
Sustainable San Rafael / Weebly Account and Setup and 
Training 
 
Note: Weebly was acquired by Square (Squareup.com) and you sometimes have to log into both 

 

Payment Information 
 
https://www.weebly.com/home/account/payment 
Date of annual payment 4/26 
Amount due annually $144 
Currently is set up to charge Howard’s credit card $144  
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How to Update the SSR Website on Weebly with new 
Newsletter  
When a new newsletter is released, the SSR website in Weebly is updated in two places.  What 
follows is an overview and step by step process for doing these steps.  

Overview Steps: 

• First, login to constant contact and capture screenscraps and url of newsletter (to upload to 
Weebly) 

• Second,  login to Weebly and make updates (steps below) 

 

Go into Constant Contact to make screenscrapes and grab url 
Login to Constant Contact 

Go to the menu Marketing>All Campaigns. 

In the list of campaigns, find the latest campaign that SSR sent out. It should be near the top.  
 

 

 

 



 

Go to the three dots on the right side to get the drop down menu 

Select Share.  

This will give you the url of the campaign that you can use. Save that url for use later. I usually save it 
to Notepad.  

 

 

 

 

When you click Share a window will open and give you two options: 

Click Copy link.  

 

Figure 1 Choose Copy link to get the url for the campaign 



 

A screen appears showing you the url for the campaign. Copy this  URL and pasteit  someplace 
convenient so you can find it later, like a Word doc or Notepad. You’ll need to use  it later in Weebly. 

 

Figure 2 illustrating the url for the campaign  

 

Make the screenshots / jpegs for Weebly 
Copy the url of the campaign into your browser and hit enter.  
You’ll now see what the campaign looks like online. You’ll use this preview to create screenshots of 
the campaign into jpgs for Weebly.  

Note: I sometimes have to make the display smaller so it all fits on my screen so I can make a 
screenshot.  



 

 

 

Take a screenshot of the enews first page (the news, not events).  
This screenshot will be uploaded to the SSR website homepage in Weebly so save it in a folder 
somewhere where you can find it later.  

I typically used the convention of saving this as a file name with the date like this:  SSR-Newsletter-
2023-06-05.jpg. I saved these into a folder and saved them over time as a history.  

Check to make sure the size of the jpeg is not larger than 250kb. If it is, resize it with graphics 
software. I use Snagit.  

 

 



 

 



Next take a screenshot of the events only part of the newsletter 
 

 

 

Save both of these screenshots as jpgs.  

Check their size and make sure you saved them between 75-250 kb or they will be too large for the 
website.   

Check your image editor for instructions if you need to resize them.  

 

 



 

 

 

With your screenshots saved and the url of the campaign saved, you are ready to do the work to 
update weebly.  

 

Updating Weebly with the Newsletter information 

 
Log in to the Weebly site https://www.weebly.com/login 
Note: Weebly was acquired by Squareup and you may be required to login via the Squareup site.  

 

Update the Home page of the SSR Weebly site 
Navigate to the Home page of the SSR Weebly site 

Scroll down to find the existing the newsletter image.  Right click on the image 
 
Select Replace image 
 

When the upload screen shows, either drag and drop your new screenshot to that box or navigate to 
the new screenshot in your computer to upload it.  

 

 

https://www.weebly.com/login


Weebly will give you an upload screen. Select the new screenshot from your computer and upload 
it.  

 

 

Update the URL behind the image 
Once the new jpg is uploaded, go back to the page with the uploaded image and right click on the 
image.  

Select Link. This allows you to add the url to the newsletter campaign. You’ll want to have that url 
ready from Constant Contact.  

Note: I found it easiest to  click “unlink” first so I know I removed the earlier url. Then I right click and 
and add the new url. To get out of the window, you may have to click somewhere else on the page.  



 

Figure 3 Illustrating the right-click on the image to bring up the “Link” option 

 

 

Figure 4 Illustrating adding the new url to the newsletter when the the image is clicked.  

  



 

Repeat the process with the Events page. 
Navigate to the Events page 

This time upload the jpg that shows the Events 

Add the same url that takes someone to the Newsletter.  

