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1. About this manual

This manual explains how to add and edit the content on the FOG website using its WordPress admin
area (often called the "backend" or "dashboard"). It is written for staff who are not web developers, so
every task is described in plain language with a screenshot to match.

You do not need any technical background to use this guide. If you can fill in a form and type into a text
box, you can update the website. Throughout the manual, anything you click is shown in bold, and the
screens are shown exactly as they appear when you log in.

What this manual covers

The FOG site is a custom WordPress build. Beyond the standard Pages and Media, it has many custom
"content types" — separate areas for Team Members, News, Events, Programs, Resources, Partners and
more. This manual walks through all of them, plus how images and navigation work.

It focuses on the day-to-day content work staff actually do. It deliberately does not cover developer or
administrator tasks such as plugins, themes, users, or site settings — those can affect how the whole site
behaves and are best left to your web team.

Logging in
1. In your web browser, go to fogadmin.3lanemarketing.com/wp-admin.
2. Enter your username (or email) and password.

3. Click Log In. You will land on the Dashboard, shown in the next section.

Keep your login private

Your login is personal to you. Never share your password, and if you think someone else needs
access, ask your site administrator to create a separate account for them rather than sharing yours.
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2. Getting oriented: the Dashboard

After logging in you see the Dashboard. This is your home base. There are three parts of the screen to
know.
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The WordPress Dashboard — your starting screen after logging in.

The left-hand menu (most important)

The black menu running down the left side is how you move around. Each item — Pages, Media, Team
Members, News, Events, and so on — opens a different area of content. You will spend almost all of your
time here. Hovering over an item reveals its sub-options (for example, "All Team Members" and "Add
new Team Member").

The top bar

The dark bar across the very top is the admin toolbar. The "+ New" button is a shortcut to create content,
and your name sits at the far right, where you can log out.

The message boxes in the middle

The Dashboard often shows coloured notice boxes (plugin reminders, update prompts, and similar).
These are normal background messages from the website’s tools. As a content editor you can safely
ignore them, or click Dismiss to tidy them away. They do not affect your content work.
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3. How editing works (read this first)

Almost everything on the site works the same way, no matter which content type you are in. Learn this
chapter once and the rest of the manual becomes quick reference. Every content type has two screens: a
List screen and an Editor screen.

The List screen

When you click a content type in the left menu (say, Pages), you first see a list of everything that already
exists in that type. From here you can search, open an item to edit it, or create a new one.
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A typical List screen (Pages). Each row is one item; the button at the top opens a blank new one.

Key things on every List screen:

e The button at the top left — "Add New..." — creates a brand-new item.

e Each row is one item. Hover your mouse over a row and a small menu appears beneath the title
with Edit, Trash and other options.

e Click the title of any item to open it for editing.
e The Search box (top right) and the filters (top left) help you find items when the list is long.

e On this site most lists show an English and a Spanish count near the top — see "Working in two
languages" below.

The Editor screen
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When you open an item (or create a new one) you get the Editor. This is where you type the content.
This site uses two slightly different editors depending on the content type, so it is worth recognising
both.

The Block Editor (the newer style)

Most content types — Pages, News, Programs, and others — use the Block Editor. Content is built out of
"blocks": a heading is one block, a paragraph is another, an image is another, and so on. You stack blocks
to build the page.

y - ~ = About Us - Page Ctri+K 2 o o m §
Page  Block X
About Us B about Us
Type / to choose a block
Set featured image
Las
Statu: @ published

Publish April 10, 2025
309 am

about-us

‘ Move to trash

Yoast SEQ N
@ 50 analysis: Needs improvement
@ Readability analysis: Good

Improve your past with Yoast SEQ

Language N

The Block Editor. The title sits at the top, the writing area is in the middle; settings are on the right.

To add a block, click the + button (top-left of the editor, or the one that appears in the content area) and
choose what you want. The panel that opens lists everything available, including the site’s own custom
design blocks such as "Partner Logos" and "Events Overview".
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Clicking + opens the block library, including FOG’s custom design blocks (left panel).

The Classic Editor (the older style)

Some content types — Team Members, Speakers, Annual Reports, Events, and a few others — use the
Classic Editor. Instead of blocks, you get one large writing box with a familiar formatting toolbar (bold,
italic, lists, links), much like a simple word processor, plus a set of clearly-labelled extra fields
underneath.

FOG WordPress Admin Manual - Page 7




® Mroc ©Ox Qcuek BP0 4 New ViewTeamMember @ [ & Whvivid Backup GaphioLbe QT UpdraftPlus Search Contacts  Howdy, Kate Shawver [l
A Programs nsights ;

AV s
A Events
A speaker:
ut Team P
A Podcasts
[= Form Templates Designation
Ml Food Network
Hr Success Stories
Content
M Appearance
05 Add Media

£ Plugins 25
o Users File v Edit v View v Insert v Format v Is v v
& Tools Paragrap *B I & EvEvE = =8

All-in-One WP LAEUFRER v +EFEBQOQEZA-BEY@

Migration
B st Michael A. Berger is a career-long advocate for organic agriculture, an accomplished entrepreneur, and experienced nonprofit

Settings ; .

3 board leader. He was a Founding Partner of Elevation Burger. which became the largest purveyor of organic meats in the Eestired Wage T this Tasm
< AV a

\CF restaurant industry, and is a founder and the Managing Partner of Pupatella, an internationally acclaimed Neapolitan pizzeria Membe

chain in the Washington, D.C. area. Michael has engaged in national policy work to advance and protect organic standards and
has served on the boards of Eood Tank. The Organic Center. and the Mg_e_k:_rg son Foundation, where he currently serves as
E2, WP Mail SMTP Treasurer. Michael was also named the “Rising Star” of the organic industry in 2015 by the Organic Trade Association. His
leadership blends mission-driven passion with strategic business and financial expertise.

