays the full content of all pages within the Index in one long,
scrolling page.

Here's an example of a grid Index:

Links to pages within the Index

N

Mountains Off Season Cities

Index page in the Avenue template
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The following screenshot depicts a scrolling Index:

Plchll:

Page 1
within =
Index e

Page 2
within
Index

e
Page 3
Within =
Index

CASCADE

Page 4
Within e
Index

Page 5
within =——
Index

Index page in the Pacific template
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In some templates, you can only have an Index collection of photo galleries; this

is useful for photographers or designers with lots of projects to show. In other
templates, you can only have an Index collection of normal pages; this kind of Index
is useful for businesses with lots of case studies, for example. And in others, you can
have an Index collection that contains either galleries or pages (or both).

Variable header images

In some templates, you can vary the header image on a page-by-page basis or turn it
off entirely on certain pages within your site. Using variable header images is a good
way to visually highlight an important concept on that specific page. Turning the
header image off entirely is useful for pages such as contact forms, where you may
want to remove distractions and keep the page clean.

Promoted Blocks in blog posts

Some templates have a special feature designed for blogs, events, or news pages with
strong visual content, such as photo or video blogs. This feature is called a Promoted
Block, and it allows you to put a large image, gallery, or video at the very top of
your blog post. Some templates also apply special styling to the Promoted Block,
such as showing it in full width to make it stand out even more. This is useful for
drawing the eye in or making certain important posts stand out from the rest:

JANUARY 13, 2014

POST WITH A PROMOTED BLOCK

This image is the Promated Block om this post.

A Trometed Block is samething that may be affered with your
Squarespace template. Some templates we them, others don't. T you see
an image appoaring above the rest of the content, then the templabe uses
them, Ctherwise, the [mage will appear in lne with the rest of the post.
Sometimes Promoded Blocks appear different from the other images ina
post, for uxample, it may appear wider or even fullscreen. Or it may have
soma spocial apsthetic plemonts applied, such as a barder.

gallery that you want to really
stand out and draw attention, then
you can pul it as a Promoted Black,
%0 it appears first and grabs the eye.

Promoted Block shown in the Boutique template
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Fixed navigation

Some templates make the navbar fixed, which means that the navigation area will be
visible even after you scroll. Normally, scrolling down on the page will also scroll the
navigation, so it disappears off the top. With fixed navigation, the navbar sticks in
place, and the rest of the page content scrolls. This is useful for sites with lots of text
or images per page, such as long blog articles, or for sites that use a scrolling Index.

Choosing the right Squarespace template
for your site

Now that you understand the different characteristics of a template, it's time to start
thinking about which of the 30+ templates that Squarespace offers is the right one for
you. In this part of the chapter, we'll outline the steps and techniques you can use to
make the right decision and explore the different templates currently available.

Before we start exploring the templates, it's important to note that Squarespace keeps
the design of your site separate from the content. This means that you can safely
change the site template without affecting the content. Therefore, although our goal
is to choose the right template from the start, you can always switch templates later,
even after you have filled the site with your content, without worrying about losing
your work. This makes it possible for you to freshen up your site in future, whenever
you fancy a new look.

The exception to this rule is special features. If you have been using a
*  template that has a special feature, and you switch to a template that does
not have the same special feature, this will be affected, and you won't be
= able to use whatever it was that you had before. Pay extra attention to
special features such as Index pages when considering templates.

Squarespace has provided several ways for you to view the different templates to
help you make your choice. You can do the following;:

* Seea Live Preview of the template on a demo site. The demo site contains
fake content but has been mocked up to represent a realistic business so you
can get an idea of how things would look and work on a real site.

* View real-life example sites that use that template. For each template,
Squarespace provides some links to actual websites for real businesses
that have created their own sites using that template.

* Use the template Preview function to apply the template in the test mode on
your own site. This will allow you to preview how the template works with
your own content before you commit to it.
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We'll cover each of these in this chapter. However, clicking around the different
Squarespace templates without a plan will only end in confusion, especially as many
of them look very similar at first. Therefore, it's important to do some thinking before
you do any clicking.

Selecting the best template for your needs

Before you start looking at any templates, go through these steps to make the
selection of your template more methodical to save time and ensure you end
up with a template that is appropriate for your site.

Step 1: Consider the site's primary purpose and
important functions

In your website plan, you should have written the primary purpose of your site and
listed the key functions you need your site to perform. In theory, all templates offer
the full set of key Squarespace functions, but certain templates will be better suited
to certain functions, such as selling products or showcasing a creative portfolio. Keep
your primary purpose in the front of your mind when exploring templates.

o You may want to circle this part of your website plan or write
~ it on a sticky note and stick it to your computer. It's easy to get
Q dazzled by fancy features when choosing templates, so this will
help bring you back to your goals.

Step 2: List the special features that you want

When you were learning about the special features earlier in this chapter, you may
have recognized one or more that would really work well for your site. Write them
down now, along with whether they are essential or just nice to have. You may also
want to refer to your idea boards to see whether there is anything in your wish list
that may be available as a special feature in Squarespace.

Step 3: Identify the page structure you like best

You probably have quite a few inspiration sites in your idea boards, and once you
start exploring templates, you may end up with even more ideas. Take a look at your
inspiration sites now and see whether you can identify any similarities, especially
when it comes to page structure. Do they all have horizontal navigation at the

top? Do they have large header images? Or, maybe they use sidebars or vertical
navigation. If you can see similarities, it will help you narrow things down, but

don't worry if you can't find a common thread at this stage.
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Step 4: Refer back to your brand and content

No matter how appealing it may appear, there's no sense choosing a template that
won't work well with your content or brand. Some templates work best with small
amounts of text, while others can cope well with long pages. Some are designed to
showcase powerful imagery, and others focus more on powerful messages. Refer to
your Website Toolkit for a reminder of what you will be putting into your site, and
keep these things in mind when choosing your template.

An overview of the different Squarespace
templates

Once you've gone through the four steps, and you have your notes handy for
reference, you're ready to start narrowing down the choice of templates that
Squarespace offers. At the time of writing, there are 32 different templates for you to
choose from. To help you match the template to your needs, there's a handy chart in
Appendix B, Squarespace Templates in a Nutshell. This chart shows you all of the main
features and differences between each template in an easy-to-compare format. It's
probably the most useful part of this book, so take a look now.

As Squarespace regularly adds or removes templates and features
M .
~ offered with the templates, you should check out www. square-help.
com/templates for the latest version of this chart, along with a more
detailed list of features and specifications for each template.

Although there are technically 32 templates, some of these are variants of another
template. Refer to the detailed feature list at www. square-help.com/templates to
find out which templates are based on others. You'll also find notes about which
templates are best for certain situations and which templates have features that are
similar to others.

Browsing templates

The list of templates and key features can only take you so far when it comes to
making your final selection; the next stage is to browse the templates, making notes
as you go:

1. Go to www.squarespace.com/templates. You will see the same set of
thumbnails that you saw when you set up your account.
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. To help you narrow your choices, Squarespace allows you to filter
~ the templates by category. You will see the list of categories above
Q the thumbnail grid, where it says Featured, Business, Portfolios,

and so on.

Hover your mouse over a thumbnail to see the name of the template.

Pick a template to preview, and click on the View (Template Name) button.

Ll

The resulting screen gives you three different options to view the demo site
and examples.

To view the demo site in a desktop browser:

1. Hover over the large thumbnail at the top next to the name of
the template.

2. Click on the Live Preview button that appears when you hover. The
resulting screen will have the demo site loaded into a frame.

Next to the Start With This Design button at the top, you'll see the
M web address for the demo site. Click on the web address to open the
Q demo site in a new browser tab. This will allow you to have multiple
tabs open with several template demos or several sites that use a certain
template —a great way to compare.

To view the demo site in a mobile browser:

1. Hover over the mobile phone image next to the large thumbnail of
the template.

2. Click on the Mobile View button that appears when you hover.
The resulting screen will have the demo site loaded into a frame
that simulates viewing the template on a smartphone.

To view real-life example sites in a desktop browser:
1. Scroll down to the thumbnails of customer sites using this template.

2. (Click on a thumbnail to view the example. The resulting screen will
have the example site loaded into a frame.
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u Just as with the demo site, you can click on the web address of
~ the example site at the top to open the example site in a new
Q browser tab. The example site web address appears next to the
Create A Site Like This button.

Important points to remember when browsing
templates

As you browse the templates, there are a few important things that you should
remember in order to make your choices most effectively:

It's a good idea to browse both the demo site and some example sites for each
template that you are considering. The demo site will only show you a single
view of what the template can do, whereas the example sites will show you

a broader range of what is possible with the template. Just bear in mind that
most example sites have been built by professional website designers, so you
may not be able to achieve everything you see on the example sites without
the help of a professional.

When choosing templates, focus on function, structure, and features.
Remember that the visual style that comes with a template is only a starting
point, and most of this can be changed to give dramatically different results
from what you see in the demo and example sites.

The page structure set by the template is not flexible: the structure you see is
the structure you will get. As a general rule, the only things you can change
about the structure are the aesthetics of each component. For example, you
can change the size and color of a navbar, but you would not be able to
switch from a horizontal navbar to a vertical one within the same template.

M There are a couple of exceptions, but they are very rare.
Q Check out www . square-help.com/templates for details
of exactly what is possible with each template.
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* All of the Squarespace templates are designed to work well on computers,
tablets, and smartphones, but some templates use fancy menus or make
certain structural changes to the page when viewing on a mobile device.
Be sure to browse templates on tablets and smartphones, in addition to a
desktop computer monitor, to see how your chosen template behaves on
these devices.

If you don't have a tablet or smartphone handy, you can simulate
M a smaller screen on your computer by manually dragging the right
Q edge of your browser window to make it smaller. This is useful when
viewing example sites, as they don't have the built-in Mobile View
option that you can use when viewing the demo site.

* Try very hard not to confuse the four website concepts: structure, function,
content, and aesthetics. It's easy to be lured into using a template because
someone else's site looked amazing only to find that it was their branding or
content that made it look so good.

Using the template's Read Me page

Many templates come with a Read Me page, which you will see as a link in the
template demo site's navigation. The Read Me page usually includes details about
the features that are available with the template as well as the kinds of things

that can be configured in the visual style. You may find it useful to have a look at
the Read Me page when you are considering templates, but you'll notice not all
templates come with one.

u Most things listed in the template Read Me pages are also
~ covered in the comparison chart available at www . square-
Q help.com/templates. You may find it easier to use this
chart, because it lists all templates and key points side by side.
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Trying out a new template for your site

After you have browsed the templates and narrowed it down to a few that you like,
you can install and preview the templates on your account to try them out before
committing to a final template. You can install as many templates as you like. Installing
a template just makes it available for you to use; it does not apply the template to your
site or affect it in any way. Think of it like going shopping: you buy many jackets and
have them available in your closet, but you only wear one jacket at a time.

Previewing a template is a bit like trying on the jacket before you go out: it shows
you what it will look like with your outfit, but you are not committing to wearing it
in public just yet. Previewing a template allows you to play around with it to find
out what styles, restrictions, and features are built into the template without affecting
your live site.

Installing and previewing a new template

To install and preview a new template, perform the following steps:

1. In the Site Manager Home screen, go to Design | Template.

2. Click on the Install New Template button. This will open the
template browser.

3. Hover your mouse over the template thumbnail image to see the
template name and click on the View (Template Name) button to
open the template viewer.

4. Click on the Install Template button on the resulting screen. This should take
you back into your Settings screen, where you will see a thumbnail of the
template, along with any other templates that you have installed.

5. Hover your mouse over the template thumbnail and click on the Preview
button to apply the template in Preview mode.
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After performing these steps, the main preview screen will load something that looks
very much like the demo site that you saw when browsing templates, and the side
panel will gray out the template thumbnail and display a Previewing badge next to
the template name, as shown in the following example:

£~ DESIGM

TEMPLATE

Use this srea to switch the look and feel of your

Souarespas

at any tim
using the butt

template wil a

2 MERREDENE ST, LONDON, SW2 2AG, UNITED KINGDOM

+44(0)794 100 8431

SINGMYHEAD.COM

This website accompanies the book, BulidibjsBed bysBaVebsites with Squarespace, by Mike Coffey,
Five 3 Wikw demias and get help with your Squarespace site |

Encore EIIITD

Praviewing Encore. This tampiate is only visibla to you, and navigation changes do not affect the live she. Manage Tamplates

Previewing a template does three things:

1. Itloads the template in a private test mode, so you can see it and adjust
it when you are logged in, but the public will not be aware of anything
happening. Your existing live template will still be applied to the public
view of your site.

2. Itloads the pages and content that you have seen on the demo site into your
site. You can choose to keep this demo content to use as a starting point for
your own pages, or not.
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3. It moves any existing pages that you have created out of your main
navigation and into a temporary storage location called the Not Linked
section. This is to ensure that the demo content and navigation work exactly
like what you have seen on the demo site. You can move your pages back
into the active navigation at any time.

Because you haven't yet created any pages on your site, the third
M point does not apply right now, but it will apply if you change your
Q template in future, after you have made some pages. At that time,
you might be confused into thinking that your content and pages
have gone missing if you don't remember this point.

You will know you are previewing a template because you will see a dark gray band
at the bottom of the screen, with a message showing you the name of the template
you are previewing and a Manage Templates link that will take you back to the
Template panel under Design. The gray band is shown in the preceding screenshot
but is zoomed in here:

Previewing Encore. This template is only visible to you, and navigation changes do not affect the live site. Manage Templates

Choosing your final template

Previewing templates allows you to experiment with a template to find out the
specific features and restrictions it has, so you can understand whether it will do
what you want for your site. It's a good idea to install and preview several templates
to compare them before making your final choice.

M You can go back and install more templates to preview at
Q any time using the Manage Templates link in the bottom
gray band.

Ask yourself the following questions when previewing and comparing templates:
* How well does this template present the functions I need? Is it easy to find
and use them?
* Does this page structure work well for my target audience and site content?

* Do the template's special features do what I want?
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To answer these questions, you will need to switch back and forth between the
following areas within the Squarespace system, examining the different controls
and features in each template. Refer to Chapter 2, Getting Started with Squarespace,
if you need a reminder of how to access each area.

Fullscreen preview

Clicking on the Expansion Arrow will enable the fullscreen preview. This is where
you will see the visual style, page structure, and special features of your template
in action, exactly how they would appear on your site. If you have made any
adjustments while in the Style Editor or Pages area, you will see the effects

of your adjustments here.

tablet Device View as well.

1
[ ‘Q Don't forget to preview your template in mobile and ]

The Style Editor

You access the Style Editor from the Design menu under Home. The Style Editor is
where you will get a general idea of the controls you will have over the visual style
elements. While this mostly relates to colors, sizes, and fonts, you should also look
out for some controls of special features here, such as fixed navigation.

Feel free to have a play around with some of the controls, but don't get carried away.
Now is not the time to do detailed visual design work on your site; we'll cover that
later. For now, just familiarize yourself with the controls and notice how they differ
from template to template.

" The Squarespace Templates in a Nutshell chart in Appendix B, Squarespace
~ Templates in a Nutshell shows you the overall scale of controls available
Q within the Style Editor: XL means there are a lot of controls that you
can adjust, whereas S means you have very few controls.

The Pages panel

From the Home Menu, go to Pages to see any special page types, such as Index
pages, as well as secondary footer navigation.
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Some special features and variable elements of certain templates are
M not controlled via the Style Editor or Pages area. These will be covered
Q in Chapter 4, Creating Your Site Framework: Pages, Items, Collections, and
Navigation, so don't worry if you can't immediately see the control or
variable you were looking for.

Applying your chosen template to your site

Once you have narrowed things down to your final choice of template, you need
to activate the template to make it live. This will apply the template that you are
previewing to your site, turning off the old template that you set up at the beginning.

Making a template live

To make a template live, perform the following steps:

1. Click on the Manage Templates link in the gray band at the bottom of the
screen. You will be taken to the Templates area in the Site Manager, where
you will see all of the templates you have installed.

2. You will notice that the thumbnail of the template you are previewing has
an overlay on it, with a large button in the middle that says Set as Live
Template. Click on this button to activate the template.

3. You will see a confirmation message indicating that this will make the
template live for all of your website visitors. Click on Confirm. An alert
will appear to let you know this change has been applied successfully.

As we set up a sitewide password in the last chapter, your website is
M currently hidden from the public. Therefore, right now, no one will see
Q this change except you. In future, if you want to change your template,
remember to make all your design changes before making the new
template live.
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Summary

You've now set a template for your site, which defines the direction your site's pages
can take structurally and visually. The next step is to create some pages for your
site, so we have somewhere to put all your exciting content and functions. In the
next chapter, we will cover all of the different types of Squarespace pages and create
sample pages to help you learn how each type looks and works in your template.

Remember, you can change your template at any time, so don't be afraid to come
back to this chapter later if you find that the template you have chosen just isn't
working the way you thought it would. Sometimes, it takes a bit of trial and error
working with your actual pages and content for you to discover exactly how a
certain template will affect your site.
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When you set your site template in the previous chapter, the Squarespace system
automatically created demo pages that looked like the ones you saw on the demo
site. You can choose to keep these pages to use as a starting point, or you can create
new pages to use as a clean slate to build your site, or a bit of both. Whatever you
decide, you'll need to learn about the different Squarespace page types and how to
use them in order to create the right pages to house your content and functions.

In this chapter, we will create samples of all of the main page types to learn about
their distinct characteristics, and we'll organize them in different ways to learn
how to adjust your site's navigation. We will start by learning about some core
Squarespace page concepts, and then we'll use a series of practical exercises to
demonstrate how to set up different pages and items on your site.

We will cover the following topics:

* Understanding the different types of Squarespace pages and page collections
* Creating and deleting pages

* Using demo pages as your starting point

* Understanding the various Page Settings

* Adding items to Collection Pages

* Organizing pages and setting up navigation

* Using special navigation elements
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Understanding Squarespace pages

Squarespace comes with a range of different page types to suit different purposes.
Some of these are very straightforward and easy to understand, while others are a bit
more complex and can seem a little confusing at first. There are four main categories
of pages, and they are:

* Standard page: This is a single, normal web page that contains no subpages

* Collection Page: This is a page that links to and/or contains multiple items
within it, such as a Gallery or Blog

* Cover Page: This is a simplified, bold page with a large background image
and minimal content

* Page cluster: This is a set of pages that are grouped together for
navigational purposes.

The latter term, page cluster, does not appear in any of the Squarespace documentation,
as this is a term I have adopted to help make this concept easier to understand. These
are the terms we will use throughout the rest of the book, so let's dig a little deeper into
each category.

u If you are using the Personal subscription plan, you can only have up
~ to 20 pages on your site. This refers to standard pages, Cover Pages,
Q and Collection Pages, but not individual items within a Collection Page.
Individual pages within a cluster do count toward the 20-page limit.

Standard page

A standard page can contain a range of content or functional elements, such as body
text, headline, image, video, or form field. The things that you put into standard
pages are managed within the Squarespace Site Manager's main viewing and
editing screen using content blocks, which we'll learn all about in the next chapter.
You can arrange content blocks on a standard page in many different ways, simply
by dragging and dropping the blocks into position and resizing them if you like.
Standard pages are the most flexible type of page.
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Collection Pages

A Collection Page always has items within it. An item is an individual, self-
contained piece of content, such as a Gallery image, or a Blog post. There are
different types of Collection Pages to hold different types of items. Here are the types
of Squarespace Collection Pages and their associated items:

Collection Page names Individual item within collections
Blog Post

Gallery Image or video

Events Page Event

Album Track

Products Page Product

u You can actually use a Blog or Gallery for a range of content purposes
~ apart from just news articles or photos. Take a look at www . square-
Q help.com/inspiration for some creative ideas on how you can
adapt these collections to fit other content needs.

Each item has specific properties that you can apply, such as a description, price,
or location. However, not all items have the same properties. The properties are
determined by the type of item, and they are preset by the system.

Many templates come with preset visual styles and structures for the different
collections and their associated items. The display can vary widely from template to
template, and you usually have very little control over how the items are displayed
within the collection, apart from changing the order.

Collection Pages do not usually have any content of their own; they normally only
display the items (or excerpts of the items) within the page.

M Certain templates allow you to display some Page Settings as
Q content on Collection Pages. We'll cover Page Settings later in
this chapter.
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Cover Page

A Cover Page is a stripped-down page designed to create strong visual impact,
normally used as a landing page or doorway into your main site. This is known in
the web industry as a splash page or splash screen. You can also use a Cover Page
as a temporary holding page until your main site has been built and launched. Cover
Pages have their own special properties and design controls, and the content is
added in a slightly different way than normal pages.

Page cluster

Instead of individual items, a page cluster is made up of individual pages. There are
two types of page clusters available within Squarespace:

* Folder: This is a navigational device used to create submenus, usually,
drop-down menus or secondary navbars

* Index: This is a special collection of pages that presents links to the pages in a
visual way instead of using menus

You add, delete, and rearrange pages in a Folder or Index using the Pages menu.

Although Folders and Indexes are conceptually similar, they do have some very
important differences:

* Folders are available with any template, but only certain templates
offer Indexes.

* A Folder can contain standard pages or any type of Collection Page, but
Indexes are restricted to standard pages or Galleries only.

* Designwise, pages in a Folder are no different from pages outside the Folder,
so you have the same controls you would for any normal pages of this type.
The only difference is that some templates display a secondary navbar
somewhere on Folder pages. Indexes, however, usually have special display
elements that are set by the template, and you will generally have little or no
control over the display, apart from changing the order of pages.

* A Folder is not a page in its own right; it is simply a navigational device.
In this sense, an Index is a bit more like a Collection Page, because it is a
page —it just contains subpages instead of subitems.

\ If a Folder is not really a page, why is it included here? Squarespace
~ lumps Folders, Indexes, and all other page types together when you use
Q the Site Manager tool. You will find them all in the Create New Page
menu regardless of whether you want to add a Folder or add a page.
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Special properties of Collection and Index

Pages

Collection Pages and Index Pages are designed to hold and display multiple items,
and they can hold many dozens of items... in some cases, hundreds. With so
many items, it can be useful to have a way to classify items and group similar ones
together. That's when categories and tags can come in handy.

Categories are used to group similar items together in a broad sense. You can think
of categories like the signs you see hanging above the aisles in supermarkets. One
aisle might be labeled Meat, and another may say Dairy.

Tags are more specific labels that are used to classify items or show at a glance what
something is about. In the supermarket analogy, tags would be specific terms, such
as sausage, bacon, cheese, milk, cream, and so on.

There's no rule about when to use a category versus a tag: for example, you could
have cheese as a category and then have tags such as cheddar, sliced, strong, and
so on. An item can have multiple categories and/or multiple tags as well.

You may want to consider focusing on categories first, because:

* Some templates use categories as navigational devices that are built into
the template.

* All types of Collection Pages and Index Pages can have categories, but not all
of them can have tags.

Not all templates make use of categories or tags, but you will usually find them
displayed in blog pages at least, regardless of the template. You can also add lists of
categories or tags to your pages using special content blocks, which we will cover in
Chapter 6, Using Blocks to Add Functionality, Rich Media, and Special Features.

Adding pages to your site

The best way to understand the way pages work is to add some. When you start a
new site with Squarespace, there are two ways to add pages to your site: you can
start from the demo pages that come with your template, or you can add fresh blank
pages. We'll learn how to do both in this section. We'll also cover the different page
types and settings that apply to the pages that you create.
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u If you have an existing site on Squarespace 5, WordPress, Blogger,
~ or Tumblr, you can import those pages into Squarespace 7. Refer
Q tohttp://help.squarespace.comif you need to import from
another site.

Everything to do with adding, removing, setting up, or reorganizing pages is done
by navigating to Pages in the Site Manager, so ensure you are in that area before
proceeding with the rest of this chapter.

Using the Pages panel

Before we start adding pages, let's take a moment to learn about the different parts
of the Pages panel and what the different icons mean. When you entered the Pages
panel, you may have noticed that a list of demo pages from the demo site has been
loaded into the side panel under a label called Main Navigation or Top Navigation
(the wording depends on the template, but they are the same). The exact items
shown will vary depending on your template. Next to the name of each item, you
will see an icon that depicts the type of page. You will also notice the word DEMO
next to each page name, as shown in the following screenshot:

] FAQ
$ Shop

New Gallery

This is because you have not yet created any real pages; your site only contains
demo pages at this point. You may also notice that some pages appear indented
and display a tree structure. This tells you that these pages are part of a page cluster.
Here is an example of Main Navigation comprised of real pages that shows you the
full list of different page icons and their meanings:
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MAIN NAVIGATION +

# Cover Page
[ Folder
£] Standard Page

o Blog

Gallery

oo
oo

Products

Events

El &

Album

+ o

Add Page

Index

] Page in Index

8BS Gallery in Index

-+ Add Page

You will also notice that one of the pages has a house icon next to it to indicate
that this is the site's homepage. Whatever page you have set as the homepage
will be linked from the site logo or title.

At the top of the Main Navigation section, you will see a large + sign, which is the
Add Page button that you use to add new pages. If you have a Folder or Index on
your site, you will also see the + Add Page button shown under the tree structure to
allow you to add pages directly to the Folder or Index. We'll use these buttons later
in this chapter.

Below your Main Navigation section, you may see a section called Secondary
Navigation or Footer Navigation if your template offers this functionality. Refer

to the chart in Appendix B, Squarespace Templates in a Nutshell, to see which templates
have a secondary or footer navigation area.

[73]



Creating Your Site Framework: Pages, Items, Collections, and Navigation

At the bottom of the Pages menu, you will see a section called Not Linked. All
templates have a Not Linked section. This is a useful place to store pages that you
don't want in your site's navigation. We'll learn more about the Not Linked section
in a few moments. Here's a screenshot showing you the Secondary Navigation and
Not Linked section:

SECONDARY NAVIGATION

] Terms & Conditions...
] Privacy Policy

] Readme

NOT LINKED +

Unlinked pages are public, but do
not appear in navigation.

€1 Buy

7] Typography

] Technology

Notice that each of these sections also has a + button at the top to allow you to add
pages to these areas directly.

Understanding your template’s unique way of
displaying page elements

As each template displays the various page types in a unique way, before you

create any of your own pages, it's a good idea to study the demo pages to see the
differences and learn the specifics of how your template shows certain elements. This
is particularly true for Collection Pages and Indexes or any special feature pages that
your template offers. Although you may have a general idea of how your template
works based on your research from the previous chapter, it's a good idea to take

a moment now to examine your demo pages closely, both in terms of the public
display that you see in fullscreen Preview and in terms of the navigation hierarchy
that you see in the Pages panel. This can save a lot of potential confusion later.
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You should always do this before you have saved any of the demo pages,
Q because some demo pages change once they are saved, and you cannot
s~ . . . . s
go back without uninstalling and then reinstalling the template.

Here are some of the important things to look out for when studying your demo pages:

* If you will be using a Blog, Products, Events, Gallery, or Index Page on your
site, click around multiple items to see how they are shown.

* Scroll all the way down to the bottom of the page: you may notice secondary
navigation or an Index grid below the main content.

* Pay attention to how images are used and displayed. In some page types in
certain templates, you can hover or click on images to see more information
or a larger view.

* Look closely at the Navigation menu in the Pages panel, and check how that
relates to the way pages are shown to the public in Preview. This is especially
important for Indexes and Folders.

* Keep an eye out for categories (and tags), especially in Blog pages but also
in Indexes and Galleries, where they can sometimes appear as navigational
devices in certain templates.

Using demo pages to create new pages

After studying the demo pages, you may find that one of them is pretty close to one
of the pages you want for your own site. You can copy this demo page to use as a
starting point for your new page, and it will usually recreate the content and layout
shown in the example in your newly copied page. However, sometimes copying the
demo page only recreates some of the content, or it only recreates the structure and
settings without copying any content. This usually happens with Collection Pages
or Indexes, so you won't be able to use an exact copy of these pages as your starting
point, but you will be able to use them to get a general idea of how the template
works with these page types. For this reason, let's start by copying a standard page.

Follow these steps to copy a demo page:

1. Inthe Pages panel, find a standard page in your Main Navigation section by
looking for the following icon:

lll
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2.

Hover your mouse over the page name and you will notice a cog icon appear
on the right-hand side of the page name, as shown here:

W ] Team pevo T

&

Click on the cog, and you will see a popup overlay that indicates you are
modifying the example content and will need to create a page copy first.

Click on the Create button. This will remove the DEMO tag from the icon in
your Main Navigation section and will open the Page Settings panel on the
right-hand side of the screen. The Page Settings panel floats over a translucent
overlay and shows you the Configure Page controls, as shown here:

CONFIGURE PAGE Basic  Advanced

Navigation Title
About

The name for this page, as it appears in navigations.

Page Title
About
The name of this page, as it appears in the top of the browser window.

@ Enaviea

Disabling a page is useful while it is being worked on. Disabled pages are

accessible only to administrators.

Description

&« - B [ & B © s

Optional. Some templates surface this description, for instance in the header area.

Furthermore, it's used if this page is indexed by a search engine.

URL Slug
/about

The unique location slug for this page.

Password

A password required to access this page, Note that certain contributor permissions

CANCEL DELETE SAVE
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Congratulations! You just created your first web page. We will use this page as a
learning tool for the next part of this chapter before moving on to creating other
pages. We'll edit the content of this page in the next chapter, when you'll learn about
content blocks and how to use them. For now, we'll just focus on setting up the page
to learn about the various Page Settings and what they do.

Standard page settings

Now that you have a real page on your site, and as we've already opened the

Page Settings panel on this page, it's a good time to learn about the different
settings that apply to Squarespace pages. Some settings will apply to every page
you create, other settings will only be used in certain templates, and some settings
only apply to specific page types. Let's go through the different Page Settings now,
starting with the settings that apply to all pages regardless of the type of page or
template you are using.

Navigation Title

The Navigation Title is displayed in your navigation menu. In most cases, the
Navigation Title and Page Title will be the same, but you may prefer to use a shorter
word or phrase for your Navigation Title, especially if you have many menu items
and/or long Page Titles.

M Ensure your Navigation Titles are intelligible and free of jargon.
Q Refer to the advice about sitemaps in Chapter 1, Setting Up for
Success — Your Website Toolkit, if you need a refresher.

Page Title
The Page Title is used in two places:
* Inyour browser window: at the top or in the tab

*  On Google (or another search engine) search results pages, as the link that
people can click to visit your site

In some templates, the Page Title can also be displayed on the web page itself as part
of or below the header area.
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Try to keep your Page Titles brief: a maximum of 8 words or 65 characters
Wl is a good guideline that will ensure your full title is displayed on the
=~ Google search results page.
Q Always ensure your Page Title is unique on your site. You do not want to
have multiple pages called Products, as it is confusing for users and bad
for search engines.

The Enabled checkbox

You can use the Enabled checkbox to disable or enable the page. If the page is
disabled, it will not be accessible to the public. It's a good idea to keep pages
disabled while you are working on them or when storing currently unwanted
pages for potential future use.

[ Q In the Pages menu, disabled pages appear grayed out. ]

Page Layout

Some templates allow you to set sidebars on a page-by-page basis. In this instance,
you may see a Page Layout option in your Page Settings, where you can turn the
sidebar(s) on or off and choose to display it on the left- or right-hand side.

Some template designers have put the sidebar settings elsewhere

in the Style Editor. We'll find out how to set up these kinds of
= sidebars in the next chapter.

Page Description

The Page Description is usually a short sentence that describes what the page
is about. The Page Description will be shown on Google search results pages
underneath the Page Title link.

M Google displays approximately the first 156 characters of your Page
Q Description, so make your first few words count: use this space to
get your message across succinctly and entice readers to click.
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In some templates, the Page Description is also shown on the web page itself, either
as part of the header or elsewhere. In certain templates, the Page Description acts
very much like normal page content, taking up a large portion of the web page
display. In these instances, you can have multiple paragraphs and apply basic
formatting, such as bold or italics, to your Page Description. Remember that

even in this circumstance, the first 156 characters will be shown on Google,

so choose your wording wisely.

u Refer to the chart in Appendix B, Squarespace Templates in a
~ Nutshell, or www . square-help.com/templates for further
Q information about if and how your chosen template displays
Page Descriptions.

URL Slug

The URL Slug is the unique identifier for your page and is the part of the web
address that comes after your domain name. In most cases, you should use your
Navigation Title or Page Title as the URL for consistency.

If your title has multiple words, always use a hyphen, not an

underscore or space, between each word. This is important

for search engines and makes your URLs more readable to
humans as well.

Password

If you need to make certain pages on your website private, you can set a Password
on a page-by-page basis here. This is useful for client-specific pages or pages that
you want to share with others within your organization before releasing them to
the public.

If you've been following the chapters in order, your entire website is currently
password-protected at the site level (we did this in Chapter 2, Getting Started with
Squarespace). Therefore, you do not need to set a password per page right now. The
entire site will be hidden from public view until we make it live in Chapter 9, Going
Live with Your Website and Driving Traffic to It.

Setting a password on a page does not remove that page from your

navigation, so be careful when using this setting. You'll learn how
’ to keep pages out of your main navigation later in this chapter.
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The Thumbnail Image

The Thumbnail Image is only used in certain templates. It is most commonly used in
one of three ways:

* Asaheader or banner image, appearing at the top of the page itself

* Asabackground image, filling the screen behind the canvas

* As the thumbnail image on an Index Page as the link to the page
You can use one of your own images or buy a stock image from the Getty Images

library. We will cover uploading and buying images in Chapter 5, Adding, Editing,
and Arranging Content in Your Web Pages.

Page Controls

These are buttons that allow you to:

* Duplicate: Make a copy of your page, including all content and Page
Settings. This button only appears on standard pages.

* Set Homepage: Make the current page your homepage, which will be linked
from your logo or Site Title and will be the page that visitors first land on.

o Remember, some templates have special homepages, so setting
~ a page as the homepage may change its appearance. Refer to
Q the chart in Appendix B, Squarespace Templates in a Nutshell, to see
which templates have special homepages.

Page Settings action buttons
At the bottom of the Page Settings panel, you will find a set of buttons that will
perform certain actions to the page:

* Save will save any changes you have made to the Page Settings

* Cancel will discard any changes and revert to the last saved Page Settings

* Delete will move the page into the Recycle Bin, where it will stay for 7 days

before being removed by the system

If you have made any adjustments to your Page Settings during this walkthrough,
you can click on Save to store them now. If not, click on Cancel to close the Page
Settings screen.
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Creating new pages

Our next task will be to create a new, blank page that you can use on your site.
Let's create a Collection Page so that we can learn how these pages differ from
standard pages. Refer to your Website Toolkit, and select any Collection Page

from your sitemap. For this exercise, you may want to choose something other
than a Products Page, as these are a bit more complex than the others.

Follow these steps to add a new page:

1. In the Pages panel, click on the + button at the bottom of your Main
Navigation or Top Navigation section. This will open the Create
New Page overlay, as shown here:

CREATE NEW PAGE

il $

Page Products Cover Page

i) d. =

Folder Album Index

a e

Blog Gallery Events

&

Link

2. Select whichever Collection Page is most appropriate for your site: Products,
Gallery, Events, Album, or Blog.
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3. This will insert the page into the navigation in the Pages panel and open
a textbox that will allow you to replace the default text with your chosen
Navigation Title in the white box, as shown here:

MAIN NAVIGATION +

oo
oo MNew Gallery

4. Type the title you want, and hit the Enter key to save.

You just created a completely empty, blank page. The side panel will load the
collection controls, and the preview screen will fill with your empty new page.

Before we add any items to your collection, let's take a moment to learn about the
special settings that apply to different types of Collection Pages. Open the settings
panel by clicking on the cog icon.

You'll notice that the settings title at the top of the panel displays a slightly different
wording, so instead of Configure Page, it now reads Configure Blog or Configure
Gallery, and so on.

M Once you open the Settings panel, you will also notice that
Q the system has automatically applied whatever you put as
the Navigation Title to the Page Title box.

Collection Page settings

Most Collection Pages have extra settings in addition to the standard ones. The
settings differ according to the type of Collection Page. Most of the settings can

be found under the main screen, which is the Basic settings area. However, some
settings are controlled in the Advanced settings area, accessed through a link at the
top right of the settings window:

CONFIGURE GALLERY Basic

MNavigation Title

My Gallery

The name for this page, as it appears in navigations
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. The Advanced area is primarily used to manage categories and tags,
~ but you will also notice a space labeled Page Header Code Injection.

Q This is used by designers/developers to apply custom code to the
page, so you don't need to worry about that part right now (if at all).

Some Collection Pages have other settings that are controlled elsewhere in the Page
Settings window, apart from the Basic or Advanced areas. Let's take a look at all the
different Collection Page Settings.

Blog Page Settings

The following Basic settings apply to Blog pages:

* Posts Per Page sets how many blog posts will be shown on the Collection
Page before the user must navigate forward or back within the blog to see
other posts

* Post By Email Address generates a unique email address that you can send
messages to in order to automatically post that message to your blog

* Quickpost Bookmarklet is a tool that you can drag into your browser
bookmarks bar as a shortcut to allow you to quickly write blog posts

You can also manage your blog's categories and tags in the Advanced area.

You'll notice that a Blog page has an additional link next to Advanced, which takes
you to the Syndication area. Your Blog page automatically comes with Really
Simple Syndication (RSS), so you don't need to do anything to use the default RSS
feed. You'll only need to use the Syndication settings if you prefer to use Feedburner
or an alternative feed management tool or if you will be using your blog to host
podcasts and you want these podcasts to be syndicated to iTunes.

Further information on using RSS on your Squarespace site is
available here:

N http://help.squarespace.com/guides/finding-your-
=~ rss-feed-url
Further information on setting up your site for podcasting is
available here:

http://help.squarespace.com/guides/podcasting-
with-squarespace
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Gallery Page Settings

Like a Blog Page, a Gallery Page can also have categories and tags associated with it.
You can also use the Post By Email Address function with galleries.

Events Page Settings

In addition to categories and tags, an Events Page has a special setting called Default
Event View. This determines whether the Events Page displays a Calendar or a List
of events.

M You can also display an event calendar within a standard page, which
Q we will cover in the next chapter. Therefore, you could set your Events
page to display as a list but still have a calendar on your site elsewhere.

Index Page Settings

The only special settings that apply to Indexes are categories and tags.

Products Page Settings

A Products Page can have categories or tags.

Album Page Settings

Album Pages have special settings that are controlled from within the main page
viewing and editing screen instead of the Settings area. These are Album Art, Album
Title, Artist Name, and Album Description. In addition to these, you will also find
the usual page settings under Album Settings, including categories and tags.

Adding items to Collection Pages

The next exercise for this chapter is to add some sample items to your Collection
Page. We will create at least one sample item for the collection that you just created,
so you may want to have your Website Toolkit content handy — or you can just use
fake content for now, as we'll add all of your real content in the next chapter.

You can add items to Collection Pages in three different ways:

* In the side panel, click on the + button next to the title of the page

* In the side panel, click where indicated in the empty space below the title of
the page

* In the Preview screen, hover over the main content area of the page to
activate the Annotations, and then click on the Add... button.
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The following screenshot shows you these three methods on a Gallery Page:

\ o
€— PAGES

MY GALLERY o4+ MY GALLERY

rd

Gallery ADD IMAGES OR VIDEOS EDIT SETTINGS

This collection is empty. Click My Ga“ery aa T
here to add your first item. ELmEm TR

For Gallery or Album Pages, there is also a shortcut: you can add items quickly by
simply dragging and dropping image or audio files onto the side panel area below the
page title. This shortcut is especially handy if you want to add lots of files at once.

Once you have items in your collection, the side panel will be filled with the list of
items, so you must use + or the Annotation button to add items for all Collection
Pages apart from Gallery or Album Pages. On Gallery or Album Pages, you can still
add items by clicking or dragging into the side panel using the square with a dotted
border at the end of the list of existing items, as shown here:

MY GALLERY o 4+
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When you add an item using any method apart from the drag and drop shortcut,
you will open the Edit Item window, where you can apply the item settings for
the item you are adding. Here's an example of the Edit Event window that appears
when adding a new event item:

EDIT EVENT Content Options Location Social

Halloween Party

Start on Sat, Oct 31 2015 at 05:00PM. End on Sat, Oct 31 2015 at 10:00PM.
E]
TAGS Comments On Draft
Click to add tags. Disable comments never. This post will not be visible.
CATEGORIES
Click to add categories.
CANCEL DELETE SAVE SAVE & PUBLISH

You can refer to the Configuring the item settings section in the next part of this chapter
for details of the settings that apply to your item type.

For now, just input one of the key settings, such as the title or image, and click on
Save to store a Draft of your item (which will not be visible to the public until you
are ready), or click on Save & Publish to save the item and immediately make it live.

You will see the item you just created in the Preview screen, and the title of this item
will appear in the side panel below the title of the Collection Page.
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If you saved a Draft, your item will display a DRAFT badge next to its name in
the side panel to remind you that it has not yet been published, as shown in the

following screenshot:

SAMPLE BLOG o 4+

Q

ALL DRAFTS PUBLISHED

orart Draft post
Qct 05 Miko Coffey O Likes

Published post

Jun 23 Miko Coffey 2 Likes ...

Configuring the item settings

Just as Page Settings control the properties of pages, an item's settings control what

is shown for that item on your Collection Page. In most cases, it's pretty easy to
understand what to put in the different boxes that you see when you are setting up
items. However, it's a good idea to have a closer look at the items that pertain to your
site, because there are a few settings that are easy to miss or that may benefit from

further explanation.

You can access the item settings in one of the following ways:

¢ Products or Events:

° In the side panel, hover over the item name and click on Edit
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[e]

Or, load the item in the Preview screen, and then hover over the content
area to activate the Annotations and click on Edit, as shown here:

Rosa Amelia Alba
£7.99

Blog: In the side panel, hover over the blog post title and click on the
Settings button

Gallery: In the side panel, hover over the Image Thumbnail and click on the
cog icon

Album: In the side panel, scroll down to see the Tracks and click on the
track number

The item settings are often split into different screens, much like Page Settings. You
can navigate between the different screens using the links in the top-right corner of
the Edit Item screen.

Some settings apply to most of the different item types, so let's go through these first:

Categories and/or tags: These can be set for most items in the bottom-left
corner of the main Edit Item screen. You can either type directly to create new
ones or select from the list of categories or tags that have been used previously.

