
FaithLab clients will update the 

content of their website by using 

Squarespace and Mail Chimp at any 

computer that has internet access. 

A D B C 

1 

Log in as an 

administrator 

2 

Add pages 
3 

Edit sidebars 

4 

Update newsletter 

E 

5 

Remove items 



A 
1.1 

Obtain username and 

password. 

1.2 

Find administrator 

login page. 

1.3 

Login as 

administrator using 

username and 

password. 

B 

2.1 

Go to Website 

Management. 

2.2 

Go under structure 

and choose 

architecture option. 

2.5 

Title the page 

2.3 

Navigate to sidebar 

one on the left side 

of the page. 

2.6 

Choose create page 

2.8 

Switch to content 

editing the letter A. 

2.4 

Choose add page 

below the title 

Sidebar one. 

2.7 

Click left arrow to 

get back to website. 

B1 

B1 

2.4.1 

Know what a 

HTML(static) page 

is. 

2.4.2 

Know what a journal 

page is. 

B2 

B2 
2.9 

Add Content 

2.10 

Click eyeball to 

preview website. 

 

Operate computer 

and web browser. 



3.1 

Navigate to 

desirable page. 

3.2 

Select structure 

editing mode. 

C 3.3 

Navigate to 

bottom of page. 

3.4 

Choose insert 

new section. 

3.6 

Choose your 

desirable 

display option. 

3.5 

Title the 

section. 

C1 

C1 3.7 

Select save. 

3.8 

Choose the 

widget option 

located next to 

the new 

section. 

3.10 

Choose social 

widgets. 

3.11 

Select Flickr. 

3.12 

Type in 

username 

information. 

3.9 

Does the sidebar you want to 

choose include photos? 

Yes 

No 

C3 

C2 

3.10.1 

Have a Flickr 

account. 

C2 3.13 

Select number 

of photos to 

display under 

load count. 

3.14 

Choose slide 

option. 

3.15 

Type in 

keyword used 

in Flickr in 

keyword filter 

option. 

3.16 

Select create 

widget. 

C3 3.17 

Select 

Squarespace 

widget. 

3.18 

Name the 

sidebar page. 

3.19 

Select create 

page. 

3.20 

Select enable 

option location 

next to the new 

sidebar page. 

3.21 

Select content 

editing mode. 

3.22 

Add desirable 

content. 

3.23 

Select save. 

3.24 

Navigate to 

Architecture 

mode. 

C4 

C4 

3.25 

Grab and move 

sidebars to 

organize. 

Know how to upload 

photos to Flickr. 



D 
4.1 

Go to 

MailChimp.com 

4.2 

Obtain username and 

password from Dr. 

Cassady. 

4.3 

Enter username and 

password 

information and click 

login. 

4.9 

Click Next 

4.10 

Click select on 

picture of email 

4.12 

Add a description of 

the email. 

4.11 

Edit your content in 

the top left hand 

corner of the screen. 

D2 

4.4.1 

Have emails for 

subscribers in list 

serves. 

D3 

D3 
4.13 

Choose save now. 

4.14 

Click next. 

4.4 

Choose create 

campaign and choose 

the regular campaign 

option. 

D1 

4.5 

Choose a list to send 

the email to. 

4.6 

Click next at the top 

right corner of the 

screen. 

4.7 

Name the campaign 

4.8 

Change the from 

name option to your 

name. 

D2 

D1 

4.15 

Click in dark box 

that contains HTML 

code. 

4.16 

Click next. 
D4 

D4 
4.17 

Choose send now at 

the bottom of the left 

hand page. 



E 

5.1 

Go to Website 

Management. 

5.2 

Go under structure 

and choose 

architecture option. 

5.3 

Navigate to sidebar 

one on the left side 

of the page. 

5.5 

Choose remove page 

below the title 

Sidebar one. 

5.4 

Is the item you want to remove a 

page? 

Yes 

No 

E2 

E1 

E1 

E2 

5.6 

Go to structure 

editing mode. 

5.7 

Choose the edit 

option located next 

to the sidebar. 

5.8 

Select delete and 

save. 


