
Using ContentSeed to edit the ISPS website

1. On a PC running Windows, please use a recent version of Internet Explorer or Firefox.
2. On a Mac, use a very recent version of Safari or Firefox.
3. Navigate to the page you wish to edit.
4. Press Ctrl-Y on the keyboard.
5. Enter your user name and password.

For a user with Admin permissions, you will see a number of tabs on the right side of the page.  If you do 
not have Admin permissions, you will see only the first 2 tabs.
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Editing

Your editing toolbar has been limited, so that you cannot change the font or size.  This will help keep the 
whole site looking consistent.  You can use bold and italic.  You cannot use underline. (On a website, 
underlining is reserved for links.)

You can apply “heading” styles by using the dropdown box called “paragraph.”  
1. Enter the text you want for a heading.
2. Highlight the text
3. Choose the heading size from the dropdown box in the “paragraph” box.

This is how the various headline sizes are used:

Heading 1 – Page Titles
   Heading 2 – Subtitles, section headings
   Heading 3 – Section headings within sections
Heading 4 – A “leader” in front of a Heading 2, such as:

Föreläsning och mote
Höstmöte för svenska ISPS i Stockholm

If you need to know what heading type is being used on a page, put your cursor inside the heading and look 
down at the status bar.  At the end of the line of “tags” you will see something like <H3> or <H2>.  This tells 
you which heading type it is.  If it says <p> it’s just plain paragraph style, not a heading.

Note:  The editor does not display line spacing exactly the same as the website.  In the editor, all spaces 
between the headings and the paragraph text below them are twice as big as they will appear on the website.  

When you press the enter key to make a new paragraph, it will automatically insert a line space above, so that 
the paragraphs are separated.

If you want material to be single-spaced (such as a list of items, or a mailing address), you can use a “soft 
return.” – shift+enter.

If you need to edit something in the sidebar, click on it once, then click on it a second time. (Two single 
clicks, not a double-click;)  The first click highlights the whole box. The second click places the cursor inside 
the word you clicked, so that you can edit it.

After making your changes, be sure to click the “save” button.  You will not get a reminder!  If you forget 
to save, you’ll have to do it all over again.  

Adding Links
1. Type in the text that you want to turn into a link.



2. Highlight that text.
3. Click on the Link button.
4. Next to “Source,” choose either http:// for a website address, or mailto: for an email address.  Then 

type the address in the next field.  If it’s a website address, don’t add the “http:// again.  Just put in the 
address, like www.isps.org.  

Uploading a file
(You should use pdf files whenever possible, so that everyone can open them.  There is a free online pdf 
converter at www.freepdfconvert.com.)

1. Create your link text on the page (for example “2010 Bylaws” or “More Info.”)
2. Highlight that text.
3. Click on the link button.
4. Click on the little file folder to the right of the “Source” line.
5. Click “Browse”
6. Find the right file, and click “Open.”
7. Click “Upload.”
8. The file will be added to your “assets” folder.
9. Click “OK”
10. Now, in the link dialog box, you will see that the path has been filled in for the file you just uploaded.
11. Click “Insert,” then “Ok.”

(You can make folders within the “Assets” folder if you want.  For example, you can make a folder for each 
country.)

If you are adding a link to a file that’s already in the Assets folder, you just choose it from the assets when 
you click the little file folder in step 4. 

There are some online tutorials you can look at.  However, some of the formatting functions are not available 
in your editors, because we don’t want you to go crazy with different fonts and colors.  They are accessible 
through the “?” tab on the editor.

After you have saved your changes, use this button to close the editor and return to the website.

http://www.freepdfconvert.com/
http://www.isps.org./
mailto:


Special functions for Administrator
You have some extra tabs on your editor.  

Allows you to see all of the pages that you have access to.  
Click on the “E” to edit the page.
Click on “A” to change the user name and password for the page
Please don’t use R (rename) or D (Delete)!

You won’t be needing this tab either.  It adds a new page, but not the way you think.  If you need a 
new page in the website, I will need to set that up for you.

Allows you to change the name and password for the administrator.

Allows you to create a backup of the editable pages.

ContentSeed actually puts ALL of the website content on one web page, called content.php. When 
you do a backup, you are backing up this one page.  I advise you to do a back up regularly, in case 
something goes wrong with the site.  It might be a good idea to back it up once a week.

Once you have a backup, you can use it to restore the website.  However, if your last backup was 2 
months ago, you’ll have to re-create 2 months of content for ALL of the pages that your users are 
editing.


