
Putting the newsletter onto our web-site once it’s been sent out 
 

The major steps to do this are as follow (described in more detail below):  

1. Get the html source of the newsletter (copy the email and click on 'source' to see the 

html - but do not send this email again) 

2. Paste this into the converter 

at http://www.transitioncambridge.org/email2bulletin.php, and click “doit” 

3. Use the resulting text to create a web page, linked from the 'Weekly Bulletin' page by 

the appropriate date. 

4. Tweak the page until it looks right. 

 
Detailed instructions 

If you aren’t still logged into Groupspaces, log in following the instructions below. 

 

 
 

 
 

http://www.transitioncambridge.org/email2bulletin.php


Once through to the next page, click on “Manage” (see pictures below).  

 

 
 

Go to e-mails as before: 

  

 
 

Now, instead of clicking on “Compose”, click on “Copy” under the title of the newsletter e-mail 

which has just been sent and which you want to put on the Transition Cambridge web-site. 

 

 
 



This will take you through to the Compose page for that e-mail again. Do not send it again!!! 

 

Click on “Source”. 

 

  
 

Copy all the text within that window (you have to select it using the mouse and then Control-C for 

copy. Unfortunately Control-A for “Select all” doesn’t work here. 

 

 
 

Select all the text in 

this window and 

then press  

Control-C or right 

click mouse and 

click on Copy 



Once you have copied it, you need to go back to the Transition Cambridge web-site. In the 

Groupspaces page, you can click on Cancel in the Source window, and close the Groupspaces window 

in your browser. You don’t need to save anything as you don’t want to send this e-mail again. You 

might want to wait to do this until you are sure you have moved the text across into the Transition 

Cambridge web-site. 

 

 
 

In the Transition Cambridge web-site, click on “Weekly Bulletin” in the left hand menu bar. Then 

scroll down to the bottom of the page and click on the word “converter” in the second last line of the 

text. In the new page that opens, paste the text from Groupspaces (Control-V) or right click and click 

on Paste.  Press the button labelled “Do it”. 

 

In the page that comes up, select all the text and copy it (Control-A, then Control-C, or select the text 

with the mouse and right click and then click on copy). 

 

Now click back in your browser until you come back to the weekly bulletin page with all the bulletins 

listed by date. Click on edit in the top right hand corner (you may need to log in if you are not already 

logged in). 

 

Create a new line above the other bulletins that you’ll see – it should look like this (new line shown in 

red – note that there shouldn’t be any spaces between the end of the linking word “1 October”  and the 

end of the square brackets). 

 
(:title Transition Bulletin :) 

 

To receive our weekly bulletin, sign up 

[[http://groupspaces.com/transitioncambridge/subscribe/ | here]].\\ 

If you would like us to include something in the bulletin, go [[here-

>#submit]].\\ 

%red%And if you could help upload bulletins onto this page, [[get in touch-

> http://www.transitioncambridge.org/mail-

contact/sendmail.php?who=tcct]]!%% 

 

* [[1 October->Newsletter20121001]] 

* [[24 September->Newsletter20120924]] 

* [[17 September->Newsletter20120917]] 

* [[10 September->Newsletter20120910]] 

 

Then click save, and you’ll see the new line with a question mark next to it: 

1. Click on Cancel to 

close this window (no 

need to save) 

2. Close the 

Groupspaces 

window in your 

browser 



 

 
 

Click on the new date with the question mark next to it. 

 

A new wiki page will be created automatically. 

 

 
 

Into this page, paste the text that you copied after converting it (just press control-V or right 

click and click on paste). 

 

Now press Save and edit (this just saves it before you tidy up the text). 

 

Now go down to the main part of the text (under the Contents section) and you need to 

change over the “*” for three exclamation marks “!!!” – I usually just do it once, then copy 

the three exclamation marks, and go down the document selecting the “*” and then  just 

pressing Control-V to paste the exclamation marks in where they’re needed. If someone has 

included a list of things within a news item, then you don’t need to change the * symbol – but 

we discourage people from doing this, so that shouldn’t be a problem. 

 

Finally click Save and just check it looks OK.  

 

You can then copy the URL and put this onto our Facebook and Twitter pages. You need to 

be a member of the TC facebook page to put it in here. I will need to give you our password 

for twitter if you want to put it in there. 