B sitewide Settings

VA Yoast SEO

&L GraphQL

& Wrvivid Backup
K& Deploy

BE crrul

(%) UpdraftPlus Email

Wordfence @

Q Typesense

@ Litespeed Cache Enable Bio
Q wemL

0c

The Classic Editor with custom fields (a Team Member). The toolbar box is the main content; the labelled boxes are the custom
fields.
The parts you will use on every item

Whichever editor a content type uses, these elements show up again and again. Once you know them,
every content type feels familiar.

Title

The name of the item, typed in the large field at the very top. For a Team Member it is the person’s
name; for an Event it is the event’s name; for a News article it is the headline.

Content / body

The main text. In the Block Editor this is the block area in the middle; in the Classic Editor it is the big
toolbar box (sometimes labelled "Content"). This is where the writing goes.

Featured image

Most content types have a Featured image — the main picture used for that item (a Team Member’s
headshot, a News article’s banner, a Partner’s logo, an Annual Report’s cover).

In the Block Editor it sits in the right-hand settings panel, on the tab named after the thing you are
editing — Page, News, Program and so on. That panel has a second tab called Block, which shows
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settings for whichever block you have clicked on; the Featured image is not there. If you cannot find it,
check which tab you are on first.

In the Classic Editor it is in a box on the right called “Featured image for this...”. Either way, click Set
featured image, then choose or upload a picture.

Custom fields

These are the extra labelled boxes that are specific to each content type — for example, an Event has
"Location" and "Start Date"; a Team Member has "Designation" and "Email". They are simply
fill-in-the-blank fields. Each content type’s chapter later in this manual lists exactly which custom fields it
has.

Meta Boxes

On many content types, some of those custom fields are not out in the open: they sit inside a panel
labelled Meta Boxes, usually below the main content area. It is often collapsed, showing little more than
its title, which makes it very easy to scroll straight past.

Click the panel to expand it, then fill in the fields inside. They are ordinary fields like any other — if you
leave them empty, whatever they control will simply be missing from the item on the site. Each content
type’s section later in this manual says when it has Meta Boxes to fill in.

Categories, tags and other groupings (taxonomies)

On the right-hand side — in the same panel, and on the same tab as the Featured image — you will
often see boxes of tick-boxes used to group and file the item. For example News has “News Categories”
and “News Tags”, Team Members has “Member Types” (Board member / Staff member) and “Issue
Areas”, and Testimonials can be linked to a “Program”. Tick the ones that apply.

These tick-boxes are not just filing for your own benefit. The website uses them to build its filters and
listings, so what you tick here decides where the item appears on the public site. Resources are filtered
by Resource Types and Programs; Team Members are split into board and staff by Member Types;
Events are filtered by Program; News is browsed by News Categories.

An item with nothing ticked still publishes and still has its own page — it simply will not appear when a
visitor narrows the list. That is why a new item can look “missing” from the site even though it published
perfectly well.

If a new item does not show up where you expect

Before assuming something is broken, open the item and check its groupings. A missing tick is the
most common reason a published item is absent from a filtered list, a programme page or a category
page. Adding the tick and clicking Update is usually the whole fix.

Saving vs. publishing — the most important buttons

This is the one thing worth getting right every time:
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e Publish (or Update, if the item is already live) makes your changes visible on the public website.
Use it only when you are ready for the world to see it.

e Save draft saves your work privately without putting it on the live site. Use this to save part-way
through.

¢ Preview (the small screen/arrow icon near the top right) opens a preview so you can see how it will
look before publishing.

e Status tells you where an item stands: Draft (not live) or Published (live).

The golden rule

If you are not certain you want a change to go live, click Save draft instead of Publish/Update.
Nothing you save as a draft will appear on the public site until you deliberately publish it.

Working in two languages (English & Spanish)

The FOG site is bilingual. Most content exists as an English version and a matching Spanish version,
managed by the site’s translation tool (WPML). In the editor you will see a small "Language" box (usually
on the right) showing which language you are editing and letting you switch to, or create, the other
language’s version. When you add or change English content, remember its Spanish counterpart may
need updating too — check with whoever handles translations.

A safe way to practise

If you want to get comfortable before touching real content, open any item and look around without
clicking Publish/Update. You can also create a new item, type into it, and simply not publish it (or move
it to Trash afterwards). Nothing becomes public until you publish it.
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4. The Media Library (images & files)

The Media area (in the left menu) is where every image, PDF and file on the site is stored. You can add

pictures here first, or upload them on the fly while editing a page — either way they end up in this

library.
Media Upload Guidelines

e Maximum upload size: 64 MB per file.

Image formats: JPG, PNG, WebP, GIF, and SVG.
Documents: PDF, Word, Excel, PowerPoint, and other standard document types.
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The Media Library, showing every uploaded image and file as thumbnails.

Uploading a new image or file
1. Click Media in the left menu.

2. Click Add Media File at the top.

3. Drag a file from your computer into the box, or click Select Files and choose one.

4

. Wait for the upload to finish — it then appears in the library.
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The details of a single image

Click any thumbnail to open its details. Here you can see its file name and size, and edit important
information.

Attachment details

Remove background

The Attachment details panel for one image.

¢ Alternative Text (alt text): a short description of the picture. This matters — it is read aloud to
visually-impaired visitors and helps search engines. Add a plain description such as "A farmer
holding fresh vegetables at a market".

¢ Title, Caption and Description: optional labels; a Caption may appear under the image on the page.
¢ Replace media: swaps the file for a new one while keeping it in the same place across the site.

