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0. ENTER DASHBOARD

Enter this url: https://www.fisheries-rcg.eu/wp-admin1

LOG IN: Enter your user and password

The website administrator can create one for you. 
2

On the left handside its the main menú of the Dashboard.

The most common modifications will be made in

the Post, Media and Pages sections.

3



1. NEWS SECTION

On “Posts” section click on “Add New” 1

Add the title and content directly or copy and paste 

it from Word for example.

2

Different blocks and elements can be added within 

the news item.
3



1. NEWS SECTION

On the right hand side there is another menu with different tabs.

Make sure that the yellow boxed options in the image are the ones that are selected.
4

Click on “Set featured image”5

Select “Upload files” or “Media Library” 

depending where is the image you wan´t

to use and choose the image.

6



You can also choose the author of the news item. This can be anyone 

who is registered as a user of the website.

1. NEWS SECTION

When the news item is ready, it can be saved as a draft previewed or 

published. 
7

8

9

Another option is to schedule your publication for another day and time.



1. NEWS SECTION

Below the post there is a Yoast SEO plugin tab to fill in.  Activate the SEO tab and fill in 

the following fields:

Keyphrase: this can be the title or a shortened version with the most relevant words.

SEO title: it is filled in by default but you can customise it if it is too long. This is what 

Google will see as the title.

Slug: this is what will appear in the link to the news item.

Meta descripción: ou can copy the first paragraph of the news item and shorten it if 

necessary. This is what will appear in the search engine as a summary. 

Try to keep the smiley icon orange or green but not red.

10



2.  ADD NEW ITEMS TO MEDIA LIBRARY

Click on the "Media" section and you will see "add new" in two 

different places, click on either one of them.
1

Drop or select files from your computer to upload.2



2.  ADD NEW ITEMS TO MEDIA LIBRARY

Click the uploaded photo/document and 

fill in the boxes for “Title”and also 

“Alternative Text” in case of the images.

3

If you want to change a report or any 

other document you will need to copy the 

file url to replace it for the old one.

4



2.  ADD NEW ITEMS TO MEDIA LIBRARY

It is possible to edit an image: Crop, rotate or flip or scale it.

After the editing click “save” buttom.



3. UPDATING RCG MICROSITES

Click “Pages” > “All Pages”1

Mouse over the RCG page you want to

edit and click “Edit with Elementor”
2

On each RCG page we can modify the

title, the image, the logo and all its

specific sections: 

• Spatial Scope

• Participants

• Terms of reference

• ISSGs

• Achievements / Toolbox / Useful links

• Reports

• Rules of Procedure

• Materials

• Contact

3

IMAGE

TITLE

LOGO
SECTIONS



3. UPDATING RCG MICROSITES

CHANGE THE IMAGE

Mouse over the image and click

“Edit Section”
1

Choose the tab “Style”2

3 Go to the “Background overlay” 

section and click on the image and 

change it.

Use an imagen with this size:

1200x400 pixeles.

Click “Update” button4



3. UPDATING RCG MICROSITES 

EDIT THE TITLE

Mouse over the title and clickthe icon with the pencil.1

Choose the tab “Content”2

Modify the title on the box3 Click “Update” button4



3. UPDATING RCG MICROSITES

CHANGE THE LOGO

Mouse over the logo and click

the icon with the pencil.
1

Choose the tab “Content”2

Click on the image and change it.

Use an imagen with this size:

400x150 pixeles.

3

Click “Update” button4



3. UPDATING RCG MICROSITES

EDIT THE SCOPE

Mouse over the logo and click

the icon with the pencil.
1

Choose the tab “Content”2

Copy and paste the new HTML 

code.
3

Click “Update” button4



3. UPDATING RCG MICROSITES

EDIT THE PARTICIPANTS

Mouse over the logo and click

the icon with the pencil.
1

Choose the tab “Content”2

Edit the title and description.3

Click “Update” button4



3. UPDATING RCG MICROSITES 

EDIT TERMS OF REFERENCE

Mouse over the ToR you wan´t to edit

and click the icon with the pencil.
1

Choose the tab “Content”2

Edit the text.4

Click “Update” button5

Unfold the ToR3



3. UPDATING RCG MICROSITES 

EDIT BUTTOM LINK

Mouse over the columm you wan´t to

edit and click the icon with the pencil.
1

Choose the tab “Content”2

Edit the title.4

Edit the description.5

Unfold the ToR you want to edit3

Click “Update” button6



3. UPDATING RCG MICROSITES 

EDIT ACHIEVEMENTS / TOOLBOX / USEFUL LINKS

Click the icon with the pencil.1

Choose the tab “Content”2

Choose the tab “Visual”4

Click this icon to see all the options. 5

Unfold the tab you want to edit: 

Achievements, toolbox or useful links
3

Edit the content. You can also add

images or links.
6

Click “Update” button7



3. UPDATING RCG MICROSITES 

CHANGE REPORTS

Select the item you wan´t to edit: tittle, date or buttom

and click the icon with the pencil.

