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General concepts and recommendations
• Favour uploading images as .jpg
• In the case of logos or representations containing text, it is best to use .png.
•An element or content marked ACTIVE (green button) means that it is visible on the site. If you don't want it to be published, just 

click on it and the button will turn red.
• Each list has at least one search field to make it easier to find content. The ADD button allows you to create a new element. Existing 

elements can be edited using the ‘Change’ button (the ‘Delete’ permission may initially be disabled in some scenarios and therefore 
not allow you to delete records; to change this, simply update your profile - in the ‘Users’ section - and add this permission).
• The order in which the elements in any of the lists are presented is always defined by the PRIORITY field. This value defines the 

weight assigned to each element and does not need to be sequential. The element with the highest value is the first to appear on the 
site and the one with the lowest value will be displayed in the last position. These values are assigned automatically when you add 
the elements. The arrows in the list make it easy to reposition the ordering of elements in the list (just use the ‘up’ or ‘down’ arrows).
•  The content is automatically translated by clicking on the planet earth icon
• Translated fields are marked with the globe icon
•Changing the language is done in the dropdown in the top right corner



Topics > Topics
Topic management



Topics > SubTopics
SubTopic management



News
News management



Countries
 Country list block content management
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Projects                         1/5
 Projects management > General content 



Projects                    2/5
 Projects management > Navigation



Projects                         3/5
 Projects management > Activities



Projects                         4/5
 Projects management > Related files



Projects                         5/5
 Projects management > Permissions

Defines whether the project is visible on the
public website to all users or not.

If it is private, only users with viewing permission
can see the project on the public site after
logging in

Management of the users who will be able to 
view the project on the public site, when it is
private, and/or the users who will be able to view
or edit the project in the backoffice.



Library                
  Library document management

Different language versions of the document



Guidance                    1/3  
Guidance & Tool management > General content 



Guidance                    2/3 
Guidance & Tool management > Pages

Define whether it's a structured guidance/ 
tool or just a file

Structured guidance/tool pages
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Defines whether the guidance/tool is visible on
the public website to all users or not.

If it is private, only users with viewing permission
can see the guidance/tool on the public site after
logging in

Management of the users who will be able to 
view the guidance/tool on the public site, when it
is private, and/or the users who will be able to 
view or edit the guidance/tool in the backoffice.

Guidance                    3/3 
Guidance & Tool management > Permissions



Site Manager > Menu              
Menu management



Site Manager > Pages              
Pages management

Blocks that make up the page



Site Manager > Featured             
Content management of the featured section of the homepage



Contacts               
Managing footer contact details



Thesaurus               
Managing the options for dropdown fields



Forms               
Form block content management

Fields that make up the form



Config > Social Networks            
Managing footer Social Networks details



Config > Tokens            
Management of various website texts

Examples
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Config > Files          
Management of various website texts



Emails > config          
Managing email settings



Emails > Templates         
Managing email templates



Users > Users        
Backoffice and public site user management



Users > Profiles        
User profiles management

Note: This profile will be used for users to whom we
want to give access to certain projects or guidances



Users > Permissions        
Profiles permissions management



Homepage content
The contents shown in the image are managed in the backoffice, in the sections identified on the right:
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[ 1 ] Site Manager > Menu

[ 2 ] Config > Tokens

[ 3 ] Topics > Topics & SubTopics

[ 4 ] Site Manager > Featured

[ 5 ] Contacts

[ 6 ] Config > Social Networks



Our Network > Pages (Organisation)

Title | Heading 1

Subtitle | Heading 2
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Site Manager > Pages 
> Organisation

2.1

Site Manager > Menu
 > Organisation 
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Our Network > Pages (Partners)          1/4

Site Manager > Pages 
> Partners

Site Manager > Menu
 > Partners
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Our Network > Pages (Partners)          2/4

3

Site Manager > Pages > Partners ([3] Map block)

Note: Link to each language required
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Our Network > Pages (Partners)          3/4

4

Site Manager > Pages > Partners ([4] Country list block)

Note: The information for each
country is managed in the
Countries tab
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Our Network > Pages (Partners)          4/4

5

Site Manager > Pages > Partners ([5] Image Grid block)
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Our Network > Pages (Strategy and Goal)

Site Manager > Pages 
> Strategy and Goal

Site Manager > Menu
 > Strategy and Goal
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