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:

e First, login to constant contact and capture screenscraps and url of newsletter (to upload to
Weebly)
e 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.
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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. | usually save it
to Notepad.
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Save as template

RN E-Blast re: RN Grad Group- Sept- V2

(B8] SEmaill - SentAug 24, 2024 at 10:00am PDT Preview
773 sends - 412 (58%)_opens - 20 (3%) clicks - 62 (8%) bounces - 1(1%) unsubscribe ﬁ Share
Resend...
Sustainable Marin August 2024 Newsletter Download & print
M & Email -+ Sent Aug 20, 2024 at 2:59pm PDT Move to folder
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— L

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

Click Copy link.

Share on social
Try sharing your campaign on your favorite social media accounts. It's a

free post to get the word out!

¢ Copy link
CopY-and paste a link to view or share your campaign.

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.

Share...

Copy and paste this link to view or share your campaign.

[ | https://conta.cc/3AMJTAY

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

| typically used the convention of saving this as a file name with the date like this: SSR-Newsletter-
2023-06-05.jpg. | 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. | use Snagit.



E*News & Views, September 1, 2024

Sustainable San Rafael educates and
adwocates for local govemment sction
to curb ciimate change and advance
sustzinsbily. Join Us!

Quick Takes
Tue, Sept 3, 6pm: City Council looks

St ways to improve affordable housing
funding support. Agenda.

Wed, Sept 4, 10am: Coord
lzvel rise responsss countyw
key practitioners. Zoom hybrid.

ating 523
, with §

Sat, Sept 7, 11am-3pm: Embar
Stomp, Marin Center Fairgrounds.

Tue, Sept 10, 12pm: How & why of
no-GHG induction cooking. Register.

Tue, Sept 10, 3:30pm: Resilient Marin
wiater supplies, Ranjiv Khush, MMWD,
Marin Green Drinks, 812 4th S5t. RSVP

Wed, Sept 11, 10am-12: 2an Rafael -
San Anselmo fuel break walk. Mest at
=nd of 5th Ave, SR. More.

Thu, Sept 12, 3am-dpm: TAM Clzan
Fleet Expo, Marin Center. More.

Sat, Sept 14, 10am-3pm: Marin
Electrification Career Fair. More.

Sat, Sept 14, 10am: Boyd Park path
to San Rafael Hill walking tour with
historian Marcie Miller. Walk inta
nature and back in time. More.

Invest in Climate Candidates: Futa
{gresn stamp on your contributions for
the 2024 elections. Give Green.

Check out MarinCAN's new website.
Subscribs & donste st MarinCAN.

Looking Under the Hood of Marin's
Electrification Roadmap

Explore the workings of Marin's new Electrification
Roadmap with Marin inability Team Planning
Manager Dana Armaning.

How can the Roadmap get us to zero net carbon by
2045 by zeroing out the fossil fuels we burn in our
homes, businesses and cars? (Over a quarter of
countywide greenhouse gas emissions come from
buildings, and over half from transpoeriation. )

How will the Roadmiap be rolled out for adoplion by
the County and all Marin's towns and cities? How can
cilizens sfrengthen the process where they live?

How will the plan prepare Marin residents for the
phaze-cut of defunct gas appliances mandated by
the Air Quality District, starting in 2027 (for water
heaters) and 2029 (for furnaces)? Iz information
enough? Are financial incentives adequate? Would
building audits at time-of-zsale help people prepare for
this climate-essential fransition?

Bring your questions and show your support.
Wednesday, September 18
10am - 12pm
Zoom or in person at MCL
175 N Redwooed Dr #1335, San Rafael

Reqgister




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

SR Gets GHG Results, Resets Priorities

Mon, Sept 16, 6pm: City Council will hear how much
greenhouse gas we've reduced this year--and listen fo
your ide:as about how fo reduce more. Come on down.

San Rafael Candidates Forum!

Mon, Sept 23, 5-Tpm: For Mayor, Cou nciﬁtﬂ
District, Supervisor. Hosted by Sustainabl n Rafael,
Federation of SR Meighborhoods, Pt. San Pedro Road
Coalifion. Send loecal climate questions here. Plus
ftune in the climate-critical presidenfial debate on 910,

Save Money with an EV

Wed, Sept 4, 12 noon: Expert webinar on savings for
new and used EVs, as well as charging. Plus Sept 7
11am-3pm, EV Show at the Village in Corte Madera.

California Biodiversity Day

Sat, Sept 7, 10am-noon: Hear, honor and give voice
fo all species in our community, with Coast Mivwok
Tribal Council's Jason Dreschler and others providing
the indigencus knowledge needed. Fairfax Library.