¢ File URL: the web address of the file itself, with a Copy URL to clipboard button beside it. This is

what you need when you want to link to a file from somewhere else on the site — most often a
PDF.

For example, to turn the words “Download our 2023 Annual Report” into a link to that PDF: open the
PDF here in the Media Library, copy its File URL, then go to the page, select the words you want to be the
link, click the link button in the toolbar, and paste the address in.

Deleting media is permanent
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"Delete permanently" on a media file cannot be undone, and if the image is used on a page it will
disappear there too. Only delete files you are certain are unused. When in doubt, leave it.

Adding an image while editing

You don’t have to visit the Media Library first. Inside any editor you can add a picture directly: in the
Block Editor add an Image block (via the + button); in the Classic Editor click the Add Media button
above the toolbar. Either way you can upload a new file or pick an existing one, and it is saved to the
library automatically.
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5. Pages

Pages are the fixed, standalone parts of the website — About Us, History, Board of Directors, FAQs, and

so on. They use the Block Editor.
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The Pages list. This site has many pages, in both English and Spanish.

Editing an existing page

1. Click Pages in the left menu.

2. Find the page (use the Search Pages box if needed) and click its title to open it.
3. Make your changes in the block area.
4

. Click Update (top right) to save your changes to the live site, or use Save draft / Preview first.

Creating a new page
1. On the Pages list, click Add Page (or Add New).
2. Type a title at the top.

3. Add your content using blocks (click + to insert headings, paragraphs, images, and the FOG design
blocks).

4. Click Publish when ready — or Save draft if the page is not finished. A draft stays off the public site
until you deliberately publish it, so there is no harm in leaving a page sitting as a draft for as long as
you need.
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New pages don’t appear in the menu automatically

Creating a page does not automatically add it to the site’s navigation. To put it in the header or
footer, go to Sitewide Settings — see the Navigation chapter.
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6. Custom content types

These are the areas built specifically for the FOG site. Each one is listed in the left menu and works the
same way: a List screen to find items, and an Editor to change them. Below, each type has its purpose,
how to add or edit an item, and the specific fields it uses.

The same steps every time

For every content type: click it in the left menu — click Add New... (or an existing item) — fill in the
title, content and the fields listed — set a featured image if it has one — click Publish or Update.
Only the fields differ from type to type.

6.1 Team Members

Staff and board member profiles. Uses the Classic Editor with custom fields.
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Team Members list, grouped by "Member Types" (Board member / Staff member).

Fields for each Team Member:

e Title — the person’s name.

¢ Designation — their role (e.g. "Secretary").

e Content — their biography.

e Email — optional contact email.

¢ Enable Bio — Yes/No, controls whether the bio shows.

e Featured image — their headshot (right-hand box "Featured image for this Team Member").
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e Member Types — tick Board member or Staff member.

e Issue Areas — tick any relevant focus areas.
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board leader. He was a Founding Partner of Elevation Burger, which became the largest purveyor of organic meats in the
\CF restaurant industry, and is a founder and the Managing Partner of Pupatella, an internationally acclaimed Neapolitan pizzeria
chain in the Washington. D.C. area. Michael has engaged in national policy work to advance and protect organic standards and
has served on the boards of Food Tank. The Organic Center. and the Alice Rarguson Foundation, where he currently serves as
% WP Mail SMTP Treasurer. Michael was also named the “Rising Star” of the organic industry in 2015 by the Organic Trade Association. His
leadership blends mission-driven passion with strategic business and financial expertise.
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Wordfence @
Q Typesense
@ LiteSpeed Cache Enable Bio

Q wemL

A Team Member’s custom fields and headshot.

6.2 Resources

The resource library — articles, videos, external links and downloadable files for farmers. Uses the Block
Editor.
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. as a Gateway to New )
© Market & Sales '
[ Famingo Opportunities
» Annual Reports
A partners [ Legal Land Vs admin ®
Considerations for o
Contact Organic Farmers -
A lobs
A Initiative Actions [ USDA Hurricane r admir — External Link — Publishe ®
Recovery Resources i
A My Campaigns (central hub)
A Gallery Items
A News ) USDA Farm Service & R _ Exdemalllnk _ Publishe ™
Agency Loans .
A Testimonials
A Programs
» [] USDA Disaster ys admin External L ublished °
Events Resource Center A

» Speakers
Resources list, organised by Resource Types and Programs.

For each Resource:

e Title — the resource name.

¢ Featured image — the thumbnail shown in listings.

¢ Resource Types — Article, Video, External Link or PDF (right-hand panel). This is the one choice
that changes what you fill in next:

o Article — write the resource itself in the content area, building it from blocks with the +
button, just as you would a page.

o Video — paste the video’s web address into the video field.
o External Link — paste the address of the page you are pointing to into the link field.

o PDF — either upload the file, or paste its File URL if it is already in the Media Library (see

chapter 4).
e Programs and Audience Type — grouping options in the settings panel.
e Meta Boxes — expand this panel below the content area and fill in the fields inside.
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iy . = Understand Land Tenure Options f... - Resource Crl+K 2 o os m
Resource Block X
Understand Land Tenure Options for Organic Farmers Bl Understand Land Tenure
Type / to choose a block Options for Organic Farmers

UNDERSTANDING LAND
TENURE OPTIONS FOR
ORGANIC FARMERS.

Display with CPT Ul Pro w
Yoast SEO ~
@ s Needs improvement
@ Readabiity analysis: Good

Improve your post with Yoast SEQ
Audience Type hd

-~ Language -
A Resource in the Block Editor, with its groupings in the right-hand panel.

6.3 Annual Reports

Yearly reports offered as a download. Uses the Classic Editor.

