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“A brand is only as strong as 

the weakest link in the chain.”

Quelch & Laidler, 2006
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Why was the website designed?

To support the Regional Communication Strategy 
through:

• Visibility: strengthen brand presence in the region

• Consistency: unify brand presence throughout the entire 
region

Our home page is the face we show the world.

Each home page of Habitat for Humanity 
Latin America and the Caribbean should look 

the same.
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Important warning

NEVER change:

- The template of your web site

- The plugins installed

Do not update plugins, server PHP version or WordPress 

version. The Area Office should be notified in advance.
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Important warning

Always:

- Keep your hosting service up to date, with a valid security certificate, server-wide antivirus 

updated, and automatic backups at least once a month.

- Never make changes to the hosting server’s settings without first communicating them to 

the area office for validation.

- Twice a year, prepare/update/share with the area office a list of individuals in the 

organization who require access to the website’s administrative section. Submit this list no 

later than February 1st and August 1st.

- Twice a year, prepare/update/share with the area office the updated administrative access 

details for your hosting account (e.g., HostGator) and domain account manager (e.g., 

GoDaddy). 
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Do not change
• Menu titles (The titles on your top menu bar should be: Who we are, What we 

do, Companies, Volunteer, News and an optional last menu item.)

• T Make sure to include '+70 countries worldwide have HFH presence' in the 
statistics box on the home page (the numbers should be updated annually 

according to the country profiles)

• Elements of the partnerships carrousel (only change logos if necessary)

• The footer at the bottom

• Header elements (modify only links to social networks and telephone numbers, 

if required)

Do not delete
• Any contact form already placed

• Header images on current pages
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Disclaimer
• Websites, in general, should always be dynamic and constantly evolving to 

meet the communication needs of the organization. This dynamism may 

occasionally lead to visual, technical, or functional changes, so when 

consulting this guide, some elements may not behave in the exact manner 

described here.

• If you encounter any questions, please contact the regional office’s 

communications department, Digital section, immediately.

Guarding
• The communications department of each national office is 

responsible for safeguarding all information contained on 
its website and holds full responsibility for its use and 
administration.
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Contents

Site entry

News (posts)

Photos

Slider

Numbers

Stories

Comments

Pages

Menu

Forms

Header

Footer

Partnerships

Click on the 

titles to go to 

a specific 

section.
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Site entry
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www.yourdomain.com/wp-admin
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Requirements

• Control who has access to the site

• If a person leaves the organization, transfer 

their content to another user and delete the 

user from the website. Also, change any other 

passwords that this person had access to.

• Only three incorrect attempts can be made to 

enter the site. Once over the limit, access to 

your IP will be blocked for 5 minutes. 
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News (posts)
Editing a news article
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Posts/ All posts
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Select the post / Edit
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Modify and then click on “Update” (actualizar)
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The edit option appears for each post.
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News (posts)
Creating a new post
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“Entradas” (entries) / “Añadir nueva” (Add new)
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Requires name, content and photo
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All new must have a header image.
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Always tick the news category (“Noticias).

*
Blog: Content that educates, for example, about tips, recommendations.
Historias: Motivating content, for example, Testimonials.

Newsletter: Report-type content, for example, Annual reports.
Noticias: Content that informs, for example, about an event or signing of agreements. 
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Publications appear in the News section.
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Requirements

• All news items must have a header image 

(1200x447).

• When writing news, refer to the Habitat for 

Humanity brand handbook.

• End the post with direct request for support, 

aimed at volunteers or donors.



Go to ContentsGo to 

Contents

Go to ContentsGo to 

Contents

Photos
Adding photos to the library
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Media / Add New
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Drag and drop files or select the folder.
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Photos
Delete photos from the library
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Media / library
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Select the photo.



Go to ContentsGo to 

Contents

Go to Contents
Go to 

Contents

Click on “Delete Permanently”
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Things to Consider

• All photos that have been added to our site are 

stored in the library.

• Uploading very heavy photos or uploading 

photos more than once can take up a lot of 

space in the hosting service. 