Social (accessed using the top-right link): This allows you to specify whether
this item should be automatically posted onto your Facebook, Twitter, or
Tumblr feed. We will cover this in Chapter 9, Going Live with Your Website and
Driving Traffic to It.
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As you start using items and their settings, you will get the feeling that most
Collection Pages are variations of the Blog type of collection, and most items are

just stripped down or amended versions of posts. For example, you will see a lot of
settings on Gallery or Album items that really don't make that much sense and are not
used at all — for example, the ability to have comments on an Album track or to assign
an author to a Gallery image. I have not yet come across a template that displays

this information, but perhaps one day, Squarespace will release a template that does.
Alternately, having these fields available within the system means that people with
very specific requirements to show these things could hire a Squarespace developer to
make them display on their site.

For the rest of us, we don't really need to worry about configuring these settings
except for certain types of items, so they are only listed here under the relevant
item's settings even though you might see them on other item types as well.

Blog post settings

Here's an example of the Edit Post window, where you can set the Blog post settings:

EDIT POST Content Options Location  Social
Normal «
A
The content goes here...|
TAGS Comments On Draft
Click to add tags. Disable comments never. This post will not be visible.
CATEGORIES
Click to add categories.
CANCEL DELETE SAVE SAVE & PUBLISH
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The key Blog post settings are:

Post title: This acts as the link that opens the post in a new page as well as
the words that appear in Google search results pages and at the top of your
browser window.

Post body: This is a large box that shows Write here... when you first open
it. Here is where you insert the main post content. You will notice that a
formatting bar appears when you start typing in the box to allow you to style
your text. You can also use many of the same types of content blocks that you
can use on standard pages. We will explain the formatting bar and the use of
content blocks in the next chapter.

Comments On: This appears at the bottom to let you know that people can
leave comments on the post. You can turn comments off selectively on a
post-by-post basis here, or you can turn comments off entirely by navigating
to Settings | General. We will cover Comments in more detail in Chapter 10,
Managing Your Squarespace Website.

Published: The Published date will be set to the date and time when you
click on Save and Publish. If you would like to amend this date/time, you
can do so by clicking on the date and making adjustments using the pop-up
calendar. Blog posts are displayed in reverse chronological order based on
the Published date.

Post Options: The following can be accessed by clicking on Options in the
top-right section:

°  Post URL: This is automatically generated but can be manually
changed here, should you wish.

°  Author: This is based on the user who entered the post but can be
overridden here, if required.

°  Excerpt: Here, you can set a short summary to be shown in the blog
Collection Page instead of the full post body. This can be useful if you
want to show visitors snippets of many posts instead of expecting
readers to scroll down long body texts of a few posts. If anything is
entered in the Excerpt field, most templates will show this text in the
Collection Page with a Read More link below it, as shown here:
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This is a post with the Excerpt showing

This excerpt is where you can set a short summary to be shown in the blog container page,
instead of the full post body. This can be useful if you want to show visitors snippets of

many posts, instead of expecting them to seroll down through long body texts of a few posts.

READ MORE

Blog post with Excerpt and Thumbnail

Here is another excerpt, which is showing instead of the full
body text of the post. This post also has a thumbnail image

associated with it.

READ MORE

Thumbnail Image: This image may also be used alongside the Excerpt
instead of the full post body in your blog's home (collection) page. However,
not all templates display the Thumbnail Image even if you have set one.
Refer to the chart in Appendix B, Squarespace Templates in a Nutshell, for
information on which templates display them. The preceding screenshot
shows you a Thumbnail Image next to an Excerpt.

o

Source URL: This may be useful in rare occasions if your post is
referencing content on another website.

External Link: You'll only need to use this if you want the title of
your post to link to the Source URL instead of the actual post. This is
not recommended.

Featured Post: This option is currently only used by the Bedford
template: it can be set to display the post in a slideshow at the top of
the blog.
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Location: This is accessed using the top-right link. This allows you to assign
an address or physical location to your post. This could be useful if you use
your blog to write reviews of restaurants or to log your travels, for example.
Be aware that only very few templates display location for blog posts.

Event settings

Events are most closely related to blog posts, and they have most of the same
settings, with the following additions:

Start Date / End Date: You should always set these dates/times for your
event. You can have time-based events on the same day and/or multiday
events. Events will show in chronological order on your site in List view
(with the upcoming event that happens nearest today at the top) or by

date in Calendar view. The settings you put for Start Date and End Date
also set up the gCal and iCal icons that visitors can click on to add an event
to their own personal electronic calendar.

. Only events that will happen in the future show on the List view,
~\Q although some templates include a link to past events.

Calendar view defaults to today's date, allowing visitors to
navigate through the calendar months to see future or past events.

Location: This is accessed using the top-right link. This is important for
events, as all templates use Location to display the address and a link
to a Google map for Events items.
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Gallery image settings

Here is an example of the Edit Image window, where you can set the image settings:

EDIT IMAGE

TAGS
Click to add tags.

CATEGORIES Roses

CANCEL

Content Options Location Social

Rosa Amelia Alba

« - B [/ & & © il

A soft pink, long-lasting rose with large blooms

Comments On Published
Disable comments never. Published on Nov 28 at 4:40 PM.
DELETE SAVE

The key settings for images are:

* Image title: This appears in some templates either above or below the image
or as an overlay when you hover your mouse over the image.

* Description: The large box below the image title is where you can enter
a short description of the image. You will notice that there is a simplified
formatting bar above this box to allow basic formatting and to add links to
the description text. Some templates display the image description next to or

below the title.

Al

Some Galleries display images in formats that may not match the

~ dimensions of your images. In these cases, your image may be cropped
to fit the space allocated by the template. We'll address how to control
which part of the image is cropped in the next chapter.
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Gallery video settings
Video settings are similar to image settings, with the following additions:

* Video URL: You will need to paste the URL from YouTube, Vimeo,
or another video site into the box, and the Squarespace system will
automatically locate the video and pull in the title and description from
the video hosting site. You can manually override these by typing into the
respective boxes.

* Custom Thumbnail: By default, the first frame of the video will show within
the Gallery as a placeholder image until the user clicks on the play button.
You can upload your own image and tick the Use Thumbnail box if you
want to use a different image.

Product settings

We will cover Products in more detail in Chapter 7, Selling Online or Taking Donations
with Squarespace Commerce, as many Product settings can't be configured until you set
up your Squarespace Commerce account. For now, you could add a Product image,
title, and/or brief description if you want to preview a Product.

Album track settings
The key settings for Album tracks are:

* Track title: You should set this for each track in your Album

* Artist Name: This is most useful if your Album contains multiple artists,
as you can use this to set the artist for each track

Organizing items in Gallery, Products, or Album
Pages

You can change the order of items in a Gallery, Products, or Album Page by clicking
and dragging items to the order you want. You can select multiple items in a Gallery
or Products Page by holding down the Shift key while clicking on items.

If you have more than one Gallery or Products Page, you can also move items from
one Gallery or Products Page to another.
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Here's how to move items to another Gallery or Products Page:

1. Click on the item(s) you want to move. A mini toolbar will appear at the
bottom of the side panel, as shown in this screenshot:

MY GALLERY o+

SELECT ALL MOVE ITEMS DELETE

2. In the mini toolbar, click on Move Items. An overlay will appear, showing
you the available pages where you can move the item(s).

3. Click on the name of the page where you want to move the item(s).

Click on Move Items.

Moving Blog posts
If you have more than one Blog, you can move posts from one Blog to another using

the same method as for Gallery or Products pages, with the following exception:

* To move multiple posts, hold down the Shift key and then click on the items
to select them.

* To move a single post, hold down the Ctrl key when clicking on the item.

[95]




Creating Your Site Framework: Pages, Items, Collections, and Navigation

Deleting items

There are several ways to delete items, depending on the type of item.
Follow these steps to delete any type of item:

1. Open the item settings screen.

2. (Click on the Delete button at the bottom. An overlay will appear, asking you
to confirm that you wish to remove the item.

3. Click on Confirm.
Other ways to delete items are:

* In the side panel, hover over the item name, and click on the trash can icon or
the Delete button that appears next to it

* To delete one or more items from a Gallery or Products Page, follow the same
steps to move items from one page to another, except click on Delete instead
of Move Items.

Creating a Cover Page

Cover Pages are different from all other page types, as they have their own content,
settings, and style controls that apply to that specific Cover Page and nothing else.
Cover Pages are not affected by the template you choose or by the style changes
you make to that template. Instead, you control the appearance of the Cover Page
independently from the rest of the website. You control the appearance of two
separate Cover Pages independently as well.

Cover Pages are also special because they do not use content blocks like standard
pages, nor do they contain items like Collection Pages do. The content and functions
of a Cover Page are determined by the Layout of the Cover Page you choose. All
Layouts contain the following elements:

* Branding & Text: This includes a logo, headline, body text, and social icons.

* Imagery: These are usually displayed as fullscreen backgrounds, though
certain Layouts show them filling only a part of the screen. If you select
multiple images, these will rotate in a slideshow (fading between slides).
If you prefer not to use images, you can set a background color instead.

* Action: You can add buttons, navigation links, or forms to your Cover Page. If
you add a form, it will open in a translucent overlay on top of the Cover Page.
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Certain types of Layouts contain other elements, as follows:

* Audio: This type of Cover Page contains one or more audio tracks that can be
played from the Cover Page

* Video: This allows you to embed a video that will be played in a lightbox
(translucent overlay) using a large play button on the Cover Page

* Location: This type of Cover Page displays a large map as the main content

Not every website will have a Cover Page, as they are not appropriate for all types of
businesses. However, if you'd like to add one to your website, you can create a Cover
Page by following these steps:

1. Inthe Pages panel, click on the + button to open the Create New Page
window, and select Cover Page.

2. Enter the name for your page and hit the Enter key. This will open the Cover
Page panel and load the default Cover Page Layout in the Preview screen, as
shown here:

& panrs

NEW COVER PAGE f o

Caver Pages are simple one-gage wobsites.
Customize yours by sdding content and tweaking
tha stylaes Balaw,

CHANGE LAYOUT

The seript is just the be'g'iunfﬁg.

DBRANDING & TEXT

Logo. headline, body text, and social ¥ VIEW WORK

IMAGERY
Addd one or mora Images (o your page

ACTION
Create buttona, links, and forma

0000000

STYLE
Adjuist fonts, £81ars, and sizes
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3. Select the Layout you want to use by clicking on the Change Layout button
and then selecting the one you like from the resulting set of thumbnails. You
can use the drop-down menu above the thumbnails to filter the list.

4. Once you select a Layout, the Preview screen will refresh to show this
new Layout. When you find the one you like, click on Save and then use
the arrow at the top to return to the main Cover Page panel to set up your
content and functions.

Setting up your Cover Page

Choosing your Cover Page Layout makes a copy of the demo content for that page,
just like when you created a new standard page based on the demo earlier in this
chapter. Just like a standard page or Collection Page, there are various settings

that you can apply to your Cover Page. However, unlike other pages, everything

to do with the Cover Page is managed in one place: the Cover Page panel. The
content, aesthetics, and functions are all managed from here. You may find this a bit
confusing later once you've learned about content blocks and have started applying
them to other pages. Just remember that Cover Pages are different, and if you need
to adjust the content on this type of page, you'll need to follow a different process
than for normal pages.

Because the Cover Page settings include everything (content, aesthetics, and
functions), it doesn't make sense to go through all of the settings now. You'll be
better off coming back to adjust the more advanced settings, such as adding logos
or forms, or adjusting visual style, after you've learned how to perform these types
of adjustments in later chapters.

For now, I suggest you only perform the following adjustments, leaving the other
settings until later:

* Add the text you want to display in the Branding & Text panel.
* Add at least one image in the Imagery panel.

To access the Cover Page panel at a later time, go to the Pages menu and click on the
Cover Page title or the small arrow to the far right of the title, as shown here:

TOP NAVIGATION +

i Cover o T
{p
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Organizing your site's navigation
Organizing pages in Squarespace is really easy. Before we start playing with your

site navigation, it's a good idea to create a few more pages so you can see the effects
of reorganizing things better.

Go ahead and add at least three more pages to your site either by saving demo pages
or creating blank pages. It's best if you create/save standard or Collection Pages for
this exercise. Refer to your sitemap in your Website Toolkit, and choose a few real
pages to create now.

You can quickly create a copy of any standard page by going to Page Settings and
clicking on the Duplicate Page button. The new copy will appear in the Not Linked
section of the Navigation area.

Next, let's add a Folder —and if your template uses them, an Index —to your navigation.
To create a Folder, follow these steps:

1. In the Pages menu, click on the + button at the top of your Main Navigation
or Top Navigation section. This will open the Create New Page overlay.

2. Select Folder.

u If you can't see Folder in the list of page types, it means you have

~ clicked on a + Add Page button that is associated with an existing

Q Folder or Index. Cancel this, and ensure you click on the + button
next to the label Top Navigation or Main Navigation instead.

3. In the resulting overlay, replace the default text with your chosen Navigation
Title in the white box. You will notice that the URL below the white box
automatically updates as you type. You can change this if you wish.

4. Click on Save.

You just created an empty Folder, ready for us to add some pages to it, as shown in
the following screenshot:

[ My Folder
Empty folder.

+ Add Page
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Folder Settings

As mentioned, a Folder is not really a page at all; it is merely a navigational device.
For this reason, there are no Page Settings other than Navigation Title and URL Slug.
These are accessed by clicking on the cog icon that appears when you hover over the
name of the Folder in the Pages menu.

The URL for a Folder behaves differently from the URL for all other page types.
Normally, when someone visits the URL for a page or clicks on the page link in the
navbar, the browser takes you to the page. However, as there is no page associated
with a Folder, the URL acts as a shortcut or alias, taking you to the first page in the
Folder instead.

Creating an Index

If your chosen template uses Indexes, follow the same steps to create a Folder, except
choose Index in step 2.

Index Settings

Indexes have the same settings as standard pages, except they can also have
categories and tags.

Rearranging pages
Changing the order of pages in your site's navigation is very simple. Here's how to
do that:

1. Click on the name of the page that you want to move.

2. Drag it to the place where you want to move it.

3. Release the mouse and the page will be placed into its new position in
the navigation.

Adding pages to a Folder or Index

To move pages into a Folder or an Index, perform the same steps as rearranging
pages: just drag your chosen pages into the space below the Folder or Index,
ensuring the page is indented before releasing. You will see the page in the
Folder or Index tree structure:
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[ My Folder
] Page in Folder

4+ Add Page

Remember, not all page types can be added to Indexes: only

~ standard pages or Gallery Pages can be added (the type of page
Q allowed is determined by your template). It's also important to note

that you cannot add a Folder to another Folder.

Opening and closing Folders or Indexes

If your site has lots of pages within Folders or Indexes, it can be annoying to have

to scroll up and down a lot in the Pages menu. Therefore, you may find it helpful to
temporarily close the Folder or Index. This will hide all the pages within that cluster.
You use the small up/down arrow that appears to the far right of the Folder/Index
name to open/close it. The following screenshot shows you a closed Folder and an
open Index —notice the arrows on the right-hand side:

[[] Closed Folder
= Open Index

] Page in Index

Adding pages to a secondary navigation area

As mentioned earlier in this chapter, some templates have a secondary navigation
bar or footer navigation that you can control in the Pages menu. You can add,
remove, or rearrange pages in this navigation exactly like your main navigation.

M Some templates automatically create a secondary navigation bar
Q for Folder or Index Pages. You will not see this type of secondary
navigation in the Navigation area in the Pages panel.
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Removing pages from your site

There are three ways to remove pages from the public view of your site, ranging
from temporarily turning them off to permanently deleting them.

Disabling pages

If you need to temporarily hide or remove a page from the public, the easiest way is
to disable the page. This will keep the page's location in your site navigation, but will
hide it so that only logged-in administrators can see it. This is useful for times when
you are updating a page but have to stop before you have finished the updates. You
can disable a page by unchecking Enable checkbox in Page Settings, described earlier
in this chapter.

Storing pages for later

If you have a page that you don't want to show on your site right now but may want
to use in future, you can store it in the Not Linked section. This removes the page
from your site's navigation. If you also disable it, this is the safest way to keep a page
out of the public eye, but accessible to you, on a long-term basis. Pages can stay in
the Not Linked section for an indefinite amount of time.

If you want to keep pages in the Not Linked section completely hidden
from the public, you must disable them. Enabled pages in the Not Linked
section can still be accessed using the URL; they just don't form part of
your navigation.

/<~ For this reason, you can also use the Not Linked section for pages that
you want to keep public but are not important enough to be a part of your
Main Navigation section, such as Terms and Conditions. You can simply
link to these pages from your footer or any other text content.

To store a page in the Not Linked section, click on the page and drag it below the
Not Linked section header, and then release it.

M Disabled pages stored in the Not Linked section do not
Q count in any page number limits that may apply to your
Squarespace subscription.

[102]



Chapter 4

Deleting pages

Deleting pages is a two-step process: the first step is to move the page to the Recycle
Bin, and the second step of permanent removal happens automatically 7 days later.
This ensures that if you accidentally remove pages, you have time to restore them

if you need to. However, the safest way to remove pages is to first move them to

the Not Linked section and leave them there for a while— perhaps a few months

or longer. Then, you can periodically clear out your Not Linked section and move
anything you know you will definitely not need into the Recycle Bin. This is the best
way to ensure you do not lose any work that may come in handy later.

o If you really want to be organized, you can make Folders in the
~ Not Linked section to store your unused pages. Name the Folders
Q according to month, department, person's name, or whatever helps
you keep track of pages and aids in regular housekeeping.

Moving pages to the Recycle Bin
If you are absolutely certain you want to permanently delete a page, you can move
the page to the Recycle Bin in one of two ways:

* In Page Settings, click on the Delete button

* In the Pages menu, hover your mouse over the name of the page, and click
on the trash can icon that appears on the left-hand side of the page name,
as shown here:

@@ﬂ About L+

Restoring a page from the Recycle Bin
If you have accidentally removed a page, you can follow these steps to restore it:

1. Click on the Recycle Bin icon at the bottom of the Pages panel.
2. Locate the page you want to restore.
3. Hover over the page name and click on the Restore button.

The restored page will be moved out of the Recycle Bin and into the Not Linked
section of the Navigation area.
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Adding external site links to your site
navigation

So far, everything we have done with your site's navigation has linked to pages

on your own website. However, there may be times when you want to include a
link to a separate website in your navigation. This may be a link to your company's
Facebook or Twitter profile, or it could be a link to an external third-party site, such
as a reseller or sister organization.

Adding social media profile links

Most Squarespace templates have a special area for linking to social media profiles.
This may be as part of your main navigation, your secondary navigation, or situated
in the top or bottom corner of the page. In most cases, these links are presented as
social icons, such as those shown here:

P Jee O fAVEL

To connect social media accounts to your site, follow these steps:

1. From the Home menu, go to Settings | Social.
Click on Connected Accounts in the Social menu.
Click on Connect Account.

Choose the type of account you wish to connect.

Ok N

Enter your account details or authorize the connection in the pop-up window.

You will see the account on the Connected Accounts screen, and if your template
offers social icons, you can see the icon for that account in the Preview screen.
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You can find more detail about Connected Accounts, including
screenshots, in Chapter 9, Going Live with Your Website and Driving
Traffic to It.

M Squarespace includes Email as one of the social media accounts / icons
even though it's not really a social media thing. This will allow visitors
Q to send an email to a specified address by clicking on the icon. Be
careful about using this, as spammers often look for this type of code.
It's better to use a contact form instead of publishing an email address
on the Web in this manner. We'll cover forms in Chapter 6, Using Blocks
to Add Functionality, Rich Media, and Special Features.

Adding links to third-party sites

Use external links in navigation with caution: including a link that takes visitors
away from your site within the main navigation is risky. Users do not usually expect
to be taken to a different site, so you need to use clear labeling to indicate that is
what the link does. Furthermore, moving traffic away from your own site may not
be the best business move. Think carefully about whether you could put the link
somewhere else, such as a footer or sidebar, or within a page in your own site that
includes context to indicate why the person should visit that site instead of staying
on yours.

Here's how to add an external link to your navigation:

1. Inthe Pages menu, click on + Add Page.
2. Choose Link as the type.

3. Enter the title you want to show in the navigation, and enter the website's
URL below it.

4. Click on Save.

Same way you move pages around.

1
[ ‘Q You can rearrange Links in your navigation in the ]
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Summary

You've now learned everything there is to know about pages, items, and navigation,
so you are fully equipped to create your site's content framework, ready for us to fill
with content and functions in the next chapters. Now is the time for you to create all
the core pages that you included in your Website Toolkit sitemap and arrange them
in the right order.

Remember, you can store pages that you don't need in your Not Linked section,

so it's a good idea to keep some of the demo pages that we created as part of the
exercises in this chapter. You will then have something to refer to if you forget how
your template handles certain page settings or types, such as custom header images
or Indexes, even if you aren't using them on your real site right away.

Create a Folder in your Not Linked section and label it as the name
M of your template. Store your unused demo pages there, so they are
Q easy to find and refer to when you need them. You can also rename
the pages to refer to the function or feature you want to reference,
such as "Sample Index Page".

The next two chapters are where you will start to see your site really come to life.
You will do most of the hands-on work in building your site here, so ensure that
the content for your site is ready and available before proceeding.
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In the last chapter, we created empty or sample pages and items to prepare your site
framework for the main event: filling the site with real content and functions and
arranging them on the page to create your desired page layouts. This chapter will
show you how to add, remove, and edit content on your site and give you all of the
core skills you will need to manage your page layouts. You will also gain a better
understanding of the page and item properties that we introduced in the last chapter
by adding and arranging the real content that you gathered in your Website Toolkit
to result in finished web pages.

In this chapter, you will learn how to use three of the most powerful and creative
tools that Squarespace offers: Squarespace Blocks, which allow you to insert a
range of content and functions; the Squarespace LayoutEngine, which controls
page layouts; and the Aviary Image Editor, which allows you to manipulate
images directly within Squarespace without needing fancy software, such as Adobe
Photoshop. So, make sure you have the content from your Website Toolkit handy,
and get ready to learn the following;:

* Understanding the different types of blocks and how to use them

* Adding and formatting text content on your website

* Adding images, cropping, and adjusting them using the Aviary Image Editor

* Adding links to other web pages and downloadable files

* Arranging blocks using LayoutEngine

* Using spacing blocks to fine-tune page layouts

* Using sidebars and footers to apply content to multiple pages
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Understanding Blocks

Much like pages in a newspaper, web pages on Squarespace are made up of
different rectangles, or blocks, of content. However, unlike a block in a newspaper,
a Squarespace Block can actually contain much more than just text or images.
Squarespace Blocks can contain any of the main types of web content, such as:

Text formatted in a range of styles, such as headlines, subheaders, quotations,
or body text

Text hyperlinks or buttons that link to other web pages or files
Images, such as photographs, illustrations or graphic design elements

Multimedia content, such as video or audio, with a player embedded into
the page, so visitors can see and hear without downloading files or leaving
your site

However, Squarespace Blocks can also contain functions and not just content. For
example, there are Squarespace Blocks that allow users to perform tasks on your
website, such as:

Using a search box to find things on your website
Filling in a form

Signing up for a newsletter

Making a donation

Buying a product

Making a reservation at a restaurant

There are also blocks that can dynamically pull content from other places and
display it on your page. For example, you can display:

A list of all the categories that you have used in your blog

An embedded slideshow of photos from a Gallery you created on your website
A Google Map

Your latest Twitter tweets or other social media updates

Photos that have been posted on external photo-sharing sites, such as Instagram

Lastly, there are special blocks to add code or embed technical elements into your
web pages to expand functions beyond the ones that Squarespace offers.
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In this chapter, we'll use basic blocks to add the most common types of business
website content — text, images, and links. Then, we'll explore the more advanced
kinds of blocks in the next chapter.

Adding and removing blocks

All types of blocks are added to pages in the same way. Remember, you can add
blocks to certain types of items as well. For example, you can add images, forms, or
any other type of block to a blog post or event in exactly the same way as you would
add a standard page.

Adding a block

Follow these steps to add a block to a page:

1. In the Preview screen, hover your mouse over the body area of the page to
activate the Annotations, as shown here:

NEW PAGE

Page Content EDIT SETTINGS

s

o Make sure you are hovering over the body area and not over another
~ part of the page, such as the header or footer. Annotations appear
Q over these areas as well —and you'll only confuse yourself if you
click on the Edit button there instead of on the Page Content area.

2. Click on the Edit button next to Page Content. This will open the Content
Editor screen: the side panel will close, and a wide floating window will
appear above the Preview. This is where you can add and edit your content.
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Al

Q

By default, every new page comes with one Text Block already inserted.
This appears as Write here... instructional text, as shown in the following
screenshot of the Content Editor window:

SAVE CANCEL

Hover your mouse over the Write here... instructional text (or whatever text
may be in the page already), and you will notice two gray teardrop-shaped
Insert Points appear on the left-hand side.

Hover your mouse over the bottom Insert Point. You will notice that the icon
turns darker, and a dark horizontal line appears next to it, as shown:

SAVE CANCEL

The horizontal line indicates where the new block will appear. In this case, it
will appear below the empty block with the placeholder Wwrite here.. text,
and it will run across the full width of the page.

Click on the Insert Point to add a new block to this location. You will see a
pop-up selection window appear next to the Insert Point. This allows you to
select from the wide range of block types available, as shown here:
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BASIC
d ]
Text Markdown Quote Image

] d)) [V

Gallery Video Audio Embed

MORE
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Spacer Line Form Mewslatter
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You will see that the blocks have been organized into different categories
to make it easier for you to find the kind of block you want to use. The
categories are:

o

Basic: These are the most common types of standard content

o

More: This is a general catch-all term for specialized blocks

[e]

Filters & Lists: These are blocks that pull other content or properties
from elsewhere on your site

Commerce: These are blocks associated with making a transaction

Social: These blocks display content from external social
media websites

Click on the type of block that you wish to insert, and the system will add
the element to that point in the page. For this exercise, select Spacer, as it
is the most basic type of block. For non-text blocks, an overlay editor will
open so you can add any necessary elements and/or configure the settings
of the block.
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Removing blocks

There are two different ways to remove blocks. The first method is as follows:

1. Hover your mouse near one of the outer edges of the block until your cursor
turns into a hand, as shown in this screenshot:

| want to delete this text.

O

2. Click on the pale gray border of the block to select it, and drag it down into
the trash can icon.

SAVE CANCEL

Here's the second way to remove blocks:

1. Click (for Text Blocks) or double-click on the block (for other types of blocks)
to open the editor window.

2. Click on the Remove button or trash can icon in the editor window.

Removing blocks is permanent, so be careful. Once you have removed
= a block, there is no way to get it back.
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Adding basic content to your pages

As most web pages are composed of text and images, let's start by adding this kind
of basic content to one of your empty pages. You should add a heading, some body
text, and at least one image to the page, so you have a page full of content to use in
the next step: arranging blocks to create custom page layouts.

The Content Editor window displays content exactly as it will appear on your web
page, making it easy for you to see and understand how your finished page will
look. This means you can control the layout of the page while you are filling it with
content without needing to move outside of the Content Editor.

1
~ Don't forget to click on the Save button at the top of the
Content Editor whenever you add content to your page.

Adding and formatting text using Text Blocks

The most commonly used type of block is a Text Block. All new pages come with a
single Text Block inserted by default. You can either type directly into this space, or
you can copy and paste text content from other documents into a Text Block.

M Squarespace has a built-in spellchecker. Any unknown or
misspelled words will show a red dotted line below them,
and you can right-click on a word to correct it.

Text Blocks come with a range of formatting tools and controls that allow you

to change the appearance of your text or apply visual styles that have been set

by your template. To activate the Text Block formatting toolbar, click into the Text
Block (or on the Write here... placeholder text) and you will see a toolbar appear
above your cursor.

Let's go through all of the controls in the toolbar to learn what they do:

ltalic Apply template Remove
Bold Link  jaxt styles Indent Eormat

Undo Paragraph Lists Paste as Remove
Redo  ;lignment plain text Block
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Here are the toolbar controls and their functions:

Undo: Discard a change if you do not want to commit to it.

Redo: Reapply a change if you have clicked on Undo.

Bold and Italic: Apply these styles to the selected text.

Link: Add a hyperlink (we'll cover this in more detail later in this chapter).
Alignment: Align your paragraph to the left, center, or right.

Apply template text styles: Use this drop-down menu to apply special
styles, such as your template's heading or subheading styles to make your
text larger and draw attention to it. Heading fonts, colors, and sizes are set
by your template.

The heading styles Heading 1, 2, and 3 correspond to the HTML
styles h1, h2, and h3. Search engines use h1, h2, and h3 as part

Y of the formula that determines search engine ranking, so it's a
good idea to use keywords that describe the page content in your
headings. The h1 heading is also used as the text link on search
engine results' pages, so ensure you use clear, concise, and engaging
wording for all of your Heading 1 text.

You can also use this menu to apply your template's Quote or Code style to
your text. Quote can be used for callout text that you want to draw attention
to, such as a client testimonial or an important note. Some templates will
indent the text, italicize it, and/or add a box or border around it. The Code
style is usually only used by technical instruction websites to show pasted
computer programming code in a different style from body text. However,
you may find a creative use for it, such as showing recipe text on a cooking
website or any other purpose that requires certain lines of text to stand out.

o You can also add quotes to your pages using a Quote Block if
~ you need to assign an author to the quote. Quote Blocks display
Q the author name on a separate line and can be moved around
the page easily.
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* Lists: This formats your sentences as bulleted lists or numbered lists.
* Indent: This controls the indentation of your paragraph.

* Paste as plain text: You can use this to discard any formatting that may have
been applied by an external program, such as Microsoft Word or Apple
Pages, when copying or pasting text into your Text Block.

Always use this whenever you are copying or pasting text from any
other document. Most word processing programs add unnecessary
hidden code when you paste, so using this function ensures you don't
% end up pasting unwanted code into your nice, clean Squarespace pages.
T~ Sometimes, this code can break your pages; other times, it can make
pasted text look different from the rest of your pages, and sometimes,
you won't see any effects, but it will make your pages load slower.

* Remove Format: This clears any styles you have applied to your text—such
as bold, italics, or lists —and restores the text to normal paragraph style.

* Remove Block: This deletes the entire Text Block from your page.

M If you don't like the font, color, or style of text that has been set by your
Q template, you can change it as part of the visual style adjustments we'll
perform in Chapter 8, Tailoring Your Site's Look and Feel.

Adding images using Image Blocks

An Image Block allows you to upload and display a single image on your page.

M You can also add images using other methods such as Gallery
Q Blocks or as feeds from photo-sharing sites, which will be
covered in the next chapter.

[115]




Adding, Editing, and Arranging Content in Your Web Pages

When you add an Image Block to your page, the Edit Image overlay will open, as
shown here:

EDIT IMAGE

Add an image.

Q gelttyimages’

Caption Below v

Filemame
something.jpg

Sets the filename that appears in image URLs. Optional

Stretch

Stretch the image to span the container.

CANCEL REMOVE SAVE

You will see the following settings in the Edit Image window:

* Add an image: Click here to browse to your image, or drag an image onto
this space to upload the image from your computer.

» gettyimages: Click here to select an image from the Getty Images stock
library. We'll cover this in more detail in the next part of this chapter.

* Caption: You can choose Caption Below to display a caption under the
image, as an overlay on your image, or have the overlay appear when the
mouse is hovered over the image. If you don't need a caption, you can choose
Do Not Display Caption.

* Filename: The name of the image file is loaded here by default.
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M If your filenames look like DS139668 . jpg, renaming the
Q filename to something that matches your brand or page topic
can add a little boost to your page in search engines.

* Stretch: You can use this to force an image to fill the width of the block.
If you don't select this, the image will fill the block based on height only.
Stretch is most useful when adding vertical images to horizontal spaces
or horizontal images to vertical spaces.

Use Stretch with caution: if you have small images,

selecting this checkbox will make the image stretch beyond
= its original size, causing the image to appear blurred and

look unprofessional.

* Lightbox: Select this if you want to show a smaller version of a large image
in the page but allow users to click on the smaller version to open the large
version in an overlay.

* Clickthrough URL: Use this if you want to make the image link to a web
page or file when clicked on. We'll cover how to do this shortly.

[ Q You can use Lightbox or Clickthrough URL but not both. ]

After you have added your image to the block and adjusted the settings, click on
Save to close the edit window and return to the Content Editor.

Using stock images from Getty Images

The Getty Images stock library is integrated with Squarespace, which means that
you can find and purchase stock photography and illustrations directly from the
Squarespace interface, and the cost will be automatically charged to the credit card
that you use for your Squarespace subscription billing. Each image costs $10, and
when you make the purchase, the image will automatically be loaded into your
website, and a high-resolution version will also be downloaded to your computer.
The Getty Images function is integrated to all the areas of Squarespace where you
can add images, which means that you can use them for header images, Galleries,
or logos, in addition to standard Image Blocks.
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To use a Getty Images image in an Image Block, follow these steps:

1. Insert a new Image Block, or hover over an existing one and click on the
Edit Annotation.

2. In the Edit Image window, click on the gettyimages button. This will open
the Getty Images browser, as shown here:

Search Licensed Images
geltyimages

Search for the perfect image for your website and preview it to get started.

gecko| Creative Editorial

3. Use the search box to enter keywords for the image you want to find. Search
results showing image thumbnails will load below the search box.

4. When you find one you like, click on the thumbnail to preview the image.
This will load a low-resolution watermarked placeholder into the block to
allow you to test it on your page.
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5.

EDIT IMAGE

LICENSE REMOVE

This is an unlicensed preview image. To license it,
use the link above. Watermarks will be removed

after purchase.

Caption Below v

CANCEL REMOVE SAVE

You can see all of your previous purchases and reuse a previously
purchased image by clicking on the Licensed Images link above

the search box in the Getty Images browser.

If you like the image, you can license the image now or in the future using
the License button that appears below the image thumbnail in the Edit
Image window, as shown in the following screenshot:

Clicking on the License button will open a confirmation window where you
can complete the purchase.
Once you have purchased the image, the low-res placeholder will be replaced
by the actual image, and a high-resolution version of the image will also be

downloaded to your computer.
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Arranging blocks on the page

Now that you have a few blocks on your page, it's a good time to introduce one of
the most powerful and easy-to-use browser-based web design tools available on the
Internet: the Squarespace LayoutEngine. LayoutEngine allows you to change the size
and position of blocks simply by clicking, dragging, and dropping the blocks directly
in the page itself.

When adding blocks, the default behavior is for all blocks to stretch to fit the full
width of the page. This results in lots of horizontal blocks stacked vertically on
top of one another. Using LayoutEngine, you can change the layout of pages so
that blocks appear side by side in columns, have text wrapping around images
or other types of blocks, or add spacing between blocks to create a more open
and airy feeling on the page.

Moving a block to another position on the
page

Follow these steps to move a block to another position:

1. Hover your mouse over the block, and you will see a pale gray border
around the block.

2. Move your cursor towards an edge of the block until it changes into a hand
icon, as shown here:

This is some heading text

This is the body copy. There is a photo of a flower on
this page. Flowers are beautiful and some of them smell

rather nice, too.
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3.

4.

Click and hold down your mouse to pick up the block. It will appear grayed
out, and the cursor icon will change into a closed hand.

While still holding down the mouse, slowly drag the block toward the
position where you want to place it. As you get close to an area where
you can place it, you will notice one of two things:

° A thick black horizontal or vertical line will appear to indicate that
you can drop the block there to position it next to the other block.
You can position blocks to the left, right, above, or below other blocks
to create rows or columns of content. The following screenshot shows
you the black line indicating that the photo can be dropped to the
right of the text:

This is some heading text

This is the body copy. There is a photo of a flower on
this page. Flowers are beautiful and some of them sm&y
rather nice, too.

° A translucent dark gray box with a thick black border will appear to
indicate that you can drop the block there to wrap the other block's
text content around it. This is shown in the following screenshot:

This is some heading text

This is the bady copy. There |S &8P
this page. Flowers are beautiful
rather nice, tao.

When you reach your desired placement, release the mouse to move the
block to its new position.

After you have moved your content block, click on the Save button at the top
of the page to save your new layout.
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. You can split a multi-paragraph text block into two horizontal slices
~ by dragging another block onto the point where you want to divide
Q it. Make sure the thick black indicator line runs all the way across the
width of the Text Block before you drop the dividing block.

Canceling a move or other adjustment

If you move an item or adjust its size and decide that you don't like it, you can cancel
the change and revert to the previously saved layout. After the move or adjustment,
but before clicking on Save, click on the Cancel button in the top-right section of the
screen, and the system will discard whatever changes you have made and restore the
page to the last saved version.

Understanding fluid layouts and responsive
design

Before going further, it's important to highlight that all Squarespace templates use a
web design practice called responsive design, which means that the dimensions of
the page will automatically scale to fit the type of device the visitor is using, whether
it's a desktop computer with a large monitor, a laptop with a smaller screen, an HD
TV, tablet, or smartphone. While this is a best practice in the industry and is great
for usability, it does make things a little more complicated when it comes to page
layouts and web design.

Responsive design uses a technique called fluid layout to ensure that pages and
elements are sized relative to the size of the device screen. For example, if we have
a page width of 100 percent, and a photo width of 50 percent, these proportions will
stay the same regardless of screen size. On a large monitor, 50 percent of the width
might be 800 pixels, whereas on a smartphone, it might be 180 pixels. However, in a
fluid layout, the photo will always take up half the width of the page.

To keep text readable even on small screens, the font size is not usually scaled down
in responsive design. This means that even though the relative size of images is
maintained in proportion to the page width, your pages will not look exactly the
same on different screen sizes, as text wrapping points and flow will be affected. To
demonstrate, here are some screenshots showing the same page in different screen
sizes. The first screenshot shows how the page would appear on a large desktop
computer monitor:
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THIS IS THE HEADING FOR THIS PAGE

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Quisque
imperdiet neque id dignissim vehicula. Integer in mauris odio.
Suspendisse potenti. Ut facilisis dolor non justo lobortis, eu mattis est
porttitor. Nulla vehicula luctus augue et sagittis. Quisque tincidunt elit
ac dui tempus, vitae aliquet augue mollis. Pellentesque dolor orci,
volutpat eget dui vel, posuere dictum nibh. Cras at egestas mi.
Curabitur vehicula risus a dapibus lobortis. Aliquam at guam ultricies,
egestas mauris ac, tristigue mauris. Praesent fringilla, odio nec varius
tristique, ipsumn metus va

Lorem Ipsum dolor sit amet, consectetur adipiscing elit. Quisque

imperdiet neque id dignissim vehicula. Integer in mauris odio.
Suspendisse potenti. Ut facilisis delor non justo lobortis, eu mattis est
porttitor. Nulla vehicula luctus augue et sagittis. Quisque tincidunt elit ac dui tempus, vitae aliquet augue mollis. Pellentesque dolor orci, volutpat eget dui
vel, posuere dictum nibh. Cras at egestas mi. Curabitur vehicula risus a dapibus lobortis. Aliquam at quam ultricies, egestas mauris ac, tristique mauris.
Praesent fringilla, odio nec varius tristique, ipsum metus va

This screenshot shows the same page as it would appear on a handheld tablet screen:

THIS IS THE HEADING FOR THIS PAGE

Lorem ipsum dolor sit amet, consectetur
adipiscing elit. Quisque imperdiet neque id
dignissim vehicula. Integer in mauris odio.
Suspendisse potenti. Ut facilisis dolor non
justo lobortis, eu mattis est poerttitor. Nulla
vehicula luctus augue et sagittis. Quisque
tincidunt elit ac dui tempus, vitae aliguet

augue mollis. Pellentesque dolor ordi,
volutpat eget dui vel, posuere dictum nibh.
Cras at egestas mi. Curabitur vehicula risus a dapibus lobortis. Aliquam at quam ultricies, egestas
mauris ac, tristigue mauris. Praesent fringilla, odio nec varius tristique, ipsum metus va

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Quisgue imperdiet neque id dignissim
vehicula. Integer in mauris odio. Suspendisse potenti. Ut facilisis dolor non justo lobortis, eu mattis
est porttitor. Mulla vehicula luctus augue et sagittis. Quisque tincidunt elit ac dui tempus, vitae
aliguet augue mallis. Pellentesque dolor orci, volutpat eget dui vel, posuere dictum nibh. Cras at
egestas mi. Curabitur vehicula risus a dapibus lobortis. Aliquam at guam ultricies, egestas mauris
ac, tristique mauris. Praesent fringilla, odic nec varius tristique, ipsum metus va
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Finally, here is how the same page would appear on a smartphone screen:

Therefore, when we adjust the sizes of blocks in this chapter, and when we adjust
other design elements later, we will need to view and test things on a variety of
different screen sizes.

Al

Q

THIS IS THE HEADING
FOR THIS PAGE

Lorem ipsum
dolor sit amet,
consectetur

adipiscing elit.
Quisque
imperdiet neque id dignissim vehicula.
Integer in mauris odio. Suspendisse potenti.
Ut facilisis dolor non justo lobortis, eu mattis
est porttitor. Nulla vehicula luctus augue et
sagittis. Quisque tincidunt elit ac dui
tempus, vitae aliquet augue mollis.
Pellentesgue dolor orci, volutpat eget dui
vel, posuere dictum nibh. Cras at egestas mi.
Curabitur vehicula risus a dapibus lobortis.
Aliguam at guam ultricies, egestas mauris
ac, tristiqgue mauris. Praesent fringilla, odio
nec varius tristique, ipsum metus va

If you use the Firefox browser, you can quickly switch between
different screen sizes using the Mozilla Web Developer tools that
come with the browser. This is a lot easier than manually dragging
the right edge of your browser to simulate different screen sizes.
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Responsive design, image sizes, and screen
resolutions

Responsive design also makes things a bit tricky when it comes to recommended pixel
dimensions for photos. As your images will be presented in a range of sizes, you need
to ensure that your image dimensions are at least as large as the biggest size that will
be shown on large or high-resolution monitors. Today, nearly 80 percent of website
visitors on computers or web-enabled TVs have screen resolutions of 1366 pixels wide
by 768 pixels tall, or greater. Therefore, a good rule of thumb is to use images around
1500 pixels wide if they will be shown fullscreen. You can adjust down from this
accordingly for images that will only be shown at smaller sizes within the page.

If your own computer monitor is small or old, you may not be seeing

your website as a majority of your visitors will. For example, some

templates display a background color around the edge of the canvas

= only at larger sizes, while others will stretch to fill the space. If you
don't have access to a high-resolution monitor or HD Smart TV, you
can simulate a larger resolution within your small screen by pasting
your website URL into www . quirktools.com/screenfly and
using the icons to select a large monitor size.