® Broc ©7 Qaik Po + New @ G @ wevivid Backup GraphiLiDE (@~ . UpdraftPlus Search Contacts  Howdy, zineb-fog-acmin (@
Screen Options ¥ Help ¥
@ Dashboard Annual Reports ‘ Add new Annual Report
© WP Activity Log
CPTUIPro lets 3y this post type anywhere with a visual Shortcode Builder and 2 des g block. Display with CFT Ul Pro— Di x
= FluentCRM Pro
@ Tag Management "
All (1) | Published (1) . | Search Annual Reparts
A Posts
Bulk acticns v | Apply All dates v || All SEO Scor ~ |l A billty Scores ~ || Filter e
Q7 Media —
Title Date [ ]
W Pages o M ® AR E
[] 2023 Annual Report Published L] 0 0
A Team Members o 1
4715 at 801 ar
A Resources

[ Title Date ¥ E] 4 Q \a

Bulk ecticns | Apply

A Global Search

Items
Flamingo
A Annual Reports

All Annual Reports

f Partners
Contact

A Jobs

A Initiative Actions
A My Campaigns

A Gallery Items

The Annual Reports list.
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For each Annual Report:

¢ Title — e.g. "2023 Annual Report".

¢ Featured image — the report cover. If you upload the PDF itself in Download below, you can leave
this empty: a cover image is generated from the PDF automatically. Set one only if you want a
different cover, or if you are linking to the report by URL rather than uploading a file.

¢ Download — choose File (upload a PDF) or URL (link to it, e.g. a Canva link), then fill in the box that

appears.

® @roc O% Qcuk BP0 4 New ViewAmualRepot @ [ & Whvivid Backup o
A Programs Title Page  Separator
A Events

A speakers

A Podcasts

Gaphiat e Q UpdraftPlus Search Contacts | Howdy, Kate Shawver [l

Site title

Slug

Meta description Insert variable ¥ Generate meta description
[= Form Templates

i Food Netwark
M Success Stories

M Appearance

£ Plugins @& ® SEO analysis v

+ Add related keyphrase S

All-in-One WP Track SEO performance al
Migration

B Settings nternal linking suggestions & Premium
B acr

Cornerstone content v
B sitewide Settings

£, WP Mail SMTP
2 . Advanced v
Yoast SEO
nsights ~
sl GraphQL
Wevivid Backup
Deploy About Annual Reports ANV &
RLEEAY Daownload
) UpdraftPlus

Wordfence @ Qv

Q Typesense
Download URL

@ Litespeed Cache

& hupsreanvalink/ccecabdzgnias3
Q wemL

© Colapse Mer

The Annual Report fields: cover image plus a File-or-URL download.

6.4 Partners

The logos and names of partner organisations. Uses the Block Editor; each partner is essentially a name
plus a logo.
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@ Broc ©7 Qorsk Wo + New @ §i & Whiivid Bacup GraphiqLiDE Q@ o UpdraftPlus Search Contacts  Howdy, zineb-fog-admin (@)

. Screen Options v Help v
@ Dashboard Partners | Add New Partner
© WP Activity Log
— CPT Ul Pro lets you display this post type anywhere with a visual Shortcode Buider and a dedlicated Gutenberg block, Display with CPT Ul Pro — Dismiss £
= FluentCRM Pro
@ Tag Management ) e
All (48) | P hed (48) | Cor e conte: ) Search Partners
f Posts
a Bulk actions v || Apply All dates ~ v || All Readability Scores ~ | Filter 4 1 3| » | » |
<4 Media
Date
B Pages O Title Date ¥ B+ 29+ 3
£ Trmiraten [ Florida Foad Policy Council Published ® 0
148 am
A Resources
[] The Studic 1016 Publis [ ] [ ]
A Global Search 2026/05/05 at 6:47 am
Items
. [] Sweet Water Organic Coffee [ ] L ]
B2 Flamingo
6:45 2
Annual Reports
bl 5 [ Trailbale Farm Jbiished °
A Partners X 4
All Partners [] AG Nutrients B °
N 43 am
Contact [ Grimmway Farms Jblis e o
6:42 am
f Jobs
[[] Nature Safe Fertilizers [ ] ®
A Initiative Actions 6:42
A My Campaigns ] West of Eden Published e e
A Gallery Items i 413
f News [ e o ®
A Testimonials
[ Edible South Florida L] L]

A Programs

The Partners list.
For each Partner:

e Title — the organisation’s name.
¢ Featured image — the partner’s logo.

e Meta Boxes — expand this panel below the content area; the partner’s website link, if used, lives
here.

6.5 Jobs

Job and volunteer openings. Uses the Block Editor, and the body can be a full built-out page.
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® Mroc ©7 Qcuik Po + New € §1 B wevivid Bacup GraphiqLiE (@ T _ UpdraftPlus Search Contacts Howdy, zineb-fog-admin (@)

Screen Options ¥ Help ¥
@ Dashboard Jobs | Add New Job
WP Activity Log
CPT Ul Pro lets you display this e anywhere with a visual Shortcode Builder and a dedicated Gutenberg block, Display with CPT Ul Pro — Dismiss x
=" FluentCRM Pro
@ Tag Management . . )
All (2) | Drafts (2) | Comerstone content (0) | ————
A posts
Bulkactions v || Apply ‘ | Al dates v || AllSEO Scores ~ || All Readability Scores v || Filter 2iterns
B Media
Title Date ~ ™
. E ‘ GRPRL T
Web Developer — Draft 5 1
A Team Members ] P -
A Resources
[] Lorem Ipsum — Draft e e
A Global Search
Items
[ Title Date ¥ B+ 2:: 3
= Flamingo
A Annual Reports Bulk actions v ‘ Apply ‘ < ems
A Partners
Contact
A Jobs
All Jobs

f Initiative Actions

A My Campaigns
The Jobs list (items shown as Draft are not yet public).