• An image for the web that exceeds 800KB is 

considered too large. Consider editing it to 

reduce its size without sacrificing dimensions 

or resolution.
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Requirements

• Use photos that meet the Habitat for Humanity 

brand criteria.

• Take center and sidebar text into account when 

choosing the photo. 

• Review your web photos at least once a year 

and delete any that are not in use to avoid 

consuming unnecessary server space.
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Photos
Adding photos to a publication
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“Add New” allows you to insert pages.
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Select the uploaded photo or upload one.
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Click on “Insert into Page”.
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The photo will remain in the content.
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Photos
Adding photos to a gallery (photo gallery)
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There are photos that are displayed in galleries.
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The gallery plugin can be different depending 

on the needs of each website.

The name of your plugin is in a list on the right side 

of the screen:

Final Tiles Gallery



Go to ContentsGo to 

Contents

Go to Contents
Go to 

Contents

If your gallery is “Final Tiles Gallery”.
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Select picture from gallery or upload one
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Click on “Save gallery”.
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Your new photo will be in the gallery.
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Slider
Changing a home page slider
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We call this part of the site slider.
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Slides / All slides



Go to ContentsGo to 

Contents

Go to Contents
Go to 

Contents

Select the slider you want.
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Change text or photos.
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Title: maximum 2 lines (32 characters)
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Text: maximum 3 lines (100 characters)
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Photo: key element to the left
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Click on “Actualizar” (update).
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The slider on the home page will have changed.
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Requirements

• There should be blank space to the right of the 

photo where the box goes.

• Choose a suitable photo for the purpose of the 

slider. Consider the mobile version.

• The recommended size is 1920 x 800.

• Photos placed in the slider should meet Habitat 

for Humanity brand requirements.
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Requirements

• Title: two lines, maximum 32 characters 

(including spaces and punctuation)

• Text: maximum 100 characters

• Button: link points of interest in our page. We 

take the user to the place we want.
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Slider
Adding a slider to the home page
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Slides / Add slide
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Complete ALL fields of the slider.



Go to ContentsGo to 

Contents

Go to Contents
Go to 

Contents

Click on “Publicar” (publish).
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A new slider will be displayed on the home page.
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Requirements

• Remember the rule: blank space to the right of 

the box.

• Take advantage of the three parts of the slider:
– Title: a message that draws attention 

– Explanation: details allowing the message to be understood

– Call to action: a button leading to a part of the site
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Numbers
Changing the numbers in the home page
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This is known as the numbers section.
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“Apariencia” (appearance) / Theme options
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“Métricas” (Metrics)
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Change numbers and text.
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Click on “Save Changes”.
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Requirements

• Maintain the title: “Our impact on COUNTRY” 
(Example: Our impact on Nicaragua, Our impact on Argentina)

• Always use 6 numbers to keep all websites 
uniform

• Create phrases whose meaning is complete, 
that can be read all at once

• Respect the style and color of icons

• Update your data once a year, check for 
consistency (should be the same as the data in 
the country profiles)
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Stories
Adding a testimonial
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Testimonials / Añadir nuevo (Add new)
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It requires name, content and photo
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Each testimonial must have one header image.
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Always tag in the category of Stories*.

*
Blog: Content that educates, for example, about tips, recommendations.
Historias: Motivating content, for example, Testimonials.

Newsletter: Report-type content, for example, Annual reports.
Noticias: Content that informs, for example, about an event or signing of agreements. 



Go to ContentsGo to 

Contents

Go to Contents
Go to 

Contents

Your testimonial will look like this.
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Requirements

• All testimonials items must have a header 

image (1200x447).

• When writing stories, refer to the Habitat for 

Humanity brand handbook.

• End the post with direct request for support, 

aimed at volunteers or donors.
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Comments
Approving comments on the website
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Comments
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Select comments
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Aprobar / Aplicar (Approve / Apply)
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Requirements

• Approve comments once a week.
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Pages
Modifying an existing page
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Páginas / Todas las páginas (Pages / All pages)
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Select page / Editar (Edit)
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Change and click on “Actualizar” (update).
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The edit option appears at the top of each page.
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Pages
Creating a new page
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Páginas / Añadir nueva (Pages / Add new)
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Requires name, content and photo.
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EVERY page must have a header image.
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Only comes out on page lists

It can’t be viewed on the site until menu change. 