1

Choose the tab “Content”2

In the case of editing a button we can change the text of 

the button or the link. To change the link, you must first 

upload the new document in the media section (see point 

2 of this document).

3

Click “Update” button4



3. UPDATING RCG MICROSITES 

EDIT RULES OF PROCEDURE

Mouse over the item you wan´t to edit ( Title, 

paragraph or buttom) and click the icon with the

pencil.

1

Make sure the tab “Content” is selected2

Edit theTitle, Paragraph or buttom3

Click “Update” button4

TITLE

PARAGRAPH BUTTOM



3. UPDATING RCG MICROSITES 

EDIT MATERIALS

Mouse over the item you wan´t to

edit (Image, Title, Paragraph or

Buttom) and click the icon with the

pencil.

1

Make sure the tab “Content” is

selected
2

TITLE

PARAGRAPH

BUTTOM

IMAGE

Edit the Image, Title, Paragraph or Buttom. (See next page)3



3. UPDATING RCG MICROSITES 

EDIT MATERIALS

IMAGE TITLE PARAGRAPH BUTTOM

After editing Click “Update” button4

In case you want to 

replace some of the 

files in this section 

(Logo, Template, 

infographics) you 

would have to 

upload the new file 

to the media library 

first, copy the new 

link and replace it in 

the boxes marked in 

red. (See point 2 of 

this document for 

more information).



3. UPDATING RCG MICROSITES 

EDIT CONTACT

Mouse over the contact text and 

click the icon with the pencil.
1

2

Edit the contact information.

If you need to make a semicolon 

use <br>

3

Click “Update” button4

Choose the tab “Content”



4. UPDATING CHAIRS

Click “Pages” > “All Pages”1

Mouse over the “Chairs” or “Previous Chairs” page and click “Edit with

Elementor”
2



4. UPDATING CHAIRS

Select the columm you wan´t to edit.3

Mouse over the item (Image, Tilte, Paragraph, Toggle) to be 

change and click the pencil icon. 
4

IMAGE

TITLE

PARAGRAPH

TOGGLE

5 Choose the tab “Content”

Edit the Image, Title, Paragraph or Toggle. (See next page)6



4. UPDATING CHAIRS

IMAGE
TITLE

PARAGRAPH

TOGGLE

After editing click “Update” button7



5. UPDATING ISSGS

Click “Pages” > “All Pages”1

Mouse over the “Intersessional

Subgroups” page and click “Edit

with Elementor”

2

Mouse over the toggle and click

the pencil icon. 
3

TOGGLE



5. UPDATING ISSGS

Choose the tab “Content”1

Click the ISSG you want to edit.2

Edit the title.4

Edit the description.5

Click “Update” button6

TITLE

DESCRIPTION



6. THEME & PLUGINS

THEME

 NEVE theme PRO is used: https://themeisle.com/themes/neve/

 All the documentation for extra modifications is available here: https://docs.themeisle.com/collection/1557-neve

PLUGINS

 Elementor free plugin (BASIC) is installed to facilitate the website creation and updating.

 Extra documentation here: https://elementor.com/academy/guides-and-tutorials/

 Yoast SEO is installed to improve the website’s rankings on search engines (Google)

 More info here: https://yoast.com/wordpress-seo/

https://themeisle.com/themes/neve/
https://docs.themeisle.com/collection/1557-neve
https://elementor.com/academy/guides-and-tutorials/


7. MAILCHIMP

Mailchimp platform is used

to send newsletters.

https://mailchimp.com/

Username: fisheriesRCG

Password: Fisheries_2021

Free plan

2,000 contacts*

10,000 email sends*

It is associated to this email

GMAIL

fisheriesRCG@gmail.com

Fisheries_2021

22 march 1982

https://mailchimp.com/
mailto:fisheriesRCG@gmail.com
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