Add a Title (the role), build the description with blocks, fill in the Meta Boxes panel below the content
area, then Publish when the posting should go live. Leave it as Draft while you are still preparing it.

Web Developer - Job Cri+K savedriat [ (13 m :

Interested in :
Becoming USDA 8 e
Certified Organic? |

Whether you're transitioning or starting your
organic operation, our team is here to help. Learn
the steps, requirements, and support available to
guide you through the certification process.

Learn About Organic Certification >

emplate Jefault template
Move to trash

Display with CPT Ul Pro ~

Yoast SEO -~

e Needs improvement

o« ty analysis: Good

Improve your past with Yoast SEQ

LiteSpeed a

o

.

A Job posting built with blocks (heading, text, button and image).
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Jobs has a Meta Boxes panel below the content area. Expand it and fill in the Position Summary — the
short description that appears on the job’s card on the Careers landing page. The full posting you build
with blocks is what visitors see after they click through; the Position Summary is what draws them in, so

it is worth writing even though the posting will publish without it.

® Broc ©12 Qcusk P o + New Viewlob & Wpvivid Backup GaphiaLiE QT UpdraftPlus Search Contacts  Howdy, tetiana-admin (@)
= Web Developer - Job c o o [ ES :
N =
Job  Block x
Call To Action u
-~

Shown in the banner at the bottom of this job posting & Web Developer

CTA Text

Body copy for this posting’s call-to-action banner

File v Edity Viewv Inserty Formaty Toolsv Table v

Add an excerpt.

Paragraph v B I ¢ =

Last edited 6 days ago.

Libre Franklin v  12pt v &
Status © published
Publish February 17, 2026
5:02 am EDT
Slug web-developer
Template Default template
~  Display with CPT Ul Pro v~ v

Job

Every job post has a Call To Action section, shown by default:

o CTA Text — the body copy

e CTA Button — button label and destination link

e CTA Background Image
The heading is still generated from the job title ("Excited about the opportunity to join our team as a {Job
Title}?"), matching the approved design. If a posting has no CTA entered, the banner is simply not
rendered.

Excited About The Opportunity To Join Our Team As A
Certification Reviewer- Crop And Livestock?

Send your resume and a cover letter explaining why you're a great fit to Jane Smith, Head of HR, at jane.smith@email.com.

Please use "Certification Reviewer- Crop and Livestock - Your Name" as the subject line.
We can't wait to hear from you!

6.6 Initiative Actions

Individual action items that sit under the site’s advocacy initiatives. Uses the Block Editor.
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@ BWroc ©7 Qcusk WO 4 New @ FA @ WrviidBackup GaphiLiE @ T UpdnftPlus Search Contacts  Howdy, zineb-fog-admin (@)

Screen Options ¥ Help
@ Dashboard Initiative Actions | Add New Initiative Action

© WP Activity Log
CPT Ul Pro lets you display this post type anywhere with a visual Shortcode Bulder and 2 dedicated Gutenberg block. Display with CET | Pro — Dismiss X

2= FluentCRM Pro

@ Tag Management

All ¢ (&
English an
A posts Search Initiative Action
B Media
Bulk aclions v App\y| All dates ~ | AlSEO Scores ~ v | Fiter 1 e
W Pages
& Gt ] Title = Initiatives Date & B: 2:99: =
feam Members
’ ~ |: Senators Collins, Gillibrand Introduce ) Farm Policy Advocacy Publishet e
Besciaees Bipartisan Bill to Increase Transparency of - -
Milk Pricing
A Global Search
Items
= Flamingo [ Title = Initiatives Date % B: 2:99: ™
A Annual Reports Bulkactions ¥ || Apply | e
A Partners

Contact
A Jobs
A Initiative Actions

Al Initiative Actions

Initiative Actions, grouped by the "Initiatives" category (e.g. Farm Policy Advocacy).
1. Type a Title for the action.
2. Add your content in the block area, using the + button to insert blocks and filling each one in.
3. Expand the Meta Boxes panel below the content area and set the Status and Date.

4. Assign it to the correct Initiative using the grouping box in the right-hand settings panel.

6.7 My Campaigns

Site campaigns (this area is labelled Campaigns at the top and appears as My Campaigns in the menu) —
used for promotional call-out content such as "Be Part of the Impact". Uses the Block Editor.

® Broc ©7 Qarsk Po +new @ ) @ wevivid Backup GraphiaL e Q@ ) UpdraftPlus Search Contacts  Howdy, zineb-fog-admin (@
Screen Options ¥ | Help ¥
& Dashboard Campaigns ‘ Add New Campaign
G W Activity Log
CPT Ul Prolets you display this post type anywhere with a visual Shortcode Builder and a dedicated Gutenberg block. Display with p — Dismis x

2~ FluentCRM Pro

! Tag Management

All (2) | Fublished (2) | Trash (3) | Corne 5
English (1) | Spanish (1) | All languages (2) T —
A posts Search Campaign
‘!J Media
- Bulkactions v | Apply Alldates v || Al SEC v | All Readability Scores ~ || Filter
Pages
Title = Date PEISERS,
A Team Members U M @ SRR
£ e [] BePart of the Impact + Publishe ] [ ] 0 0
]
A Global Search
Items [ Title = Date ¥ B £:9: 3
Flamingo Bukactions ~ | Apply tem

)P Annual Reports
A Partners

Contact

A Jobs

A Initiative Actions
A My Campaigns

All Campaigns

A Gallery items
A News

FOG WordPress Admin Manual - Page 24



The Campaigns list.