Adjusting the size of blocks and columns

When moving blocks to appear side by side or wrapped, the system will set the size
of each item to be 50 percent of the width of the page by default. However, you can
adjust the width of a block or column to be wider or narrower than 50 percent.

Squarespace uses a hidden grid structure to control page layouts and ensure they
look balanced, so you won't be able to adjust widths by a single pixel or percentage.
As you are adjusting, you will notice that widths will automatically snap to fit the
grid, keeping your pages tidy without you even having to think about it.
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Adjusting the width of columns, adjacent blocks, or
wrapping blocks

Follow these steps to adjust the width of columns, adjacent blocks, or wrapping blocks:

1. Hover your mouse over the border between the columns, the two adjacent
blocks, or the edge of the block that has the other wrapped around it. Your
cursor will change to a resize icon, as shown in this screenshot:

This is the heading for this section

In a few minutes there was, so far
as the soldier could see, nota
living thing left upon the common,
and every bush and tree upon it
that was not already a blackened
skeleton was burning. The hussars

had been on the road beyond the

2. Click and drag to adjust the width of the blocks. Resizing one block will
automatically adjust the other block to fill the space accordingly.

Using Spacer and Line Blocks to fine-tune layouts

There may be occasions where you want to have more space between columns or
rows than what is allocated automatically by the system. In these instances, you can
use Spacer Blocks or Line Blocks between other blocks. You'll find these blocks
under the More category in the Add Block menu. Spacer Blocks can be used either
horizontally or vertically to create space, but Line Blocks can only run horizontally.
You can add, move, or adjust the width of these blocks in the same way as any other
block, but Spacer Blocks have an added feature to allow you to control the height.

M Your template determines the color of the line in Line Blocks.
Many templates allow you to adjust this color in Style Mode,
which we'll cover in Chapter 8, Tailoring Your Site's Look and Feel.

Adjusting the height of a Spacer Block
To adjust the height of a Spacer Block, follow these steps:

1. Click on the Spacer Block to activate it. You will see a large gray dot appear
near the bottom edge of the block.

2. Hover your mouse over the dot, and your cursor will change to a resize icon.
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3. Click and drag the dot down or up to adjust the height of the block, as shown
in the following screenshot:

This is the heading for this section

In a few minutes there was, so far as the
soldier could see, not a living thing left upon
the common, and every bush and tree upon ot
it that was not already a blackened skeleton

was burning. The hussars had been on the

road beyond the curvature of the ground,

and he saw nothing of them. He heard the

Martians rattle for a time and then become

still. The giant saved Woking station and its

Adjusting images in Squarespace

We've learned how to adjust the size of images in relation to other elements on

the page, but so far, the images themselves have remained intact, showing the full
image. However, you can actually crop or zoom images so they only show a portion
of the photo on the screen without having to leave the Squarespace interface. You
can also apply effects to images using the built-in Aviary Image Editor, such as
rotating, enhancing color, boosting contrast, whitening teeth, removing blemishes,
or hundreds of other adjustments, which means you don't need fancy image editing
software to perform even fairly advanced image adjustments.

Cropping and zooming images with
LayoutEngine

If you only want to crop your image, you don't need to use the Aviary Image Editor:
you can crop images using LayoutEngine in the Squarespace Content Editor.

To crop an image, you perform the same steps as those to adjust the height of a
Spacer Block: just click and drag the dot to change the part of the image that is
shown. As you drag the dot up or down, you will notice that:

* Dragging the dot up will chop off the top and bottom of your image

* Dragging the dot down will zoom in your image, cutting off the sides and
making the image appear larger

*  When dragging the dot very near the original dimensions of your image, you
will feel and see the cursor pull/snap to the original size
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Cropping an image in an Image Block in this manner does not

A\ A . .

~ remove parts from the original image; it merely adjusts the part
of the image that will be shown in the Image Block on the page.
You can always change your mind later.

Adjusting the Focal Point of images

You'll notice that all of the cropping and zooming of images is based on the center

of the image. What if your image has elements near the edges that you want to show
instead of weighting things towards the center? With Squarespace, you can influence
which part of the image displays by adjusting the Focal Point of the image. The Focal
Point identifies the most important part of the image to instruct the system to try to
use this point as the basis for cropping or zooming. However, if your Image Block is
an extreme shape, such as a long skinny rectangle, it may not be possible to fit all of
your desired area into the cropped or zoomed image space.

Adjusting the Focal Point can also be useful for Gallery images, as
M certain templates display images in a square format or other formats
Q that may not match the dimensions of your images. You can also adjust
the Focal Point of any Thumbnail Images that you have added in Page
Settings to select which part to show as the thumbnail or header banner.

To adjust an image's Focal Point, follow these steps:

1. Double-click on the image to open the Edit Image overlay window.

2. Hover your mouse over the image thumbnail, and you will see a translucent
circle appear at the center of the thumbnail. This is the Focal Point.

3. Click and drag the circle until it sits on top of the part of the image you want
to include, as shown in the following screenshot:
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EDIT IMAGE

Filename

CANCEL

EDIT

something.|pg

REMOVE

Caption Below b

REMOVE SAVE

Using the Aviary Image Editor

You can also use the Aviary Image Editor to crop or zoom into your images as

well as many more adjustments that are too numerous to list here. It's important to
remember that all adjustments carried out in the Aviary Image Editor are permanent:

there is no way to go back to a previous version of your image. Therefore, it's

better to use LayoutEngine for cropping and zooming and reserve Aviary for other

adjustments that you know you want to make permanently, such as rotating a
portrait image that was taken sideways to display vertically.

Because edits performed in the Aviary Image Editor are
@'@“ permanent, use it with caution and always keep a backup
’ original version of the image on your computer just in case.
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Here's how to edit an image with the Aviary Image Editor:

1. Double-click on the image to open the Edit Image overlay window.

2. Click on the Edit button below the image thumbnail. This will open the
Aviary window, as shown in the following screenshot:

Phaio Editor

P2 RATHER O OSSO S 0y ER

Criortatio ) i nhinon  Brighiness  Contrast Satunion  Sharpness vivwe Rodeyo  Whitan

L Powored by (iduny

3. Select the type of adjustment you want to perform from the menu at the top.

Use the controls to perform the adjustment and click on Apply. The window
will show you the effect of the adjustment on the image.

5. Perform any other adjustments in the same manner.

1
~ You can go back to previous steps using the arrows in
the bottom-left section of the editor window.
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6. Once you have performed all desired adjustments, click on Save to commit the
adjustments to the image permanently. The Aviary window will now close.

7. In the Edit Image window, click on Save to store the Aviary adjustments.
The Edit Image window will now close.

8. In the Content Editor window, click on the Save button to refresh the page
with the newly edited version of the image.

Adding content to sidebars or footers

Until this point, all of our content additions and edits have been performed on a
single page. However, it's likely that you will want to have certain blocks of content
appear on multiple or all pages, such as a copyright notice in your page footer or an
About the Author text snippet in the sidebar of all blog posts.

You add content to footers or sidebars using the Content Editor in much the same way
as adding the page content. However, there are a few restrictions. Certain templates
only allow certain types of blocks in footers or sidebars, and some templates have
restrictions on positioning elements as well — for example, it's unlikely that you

will be able to wrap text around an image in a sidebar due to space limitations.

\ If you are unable to get the system to accept an addition or
~ repositioning move that you are trying to perform to a block
Q in a sidebar or footer, it usually indicates that you are trying to
perform something that is prohibited.

Adding or editing content in a footer

Follow these steps to add or edit content in a footer:

1. Inthe preview screen, scroll to the bottom of your page and hover over the
footer area to activate the Annotations there, and click on the Edit button
next to the Footer Content label, as shown in the following screenshot:

Footer Content EDIT

& 2015 MIKO COFFEY, USING MY HEAD LTD. ALL RIGHTS RESERVED.

k

This will open the Content Editor window, just like earlier in this chapter
when you learned how to add and edit blocks in the page body.
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2. You will notice that Insert Points appear just like before, and you can click on
an Insert Point to add a block, or click within an existing Text Block to edit it.
You can move blocks in a footer in the same way as those in a page body.

. Most templates have a footer, but not all of them do. Some
~ templates hide the footer on certain page types, so if you can't
Q see your footer, try looking at a standard page, or double-check
whether your template offers one.

Adding or editing content in a sidebar

Not all templates have a sidebar, but if yours does, here's how you can add or edit
content in your sidebar:

1. While in the Pages menu, navigate to a page that you know has a sidebar
in your template, such as a Blog page. You should see the template's demo
content preloaded into your sidebar.

2. Hover your mouse over the sidebar area to activate the Annotations, and
click on the Edit button that appears at the top of the sidebar area.

Make sure you click on the correct Annotation. Other Annotations may
be activated on the page, so don't get confused and click on anything
other than the sidebar Annotations, as shown in the following screenshot:

Blog ADD POST MANAGE POSTS SETTINGS

< Blog Sidebar
Q Published post Q, Search

June 23, 2014

The bleg post has the Like Button and Share Button at the

bottom of the screen. You can click the Share button to open

the Share overlay, which allows you to post a link to this blog

post in your favorite social media sites. Latest Posts

3. Once the Content Editor window opens, you can click on an Insert Point to
add a block or click within an existing Text Block to edit it. You can move
blocks in a sidebar in the same way as those in a page body.
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Enabling a sidebar

If you do not see the sidebar, but you know that your template allows one, and you
know you are on the correct page type (for example, a Blog post), then it's possible
that your sidebar is not enabled. Depending on the template, you enable your
sidebar in one of two ways. The first method is in the Style Editor, as follows:

1. First, ensure you are looking at a Blog page (or any page that can have a
sidebar in your template). From the Home menu in the side panel, navigate

to Design | Style Editor.
2. In the Style Editor menu, scroll down until you see a set of controls related to
Blog Styles.

3. Find the control for the sidebar, and select the position you want. The
following screenshot shows you an example of this:

BLOG STYLES

Blog Sidebar Display: Auto  w

Auto

Right

Left !
Hidden

4. Click on Save to commit your changes.

If you don't see the sidebar control in the Style Editor, you may find it in the Blog or
Page Settings instead, as described here:

1. First, ensure you are looking at the Blog page (or any page that can have
a sidebar in your template), and then click on the Settings button in the
Annotations or the cog icon in the Pages menu to open the Settings window.
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2. Look for a menu item called Page Layout and select the sidebar position, as
shown in the following screenshot:

@ Eenabiea

Disabling a page is useful while it is being worked on. Disabled pages are

accessible only to administrators.

Page Layout

One Sidebar v

One Sidebar
Split Sidebars
Full Width
Two Sidebars

On smaller screens, many templates use fluid layout to stack the
\l sidebar below the main content area instead of showing it on
= the left- or right-hand side. If you can't see your sidebar and are
Q viewing the website on a tablet or another small/low-resolution
screen, scroll down to the bottom of the page and you will most
likely see your sidebar content there, just above the footer.

Adding links that point to web pages or
files

The final type of basic content that we'll cover in this chapter is adding hyperlinks
to your pages. You can use these links to point to external websites, other pages
on your own website, or files that visitors can either view within the browser or
download to their computers.

You can assign a link to any word or phrase in a Text Block, or you can assign a link
to an image. You can also use a special type of block called a Button to make links
really stand out and encourage users to click.
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When creating links in any of these scenarios, you will be presented with three
main options:

* External: You can paste or type the full web address of the external website
you want the link to point to. You can also choose to have this website open
in a new window to allow users to keep your site open instead of navigating
away entirely. The following screenshot shows the External option:

External

www.usingmyhead.com gé’

% Open in New Window

* Files: You can either upload a file directly, or link to a file that you have
already uploaded earlier. This screenshot shows the Files option:

Files

+ i

MNew File Existing File

Add a file

Open in New Window

[135]



Adding, Editing, and Arranging Content in Your Web Pages

* Content: You can link to any page, category, or tag that you have created
on your site. Linking to a category or tag will display a list of all items
that have been labeled with that tag or category. Here's an example
of the Content option:

Content

GALLERY

My Gallery hd

Another Gallery

BLOG

Assigning a link to word(s) in a Text Block

Follow these steps to assign a link to a word or phrase in a Text Block:

1. Highlight the word(s), and then click on the link icon (two interlocked ovals)
in the text editor menu.

2. Select the type of link you want to add, input the necessary settings, and then
click anywhere outside the Edit Link window. This will close the Edit Link
window, and you will see that the word is now a different color to indicate
that the link has been applied.

3. Click on the Save button at the top of the page.
You can change or remove the link at any time by clicking on the word. A floating

window will appear to show you what the link currently points to, along with the
options to edit or remove the link. This is shown in the following screenshot:

1 *
L]

MNormal H

| want to link this text.

Jmy-gallery REMOVE EDIT
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Assigning a link to an image

Here's how you can assign a link to an image:

1. Double-click on the image to open the Edit Image window.

2. Under Clickthrough URL, select the type of link that you want to add and
input the necessary settings.

3. Click on Save.

Creating a Button on your page

You can create a Button on your page by following these steps:
1. In the Content Editor window, find the point where you want to insert the
button on the page, and click on the Insert Point to open the Add Block menu.
Under the Filters & Lists category, choose Button.

Type the text that you want to show on the button, select the type of link,
and select the button size and alignment you want. The following screenshot
shows the Edit Button window:

EDIT BUTTON

The size and layout of your button can be
configured here. Additional style options,
including color and shape, are available
within the Style Editor.

Text

Order Now

Clickthrough URL

/products

Small
Medium 5
| Large

CANCEL REMOVE SAVE
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This is how the button appears on the page:

soldier could see, not a living thing left
upon the common, and every bush and
tree upon it that was not already a
blackened skeleton was burning. The
hussars had been on the road beyend the
curvature of the ground, and he saw
nothing of them. He heard the Martians
rattle for a time and then become still. The
giant saved Woking station and its cluster
of houses until the last; then in a moment
the Heat-Ray was brought to bear, and the
town became a heap of flery ruins. Then

the Thing shut off the Heat-Ray, and

M In most templates, you can control the button color, style, and
Q fonts using the Style Editor, which we will cover in Chapter 8,
Tailoring Your Site's Look and Feel.

Summary

In this chapter, you have acquired all of the skills you need to add and edit basic web
content, and you have learned how to move things around to create finished web
pages with your desired page layout. Now is the time to add your real content from
your Website Toolkit to all of the empty pages and items from the last chapter to
flesh out your site with words and images.

\ Visit www . square-help.com/inspiration if you'd like to see
~ some examples of different page layouts to give you ideas for making
Q your own pages. Here, you'll see how you can use LayoutEngine to
create sophisticated layouts for a range of page types.

In the next two chapters, we will add functionality to your site, giving visitors the
opportunity to interact with your business online. We will also add more advanced
types of content, such as multimedia content or social media feeds, to really bring
your website to life.

Remember, even if things such as colors, backgrounds, or fonts do not look exactly
as you will want them to look on your final pages, you should go ahead and add
all of your content now. It's easy to get distracted by these details and want to rush
ahead to adjust the design instead. However, the more real content and functional
elements you have in your pages, the easier it will be for you to see how the visual
style adjustments we'll make later work with your website.

[138]


www.square-help.com/inspiration

Using Blocks to Add
Functionality, Rich Media,
and Special Features

In the previous chapter, you learned about Squarespace Blocks and inserted some
basic blocks into your web pages. In this chapter, you will learn how to use more
advanced blocks to add interactivity to your website, pull in content dynamically
from other places, and add helpful tools to your pages, making your website really
come alive. We'll cover these in order, starting with the ones most commonly used
on business websites.

Although the things that these blocks do are more advanced than basic blocks, using
them is just as easy as using basic blocks, and you can adjust their size and move
them around in exactly the same way. All blocks in this chapter are added the same
way as the blocks in the previous chapter by clicking on the Insert Point icon when in
the Content Editor.

In this chapter, we will cover:

* Inserting multimedia elements, such as audio, video, and photo slideshows

* Capturing customer data with Form and Newsletter Signup Blocks

* Adding navigational tools to your pages, such as search boxes and link blocks
* Highlighting internal website content in other places

* Pulling external content, such as maps or feeds, into your website dynamically
* Inserting an easy sales or donation call to action

* Displaying a formatted price list or menu on your site
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Adding images — beyond the standard
Image Block

Although you've already learned how to add single images to your pages using
Image Blocks, there are other ways to add imagery to your website as well. You can
add multiple images to a page in the form of a photo gallery, or you can add a feed of
images from an external photo-sharing website and display them within your pages.

Gallery Blocks

You can use Gallery Blocks to display multiple images in a connected way. Gallery
Blocks allow you to show a set of images in one of four different displays:

* Grid: This displays a table of image thumbnails that get enlarged when
clicked on. The following screenshot gives you an example of a grid:
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* Slideshow: This allows users to flick through images that fade or slide
to reveal the next, with a strip of mini-thumbnails below the slideshow if
required. Take a look at the following screenshot to see a slideshow display:

* Slider: This allows users to scroll through images in a horizontal strip. An
example of a slider is shown in the following screenshot:
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* Stacked: This displays large versions of images, stacked vertically with each
one directly below the next. The following screenshot displays stacked images:

You can either reuse the images from a pre-existing Gallery Page, or you can add
new images to your Gallery Block.
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At this point, most people wonder what the difference between a Gallery Page and a
standard page with a Gallery Block in it is and when to use each. It can certainly be a
little confusing, so here's a summary of the key differences:

Gallery Page Gallery Block

Content on the | In most templates, Gallery Pages Gallery Blocks can be inserted

page do not display any information into any standard page, blog post,
apart from the contents of the or event. Therefore, a Gallery
gallery itself. Gallery Pages are Block is usually added to a page
designed to remove distractions that already has other content.
and allow the viewer to focus on The gallery is usually meant to
the images. support or illustrate the topic of

the page, or the text content of the
page is meant to give context to
the gallery images.

Style of display | The template dictates how a Individual Gallery Blocks can be
Gallery Page is displayed. It is set to display images using any of
usually either a grid or a slideshow, | the four views: slideshow, grid,
and you cannot have both within slider, or stack. You can configure
the same website. Sometimes, you | the settings of each Gallery
can choose which view to use, Block individually, for example,
but sometimes, the template only choosing to show descriptions
comes with one view. Once you and navigation arrows on one
have set the view and any settings | Gallery Block but not on another.
associated with it, this applies to Therefore, Gallery Blocks are more
all Gallery Pages on your entire flexible than Gallery Pages when
website. it comes to the display style.

Size Gallery Pages usually fill all of You can adjust the size and
the available screen space with positioning of a Gallery Block in
the gallery contents, making the relation to other content on the

images or grid as large as possible. | page, just as you can adjust any
other type of content block.

Reusability of Images added to a Gallery Page Images added to a Gallery

images are available for use in Gallery Block are only assigned to that
Blocks on other pages, if you like. individual block. You cannot
Whenever you update the Gallery | reuse galleries that you create
Page, all of these Gallery Blocks as Gallery Blocks. If you are 100
will be automatically updated as percent certain that you will only
well. It's usually best to upload ever want to display the gallery
your images to a Gallery Page if within one page, then you can
you think you may want to reuse safely upload them into a Gallery
the gallery elsewhere on your Block.

website. Refer to the following tip
for further advice on this topic.
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If there is any chance that you may want to display the same gallery in

multiple places on your website, it's always best to use a Gallery Page

as the place for you to upload your images even if you only want to

use Gallery Blocks. You can use the master Gallery Page as an image

storage facility and move it to the Not Linked area of your website,

=~ so it will not appear within your website's navigation. All the Gallery
Q Blocks will still reference that Gallery Page and you will only ever need

to maintain that one gallery.

You can also use this method if you prefer the way images are
displayed in a Gallery Block over the grid or slideshow that comes
with your template's Gallery Page design. This can be a real lifesaver if
you love your template but don't like the way it displays galleries.

Adding a Gallery Block

To add a Gallery Block, perform the following steps:

1. Inthe Content Editor, click on the Insert Point where you want to insert the

Gallery Block.

2. Inthe Add Block menu overlay, select the display style you want to use
under the Gallery category. An Edit Gallery window will appear.

3. The Edit Gallery window will open on the Content tab, where you can either
drag photos onto the Upload Media space, or select Use Existing Gallery

and choose the existing Gallery Page you wish to use.

4. Once you have added your images, click on Design in the top right-hand

corner to adjust the settings that apply to the display style you have chosen.
The settings differ among the various display styles. Here's an example of the

Carousel settings:
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EDIT GALLERY Content Design

Slideshow Carousel Grid Stacked

o Automatically Transition Between Slides

5 ®

Seconds between autoplay transitions.
Show Next and Previous Controls

Active Alignment

CANCEL REMOVE SAVE

5. Click on Save.

Al

If you decide you want to change the display of this Gallery

‘Q Block, hover over it to activate the Annotations, and click on

Edit to reopen the Edit Gallery window, where you can select
a different display in the Design tab.

Adding galleries from external photo-sharing
websites

You can also add image galleries from external photo-sharing sites, such as Flickr,

Instagram, or 500px. These galleries will automatically pull in the latest photos that
you have posted to the external site. You can choose to display these Gallery Blocks
in any of the four display styles that you can use for normal Gallery Blocks.
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Adding a gallery from Flickr, Instagram, or 500px

Follow these steps to add a gallery from Flickr, Instagram, or 500px:

1.

In the Content Editor, click on the Insert Point where you want to insert the
Gallery Block.

In the Add Block menu overlay, scroll down to the Social Blocks category,
and choose the photo-sharing website you wish to use. An editing window
will appear.

Unless you have already connected to the external website previously, you
will need to connect your account to Squarespace. Click on Add Account
to open a new browser window where you can log in to the photo-sharing
website and authorize the connection to Squarespace.

Once connected, a message will appear in the editing window to tell you that
you have a connected account. Now, click on Choose an account and select
the username that you just connected. You should see the following screen:

EDIT FLICKR BLOCK Account Design

Connected Account. Pick the account below you
would like to import content from, or press Add

Account to connect a new one.

¥ Choose an account I
ADD ACCOUNT

Items to Display. Select the number of items this

block should display.

10 Items [ ]

CANCEL REMOVE SAVE
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5. Adjust the number of items you wish to display in the gallery, then open the
Design tab and adjust the settings.

o If you're using the Grid display, be sure to tick the Lightbox

~ option, or else visitors will be taken away from your website

Q and thrown onto the external photo website when they click
on a thumbnail to view the larger image.

6. Click on Save.

Embedding video into your pages

With Video Blocks, Squarespace allows you to easily embed videos that are hosted
on YouTube, Vimeo, Wistia, or Animoto. You don't even need to use the special
embed code from the video website; all you need is the web address of the video.
However, on many video sites, you can customize the colors of the player to make it
match your website more closely when using their embed code. This can add polish
to your website. To get the embed code and access the customization tools, look for a
Share or Embed button on the video page on the external video website.

You can't host videos on Squarespace, but it's free or very
o inexpensive to host videos on large video hosting websites.
~ Businesses are advised to avoid YouTube and choose Vimeo or
Q Wistia instead if they prefer not to have obtrusive advertisements
in their videos. One of my clients found a competitor's
advertisements showing on their YouTube videos, so beware.

When you add a Video Block, the editing window will load with the same settings
as the ones that were loaded when adding a video to a gallery, which we covered in
Chapter 4, Creating Your Website Framework: Pages, Items, Collections, and Navigation.
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To add a Video Block, follow these steps:

1. In the Content Editor, click on the Insert Point where you want to insert the
Video Block.

2. Inthe Add Block menu overlay, click on Video under the Basic category.
The Edit Video window will appear, as shown in this screenshot:

EDIT VIDEO

Video URL

https://miko-coffey wistia.com/medias/mpw
Successfully Located.

Custom Thumbnail

Add a thumbnail.

Use Custom Thumbnail

Do Not Display Caption w

L B [/ # B ® Ve

You can have a caption below the video if you want

to.

CANCEL REMOVE SAVE
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3. In the Edit Video window, enter the relevant settings, as follows:
°  URL: Paste the web address of the video here or click on the < / >

button to paste the embed code.

Custom Thumbnail: You can choose to show an image in the

page instead of a screen grab from the video itself. If you don't

upload one, Squarespace will use the default screen grab from

the video hosting website.

Caption: You can choose whether to display this text or not.

Squarespace will sometimes automatically pull in the caption or
description text from the video hosting website, but you can adjust
this manually if you prefer to display different text.

4. Click on Save.

Adding a Google Map to your site

If your business has one or more premises that customers may visit, it's a good idea
to include a map on your Contact page. You can add a Google Map using a Map
Block in the More category. Here's what a Map Block editing screen looks like:

¥

V)
+

@ Westminster & d

| Zoom in

St Jamei's Park & ° ‘

EDIT MAP

Enter an address for this map

and press the return key to drop ik

a pin. You can also drag the 1Wg
viewport of the map by clicking
and dragging while in editing
mode.

Westminster Abbey

20 Deans Yd

London, SWI1P 3PA

United Kingdom

Ise

CANCEL REMOVE SAVE
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In the Edit Map window, enter the address of the location you want to show on
the map.

o As you start typing the address, Squarespace uses Google Places
~ to show autocomplete suggestions for the location you are
Q entering. This can save typing when adding Map Blocks or setting
locations on Event pages.

You can change the view of the map in the Edit Map window by dragging the map
pin on the map preview to move to a different location. You can also use the Google
Map tools to zoom in or out until you have the desired view of the map before saving.

Capturing data and handling enquiries on
your website

You can use Form Blocks and Newsletter Blocks to allow website visitors to interact
with your business and to capture data about your leads and customers. Both of
these blocks are located in the More category in the Add Block menu.

Form Blocks and Newsletter Blocks can connect to two external services:

* MailChimp: This can be found at www.mailchimp.com. This is a popular
email marketing tool to automatically subscribe contacts to your mailing list

* Google Docs (now Google Drive): This can be found at https://drive.
google.com/. This is used to store all the form information in a spreadsheet

Form Blocks can also send an email to someone at your company every time
someone completes the form, which enables immediate action to be taken.

It's a good idea to use a form for all electronic communication on your website rather
than posting your email address as a link on your pages. Not only will a form ensure
that the enquirer gives you all the information you need, it will also dramatically
reduce the amount of spam you receive.

Another benefit of using a form on your Squarespace website is that if you store all
responses in a Google Spreadsheet, it's easy for you to refer to all of your leads in
one place or create charts and reports based on the information provided. This can
be incredibly valuable to understand your customers and identify ways to grow or
improve your business.
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If you find yourself always asking for the same information
A\ . .
~ when people contact you, consider whether you can add a field
or two on your form to capture this information upfront in a
more structured way.

Using forms

You can have as many forms on your website as you like, so you can create one for
every purpose, from handling general questions to gathering customer feedback.

o Forms associated with credit cards, ordering products or services,
~ or making donations will be created in a separate place as part of
Q Squarespace Commerce. We'll cover this in Chapter 7, Selling Online
or Taking Donations with Squarespace Commerce.

Squarespace offers a wide range of different field types that you can use on your
form. There are specific preformatted fields, such as email address, date, or currency,
and there are more general field types that can be used for a range of purposes,

such as a free text box, drop-down menu of choices, set of radio buttons, or survey
scale of ratings. You can also insert lines as section breaks into your forms to make
them tidier and easier to use. The following is a screenshot of the Add Form Field
window, showing all the different form elements you can add:

ADD FORM FIELD

B OE O3 M

Text Text Area Select Checkbox Radio

- A = 9 v

Survey Name Password Address Twitter

Email Website Date Time Phone
Number Currency Line Hidden
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Adding a form to your page

When creating a form on your website using the Form Block, you will see that there
are three main sections to fill in:

* Build: This is where you specify the name of your form and set up the
form fields

* Storage: This is where you tell Squarespace where to put or send the
information captured in the form

* Advanced: This is where you choose the words to display on the form's

Submit button and set the message to show on the page when the form
has been submitted

Using the Build section in the Form Editor

For all new forms, Squarespace will preload a set of default fields to the form: Name,
Email Address, Subject (of the email), and Message. Here's a screenshot of the Build
section of the Edit Form window with these default fields:

EDIT FORM Build Storage Advanced

Form Name

My Form

Drag and drop the fields below to manipulate the structure of

your form. Click on any field to edit it.

Mame EDIT @
Email Address EDIT @
Subject EDIT @
Message EDIT @
CAMNCEL REMOVE SAVE
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You can perform any of the following adjustments to your form in the Build section:

* Reorder the fields by clicking on the dotted icon on the left-hand side of the
field and dragging to the desired position

* Delete a field by clicking on the trash can icon on the right-hand side

* Change the field label wording by clicking on the name of the field and
typing your changes

* Edit the field settings, such as making the field required or adding
instructions, by clicking on the Edit button

* Add anew field by clicking on the + button below the other fields

Setting the Storage preferences in the Form Editor

The Storage section can be accessed using the link in the top-right section of

the Edit Form window. By default, Squarespace will set up the form to be emailed
to the address associated with your Squarespace account. You can change this to
another address or remove the Email Address field entirely if you are using another
storage method.

If you use Google Docs or MailChimp, you can connect this form to your account
and store the information there. In the Storage section, click on the Google Docs or
MailChimp button, log in, and then choose the list or spreadsheet you want to use to
store the data.

R If you are using MailChimp, you will need to create a new list.
~ Squarespace will not be able to update an existing MailChimp
Q list with the form data. You are also limited to 31 form fields

when connecting to MailChimp.

Customizing the Advanced settings in the Form Editor

The link to the Advanced section is next to the Storage link in the top-right corner.
Squarespace will automatically set the form's submit button to say Submit, but you
can specify other wording here. You can also change the wording of the confirmation
text that will be displayed after the submit button has been pressed and format that
text or add a link to it using the simple formatting bar.
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Using Newsletter Blocks

The Newsletter Block is a standardized and simplified version of a Form Block; it has
only one or two fields and a smaller set of controls to make it easy to set up. By default,
a Newsletter Block includes an email address field, but you can also add a name field
if you like. You can also adjust the Title, Description, and Disclaimer fields displayed
on the page and specify Storage and Advanced settings, just like on a Form Block. The
following screenshot is how the Edit Newsletter Block window looks:

EDIT NEWSLETTER BLOCK Display Storage Advanced

Require Name Field

Display inputs for the subscriber's first and last name.

Subscribe -
Sign up with your email address
to receive news and updates. Subscribe
DESCRIPTION
B / & B © e

m Sign up with your email address to receive news and updates.

We respect your privacy.

DISCLAIMER
Displayed below the input field.
B / ¢ B © "

We respect your privacy.

CANCEL REMOVE SAVE

[154]



Chapter 6

Using content blocks to improve internal
navigation and highlight content

Most of the time, blocks are used to add content or functions to your page, but you

can also use them to pull out content extracts or point visitors to other content on your
website. You can use these kinds of blocks to highlight things that are important to
your business and showcase them in high-visibility locations, such as your homepage
or in a sidebar. For example, you could highlight your latest blog posts, display a list
of all discounted products, or show a summary of all events happening within the next
month. The really cool thing about these types of blocks is that they will automatically
be updated anytime you update the source page, making it easier to manage your
website and keep it feeling fresh.

Adding a search box

The most basic of these navigational blocks is the Search Block, which inserts a
search box onto the page. Clicking on the search box opens an overlay where the
visitor can type a word or phrase, and Squarespace will display an index of all pages
or items that contain those search terms. A Search Block has no settings to customize;
just add it and you're done.

o A search box can be useful even on a relatively small website because
~ there are broadly two types of web users: searchers and navigators.
Q Whereas navigators will go for menus first, searchers are naturally
drawn to search boxes even if your navigation is clear and precise.

Displaying lists of tags, categories, authors,

or dates

Another basic navigational block is a List Block. List Blocks allow you to display
links to collections of items based on a shared characteristic. There are four types
of List Blocks and they can be used on any type of container page. The types of
List Blocks are as follows:

* Category List: This is sorted by weight, with the least used category at the
top and most used at the bottom

» Tag List: This is sorted by weight, with the least used tag at the top and most
used at the bottom
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* Author List: This is sorted alphabetically based on the user who input the
item (or the assigned user, if it has been adjusted)

* Month List: This is sorted in reverse chronological order for date-based items
such as blog posts or events

so bloggers will be pleased to know that they can create a Blog

M Squarespace does not provide a Blog archive page by default,
Q archive using a Month List Block.

List Blocks are always shown in a single vertical column and there are no settings to
configure. When you add a List Block, just choose the page you want to draw the list
from. Here's an example of a Month List Block:

BLOG POSTS BY MONTH

May 2014

April 2014
March 2014
February 2014
January 2014
December 2013
November 2013

A List Block works in a way similar to a series of searches; each word in the list links
to an index of all items that have that characteristic. For example, clicking on the
word cheese in a Tag List will show you all blog posts that have been tagged with
the cheese tag, and clicking on a month in a Month List will show you all blog posts
that were published in that month, and so on.
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Displaying a list of tags or categories as a cloud

A more creative way to display a list of tags or categories is to use a cloud display,
which shows you the tags or categories in a block of words in different sizes rather than
a vertical column. The words flow horizontally across the full width of the block and
fill the space. The following screenshot demonstrates an example of a cloud display:

The block that you use to create a cloud is called a Tag Cloud Block even though
you can choose to show tags or categories with this block. In a cloud, the font size of
the word is determined by how often that tag or category has been used: the larger
the word, the more frequently it has been used as a tag or category on items. When
creating a Tag Cloud Block, you can set the number of tags or categories you want to
show in your cloud. You can also choose to sort by the following:

* A-Z: This will display the words in alphabetical order

*  Weight: This will show the most frequently used words at the top, moving
down to the least frequently used at the bottom

* Activity: This will show the most recently used words at the top, moving
down to the least recently used at the bottom
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The Edit Tag Cloud window is shown in the following screenshot:

EDIT TAG CLOUD

Display Type

Tags v

Sort By

A-Z w

TAG LIMIT

20 Tags [ ]
Pick the number of tags to show in the

cloud.

BLOG
Blog
Sample Blog
CANCEL REMOVE SAVE

Displaying date-based lists in a calendar format

In some cases, a calendar may be a more user-friendly way to present a list of items
based on dates rather than showing a list of months. A Calendar Block shows a
small monthly calendar that website visitors can navigate using arrows to move
forward and back. For each date that has one or more items associated with it, the
date will appear highlighted, allowing the visitor to hover over the date to see the
title and link to the full item. The hover overlay also shows the time associated with
the item: either the start time for an event or the time when the item was published
for nonevent items. Although this kind of display is most useful for Event Pages, you
can also use a Calendar Block for Blog posts, and even Album tracks or Products —
though I can't think of an instance when you'd want to use a calendar for these last
two. The following figure shows you two views of the same Calendar Block: on the
left, the date with an event associated appears highlighted, and the right shows how
the event overlay appears when hovering over this date:
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The calendar is compact in size and you cannot stretch it to fill larger

~ spaces, so it's best reserved for sidebars or columns. If you need a
large calendar that fills the page, remember that you can choose
Calendar as the Default Event View in the settings for an Events Page.

Using Content Link Blocks

A Content Link Block allows you to link to any type of page in a more visual way
than just having a simple text link. Adding several Content Link Blocks and placing
them side by side or in a column is a good way to draw attention to subpages within
a folder or to cross-link to other areas of the website that you want visitors to see.
The following screenshot displays three Content Link Blocks placed side by side at

the bottom of a page (with a Text Block subheader):

Sources of Inspiration

Urban

Let the textures, shapes and

materials of the city be your design

inspiration.

Nature

Get inspiration from nature and
choose color schemes based on
plants or wildlife.

Travel

Let your travels be your guide... some
color scheme ideas from Morocco
and beyond.
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A Content Link Block will pull in and display the following items from the page you
are linking to:

* The Page Title, as set in Page Settings
* The Page Description, if you have set one in Page Settings

* The page's Thumbnail Image, if you have set one in Page Settings

There are no settings to configure on a Content Link Block: the block will pull in all
of these three items if they are set. Although there are no settings to control which of
these three show, you could effectively turn off the Page Description or Thumbnail
Image by simply leaving them blank in the Page Settings. Of course, you should only
do this if you don't need to display that text or image elsewhere on your website.

If your template makes heavy use of Page Descriptions, which means
you have lots of text in this field, then Content Link Blocks are not going
M to look very good on your website.
Q If your template uses page Thumbnail Images for other things, such as
skinny rectangular header banner images, you may find that the image

proportions needed to make the image fit there mean that the image
looks bad in a Content Link Block that uses different proportions.

Using Summary Blocks — the most powerful
of blocks

One of the most complex, flexible, and powerful blocks is the Summary Block.
Summary Blocks can be used to show previews of up to 30 items from any type of
Collection Page in any of four different designs, each of which can be customized.
Summary Blocks can display titles, thumbnails, and certain metadata associated
with items, and you can control the appearance and placement of each. Metadata is
a subset of an item's properties, such as the published date, author, tags, categories,
or location. The following screenshot shows a Blog Summary Block on a web page:
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Latest from the blog

THIS IS A POST WITH THE
EXCERPT SHOWING

This excerpt is where you can set a short
summary to be shown in the blog container
page, instead of the full post body.

POST WITH AN IMAGE AT
THE TOP OF THE POST

Feb 26, 2014

This blog post has a full-width image at
the top of the post. Sometimes this can
mean lots of scrolling before you see
content.

POST WITH LOCATION
ATTACHED

Apr 28,2014

This is a Squarespace Blog post with a
location attached to the post. Some
templates show the location as a map link.

ey . —
POST WITH A PROMOTED
BLOCK

Not all templates use the Promoted Block
feature. The ones that do, show the first
image in a special way that makes it stand
out.

BLOG POST WITH EXCERPT
AND THUMBNAIL

Mar 28, 2014

Here is another excerpt, which is showing
instead of the full body text of the post.
This post also has a thumbnail image
associated with it.

POST WITH SMALL IMAGES
INIT

Dec 10,2013

This post shows how you can have smaller
images in the body text of a post, and flow
the text around it.

Creative ways to use Summary Blocks

You can use Summary Blocks for many different purposes because they are versatile
and can be configured in many ways.
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Featuring and filtering content

The main use of Summary Blocks is to highlight featured content. Normally, a
Summary Block is used to pull out a subset of items based on certain criteria, for
example, the most recent blog posts or events. You can apply filters to Summary
Blocks to only show items from certain categories or tags. To make things really
interesting, you can combine categories and/or tags to create incredibly granular
filters. This means you can do quite complex things, such as creating a Related Stories
block at the bottom of every news item in your blog, making each one tailored to the
topic of the article. You could do the same on a product page, adding the People who
bought this also bought... label to cross-sell related products, similar to what you see
on Amazon and other e-commerce sites.

Bypassing template design restrictions

You generally have more controls and options to work with on a Summary Block
than you have on your template's container page design, which means that you

can use these blocks to work around your template's limitations. For example, even
if your template does not show certain metadata properties on the container page
or item itself, you can show them in a Summary Block. In some cases, you could
even fill an entire page with a Summary Block and use that page as your main page
instead of the container page. For example, if you prefer one of the display options
available within Summary Blocks to the Gallery Page display set by your template,
you could use the Summary Block page in your main navigation (and leave the
actual Gallery Page itself in the Not Linked area). If you are a photojournalist and
want to show the date and location associated with photos, you could do this with
a Summary Block. Or perhaps, you want to show your events in a grid, which is not
possible without using a Summary Block.

1
< Visit www . square-help.com/inspiration to see
examples of how Summary Blocks can be used creatively.
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Summary Block design options

When you create a Summary Block, the next step after assigning the container page
you want to use is to choose the design, which you will find in the Layout section
of the Edit Summary window, accessed using the Layout link in the top-right
corner of the window. The following screenshot shows the Layout section of

the Edit Summary window:

EDIT SUMMARY Content Layout Display

Design

Text Size

Aspect Ratio

3:2 Standard

|||||

COLUMN WIDTH Specify a minimum width columns should be. The
number of columns displayed will vary depending on the width of
your site,

270 [ ]

GUTTER WIDTH Specify the distance between items.

CANCEL REMOVE SAVE

There are four different Summary Block designs, each with their own controls and
settings that you can adjust in the Layout section.

[163]




Using Blocks to Add Functionality, Rich Media, and Special Features

Grid
A Grid design shows items in a table of equally sized and spaced cells. The cells

are always the same size even if the contents of the cells are not. The following
screenshot displays an example of the Grid design:

THIS IS A POST WITH THE POST WITH LOCATION BLOG POST WITH

EXCERPT SHOWING ATTACHED EXCERPT AND THUMBNAIL

gy 2, 2014 Apr 28,2014 Mar 28, 2014

POST WITH AN IMAGE AT POST WITH A PROMOTED POST WITH SMALL IMAGES
THE TOP OF THE POST BLOCK IN IT

Feb 26, 2014 Jan 15,2014 Dec 10,2013

In the Grid design, you can adjust the following settings:
* Text Size: This shows the title and/or excerpt in a range of four preset sizes,
from small to extra large.

* Aspect Ratio: This sets the thumbnail image dimensions from square to a
range of rectangular shapes, including Widescreen.

* Column Width: This sets the pixel size of columns. Bear in mind the number
of columns that your visitors see will depend on the size of their monitor.

*  Gutter Width: This sets the spacing, in pixels, between items in the grid.

* Text Alignment: This sets the alignment as left, right, or center in relation to
the grid cell.

e Metadata Position: This determines where the date, location, or other small
metadata text will appear.
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List

The List design displays items in a vertical column. The following screenshot

demonstrates the List design:

In the List design, you can adjust Text Size, Aspect Ratio, Text Alignment,

THIS IS A POST WITH THE EXCERPT
SHOWING

This excerpt is where you can set a short summary to be shown in the
blog container page, instead of the full post body.

Read More —

POST WITH LOCATION ATTACHED

This is a Squarespace Blog post with a location attached to the post.
Some templates show the location as a map link.

Read More —

BLOG POST WITH EXCERPT AND THUMBNAIL

Here is another excerpt, which is showing instead of the full body text
of the post. This post also has a thumbnail image associated with it.

Read More —

POST WITH AN IMAGE AT THE TOP OF THE
POST

This blog post has a full-width image at the top of the post.
Sometimes this can mean lots of scrolling before you see content.

