
Quick Guide to Content Editing

Login to your Squarespace account at https://www.squarespace.com/login and then in the left side menu select Pages. 

Select a page to edit. Move your pointer over the page and select Edit. Click on the text to display editing toolbar. Save or cancel changes.

To add or edit a text link, highlight the text while in the edit 
mode. If this is a new link, click on the link icon in the editing 
toolbar. 

If the link already exists, selecting it will bring up a remove or 
edit option.

Note that web addresses must start with either http:// or 
https:// for example https://www.atxcu.com/

Note that email addresses must start with mailto: for example 
mailto:info@austinchaptercu.org

Text links

Edit text
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Select a page to edit. Move your pointer over the page and select Edit. Position cursor so that the insert pip and line displays. Click pip.

Add a content block

From the Content Blocks, under Basic, select Image.

Once you have applied the image, save the page edit.

Add image

Following the same steps above, select any of the other 
content blocks, such as Text, Quote, Button or Line. 

When you add a block you can remove it with the Trash icon.

Add other content blocks
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Squarespace provide a detailed guide to adding events here: https://support.squarespace.com/hc/en-us/articles/206543837
The following is a supplement that shows how to add an event RSVP form, or an optional Eventbrite booking link.

Method 1. Add an event with an RSVP

Select Events from the left side menu (above), then select an existing event or create a new one clicking on the + icon (below). 



Quick Guide to Events

In the Event edit mode select a position to insert a new Content Block (a black pip with a line indicates that insert point).
Click on the pip and a selection of Content Blocks will appear. Scroll down through the list to ‘More’ and select the Form.

Method 1. Add an event with an RSVP (cont.)

A default Form is created with an Edit Form panel on the right.

You can delete (trash) the ‘Subject’ and ‘Message’ �elds as they are not required. However, if your event required guest to specify disability access or 
dietary requirements, you could rename the ‘Message’ �eld as one of those subjects. For next steps, see next page of this guide.
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Change the Form name to something speci�c. A range of �elds can be added to suit your needs. In this example the guest will be o�ered a 
choice to make. In the Edit Form panel, select ‘Add Form Field’, and select Radio Button. Once add, change the Radio button name to ‘RSVP’.

Method 1. Add an event with an RSVP (cont.)

Add any further �elds you require. Next, decide where you want the Form submission to go, usually to an email address and/or a mailing list. 
Click on the ‘Storage’ tab at the top or the Edit Form panel. For next steps, see next page of this guide.
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Under the Storage tab in Edit Form add an email address and select Connect. If you want the details to also be stored in a mailing list, 
connect to your Google Drive or Mailchimp account (click connect). Note you do not have to include an Email Address if you only 
want the form to send to your Google Drive or Mailchimp.

Method 1. Add an event with an RSVP (cont.)

Under the Advanced tab in Edit Form you can personalize the message guests will see on the page once the form is submitted.
Click Apply to save and add the form to the Event page. And click Save on the Edit Event panel to complete the update. You should 
test the Form in your browser window to be sure it is working as expected.

The next page describes how to add a button link to an external RSVP website, for example Eventbrite. Note that some event 
booking website o�er blocks of code (e.g. an iFrame) to insert. This is insert method is explained later. 
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Using the same method to insert a Content Block, select Button to insert. Edit the default button name to RSVP. 

Method 2. Add an event with an RSVP button link

Add the URL (web address to the external site, e.g. speci�c Eventbrite page).  Check the option to ‘Open in New Window’. You can style the 
Button with size and position. Click Apply and then Save the changes.
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Using the same method to insert a Content Block, select the Code block to insert. 

Method 3. Add an event with an Eventbrite Widget

Eventbrite — Free for free events: https://www.eventbrite.com
It's absolutely free to post and promote your free events.
Easily track registrations for parties, classes, seminars, networking events, nonpro�t events and more.

When you sell tickets and registrations using Eventbrite, you can pass on the fees to buyers in most cases.

Eventbrite also integrates with Mailchimp. 
Details: https://www.eventbrite.com/support/articles/en_US/How_To/how-to-set-up-the-mailchimp-integration?lg=en_US

Eventbrite has a guide to adding an Event Widget to the web site page. Details: https://www.eventbrite.com/support/arti-
cles/en_US/How_To/how-to-sell-eventbrite-tickets-registrations-on-your-website-using-embeddable-widgets?lg=en_US

Once you have setup your Eventbrite event, you can copy and paste the 
widget code into any Squarespace page, event or blog post.

PASTE CODE