Autumn Teams Start
m Thu, Sept 12, 4-5:30pm & Wed, Sept 18, 6:30-8pm:

Start dates & times for first of five supportive, fun (and
R E S I LI E N T free!) meetings to help you reduce your household's

carbon footprint and prepare for climate impacts.

NEIGHBORHOODS

Summer Party Becomes Holiday Party!

S8 NEW DATE: Sunday, Dec 8, 4-6pm: Become a
B Sustainable San Rafael member or renew now, and
join us for our fun and inspiring holiday get-together.

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.
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Weebly will give you an upload screen. Select the new screenshot from your computer and upload
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Update the URL behind the image
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SSR-Newsletter-2
024-08-18jpg

Once the new jpgis 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: | found it easiest to click “unlink” first so | know | removed the earlier url. Then | right click and
and add the new url. To get out of the window, you may have to click somewhere else on the page.
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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.
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Updating the SSR Site on Weebly with Issue Letters

Login to Weebly

Click Edit to edit the site
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SUSTAINABLE S... v

Overvi -
verview o | Welcome back, Howard! ——  Edit site
Website by Published on Nov 3, 2024 to www.sustainablesanrafael.org A
Items v
orders Past 7 days
Fulfillment v
Page views Unique visits Pages views per visit (average)
Reports v
36 v 60% 19 v59% 1875 » 3%

Communications v

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

Equitable Housing

Build PPS Sett s - - U le Publish

Sagéﬁz()m,% HOME EVENTS & ACTIONS SSUES ABOUT CONTACT / DONATE
AL

ZERQC-OUT CLIMATE
CHANGE

K E Y ISS U E S A N D P O S I T I d  ZERO-EMISSION MOBILITY

ZERO-EMISSION

BUILDINGS

MORE TREES - LESS CO2

GROWING A GREEN
E MY

WE BELIEVE THAT CLIMATE CHANGE MUST

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.



PROPOSED HOUSING POLICIES UPDATE

December 7, 2020

To: San Rafael City Council

From: Sustainable San Rafael

re: Proposed Housing Policies Update

We support a comprehensive package of Proposed Housing Policies to confront growing shortage of

affordable housing in our community.

The letter offers additional updated recommendations related to: 1) inclusionary housing, affordable
housing in-lieu fee, by-right zoning, accessory dwelling unit ordinance, density bonus update, design
review board changes, payment of development impact fees, and city/developer partnerships.

Also urges innovation to address housing shortage while adapting to changing retail patterns,
transportation and climate impacts.

12_7_20_ssr_proposed_housing_policies_letter.pdf Z ‘

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.

TEXT
Box

Embed Code
PROPOSED HOUSING POLICIES UPDATE: Title

December 7, 2020

To: San Rafael City Council

From: Sustainable San Rafael

re: Proposed Housing Policies Update

We support a comprehensive package of Proposed Housing Policies to confront growing shortage of
affordable housing in our community.

The letter offers additional updated recommendations related to: 1) inclusionary housing, affordable
housing in-lieu fee, by-right zoning, accessory dwelling unit ordinance, density bonus update, design
review board changes, payment of development impact fees, and city/developer partnerships.

Also urges innovation to address housing shortage while adapting to changing retail patterns,
transportation and climate impacts.

File (right justified) ﬁ
12 7 20_ssr_proposed_housing_policies_letter.pdf "L ‘



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.

Build Pages Theme Apps Settings Help - D' Upgrade Publish

A, HOME EVENTS & ACTIONS ISSUES ABOUT CONTACT / DONATE

CLICKHERETO EDIT.

Click here to edit.

Click here to upload file

STRUCTURE
NEW
O

Sustainable San Rafael Copyright © 2023 All Rights Reserved.

The good news is that on most pages, | created a blank template that you can use and fillin 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, | 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

CLICKHERE TO EDIT. >

Click here to edit.

Click here to upload file

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.



Edit Background

"

CLICKHERETOEDIT.

Click here to edit.

Click here to upload file
I

ﬂ

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.

Fossil Free Electricity

Equitable Housing -
this page

Preparing for Climate

Impacts

CLICKHERE TO EDIT.

More Trees - Less
Cc0o2

Click here to edit.

Click here to upload file
1|

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



Suslacnalbils HOME EVENTS & ACTIONS ISSUES ABOUT CONTACT / DONATE

‘sustainablosantafasl.org

CLICK HERE TO EDIT.

Click here to edit.

Click here to upload file

CLICKHERE TO EDIT.

Click here to edit. @

Click here to upload file

*kk

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. | usually summarize
the letter using some of its language.