Read More —

Metadata Position, as well as the following settings:

Image Size: This sets how large the thumbnail image should be in relation to

the space left for the text

Image Alignment: This sets whether the thumbnail should appear on the

left- or right-hand side of the text
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Carousel

The Carousel design is like a mini slider; it displays one or more items on screen,
with arrows to slide across to the next one(s). Take a look at the following screenshot
to see what the Carousel design looks like:

FEATURED >

May 2, 2014 Apr 28, 2014 Mar 28, 2014

THIS IS A POST WITH THE POST WITH LOCATION BLOG POST WITH EXCERPT

EXCERPT SHOWING ATTACHED AND THUMBNAIL

This excerpt is where you can set a short This is a Squarespace Blog post with a Here is another excerpt, which is showing

summary to be shown in the blog container location attached to the post. Some instead of the full body text of the post. This

page, instead of the full post body. templates show the location as a map link. post also has a thumbnail image associated
with it.

In the Carousel design, you can adjust the Text Size, Aspect Ratio, Text Alignment,
Metadata Position settings, as well as the following settings:

* Header Text: This allows you to specify the words that appear above
the slider

* Items Per Row: This sets how many items should be visible at a time before
clicking on the arrow to slide across

Wall

The Wall design creates an autoflowing tiled grid. Each cell of the grid is the same
width, but the height adjusts to fit the height of the cell contents. This type of display

is sometimes called masonry, or mosaic grid, because the cells are like tiles in a mosaic.
The following screenshot is an example of the Wall display:
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In the Wall design, the settings are exactly the same as those for the Grid design,
except that you do not specify the aspect ratio of images. Instead, images always
keep their original dimensions; this is what contributes to the mosaic effect.

[ Ql@ Although the mosaic grid is a design trend right now, it can look a ]

bit messy, so the Wall display looks best with minimal (or no) text.
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Summary Block filtering and display options

Once you have chosen the design for your Summary Block, the final step is to adjust
the settings in the Display section. The Display section is where you set up your
filters and specify which information to display, including the metadata. The exact
set of options varies depending on the type of Collection Page you are using, but
these are the main controls you can adjust:

* Number of Items: This sets the number of items that are displayed,
from 1 to 30

* Primary Information to Display: This is a set of tickboxes that allow you to
turn the display of the main information types on or off, such as Title and
Thumbnail, and others depending on the type of container page

* Primary Metadata and Secondary Metadata: This allows you to choose
whether to display one, two, or none of the types of metadata associated
with your items

* Category Filter and Tag Filter: This allows you to enter the categories
and/or tags you want to use for filtering; only items with these categories
and/or tags will show up on the page

* Featured Filter: This is a simplified filtering option for Blog Pages to only
show posts with the Featured Post checkbox checked

Inserting sales or donation blocks to
make transactions fast and easy

You can insert a purchase or donation call to action anywhere on your website,
making it easy for your customers to complete a transaction without needing to
navigate to a Products Page or shop. You can use a Product Block or Donation
Block if you are signed up to Squarespace Commerce. Or, if your products are
available for sale on Amazon, you can use an Amazon Block to direct sales
through that channel. All of these blocks can be found under the Commerce
heading in the Add Block menu.

M Because you'll need to set up Squarespace Commerce first, we'll
Q cover Product and Donation Blocks at the end of the next chapter
after you're all set up.
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Using Amazon Blocks

You can use an Amazon Block to pull in product information and a Buy Button for
any product available on www.amazon. com or www.amazon. co.uk.

M If you want your Amazon Blocks to use www . amazon. co.uk,
Q you will need to set United Kingdom as your location by going
to Settings | Language & Region.

When you add an Amazon Block to your page, the first step is to find a product. You
can search by typing the title, description, or ASIN (Amazon Standard Identification
Number), and then select the product from the search results. The Edit Amazon
Product window is shown in the following screenshot:

EDIT AMAZON PRODUCT

Find A Product

Echaskech

e Origin

“':

By Echaskech @

Skechbook

e
fj ) uﬁﬂy Echaskech
i_.‘z-"_“-s

Classic Etch a Sketch
Flair

| D aswa 2

Show Price
Display the current price of this product from

Amazon.
Add Buy Button

Add a button below this product te buy it on

Amazon.com.

CANCEL REMOVE SAVE
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Then, choose the alignment and tick the boxes if you want to display the item title,
author, price, and/or Buy Button. Here's how an Amazon Block looks on a web page:

AN AMAZON BLOCK WITH TEXT WRAPPED AROUND IT

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Vestibulum
q "‘L fermentum velit in purus pretium dapibus. Ut fermentum et nisi
> - quis sodales. Etiam eget nulla consequat, semper massa sed,
imperdiet ante. Aenean molestie auctor mattis. Nunc et lorem
ad congue, semper neque quis, ornare lorem. Quisque eget vehicula
q felis. Curabitur nisi nisi, gravida dapibus ultrices quis, condimentum
sit amet odio. Quisque vitae aliqguam metus, in fringilla erat.

- Etiam id urna laoreet, pulvinar velit eget, venenatis diam. Mauris
Origin

e facilisis, purus non consectetur accumsan, arcu lacus euismod felis,

vel tempor eros magna et neque. Duis lobortis ultrices enim nec
By Echaskech venenatis. Morbi gravida vitae sapien at tincidunt. Phasellus sed
purus lacus. Donec congue cursus quam. Nunc sed egestas diam.

Maecenas vel sem quis nulla dignissim feugiat. Suspendisse potenti.
Sed consequat eu massa sed accumsan.
Maecenas ac lorem et est iaculis viverra. Praesent porta suscipit
rutrum. Sed lacinia, diam in blandit adipiscing, ligula justo sodales velit, sit amet vehicula lacus

dolor vel nibh. Aliquam cursus risus gravida feugiat euismod. Nulla sit amet nunc nec lorem
dapibus interdum nec quis urna. Interdum et malesuada fames ac ante ipsum primis in faucibus.

Displaying a price list

Many service-based businesses want to display a list of prices for their services

on their website. You could just use standard Text Blocks to do this, but it can

be difficult to get the alignment right and make them look good. Fortunately,
Squarespace has a special kind of block made just for this type of information.
However, you might never know this because the block is called a Menu Block, and
most people assume this is just for restaurants, especially because the icon shows

a knife and fork. Although the Menu Block may have been originally designed for
food and drink businesses, you can actually use it to display prices and information
about any type of service. The cool thing about Menu Blocks is that they allow you
to have different tabs for different menus or service types, so you can display a lot of
prices neatly in one page, without making visitors scroll forever or jump around to
different pages. An example of a Menu Block is shown in the following screenshot:
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INDIAN HEAD MASSAGE
30 minutes, focusing on the head,
shoulders, neck and upper arms.

SWEDISH MASSSAGE

1 hour of classic sports massage
to work out all the knots and
aches.

BEAUTY BRIGHTENER

30 minutes of facial
mini-massage, masque, toner and
deep moisturizer.

SPA  SALON NAIL BAR

Massage

$30

DEEP TISSUE $60
1 hour of firm strokes and

accupressure for maximum relief

of painful or locked muscles

£50
Facials
£25 BEAUTY BLITZ $£50

1 hour of luxurious treatment
includes massage, masque,
microdermabrasion, toner and
moisturizer.

Menu Block with three tabs of prices: Spa, Salon, and Nail Bar

Using Menu Blocks

When you add a Menu Block, it comes preloaded with a sample menu. You

may want to use this sample menu as a starting point and adjust the text to

your needs, because Menu Blocks require you to input text in a very specific

way. The punctuation and spacing used when inputting the menu text acts as

a kind of simplified code that determines the different tabs, item breaks, text style,
and columns. Squarespace has included a cheat sheet right inside the Edit Menu

window in the Formatting Help section.

[

Make sure you follow the menu formatting rules exactly,
or else your menu won't display correctly.
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The Edit Menu window is shown in the following screenshot:

EDIT MENU Menu Design Formatting Help

Smoked turkey, Brie & apple chutney
$14

SOHO MEDITERRANEAN SANDWICH

315

STEAK SANDWICH
Steak w/ onions, bacon & cheddar
318

Pasta

Squarespace Menu Formatting. Squarespace uses simple
formatting to style your menu. See the Formatting Help tab for
more help with menu formats.

CANCEL REMOVE SAVE

There is also a Design section where you can specify the style in the Menu Style
option as a Simple (Centred) layout or a Classic (Multi-column) layout. You can
also specify the currency to use for prices in the Currency Symbol option.
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Adding audio to your website

Unlike video files, which must be hosted externally, you can upload audio files to
Squarespace and embed them into your pages using an Audio Block. Squarespace
has a built-in audio player that will allow visitors to play the audio within the page,
as shown in the following screenshot:

P Miko Coffey Miko's Top Tips: Which type of Gallery?

o

Alternately, if you use Soundcloud to host your audio files, you can also embed
tracks, playlists, or profiles from Soundcloud. In addition, Squarespace supports
the iTunes podcasting attributes, so you can use your blog for podcasting as well.

Using the Audio Block

Before you upload your audio file, first make sure that the file adheres to the
following guidelines to ensure the best performance across all browsers and devices:
*  Format: .mp3
* File size: Less than 160 MB
* Bit depth: 16 bits
* Bitrate: 128 Kbps max (96 Kbps recommended for the spoken word)

¢ Channels: Mono or stereo

u If your file is more than 160 MB, you can still embed the file but
~ you will need to host it elsewhere. Refer to the Link to an External
Q File section on http://help.squarespace.com/guides/
using-the-audio-block for advice on how to do this.

When adding an Audio Block for normal use (not podcasting), all you need to do is
click or drag the file onto the uploader area, fill in Track Title and Track Author, and
then click on Save.
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Additional settings for podcasting

If you are uploading a podcast episode in the Audio Block, you will also need to
input the iTunes data in the Podcasting section before saving and closing. You can
only enable podcasting for Audio Blocks added to blog posts, and you must also first
ensure you have set up the Syndication settings in Blog Settings as well.

M Refer to http://help.squarespace.com/guides/podcasting-
Q with-squarespace for step-by-step instructions on setting up your
blog for podcasting and adding podcast episodes.

Using the Soundcloud Block

When adding a Soundcloud Block to embed audio, all you need to do is paste
the URL of a Soundcloud track, playlist, or profile, and Squarespace will embed a
Soundcloud player widget into your page, as shown in the following screenshot:

Echaskech
[FORM | FUNCTION | an

AR  — W mE - T m ! o ] a

Alternately, if you prefer to use a customized version of the Soundcloud widget,
you can use the embed code by clicking on the cog icon in the Edit Soundcloud
Embed window.
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Adding a Twitter feed

You can use a Twitter Block to pull in and display the latest tweets from your
Twitter account. When adding a Twitter Block, you must first connect to your
Twitter account, and then you can choose how many tweets to show and whether
you want to display your avatar, username, and a Follow button. The Edit Twitter
Block window is shown here:

EDIT TWITTER BLOCK

Connected Account. Pick the account below you
would like to import content from, or press Add

Account to connect a new one.

Using My Head ~
ADD ACCOUNT

Items to Display. Select the number of items this

block should display.
10 Items [ ]

° Show Avatar

Shows or hides the avatar image.

o Show Username

Shows or hides the username text.

CAMNCEL REMOVE SAVE

Chapter 9, Going Live with Your Website and Driving Traffic to It, includes more detailed
information about connecting to Twitter and other social media accounts.
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Other types of blocks

We've now covered the most commonly used blocks for business websites, but you
may also want to make use of some of the following blocks. We won't go into the
details of setting these up, because they are either very simple to use or they cover
a specific niche that not many readers will need.

M If you need more information about these or any content
Q blocks, you can refer to http://help.squarespace.
com/guides/what-are-blocks.

Here are all other blocks that were not previously covered in the last two chapters:

* Embed: Use this to embed content or functionality from an external site, such
as a Slideshare presentation, a Campaign Monitor sign-up form or any other
third-party website that provides embed code.

* Opentable: This allows restaurants that subscribe to the http://opentable.
com service to take reservations on their Squarespace websites.

* Foursquare: This shows your latest http: //foursquare.com check-ins.

* Social Links: These display icons that link to your social media accounts
(this uses the same icons as the ones many Squarespace templates show
in the footer).

* RSS: This includes a link to your blog's RSS feed.

* Markdown (Advanced): This uses Markdown Language to style text. This is
only recommended for technical or advanced users.

* Code (Advanced): This allows you to paste HTML, CSS, or JavaScript code
into your web pages. We will cover Code Blocks in Chapter 11, Moving beyond
Standard Squarespace Tools.

Summary

You've now learned how to add all of the Squarespace functions to your website,
apart from e-commerce, which we'll tackle in the next chapter. You also learned
about the many ways you can use blocks creatively to drive traffic to important parts
of your website, to enhance your website's usability, or to add rich media. Hopefully,
you have been adding these types of blocks to your pages as you moved through this
chapter. If not, now is the time to do so.
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If you will not be using Squarespace Commerce to sell products and services or take
donations on your website, then our goal is for you to have all your pages as close to
finished as possible at this point. You can then move on to Chapter 8, Tailoring Your
Site's Look and Feel, where you will adjust the aesthetics of your website to match
your brand and audience.

If you will be using Squarespace Commerce, you should still aim to finish building
your nontransactional pages before moving on to the next chapter.

Remember, Chapter 8, Tailoring Your Site's Look and Feel, is where we will apply
colors, fonts, and other visual style changes to your website, so for now, you should
focus on getting your content blocks into the pages and adjusting their position. As
you are doing this, make note of any particular elements that you think really need
restyling, for example, headlines that are too large or the annoying use of ALL CAPS.
You can then use these notes to ensure you address everything during the visual
design process.
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Selling Online or Taking
Donations with Squarespace
Commerce

Squarespace makes it easy to take donations or to sell goods, services, or digital
products online using Squarespace Commerce. Your online shop will be fully
integrated with your site, and you can manage transactions, track inventory, handle
shipping, and communicate with your customers in the same place that you manage
your website. Plus, the integration with the Stripe payment gateway makes credit card
payments simple, both for you and for your customers. Even if you are an established
trader who already sells through BigCartel, Shopify, or Etsy, you can import your
products from these sites into your Squarespace shop with just a few clicks.

You'll learn all about Squarespace Commerce in this chapter, including handy
features to help improve your shop and sales, such as managing discounts and
promoting special offers.

In this chapter, we will cover:
* Setting up your Squarespace Commerce store, including taxes and
shipping options

* Setting up Stripe to take credit card payments or using alternatives such
as PayPal

* Creating products: physical goods, digital downloads, and services
* Importing products from other websites
* Taking donations on your Squarespace site

* Managing inventory
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* Handling orders, including email notifications
* Setting up and announcing discounts or special offers

* Promoting products throughout your site using Commerce Blocks

Setting up your Squarespace Commerce
store

No matter whether you want to sell products or services, or take donations on your
website, you will need to set up your Squarespace Commerce store.

Prerequisites for Squarespace Commerce

There are a couple of prerequisites to Squarespace Commerce, so let's ensure you
have them covered before we move on to setting up your store.

The physical location of your business

The main restriction of using Squarespace Commerce is the physical location of
your business. In order to use Squarespace Commerce, you will need to use the
Stripe payment gateway to process credit card transactions on your website. Stripe
is currently fully supported for businesses located in Australia, UK, USA, Canada,
or Ireland and is running in the Beta mode in 13 other countries. You can use

the Squarespace/Stripe integration if you are located in any of those countries —
though you might run into a few bugs if your country is still in running in the Beta
mode. If you aren't located in any of these countries, then you won't be able to use
Squarespace Commerce or set up a store.

Stripe is growing rapidly and expanding into new territories
N regularly —check https://stripe.com/global to see the list
‘Q and status of all countries where Stripe is available.

You can take orders or donations from customers located
anywhere in the world; your customers don't have to be located
in a Stripe-supported country.
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Even if you can't use Squarespace Commerce, you can still sell online or take donations
on your Squarespace site using alternate methods. It won't be as seamless or easy as
with Squarespace Commerce, but it is possible. Skip to the end of this chapter for more
information on using alternate methods to sell or handle donations online.

The right Squarespace subscription plan

You will need to have the correct Squarespace subscription in order to sell products
or services, as Squarespace places restrictions on the number of products you can
offer based on your subscription plan.

[ Q You can take donations on any subscription plan. ]

* If you are on the Personal plan, you can sell one type of product or service
only. However, you can have as many variants of this product as you need.
Variants are characteristics such as size, color, or flavor.

* If you are on the Professional plan, you can sell up to 20 different products
or services.

* If you are on the Business plan, you can sell an unlimited number of different
products or services.

Gathering your store content

Once you've confirmed that you will be able to use Stripe and that you are on the
right level of subscription plan, you'll need to gather some essential materials to
set up your store. Many of these are probably in your Website Toolkit, but others
may require some research or advice from others. You may want to skim through
this chapter to find the exact format or details of all of the elements you'll need to
prepare, but here is a checklist to help you make sure you have everything.
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To set up your store for donations or any type of product or service, you will need:

Policies and terms: Ensure you have consulted a legal advisor regarding
your legal requirements for your Terms of Service, Privacy Policy, and if
necessary, Returns Policy.

Taxes: You can set up different tax levels for different countries as well as
local taxes at the state/province or local area level, if required. Consult a tax
advisor to ensure you know your legal tax requirements, especially if you
will be selling to other countries.

Email text: Every time someone orders something or makes a donation on
your site, they will receive an email notification. You can also set the system
to send email notifications to you or another member of your company every
time an order is placed or whenever the stock is running low.

Shipping costs (optional): If you are selling physical products, you will need
to consider how you will be shipping your products and what the costs for
shipping different products to different places will be.

For every product or service, you will also need:

Product name: Remember to use unique names for each product to
avoid confusion.

Price(s): You can set different prices for different variants of your products,
if necessary. For example, you may sell a large jar of jam and a small jar of
jam as two variants of a single product. Alternately, you could set them up as
different products if that matches your business model better.

Product variants: Ensure you have a list of all the different colors, sizes, or
other variants you will be offering, along with any price variants that may
accompany these.

Photos: You'll need at least one photo per product. Even if you are selling

a service or digital download, you should ideally source a stock photo or
illustration that can accompany the product description, as the page will look
much better with a photo.

Descriptive text: This can be set up as a brief summary and longer
description, if you like.

Stock levels (optional): With Squarespace, you can specify a limited number
of items or set the number to infinity if there are no limits on the number
of products.
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You may also need the following:

* Downloadable files: If you are selling downloadable files, ensure you have
the files ready and named in a sensible manner.

* Additional customer information: Squarespace allows you to associate a
form with a product or service to capture additional information from your
customers, apart from the standard personal information captured as part of
the checkout process. This is most useful for services where you may need
to know certain things in order to carry out the service —for example, food
allergies and the date of the wedding if you are a wedding cake company.

Configuring your store

You manage everything to do with your Squarespace store in the Commerce panel,
which is accessible from the Home menu. When you open this panel, the first item in
the Commerce menu is Getting Started. This guide shows you the four main stages
of setting up your store. Although you can certainly do things using this guide in

the order shown, it actually makes more sense to set things up in a slightly different
order instead of using the Getting Started guide. It might seem counterintuitive, but
doing it this way means you will see the correct currency, buttons, and shopping cart
style from the start as well as be able to test things as you build.

If you get stuck at any time, you can quickly access the Squarespace
help articles that are related to Commerce using the shortcut links

‘Q below the main Getting Started steps.

You can remove the Getting Started menu item once your store is up
and running by clicking on the Dismiss This Guide button at the top
of the Getting Started panel.
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Store Settings

The first area to address is the Store Settings panel, located at the bottom of the main
Commerce menu. When you first open this panel, you will see an alert box that tells
you to connect your store with Stripe, as shown in the following screenshot:

€— COMMERCE

STORE SETTINGS

Your store is not live. Connect to Stripe to accept payments.

CONMECT STRIPE TO ACCEPT PAYMENTS

Sguarespace has partnered with Stripe to provide your store the
easiest way to accept credit cards on the web. Click "Connect
Stripe”, fill out a short form, and start processing payments

immediately.

Learn more about Stripe —

Review the Stripe Terms of Service —

CONNECT STRIPE

STORE CURRENCY

Charge in one of the currencies supported for your Stripe account.

MEASUREMENT STANDARD

The standard for defining physical product measurements such as weight.

Imperial v
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Connecting to Stripe

Follow these steps to connect your Squarespace website to the Stripe payment gateway:

1. Click on the Connect Stripe button. A new browser window will pop up,
asking you to either create a Stripe account, or log in to an existing account.

M .
~ If a pop-up window doesn't appear, ensure you have
popups disabled on your browser.

2. If you have already signed up to Stripe, click on the login link and fill in your
Stripe account details. If you don't have a Stripe account yet, complete the
signup form to create one.

3. Once you have logged in to Stripe, the pop-up window will close, and the
Store Settings screen will indicate that your Squarespace store is connected
to Stripe. The message in the alert box will also change to indicate that your
store is not live, as shown in the following screenshot:

€— COMMERCE

STORE SETTINGS

Your store is not live. When you are ready, flip the switch to
launch your store.

CONNECTED WITH STRIPE
Your Stripe account {miko@usingmyhead.com) is now connected.

Your store can now process credit cards

ENABLE LIVE ORDERS
Turn this on to launch your store and start accepting
payments. When this is off, you can test your store without

charging a real credit card

DISCONNECT STRIPE
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You will also notice a new Enable Live Orders box with an on/ off switch. Ensure
you leave this switch in the OFF position so we can safely test the purchasing process
without making charges to real credit cards.

Below the Connected With Stripe box, you should also see that your Store Currency
setting has been set to the currency you selected when setting up your Stripe account.

Other Store Settings

Now that your store is connected, you can move on to adjust the remaining Store
Settings in this panel, as follows:

Measurement Standard: Choose Imperial or Metric to set the method used
to display measurements, such as the product weight, used to determine
shipping costs.

Next Order Number: Adjust the number if you prefer to start your order
numbering system at something other than 00001. This is useful if you have
already been trading or if you want to give customers the impression that
you have.

Express Checkout: If this is selected, customers will bypass the shopping cart
and be taken straight to payment. This is not recommended unless you are
selling only one product.

Shopping Cart Style: Select this option if you intend to use a dark
background on your pages to make the cart stand out more.

Newsletter: You can connect to MailChimp if you want to give customers the
option to sign up to your MailChimp newsletter list during checkout.

Checkout Page: Custom Form: Select this if you want to collect additional
information from customers on the checkout page in addition to the default
contact and payment details required by Stripe and Squarespace.

Checkout Page: Store Policies: Enter your Return Policy, Terms of Service,
and Privacy Policy information that will appear as links in the footer of the
checkout page.

In most cases, it's a legal requirement for you to display these
policies on your website, so ensure you have taken legal advice
on the correct wording of these policies in your country.

Once you have adjusted these settings, make sure you click on the Save button
before moving on.
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Taxes

The next section of the Commerce menu that we'll set up is Taxes. Buckle up,
because this one is a bit of a doozy.

Squarespace allows you to set up individual tax rates for every country,

state/ province, and local area where you will be selling goods/services or
accepting donations. The kicker is that you must set up each individual location

and rate manually: there are no default lists of countries and their tax rates built into
Squarespace. This means that you will need to know the tax rules for every country
where your customers live, and you'll need to spend time setting up taxes for each
and every one of these, down to the local postal code level, in some cases. And,

once you have set everything up, you'll need to ensure that the rates are updated
whenever any rules are changed. Taxes are one of the main areas I hope Squarespace
addresses in the future to standardize the rates and save all Squarespace Commerce
users a lot of unnecessary work. However, in the meantime, it's up to you to
manually set up and manage the tax rates you charge in your store.

You can find a list of all sales tax rates by country here:

* www.tradingeconomics.com/country-list/sales-tax-
~ rate: this shows the country level in a handy reference table.
Q * www.ey.com/GL/en/Services/Tax/Global-tax-guide-
archive: This link is good for a downloadable PDF with the
latest sales tax rates for all countries, including local taxes and
detailed information.

If you are a small business and the majority of your customers will be based in one or
a few countries, you may want to consider only setting up taxes for those countries
initially for the launch. You can then come back and fill in the rest post the launch,
and/or you could insert a message on your product pages, asking residents of other
countries to contact you before ordering.

You should always consult a tax advisor to ensure you are following
the law. Taxes normally apply to all types of goods or services,
even digital downloads, but exact rates may vary depending on the
type of goods or services you are selling or where you and your
Lo~ customers are based.

Remember, donations may not be tax-exempt, and you may have
tax requirements on gifts or tips that you set up as donations in
Squarespace, especially if you are not a registered charity.

[187]



www.tradingeconomics.com/country-list/sales-tax-rate
www.tradingeconomics.com/country-list/sales-tax-rate
www.ey.com/GL/en/Services/Tax/Global-tax-guide-archive
www.ey.com/GL/en/Services/Tax/Global-tax-guide-archive

Selling Online or Taking Donations with Squarespace Commerce

Setting up a new country tax rule

The first type of tax you'll need to set is at the country level. Even if your country
does not charge national tax, you will need to set up the country before you can
drill down to set up the taxes at regional levels.

To set up a country tax, follow these steps:

1. In the Taxes panel, click on the Add Country button. This will open the
Create Country Tax Rate overlay window, as shown here:

CREATE COUNTRY TAX RATE

COUNTRY RATE
All customers from this country will have this sales tax

added to their purchase.

Country

Mot Specified w

Tax Rate (%)

0

Charge Tax on Shipping
Apply sales tax to shipping charges for

customers from this country.

CAMNCEL SAVE

2. Select Country from the drop-down list, and type the correct number into the
Tax Rate (%) box.

3. Tick the relevant box(es): Charge Tax on Shipping or Charge Tax on
Services if you need to charge the respective taxes.

4. Click on Save.
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Setting up a new state/province tax rule

First, ensure you have created a country tax rule for that country. If the country does
not charge any tax at the country level, set the rate for the country as 0 percent. Next,
follow these steps to set up the new state/province tax rule:

1. Hover your mouse over the name of the country in the Taxes screen,
and you will notice a link that says Add State appears next to the country
name, as shown in the following screenshot. Click on this link to open the
overlay window.

€— COMMERCE

TAXES

Define the localities where sales taxes are applicable to your business.
Customers whose shipping addresses match these locations will be
charged the sales tax you have specified. For purchases of only digital

goods, the billing address will be used.

ADD COUNTRY

United States add state

Mo tax at this level.

Alaska
+0% (0% total) on products

Alabama
+4% (4% total) on products

> The Add State link will only appear for countries that have
state/ province sales taxes, such as Canada or USA.
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2. Select the state/province from the drop-down list, and type the correct
number into the Tax Rate (%) box.

3. A Tax Name box will show up if it's applicable for the country, for example,
Canada. Enter the correct name for this tax.

4. Tick the relevant box(es): Charge Tax on Shipping or Charge Tax on
Services if you need to charge the respective taxes. You may also see a Show
as Combined Rate tickbox for some countries, such as Canada.

5. Click on Save.

Setting up a local area tax based on postal/zip codes

First, ensure you have created a state tax rule for that state/province. If the state
does not charge any tax at the state level, set the rate for that state at 0 percent. Next,
follow these steps to set up the new local area tax rule:

1. Hover your mouse over the name of the state in the Taxes screen, and
you will notice a link that says Add Local appears next to the state name.
Click on this link to open the Create New Local Tax Rate overlay window.

& The Add Local link will only appear for countries that
have local areas sales taxes, such as USA.

2. Choose whether you want to set the tax rate based on Single Zip Code or on
Range of Zip Codes.

3. Enter the zip code(s), and type the correct number into the Tax Rate (%) box.

Tick the relevant box(es) if you need to Charge Tax on Shipping or Charge
Tax on Services.

5. Click on Save.

Email Settings

The next Commerce menu item to set up is Email Settings. Squarespace will
automatically send an email to your customers or donors whenever a transaction

is made. If you are selling physical goods or services that will be delivered later,
Squarespace will also send an email to let your customer know that the item has
been shipped or to confirm that the service has been completed. You can customize
the text that appears in these emails. If you are selling items with limited stock levels,
you can also set the system to send an automatic email to alert you when stocks are
running low.
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On the Email Settings screen, the first settings you should adjust are the Customer
Support Email addresses for Reply-To and From, as shown in the following screenshot:

€— COMMERCE

EMAIL SETTINGS

Customize emails that are automatically sent to your customers. Emails

are sent from the "Customer Support Email” address configured below.

CUSTOMER SUPPORT EMAIL: REPLY-TO
Set the email at which you would like to receive replies to system emails

{such as order confirmations or shipping netifications).

no-reply@squarespace.com

CUSTOMER SUPPORT EMAIL: FROM

Warning: Changing the address from which system emails are sent is not
recommended unless you own the email's domain. Setting the "from" address
to a third-party service like Gmail or Hotmail may result in the message

being marked as spam.

no-reply @sguarespace.com

You'll very likely want to change these to an email address from your own

company. The From email address is what will appear in the customer's inbox,
and the Reply-To address is where any replies from the customer will be sent.

Al

Q

If you don't change the Reply-To address, your customers will not
be able to reply to any of the emails about their orders or donations.

Be sure to use an address that will be monitored regularly.

Below these email settings, you will see the Automatic Stock Level Alert Email

slider. You can adjust the slider to any number, from never up to 20 items.
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The remaining Email Settings fields pertain to the appearance and words in the
emails that are sent for various purposes: Order Confirmed, Order Shipped, and
Donation Thank You. You can also set up an email Header and Footer that will
display at the top/bottom of all emails. Squarespace automatically applies default
text for all of these, and for some businesses, this will suffice. If you don't like what
is set by default, you can change it, but be aware that you need to be very careful
when making adjustments, and you may also need to use some basic HTML or
Squarespace's bespoke code when doing so.

ORDER CONFIRMED SUBJECT

The subject line for an order confirmation email.

m: Mew Order Confirmed # 7

ORDER CONFIRMED MESSAGE
When a customer submits their order, they will receive a confirmation email

with their order summary and this message.

1 <p>Thank you for your order at {website.siteTitle}.

3 {.section hasPhysicalProduct}

4 Once your package ships we will send you a notification
email.

5 {.end}

7 {.section hasDigitalProduct}

8 Unigue links to your digital goods will be emailed to you.
9 {.end}

10

11 {.section hasServiceProduct}

[

2 We will be in contact shortly regarding the services you
have ordered.
12 {.end}

14

Example of the Order Confirmed Message box, with default code
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Here's how to make safe adjustments to the emails:

* Never ever remove or adjust anything that appears within curly brackets
{like this}.Squarespace's bespoke code uses these brackets to tell the
system to insert information about the order into the email.

* Never use curly brackets {} in your text because it could confuse the system
into thinking it's a special code.

* The Squarespace screen displays HTML code in different colors, so don't
mess with anything that's not in black text unless you are confident that you
know what you are doing.

* If you want to insert a return (a single line break), you will need to use the
<br/> HTML code at the end of the line where you want the break to occur,
like this:

Here is some text. <br/>
And here's the rest, on a new line, directly below.

* If you want to insert a double return (a paragraph break), you will need to
surround your paragraph with the correct HTML code, like this:

<p>This will have a double-line space after.</p>

<p> This sentence will appear on a new line, with an empty
line space above it.</p>

* If you know how to use HTML and CSS, you can apply this to make your
emails match your brand colors or to display a logo within the email.
However, all email-reading software displays things slightly differently, so
you may need the help of an experienced HTML email designer if you want
very precise control over your emails' appearance.

M Whenever you make a change to an email, it's a good idea to send
Q yourself a test version of the message using the Send Test Email to...
button that appears below the message box.
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Shipping

If you are selling selling physical real-world products, the final step to configure your
store in the Commerce menu is to set up Shipping to specify the delivery charges
that apply to send your products to your customers. You can specify different rates
and methods of shipping for different countries. You can also choose to calculate
shipping based on the total weight, or you can charge based on the number of items
and/or a flat fee per order.

M Don't forget to factor in the cost of packaging to the shipping fee
Q you charge. You may also want to consider adding a bit on top for
your or your staff's time.

For each shipping option, you can set whether the option will be available to one
or more specific countries. You can also set up a "rest of world" option, so you
don't need to set up shipping for each and every country.

To set up a shipping option, follow these steps:
1. In the Shipping panel, click on the Add Shipping Method button to open
the Add Shipping Option overlay window.

2. Choose whether you want to charge Flat Rate (per item and/or per order) or
Depending on Weight.

M If you are based in the USA and on a Business subscription plan,
Q you can also choose Carrier Calculated by USPS to get real-time
rates from the United States Postal Service.
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3. Enter your settings in the Formula section, as shown in the following example:

EDIT FLAT RATE Formula Country Restrictions

Option Name
Mext Day - Express DHL

e.g. "Fedex Next Day", "USPS Express Mail"

Per Order Fee Fee Per Item
£5.95 £0.00
A base fee for every order An additional fee for each
placed physical item in the order
CANCEL SAVE

If you chose Flat Rate, keep these points in mind:

o

You can charge per order and per item or just one of

these if you prefer.

Enter a name in Option Name. This will be shown to customers, so
use a name that makes sense and describes the type of service — for
example, Next Day - Express.

If you want to charge a base fee for every order, enter this into Per
Order Fee.

If you want to charge based on the number of items, enter this into
Fee Per Item.

[195]



Selling Online or Taking Donations with Squarespace Commerce

If you chose Depending on Weight, keep these points in mind:

°  Enter a name in Option Name. This will be shown to customers, so
use a name that makes sense and describes the type of service — for
example, Standard (3-5 Business Days).

°  Set Weight Ranges. For each Weight (range) value, set Cost. When
you change the ending weight of a range, it causes the beginning rate
of the next range to be . 01 units higher. Use the + button to add a
new range.

4. Click on the link in the top-right section to open the Country Restrictions
section.

5. Choose whether you want to specify Countries Allowed or use this option to
Ship To the Rest of the World, which will enable this shipping option for all
countries that do not have any other shipping option associated. If specifying
Countries Allowed, click on the + icon and start typing the country name.
The system will autocomplete and find countries based on what you are
typing; click on the country name to add it. The following screenshot shows
you the country selection autocomplete function in action:

EDIT FLAT RATE Formula Country Restrictions

CONTROL WHERE THIS OPTION 1S AVAILABLE
You can charge different rates for different countries. Let this
shipping option only appear to customers in countries of your

choosing, or to all other countries.

Ship To The Rest of the World

Make this shipping option available to the rest of world

tuimasmiinae tamsie abbhar Ambinnes Al sk allow
Ger
Germany
Migeria
(o] . 1is shipping option
Algeria N
Niger
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1
~ If you need to remove a country, hover over the country
name and click on X, which appears next to the name.

6. Click on Save.

Repeat the steps for every country and shipping option you need to set up. You can
have more than one shipping option per country — for example, an Express service
and a Standard service.

Creating and managing products

Now that your store has been configured, it's time to add products to your website.
You'll need a Products page to hold your product items, so if you have not already
created one, now is the time to go into the Pages panel and create one.

You can have multiple Products pages if you want to group some
Ry products together but separate them from others —for example, a page
Q for men's clothing and another for women.

Refer to Chapter 4, Creating Your Site Framework: Pages, Items, Collections,
and Navigation if you need a reminder of how to create a Products page.

Product types

Squarespace currently offers three different types of products that you can use in
your Commerce store:

* Physical: These are real-world goods that require being shipped to the
customer. Customers will need to select a shipping method, and you will
need to manage the order and mark it as dispatched in the Orders section
of your site.

* Digital: These are downloadable files, such as documents, photos, audio
tiles, or zipped folders containing multiple files (. zip). Squarespace will
send a secure link to the customer that they can use to download the file
within 24 hours from the time of purchase. You do not need to manage
digital orders, as they happen immediately and automatically.
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M Always use common file formats that your customers will understand
Q and be able to open.
Files must be less than 200 MB.
* Service: Services must be rendered outside of Squarespace, and they do not

have any shipping associated. You may want to mark the order as complete
in the Orders section once the service has been rendered.

[ Q We will cover Orders later in this chapter. ]

Adding product items

You can add product items to your site in two different ways. You can do either
of these:

* Add products directly to your Products page within the Pages panel

* Add products to any Products page from the Inventory section of the
Commerce panel

We'll cover Inventory in more detail shortly, so let's start by adding products to a
Products page.

Follow these steps to add a product to a Products page:

1. Click on the Add Product button. An overlay window will appear, showing
you the different product types: Physical, Digital, and Service.

2. Select the type of product you want to add. This will open the Edit Product
window to allow you to set the properties of the product. The exact
properties will depend on the type of product you have selected, but the
properties will always be split into multiple screens, accessible through the
row of text links running across the top of the overlay window. You can see
these links in the example screenshot displayed here:
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EDIT PHYSICAL PRODUCT

TAGS +

CATEGORIES + Bulbs

CANCEL

Item Pricing & Variants Additional Info Form Options Social
Flame Tulip
Upload images Pricing & Variants
$3.00 EDIT -
b B [/ # Normal 1 <z B &

Stunning shades of fire red and blazing orange, with peinted petals. This tulip

blooms longer than many standard varieties.

Mot Listed

This product will not be available for purchase

SAVE SAVE & PUBLISH

DELETE

3. Set up the product properties and content on the Item screen:

o

Product Name: Use a short, descriptive, unique name for your
product. The text you put here will be used in Page Title, as a text link
in content blocks, and as part of the URL for the product item page.

Image(s): Use the image uploader area to upload one or more images
of your product.

The first image will be used as the product Thumbnail Image, so
make sure it's the most enticing image of your product or service.
Some templates also use this Thumbnail Image as a banner image on
the page, so ensure your image size is large enough to fit the space.

Categories and/or tags: Categories are useful for grouping products
together for display or promotional purposes. You can use categories
to filter products in Summary Block, or you can apply Coupons to
certain product categories, which we'll cover later in this chapter.

Pricing: For physical or service products, you can set the price for
each variant of the product or service you are selling. Clicking on
the Edit -> link opens the Pricing & Variants screen for physical or
service products or the Pricing & Upload screen for digital products.
See step 4 for details of these settings.
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[e]

Brief Description: Enter a short description of the product here. You
can use the simple formatting tools to style your text.

°  Product Status: By default, this is set to Not Listed, which means that
your product will not be shown in your live store yet. You can set the
status to Available to make it live, or you can choose Scheduled and
set a date and time in the future to make the product live.

4. Configure the Pricing & Variants screen for physical or service products or
the Pricing & Upload screen for digital products.

Pricing & Variants for physical or service products:

o

SKU: A unique identifier for each product variant (SKU is an
abbreviation of stock-keeping unit). Squarespace will set a default
SKU number, but you can enter your own if you prefer.

Pricing: Enter the Price value associated with this product variant.
You can also set Sale Price and tick the On Sale box if you want to
show the lower price and a sale banner on the item.

Stock: You can either enter the total number of units you have to sell,
or you can tick the Unlimited box.

To add multiple product variants, click on the + icon below SKU to add
a new row and create a new variant. If you need to add another type of
property to your product variants, you can click on the + icon next to the
last column to add a new column and create a new property. These two
options are shown in the following screenshot:

EDIT SERVICE PRODUCT tem Pricing & Variants Additional Info Form Options Social
Product Variants
Define the options of your item, create variants, and track stock levels. Each row in the table below represents a variant on this product. You
\l can add additional options to those variants by adding columns.
~
SKU Pricing  Stock Time + *— New column to add
, another property that
$Q5300750 25 1 hour w propenty,
applies to all variants
5Q12284074 £ 0 3 hours Tl
5Q0553197 £30 10 hour E
+

N

New row to add another variant

CANCEL DELETE DUPLICATE SAVE
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For physical products, you can also enter the following;:

o

Weight: Enter the weight of the item. This is especially important if
you are using a weight-based shipping formula.

Dimensions: Enter the dimensions of the product in length, width,

and height.
M You may need to use the total dimensions including any
Q packaging if you are linking to USPS to use their real-time
shipping calculator.

Pricing & Upload for digital products:

o

Use the file uploader arrow to upload the file
°  Enter the price options for the digital product

If you wish, use the Additional Info screen to input further information about
your product. You can use any type of Block in this area, and it will appear on
the Product page below the photo and summary information. You can add and
reposition Blocks in this area just like on a standard page.

M This is a great place to cross-promote similar products using a
Q Summary Block or a Product Block, which we'll cover later in
this chapter.

If you need to capture additional information from your customer as part
of the checkout process, you can use the Form screen to add a form to the
shopping cart:

o

Click on Create New Form and enter your form fields, just like when
creating a Form Block.

You can reuse checkout forms on multiple products; every form you
create within the Form screen can be selected from the Form screen of
another product.
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7. If you wish, change Options for the product:

o

Thumbnail Image: By default, Squarespace uses the first photo
that you uploaded as the thumbnail. If you want to change this to a
different image, you can change it here.

Squarespace keeps the first image you ever uploaded as the
thumbnail, even if you subsequently delete or replace that photo in the

% Item screen. This can be very confusing, so remember to check here
in the Options section if you find that your site is showing an old
or incorrect product thumbnail.

°  Product URL: By default, this is set to the product name, but you can
adjust it manually if you prefer a different URL.

°  Use Custom Add Button label: Tick this box and enter the revised
text that you want to display instead of the default Add to Cart

Featured Product: You can use a Summary Block to display
products that have this box ticked. This is an alternative to
filtering based on category.

8. If you wish, set the Social options for this product.

M You can use this section to automatically publish a product on
Q your social media profiles. We'll cover this in Chapter 9, Going
Live with Your Website and Driving Traffic to It.

9. Click on Save if you are finished entering products, or click on Duplicate
if you want to save this product, and at the same time, create an identical
product to use as a starting point to enter another similar product item.
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Removing or rearranging products

You can delete or rearrange products in the same way as you manage Gallery or
Album items, which we covered in Chapter 4, Creating Your Site Framework: Pages,
Items, Collections, and Navigation. If you have multiple Products pages, you can also
use these steps to move items from one Products page to another.

Importing products from Big Cartel, Etsy, or
Shopify

If you already have a store on Big Cartel, Etsy, or Shopify, you can export your
products from these sites and import them into your Squarespace store. While this
is a nice feature, you should be aware that some third-party stores don't include all
information in exported items due to the different ways their system handles things.
For example, Big Cartel does not export the stock levels or variants, and Etsy cannot
export digital downloads well. The process to export varies from store to store.

Imported products will be added to a new Products page, and this page will be
added to your site in the Not Linked section. If you wish, you can move these
products onto another Products page, following the steps to move items in
Chapter 4, Creating Your Site Framework: Pages, Items, Collections, and Navigation.