1. Type a Title for the campaign.
2. Enter the campaign text in the area below the title.

3. Expand the Meta Boxes panel and fill in every field, following the description shown beneath each
one.

4. For the Bottom and Campaign types, add an image as well.

Because a campaign can appear prominently on the site, publish changes here with extra care.

6.8 Gallery Items

The individual images and videos used to build the galleries around the site. Each item is simply a title, a

picture or video, and the fields that say where it belongs — there is no page to build here.

® Broc ©7 Qeciisk Po + New € §) 8 Wrvivid Backup GaphiqLibe @ T UpdraftPlus Search Contacts  Howdy, zineb-fog-admin (@)
Screen Optians ¥ Help v
@ Dashboard Gallery ltems | Add New Gallery ftem ‘
© WP Activity Log
CPT Ul Pro lets you clisplay this post type anywhere with a visual Shartcode Builder and a dedicated Gutenberg biock. Display with CPT Ul Pro — Dismiss x

=" FluentCRM Pro

@ 1ag Management

All(39) | Published (38] | Draft (1) Search Gallery Items
A Posts
= Bulk actions Apply Alldates  » || AllSED Scores v || All Readabilty Scores v Filter 39 item: o < | > | »
¥ Media = S| B
B pages O Title Date ¥ @: £2:9: 3
A Team Members ) SEuesiE ublish o ° ° )
A Resources

[ SETOPP1I Published e o
A Global Search ) & 95 gt 4:46 am

Items
SETOPP 10 R P
B8 Flamingo u R,
Annual Reports

£ ¥ [ sEToPP9 Published o o
A Ppartners 02 at 4:29 an
Contact [) sEToPpPs ublished ° °
A Jobs coeie s ene

] SEToPP7 - e o
A Initiative Actions ] Lolshes
A My Campaigns

[ SETOPP6 Publishes e e
» Gallery Items 202605 t 4:37 am
All Gallery Items () seTopps e o

y 4

# News [ seToPp4 Publshe e o
A Testimonials

() sEToPP3 o o
A Programs
A Events 1 SETOPP2 : e o

The Gallery Items list.

1. Set a Title — this is for your own reference when finding the item later.
2. Set the Featured image — the picture itself.
3. Expand the Meta Boxes panel and fill in the fields inside.

4. Select which Program the image or video belongs to, so it appears in that program’s gallery.

6.9 News

The site’s articles and blog — this is where day-to-day stories are published. Uses the Block Editor, so an
article can be built from any of the blocks, not only text.
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@ BMroc ©7 Qonk Po + New @ FA @ Whiiid Backup GaphioLiDE Q g PO Search Contacts  Howdy, zineb-fog-admin @)
P Screen Options v Help
@ Dashboard News | Add New News
© WP Activity Log
CPT Ul Pro lets you display this post type anywhere with a visual Shartcode Builder and a dedicated Gutenberg block. Display with CPT ULP x

=" FluentCRM Pro

@ T7ag Management

Al (60) | Pubiished (58) | Drafts (2) | Trash (5) | Comerstone content (0

English (34) | Spanish (26) | All languages (60)
A posts Search NEws
Q] Media
Buk zctions v Apply All dates ~ || All SEQ Scores ~ | All Readability Scores v ‘ Filter 34 items of2| > »
M Pages
A Team Members 0 itle = Date & B: 2:8:™
&> B ) Farmers Markets Matter: Celebrating National Farmers Market Week 4 ) 0 a
A Global Search
Items (] ©n the Road to Organic: My Southern Swing Through Florida's Farms + [ ]
B Flamingo -
[) Growing Organically with Support: A Testimonial from Baby T-Rex + = [ ]
A Annual Reports [ i e
A Partners
_ ) GGF Specialty Mushrooms: Building Florida’s Organic Mushroom - °
Contact Industry + i
A Jobs
A Initiative Actions (7] Trading Places: Tonya Cryer Swapped Hollywood Sets for Organic + blishe: )
Growing in Rural Louisiana ,
A My Campaigns
» Gallery Items [] Sourcing with Purpose — How FOG and TOPP Events Are Redefining & blishe: [ ]
Event Catering :
f News
All News [C] Entry with Post Format “Video” — Draft + La ] [}
. ] L'Hoste Citrus: Four Decades of Organic Farming, Innovation, and + °
A Testimonials — Resilience
A Programs
A Events [J what Recent Findings on PFAS in Produce Mean for Our Food System + e [ ]
A Speakers
River & Root Farm: Organic Stewardship of the Land, Water and L]
9 F &

A Podcasts

Community

The News list — the site’s main article archive.

For each News article:

e Title — the headline.

e Content — the article body. Build it from blocks: headings, paragraphs, images, quotes, columns

and the FOG design blocks are all available.

¢ Featured image — the article’s main picture.

¢ News Categories and News Tags — for filing and grouping the article (right-hand panel).

e Meta Boxes — expand this panel below the content area and fill in the fields inside. The article’s

summary is set here.
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Ny - o = Farmers Markets Matter: Celebrating N... - News Crrl+K 2 O os :

News Block x

Farmers Markets Matter: Celebrating National Farmers Market Week Bl Farmers Markets Matter
Celebrating National Farmers
(Comtain Market Week