Here is an example



HOME EVENTS & ACTIONS SSUES ABOUT CONTACT/DOM

PROPOSED HOUSING POLICIES UPDATE

December 7, 2020

To: San Rafael City Council

From: Sustainable San Rafael

re: Proposed Housing Policies Update

We support a comprehensive package of Proposed Housing Policies to confront growing shortage of
affordable housing in our community.

The letter offers additional updated recommendations related to: 1) inclusionary housing, affordable
housing in-lieu fee, by-right zoning, accessory dwelling unit ordinance, density bonus update, design

review board changes, payment of development impact fees, and city/developer partnerships.

Also urges innovation to address housing shortage while adapting to changing retail patterns,
transportation and climate impacts.

12_7_20_ssr_proposed_housing_policies_letter.pdf Z

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

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

*kk

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.

CLICKHERE TO EDIT.

Click here to edit.

Click here to upload file



CLICKHERETO EDIT.

Click here to edit. Custom HTML

Edit Custom H@uﬂ_ Click here to upload file

Position =

CLICKHERETO EDIT.

Click here to edit.

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

The format is

<a nhame="greenhomes2024">&nbsp;</a>

You want to replace “greenhomes2024” with your new unique code. Make it simple and maybe put
ayear 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.

CLICK HERE TOEDIT.

Click here to edit.

Click here to upload file



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.
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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.

Build P Theme Apps Settings Help - 0-
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statements below submitted to elected officials, illustrate how equity is both critical and possible as move
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Our position statements on key issues included
below:

« Northgate Town Center Design
« 1515 4th Street Housing

« Notice of Funding Availability for Affordable Housing

« San Rafael 2023-2031 Housing Element
= 5B 9 Housing Development & Lot Split Regulations
» Annual Progress Report & Housing Policy Update
. own Center EIR (environmental impact
On May 9, 2013 Sustainable San Rafael, along with Sustainable
. sed Inclusionary Housing Requirements

Marin, The Marin Environmental Housing Collaborative, The

Proposed Housing Policies U

League of Women Voters, The Marin Conservation League and
Comentog o Ris LI Dominican University sponsored our second forum on the topic e

of planning the future of our communities in the era of climate

change. “Planning the Future We Want (part 2)" drew an
energized and attentive crowd of about 200 at Dominican’s

Annalien Hall

If you click on one of the bulleted items, you can see thatitis a link

statements below submitted to elected officials, lllustrate how equity is both critical and possible as move

Our position statements on key issues included
below:
: i

l Go to link: HAL L i sing.html#center-review - Change - Remove *
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» San Rafael 2023-2031 Housing Element
= SB 9 Housing Development & Lot Split Regulations

= Annual Progress Report & Housing Policy Update

* Northgate Town Center EIR (environmental impact
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We are going to add a new link to the top.
Note: because of weebly peculiarities, | find it easiest to copy the first one and pasting it below to
created a duplicate. This preserves the formatting.

Equitable housing and sustainability are mutually reinforcing concerns that arise hand-in-hand as we make
decisions about the development of our communities. As we grapple with reducing our impact on the
climate, we must redesign neighborhoods to reduce sprawl and encourage a walkable, bike-friendly and
transit-focused San Rafael, while also supporting housing that is affordable and diverse. The position
statements below submitted to elected officials, illustrate how equity is both critical and possible as move

Our position statements on key issues included
below: ‘ ' Choosing the Future We Want - Plan Bay....

« Northgate Town Center Design \—
» Northgate Town Center Design e

* 1515 4th Street Housing

= Notice of Funding Availability for Affordable Housing
» San Rafael 2023-2031 Housing Element

= SB9 Housing Development & Lot Split Regulations

* Annual Progress Report & Housing Policy Update
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Now | edit the top one illustrated below. Click on the url and click Change.

Settings # Upgrade

Equitable housing and sustainability are mutually reinforcing concerns that arise hand-in-hand as we make
decisions about the development of our communities. As we grapple with reducing our impact on the
climate, we must redesign neighborhoods to reduce sprawl and encourage a walkable, bike-friendly and
transit-focused San Rafael, while also supporting housing that is affordable and diverse. The position
statements below submitted to elected officials, illustrate how equity is both critical and possible as move

Our position statements on key issues included
below:

* Northgate Town Center Design

Go to link:
+ ormgeTTow

* 1515 4th St

= Notice of Fundi for Affordable Housing
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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 urlin 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.
Link i . o L
ut publishing the site and testing it on the live site
Website URL
INSERT URL
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http://www.sustainablesanrafael.org/