Step-by-step instructions to import products can be found here:
. Shopﬁy:http://help.squarespace.com/guides/importing—products—
from-shopify

* Etsy:http://help.squarespace.com/guides/importing-products-
from-etsy

. BQ;Chrkﬂ:http://help.squarespace.com/guides/importing—products—
from-big-cartel
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Managing products using Inventory

The Inventory area within the Commerce panel is the most convenient way to keep
track of all products at a glance. Inventory displays summaries of all your products
in a sortable list to allow you to have an overview of all products and their stock
levels in one place. If you have multiple Products pages, all products will be shown
mixed together in your Inventory panel. You can sort your Inventory by item name,
price, or stock level. The following screenshot shows you the Inventory panel:

€— COMMERCE

INVENTORY ADD PRODUCT

Here, you can manage inventory across your entire store. To control how products are presented to

your customers, you can manage your product pages in "Pages”.

Item =~ Price Stock

Beauty Cream

125mi £24.99 500
250ml £49.99 500

Bob's Top Tips |NOTLISTED
ﬂ Digital Download £1.99 £500 =

Personal Trainer

ol 1 hour £50.00 »
‘ 3 hours £125.00 =
10 hour £300.00 -
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The Inventory panel shows you the following characteristics of your products:

* The Thumbnail Image
¢ The Product Name
e Stock levels for each variant

* Price(s) for each variant (both the normal price and sale price if the item is
on sale)

Clicking on any of these will open the Edit Product overlay to allow you to edit the
product properties without having to leave the Inventory area. This makes it easy for
you to adjust stock levels or prices quickly.

o If you have forgotten to include critical information, have not yet
~ listed, or have forgotten to save a Product, an alert will show on
Q the item to draw your attention to it. An example is shown in the
preceding screenshot.

You can also add new products directly from the Inventory panel instead of having
to navigate to the Products panel. This can save time, especially if you need to add
products to multiple different Products pages or if you are performing other store
administration and maintenance. Use the Add Product button in the top-right corner
to add a new product to any page, following the same procedure as the one outlined
earlier in this chapter.

Testing your store

Once you have created your products and variants, now is the time to test how to
add them to a shopping cart and check out. It's a good idea to test as many product
variants as possible to ensure that you haven't accidentally made a typo or set

up a variant incorrectly. Your store should still be in test mode, so you can safely
add things to a shopping cart and go through the entire checkout process without
worrying that real charges will be made to a credit card.
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To make a test purchase, follow these steps:

1. Go into the fullscreen Preview mode or log out of the Squarespace
administration if you prefer.

Use a different browser if you want to keep your site open in the
Site Manager in one place but test the purchase process as a normal

= user in another.
As your site is still password-protected, you may need to enter your
password during the checkout process. This will not happen once
we launch your site.

2. Visit your Products page(s) and add item(s) to your cart. A floating
Shopping Cart toolbar will appear in the top-right corner of your screen.

= Cart- 1item £12.00

3. Once you have added as many items as you like, click on the Shopping Cart
icon to go to the Shopping Cart page. You may want to test removing some
items or adjusting quantities while there.

4. Click on the Checkout button to open the Billing page. If you have connected
a Stripe account but not yet flipped the live switch, the Billing page should
display a Store Not Live message along the top of the screen to reassure you
that you are still in test mode. This is shown in the following screenshot:
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Square Help

Contact & Shipping

Your Email Address
testing@testing.com

Receipts and notifications wi

™ Join our mailing list

Shipping Address

Jane

123 Any St

United States

Poughkeepsie

be sent to this email address.

NY ¥ 12603

CONTINUE

‘4 Store Not Live §Test all the features of your store without charging a real credit card.

Order Summary

kem Quantity

Ball of Confusion 1
Clear / Medium

SUBTOTAL
TAX
SHIPPING (12603)

GRAND TOTAL

Coupons

Price

£12.00 x

£12.00
£0.00
£20.00

£32.00

5. Enter information in the Billing Info—and if applicable, Shipping
Options —section(s). Use a real email address that you have access to,
so you can see the emails that are sent to customers.

6. When you get to the Secure Payment box, you should notice that Stripe has
already prefilled the credit card with test numbers and dates. Click on Order
& Pay Now to check out.

If the credit card info is not prefilled, you can find the test
Ve

card information at www. stripe.com/docs/testing.

Once your test order has gone through, you can check your email inbox to see the
Order Confirmation email, and you can see your test order in the Orders part of

your store, which we will cover next.
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Handling orders

You manage all aspects of the orders placed on your site in the Orders area of the
Commerce menu. Whenever an order is placed, it appears in the Orders panel as
soon as the payment has been successfully processed. The Orders panel is shown
in the following screenshot:

(— COMMERCE ALL ORDERS v Q EXFORT CSV
#00007 Dec 27,2014 4:39pm  Jane Doe  testing®t..  £32.00 pAID
#00006  ©Oct1, 2014 4:19pm TM Coff..  miko.coffe..  £18.00 PAID FULFILLED

The Orders panel defaults to show All Orders. You can use the drop-down menu to
filter the list, as follows:

* Pending: Orders for physical products or services appear here, ready for you
to action or ship.

* Completed: Orders for physical products or services appear here once
you have marked them as complete. Digital download orders appear
here instantly.

* Cancelled: Any orders that have been marked as canceled will appear under
this tab.

For each order, the following information is displayed in columns:

* The order number

* The date and time the order was placed

* The customer name and email address

* The total amount paid, payment status, and fulfillment status

If the order is a test order, it will display a Test Order label so you can distinguish
test orders from real orders.
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You can use the search box on the Orders panel to quickly find an
order based on the order number, customer name, or customer email

~ address.
You can use the Export CSV button in the top-right corner to export
all orders from all three tabs as a spreadsheet for use in Microsoft
Excel or another spreadsheet program.

Processing orders quickly or in bulk

The round checkbox on the left-hand side of the order can be used to quickly print
invoices or change the order status from Pending to Complete, or vice versa. It can
also be used to delete test orders.

Check the box on one or more orders, and you will see a floating toolbar appear at
the bottom of the viewing and editing screen, as shown in the following screenshot:

o #00002 May 19, 2014 7:10pm Jane Doe miko@using £0.00 PAID FULFILLED
#00001 May 14, 2014 4:15pm  Miko Cof..  miko.coffey.. E48.00 PAID FULFILLED
SELECT ALL CLEAR SELECTION PRINT MARK PENDING DELETE TEST ORDER

You can check the box(es) and use the floating toolbar buttons for the following;:

* Select All: Use this to quickly select all orders in the tab you are viewing

* Print: This will open a printer-friendly version of the order in a new browser
tab and will also open the print dialog box for quick printing

* Mark Completed/Mark Pending: If you are in the Pending tab, this will
change the order status to complete and move it into the Completed tab
(or vice versa)

* Delete Test Order: Use this to clear out any test orders prior to going live.
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Using Order Summary

To view order details or perform operations on an individual order, you can click
anywhere on the order row to open the Order Summary window. The following
screenshot shows you an example of Order Summary:

ORDER SUMMARY Order Notes Email Notifications
BILLED TOC: SHIPPING TO:
Jane Doe Jane Doe
123 Any Street 123 Any Street
Anyplace Anyplace
Towntown, 76303 Towntown, 76303
United Kingdom United Kingdom
CC MMMX-4242 UsA
testing@123.com Standard {2-5 Business Days)
ITEM SKU PRICE QTY SUBTOTAL
Flame Tulip SQ1840158 £3.00 4 £12.00
Subtotal £12.00
Sales Tax (20.00%) £2.40
Shipping & Handling £1.50
Grand Total £15.90
CHARGE ch_10441g2bwWHMNsG18rBb1VCNXxM view in stripe —
CLOSE PRINT ISSUE REFUND CANCEL ORDER MARK COMPLETED
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Order Summary shows you the full details of the order, including:

The customer's full billing address and phone number

Specific product information, including the SKU for every item ordered
Any additional customer information captured as part of a form

The breakdown of costs, including tax and shipping charges

The unique ID of the Stripe payment, along with a link to view the order in
the Stripe interface

Using the buttons and links at the top and bottom of the Order Summary window,
you can also perform a variety of tasks on the order, as follows:

Print: Use this to print the invoice.

Issue Refund: You can refund all or part of the amount paid. Enter the
amount you wish to refund, and the customer will receive an automatic
email, alerting them about the refund. You will also be able to see the
refunded amount in Order Summary, and the status will show Refunded
on the Orders screen.

Mark Completed / Mark Pending: This changes the status of the order and
moves it to the relevant tab.

Cancel Order: This will issue a full refund to the customer and move the
order to the Cancelled tab.

Mark Fulfilled: This changes the status of the order and allows you to send
an email notification to the customer, including shipping information such
as Tracking Number. You can specify the Tracking Number in the overlay
window that appears after clicking on the Mark Fulfilled button.

Notes: You can add a Private Note about the order, which will only be visible
to you or your colleagues who have access to store administration. This can
come in handy if you need to record any customer issues or communicate
privately with others about an order.

Email Notifications: You can resend an order confirmation or shipping
notification email or use the Send Message area to quickly send an
email to the customer about anything else without needing to open
your email software.
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Promoting products and offering
discounts

We've now covered the basics of getting your store ready for selling, but there are
several other tools in your Squarespace Commerce toolkit that can help you improve
sales on your website.

Using Product Blocks to enable quick
purchases from anywhere on your site

You can use a Product Block to insert summary information about a single product
on any page, blog post, event, sidebar, or anywhere you can insert a Block. This is
a great way to cross-promote products that relate to the topic of the page or give
products an extra boost by highlighting them in prominent places. The best part

is that you can also include the Add to Cart button, which means that customers
can purchase with a single click without ever needing to navigate to your Products
page(s). Here's an example of a Product Block on a standard page:

A PRODUCT BLOCK WITH TEXT WRAPPED AROUND IT

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Vestibulum fermentum velit
in purus pretium dapibus. Ut fermentum et nisi quis sodales. Etiam eget nulla
consequat, semper massa sed, imperdiet ante. Aenean molestie auctor mattis. Nunc
et lorem congue, semper negue quis, ornare lorem. Quisque eget vehicula felis.
Curabitur nisi nisi, gravida dapibus ultrices quis, condimentum sit amet odio. Quisque
vitae aliqguam metus, in fringilla erat.

Flame Tulip Etiam id urna laoreet, pulvinar velit eget, venenatis diam. Mauris facilisis, purus non

£3.00 consectetur accumsan, arcu lacus euismod felis, vel tempor eros magna et neque.
Duis lobortis ultrices enim nec venenatis. Morbi gravida vitae sapien at tincidunt.

Quantity: Phasellus sed purus lacus. Donec congue cursus quam. Nunc sed egestas diam.

1 Maecenas vel sem quis nulla dignissim feugiat. Suspendisse potenti. Sed consequat

eu massa sed accumsan.

Maecenas ac lorem et est iaculis viverra. Praesent porta suscipit rutrum. Sed lacinia,
diam in blandit adipiscing, ligula justo sodales velit, sit amet vehicula lacus dolor vel
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To add a Product Block, follow these steps:
1. Go to the page where you want to insert the block, open the Content Editor,
and click on the Insert Point.
Under the Commerce category, click on Product.
Use the Find A Product box to search for a product by name.

Select the product you wish to feature from the search results. This will pull in
the title and thumbnail of the product, as shown in the following screenshot:

EDIT PRODUCT

Flame Tulip

° Show Image

Show a thumbnail image ef this product.

o Show Title

Show the name of this product

e Show Price

Display the current price of this product.

Show Description

Show the brief description of this product.

e Show Add To Cart Button

Show a button that lets customers add this to their

CANCEL REMOVE SAVE

5. Check the relevant boxes to show the Thumbnail Image, Title, Price,
Description, and/or the Add to Cart button.

6. Click on Save.

You can now move and resize this Block in the same way as other Blocks.
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Using Summary Blocks to showcase featured
products

In the last chapter, we discussed the flexible Summary Block and listed some
ways you can use that type of block. One of the best uses of a Summary Block
on an e-commerce site is for the cross-selling of products. Here are just a few
ideas to help encourage purchases:

* Insert a Bestsellers carousel on your home page or in your footer that allows
visitors to flick through and access your most popular products quickly.

* Display a row of related products in the Additional Info section of a product
item page to increase add-on purchases.

* If your products have great photos, create a mosaic or grid to showcase
companion products —for example, This season's must-haves or Everything
you need for the perfect BBQ. Change this regularly with the season or other
marketing schedule.

* Instill a sense of urgency by displaying a Last chance to buy Summary Block.
Create a category and assign it to items with low stock levels, and then filter
your Summary Block on this category.

* Fill up the empty space at the bottom of your blog sidebar with a list of
featured products.

Offering and promoting discounts

We've already mentioned that you can set up sale prices on individual product
variants, but you can also offer discounts that apply to all or certain types of orders
on your site by creating promo codes that your customers can enter into the checkout
page. You can create different promo codes for your different marketing channels to
help track the effectiveness of your marketing efforts, or you can use promo codes to
upsell by offering discounts on orders over a certain amount, for example.

You can also add an Announcement Bar that will show across the top of your
website to display a promo code and draw attention to it.

Coupons

In Squarespace, discounts or promo codes are called coupons, so you create and
manage all promo codes in the Coupons area of Commerce under Site Manager.
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The discount type offered by a coupon can be one of the following:

* Flat Discount: This is a single amount, such as £5 or $2.50 off

* Percentage Discount: The discount is calculated as a percentage of the cost

* Free Shipping: There will be no shipping cost added to the order
Coupons also have different restrictions based on the purchase type. You can create
coupons that apply to the following:

* Any Order: This will apply a discount to any order

* Orders At Least: This will apply the discount to orders over a specified amount

* Products By Category: This will apply the discount to a subset of products
based on their category

* Single Product: The discount will only be applied to a specified product

A coupon is always comprised of the discount type plus the purchase type.
For example:

e €7 off any order
* Free shipping on all orders over £50

* 15 percent off on all handbags
Coupons also have date limits, so they are only valid for a certain time period.
To create a Coupon, follow these steps:

1. Inthe Coupons panel within the Commerce menu, click on the Add Coupon
button. This will open the Create a Coupon overlay.

2. Select the purchase type. This will move you to the next step.
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3. Select the discount type. This will open the Edit Coupon screen, as shown in
the following screenshot:

EDIT COUPON

APPLY A DISCOUNT TO ANY ORDER: FLAT DISCOUNT
A customer with this coupon receives a discount to any order.
Coupon Name

Facebook Summer Sale

The name you want to call this coupon, eg. "Labor Day Special”

Promo Code Generate

fo06

The code customers must enter at checkout to redeem this, eg.

"laborday2012".

Flat Discount
.00

Start Date

CAMNCEL SAVE

4. Enter the coupon settings:

o

Coupon Name: Use a unique, descriptive name. This will be visible
to customers when they apply the promo code on the checkout page,
so ensure you don't use internal jargon.

Promo Code: You can let Squarespace generate a random code for
you, but it's nicer for your customers if you use a short, memorable
code instead.

Start Date / End Date: Specify when you want the coupon to be valid.

Depending on the discount type and purchase type, you may also need

to set:

o

Flat Discount: Enter the monetary amount that should be taken off
the order value

Minimum Price: Specify the minimum subtotal that customers must
have in their cart in order for the discount to be applied
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Discount %: If you have chosen to offer a percentage discount, enter
it here

Categories: Click on the name to select the category or categories
of products

Find A Product: If the coupon is only valid for a single product, use
this box to search for it by name

5. Click on Save.

Once you have set up your coupon, your customers will be able to enter the promo
code in the Coupons section on the checkout page to apply the discount, as shown in
the following example:

Order Summary
tem CQluantity Price
Fl Tuli £9.00 *
ame Tulip 3
SUBTOTAL £9.00
TAX £1.20
SHIPPING £1.50
DISCOUNTS -£3.00
GRAND TOTAL £8.70
Coupons
Twitter Freebie (@tweetheart) -£3.00
Save 100% on one Flame Tulip.

Checkout page showing the Twitter Freebie discount applied
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3 The page will show you an alert and deny the discount if the
coupon is not currently valid.

Using the Announcement Bar to highlight discount
codes

Squarespace allows you to set up an Announcement Bar to draw attention to

any short message you want visitors to see when they land on your site. The
Announcement Bar is a thin strip that runs across the top of your website, with an X
button that visitors can use to close the bar once they have read the message. Using
the Announcement Bar to show customers the promo code for a coupon is a great
way to encourage purchases. Here is an example of an Announcement Bar:

= T !Ann_ouncement Bar

Square Help

~
Nt
i A COMPANION TO BUILDING BUSINESS WEBSITES WITH SQUARESPACE
wlﬁ‘/;

Read tips, view demos, find inspiration and get advice on

You can set up the Announcement Bar in the Design panel, which is accessible from
the Home menu.

Follow these steps to set up an Announcement Bar:

1. In the Design menu, click on Announcement Bar.
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2. Click on the drop-down menu to select Enable Announcement Bar. This will
load additional items into the Announcement Bar panel, as shown in the
following screenshot:

ANNOUNCEMENT BAR

Display a featured message in a large bar across the
top of your website. This is useful if you have new
of important news to report. When enabled, the
Announcement Bar will be visible on both your
mobile and desktop site.

Enable Announcement Bar ~

« ~ B [ & B ©

Save 10% on all book purchases - enter code
TWEETO6 at checkout

Clickthrough URL. Add a link to make the whole

Announcement Bar clickable.

Click to add URL....

3. Type the text you want to display in the text box, and use simple formatting
tools to style the text if you wish.

4. If you want to make the Announcement Bar a clickable link, enter
Clickthrough URL for the page you want to link to.

Setting up and managing donations

You can use Squarespace Commerce to accept donations on your website if you are a
nonprofit organization or if you would like to accept monetary gifts or tips online.

Be extra careful if you will be taking donations as tips or gifts,
%j%“ because the law is very specific about how these terms are
' defined where tax is concerned.
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Adding a Donation Block

You can add a Donate button to your site using a Donation Block. Donation Blocks
can be added, moved, and resized in the same way as other content blocks and can
be inserted anywhere a content block can go. The following screenshot shows you
an example of a Donation Block:

Keep the internet free of restrictions,
discrimination, and exclusion. Net Neutrality
ensures the Internet is available to alf, and
prevents |SPs or corporations deciding who
and what can access the web.

Support Net Neutrality:

To add a Donation Block, perform the following steps:
1. Navigate to the page you want, open the Content Editor, and click on the
Insert Point where you'd like to place the block.

2. Scroll down to the Commerce category and click on Donation. The Edit
Donation overlay window will open, as shown in the following screenshot:

EDIT DONATION Description Amounts Additional

DONATIONS

This donation button will take visitors to a page where they
can make a contribution to your cause. You can view and
manage deonations in the Commerce section of your site

manager.

Title

Net Neutrality - Save the Internet

The title of the cause or program appears on the Donate page

as well as in the in the Thank You email to donors,

Shert Description

Support the movement to keep the Internet accessible
to anyone, regardless of social status, gender, age, race,
operating system, platform or type of device,

This text appears on the Donate page beneath the title and

can be used to give context to donors

CANCEL REMOVE SAVE
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3. Enter information on the Description screen:

° Title: This will appear in on the Donate page and in the Donation
Thank You email for donors.

°  Short Description: This text appears on the Donate page to help
provide context or further information to donors.

°  Custom Button Label: The default button text says Donate, but you
can change this to any text you like.

°  Button Alignment: Choose whether the button should be aligned
left, right, or centered in the space occupied by the content block.

4. If you wish, you can set up suggested contributions on the Amounts screen:

°  You can choose to use the default amounts or adjust them to
other amounts.

°  For each amount, you may choose to use the optional Label property
to provide context for what this donation will buy/support— for
example, "Buys food for a family of 4 for a week".

°  Use the + icon to add additional amount levels and labels.

°  Donors can always choose one of these amounts or enter their own
amount when donating.

5. If you wish, you can use the Additional screen to add any form fields that you
would like donors to complete. For example, you can ask them to make the
donation in the honor of someone or to choose a specific project to support.
This information will appear in the Donation Thank You email and in the
Squarespace Donation management area.

6. Click on Save.

Testing donations

You can test the donation process in the same way as the product purchase process
is tested. Refer to the Testing your store section earlier in this chapter for details. The
only process difference between a donation and a product is that donations bypass
the shopping cart and take you straight to the Billing page.

Once your test donation has gone through, you can check your email inbox to see
the Donation Thank You email, and you can see your test donation in the Donations
part of your store, which we will cover next.
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Viewing and exporting donations received

You can see details of all donations that have been made in the Donations panel in
the Commerce menu. Whenever a donation is made, it appears in the Donations
panel as soon as the payment has been processed successfully.

Clicking on an individual donation opens the Contribution Summary overlay,
where you can see full details of the contribution, including any additional
information you asked donors to complete. An example of this is shown in the
following screenshot:

CONTRIBUTION SUMMARY

Contribution to Net Neutrality - Save the Internet

AMOUNT

£10.00

DOMNOR

Jane Doe

testing@123.com

123 Any Street

Anyplace Towntown, TX, 76305

United States
55555555

ADDITIONAL INFORMATION

Reason: Preventing ISPs from discriminating against certain sectors or people

CHARGE ch_1044nc2bwWNsG19riPLmOXsE view in stripe —
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You can use the Export CSV button to export all the donation information as a
spreadsheet for use in Microsoft Excel or another spreadsheet program.

Handling transactions without
Squarespace Commerce

If, for any reason, you can't or don't want to use Stripe and Squarespace Commerce
to manage transactions on your website, you can use third-party systems such as
PayPal or JustGiving on your site instead. You will need to use an Embed Block to
paste the code for your PayPal shopping cart button, or your JustGiving donation
button, into any page that accepts blocks. You can use this method to insert code
from any third-party service that offers embed codes to customers.

NG Some third-party sites allow you to style the buttons to match
your site's branding when generating the embed code.

This approach is a workaround, and it means the experience will not be as seamless
for your customers, as they will need to visit the third-party site to complete their
transaction. You will not be able to set up a proper shop on your site, but you can
make standard pages look very similar to product pages, with a little effort in
LayoutEngine.

o Using a template with an Index of pages is usually the best
~ approach to replicate something similar to a shop. Visit
Q www . square-help.com/inspiration for an example
that uses PayPal instead of Stripe.
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Summary

We've just covered all the skills you need to build and promote a beautiful online
shop to showcase your products or services. Furthermore, working through this
chapter means that you've now mastered all of Squarespace's primary building
and content tools.

Once you have finished setting up your shop or donations, it's a good time to log
out of the Squarespace administration mode and use the site password to see your
website exactly as a normal visitor would. Take some time to move around the site,
and see how the flow is working —or not. You may find it helpful to refer to your
Website Toolkit and check whether your customers will be able to perform their
primary objective(s) easily. You may also want to take this opportunity to ask a
colleague to do the same. People are often distracted by design details, so doing it
now, when you have not yet applied colors or other stylistic elements, can help them
focus on the task rather than the appearance of the pages. Just be sure to set their
expectations upfront, and explain that the visual design will come next.

As you move through the site, make note of any visual style adjustments you'd

like to make, just as you did at the end of the last chapter. Your site should now

be completely finished in terms of content and function, so you will be able to see
how every single element of every page looks and will, therefore, be able to identify
exactly what you'd like to adjust in the next chapter.
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It's finally time to apply the paint and furnishings to our building; this chapter will
teach you how to use the Squarespace Style Editor to adjust the appearance of your
website. You will probably find that this chapter is either your favorite part of the
project or the bane of your life, depending on how you feel about working with
visual design.

By this point, your website should be filled with content and have all the key
functions set up. In theory, you can go live right now, and you'll have a fully
operational website. Saving visual design choices until now was a deliberate
decision, because you will quickly discover that there are infinite ways to
customize your site's look and feel, even if you are using one of the more restrictive
Squarespace templates. A lot of choice can be overwhelming, and confusion or
frustration about not being able to get the visual design right is the number one
reason why people abandon their sites unfinished or turn to professional help.

However, because your site is in good working order before you start playing with
the aesthetic side of things, you will be able to launch your site even if you can't get
things to look exactly the way you want them to. You (or a designer) can always
come back and adjust things later. Furthermore, because you already have all of your
content and functions in the pages, you will be able to make better style choices from
the outset, reducing the time you need to spend on tweaking the look and feel.

So, put your creative head on, make sure that your idea boards are handy, and get
ready to bring your site visually in line with your brand image. In this chapter, we
will cover the following topics:

* Understanding the Squarespace template's customization options

* Using the Style Editor to apply aesthetic changes
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* Choosing and applying fonts and font variants

* Adding alogo to your site header

* Choosing and applying colors, including transparency

* Choosing and applying background or header images

* Controlling the size, position, or visibility of template elements

* Saving, testing, and undoing style changes

Design is subjective: what you find appealing, someone else may

find appalling. Remember to make aesthetic choices based on your
\l website's target audience, rather than on your own taste, which may
~ be quite different.

Q Keep your brand image in mind throughout this chapter. You may
want to write your brand values or perception words on sticky notes
and post them on your wall or desk to ensure that your aesthetic
choices reflect the right image.

Understanding Squarespace template
customization

As mentioned in Chapter 3, Working with Squarespace Templates, every Squarespace
template allows some level of control over the appearance of various page elements,
but the amount of control and which elements you can change varies from template
to template. In most templates, you will usually be able to make the following kind
of adjustments:

* Color: This allows you to change the color of text, backgrounds, or certain
page areas, such as the navbar or page borders

* Typography: This allows you to select fonts, adjust text size, and apply text
styles, such as uppercase (all caps)

* Size: This allows you to adjust the height or width and spacing
between elements

* Position: This allows you choose whether to show or hide certain features
and where to display them

* Images: This includes logos, background images, or header images

In this chapter, we will cover the steps needed to make each of these adjustments.
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As you make adjustments, you may find it useful to note down
M certain style elements, such as font sizes and colors, to ensure
Q consistency across your website. Therefore, you may want to open
a simple text editor application, such as Notepad or Text Editor —
or keep an actual paper notepad handy.

All standard aesthetic adjustments are made in the Style Editor, which is located
within the Design area, accessed from the Home menu. The Style Editor panel
displays a column of controls and settings, as shown in the following screenshot:

€— DESIGN

STYLE

SITE HEADER

Background Color
Fixed Position

Transparent on Banner

Images
Site Title Font ~

Site Title Color

SITE NAVIGATION

Navigation Font w
Mav Link Color

Nawv Active Color

PARALLAX IMAGES

Image Overlay

PAGE TITLE & DESCRIPTION

Page Title Font ~
Description Font v
Description Text Color

Description Background

Color
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. If you know how to use CSS, you can make advanced aesthetic
~ changes by applying custom CSS code to your entire site or
Q specific pages. We will cover this type of adjustment in Chapter 11,
Moving beyond Standard Squarespace Tools.

Finding your way around the Style Editor

The number and nature of controls available in the Style Editor panel varies
depending on the template. If your template allows a great deal of control, you
will probably find that the template designer has split the elements into different
categories to make it easier for you to find the one you want to adjust.

In most cases, aside from very restricted templates, the elements shown in the Style
Editor panel will vary according to which type of page is loaded in the Preview
screen. For example, if you are on a Blog page and you open the Style Editor, the
elements shown will relate to blog post styles. If you are on a Gallery page, the
elements will relate to the way the images are displayed in the Gallery. These
page-specific elements are sometimes shown alongside more generic site-wide
elements, such as the site header or body text style controls. The best way to ensure
you adjust all elements for all page types is to start by loading a standard page in
the Preview screen, and applying all the desired adjustments there. Then, work
your way systematically through all the different page types that you have on your
website, applying style adjustments to each. This methodical approach will ensure
that you don't forget to adjust less common elements such as buttons.

If you are using a Cover Page, you will need to set all of the style
M elements for that page separately, as the Cover Page does not inherit
Q any of the styles you set elsewhere within the Style Editor. The method
for adjusting Cover Pages is different from all other page types. See the
Adjusting Cover Page styles section later in this chapter for details.

The Style Editor disables all links in the page Preview screen, so you won't be able to
navigate around your site while the Style Editor panel is open. Clicking on a link will
simply filter the Style Editor list to show the controls that relate to the link element.
To navigate to a different page, you will need to navigate back to the Design menu
using the link at the top of the side panel.

X In some cases, the Annotations may get in the way of accessing your
~ navigation. If so, simply use the expansion arrow to enable fullscreen
Q preview and disable Annotations. Then, navigate to the page you want to
adjust and click on the expansion arrow again to expand the side panel.
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Selecting an element for adjustment

There are two different ways to select an element for adjustment:

* The panel method: Click on the element name in the Style Editor panel to
open the adjustment tool for that element.

* The filter method: In the Preview screen, click on an item that you want
to change. For example, if you want to change the font style for the page
heading text, click on any word that uses this style. This will filter the list
in the Style Editor panel, so it only shows the controls that relate to this
element. An example of this is shown in the following screenshot. Here, the
heading on a standard page has been clicked, and you can see that the Style
Editor panel shows only the controls that are related to headings.

€— DESIGN

STYLE SHOW ALL

MAIN CONTENT

Heading 1 -

Heading 1 Color .

RESET ALL TO DEFAULTS

Read_ tips, view demos, find

building your business wW

See Examples Get Help

If you use the filter method, once you have made your adjustment, you will need
to use the Show All link at the top of the Style Editor panel to disable the filter and
reload all the style element controls.
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Saving changes in the Style Editor

Whenever you make an adjustment to an element, the Preview screen will show the
effect of the adjustment. This will allow you to see the changes in real time, on real
content. Once you make a change in the Style Editor panel, the top of the panel will
show two buttons:

* Save: This stores the adjustment and erases the memory of what it was before

Save is permanent; you can't undo a change and revert to the previous
setting after you have clicked on Save.

%i%‘\ Be careful not to accidentally close your browser window without
saving your changes first. There will be no alert box and no way to
recover those adjustments.

* Cancel: This reverts to the previous setting, before your adjustment

You can make adjustments to as many elements as you like before saving your
changes. Any element that you have changed will display a small gray dot next
to the name of the element to indicate that you have adjusted it, as shown in the
following screenshot:

Site Title W

Site Subtitle w

You can click on this dot to revert and discard that adjustment. However, if you are

not confident with the design, you may want to consider adjusting only element one
at a time, so you can use the Cancel button to revert that element's settings, without
worrying about accidentally undoing others.

Cancel will revert all the elements to their previous settings; you can't
cancel one element and save changes to others at the same time. Cancel
T reverts all changes made since the last time you clicked on Save.

Testing your template customizations

What looks great on one page may not look as good on another page. For example,
you may find that a particular text style looks great for short page headings, but
doesn't work as well on long titles that run across multiple lines. It's a good idea to
check the effects of your changes across multiple pages, ideally including a "worst
case scenario" page.
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R Sometimes, a change you make to one element will also impact others.
~ Certain element styles are based on the main element styles —for example,
Q the footer or sidebar font may be based on the body text or heading font.
Some templates may not allow you to adjust them individually.

Any time you make substantial changes to your website's look and feel, you should
always test how the site looks on all kinds of devices, from smartphones, to tablets,
to high-resolution computer screens. Although the Squarespace templates have been
designed to look and function well across all sizes of screen and types of browser,
your changes to the template may affect the appearance in an undesired way,
especially on very large or very small screens.

When testing on different screen sizes, pay particular attention to
any images you have used in your template customizations.

Ny Some elements will be automatically resized or repositioned on
small screens. This behavior is hardcoded into the template, and
you won't be able to change it yourself without good knowledge of
CSS code.

Resetting the template

If at any time you want to restore the template to the default settings for all elements,
you can do so. Using the Reset to Defaults button at the bottom of the Style Editor
column will erase all changes you have made, and set all styles back to the original
styles shown in the template demo. You will lose all adjustments, so use with caution.

Switching templates with customizations applied

Sometimes, you may find your chosen template doesn't quite look how you want,
even when customized, and you may be feeling you'd be better off with a different
template. Squarespace stores all of your customizations to templates indefinitely, so
you can safely switch to a different template at any time. You can then switch back to
your first template and all of your saved customization work will still be there. You
can customize as many templates as you want, switching back and forth whenever
you like.

o You can apply customizations to templates that you are previewing;:
~ you don't have to make a template live to work on its appearance.
Q This means you can safely tinker with a different template in the
background, without affecting your live site's appearance.
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Working with fonts and typography

Fonts can make a huge difference in not only the readability and usability of
your website, but they can also play a critical role in the feel or mood that your
site conveys. Have a look at the following examples one by one and think about
the emotive words or impressions that come to mind for each one:

My Company
My Company
My Company
My Company

Fonts (from top to down): Poiret One, Playfair Display, Alfa Slab One, Dancing Script.

Even subtle differences in fonts can change the feeling that is conveyed, as shown in
the following examples:

My Company
My Company
My Company

Fonts (from top to down): Fjalla One, Francois One, Jockey One.

The top font gives a modern, reliable impression; the middle font seems friendly and
approachable; and the bottom font feels masculine or technical. Fonts can make a
huge difference to your business: just think about how much money has been spent
by brands such as PayPal, eBay, or Microsoft on evolving their brand image through
the years by adjusting their logos and the fonts used in their communications. Spend
some time working with the fonts on your website to ensure you are conveying the
right image to your target audience.
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Choosing fonts

Selecting the right fonts for your site can make the difference between a site that feels
polished and professional, and one that feels clunky and amateurish. Here are some
things to bear in mind when choosing fonts for your website:

* A good rule of thumb is to use only two different fonts. Choose one font for
headings, and a different one for body text. If you feel you need a third font,
use this sparingly as an accent, such as the site title (logo) or navbar text.

* Ensure that the fonts you choose complement one another, and that they
work together to convey your brand image.

* Avoid choosing fonts that are too close in appearance to one another: pages
look best with some contrast between headings and body text.

* Keep your body text font simple and easy to read. Avoid overly stylized
fonts here.

*  You can use more dramatic or stylized fonts for headings, but be sure to
test how your chosen font looks on your "worst case scenario" page, and
remember that quirky fonts may not be appropriate for all audiences.

M Great advice on choosing and combining fonts can be found
Q at www. smashingmagazine.com/2010/11/04/best-
practices-of-combining-typefaces.

Using fonts on your website

Squarespace allows you to use any of 600+ Google fonts, as well as 60+ Adobe
Typekit fonts, and the 15 standard fonts that come pre-installed on most computers.
Your company may already have certain fonts that should be used according to your
branding guidelines; however, unless those fonts are either included with Squarespace
or other Adobe Typekit fonts, then you won't be able to apply them to text on your
website. You may need to find similar fonts from the list that Squarespace offers. We'll
go through some tips on how to do this a bit later in this chapter.

. Evenif you can't use your company's font(s) to style the text on your
website, you can still use images that have the font(s) applied within the
i image, such as a logo. Just remember that search engines cannot see text
that is in an image, so use this technique only where absolutely necessary.
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If your company fonts are Adobe Typekit fonts, and are not part of the set included
free with Squarespace, you can purchase a license from Adobe and apply those fonts
to your Squarespace site by going to Design | Advanced.

M Instructions for using Typekit fonts aside from the ones supplied
Q through Squarespace can be found at http: //help.squarespace.
com/guides/using-typekit-with-squarespace.

Other typography settings

Choosing the font itself is only one part of typography, the art of arranging
and styling text. In Squarespace, typography can also include adjusting the
following attributes:

* Size: This is usually measured in pixels (px) or em, which is a decimal form
of measurement used in web design

*  Weight: This is measured from 100 to 900, where 100 is very thin and 900 is
very heavy (400 is usually considered normal weight)

* Style: This includes styles such as bold, semi-bold, or italic

* Letter spacing (also called tracking or kerning): This is the spacing between
individual letters

* Line height (also called leading): This is spacing between the lines of text

* Text transformation: This includes transformations such as uppercase,
sentence case, or lowercase

* Text decoration: This includes underline or strikethrough

NG Not all templates will allow you to adjust all of these settings,
and some fonts only come in a limited range of weights or styles.
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Applying typography changes to your

template

Some templates have all typography elements grouped together in the Style Editor;
others have type styles sprinkled throughout the list of elements. Some templates
also have slightly different controls for typography than others, such as checkboxes
instead of drop-down menus for font style. Although the controls and their location
may vary from template to template, the overall process for applying typographic
changes is the same.

To adjust a typographic element, follow these steps:

1. Inthe Preview screen, click on the text that you want to adjust. This will filter
the list in the Style Editor panel.

2. In the Style Editor, click on the name of the element, such as Headings Font
or Body Text. This will open the typography overlay window, as shown in
the following screenshot:

STYLE SHOW ALL

MAIN CONTENT

Headings Font v

Merriweather

Style: 700 L
Line Height 1.25em
Text Transform: none ~
Letter Spacing =Tpx
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3. The first item shown in the typography overlay is the name of the font that is
currently applied to the element. Click on the name to open the font selector.
The font selector is shown in the following screenshot:

I Merriweather
Alike

Proxima Nova

Abel

Adelle Sans
Aktiv Grotesk Std
Alegreya Sans
AlternateGothic No. 30
Asap

Btrament Web

BEBAS NEUE

Brandon Grotesque
Bree Web

Brevia

Adobe Typelit Goaogle Fonts
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The font selector lists roughly 100 popular fonts, rather than all 700+ fonts
available in Squarespace. It groups these popular fonts into sections to make
it easier for you to find the fonts you need. The sections are Sans Serif, Serif,
Slab Serif, Display, Script, Mono (monospace), and More (standard fonts).
At the top of the list is a section called This Website, which shows you

the fonts that are currently in use by the template. If you have applied any
custom Adobe Typekit fonts, these will display at the top of the list, labeled
Custom Fonts. Above the list is a search box that searches the entire set of
available fonts, not just the popular ones shown in the font selector.

You will notice that the font currently in use by the element you are
Al adjusting displays a black indicator bar in the left margin, in case you

~Q get lost or forget what it was.
In the font selector list, the name of the font is styled with that font

applied, giving you some idea of what the font looks like.

Click on the name of the font you want to use. This will apply the font to the
element, and you can see the change in the Preview screen.

Make any other adjustments to the other attributes that appear in the
typography overlay:
°  Style: Use the drop-down menu or checkboxes to change the font
weight or style

° Line Height and Letter Spacing: Use the slider or click on the
number to type your adjustment

1 em = the height of capital A in your font. The line height should be
Ry at least 1.2 em to ensure that the tails of letters such as y or p are not
Q cut off or overlapping the line below.

You can type a negative number for Letter Spacing if you want to
pull the letters closer together.
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°  Text Transform and Text Decoration: Use the drop-down menu
to choose

Because an underline is the traditional way to indicate links on

a website, you should not use underlined text unless you are
T styling link text, such as buttons or navigation.

6. If you do not see a Size slider in the typography overlay, the font size may be
controlled separately in your template. Click outside the typography overlay
to close it, and then click on the element size setting (usually located directly
below the element name) and use the slider or type the number to adjust the
font size.

Be careful when using uppercase or sentence case to style things such
as headings or page titles. Search engines ignore typographic styles
M applied in the Style Editor, so it's better to type things in the correct
case, rather than typing all lowercase and relying on the Style Editor
to fix the case later. If you type about us as your page title, that's
what will appear in the search engine results, even if you have set the
Style Editor to display About Us. i

Easier ways to find, compare, or match fonts

Although the font selector is fine when you have some idea of the font you want to
use, it's not the most efficient way to find fonts. You could spend all day clicking on
individual fonts within the font selector, but you would still only see a small portion
of the fonts available. Plus, it's impossible to compare fonts easily in the Squarespace
font selector.

Using Google or Adobe Typekit font-finders

Both Google and Adobe have online tools that allow you to easily search and
filter fonts, make a shortlist of fonts, and compare multiple fonts side by side on
the screen. You can even type your own sample text to preview how the fonts will
look on specific words or phrases, such as your company name or strapline.
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Google Fonts

The Google Fonts tool is accessible at www.google. com/fonts. The following
screenshot shows the Google Fonts tool:

GO 8le FO ntS More scripts  About Analytics New to Google Fonts?
207 font families shown Word Sentence  Paragraph Poster L B
Preview Text:  Grumpy wizards make toxic brew for the ~ [E@ ~  Size: 28px - Sorting: Popularity ~
Filters:
All categories hd Narmal 400
- Thickness Grumpy wizards make toxic brew for the evil Queen and Jack.
thin thick
.:’1:. Roboto, 12 Styles by Christian Robertson = o
» Slant
» Width Normal 400
serie: Grumpy wizards make toxic brew for the evil Queen and Jack.
Latin -
[ Reset all fitersissarch Oswald, 3 Styles by Vernon Adams = B o
Styles:
Show all styles Normal 400
Grumpy wizards make toxic brew for the evil Queen and Jack.
Lato, 10 Styles by Lukasz Dziedzic ] o

Follow these steps to search for fonts on the Google Fonts tool:

1. Use the filters on the left to narrow down the fonts shown.
Use the Preview Text box to paste your own text.

Use the Add to Collection button to save a font to your shortlist.

Ll

Use the Review button at the bottom to see your shortlist fonts side by side.
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Adobe Typekit

The Adobe Typekit fonts tool is accessible at www. typekit.com/fonts. The
following screenshot shows the Adobe Typekit fonts tool:

Adobe Type kit Miko Coffey logout

Browse Fonts Browse Lists Foundries Gallery  About Blog Help Q, Find fonts

7

My Library 2
Bright vixens jump dozy fowl qi A A Sort By Featured M M M m

Unlock more fonts
‘Your current plan provides access to many of our most popular ee P)

ans -
fonts. With an upgrade, you can unlock even more. S 1* l M M M

Bright vixens jus

Museo Slab exljbris Font Foundry

Bright vixens jur

Adelle TypeTogether

Bright vixens jur

Museo Sans exljbris Font Foundry

You'll need to sign up for a free trial account if you want to create a shortlist
of favorite fonts to compare, but you can browse and preview fonts without
an account. To use the Adobe Typekit fonts tool, follow these steps:

1. Use the mini toolbar above the fonts to change the preview: the drop-down
menu selects the preview text, the slider controls size, and the list button
switches to list view (a better view for choosing fonts).

2. The dark band on the right side contains filter buttons that you can use to
narrow down the fonts shown.

3. If you are logged in, you can click on the heart icon above a font to save it to
your favorites, then view your favorite fonts under the My Favorites tab.
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You can use any Google font in Squarespace, but only a small portion
M of the Adobe Typekit fonts are included in Squarespace's font selector.
Q Visit www . square-help.com/Squarespace-typekit-fonts to
see the list of 60+ Adobe Typekit fonts that are included free of charge
and built into Squarespace.

