
Website Essentials - Crash Design

Colors/Fonts:

Login: 

(Already set - use your mike@crashamerica.com email address; you can add unlimited 
contributors and refine their access permissions, should you ever have help with your 
webstore.)

Note: 
I have retained administrative privileges on the site, in case of any future problems; you 
are welcome to revoke those and will just need to re-assign them, should there be any 
issues which need my attention.

Tech Support: 

Squarespace comes with 24/7 tech support that is very responsive. You can access it 
by logging into your site and clicking on the question mark icon. Alternatively, you can 
email them at support@squarespace.com. I usually do this so that I can send them 
screenshots of whatever issue I’m having. Please note that they have limited ability to 
help with design issues as your site is a custom design created in developer mode 
(though they’ll help with little things in the visual design editor). 

If you’re stuck, you can always email me--I’m happy to take a quick look. 

Adding/Managing Products:

(Already discussed. For a tutorial, see here: http://help.squarespace.com/customer/
portal/articles/872062-how-do-i-add-products-to-my-commerce-site- _
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Notes:
• Take care to add each item to a category. This automatically updates the product 

index and helps both humans and search engines find what they’re looking for.
• I recommend adding whatever is new, or what needs attention to the top of the store. 
• Use the “duplicate” function to replicate items and simply switch out the details.
• You can create promotional codes from the backend of your website by clicking on 

the $ symbol > coupons. Don’t forget to assign an expiration date!
• Don’t forget to customize the item URL. This helps with search engine optimization.
• You can export your orders as a CSV file, which is handy for making mailing labels 

(copy+paste).
• Don’t forget to mark your pending items as shipped so the customer receives an 

automated notification. 

Adding to the Gallery (Out-of-Print)

• Toggle to the Out-of-Print page while in the backend of your site.
• Add the image using the “Add images or media” button in the upper right-hand 

corner.
• Be sure to add a description, category and define the URL (under “options). This 

helps with search engine optimization.
• You can rearrange these items just like you can with your products. I recommend 

doing this occasionally, just to keep your site fresh. 

Adding to the Blog

Step-by-Step directions can be found here: http://help.squarespace.com/customer/
portal/articles/437912-adding-content-to-a-blog-page

Notes:
• I recommend posting to the blog when you have new items in the shop. You can 

insert a product directly in a blog post, even. (Directions: http://
help.squarespace.com/customer/portal/articles/919956-using-the-product-block )

• Be sure to add each post to a category and tag is descriptively. This helps with 
search engines indexing and finding you.

• Make sure to add a featured image under the options tab; this will make a large 
image display on the right-hand side of the post.

• You can link social media accounts and new posts will automatically update those 
accounts.

• There are lots of formatting options for inserting styles, media (including video) into 
blog posts. Blog posts with images get more views, so I recommend incorporating 
them when possible.
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Adding a Page

You can easily add new pages to your site! Really! Here are the instructions: http://
help.squarespace.com/customer/portal/articles/1069481-how-do-i-add-a-page-to-my-
site-

Notes: 
• Make sure to add a featured image to your new page, so that you get a nice image 

displaying on the right-hand side. 
• Be sure to add a page description as well. Surprise, surprise, this helps with your 

search visibility.

Other information:
• Please do not modify the page “Important Website Files.” There are some key pieces 

of information on that page that the site needs to function.
• Please do not modify the “code injection,” URL mappings” or “custom CSS” areas of 

the website without checking with me first. These are all critical to the site’s 
functionality. 

• Please do not turn off developer mode without letting me know so I can run a 
backup.

• Your site is automatically backed up by Squarespace. However, I ran a manual 
backup at launch as well, in case you ever need to access the archive.

• Squarespace has a nice app for iPhone and iPad. You can find it in the app store. 
• Check your traffic by clicking the bar chart icon in the backend of your site; this is 

also where you’ll find the content moderation area. 

MailChimp Management

Login: mailchimp.com; username: crashamerica p/w: flintstone666

You can duplicate and modify your campaign using the template I created. It’s very 
simple, just follow the instructions here: http://kb.mailchimp.com/article/how-do-i-
copy-a-campaign

Note: People who order from you will be added to the list automatically. (I integrated 
Squarespace and MailChimp.) 
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Zoho Email Management

Login: https://www.zoho.com/login.html; username: mike@crashamerica.com p/w: 
flintstone666

Notes: 
• Zoho backs everything up automatically. If you ever have a problem with your 

desktop mail, it will be in Zoho’s webmail interface. 
• You can also access them via webmail. (Login above.)
• They’ll let you know if you are approaching your storage limit and you will then want 

to delete older mail with large attachments. It takes a long time to fill up their storage. 
• You can also add up to five accounts associate with your domain for free. Here are 

the instructions: https://www.zoho.com/crm/help/zoho-mail/zoho-mail-add-on-
accounts.html 

Finally…

Please buy an external hard drive and backup your computers. Please. When you get a 
new computer, please activate iCloud. I activated it on your phone, and it’s a great fail-
safe. When you get your new computer, please turn on Time Machine and have it run 
nightly backups. I can’t count the number of times it’s saved me (things like power 
outages seem to come at the worst times). 

And! I am here to help. If you need any training on how to use your new site, please let 
me know. I’m happy to pop by and walk you through things! I want your site to work for 
you, not vice versa. 

You can reach me at sarah@sarahmoon.net; sarahmoon.net; or 971-302-9889. 
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