B Add Media =

File v Editv WView s Inserty Formaty Tools v Table v

Paagaph v B I & S v =EELR
Libre Franklin  w | 1Bpt v Q= A~
= Last edited 8 hours agc
First, a Thank You to USDA l )
Statu:
This week, U.S. Secretary of Agriculture Brooke L. Rollins signed a proclamation formally recognizing National Farmers Market Week, August 2-8, calling on Publien August § B:56 am
Americans across the country to visit and support their local farmers markets. We want to start by thanking Secretary Rollins and the entire U.S. Department
Slug farm parket
of Agriculture for that recognition. =9 :“':\ N
eelebrating-
It matters. A proclamation from the Secretary of Agriculture tells every farmer loading a truck before dawn, and every market manager wrestling with permits ,z:j: :”_W
and logistics, that their work is seen at the highest level of American agriculture. Secretary Rollins framed the week as a celebration of the farmers and market-week
ranchers who produce the highest-quality food in the world, and as an opportunity for Americans to support them directly. We could not agree more g :
Termplate etault template
At Florida Organic Growers, we are proud to answer that call — and here in Florida, we have a lot to celebrate.
- Move to trash
Display with CPT Ul Pro -
Yoast SEO i

Improve your post with Yoast SEO

News Categories L

Meta Boxes ~ News Tags "

News

A News article, with its Content field, featured image, and News Categories/Tags.

Click News — Add New News.

Type the headline, write the article, and add images where you want them.

Set a Featured image and tick the relevant News Categories.

Expand the Meta Boxes panel and fill in the fields inside, including the summary.

Click Publish.

v ok W e

6.10 Testimonials

Quotes from community members and partners. Each one is a name, the quote itself and a few fields —
there is no page to build here.
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Search Contacts Howdy, zineb-fog-admin .

@ Dashboard
G WP Activity Log
= FluentCRM Pro

M@ Tag Management

A Posts

B Media

W Pages

,l’ Team Members
A Resources

A Global Search
Items

B2 Flamingo

)P Annual Reports
A Partners
Contact

A lobs

A Initiative Actions
A My Campaigns
A Gallery items
A News

A Testimonials

All Testimonials

A Programs
A Events

,“ Speakers
A Podcasts

B2 Form Templates

[ Testimonial 2

[ Testimonial 1

[} Anenymous member

7] Monica Petrella

[ Tierra Bartolotti

(] Madeline Wise

(] Nikkira McCall

[ Judith Gallman

(] Luis Nieves-Ruiz

[ Alex Tass

(O] Isabel Burdett Coutts

[_] Radhika Chouhan

For each Testimonial:

& —

The Testimonials list, optionally linked to a Program.

e Title — the person’s name (or "Anonymous member").

¢ Content / body — the quote itself, typed in the area below the title.

¢ Featured image — a photo, if there is one.

e Programs — link the testimonial to a program if relevant.

PT Ul Pro lets you display this anypwhere with a visual Shorteade Bullder and a dedicatad Gutenberg block. Display with CPT Ui Pro
Al (28) | Published (28) | Comerstone content {0
English (14) | Spanish (14) | Alllanguages (28)
Bulk actions v | Apply ‘ dates v || Al SEO Scores ~ || All Readabiliy Scores v Filter
3 Title = Programs

¢ Meta Boxes — expand this panel and fill in the fields inside.
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o “@ B o= Tierra Bartolott] - Testimonial ek Z o o :

Testimonial Block x

Tierra Bartolotti B Tierra Bartolotti
I truly enjoyed the Florida Local Food Project’s Earth Day on the farm celebration event on 4/26/25! Their team was so kind and the
event was very well coordinated. | loved connecting with different growers and organizations from North Florida! Coming from
Gainesville, it was well worth the drive. .| particularly enjoyed learning about Farmer Phil's farm seasonality and approach to organic
farming.

62 words, 1 minute read time

Last edited 2 months ago

Statu: @ Published

Publish June 7 9:37 pm

Shug tierra-bartolotti

Ternplate Default template
Move to trash

Display with CPT Ul Pro o

Yoast SEO ol

@ S0 analysis: Needs improvement
@ Readability analysis: Good

Improve your past with Yoast SEQ
Language -

English v

Translation Priority

A Testimonial: the name is the title and the quote is the body.

6.11 Programs

The main program pages (Food Safety for Farmers, SE TOPP, Cost Share Program, and so on). These are
rich, built-out pages using the Block Editor.
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® Broc ©7 Qarkik Po +new @ P @ wevivid Backup GraphioLice @ ° . UpdraftPlus Search Contacts  Howdy, zineb-fag-admin (@

Screen Options * | Help v
@ Dashboard Programs | AddNew Program
© WP Activity Log
CPT Ul Fro lets you display this post type anywhere with a visual Shortcode Bulder and a dedicated Gutenberg block. Display with CET Ll Pro — Dismiss X

2= FluentCRM Pro

! Tag Management

All (18) | Published (18) | Trash (1)
- English (9) | Spanish (9) | Al languages (18)
A posts Search Programs
0 Media
Bulk actions v ‘ Apply | All dates ~ || Al Statuses v || All Featured v || All Webinars v || Al SEO Scores ~ || Al Readability Scores v | Filter 9 ftlems
W Pages e 7
Title ] Programs Issue Areas Date Status Featured [ ST
,l’ Team Members d g M @ ‘J D 3
Food Safety for el Gtz _ Published - °
,* Resources 4 Farmers Y & ! g RELT
e )2¢
A Global Search
Items
[] Florida Farmers’ Florida Farmer blished Active L]
[ Flaminga Market Association

A Annual Reports

Partners
» [] Gaining New Ground 5 Gaining New GroL — Published Archived No L]
Contact 2026/05/18 at 4:36 am
A lobs
[] Cost Share Program ra Cost Share Prograr — P hed Active } [ ]
A Initiative Actions S0SE0EE o 330
A My Campaigns
[] seTopp & SE TOPP = P Active No ®
A Gallery ltems o .‘
A News
i [ Certified Organic & riified Organic Far Archived L]
A Testimonials Farm Technician Technician Training
A Programs
Al Programs [] Fresh Access Bucks & Fresh Access Bucks Archived o L]

The Programs list, with Status (Active/Archived) and Featured columns.