Finding fonts that are similar to other fonts

If your company font is not included in Squarespace, or if you know the name of
a font that you like, and it's not included in Squarespace, you may want to find a
similar font that is available in Squarespace.

You can use http://www.identifont .com/ to find fonts that look similar to the

one you want, but bear in mind that the results will include fonts from a wide variety
of sources, not just Google or Adobe Typekit. You'll need to cross-reference your
Identifont results against those lists. However, it's a good place to start.

Adobe's Lists page— https://typekit.com/lists—is another place to look, not
just for similar fonts, but also for ideas and inspiration.

Adding or creating a logo in Squarespace

Your website should currently be showing your company or brand name as text in
the header, instead of a logo. You can either replace this text with a graphic logo, or
you can choose to keep the text and restyle it using Style Editor, just as you would
any page text. There are some benefits to using styled text as your branding, instead
of an image-based logo:

* Search engines cannot see images, so they will not be able to tell that the
image is your brand name. It's not a huge issue, but using text means that
your pages will use your brand name in a prominent location in the code on
every page, which can give your site a little boost in the rankings.

* It can be tricky to get the sizing just right on graphics or logos in Squarespace.
You might need to use image-editing software to adjust your logo to the right
dimensions, or to crop out unwanted empty space around the edges.
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M Pixlr Editor (http://apps.pixlr.com/editor/) is a fantastic
Q free online image-editing tool that allows you to crop, resize, and
save images without needing to download or install software.

* Graphic designers often save logo files on a white background, but the best
type of file to use on a website is usually one with a transparent background.
This is especially true if you are using a color other than white on your
website in the area around the logo. You may need the help of a graphic
designer if your logo does not have a transparent background.

Creating a text-based logo in Squarespace

If you are a new company, or you don't have a logo, consider using one of the
Squarespace/Google fonts to create a text-based logo. Just select your site title in the
Style Editor and choose any font. Feel free to use unusual or embellished fonts here.

There are hundreds of Google fonts that will suit any type of business, and you can
even download them for free, so you can use them on your letterhead, business
cards, or other communication materials.

You can download Google fonts from http://www.google. com/
M fonts by first clicking on the Add to Collection button next to the
Q font name. Then, click on the Use button in the gray bar at the bottom.
On the next screen, click on the down arrow button at the top of the
page to download a . zip file of your font(s).

Designing your own logo using Squarespace
Logo

Squarespace now offers a simple logo design tool to enable small businesses or
individuals to create basic logos themselves. It's called Squarespace Logo, and you
can find it at http: //squarespace.com/logo, Or you can access it from within

the Squarespace Design panel, as described in the following section. The service
normally costs $10 per logo, but you get to create and download logos free with your
Squarespace subscription. The logo will be available to you in full color, black, or
white versions, as .png files on a transparent background. You can download the
logo in sizes suitable for your website, as well as large sizes suitable for printing.
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MENU =

#d40e9e =

% FLORIBUNDA

Hithin Vissanathan The Nowun Project

The design tool at Squarespace Logo

FLORIBUNDA

There are only a handful of fonts to choose from, but there are hundreds of shapes
and symbols that you can use in your logo. However, the logo elements are limited
to the brand name, one symbol, and a strapline/tagline — though you can position
and color these however you like.

Although there are currently no limits on the number of logos you can make, you
only get one chance to design each logo: you can't go back and edit it later, aside
from adjusting the color. Therefore, it's best to make sure you are 100% happy
before you save your logo. After you click on Save, you'll be able to log in with your
Squarespace login details, and then you'll get an email with a link to download your
saved logo in a range of sizes.

o To get the right size for use on your website, use the drop-down menu
~ to choose Up to 500px for most templates, Up to 1000px if you will be
Q using a very large logo (such as the Aviator template homepage), or
Up to 2000px if you will be using it as a full-width header image.
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Adding an image-based logo to your site

Before uploading your logo, first ensure that you have the correct file type and
dimensions. Most templates use a small logo as part of the header, so it's unlikely
you will need an image greater than 250 pixels wide. However, some templates
allow you resize the logo area, so you could use a larger image in those cases.

. To keep loading times down, it's best not to use an image that is many
~Q times larger than what you need.

Refer back to Chapter 1, Setting Up for Success — Your Website Toolkit, for
information about file types and other formatting for logos.

You can add your logo in the Logo & Title panel of the Design menu. This is shown
in the following screenshot:

€— DESIGN

LOGO & TITLE

SITE TITLE / TAG LINE
The Site Title is used wherever the title of the site
appears, while the Tag Line is used on some templates

where applicable.

Square Help

A companion to Building Business Websites with

LOGO IMAGE
Upload a logo image to be used in the place of your site
title. Use the template style editor to contrel your logo

size on screen directly from the front of your site.

Add a logo.

CREATE A NEW LOGO
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Look for the Logo Image area, and perform one of the following steps to upload or
create a logo:

* Drag your logo file onto the image uploader area.

* Click on Create a New Logo to open the Squarespace Logo in a new browser
window. Then, once you have finished, you can drag your newly created
logo onto the image uploader area.

Adjusting logo size and positioning

If your logo does not appear the right size or position, you can sometimes make
adjustments. Not all templates allow you to control the size or placement of the

logo, but for those that do, you'll find the controls in the Style Editor. In the Preview
screen, click on the logo and you will see controls that apply in the Style Editor
panel. Some templates also allow you to choose the alignment or position of the logo
in relation to the other header elements. This control is usually called Layout, Header
Options, or something similar.

M Be careful not to resize the logo larger than the pixel
Q dimensions of your logo image file. This will make the
logo appear fuzzy or pixelated.

As mentioned earlier in this chapter, you may also need to crop or resize the logo
image itself in order to get it to look the way you want on the website. Your logo file
may have empty space around the logo graphic, which may prevent the logo from
aligning with other page elements, as shown in the following example:

%FLOMBUNDA

/

ABOUT SHOP CLIENTS CONTACT

The space on the left of the logo is preventing alignment with the other page elements.
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You can use the Aviary Image Editor to crop or resize logo images, just as you would
any other kind of image. Simply hover over the logo thumbnail when you're in the
Logo & Title panel, and click on the pencil icon as usual. However, if your logo is

a dark color and/or on a transparent background, you may find it hard to see what
you are doing because the Aviary Image Editor's editing window is very dark gray,
and doesn't show the edges of files with transparent backgrounds. This is shown in
the following example:

Photo Editor [ x|

@ v T 7 O © » 8

Orientation Crop Resize Text Enhance Brightness  Contrast

Powered by

Logo with transparent background in Squarespace's Aviary Image Editor
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You may find it easier to edit your logo image in PixIr Editor, which shows
transparency as a checkered grid background and shows the edges of the file,
as shown in the following example:

] Edil Image Layer Adjustment Filter View Language Help Login | Signup

| Cormrnint: | MM:E Hai;m:D | rmh.r: | ¥ Anti-alias

FLORIBUNDA-logo Navigator

¥ FLORIBUNDAC || + X

%FLONBUNDA

100 % 402x96 px

Same logo in PixIr Editor

If resizing images in Aviary or Pixlr, never enlarge the image to
K= a greater number of pixels than the original.
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Adjusting your website's color scheme

Color can play a critical role in conveying your brand image to your target audience.
In your Website Toolkit, you may already have one or more brand colors that you
can use on your website. However, you may need to source additional colors or
create a new color scheme from scratch. With an infinite number of colors to choose
from, and an infinite number of color combinations, you could spend months trying
to find the right ones to use. Fortunately, there are plenty of tools to help.

Before you dive into the wonderful world of color, here are some tips to help you
focus and use color wisely on your website:

* A good place to start is with one dominant color, which will form the
background of your pages, a primary accent color, for things such as page
headings, navbar, or dividing lines, and a secondary accent color for link
text or buttons.

* Because your dominant color will occupy the most space on the screen,
it's usually best to avoid vibrant colors here, as they can be jarring. You
should also consider how your website's image content will look with your
dominant color.

* Ensure there is plenty of contrast between the color you choose for your main
links and the color you use for other text or page elements. Important links
and buttons should stand out. It's usually best to reserve a color for links
alone, to prevent site visitors being confused by clicking on other things that
are the same color, thinking they are links.

* To keep your body text readable, it's advisable to stick with shades of gray, or a
very muted, muddy color if gray simply doesn't work with your other colors.

* If you are using pure white as your dominant color, you will find your pages
are easier to read if you use a very dark gray instead of black for text. The
same goes for using very pale gray for text on a pure black background.

Tools and resources for choosing colors

If you have saved some websites as color inspiration in your idea boards, or if you
have a logo or other image that contains colors you'd like to use, you can identify the
exact colors with a color picker tool. The color picker will supply the color's hex code
that you can use in the Style Editor to apply color to your page elements. Refer back
to Chapter 1, Setting Up for Success — Your Website Toolkit, if you need a reminder of
what hex code is.
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. Copy and paste the color's hex code into a text document for easy
~ reference, as you'll likely need to paste it into multiple places in
Q the Style Editor. Don't forget to label your hex codes so you can
easily tell which color is which.

Color picker tools

If you want to find out the colors used on a web page, you can install a color picker
plugin for Firefox or Chrome browser that will allow you to click on any part of the
web page to find out the color's hex code.

ColorZilla (http://colorzilla.com/) is the most popular free browser plugin for
Chrome or Firefox, and is the one I recommend.

There are plenty of other color picker plugins, but be careful when

installing other plugins, because some have been known to install

adware or malware too. You can also find color picker apps for your
Al smartphone or tablet in the app store.

-~
Plugins for Firefox are called add-ons, and can be found at
https://addons.mozilla.org/en-US/firefox/.

Plugins for Chrome are called extensions, and can be found
athttps://chrome.google.com/webstore/category/
extensions.

If you want to find colors from a logo, graphic, or photograph, the easiest way is to
use the Colorpicker Tool in Pixlr Editor:

1. Athttp://apps.pixlr.com/editor/, choose Open image from computer.
Browse to find the image on your computer.

2. Once the image opens in the editor, select the eyedropper tool from the
toolbar on the left.

3. Click on the eyedropper on the point of the image that you want to use.
This will sample the color and load it into the main color box at the bottom
of the toolbar.
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4. Click on the main color box to open the color selector overlay. You'll find
the color's hex code in the box with a # character next to it, as shown in the
following screenshot:

File Edil Image Layer Adjustment Filter View Language Help Login | Signup
\ This tool has no additional options

FLORIBUNDA-logo3 Navigator

%FLORIBUNDA

100 % 40256 px

Color selactor

~
A
N
k|
A
O
by
Y
>

O

L licde e ke /7

Resources for color schemes and color inspiration

If you are in need of color scheme inspiration, or you want to find colors that
complement others that you already have, there are plenty of resources online
to help you.

* ColourLovers (http://www.colourlovers.com/) has a range of tools:

°  http://www.colourlovers.com/palettes: Browse color palettes or
search for palettes that contain a certain color by hex code
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°  http://www.colourlovers.com/palettes/add: Create your own
palette from scratch

° http://www.colourlovers.com/colors: Browse popular colors or
search for a color range

* ColorSchemer (http://colorschemer.com/schemes/): Browse schemes, or
search for schemes by key word or hex code

* Adobe Kuler (http://kuler.adobe.com/): Use Explore to browse or
search for palettes by hex code or keyword or use Create to make your
own schemes using different modes of color theory

Controlling the color and opacity of page
elements

Now that you know the codes for the colors you want to use, you're ready to adjust
the colors of elements in your Squarespace website. In the Style Editor, every page
element with a color that you can control displays a dot of color next to it. Clicking
on that dot opens the color selector overlay, as shown in the following screenshot:

Site Title Color .

H#ff8400

Transparent
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The color selector overlay has the following four elements:

* Color wheel: The inner triangle points to a dark line in the outer ring,
indicating the overall hue of the color. The white ring inside the triangle
indicates the exact shade of the color that is applied.

* Opacity slider: The slider allows you to make the element translucent
by dragging along the scale from A (completely transparent) to 1
(completely opaque).

* Color code box: This indicates the hex code if the element is completely
opaque, or the RGBa value, which is used for elements with any level
of translucency.

* Transparent checkbox: This box allows you to hide the element by making
it completely transparent. The box will automatically check if you drag the
opacity slider all the way to the left.

M Checking the Transparent box will make the element invisible,
Q but the space occupied by the element will still be there. This
may result in unwanted spaces on the page.

To adjust the color of an element, you can either paste the hex code into the color
code box or use the color wheel. If using the color wheel, you can:

* Drag the dark line around the outer ring to choose a different hue

* Drag the inner ring or click anywhere in the triangle to change the color's
shade or value

* Choose a shade of gray by dragging the inner ring right up to the edge of the
triangle that goes from white to black.

M If you want to use a specific color's hex code, and make that
Q element translucent, always paste the hex code first, and then
slide the opacity slider.

Using background or header images

Color is not the only way to introduce visual interest to your template: you can also
use textures, patterns, or images in the background of the page or canvas. Using a
subtle background texture or pattern can really help make your site feel more alive,
but be careful not to overdo it with anything too distracting. Some templates also
allow you to use a texture, pattern, or image in the header (banner) area.
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% F LORI BU N DA ABOUT SHOP WORK JOURNAL CONTACT US

We stock the best and most unusual varieties of flowers for every

Tru |y U n iq U e ﬂOWE rS fo r occasion, guaranteed to be delivered fresh and bursting with life. Our
tr.u |y m e mo r.a b | e OCCaS ions. experienced growers select only the longest-lasting, freshest blooms

that you won't find anywhere else in the tri-county area.

Find out how we can help make your event a once-in-a-lifetime experience:

Om template, with a banner image and subtle background texture

Squarespace has settings that can repeat (or tile) a pattern or texture vertically and
horizontally so that it fills the entire space of the screen. If you choose this approach,
make sure you use an image that is designed for seamless tiling/repeating. The
edges of these images match up and blend smoothly, so you'll see a continuous
texture rather than a bunch of square blocks. Some of my favorite resources for
textures and patterns are:

* SubtlePatterns (http://subtlepatterns.com/): This contains hundreds of
free seamless patterns

* DeviantArt (http://deviantart.com/): Search for seamless, texture to
find thousands of textures, many of which you can use free of charge (check
the individual image page for rules/restrictions, as they vary)

* ColourLovers (http://www.colourlovers.com/seamless): This allows you
to design your own pattern
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Some templates allow you to set a background image that fills the entire screen, with
the page content floating in a box or column above it.

SHOP

WORK
JOURNAL
CONTACT US

& FLORIBUNDA

TRULY UNIQUE FLOWERS FOR TRULY
MEMORABLE OCCASIONS

We stock the best and most unusual varieties of flowers for every
occasion, guaranteed to be delivered fresh and bursting with life.

Our experienced growers select only the longest-lasting, freshest
blooms that you won't find anywhere else in the tri-county area.

Same content as the previous example, but in the Aviator template with a fullscreen background image.

Others, such as Bedford or Marquee, use large full-width banner images, with text
or buttons floating on top. In cases like these, evocative photographs can look better
than simple textures, but you'll need to be careful to ensure your photograph isn't
too busy and doesn't compete with the page content.

M Some templates allow you to apply a translucent color overlay to
Q background or banner images. This can be a great way to subdue
a photograph and/or make creative use of an accent color.

Here are a couple of my favorite places to find photography suitable for backgrounds
or banners:

*  Unsplash (https://unsplash.com/grid): This contains hundreds of
beautiful photographs, free for you to use however you like

* Creative Market (https://creativemarket.com/): The items here are not
free, but most cost only a few dollars
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\
~ Creative Market is also a great place to find seamless textures or
patterns, too: use the Graphics menu to choose Patterns or Textures.

Follow these steps to add an image, pattern, or texture to the background or header:

1. In the Style Editor panel, locate the element you wish to change, such as Site
Background Image or Banner Image.

Elements that can have images show an icon that looks like
\ mountains on a gray background, as shown here:

Q Site Background Image .

2. Click on the element to open the image settings overlay, as shown in the
following screenshot:

Site Background Image .

Add a background image

Q gelttyimages

Position: top left w
Size: cover L
Repeat: repeat w

Fix position
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3. Drag the image you want to use onto the image uploader arrow or use the
Getty Images browser to locate a suitable stock image to purchase.

4. Once the image has loaded, you can adjust the following settings to ensure
the image or pattern displays the way you want:

° Position: This sets where the image should be positioned in relation
to the screen or header space.

°  Size: Choose auto for seamless tiles or certain photographs, cover if
you want the image to stretch to fill the space, or contain if you want
the image to be cropped to fit the space.

°  Repeat: Choose none for photographs or non-tiling textures, repeat
if you want the texture to tile across and down to fill the screen,
repeat-x if you only want the image to repeat horizontally, or
repeat-y if you only want the image to repeat vertically.

°  Fix position: If you want the background to remain static in one
position, while the rest of the page scrolls, check this box.

M After adding an image to the header or background, always check how it
Q looks on multiple screen sizes. You may need to adjust the position, size,
or other settings to ensure it looks good on every type of device.

Other ways to adjust header or banner images

You may not be able to find a space to upload your header or banner image in the Style
Editor, even though your template definitely allows for one. Some template designers
have chosen not to include this in the Style Editor, so you will have to set the image

on a page-by-page basis in the Pages menu, using Thumbnail Image under Page
Settings. Just bear in mind that there may be other settings in the Style Editor that
affect the appearance of this image, such as Banner Overlay or Banner Height.

In certain templates, you can set an overall default banner image in the Style Editor,
and then override this image with a different one on a page-by-page basis using
Thumbnail Image under Page Settings. In this case, whatever settings you have
applied to the default image, such as repeat or position, will apply to the images
that you set on other pages.
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Adjusting an element's size, position,
visibility, or other options

Once you've added your logo, set the text sizes, and possibly added a banner or
background image, you'll be able to tell if your pages feel crowded, empty, or
top/bottom-heavy. You can fix these problems by adjusting the width or height
of elements, the spacing between or padding around elements, or the location of
certain things on the page. You may also be able to turn on or off certain elements,
depending on the template you're using.

Follow these steps to adjust the width, height, padding, or spacing of an element:
1. With the Style Editor panel open, click on the element or the part of the page
you want to adjust in the preview screen.

2. Drag the slider, or click on the number and type the new value. The slider
and value is shown in the following screenshot:

SIZES & VALUES

Site Width 1080px
Page Content Width 100%

Canvas Padding 40px

Qg,? 20px

You may want to consider installing the Chrome extension/ Firefox
M add-on called Measurelt, or similar page ruler plugin. This will allow
Q you to measure the size of things on your website by dragging a box
around whatever you want to measure, and Measurelt will display
the exact pixel dimensions.
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Controlling element visibility and other
options

Some templates allow you to turn on or off certain elements, such as a sidebar or
page title, or to position elements in relation to others, such as aligning the logo to
the left or right of the page.

In most templates, you'll find these settings in the Style Editor, and some template
designers have made it even easier by grouping all of these elements together.

M In certain cases, you won't find your sidebar settings in the Style
Q Editor; instead, you'll find these controls in the Pages menu,
under Page Settings | Layout.

Adjusting Cover Page styles

The adjustments that we've discussed in the Style Editor panel will apply to all pages
on your website aside from Cover Pages. Cover Pages are special and their elements
must be set and adjusted independently. The types of controls and the methods for
adjusting them are the same as those described in the earlier part of this chapter;

the only difference is that the style settings for a Cover Page can be accessed in the
following two different ways:

* In the Pages menu, click on the name of the Cover Page to open the Cover
Page panel. You can now adjust the style elements using the Style button at
the bottom, or add a logo using the Branding & Text button.

* Navigate to the Cover Page and then open the Style Editor panel. This will
open the same set of controls as you would access through the Cover Page
panel's Style button. However, you will not be able to access the logo settings
for the Cover Page from here. You will need to use the previous method to
add/edit a Cover Page logo, using the Branding & Text button.

If you are using more than one Cover Page, you will need to set
= the style elements for each Cover Page individually.
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Summary

By now, your website should be looking pretty fantastic. If you're not happy
with it yet and are feeling the need for some design inspiration, you can visit
www.square-help.com/inspiration for ideas.

In this chapter, we've covered all of the ways you can adjust the aesthetics of

your website so that it matches your brand image and resonates with your target
audience. Hopefully, you've been able to adjust everything so that it looks exactly
the way you want it to look, but you may have found that your template doesn't
allow you to adjust everything to your liking or you've reached the limits of your
visual design skills. If this is the case, you may need to bring in some professional
help or try using some more advanced techniques yourself. We'll cover both of these
options in Chapter 11, Moving beyond Standard Squarespace Tools, but remember that

a website is an ever-evolving thing. It's not like a printed brochure, where you slave
away until it's absolutely perfect, then send it off to print, never to be adjusted again.
Websites are never really "finished", because a good website will always be refreshed
with new content or new features over time. Consider whether what you have now
is good enough to launch, to keep your project deadlines on target. It's usually better
to go live and promote your company with something that's 90 percent there, than to
delay for that extra 10 percent.

In the next chapter, we'll go through all of the steps you need to launch your site
successfully. Before you move on to this final stage, take a moment to pat yourself
on the back and reflect on all that you have achieved so far. It's also a good time to
tie up any loose ends or missing content that you might be waiting on from others.
Ensure that you, your colleagues, and your Squarespace site are ready for the final
stretch before the finish line.
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Going Live with Your Website
and Driving Traffic to It

By now, your website should be more or less finished, and ready to go live. It's OK if
you don't have absolutely everything in perfect order yet: you can disable some less
important pages if they're not quite ready, as long as your main pages are ready to
face the public. In this chapter, we'll configure your final site settings, run through all
of the pre-flight checks that need to take place before launch, and set up social media

accounts and sharing buttons that can help drive traffic to your site once it's live.

When all is looking tip-top, we'll finally configure the account and domain settings to

launch your shiny new website into the world.

We will cover:

Connecting to social media accounts
Enabling social sharing and Pinterest pinning
Adjusting the final pre-launch details
Testing, testing, and more testing

Setting up a custom domain name, including moving from an existing
website to your Squarespace site

Making your website live to the public
Making your site visible to search engines

Using your blog and social media to drive traffic to your site
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Connecting to social media accounts

Connecting your social media accounts to Squarespace will not only enable your site
to display social icons that link to your profile on those sites, but it can also allow
you to promote your Squarespace website content on those sites, too. When you go
live with your new website, it's likely that you will want to announce this in all of
your social media profiles, such as Facebook, Twitter, or LinkedIn. Moving forward,
you will probably want to do the same whenever you publish a new post or news
item in your Squarespace blog. Luckily, Squarespace can automatically publish to
certain social media accounts for you, so you don't have to do it manually. What's
more, if you have a brand/business or fan page on Facebook, you can even display
some of your Squarespace website's pages or galleries as tabs in your Facebook page.

Earlier in Chapter 6, Using Blocks to Add Functionality, Rich Media, and Special Features,
we looked at ways to automatically pull in content from external sites into content
blocks, such as Flickr photos or tweets from Twitter. In this chapter, we'll connect to
social accounts to push content out from Squarespace to social sites.

Pushing and pulling content is not the only way social media can work for you: you
can also use Share Buttons to allow site visitors to easily promote your content on
their social networks, increasing your site's visibility and reach.

The following are the different social networking sites you can connect to
Squarespace, and the different functions you can enable through this connection:

Site Social Share Push Pull In Other
Icon Button Content | Content
Facebook Yes Yes Yes Show page/Gallery on
Facebook page
Twitter Yes Yes Yes Yes
Google + Yes Yes
LinkedIn Yes Yes Yes
Pinterest Yes Yes Show Pin it icon on

images (only in Collection
pages with images)

Instagram Yes Yes
Tumblr Yes Yes Yes
YouTube Yes Manually add videos

using a Video Block
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Site Social | Share Push Pull In Other
Icon Button Content | Content

Vimeo Yes Manually add videos
using a Video Block

Foursquare Yes Yes

Flickr Yes Yes

500px Yes Yes

SmugMug Yes Import SmugMug
Galleries

Dribble Yes

StumbleUpon Yes

Reddit Yes

GitHub Yes

SoundCloud Yes Yes

Spotify Yes Embed a song player

iTunes Yes Connect to track, app,
e-book, or podcast on your
site

Google Play Yes Connect to track, app, and
more on your site

Dropbox Publish images uploaded
to Dropbox in a Gallery
page

Before we launch your site, we'll set up your social account connections and Share

Buttons, as you'll want to see how they look and work before you go live with your
website. Later in this chapter, we'll configure the more advanced social settings that
can help promote your website once it's live.
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Setting up Connected Accounts

For all accounts that have social icons, you will need to connect your social media
account to Squarespace in the Connected Accounts panel of Settings | Social, as
shown in the following screenshot:

€— SOCIAL

CONNECTED ACCOUNTS

Connecting to social services enables you to push
or pull data, and allow visitors to connect with you
via those services. Read more.

CONNECT ACCOUNT

M If you added a Twitter, Flickr, or other social content block

Q to any of your pages earlier, you will see those accounts have
already been connected.
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To connect a social media account, follow these steps:

1. Click on the Connect Account button. This will open the Add Account
overlay window, as shown in the following screenshot:

ADD ACCOUNT

f Ly a*

Facebook Twitter Google

© ¥ i

Dropbox Foursgquare Instagram

v

YouTube Vimeo Linkedin
© w 500
Pinterest SmugMug 500px
St D (:)
GitHub SoundCloud Spotify
Google Play

_t

Tumblr

o]e]

Flickr

&

Dribbble

™M

Email

3

iTunes Store
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2. (Click on the icon that corresponds to the account you wish to add. A pop-up
window will open, asking you to enter your login credentials for that website.
The following screenshot shows the Twitter authorization screen:

, Sign up for Twitter »

Authorize Squarespace 6 to use your
account? ({//b

Squarespace 6

Username or email By Squarespace

www.squarespace.com
Password

Squarespace is a
next-generation publishing
system for websites and

This application will be able to:

] Remember me - Forgot password?

+ Read Tweets from your timeline.

+ See who you follow, and follow new people.
+ Update your profile.

+ Post Tweets for you.

If you can't see the pop-up window, ensure you have turned off any
M pop-up blockers used by your browser. If you are currently logged
Q into the social media site and you have previously authorized it,

Squarespace may bypass the pop-up window and automatically
enable the connection.

3. Enter your username and password for the account. Depending on the
specific site you are connecting to, you may need to enter additional details
or authorize additional access on another screen.
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4. Once the connection between the social site and Squarespace has gone
through successfully, the popup will close, and you will see the connection
listed on the Connected Accounts page, as shown in the following screenshot:

€— SOCIAL

CONNECTED ACCOUNTS

Connecting to social services enables you to push
or pull data, and allow visitors to connect with you

via those services. Read more.

CONNECT ACCOUNT

0 mikosoft

@ Pinterest

Although it's not a social medjia site, you can also connect to Dropbox
using these same steps. Connecting to Dropbox allows you add images
to certain folders in your Dropbox and publish them to Gallery pages.
Find out more about this feature at http: //help.squarespace.
com/guides/connecting-dropbox-with-squarespace.

You can also use these steps to add an email icon that will allow
visitors to send an email using their email software. As mentioned in
Chapter 4, Creating Your Site Framework: Pages, Items, Collections, and
Navigation, be wary of using this unless you are prepared to deal
with spam.
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Displaying social icons

As discussed earlier in this book, most templates will display social icons for all
Connected Accounts, usually in the footer or header of your site, as shown in the
following screenshot:

P e f W

If you have not yet seen how your template handles social icons, take a moment now
to look in the preview screen for the icons for the social sites you connected just now.
You may also want to go into the Style Editor to adjust the appearance of your social
icons, if necessary.

Using a Social Links block

If your template does not include social icons as part of the template itself, or if you
would like to display them somewhere other than where they show on your template,
you can also add social icons using a Social Links Block. You can add a Social Links
block anywhere that a Block can go, but most people choose to add it to the footer or
sidebar. The Social Links Block has configuration options that control the appearance
of the icons, as shown in the following screenshot:

EDIT SOCIAL LINKS

The social links block contains accounts
that are both connected and marked as
visible from the Connected Accounts area

of your website manager.

Alignment

Center

n
N
1]
<

Style

I

Regular

CAMCEL REMOVE SAVE
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The Social Links icon configuration options are:

* Style: Choose round, square, or icon only (without a shape around it).
* Size: Choose small, medium, or large.
e Alignment: Choose aligned left, right, or centered in the space.

¢ Color: Choose black, white, or standard. Standard uses the brand colors of
the social sites, resulting in colorful icons. The following screenshot shows
standard colored icons in a sidebar:

Q

About the author:

Miko Coffey is a freelance web consultant with
over 17 years' professional experience with
websites and online marketing.

Connect with me:

0560000

Showing or hiding individual social icons

Some templates allow you to turn off the systematic social icons entirely using an
option in Style Editor, but there may be instances when you want to connect to a
particular social account, but not display its icon. You can enable or disable social
icons individually in the Connected Accounts panel of Settings | Social.
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Follow these steps to show or hide the icon for a Connected Account:
1. In Connected Accounts, click on the name of the account you wish to
change. This will open the Settings overlay for that account's connection.

2. Check/uncheck the box next to Show Social Icon to turn on/off the
icon's display.

GOOGLE SETTINGS

% Show Social Icon
Allow visitors to connect with you through an icon

for this service on the front of your site.

Profile URL
https://plus.google.com/+MikoCoffey

Enter the URL to your profile.

CANCEL DISCOMMECT SAVE

1
< Your screen may show additional items depending on
which social account you are adjusting.

3. Click on Save.

Enabling social sharing on your website

Word of mouth is a good way to attract new potential customers, so if you'd like
to allow your website visitors to easily promote your website to their friends, you
should turn on the Squarespace Share Buttons. The Share Button appears at the
bottom of each blog post, as indicated in the following screenshot:
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Sample blog post

June 23, 2014

The blog post has the Like Button and Share Button at the bottom of the
screen. You can click the Share button to open the Share overlay, which
allows you to post a link to this blog post in your favorite social media sites.

4 Miko Coffey ® Comment ° 2 Likes G Share
A Demo, Popular Category

% Example

Clicking on the condensed button or link will open an overlay with links to popular
social networks, as shown in the following screenshot:

Sample blog post
June 23, 2014
The blog post has the Like Button and Share Button at the bottom of the

screen. You can click the Share button to open the Share overlay, which
allows you to post a link to this blog post in your favorite social media sites.

& Miko Coffey ° 1Like G Share
A Dema, Popular Category
% Example W Tweet |0
- BN
g+ 1}
m Share
Pinit
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If you'd like to encourage Pinterest users to pin images from your site, you can also
enable a Pinterest Pin-It Button that will appear as a small icon whenever someone
hovers over an image on your blog or web pages.

\ Social sharing is great for search engine optimization, so you
~ should definitely make it as easy as possible for people to link to
Q your website through their social accounts. The more links you
have pointing to your site, the better.

You can enable the social network Share Buttons and/or the Pinterest Pin-It Button
in the Share Buttons panel of Settings | Social. Simply check/uncheck the box next
to each social network name to turn on/ off the button for that website, as shown in
the following screenshot:

€— SOCIAL

SHARE BUTTONS

Some Squarespace templates include share buttons
that let users share your content with their friends
{on your blog posts, for instance). Turn on the
services you wish to enable sharing links for. Click
here for more help regarding sharing buttons.

Facebook
Twitter

Google

Linkedin
StumbleUpon
Reddit
Pinterest

Tumbir
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Below the set of checkboxes, you will see that the Pinterest Pin-It Button is set to
Disabled by default, but you can choose Enabled for Blogs or Enabled for Blogs and
Pages. Once you enable it, the panel will open a preview example image, and show the
additional button options you can configure, as shown in the following screenshot:

PINTEREST PIN-IT BUTTON
Display options related to displaying a "Pin-It" Pinterest

overlay on your website.

Enabled for Blogs

Rectangle

0 w w
= g N
=] o o
2 ]
£ {

White W

Example:
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Adjusting the final details in your site
settings

In this part of the chapter, we will go through a few final adjustments to your
site's settings that you may want to perform before you test your website for
launch. We'll only cover the most commonly used settings, so if you have
specialized needs, you may want to refer to http://help.squarespace.com/
guides/?category=Settings for further information on all settings.

Adding a Browser Icon (Favicon)

You can add a custom icon that will display in the browser window next to the page
name, or in the Bookmarks area if someone marks one of your pages as a favorite.
This is called a Browser Icon or Favicon, and you can upload an image to use for
your Squarespace site in the Logo & Title panel, accessed through the Design menu.
An example of a custom browser icon is shown in the following screenshot:

(8] .
e (3] Using My Head | Helping | =

C' [ www.usingmyhead.com

Your icon image file should be square format, and the icon should be
on a transparent background, unless you want a colored square to

~ show around it. If you need to create or convert an image to an icon,
Q try http://converticon.com/.

Squarespace displays its own icon when you are logged in, so you will
need to log out in order to see your custom icon.

Using Google Analytics with your
Squarespace site

Squarespace includes basic website analysis tools built into the system, so you don't
need to use any external measurement tools if you only need standard reporting.
However, if you prefer to use a more advanced tool, you can add your Google
Analytics Account Number to track your site using Google Analytics. You'll find
this setting in Settings | Advanced | External Services.

1
~ We will cover how to use Squarespace analytics in the
next chapter.
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Adjusting SEO settings: description, title, and
URL formats

In the Settings | SEO panel, Squarespace allows you to specify the default
description that appears in search engine results below your website's URL, as well
as adjusting the format of your page titles in the browser window, and the way your
item and collection URLs are constructed. When you open the SEO panel, the first
thing you should do is set the Search Engine Description: use up to 155 characters of
enticing, descriptive text.

Next, you'll notice that there are default settings pre-loaded in the various Title
Format boxes, and you'll also see a ? icon on the far right of each field. Hovering over
this icon will bring up the variable formatting help menu, showing special codes
(variables) that you can use to insert certain text, such as the collection or item title,
into the field. This is illustrated in the following screenshot:

SEO

SEARCH ENGINE DESCRIPTION
In ene or two short sentences, describe your website,
This description is used in the search results of search

engines like Google. Read more about how to increase

your site's visibility in search engines?

Get help with Squarespace and see demos of all

HOMEPAGE TITLE FORMAT
This is how the title of your pages appear both in the

browsers tabs, as well as in search engine result lists.

e e @

FORMATTING
COLLECTION TITLE FORMAT

Collections are the top level of things like a bleg, a

This field accepts variables. Type one of the

codes below to activate a variable:
gallery, an album, and events collection and so on and

L %s — The title of your website.

%c — The collection title for your homepage.

COLLECTION TITLE m 2

ITEM TITLE FORMAT
Iterns are the individual things in a collection such as a

bloeg post, or an individual event.

CE - CATD :
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These variables are like shortcodes (or shortcuts) that the Squarespace system uses
to pull in data and display it in certain places. For example, instead of having to type
out the full name of your site, typing %s will insert the Site Name. You'll learn about
other variables later in this chapter.

Consider adjusting Homepage Title Format to include some enticing
1 words, as this will be shown as the link to your website on search

< engine results pages. Here are some examples:
* Standard format (Site Name only): Using My Head

*  Better format: Using My Head - London Squarespace design and
support

Configuring blog settings

If you have a Blog page in your site, you may want to adjust some of the settings
found in the Settings | Blogging panel. Here, you can set the Post URL Format,
enable Simple Liking, and set how your site will handle comments. Simple Liking is
similar to the Facebook like feature: it's a quick and simple way for visitors to indicate
the value of a post, without having to login or post a full comment.

The Like button usually appears near the Share button on a blog post, and displays a
heart icon. The following is an example of the Like button:

3

By default, Squarespace allows comments on all blog posts, so if you don't

want people to be able to comment on your posts, you can disable comments in
Comments Settings, where you can also adjust a range of settings that control how
comments appear, whether they will be moderated, and whether others can flag
inappropriate comments. Each of these settings is accompanied by explanatory
text, and each person's needs will be different, so we won't go into the detail of
each setting here. However, I do recommend that you consider selecting Require
Approval to avoid comment spam.

1
~ We will cover how to manage and respond to comments
in the next chapter.
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Testing your site before launch

Before you make your website visible to the public, it's important to thoroughly

test that everything is looking and working as it should. This includes not only the
things you can see on your pages, but also the settings and functions that may not be
immediately visible. To help ensure you don't miss anything, this part of the chapter
can be used as a checklist of items to review and test before you go live.

Verify that your site works at all sizes

Check the display of every page on multiple screen sizes and device types. If you

are using multiple column layout, or a sidebar, make sure that the page still makes
sense on smaller screens where the columns may shift to a stacked view with vertical
scrolling. Pay special attention to other layouts that may adjust on smaller screens,
such as Gallery grids, too.

M Remember to test any pages that are enabled but in your
Q Not Linked section (if you have them), not just the pages
in your main navigation.

Fine-tune your site and page elements with
SEO in mind

Remember that Page Titles, Page Descriptions, URLs, and headings (H1, H2, H3) are
used by search engines, and will be displayed in the search results pages. Make sure
that every page is using these elements correctly, and that none of the hidden settings
such as Page Description is left empty.

Thoroughly test all of your site functions

If you are using forms or comments, submit a few test entries. If you are using
Squarespace Commerce, make sure you have tested all elements of your store:
making purchases (including multi-product orders), managing orders, using different
shipping options, sending customer emails, giving refunds, cancelling orders, and
ensuring that every product variant is listed correctly. You should also test any
embedded functions, such as a newsletter sign-up form from an external website.
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Ensure your media files look the way they
should

If you are using photo galleries with a lightbox overlay or caption on hover,
click/hover on every image to make sure the overlay is displaying correctly.
If you have any videos or audio files embedded, play them all the way through
to look out for glitches.

Look out for broken links

Click on all of the links on your website: in your navigation, within the text, social
icons, and any other links to pages, websites, or downloadable files. If you are
linking to external websites, make sure you are doing so in a consistent manner:
either always open these types of links in a new window or never open them in a
new window.

Double-check your tags and categories

If you are using tags and/or categories on your container pages, open every item in
the container and double-check that the correct tags/categories have been assigned.

Verify that your social blocks are automatically
pulling in fresh content

Whenever you add a Twitter, 500px, Flickr, Foursquare, or Instagram content block

to your site, the system normally defaults to the correct setting to ensure that all the
content being pulled in from the external site is automatically refreshed whenever you
add new content there. However, if you notice that your social block is not displaying
your latest tweets, check-ins, or photos, there are a couple of things you can do.
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First, open the account settings in Settings | Social | Connected Accounts, and ensure

that the Download Data box is checked, as shown in the following screenshot:

FLICKR SETTINGS

o Show Social lcon
Allow wvisitors to

connect with you

this service on the

front of your site.

Profile URL

through an icon for

Enter the URL to your profile.

CANCEL DISCONNECT

o Download Data
When new items are
posted to this
account, downleoad
them to Squarespace
for publishing on your

site.

https://www.flickr.com/people/miko-la/

RESET DATA SAVE

The Download Data option ensures that your Squarespace block is synchronized
with the social site. If you are still having problems, try using the Reset Data button

at the bottom of the settings overlay.

Making your website live to the public

You're finally ready to flip the switch to make your website live to the public.

The process for doing this depends on whether you have an existing website that
you need to turn off, or whether your Squarespace site is your first/only website
for your company. We'll cover both of these now.

. We're assuming you have already set up billing on your account.
% If you have not yet done so, and are still on a trial account, refer
= back to the Setting up your subscription plan and billing section in

Chapter 2, Getting Started with Squarespace.
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Removing the site-wide password protection

The first step to going live is the same, regardless of your situation: you need to
remove the password protection that we set up in Chapter 2, Getting Started with
Squarespace, to make your site visible on its Squarespace URL. To do this, go to
Settings | Security and simply delete the password (shown by a series of dots),
and click on Save.

M You may want to log out and/or try visiting the site in a
Q different browser to ensure that the password protection
has been removed.

That's it: technically, you have just published your website. However, it's unlikely
that you'll want to use the Squarespace URL (http://your-company.squarespace.
com) as the web address for your site, so the next step is to enable your custom
domain name.

Setting up a custom domain

There are three ways to use a custom domain with your Squarespace site:
* Register a new domain through Squarespace (free if you pay your
subscription annually)

* Link up your Squarespace site with an existing domain that you
purchased elsewhere

* Transfer your existing Squarespace 5 domain name
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You can set up any of these options in the Domains panel of the Settings menu,
as shown in the following screenshot:

€— SETTINGS

DOMAINS

Custom domain settings provide a way for you to completely hide
the squarespace.com domain from your site visitors. For example,
instead of having your site appear at
http://usingmyhead.squarespace.com/, you could point your own
domain to Sguarespace, and have your visitors go directly to

http:///www.mysite.com,.

TRAMNSFER A SQUARESPACE 5 DOMAIN
GET A FREE DOMAIN

LIMK AM EXISTING DOMAIN

usingmyhead.squarespace.com (Built In)

Registering a new domain through Squarespace

If you have set up your billing to pay annually, you will see a Get a Free Domain
button. You can register one free domain per account.

Even if you already have another domain name that you want to use for your
website, you may want to use this free domain name to purchase another variant.
For example, if you own yourcompany . co . uk, you could use your free Squarespace
domain to get yourcompany . com, too.
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M This is particularly useful if you already own a country-specific
Q domain such as . co. uk because it's common for people to try
. com if they don't know your web address.

Follow the given steps to register your free domain name:

1.

[

Click on the Get a Free Domain button. This will open the Register
Domain overlay.

Enter the domain name you wish to register, and choose the extension using
the drop-down menu. You can choose .com, .org, .net, .biz, .info, or
.mobi format. If the domain you choose is not available, try again with a
different wording or extension.

Click on the Add button. This will open a confirmation message.

Click on the Register button. This will close the overlay and you will see the
domain name in the Domains screen.

a1

~ It can take up to 72 hours for new domains to start working. You'll
notice an alert message next to your domain if it's not working yet.

Using an existing domain name

If you already own a domain name that you would like to point to your Squarespace
site, you can do this through domain mapping, but you'll need access to the domain
management tools offered by your domain provider, and it can be a little technical.

If you use this domain for other services, such as email, you may want
to consult technical support from your domain provider unless you are
% confident adjusting DNS settings.
~ If you are using this domain with an existing website, ensure you have

read and performed the steps in the following Moving from an existing
website to Squarespace section before you map the domain.