Go to ContentsGo to 

Contents

Go to ContentsGo to 

Contents

Requirements

• Every new page created should have a header 

image (1200x447).

• The page’s header image must comply with the 

photographic requirements of the Habitat 

brand.

• The photo must have the main elements to the 

right or left so that they’re not covered by the 

text.
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Page
Editing the contents of tabs with drop-down menus
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These are the tabs with displayable content.

* Not available on all websites
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Responsive accordion / All accordion
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Each site has its own tabs.
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Click on “Editar” under the desired tab.
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Each displayable tab will be a box.
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After modifying, click on “Actualizar” (update).
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There are complex tabs with code and links.
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Edit them with the WYSIWYG editor button. 
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By default it shows us the code.
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Click on “Visual” for a simpler format.
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Click on “OK” to finish.
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Click on “Actualizar” to save.
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Requirements

• Keep the internal content of tabs short and 

simple.
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Menu
Changing names in the main menu
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Apariencia / menús (Appearance / menus)
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Choose the corresponding menu.
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This is the general menu.
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It’s called the Main Menu Site (Main menu).
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Could modify names and links to pages.

Data are displayed with the downward arrow.
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Requirements

• The titles on the top menu should be :

Who we are, What we do, Companies, 

Volunteer, News and an optional final menu.

• Do not change menu titles.

• Respect the length and quantity of menu 

elements. Changing them could drastically 

modify the site’s appearance.
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Menu
Adding a new page in the main menu
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All pages appear on the left side.
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Select página / Añadir al menú (Page / Add to 

menu)



Go to ContentsGo to 

Contents

Go to Contents
Go to 

Contents

Drag to where you want it to be.
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Click on “guardar menú” (save menu).
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The page will appear in the menu.
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Requirements

• Don’t create too many pages, you’ll saturate 

the menu and mobile version would be 

affected.

• When adding a page on the main menu, also 

add it to the secondary menu.

• If you create additional pages and carry out 

this process, they will only be visible to users 

that have the direct link.
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Forms
Changing the e-mail where these are sent
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Contact / Contact forms
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This form
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is “Voluntariado corporativo” (Corporate Volunteer) 

Click on “editar”.
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To: address where completed forms are sent
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From: address of sender
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Click on “Guardar” (save).
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Forms
Viewing all responses to forms
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Contact form DB
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Select a form.
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Compiling all of the responses displayed
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Select a format
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Click on “export” and save the document
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Requirements

• Download from your database once a month

• It is crucial to respond. There should be a 

person in charge of answering e-mail 

messages.
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Header
Changing social media links
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Appearance / Theme options
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Toolbar
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Click to edit
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Click to save
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Requirements

• Do not modify any of the 

other elements of the top 

header. Doing so can 

drastically affect the way 

the site looks.



Go to ContentsGo to 

Contents

Go to ContentsGo to 

Contents

Footer
Editing information in the footer of the home page
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This is the footer.
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Appearance / widgets
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The 4 columns are called footers.
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“First footer” corresponds to the first column.

Click on arrows to display content.
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Modify. Click on “guardar” (save) when finished.
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Do not modify “second footer”.
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Do not modify “third footer”
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Do not modify “fourth footer”
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Partnerships
Modifying or adding logos.
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We call this section “socios y aliados” (Partnerships).
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Wonderplugin carousel / Manage carousels
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Select “carrusel,” then “Editar”.
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With “Editar” the logo can be replaced.
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Use this screen to upload it.
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Use “delete” to eliminate the logo.
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A new logo can be inserted with “Add Image”.
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Click “Save” when finished.
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Requirements

• Keep the size of logos at 640 x 480

• Don’t modify any other element of the carousel, 

this could damage the appearance of the site.

• Recognize the support of companies making a 

contribution. Include their logo in the website 

as soon as the partnership is confirmed.
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Thank You!

If you have questions 

about this guide, contact:

vsolano@habitat.org

mailto:vsolano@habitat.org
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