 

 
 

  



Updating the SSR Site on Weebly with Issue  Letters  
 

Login to Weebly 

Click Edit to edit the site 

 

 

Navigate to the menu “Issues”.  
In the dropdown select the topic where the new letter will appear. In this example, I selected 
Equitable Housing 

 

 

On the issues page, each letter/issue is in a Section that has multiple subcomponents. Each of 
these subcomponents corresponds to one of Weebly’s block in the left panel as illustrated below.  



 

Figure 5 Part of the SSR Website under Issues>Housing Policies 

 

Understanding the sections on Weebly 
Each of the issues sections, has subcomponents which correspond to one of the elements on 
Weebly left side panel.  
 

 

 



 

Below you can see some of the elements in Weebly that were chosen to add to a section to form the 
framework of the issues letters.  

 

 

The good news is that on most pages, I created a blank template that you can use and fill in so you 
don’t need to recreate the wheel. 

At the bottom of the Equitable Housing page, for example, is this blank template.  
Recommendation: Before you begin editing, I would suggest making a copy and work on the copy. 
That way the blank stays blank for future use. 

Make a copy of the blank template 

 

 

To make a copy, click on the section (the outside border of this block). It gives you a chance to edit, 
move or delete. Click Move to open the option to move or copy.  



 

 

 

 

Select Copy and then pick “this page” (ie the page you are on). If you wanted to make a copy to 
another page, you would select another page.  

 

 

 

 

Now I have two blank sections so I can work on one and save the other for future use 

 



 

 

 

 

*** 

Begin Editing a blank template 
 

Begin editing.  Get the content from the letter itself.  

Add a Title. Add a date and heading of the letter. Add a short description. I usually summarize 
the letter using some of its language.  

 

Here is an example 



 

Now upload the letter. Bill’s file names are not always edifying. I sometimes change them to make 
them more readable before uploading.  

To upload, click “Click here to upload” and navigate to the PDF to upload.  

 

*** 

Edit Embedded Code 
The last step is to edit the embedded Code.  
The embedded Code is essentially what is called a bookmark in HTML. It is an unique identifier that 
allows us to link the table of contents at the top of the page to this letter.  

The block that contains the code is hidden so you have to mouse over the area for it to highlight. 

 

 



 

 

 

The template probably already has an “example” of the code which you can see here: 

The format is  

<a name="greenhomes2024">&nbsp;</a> 
 
You want to replace “greenhomes2024” with your new unique code. Make it simple and maybe put 
a year on it so you don’t confuse it with other IDs in use on that page.  

For example, <a name=”northgateeir2024-fall”>@nbsp;</a> 
Now save that code for use later.  

 

 

 

 



Move the edited template to the top of the page 
 

When you have finished editing, move the new section to the top of the page.  

Click the outline of the section.  
Select Move> On This page  

Note: Unfortunately it moves the section one section at a time up the page. So you have to repeat 
the step until your new section is at the top of the sections but below the Table of Contents.  

 

 

  



*** 

Update the Table of contents 
The table of contents at the top of the page allows the user to quickly see what letters are on 
the page.  

 

 

 

 

If you click on one of the bulleted items, you can see that it is a link 

 

  



We are going to add a new link to the top.  
Note: because of weebly peculiarities, I find it easiest to copy the first one and pasting it below to 
created a duplicate. This preserves the formatting.  

Now I edit the top one illustrated below. Click on the url and click Change. 



When you click Edit, a window opens showing you the url that those words are linked to.  
The url should be the same url as the page you are on. But it has the bookmark (embed code) at the 
end after the # 

You want to make sure the url matches the page on the SSR website (you can go to 
www.sustainablesanrafael.org to check.  

Now edit the end of the url. The part after # is the embed code you created in the new section. 

In the example above, the embed code in the section we created was 

, <a name=”northgateeir2024-fall”>@nbsp;</a> 

We want to take northgateeir2024-fall and add it to the end of the url in the Table of Contents. 

It would look like this after editing.  

https://www.sustainablesanrafael.org/housing.html#northgateeir2024-fall 

Important: Make sure to uncheck “open in new window” so the link will open not in a new page but 
on the page the browser is already on.  

Also remember to highlight entire text you want top become URL and click "add link buton to 
sscomplete URL to text.

I have not found any way of testing the link without publishing the site and testing it on the live site 
to make sure everything works.  

http://www.sustainablesanrafael.org/