To make the process easier, Squarespace have created a detailed step-by-step guide
to help you map your domain to your Squarespace site. They have even created
videos and instructions with screenshot walkthroughs for some of the most popular
domain providers, such as GoDaddy, Bluehost, and 1&1. You can find all of this on
the Squarespace Help site at http://help.squarespace.com/guides/mapping-a-
domain-general-instructions.
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It can take up to 72 hours for the domain mapping to go through.
\ If you have purchased web hosting through your domain supplier
Ny to host your old/existing website, once you transfer your domain to
Q Squarespace, you'll no longer need the hosting. You can then cancel
the web hosting to get rid of your old website, and just continue
paying for the domain name each year.

Moving from an existing website to Squarespace

This is very important, so please read the following section carefully. If you are using
this domain name with another website hosted elsewhere, changing the mapping
will turn off the existing site. Unless you have copied your old site's structure exactly
when creating your new Squarespace site by using all of the exact same page URLs,
people may see a 404 - Page Not Found error when trying to access URLs from your
old site. Furthermore, if you had a good search engine ranking for certain pages on
your old site, you could lose this ranking when you move to the new site unless you
take action before the move.

You can avoid these problems by implementing URL mappings in Squarespace.
URL mappings are like Change of Address instructions that the post office uses
whenever you move to a different house. The type of URL mapping you should
use is called a 301 redirect, which is a permanent change of address.

Before you change your domain mapping to point to your Squarespace site, you
should go through your existing site and write down the relative URLSs for all of the
existing pages. A relative URL is the part of the URL without the domain name on
the front, for example /mypage/ is the relative URL for www.mysite.com/mypage/.

For each page, you should identify the new page on your website where you want
the 301 redirect code to point, and write the relative URLs for the new pages next
to the old pages. A spreadsheet might come in handy for this.

1
5 If the two relative URLs are exactly the same, you don't
need to worry about creating a 301 redirect for that page.

The final step is to set up the mappings in the URL Mappings panel of Advanced
panel under Settings. In the code box on this screen, you should type your URL
mappings, one per line, using the following code format:

/original-page/ -> /new-page/ 301
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NG If you need help, there is a link to the Squarespace
help page preceding the code box.

Once you click on Save, this will ensure that all traffic to the old page, including
search engines, will find the new page successfully.

Transferring a Squarespace 5 domain

If you have a domain name that is already managed by Squarespace through an
existing Squarespace 5 account, you can transfer it to your new Squarespace 7 account.
Once you transfer the domain, you can cancel your Squarespace 5 account to close
down your old Squarespace website.

To transfer your domain from your Squarespace 5 site to your Squarespace 7 site
follow these steps:

1. Click on the Transfer a Squarespace 5 Domain button. This will open the
domain overlay window.

Enter the domain name you wish to transfer.
Enter the login details for your Squarespace 5 account.

Click on the Transfer Domain button. This will close the overlay and you
will see the domain name in the Domains screen.

Using custom email addresses with your custom
domain

Squarespace has partnered with Google Apps to allow you to create and use email
addresses that match your custom domain name. Google Apps costs $5 per month
per email address, and your subscription gives you access to other Google Apps
features such as Google Calendar and Google Drive. Squarespace has an extensive
help guide on setting up and using Google Apps with your custom domain at
http://help.squarespace.com/guides/google-apps-and-squarespace.

You can also find out more about the Google Apps features at https://www.
google.com/work/apps/business/.

M Make sure you have disabled the site-wide password before you
Q sign up with Google Apps, or else the Google domain verification
process becomes quite complicated.
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Managing your domain and URLs

Whenever you map, register, or transfer a custom domain to your Squarespace 7
site, the system will automatically make that domain your primary domain. You can
map as many domains as you want to your Squarespace site, but all other custom
domains will automatically redirect to your primary domain. The primary domain
will be the web address that shows in the browser bar. You can change which
domain is your primary domain in the Settings | Domains panel, by the clicking on
the Make Primary button under the domain name.

Your Squarespace URL will always be active, even if you use a custom domain.
For this reason, it's important to be careful when copying/ pasting URLs from
your Squarespace site, especially while logged in.

N If sending links in an email or pasting them elsewhere, make
sure you are viewing/copying while on the primary domain.

If you are creating links to other pages within a Squarespace page, it's always best to
use the built-in content finder in the link tool in the text editor toolbar, rather than
pasting URLs. The following screenshot shows the link tool content finder:

Sample page

| want to make this text

Content

PAGE

Gallery Block @
Calendars and Listings
Menu

Read Me

Shipping
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When you click on Content and browse to find to the page you want, the link tool
uses relative URLs to ensure that your links will not be affected by changes to the
primary domain. Notice that the relative URL is shown in the following screenshot:

Sample page

| want to make this text Into a link

J/blog REMOVE  EDIT

The link tool has used the relative URL /blog, rather than the full URL www.mysite.com/blog

Sometimes, you won't be able to use the link tool's content finder — for
example, if linking to a specific blog post or product page. If this is the
case, you'll need to paste the URL into the External field, even though
you're linking to an internal page. Be sure to use the relative URL only,
rather than copying/pasting the entire URL into the link box. An
example is shown as follows:

Sample page

% | want to make this text intc

External

/blog/2015/1/04/blog-post-title &

Open in New Window

Driving traffic to your website

Now that your website is live, you'll need to take action to ensure that the site is
visible to search engines. If you use Facebook, Twitter, or other social media, you
can also use these sites to drive traffic to your Squarespace website, as mentioned
earlier when setting up your Connected Accounts.
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Making your website visible to Google and
other search engines

Google, Bing, Yahoo, or any other search engine will not be able to magically sense
that you have a new website. If you are using a brand new domain, you will need to
tell these search engines that your new site exists.

o If you are using an existing domain that is already visible to search
N engines, bear in mind it can take a little while for the search engines
Q to index the new content on your new site, so you may see some
results for your old pages for a while after launching the new site.

The absolute best way to make your site visible to all search engines is to get an
existing website to link to yours. This will alert all search engines that there's a new
website out there, and if the site linking to you is also in your industry, then you'll
get a little extra boost in the rankings, too.

Another easy way to show search engines that your website exists is by linking to

it through Twitter or other social media website. We won't be able to cover all of

the ins and outs of how search engines work; that's a whole other book entirely.
However, as a rule, the more links from relevant and/or popular websites you can
get, the better (within reason— there are penalties for spamming search engines!).
Include a link in your email signature, on your social media profile pages, in a status
update, whenever you write a review or comment on another website — these are
just a few simple ways to build links to your site.

Lastly, you can also submit your website to the major search engines directly. There
is no guarantee that this will speed up the process of having your site indexed, but it
certainly can't hurt. Here's where you can submit your website (you may be required
to create an account first):

. Google: https://www.google.com/webmasters/tools/submit-url

* Bing: http://www.bing.com/toolbox/submit-site-url

* Yahoo: http://search.yahoo.com/info/submit.html
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Using social media to drive traffic to your site

Squarespace has several built-in tools that can make promoting your website
through social media really easy. To use these tools, make sure you have connected
your accounts, as described earlier in this chapter.

Automatically promoting news or blog posts

If you have a blog on your Squarespace site, now is the perfect time to write a new
post announcing your new website, and to use Squarespace's automatic push option
to post a link to this announcement on your social media profiles.

You can enable the push option if you want to automatically promote posts from
your Squarespace blog on your Facebook, Twitter, LinkedIn, and/or Tumblr
accounts. The push option allows you to decide, on a post-by-post basis, on an
account-by-account basis, whether to publish a link to that post on Facebook,
LinkedIn, or Twitter, or to publish the entire post onto Tumblr. You can also set

the default posting format, which determines the structure of what is posted on
your social site. You'll always want to include the URL link, but you can also set up
default text that should accompany the link — for example, "Check out my latest blog
post" — as well as include the post title and/or author as part of the tweet/Facebook
status update.

It's a good idea to set something very general for your default text,
X if anything. You will be able to override the default and use more

‘Q specific words when posting each blog post.

You don't need to set a default posting format for Tumblr, because
Squarespace will automatically publish the entire post as a new post
in your Tumblog.

Enabling the push option

You can enable the push option and set the default posting format in the Connected
Accounts panel of Social panel under Settings. Follow the given steps to enable the
push option for Facebook, Twitter, LinkedIn, or Tumblr:

1. In Connected Accounts, click on the account name to open the settings overlay.
An example of the LinkedIn overlay is shown in the following screenshot:
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LINKEDIN SETTINGS

o Show Social lcon
Allow wisitors to connect with you through an icon

for this service on the front of your site.

o Show Push Option
When pesting on Squarespace, show this account

as a cross-publishing option.

Default Posting Format

TITLE URL ?

When posting to this service from Squarespace, this will

be the default message format used.

Profile URL
http:/ www.linkedin.com/in/mikocoffey

Enter the URL to your profile.

CANCEL DISCONNECT SAVE

Check the Show Push Option box.

If desired/applicable, set the Default Posting Format. You can hover over
the ? icon for information on the variable codes to use to display the author,
title, or URL.

If pushing to Facebook, you can also adjust the following settings:

©  Push Target: If you have multiple Facebook pages, select the page
you want to push to

° Impersonate Page: Check this box to post to the timeline as the page
itself (recommended)

Click on Save.
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Pushing a blog post to a social site

Once you have enabled the push option, you will be able to choose whether to push
each blog post to each of the social sites you have set up for pushing.

Follow these steps to push a post to a social site:

1. After writing or editing a post in the Edit Post overlay, click on the Social
link at the top right to open the Social screen. The Social screen is shown in
the following screenshot:

EDIT POST Content Options Location Social

SOCIAL

Select the accounts below you would like to update when you post this item.

@ Miko Coffey ——

[in] Linkedin

@B Using My Head
_ 2 Y o@D E 2

7 Twitter

mikocoffey (Miko's... q\ Content will be pushed to
|

Tumblr in its entirety. No post
t Tumblr 4 format is needed.

2. Use the toggle to turn on the account(s) you'd like to promote this post on.

3. If desired/applicable, you can adjust the wording/format of the post from the
default. You can use variables for the author, title, and/or URL, if you wish.
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4. Click on Save (if editing an old post or draft) or Save and Publish
(if publishing a new post). This will publish the post immediately to your
selected social site(s). The following screenshot shows an example of
how the pushed post appears on Twitter:

Using My Head

Check this out: Why | think Squarespace
rocks square-help.com/blog/2014/9/11...

Only use this method once your website is live. If you are still

preparing your website for launch, you can either schedule your
= post(s) to automatically publish and push on a future date, or save

it as a draft and publish/push it manually later.

Displaying a Squarespace page or Gallery in your
Facebook page

If you are on the Professional or Business subscription plan, you can display a
page and/or Gallery from your Squarespace website as a tab in your Facebook
brand/business or fan page.

up for one at https://www. facebook.com/about /pages? rdr.

[ ‘“Q If you don't yet have a Facebook page for your business, you can sign ]
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You can set up Facebook page promotion in the Facebook Page panel of Settings |
Social as shown in the following screenshot:

FACEBOOK PAGE

Squarespace allows you to specify a gallery and
page on your site to embed within one of your
Facebook Brand Pages. Select a page and gallery
you wish to connect below. After connecting,
Squarespace will ask you which of your pages
within Facebook you wish to install these pages on.

Click here for more help regarding Facebook Pages.

If you have not yet setup a Facebook page for your

brand, you can do so here.

LINKED FACEBOOK PAGE
Select which Facebook Brand Page to link with

Sguarespace.
Using My Head v

SQUARESPACE GALLERY TAB
Press the button to the right to add the Gallery tab to

your Facebook Page.

INSTALL TAB

S5QUARESFACE PAGE TAB
Press the button to the right to add the Page tab to your

Facebook Page.

INSTALL TAB
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Follow these steps to display a page or Gallery on your Facebook page:

1.

Under Linked Facebook Page, select the Facebook page where you want to
install your tab.

If you want to install a Gallery as a tab on your Facebook page, click on the
Install Tab button under Squarespace Gallery Tab (or click on the button
under Squarespace Page Tab to install a page). This will open two new fields
on the screen, as shown in the following screenshot:

SQUARESFACE GALLERY TAB
You have installed a Gallery tab on your Facebook Page.
Select the Gallery on Squarespace you'd like to link to

this tab below and give it a name.

Film Moir Gallery w

Squarespace Gallery

UNINSTALL TAB

°  Use the drop-down menu to choose which Gallery/page you want
to display

°  Type the words you want to appear as the Facebook tab name in the
text box
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3. Once you click on Save, your tab will be visible on your Facebook page, as
shown in the following example:

Email or Phone Password

facebook

Create Page

Using My Head

Web design - Email Marketing - Marketing consultant

Timeline About Contact Squarespace Page More «

Read tips, view demos and get
advice on building your business

website with Squarespace.

See Examples

—

See how some of the features of Squarespace look and function on a real
website, along with explanations.

View demos »

Homepage from www.square-help.com as a Facebook tab
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On your Facebook page, if you can't see your tab or you want to
M change the order of your tabs, click on the More drop-down menu
Q at the end of the row of tabs.

The styling of your page/Gallery may look slightly different on
Facebook than it does on your Squarespace website.

Summary

Congratulations! You have successfully launched your new website, and you've
taken the first steps toward marketing your website and bringing customers to it. In
the next chapter, you'll learn how to use Squarespace tools for managing your site
from this point onward. There are some useful tools that may come in handy during
the early days of your new website (as well as later on), so you may want to dive
straight into the next chapter as soon as possible, to take advantage of these now.

However, now is also the perfect time to get moving on promoting your website
through as many channels as possible. If you have colleagues who can help with
marketing or PR, make sure you are working closely with them to publicize your
new site's launch. Then, move into the next chapter to find out how you can monitor
the success of your promotional activities.
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Managing Your Squarespace

Website

You've successfully launched your new website, but there's no time to sit back and
rest on your laurels. If you have a blog and are allowing comments, you'll need to
learn how to manage them. You're probably curious to know whether people are
visiting your site, and if so, what they're doing while there. You may also want to
give access to other members of your company, so they can help you manage your
site moving forward. We'll cover all of this in this chapter, as well as introduce

the Squarespace mobile apps that can help you and your colleagues manage and
monitor your website on the go. Plus, you'll also learn how you can use floating bars
to improve access for your mobile customers or to highlight important information.

We will cover the following topics:

Using Squarespace Analytics to monitor site activity

Managing comments on your blog

Adding contributors to help you manage, publish, or monitor your website
Highlighting important messages, such as EU Cookie Law notification
Making it easier for mobile site visitors to reach you

Using Squarespace mobile apps
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Monitoring visitors and activity on your
website

There's no point in building a website if it's not being visited and, more importantly,
delivering the right information and functionality to your visitors. Monitoring the
activity on your website can help you understand why and how people are finding
and using your site, and also help you make informed decisions about changes that
you might want to make in future.

You can carry out basic monitoring and analysis using Squarespace Metrics, which
is Squarespace's own built-in statistical reporting tool. You can find out things like:

The number of visitors your site receives, on an hourly, daily, weekly, or
monthly basis

The number of pages viewed, and the relative popularity of each page
The words that people typed into search engines to find your website

Which websites are linking to yours, and how much traffic those links generate

You can access Squarespace Metrics in the Metrics panel, accessible from the
Home menu.

.“Q sophisticated reporting, you will need to use a third-party tool such

Some businesses find that the statistics reported by Squarespace
Metrics are not detailed enough for their needs. If you require more

as Google Analytics (see http://www.google.com/analytics).
You can easily add Google Analytics tracking to your Squarespace site
by pasting your Google Analytics Account Number into the External
Services panel that you can access from Settings | Advanced.

Understanding your website traffic

When you enter the Metrics area, the first set of statistics that loads into the
viewing and editing screen is the Traffic Overview screen. The top part of the
Overview panel is a graph showing three metrics charted over time, as shown
in the following screenshot:
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€— METRICS

OVERVIEW HOURLY DAILY WEEKLY MONTHLY

_.-._._-—h‘_‘-h\“‘-
%

2,955 36 1,354 @’ 1,149 55

Page Views Visits Audience Size

The lines in the graph show the following metrics:

* The darkest lower line shows the number of unique visitors, called your
Audience Size

* The mid-gray middle line shows Visits

Audience Size refers to the number of people visiting your site.
M Usually, one person equates to one visit, but sometimes a person
Q will visit more than once during that time, or a visit will start
during one time period and end in the next. This explains why
Visits may be a different number than Audience Size.

* The palest top line shows the number of Page Views, which is the number of
pages that were viewed by your visitors during that time period
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Above the graph, there are four options you can use to change the time period
shown in the graph:

*  Hourly: Shows the last 24 hours

* Daily: Shows the last 30 days

*  Weekly: Shows the last 13 weeks

* Monthly: Shows the last 12 months

Monitoring the peaks and troughs of your site over time can help you
determine when is the best time of the day or week to make changes
(when the traffic is the lowest), or to see the effects of any marketing
campaigns (hopefully reflected by traffic peaks).

The graph is followed by a table that shows Page Views, Visits, and Audience Size
broken down numerically for the period of time you are observing, as shown in the
following screenshot:

Page Views Visits Audience Size
Jan 1 53 8 18
Jan 04 75 32 30
Dec 28 38 21 21
Dec 21 18 13 13
Dec 14 38 20 18
Dec 07 55 20 19
Nov 30 37 22 20
Nov 23 43 25 23

If you'd like to see a breakdown of the visitor numbers by mobile device versus
desktop computer, you can find this information in the Mobile Usage panel in
the Metrics menu.
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Finding out where your visitors came from

One of the most valuable reports can be found in the Referrers panel of the Metrics
menu. This report shows you the websites that your visitors used in order to find your
site, so you can see how much traffic is being generated through search engines or
links on external websites. The Referrers panel is shown in the following screenshot:

€— METRICS

REFERRERS 1 DAY 2 DAYS 3 DAYS WEEK MONTH

@ 48.49% ® 152%
google.co.uk essentialsurrey.co.uk
@ 36.37% 1.52%
Direct search.acl.co.uk

@ 455% 152%
pinterest.com google.com
@ 227% 0.75%
bing.com google.fr
138 ® 227% 0.75%
Total Page Views google.com.au search.crange.co.uk

Count Referrer

48 Direct

64 google.co.uk
6 pinterest.com
3 bing.com

3 google.com.au
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The top part of the screen shows a pie chart with the top 10 referring sites,

and several options to allow you to change the period of time being reported

on (1-3 days, 1 week, and 1 month). Below the pie chart, you'll find a breakdown

of all referring sites, not just the top 10. The small dots on the right of the referring
site address tell you how many pages on that website are driving traffic to your site.
Clicking on the address of the referring site will reveal the URLs of the pages that are
linking to your site. An example is shown in the following screenshot:

64 google.co.uk

6 pinterest.com &

K1 « http://pinterest.com

1 = http://pinterest.com/pin/48484133458897612/

1 = http://pinterest.com/pin/81698180713198394/

1 « http://pinterest.com/pin/A417CQAQAAIGKIUSEGgAAAAS
3 bing.com

You can click on these URLSs to visit the pages that are linking to you.
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Learning how visitors search for you

Another useful report is the Search Queries report, as shown in the following
screenshot:

€— METRICS
SEARCH ENGINE QUERIES 1 DAY 2 DAYS 3 DAYS WEEK MONTH
@ 85.41% @ 112%
(not provided) upholstery coures surrey
@ +49% 112%
studio 22 godalming upholstery classes guildford
@ 185% 112%
sarah louise dix studio 22, godalming upholstery
courses
@ 112%
upheolstery courses berkshire 1.12%
surrey reupholstery classes surrey
Total Page Views . 112% 1.12%
uphelstery courses guildford sarahlouisedix location
Count Search Guery
76 (not provided)
4 studio 22 godalming
2 sarah louise dix
1 upholstery courses berkshire surrey
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The screen for Search Engine Queries looks very similar to the Referrers report,
except it shows the keywords that were typed into the search engines, instead of the
referring sites. This shows you the exact words and phrases that visitors used to find
your site to a certain degree. In nearly all cases, the search query at the top of your
list will say (not provided). This is because Google (and others) have implemented
secure searching that prevents tracking for any searches performed via https://
(instead of plain http:// ), and an increasing number of searches are performed
this way. In the worst-case scenario, you may see no search queries at all aside from
(not provided). There is nothing you can do within Squarespace to discover what
these hidden (not provided) terms are, but if it's important to you, you can try some
advanced techniques in Google Webmaster Tools, Google Analytics, or a paid
search through Google Adwords. Have a look at the following for more advice:

* www.notprovidedcount.com/what-is-not-provided/

® https://blog.kissmetrics.com/unlock-keyword-not-provided

Recently, Google have announced that they are looking into ways to make
this information visible again, so it's worth keeping an eye on http://
searchenginewatch.com/ for breaking news in this area.

You can use search query information to better understand which
M keywords are performing well for you on search engines and, if you
Q find that obvious important words are missing, which words you need
to improve by boosting the quality content related to that area on your
website (and external links to it).
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Finding out what's popular on your website

The final report that you'll find most useful is the Popular Content report, as shown
in the following screenshot:

€— METRICS
POPULAR CONTENT 1 DAY 2 DAYS 3 DAYS WEEK MONTH
@ 33.04% ® s12%
Home Contact
@ 1469% ® 524%
Beginners Upholstery Corset Chair
1.02% 5.15%
STUDIO 22 Upholstery Gallery
10.14% 4.46%

1,478

Total Page Views

Upholstery Course Information

6.20%

Pink Label Ready Made

Furniture
Count Page
378 Home
168 Beginners Upholstery
126 STUDIO 22
ne Upholstery Course Information
71 Pink Labe| Ready Made Furniture
70 Contact

Follow On Upheolstery Courses

3.93%

Other Craft Workshops
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This report shows you a comparative breakdown of your web pages based on the
number of views over a certain time period. Like the previous two reports, the
information is presented in a pie chart showing the top 10 most popular pages,
with a detailed list of all pages that were viewed in a table below the chart.

Popular content can help you to:

* Identify problems with your navigation or links, if the pages you want to be
popular are not showing up.

* Determine the types of articles to write on your blog in future, based on
popular topics or themes.

* Analyze your pages, comparing popular ones to unpopular ones, looking for
patterns (such as larger images, shorter content, or other features).

* Find out which products or services are the most appealing to your
customers. This may not match your actual sales— and if not, think
about why initial interest isn't converting to sales.

Other metrics reports

If you have a blog on your site, you can find out how many people are subscribing to
your blog's RSS feed in the Subscribers panel in the Metrics menu.

If you are really curious about your site visitors and what pages were viewed
during individual visits, from the Metrics menu, you can access the Detailed
Activity report to drill down to see individual visits by IP address (the unique
identifier for an Internet connection). Clicking on the IP address will reveal further
information about that visitor, such as the country, browser, and more.

. Some people try to use the Detailed Activity report to see the
~ geographic breakdown of visitors, or the paths that users are
Q taking through their website, but Google Analytics is a much
better tool for this kind of reporting.
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Managing comments on your blog

If you have a blog on your website, allowing visitors to comment on your posts

is a great way to engage with people who are interested in what you have to say.
However, allowing comments can also potentially leave you vulnerable to comment
spam, or give an open platform to unhappy customers, competitors, or just plain nasty
people to air their grievances. The benefits of visitor engagement usually far outweigh
the negatives, but you may want to consider enabling moderation on your comments,
meaning the comments will not be published until you or one of your colleagues
approve them. You can also allow comments to be flagged by other site visitors, which
will alert you to any comments that they find offensive or inappropriate. If you did not
already configure your comments settings in the last chapter, you can do this or adjust
them by visiting Settings | Blogging | Comments Settings.

All comment management takes place in the Comments panel, accessed from the
Home menu. The Comments panel is shown in the following screenshot:

€— HOME

COMMENTS UNMODERATED APPROVED FLAGGED

Another Commenter

How can you tell whether this is the flagged comment, or the

one below it is?

@

Miko Coffey

Some templates make better use of them than others: Aviator,
Boutigue and Native show the images wider than the normal
content column, meaning they stand out more prominently
and draw the eye.
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The Comments panel has three tabs for administration:

* Unmoderated: This includes the comments that are awaiting approval
* Approved: This includes the comments that have been approved and are
displayed on your site

* Flagged: This includes the comments that have been flagged as inappropriate
or offensive, and require your review

Approving comments

If you have enabled the Approval Required setting in Settings | Blogging |
Comments Settings, all comments made by anyone other than site Contributors
or Trusted Commenters will be held in the Unmoderated area until someone
either approves or removes them.

\
~ You will learn about Contributors and Trusted Commenters
in the next part of this chapter.

To approve a single comment, hover your mouse over the comment, and click on the
check icon that appears on the top-right corner, as shown in the following screenshot:

COMMENTS UNMODERATED APPROVED FLAGGED

Lance Boyle m
&

I'm still 8 bit confused about the difference between tags and
categories.

Helen Back

Ooooh, | just tried the Like button and | love the animated

hearts! Too cute! <3
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The comment will be immediately published to that blog post page. To approve
multiple comments at once, click on the comments to select them. This will display a
floating toolbar at the bottom of the screen, with buttons allowing you to Approve,
Delete, Deselect, or Select All comments, as shown in the following screenshot:

COMMENTS UNMODERATED APPROVED FLAGGED

Lance Boyle

I'm still a bit confused about the difference between tags and
categories.

Helen Back

Qoooh, | just tried the Like button and | love the animated

hearts! Too cute! <3

APPROVE DELETE DESELECT SELECT ALL

Replying to comments

You can reply to approved comments in two ways:

*  On the blog post page, hover over the comment and click on the Reply icon
to open a comment box, as shown in the following screenshot:

USing My Head 15 minutes ago %

Reply
| just don't see the point of Promoted Blocks... maybe I'm missing

something?

[309]




Managing Your Squarespace Website

* In the Comments panel, hover over the comment and click on the speech
bubble icon to open a comment reply box, as shown in the following screenshot:

COMMENTS UNMODERATED APPROVED FLAGGED

¢ B Using My Head m Q
| just don't see the point of Promoted Blocks... maybe I'm

missing something?

POST REPLY

In either case, type your reply into the box, click on Post Reply, and your response
will be published onto the blog page (nested below the original comment if you have
enabled Threaded Comments in Settings | Blogging | Comments Settings).

Deleting comments

You can delete comments individually or in bulk, following the same steps used for
approving comments: the only difference is that you use the trash can icon (when
hovering over a single comment) or the Delete button (when selecting items for
deletion). When deleting comments, you have two options that appear in a popup
after you click on the Delete button/icon. The options are:

* Delete: This will simply remove the comment(s) from your site

* Delete & Report Spam: This will remove the comment(s) and also report the
commenter to Squarespace
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Handling flagged comments

It is up to you to decide how to handle a comment that has been flagged. You can:

* Delete the comment, following the steps detailed in the previous section
* Reply to the comment, following the steps detailed in earlier in this chapter

* Leave the comment on your site and remove the flagged status, by clicking
on the Clear Flags button at the top of the Flagged section of the Comments
panel, as shown in the following screenshot:

COMMENTS UNMODERATED APPROVED FLAGGED

Clear Flags #

Ima Meaney

I think this is a bunch of crap! | am a mean person with a mean

comment!

> The Clear Flags button will remove flags from all flagged comments;
you cannot remove flags from comments individually.

Giving other people access to edit,
monitor, or administer your website

Unless you're a sole trader or freelancer, you'll probably want to share the workload of
managing your website, blog, or online shop with others. Squarespace has a role-based
permission system that will allow you to give other people access to specific areas

and functions. Each person who is granted access is called a contributor, and you can
control access levels by assigning any of the following Contributor Permissions:

* Administrator: Full access to everything; the same level as you
(the Account Owner)

* Content Editor: Edit or create new content or pages, but cannot change
site settings

* Billing: Update credit card information in Billing

* Reporting: Access website statistics in Metrics
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* Comment Moderator: Write, approve, and manage comments on your blog

* Trusted Commenter: Bypass comment moderation

* Store Manager: Receive store notifications, manage orders, manage Products,
and edit existing page content (but not create new pages)

You can assign one or more of these permissions to each contributor. You can invite
contributors and manage their permissions through Settings | Permissions. The
Permissions panel is shown in the following screenshot:

€— SETTINGS

PERMISSIONS

Here you can control who has access to which areas
of the site. You can also add Basic Authors, who
appear in name only and have no permissions. More
help regarding contributors and permissions.

INVITE CONTRIBUTOR

ADD BASIC AUTHOR
WEBSITE OWNER
Miko Coffey
Last Login: A day ago
TRANSFER OWNERSHIP

CONTRIBUTORS WITH PERMISSIONS

Anne Arky
Last Login: 6 months ago
Editor Commerce

BASIC AUTHORS

-@ Helen Back
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If you'd like to attribute content to someone, but don't want or need to give
him/her access to create or edit content in the Squarespace system, you can
create a Basic Author. Basic Authors can't log into the system, but you or any
Content Editor can assign content to them.

Adding a Contributor

Contributors are added by inviting them by email through the Squarespace system.
To add a Contributor, perform the following steps:

1. Inthe Permissions screen, click on the Invite button. This will open the
Invite Contributor overlay window, as shown in the following screenshot:

INVITE CONTRIBUTOR

INVITE INFORMATION

Enter a name and email address for the user you would like to invite below,

Colin Card

colin@usingmyhead.com

PERMISSIONS
Select what permissions the invited contributor will have. Permissions control what this

contributor can do on your site.

ADMINISTRATOR CONTENT EDITOR
Have full permission to access Can edit content on the website, but
everything on the website, cannot change settings.
BILLING REPORTING

Lets users update the credit card on Gives users access to your website's
file for this site. @ statistics.

COMMENT MODERATOR TRUSTED COMMENTER
Can edit comments and comment on Can bypass comment moderation.
your site.

STORE MANAGER

Can recelve store notifications,
manage customer orders and edit

content on website.

CANCEL SAVE
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2. Enter the name and email address of the person you'd like to invite.
3. Select one or more permissions that you would like to assign.

4. Click on Save. An alert box will appear indicating that the message has
been sent, and the invited person will appear on the Permissions page
under Invites Sent.

Modifying, canceling, or resending a contributor's
invitation

If you need to cancel an invitation or change permissions before someone accepts the
invitation— or if the person didn't receive the email — you can open the invitation in

Squarespace by clicking on the person's name under Invites Sent. This will open the
Modify Invitation overlay, as shown in the following screenshot:

MODIFY INVITATION FOR MIKO (MIKO@USINGMYHEAD.COM)

INVITATION LINK

sites.squarespace.com/config/acceptinvite?invitation=C8S3QCO1COTTIDFT7LWY

PERMISSIONS
This is a pending invitation. Below, you can change the permissions that will be assigned

if this invitation is accepted.

ADMINISTRATOR CONTENT EDITCR

Have full permission to access

everything on the website.

BILLING

Lets users update the credit card on

file for this site.

COMMENT MODERATOR

Can edit comments and comment on

your site.

STORE MANAGER

Can receive store notifications,
manage customer orders and edit

content on website.

Can edit content on the website, but

cannot change settings.

REPORTING

Gives users access to your website's

statistics.

TRUSTED COMMENTER

Can bypass comment moderation

CANCEL REMOVE INVITE SAVE




Chapter 10

Here, you can perform any of the following actions:

* Copy the invitation link and paste it into an email in your normal email
account to send the invitation link to someone who lost or didn't receive
the email from Squarespace

* Adjust permissions and click on Save

* Cancel an invitation by clicking on Remove Invite to "uninvite" the person,
disabling the link that was sent in the email from Squarespace

Modifying or removing a contributor's
permissions

You can add or remove permissions for a contributor, or revoke all permissions and
remove access from the system, by clicking on the person's name under Contributors
with Permissions. This will open the Modify Permissions overlay, which looks very
similar to the Invite Contributor and Modify Invitation overlays.

In this overlay, you can:

* Click on a permission to add or remove it, then click on Save

* Click on Remove Access to revoke all permissions

If you want to remove a contributor from the system entirely, you'll first need to
remove access, which will move the person's account on the Permissions screen
to appear under Contributors Without Permissions.

You can then remove the contributor's account using the following steps:

1. Click on the person's name to open the Modify Permissions overlay.

2. (Click on Remove Contributor. This will open the Remove Contributor overlay.
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3. You need to reassign the removed author's content to another author using
the drop-down menu, as shown in the following screenshot:

REMOVE CONTRIBUTOR

Anne Arky newsletter@thecameraclub.co.uk may be
listed as the author of content on your site. To
remove this author, please select an author to re-

assign ownership to.

Miko Coffey (business@usingmyhead.com) ¥v

CANCEL TRANSFER AND REMOVE

4. Click on Transfer And Remove to complete the removal process.

Recommendations for all content editors

As an administrator, you can control each contributor's permissions, but you won't
be able to adjust his/her profile information. Each user controls his/her own profile,
which can be edited by clicking on the user icon at the bottom of the Home menu,
and then selecting edit profile, as shown in the following screenshot:

Miko Coffey — edit profile

business@usingmyhead.com
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In addition to the name and email address required for creating an account,
Squarespace user profiles can also include a photo, bio, social media links,
and more. The Profile overlay is shown in the following screenshot:

PROFILE Account Bio Location Subscriptions Developer

Miko Coffey

business@usingmyhead.com

Google+ Profile URL

https://plus.google.com,/+MikoCoffey

By validating your site within your Google+ Profile, Goegle Author Rank
will be enabled for your posts, making your profile show up next to

them on Google search results.

CANCEL CHANGE PASSWORD SAVE

At the time of writing, Squarespace does not have a built-in method for displaying
this information on your website — though it's looking likely that they will provide
this in future. At the moment, some templates display the blog post author's name,
which then links to a list of all posts that s/he has written. Therefore, although it's

not critical that editors fill in all of the profile information, there is one profile field
that is important to use whenever possible: the Google+ Profile URL field.

o If you want to display editor/author bio information in an About the
~ author box automatically at the bottom of each blog post now, rather
Q than waiting for a built-in solution, you can try adding some custom
code to do so. We'll cover custom coding in the next chapter.

[317]



Managing Your Squarespace Website

Google uses something called Google Author Rank to help determine the
authenticity and authority of content, which forms part of the algorithm for ranking
search results. By including your Google+ Profile URL in your Squarespace profile,
Google Author Rank will be enabled for any content attributed to you. This can help
boost your site's Google ranking, especially if your authors/editors have a solid
(online) reputation in your industry. It's, therefore, a good idea to encourage all
content editors and authors to include their Google+ Profile URL whenever possible.

N To create a Google+ Profile, see https://plus.google.com

Q For more information about Google Author Rank, see http://
gplusgeek.com/authorship-authority-rank/.

Adding a Basic Author

If you have guest authors, or need to manage content on the behalf of someone
else (for example, posting to the blog for a busy CEO), using a Basic Author
account is ideal. You can create and populate a profile for a Basic Author, and
then attribute any of the following container page items to this author: Blog posts,
Gallery images/videos, Events, or Album tracks.

Like any other Squarespace user account, a Basic Author profile can include a photo,
bio, social media links, and location —even though none of this will show on your
site, as mentioned in the preceding section. Therefore, we'll focus on setting up your
Basic Authors with the minimum recommended information to keep things simple.

To add a Basic Author, follow these steps:

1. In the Permissions panel, click on Add Basic Author. This will open the
Add Basic Author overlay, which looks pretty much the same as the Profile
overlay, just with fewer tabs along the top (Account, Bio, and Location).

2. Inthe Your Name box, enter the name exactly as you would like it to appear
publicly on your website.

3. If the person has a Google+ Profile, enter the URL into the Google+ Profile
URL box to enable Google Author Rank for all attributed content.

4. Click on Save.
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The author will now appear as an option in the Author menu when editing/creating
content in your Blog, Gallery, Events, or Album. The following screenshot shows
how you can change the author when in the Options tab of the Edit Post overlay on
a blog post:

EDIT POST Content Options Location Social

Thumbnail Image Post URL

/blog/ 2014/6,/21/sample-blog-post

While Squarespace generates URLs for your posts automatically,

yvou can optionally create a custom URL for this post above.

Author

¥ Miko Coffey I
Helen Back

T —————

Source URL

EDIT REMOVE Source URLs are often displayed below a blog post, to provide

attribution or further reading,

Using floating bars on your website

Floating bars are small strips of information that you can set to float on top of your
Squarespace website. There are currently three kinds of floating bars available within
Squarespace. They are as follows:

* Squarespace Badge: This displays a Squarespace logo on your site
* Announcement Bar: This displays custom text in a slim strip at the top
* Mobile Information Bar: This displays key contact information in a fat strip

at the bottom, only on mobile devices

Unless you are a Squarespace superfan, it's unlikely that you'll want to use the
Squarespace Badge —and even if you do, the configuration is self-explanatory.
Therefore, we'll focus on the last two types of floating bars in this chapter. Each

type of floating bar has its own configuration panel, accessed from the Design menu.
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Using an Announcement Bar to highlight
important information

If you are using Squarespace Commerce, you may recall we introduced the
Announcement Bar as a method for highlighting discount codes back in Chapter 7,
Selling Online or Taking Donations with Squarespace Commerce. However, you can also
use an Announcement Bar for other types of information that you want to highlight,
such as announcing a change of address, opening a new store, or winning an award.

If you are based in the EU, you may want to consider using an Announcement

Bar for compliance with the EU Cookie Law (see http://cookiepedia.co.uk/
eu-cookie-law), requiring all EU websites to notify users if their site uses cookies.
Squarespace does use cookies, so you should definitely inform users of this in some
way. The heavy-handed approach would be to use the custom code that Squarespace
offers (see http://help.squarespace.com/guides/eu-cookie-law-compliance).
This displays a rather unappealing alert box that gets in the way of usability, but
may be the only solution that is fully compliant in some strict countries such as

The Netherlands. The light-touch approach would be to simply include a link to a
cookie/ privacy page in your footer, but this may not comply with some countries'
interpretation of the law. Using an Announcement Bar is a happy medium that uses
the "implied consent" interpretation of the law applicable in many EU countries.

Make sure to check the exact letter of the law in your country, but
Wl if you'd like to use an Announcement Bar, here is a good starting

~ point for your wording;:
We use cookies to give you the best experience on our website.

Read our Cookie Policy (link to your privacy/cookie page) to
learn more.

To see an example and learn how to set up an Announcement Bar, refer to the Using
the Announcement Bar to highlight discount codes section in Chapter 7, Selling Online or
Taking Donations with Squarespace Commerce.
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Making it easier for mobile site visitors to
reach you

It's likely that many website visitors who access your site on their smartphone are
looking for your address, contact details, or opening hours. It's a good idea to make
this information easily accessible, especially because mobile browsers can be slow

to load, or the person may be on the move. Enabling the Mobile Information bar
can give mobile visitors quick access to directions, contact details, and your business
hours. The black band at the bottom of the following screenshot is an example of a
Mobile Information bar:

ssseo gifigaff = 18:33 -
¢

square-help.com

Square Help

Read tips, view
demos, find
inspiration and get

advice on building

our business
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The Mobile Information bar uses information from Settings | Business Information,

and displays it in a bar that runs across the bottom of the screen. The bar displays the
following buttons and associated functions:

Email: This opens the email application on the person's device, and prefills
the To: field with your email address

Call: This dials your phone number

Map: This displays your physical location address and Google Map view in

an overlay, with a link to open the Google Maps app for directions, as shown
in the following screenshot:

seses FFE 7T 16:46 < )
square-help.com ¢
!3:32?2 ’ |
’ (] > 2.
o )
! % Ie
> @ Camberwell
L =
& ]
< \.z
& g
3
» Brixton
A3
3 5 |
w,q‘ v v ~
[ East
9 Dulwich
A B
%, = ‘
2 2 Dulwich
% ’

Hours: This opens an overlay that shows your Business Hours, and a
message at the top that indicates whether you are currently open or closed
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1
~> As soon as the user scrolls down, the Mobile Information bar
disappears, so it won't interfere with the use of your pages.

Enabling the Mobile Information bar is simply a matter of selecting whether you
want a light or dark background, and checking the boxes next to the items you want
to show.

Using Squarespace mobile apps

If you are one of the increasing number of people who rely on your smartphone
or tablet for getting things done while on the move, you'll be pleased to know that
Squarespace have a suite of iOS and Android apps that can allow you to monitor
and manage your website (and more) using your handheld device.

There are currently four different apps, each designed for a different purpose, so you
and your colleagues can use the app that suits your role on your Squarespace site,
without having extra bits in the app that you may not need or want.

M At the time of writing, only two of the four Squarespace apps are
Q available for Android (Blog and Note). Check http://squarespace.
com/apps for news about app developments.

Squarespace have provided helpful training videos and step-by-step instructions for
each app, so we'll summarize the key points for each app here, and you can access

the Squarespace Help link in each app summary for more information. There is also
in-app support if you'd prefer to get started by installing and using them right away.

You can find the apps on the iTunes App Store by searching
\l for squarespace, or you can find links to each app at

~ squarespace.com/apps
You can manage multiple Squarespace sites through each app;

you have the ability to easily switch between Squarespace sites
in the app.

Let's go through each of the Squarespace apps now to learn what they do.
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Blog

The Blog app allows you to control one or more blog pages on your Squarespace site,
as follows:

* Write and save drafts, including adding images and video

» Edit, publish, or delete posts

* Manage comments: approve, delete, mark as spam, or reply

* Share (push) posts to your social media accounts

S Refer to the following guide for Blog app help: http://
help.squarespace.com/guides/the-blog-app

Metrics

The Metrics app allows you to view and track statistics from Squarespace Metrics,
and there are some nice details in the app that you don't get in the desktop Metrics
panel. The following screenshot was taken from the Metrics app for iOS:

000 EE 7 22:58 T E

USING MY HEAD

4 -20%

PAGE VIEWS
32

4 +300%

PAGE VIEWS
228

2 +100%

VISITS
]

242 +100%

VISITS
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Some of these details are incredibly useful, bringing a much richer experience to the
data than the plain vanilla reports you see in the desktop system. With the Metrics
app, you can:

* View key figures such as page views and visits on a daily or weekly basis,
with percentage increase/decrease compared to yesterday or last week
shown in red or green, showing at a glance how well your site is performing

* See graphs and charts for your metrics, along with projections of future
performance based on the current data

e Track the number of social followers for connected accounts such as
Facebook and Twitter

. Refer to the following guides for Metrics app help:
)
‘Q http://help.squarespace.com/guides/the-metrics-

app-for-the-iphone and http://help.squarespace.com/
guides/the-metrics-app-for-the-ipad

Portfolio

If you have a creative business and/or you have a rich set of images in Galleries on
your website, the Portfolio app is a great way to showcase your work to clients and
contacts in meetings. The app syncs with your Squarespace Galleries and can then
display the images, even without a live Internet connection. The app gives the best
experience with an iPad, but works on iPhone, too. The following screenshot shows
the iOS Portfolio app with six Squarespace Galleries, showing the app settings menu
along the bottom (you can swipe down to hide this menu for a minimal look):
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With the Portfolio app, you can:

Always have the latest set of your images on you, wherever you are

Display your Squarespace Gallery images and video in a minimalist viewer
on a dark or light background, without the visual distractions you'd have on
a web page

Sync when you're on Wi-Fi, but still be able to show your images when
offline (video is only available when online)

Use simple tapping, swiping, and pinching to quickly move between or
zoom in on images or galleries

Customize the display to add/remove borders or titles, and adjust size,
shape or alignment of images and thumbnails

M Refer to the following guide for Portfolio app help:

Q http://help.squarespace.com/guides/
using-the-squarespace-portfolio-app.

Note

The Note app is a little different from the other apps, because it works not only
with your Squarespace site, but also with your email, Twitter, Facebook, Dropbox,
Google Drive, or Evernote accounts. Note is designed to be a simple, basic text tool
that allows you to quickly jot down things that you want to remember, publish, or
email to someone. With Note, you can:

[

Al

~Q Refer to the following guide for Note app help: http://help. ]

Use one single tool to publish a simple message through email, to your blog
and/ or social accounts, much more quickly than you could through a web
interface or through multiple apps

Type, and then swipe to send/publish, and you're done (yes, it's that simple)
Work in a minimalist screen view to remove distractions

Jot down all your ideas in one place, saving them as drafts until you're ready
to publish later

squarespace.com/guides/using-the-squarespace-note-app.
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Summary

In this chapter, we've given you the skills you need to manage your website moving
forward, and introduced some tools you can use to help do this while out and about.
By now, you should hopefully be seeing activity on your website, through site visits,
form submissions, purchases, and/or comments. Over the coming weeks, it's a good
idea to keep an eye on your Squarespace Metrics and/or Google Analytics to look for
any anomalies in the data, and to generally learn how your site is being used in the
real world: this may not match your expectation or original plans. Analyze the data
and think about whether you can improve your website's navigation, content, or
functionality to make it even better than it is right now.

There are always ways to improve websites, and some of the techniques fall outside
what you can do with the standard Squarespace tools. In the next chapter, we'll
cover some of the more advanced techniques for enhancing your website, such as
adding custom code or embedding external functionality. Don't worry if you're not
a technical person: you'll also discover a range of resources that you can use to help
achieve things you may not have dreamed possible, as well as learn where to ask for
help if you get stuck.
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Moving beyond Standard
Squarespace Tools

Nearly everything we've covered so far has been achieved using the standard
editing and configuration tools within Squarespace. These tools have been designed
to enable non-designers/developers to create fairly sophisticated, professional
websites without needing to use any code. However, when these tools don't suffice,
it's possible to add or amend the Squarespace code to bend the templates or styles to
fit your preferences. Alternately, if Squarespace doesn't include the functionality you
need, you can also embed code from other places to complement the functions that
come with Squarespace. If working with code seems outside your comfort zone, don't
worry: there are plenty of resources that you can use as a guide. In this chapter, we'll
introduce the different ways you can apply code adjustments and cover how and
where you can get help —either from Squarespace directly, from the community of
Squarespace users, or from an external professional designer/developer.

We will cover the following topics:

* Understanding advanced customization options

* Whatis and isn't covered by Squarespace support

*  Where to find guides, code snippets, and advice

* Adding CSS, HTML, or JavaScript code to your website

* Finding a Squarespace designer or developer

[329]




Moving beyond Standard Squarespace Tools

Understanding advanced customization
options

There are several different types of code you can use to change the appearance

or functionality of your website and several different methods to add the code to
Squarespace. These types of changes are called advanced customizations. Most
changes can be carried out by simply copying and pasting the right code into the
right place, so it's usually just a matter of knowing where to get the code and finding
where to put it. While you don't have to be a coding expert to do this, you should
ideally have a basic understanding of whatever programming language you are
going to use (for example, CSS, HTML, or JavaScript), because Squarespace won't
help you if you get stuck.

NG Adding any type of code is considered an advanced
customization, which is not covered by Squarespace support.

Although it's true that the Squarespace support teams won't help you with custom
code through their chat or email support system, Squarespace does provide online
step-by-step guides for some common code adjustments. Therefore, even if you

are a total code newbie, you should still consider trying some of the less complex
adjustments if you feel comfortable, especially if there is online guidance on how to
do it. After all, you can simply delete the code if you can't get it to work properly.

Using the Squarespace Help Center for
customization

The Squarespace Help Center (http://help.squarespace.com) is a great place

to start if you're new to Squarespace customization. Here, you can find step-by-step
guides, how-to videos, code snippets that you can copy and paste, and a space where
you can ask questions to other Squarespace users. The Help Center is divided into
three main areas that you can reach using the navigation at the top of every Help
Center page:

* Guides: This includes step-by-step text and image guides covering nearly
every aspect of using Squarespace, including common customizations.

* Help Videos: This includes training videos, covering key areas of getting
started, and using Squarespace. Little (if any) customization is covered here.
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[

Forum: Although it can be accessed through the Help Center navigation, the
Community Answers forum is actually located on a separate site: http://
answers.squarespace . com. Community Answers is primarily a peer-to-
peer support forum, with the occasional official Squarespace response. Many
customizations can be found here.

a1

If you are based in New York, you can also sign up for 1:1 in-person
workshops through the Squarespace Help Center.

You may be able to find the customization you need by simply searching within
the Help Center or Community Answers forum. It's best if you know the type of
customization to search for, and in some cases, you should include the name of
your Squarespace template to get the best results.

Types of code customization

There are four types of code customization you can use on your Squarespace site.

Many code customizations are not visible or behave differently when
you are logged into your Squarespace site. If you apply any custom

% code and you can't see the effect (or it looks strange), try logging out of

the editor to view it. Sometimes, code behaves differently because you
are accessing the site via https:// when you are logged into the editor.

Code Block

You can use a Code Block to embed HTML, CSS, or JavaScript code into a part of a
page. Code Blocks are the most common and best-supported type of customization
in the Help Center. Some common uses for Code Blocks are:

Pasting an HTML table into a page to display tabular data

Embedding a third-party function, such as a Timely booking calendar,
Hipmob chat, PayPal, or Google Translation button

Displaying information in an iFrame, such as a Slideshare slideshow or Issuu
PDF viewer

Using JavaScript widgets, such as product reviews or ratings through
RatingWidget
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You can add Code Blocks in the same way as any block using the insert points that
you see when editing pages, sidebars, or footers. When you add a Code Block, you
will see the following screen:

EDIT CODE
CS5
O Display Source m
Javascript
<p>This is some HTML code.</p> Markdown
Plain Text
CAMNCEL REMOVE SAVE

To add the code, simply paste or type into the code box, and select the correct
programming language from the drop-down menu.

Code Blocks are the safest of all customizations for newbies, because you can usually
find the code you need to copy and paste quite easily, and Code Blocks do not affect
your entire site.

M Here are some Squarespace Guides for the most commonly used
Q Code Blocks: http://help.squarespace.com/guides/?cat
egory=Third+Party+Integration

CSS Editor

CSS is primarily used to control the aesthetics of your website. If you have been
unable to achieve the look you'd like using the Style Editor, you can change the
appearance of your website by overriding your template's CSS with your own.
Although CSS can be used for a lot more, Squarespace only recommends that you
use CSS to change fonts, colors, or backgrounds that are not controllable using your
template's Style Editor Tools.
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If you are confident using CSS, you could consider changing padding,

margins, sizes, or positioning. However, be sure to check the effects on
\l different screen sizes, and be aware that these kinds of CSS adjustments
could be affected by future updates to your template or browsers.

You can use the inspect element function in Chrome, Firefox, or Safari
browsers to see the CSS styles for any element on a Squarespace page.

Search for inspect element CSS and the name of your browser on
your favorite search engine for instructions and tips.

CSS adjustments are performed in the Custom CSS panel, which is accessible
from the Design menu. Here is an example of the Custom CSS panel with
some custom code applied:

€— DESIGN

CUSTOM CSS

OPEN IN WINDOW

body.banner-alignment-right #site-title

a {margin-right: =2Zpx:}

.s8idebar-position=-right .one-=sidebar
#sidebar-one {

padding=left: 45px;

border-left: 1lpx solid #bababa;
margin-left: 45px;

}

#site-title a {

text-shadow: 1px lpx 2px rgba(50, 50,
50, 1);

}

.horizontal-navigation-bar nav ul 1li a

MAMAGE CUSTOM FILES
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You can use the Open in Window button to open the code editor in a new, wider
window to make it easier to see what you are doing. You can use the Manage Custom
Files button if you need to upload files to the server (this is rarely used by beginners).

A Squarespace Guide for the CSS Editor is available at: http://
help.squarespace.com/guides/using-the-css-editor

N You can find some common CSS adjustments for your Squarespace
template by searching http://answers. squarespace. com for
your template's name and "CSS" or the item you want to adjust (such
as the "heading" or "footer").

Sitewide code injection

If you need to apply HTML or JavaScript (such as jQuery or AJAX) to your entire
website, you can do this using a sitewide code injection. You can insert code into the
<head> tag or the footer area of every page. Using custom tracking scripts, icon fonts,
animated sliders, or Facebook comments are just a few examples where a sitewide
code injection may be useful. You can also use a sitewide code injection to add CSS
by enclosing it in a <style> tag or by linking it to an external style sheet.

M You should avoid using a sitewide code injection unless
Q you are fairly confident with code, as mistakes can
"break" your site.
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You can apply a sitewide code injection by navigating to Settings | Advanced |
Code Injection. Here's an example of the Code Injection panel with some custom
code applied to the header:

&— ADVANCED

CODE INJECTION

HEADER

Enter code that will be injected into the 'head’' tag on every page of your site.

1 <link href="//maxcdn.bootstrapcdn.com/font-awesome/4.2.0/css/font-awesome.min.css"

rel="stylesheet">

FOOTER

Enter code that will be injected into the template-defined footer on every page of your site

Sitewide code injection that links to an external style sheet

Al

‘Q The Squarespace Guide for Code Injection is available at

http://help.squarespace.com/guides/using-code-injection
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Per-page code injection

If you need to use code on just one or a few pages on your site, you may want to use
a per-page code injection instead of a sitewide one. This will keep the rest of your
pages lightweight and only increase the code load on those specific pages. You can
add code to the <head> section of any page using the Page Header Code Injection
box in the Advanced tab of any page's settings overlay, as shown here:

CONFIGURE PAGE Basic Advanced

PAGE HEADER CODE INJECTION

Enter the code that will be injected onto the header for this page.

<goript
sro="//ajax.googleapis.com/ajax/libs/jquery/1.11.1/jquery.min.
ja"»</goript>
<gcript>

5 (document ) .ready( function{){

$('<p>Pre-order now</p>).insertAfter( "#block-
94f536e6317cb6416e9"); }):

</eoript>

CANCEL DELETE SAVE

Per-page code injection with JavaScript applied

You can also add a Post Blog Item Code Injection to Blog pages. This will inject
your HTML or script code directly after the end of each blog post. This is how you
could add an About the Author box, for example. You'll see the Post Blog Item Code
Injection box directly under the Page Header Code Injection box when you're in the
Advanced area of Blog Settings. Here's an example of Advanced Blog Settings with
code injections applied:
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CONFIGURE BLOG Basic Advanced Syndication

PAGE HEADER CODE INJECTION

Enter the code that will be injected onto the header for this page.

<style>

#aboutauthor {
background-color: #CCD3D9;
margin: 15px 0;
padding: 20px;
text-align: center;

}

</style>

POST BLOG ITEM CODE INJECTION

Enter the code that will be injected onto the page immediately after each blog
content block (but before the blog post's footer block, if any). You can use the
{permalink} variable to access the permalink and {title} variable to access the title

for each item.

1 <div id="aboutauthor">

Z <h3>About the author</h3>

3 <pr<gtrong>Miko Coffey</strong> is a web consultant with over
17 years' experience helping pecople and businesses make the
best of online communication tools, technigues and practices.

4 </p>

5 </div>

CANCEL DELETE SAVE

Blog code injections to style and insert an About the Author box
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A\l

Q

The Squarespace Answers post about adding an About the Author
box is available at http://answers.squarespace.com/
questions/24911/post-blog-item-code-injection-aviator.

There are also a couple of additional special code injection points for specific
page types:

You can find these code injection points by navigating to Settings | Advanced |

Lock Page: This allows you to customize the text that appears on the

Authentication page when you have set a sitewide or page-specific password

Order Confirmation Page: This allows you to customize the message that

appears when someone successfully orders a product

Code Injection below the sitewide Header and Footer boxes.

Finding Squarespace designers and
developers

If you're scared by the idea of fiddling with code or you don't have the time or desire

to do so, you can hire a professional to help you. You can also find someone to help

you get your site set up, train you on how to manage your site, or help with any

other aspect of your Squarespace website.

Squarespace has its own directory of Squarespace Specialists: http://specialists.

Q

As a very broad generalization, Squarespace designers tend to focus
on the aesthetics and user experience of your website, whereas
developers are best at helping with custom coding or building
bespoke templates. Many people are skilled at both.

If you're an experienced frontend developer, you can sign up to

the Squarespace Developer Platform and create your own bespoke
Squarespace templates or modify existing Squarespace templates at
the code level. We won't cover that in this book, but you can find out
more at http://developers. squarespace. com.

sguarespace.com.
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Each listing includes a couple of examples, a short summary, link, and guide prices,
but the list is heavily weighted to big cities in the USA, and you can't filter the list by
location. You can also find Squarespace professionals using Google or other search
engines by typing your location and squarespace plus the service you need (designer,
developer, or training). If you don't live in a major US city, this may be an easier way to
find someone local if you prefer to work face to face rather than remotely.

Summary

Using advanced customizations can give you nearly unlimited control over the
appearance and functionality of your website by allowing you to introduce bespoke
styles or third-party integrations. However, using custom code is not always easy
for people who consider themselves "technically-challenged" or just plain busy.
Although Squarespace provides a wide range of general guides and advice, one

of the best places to find answers to specific problems is through the Community
Answers forum, so don't be afraid to reach out if you get stuck. If you can't get

the answers you need there, remember that most designers/developers who use
Squarespace tend to have small businesses that offer reasonably priced services, so
it may be worth investing in professional assistance to help bring your Squarespace
website to its full potential.
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Getting Help with
Squarespace

There are a number of ways in which you can get help with your Squarespace
website, all of which can be accessed through the Squarespace Help Center at
http://help.squarespace.com/.

Knowledge Base

Search or browse topics to find how-to videos and step-by-step guides for the most
common topics.

Community Answers

Search the peer-to-peer support forum or post your own question for the community
to answer.

athttp://answers.squarespace.com/faqg/

1
[ ~Q Be sure to read the FAQ before posting your question ]
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Open a support ticket for 24/7 e-mail
support

If you have already looked in the Knowledge Base and Community Answers but
can't find the answer you need, you can open a ticket with Squarespace support
using the button at the bottom of the Help Center homepage or by visiting
http://help.squarespace.com/open-a-ticket.

M Make sure you provide specific details about your problem,
Q including the page URL and/or the area of the system that
is affected.

Live Chat

If you have a simple question or need instant answers, you can click on the Open
Live Chat button at the bottom of the Help Center home page. Live Chat is available
Monday to Friday between 3 AM and 8 PM Eastern Standard Time.
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Squarespace Templates
In a Nutshell

These charts compare the key features of all of the Squarespace templates:
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#2080 Iveser  |VES YES YES+*  |VESBG  [NO YESBG |YES+*  [NO
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. . . . . Horiz / . Horiz / . .
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Main Nav |Horiz Hariz Horiz Horiz vert Horiz Vert Horiz Horiz
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+ means the item is adjustable

* means the item has something special about it
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+ means the item is adjustable

* means the item has something special about it
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+ means the item is adjustable

* means the item has something special about it
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P ~ A
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+ means the item is adjustable

* means the item has something special about it

These charts are correct at the time of printing. The available
templates and their functions can change over time.
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List of Online Resources
Used in This Book

Chapter 1, Setting Up for Success — Your Website Toolkit

Writing your slogan or strapline: http://thesaurus.com

Creating idea boards:

o

http://pinterest.com

° http://evernote.com

Website inspiration: http://winners.webbyawards.com

Creating wireframes:

o

https://moqups.com/

[e]

http://lumzy.com

Finding a logo designer:

o

http://guru.com

° http://freelancer.com

Creating your own logo:

o

http://squarespace.com/logo
°® http://graphicsprings.com
Stock photography and illustrations:

o

http://istockphoto.com
°  http://thinkstock.com

o

http://shutterstock.com

°  http://creativemarket.com
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List of Online Resources Used in This Book

* Video hosting:
°  http://YouTube.com

[e]

http://Vimeo.com
* Streaming audio: http://Soundcloud.com
Chapter 2, Getting Started with Squarespace

* Signing up or logging into Squarespace: http://squarespace.com
* List of countries where Stripe is available: http://stripe.com/global

* Calculating the number of characters in a piece of text: http://
charactercounttool.com

* Comparing Squarespace subscription plans: http://squarespace.com/
pricing
Chapter 3, Working with Squarespace Templates
* Comparison chart of Squarespace templates and their features:
http://square-help.com/templates

* Browsing Squarespace templates: http://squarespace.com/templates
Chapter 4, Creating Your Site Framework: Pages, Items, Collections, and Navigation
* Examples of creative ways to use different Squarespace page types:
http://square-help.com/inspiration

* Guidance on importing a Squarespace 5, WordPress, Blogger, or Tumblr site
into Squarespace 7: http://help.squarespace.com

* Finding out whether your chosen template displays Page Descriptions:
http://square-help.com/templates

* Advice on using RSS on your Squarespace site: http://help.squarespace.
com/guides/how-do-i-find-my-rss-feed-url

* Information about setting up your site for podcasting: http://help.
squarespace.com/guides/podcasting-with-squarespace
Chapter 5, Adding, Editing, and Arranging Content in Your Web Pages
e Simulating different screen sizes and monitor resolutions:
http://quirktools.com/screenfly

* Examples of different page layouts created with Squarespace's Blocks and
LayoutEngine: http://square-help.com/inspiration
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Appendix C

Chapter 6, Using Blocks to Add Functionality, Rich Media, and Special Features
e Email marketing tool that can integrate with Squarespace forms and
Newsletter Blocks: http://mailchimp.com

* Cloud-based spreadsheet that can integrate with Squarespace forms and
store all form data: http://drive.google.com

* Linking to a large, externally-hosted audio file: http://help.squarespace.
com/guides/using-the-audio-block

* Step-by-step instructions for podcasting via your Squarespace blog:
http://help.squarespace.com/guides/podcasting-with-squarespace

*  More information about Content Blocks: http://help.squarespace.com/
guides

* Service that allows restaurants to take reservations on Squarespace websites
through an Opentable Block: http://opentable. com

* Service that allows you to display a feed of your latest location check-ins:
http://foursquare.com

Chapter 7, Selling Online or Taking Donations with Squarespace Commerce
* Finding out about the Stripe payment gateway, and where it's available:

http://stripe.com/global

* List of all country sales tax rates, in table format: http://
tradingeconomics.com/country-list/sales-tax-rate

* Downloadable PDF with sales tax rates for all countries, including local
taxes: http://ey.com/GL/en/Services/Tax/Global-tax-guide-archive

* Step-by-step instructions for importing products from Shopify: http://
help.squarespace.com/guides/importing-products-from-shopify

* Step-by-step instructions for importing products from Etsy: http://help.
squarespace.com/guides/importing-products-from-etsy

* Step-by-step instructions for importing products from BigCartel: http://
help.squarespace.com/guides/importing-products-from-big-cartel

* Details of test credit card numbers you can use with Stripe: http://stripe.
com/docs/testing
Chapter 8, Tailoring Your Site's Look and Feel
* Advice on choosing and combining fonts: http://smashingmagazine.
com/2010/11/04 /best-practices-of-combining-typefaces

* Using Typekit fonts that are not supplied through Squarespace: http://
help.squarespace.com/guides/using-typekit-with-squarespace
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http://tradingeconomics.com/country-list/sales-tax-rate
http://tradingeconomics.com/country-list/sales-tax-rate
http://ey.com/GL/en/Services/Tax/Global-tax-guide-archive
http://help.squarespace.com/guides/importing-products-from-shopify
http://help.squarespace.com/guides/importing-products-from-shopify
http://help.squarespace.com/guides/importing-products-from-etsy
http://help.squarespace.com/guides/importing-products-from-etsy
http://help.squarespace.com/guides/importing-products-from-big-cartel
http://help.squarespace.com/guides/importing-products-from-big-cartel
http://stripe.com/docs/testing
http://stripe.com/docs/testing
http://smashingmagazine.com/2010/11/04/best-practices-of-combining-typefaces
http://smashingmagazine.com/2010/11/04/best-practices-of-combining-typefaces
http://help.squarespace.com/guides/using-typekit-with-squarespace 
http://help.squarespace.com/guides/using-typekit-with-squarespace 

List of Online Resources Used in This Book

Browsing or downloading Google Fonts: http://google.com/fonts
Browsing Adobe Typekit fonts: http://typekit.com/fonts

Full list of the 60+ Typekit fonts including in Squarespace: http://square-
help.com/typekit-fonts-in-squarespace

Finding fonts that look similar to other fonts: http://identifont.com
Finding similar fonts or general font inspiration: http://typekit.com/lists
Free online image editing tool: http://pixlr.com/editor

Designing your own free Squarespace logo: http://squarespace.com/logo
Free color-picker plugin for Chrome or Firefox: http://colorzilla.com
Add-ons for Firefox browser: http://addons.mozilla.org

Extensions for Chrome browser: http://chrome.google.com/webstore/
category/extensions

Color schemes and color inspiration:

°  http://colourlovers.com

°  http://colorschemer.com/schemes

°  http://kuler.adobe.com

Resources for textures and patterns:

o

http://subtlepatterns.com

[e]

http://deviantart.com

° http://colourlovers.com/seamless

Photography suitable for backgrounds or banners:

o

http://unsplash.com/archive

°® http://creativemarket.com

Design inspiration: http://square-help.com/inspiration

Chapter 9, Going Live with Your Website and Driving Traffic to It

Connecting to Dropbox to automatically publish Dropbox images to
a Squarespace Gallery: http://help.squarespace.com/guides/
connecting-dropbox-with-squarespace

Converting an image to an icon: http://converticon. com

Mapping an externally-purchased domain name to your Squarespace site:
http://help.squarespace.com/guides/mapping-a-domain-general -
instructions
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Appendix C

Submitting your website to the main search engines:

o

http://google.com/webmasters/tools/submit-url

[e]

http://bing.com/toolbox/submit-site-url

o

http://search.yahoo.com/info/submit.html

Setting up a Facebook page for your business: http://facebook.com/
about /pages

Chapter 10, Managing Your Squarespace Website

Google Analytics: http://google.com/analytics

Advice on how to deal with keyword not provided data:

°  http://www.notprovidedcount.com/what-is-not-provided

[e]

http://blog.kissmetrics.com/unlock-keyword-not-provided

News about search engine changes: http://searchenginewatch.com
Creating a Google+ Profile: http://plus.google.com

Information about Google Author Rank: http://gplusgeek.com/
authorship-authority-rank

Information about the EU Cookie Law: http://cookiepedia.co.uk/eu-
cookie-law

Using Squarespace's custom EU Cookie Law alert: http://help.
squarespace.com/guides/eu-cookie-law-compliance

App developments from Squarespace: http: //squarespace.com/apps
Help with the Squarespace Blog app: http://help.squarespace.com/
guides/the-blog-app

Help with the Squarespace Metrics app for iPhone and iPad:

o

http://help.squarespace.com/guides/the-metrics-app-for-
the-iphone

http://help.squarespace.com/guides/the-metrics-app-for-
the-ipad

Help with the Squarespace Portfolio app: http://help.squarespace.com/
guides/using-the-squarespace-portfolio-app

Help with the Squarespace Notes app: http://help.squarespace.com/
guides/using-the-squarespace-note-app
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List of Online Resources Used in This Book

Chapter 11, Moving beyond Standard Squarespace Tools

Squarespace Guides for the most commonly-used Code Blocks: http://
help.squarespace.com/guides/?category=Third+Party+Integration

Squarespace Guide for the CSS Editor: http://help.squarespace.com/
guides/using-the-css-editor

Squarespace Guide for Code Injection: http://help.squarespace.com/
guides/using-code-injection

Squarespace Answers post about adding an About the Author box: http://
answers.squarespace.com/questions/24911/post-blog-item-code-
injection-aviator

Squarespace Developer Platform: http://developers.squarespace.com

Directory of Squarespace Specialists: http://specialists.squarespace.com
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Symbol

500px
gallery, adding from 146, 147

A

add-ons
URL 249
Adobe's Lists page
URL 241
Adobe Typekit
about 240, 241
font-finders, using 238
fonts, URL 234
URL 240
advanced customizations 330
aesthetics, website 4
Album Pages
items, organizing 94, 95
settings 84
Album track properties 94
Amazon Blocks
using 169, 170
Annotations 25
Announcement Bar
used, for highlighting discount
codes 218, 219
using, to highlight information 320
audience, website plan
customers 6
primary purpose 6
audio
adding, to website 173
Audio Block, using 173
settings, for podcasting 174

Index

Soundcloud Block, using 174
streams, gathering for website 18
Twitter feed, adding 175

Aviary Image Editor
about 107
using 129, 130

B

background images
using 252-256
banner images
about 46
adjusting 256
Basic Author
about 313
adding 318, 319
basic content
adding, to pages 113
images, adding with Image Blocks 115-117
text, adding with Text Blocks 113-115
text, formatting with Text Blocks 113-115
best template selection
brand, referring 57
content, referring 57
page structure, identifying 56
site's primary purpose, considering 56
special features, listing 56
Big Cartel
URL 203
billing information
setting up 40, 41
Bing
URL 287
Blog app 324
Blog Page Settings 83
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blog post
properties 89-92
pushing, to social site 290, 291
blog settings
configuring 276
branding
about 14
colors 16
fonts 16
logo 15
Browser Icon (Favicon)
adding 274
URL 274
Build section
using, in Form Editor 152, 153
Business plan 40
business, website plan
brand image 6
business overview 5
slogan (tagline or strapline) 5

C

Calendar Block 158,159
canvas 46
Code Blocks
about 331
URL 332
code customization, types
about 331
Code Block 331, 332
CSS Editor 332-334
Code style 114
Collection Page
about 68, 69
items, adding 84
properties 71
URL 69
Collection Page, settings
about 82, 83
Album Page Settings 84
Blog Page Settings 83
Events Page Settings 84
Gallery Page Settings 84
Index Page Settings 84
Products Page Settings 84
color picker tool 248, 249

color scheme
adjusting 248
ColorSchemer
Adobe Kuler 251
URL 251
ColorZilla
URL 249
ColourLovers
URL 250, 253
comments
about 31
approving 308
deleting 310

flagged comments, handling 311

on blog, managing 307
replying to 309, 310
Commerce area
using 29, 30
Commerce store
configuring 183
content, gathering 181, 182
email settings 190-193
prerequisites 180, 181
settings 184-186
setting up 180
shipping 194-197
Stripe payment gateway,
connecting to 185, 186
taxes 187

transactions, handling without 223

Community Answers
URL 331
Connected Accounts
setting up 264-267
considerations, website plan
content 7
functions 7
goals 7
integration 7
site management 8
content
adding, to footers 131
adding, to sidebars 131, 132
editing, in footer 131
editing, in sidebar 132
content blocks
about 68, 107-109, 176
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adding 109-111

adjacent blocks, adjusting 126
arranging, on page 120

blocks, wrapping 126

change, canceling 122

columns, adjusting 125

column width, adjusting 126
Content Link Blocks, using 159, 160
contents 108

date-based lists, displaying in calendar

format 158, 159
fluid layouts 122-124
Line Blocks, using 126
list block 155, 156

list of categories, displaying as cloud 157

list of tags, displaying as cloud 157
move, canceling 122
moving, to another position 120, 121
removing 109, 112
responsive design 122-124
Search Block, adding 155
size, adjusting 125
Spacer Blocks, using 126
Summary Blocks, using 160
Summary Blocks, using ways 161
tasks, performing 108
URL 176
using 155
Content Link Blocks
using 159, 160
content, website 4
contributor, permissions
Administrator 311
Billing 311
Comment Moderator 312
Content Editor 311
Reporting 311
Store Manager 312
Trusted Commenter 312
contributor, website
adding 313, 314
Basic Author, adding 318, 319
content editors 316, 317
invitation, canceling 314, 315
invitation, modifying 314, 315
invitation, resending 314

permissions, modifying 315
permissions, removing 315
coupons
about 214, 215
creating 215-217
discount type 215
purchase type 215
Cover Page
about 68-70
creating 96, 97
Layout 96
setting up 98
styles, adjusting 258
Creative Market
URL 254
CSS Editor
about 332-334
URL 334
custom domain name
URL 35

D

demo pages
using, to create new pages 75-77
Design area
using 28
designers
finding 338
developers
finding 338
discount codes
highlighting, Announcement
Bar used 218, 219
discounts
offering 214
promoting 214
domain
custom domain, setting up 280

custom e-mail addresses, using with custom

domain 284
existing domain name, using 282
new domain, registering through
Squarespace 281, 282
Donation Block
adding 220, 221
inserting 168
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donations
managing 219
received, exporting 222, 223
received, viewing 222, 223
setting up 219
testing 221
downloads
gathering, for website 18
Dropbox
URL 267

E

elements
other options, adjusting 257
other options, controlling 258
position, adjusting 257
selecting, for adjustment 229
size, adjusting 257
visibility, adjusting 257
visibility, controlling 258
Email Settings 190-193
Enabled checkbox, Standard page 78
Etsy
URL 203
Event properties 92
Events Page Settings 84
extensions
URL 249
external site links
adding, to site navigation 104
links, adding to third-party sites 105

social media profile links, adding 104, 105

F

final template
fullscreen preview 64
Pages area 64, 65
selecting 63, 64
Style Editor 64
fixed navigation 55
flagged comments
handling 311
Flickr
gallery, adding from 146, 147

floating bars
Announcement Bar 319
Mobile Information Bar 319-322
Squarespace Badge 319
using, on website 319
fluid layout 122-124
folder
pages, adding 100, 101
fonts
Adobe Typekit font-finders used 238
Adobe Typekit fonts tool 240, 241
comparing 238
finding 238
Google Fonts tool 239
Google used 238
matching 238
selecting 233
similar to other fonts, finding 241
using, on website 233
working with 232
footer
about 48
content, adding 131
content, editing 131
Form Blocks 150
Form Editor
Advanced settings, customizing 153
Build section, using 152
Storage preferences, setting 153
forms
adding, to page 152
using 151
Foursquare
URL 176
function, website 3

G

gallery
adding, from 500px 146, 147
adding, from external photo-sharing

websites 145

adding, from Flickr 146, 147
adding, from Instagram 146, 147
displaying, in Facebook page 291-295
image properties 93
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items, organizing 94, 95

page settings 84
Gallery Blocks

about 140

adding 144, 145

and Gallery Page, differences 143, 144

Grid display 140

Slider display 141

Slideshow display 141

Stacked display 142
Gallery video properties 94
Getty Images

stock images, using 117-119
Google Adwords

URL 304
Google Analytics

about 298

using, with site 274
Google Apps

features, URL 284

URL 284
Google Author Rank 318
Google Docs

URL 150
Google Drive Drawings 14
Google fonts

URL 242
Google Map

adding, to site 149, 150

H

header
about 46, 47
images, adjusting 256
images, using 252-256
help
URL 72
Help Center

24/7 e-mail support, ticket opening 342

community answers, URL 341
Knowledge Base 341
Live Chat 342
URL 341
Help Center
about 330
Forum 331

Guides 330
Help Videos 330
URL 330
Home Menu
about 26
Comments 26
Commerce 26
Design 26
Help 26
Metrics 26
Pages 26
Settings 26

idea board
about 9
creating 9, 10
image-based logo
adding, to website 244, 245
Image Blocks
used, for adding images 115-117
images
adding 140
adding, with Image Blocks 115-117
adjusting 127
Aviary Image Editor, using 129, 130
cropping, with LayoutEngine 127
Focal Point, adjusting 128
galleries, adding from external
photo-sharing websites 145
Gallery Blocks 140-143
Gallery Blocks, adding 144
sizes 125
stock images, using from Getty
Images 117-119
zooming, with LayoutEngine 127
Index
about 100
pages, adding 100, 101
settings 100
Index page
about 52-54
Grid 52
properties 71
Scroll 52
settings 84
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inspiration, website
gathering 11
resources 12
Instagram
gallery, adding from 146, 147
inventory
used, for managing products 204, 205
item properties, setting
about 87-92
Album track properties 94
Blog post properties 89
Event properties 92
Gallery image properties 93
Gallery video properties 94
Product properties 94
items
adding, to Collection Pages 84-86
deleting 96

L

LayoutEngine
about 107
used, for cropping images 127
used, for zooming images 127
Line Blocks
using 126
link
assigning, to image 137
assigning, to word in Text Block 136
directing, to files 134-136
directing, to web pages 134-136
list blocks, types
Author List 156
Category List 155
Month List 156
Tag List 155
Live Chat 342
logo
adding 241, 242
creating 241, 242
designing, Squarespace logo used 242, 243
size, adjusting 245-247
size, positioning 245-247
text-based logo, creating 242

MailChimp
URL 150
masonry 166
Measurelt 257
Menu Blocks
using 171,172
Metrics app
about 324
URL 325
Metrics area
using 30, 31
mobile apps
Blog app 324
Metrics app 324, 325
Note app 326
Portfolio app 325, 326
using 323
Mobile Information bar 319-323
mood board 9
mosaic grid 166

N

navbar 46
Navigation Title, Standard page 77
Newsletter Blocks
about 150
using 154
new template
installing 61-63
previewing 61-63
selecting 61
Note app
about 326
URL 326

(0

online character counter
URL 37
online resources 347-352
Opentable
URL 176
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orders Standard page 68

handling 208, 209 Standard page, settings 77
processing, in bulk 209 storing 102
processing, quickly 209 video, embedding 147-149
summary 210, 211 Page Settings action buttons,
Oxfam International 5 Standard page 80
page structure, template
P about 44, 45
body 47
Page cluster canvas 46
about 68-70 footer 48
Folder 70 header 46, 47
Index 70 sidebars 48
Page Contrf)lsc Standard page 80 Page Title, Standard page 77
Page Description, Standard page 78 per-page code injection
page elements about 336-338
color, controlling 251, 252 URL 338
opacity, controlling 251, 252 Personal plan 39
Page Layout, Standard page 78 photos
pages gathering, for website 17
adding, to Folder 100, 101 Pinterest Pin-It Button 272
adding, to Index 100, 101 PixlIr Editor
adding, to secondary navigation area 101 URL 242, 249
addmg,.to site 71,72 podcasting
area, using 26, 27 settings 174
basic content, adding 113 URL 174
button, adding 137, 138 Portfolio app
Collection Page 68 about 325, 326
content blocks, arranging 120 URL 326
content blocks, moving to another price list
position 120, 121 displaying 170
Cove.r Page 68 Menu Blocks, using 171, 172
deleting 103 Product Blocks 212, 213
disabling 102 Product properties 94
displaying, in Facebook page 291-293 products
Folders, closing 101 creating 197
Folders, opening 101 importing, from Big Cartel 203
form, adding_ 152 importing, from Etsy 203
Indexes, closing 101 importing, from Shopify 203
Indexes, opening 101 items, adding 198-202
moving, to Recycle Bin 103 items, organizing 94, 95
new pages creating, demo pages used 75-77 managing 197
Page cluster 68 managing, inventory used 204, 205
Pages panel, using 72-74 Product Blocks, using 212, 213
rearranging 100 promoting 212
removing, from site 102 rearranging 203
restoring, from Recycle Bin 103 removing 203
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types 197
Products Page Settings 84
Professional plan 40
project, website plan

budget 9

team 8

timelines 8
promo codes 214
Promoted Block 54
push option

enabling 288, 289

Q

Quote 114

R

raw materials, Website Toolkit
audio streams 18
branding 14
downloads 18
gathering 14
photos 17
text content 17
videos 18

Really Simple Syndication (RSS)

URL 83
Recycle Bin
page, restoring from 103
pages, moving to 103
responsive design 122-125

S

Sales Block

inserting 168
screen resolutions 125
Search Blocks 155
secondary navigation area 51
SEO settings

adjusting 275, 276
Share Buttons 270
shipping 194-197
Shopify

URL 203
shortcodes 276

sidebar
about 48
content, adding 131, 132
content, editing 131, 132
enabling 133, 134
Site Manager interface
about 21-25
Annotations 25
Comments 31
Home Menu, using 26
interface 23-25
Metrics area, using 30, 31
preview screen 22
Settings 32, 33
side panel 22
sitemap
action words, using for website
navigation 13
common words, using for navigation
labels 13
creating 12
notes, including 14
user-friendly website, creating 12
web pages, breaking down 13
wireframes, including 14
site, settings
adjusting 35
Basic Information, adding 36
billing, setting up 38
SEO options, setting up 37
site, keeping private 38
site language, setting 37
site region, setting 37
subscription plan, selecting 38, 39
subscription plan, setting up 38
sitewide code injection
about 334
URL 335
social icons
individual social icons, displaying 269
individual social icons, hiding 269, 270
Social Links block, using 268, 269
Social Links block
using 268, 269
social media
blog post, pushing to social site 290
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blog posts, automatic promotion 288
news, automatic promotion 288
profile links, adding 104, 105
push option, enabling 288, 289
used, for driving traffic 288
social media accounts
Connected Accounts, setting up 264-267
connecting to 262, 263
social icons, displaying 268
social sharing
on website, enabling 270-272
Soundcloud Block
using 174
Spacer Blocks
height, adjusting 126
using 126
specialists
URL 338
splash page 70
splash screen 70
Squarespace
account, signing up for 19-21
Badge 319
Commerce area, using 29, 30
Design area, using 28
designers, finding 338
developers, finding 338
developers, URL 338
images, adjusting 127
Logo, URL 15, 242
logging in 33, 34
logging in, by pressing Esc 34
logging out 33
offers, URL 320
online resources 347-352
Pages area, using 26, 27
Site Manager 21-25
site's login page, accessing 35
Squarespace site, logging in via 35
templates 343, 346
URL 19
Standard page, settings
about 77
Enabled checkbox 78
Navigation Title 77
new pages, creating 81, 82
Page Controls 80

Page Description 78

Page Layout 78

Page Settings action buttons 80
Page Title 77

Password 79

Thumbnail Image 80

URL Slug 79

Storage preferences

setting, in Form Editor 153

store

testing 205-207

Stripe

connecting to 185
payment gateway 29,179
URL 29, 180

structure, website 3
Style Editor

about 228
changes, saving 230

subscription plan, selecting

Business plan 40
Personal plan 39
Professional plan 40

SubtlePatterns

URL 253

Summary Blocks

Autocolumns design 166, 167
Carousel design 166

content, featuring 162
content, filtering 162

design, options 163

display, options 168

filtering 168

Grid design 164

List design 165

template design restrictions, bypassing 162
using 160, 214

T

taxes

about 187

local area tax setting up, postal/zip codes
used 190

new country tax rule, setting up 188

new state/province tax rule,
setting up 189, 190
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URL 187
template
about 43, 44, 49, 343, 346
best template, selecting 56
browsing 57-59
characteristics 44
chosen template, applying to site 65
considerations, for browsing
templates 59, 60
customizations, testing 230, 231
customizing 226, 227
element, selecting for adjustment 229
final template, selecting 63, 64
fixed navigation 55
home page 50
Index page 52-54
live template, creating 65
new template, selecting 61
overview 57
page elements, displaying 74, 75
Promoted Block 54
Read Me page, using 60
resetting 231
secondary navigation area 51
selecting 55, 56
Style Editor 228
switching 231
typography changes, applying 235-238
URL 57,79
variable header images 54
template, characteristics
page structure 44, 45
special features 49
visual style 49
text
adding, with Text Block 113-115
formatting, with Text Block 113-115
text-based logo
creating 242
Text Blocks
link, assigning to image 137
link, assigning to word 136
toolbar controls 113
used, for adding text 113-115
used, for formatting text 113-115
text content
gathering, for website 17

Thumbnail Image, Standard page 80
transactions

handling, without Squarespace

Commerce 223

Twitter feed

adding 175
typography

changes, adding to template 235-238
typography, settings

Letter spacing 234

Line height 234

Size 234

Style 234

Text decoration 234

Text transformation 234

Weight 234

U

Unsplash
URL 254
URL Slug, Standard page 79

\'

variable header images 54
videos

embedding, into pages 147-149

gathering, for website 18
visitors

on website, monitoring 298
visual style, template 49

w

website
5 domain, transferring 284
activity, monitoring 298
aesthetics 4
audio, adding 173
blog settings, configuring 276
broken links 278
categories, double-checking 278
color inspiration, resources 250, 251
color picker tool 248, 249
color scheme, adjusting 248
color schemes, resources 250, 251
components 3
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constructing 2

content 4

contributor 311

contributor, permissions 311-313

custom domain, setting up 280

custom e-mail addresses, using custom
domain 284

data, capturing 150, 151

domain, managing 285, 286

enquiries, handling 150, 151

existing domain name, using 282

existing website, moving from 283

final adjustments 274

fine-tuning 277

function 3

functions, testing 277

ideas, gathering 9

image-based logo, adding 244, 245

inspiration, gathering 9

making live 279

making visible, to Google 287

materials, gathering 9

media files 278

metrics reports 306

modifying 311

navigation, organizing 99

new domain, registering 281, 282

page elements, color controlling 251, 252

page elements, opacity controlling 251, 252

password protection, removing 280
POPULAR CONTENT report 305, 306
Search Queries report 303, 304
social blocks 278
social sharing, enabling 270-273
structure 3
tags, double-checking 278
testing, before launch 277
traffic 298-300
traffic, driving 286
visitors location, finding 301, 302
visitors, monitoring 298
working, at all sizes 277

website plan
audience 6
business 5
considerations 7
project 8
writing 4

Website Toolkit
raw materials, gathering 14

Y

Yahoo
URL 287
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