For each Program:

e Title — the program name.

e Content — the full program page, built with blocks (columns, images, headings, lists).
¢ Featured image — the program’s main image.

e Programs and Issue Areas — grouping options (right-hand panel).

¢ Meta Boxes — expand this panel below the content area and fill in all the fields inside. Status
(Active/Archived) and Featured, which control how the program is displayed and filtered, are
among them.
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o PR Food Safety for Farmers - Program culek

Innovative Learning Approach

FOG developed a series of webinars and audio-based educational resources designed
to meet farmers where they are. Unlike traditional classroom-based trainings, these
resources:

® Are available online anytime

® Can be revisited as needed

* Reach a broader audience than in-person events

* Reduce travel and time constraints for farmers

A key component of the program was the Road to Safe and Healthy Food educational
series, which used real-life scenarios and practical examples to encourage critical
thinking. Farmers were invited to reflect on their own food safety assumptions and apply
the guidance shared through the webinars to real challenges on their farms.

Lasting Value & Resources

The educational resources developed through Food Safety for Farmers continue to
provide practical, producer-focused guidance. Recorded webinars remain available

and support farmers seeking accessible, real-world information on FSMA-related

F PO S S SO0 S, P

Program

A Program page built with blocks.

6.12 Events

Events and webinars. Uses the Classic Editor with a detailed set of event fields.
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Program  Block X

B Food Safety for Farmers

Last edited a month ago.

Statu © Published

Publish May 18 9:04 am

Slug food-safety-for-
farmers

Template Default template

Display with CPT Ul Pro ~

Yoast SEQ -~

O znalysis Needs improvement
lity analysis: Good

Improve your past with Yoast SEQ

Programs ~

Issue Areas -

Language .
English v ‘

Transiation Priority




® Broc ©7 Qausk Po + New @ §A @ Weivid Backup GaphigtibE @ T UpdrftPlus Search Contacts  Howdy, zineb-fog-admin (@)

[ Screen Options v Help v
@ Dashboard Events = Add new Event
3): WP Activity Log

CPT Ul Pro lets you display this post type anywhere with a visual Shortcode Bullder and a dedicated Gutenberg block, Display with CPT Ll Pro — Dismiss x

=" FluentCRM Pro

@ T1ag Management

All(32) | Published (32) | Comerstone conter
English (16)| Spanish (16) | All languages (32} )
A posts Search Events
0y Media i
Bulk actions v | Apply Alldates  ~ | All Programs v || AlSEO Scores v Al Readability Scores ~ || Filter 16 iterms
W Pages
[ Title = Date ¥ FELYER
A Team Members E] 3 3
[[] "Food Safety for Farmers Webinar: A Review of Post-Harvest Water & P L] 0

A Resources Use on Farms”

A Global Search
L [) "Food Safety for Farmers Webinar: A Review of Preventive Controls & 5 . ™
. for Human Food Rule” et A
Flamingo 2026/05/14 at 143 a

A Annual Reports

[[] "Food Safety for Farmers Webinar: A Review on the Microbiology of Publishe °
A Partners Foodborne Pathogens” 26/05/14 a
Contact

[[] “Food Safety for Farmers Webinar: Lessons Learned from Farmers" & Pubi °
A Jobs
A Initiative Actions [7) 2026 Spring Southwest Florida Small Farmers Network Meeting & Y
A My Campaigns ) 34
A Gallery ltems [J Atthe Farmers Table: An Organic & Regenerative Dinner yl Published ] [ ]

2 )

A News

() Florida Local Food Project Events & P °
A Testimonials ¢ S

9:49 ar

A Programs [7] Food Safety for Farmers Webinar: On Farm Readiness Reviews P ublishe °
A Events 2026/05/07 at 7:19 am
All Events [[) Growing Stronger Together: Community, Markets, and Innovation for ~ ,» P e ] )

Farmers AT T

The Events list, filterable by Program.
For each Event:

e Title — the event or webinar name.

¢ Choose Type — Event or Webinar.

¢ Choose Program — link it to a program.

¢ Location — where it takes place (e.g. "South Florida").
¢ Repeater Event — Yes/No, for recurring events.

e Start Date and End Date — when it runs. Note: The Eastern Time label is applied automatically. Do
not type it manually into any field.

¢ Featured image — the event’s image. Event covers look best at a 1:1 aspect ratio, with a
recommended size of 1080 x 1080 pixels. For sharper display on larger screens, 1600 x 1600 pixels
can be used instead. For non-square images, a light green background will be visible around the
image. Webinar banners use a different format: 1920 x 761 pixels with a 2.52:1 aspect ratio.

¢ Event Details Tabs — additional event details can be managed through the following tabs (scroll
down the event editor page to find them): CTA Banner, Overview, Agenda, Speakers, Sponsorships,
Exhibits, Hotels, Galleries, Registration.
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A Jobs

A Initiative Actions Register Link

A My Campaigns

» Gallery ltems
CTABanner | Overview = Agenda  Speakers = Sponsorships  Exhibits ~ Hotels  Galleries  Registration
A News
A Testimonials CTA Tab Content
Programs
A Prog Note
A Events
All Events
Filo w Fdit w \liow w Incort w Farmat w Tanle w Tahla w

Event Details Tabs

K B0 4 New ViewEvent Q ﬂ & wpvivid Backup GraphiQL IDE Q

@ Premium

® @rs Ox Qo

All Events

UpdraftPlus

il
Speakers :

Podcasts &
@ Premium

nternal linking suggestions

Form Templates

Food Network Cornerstone content v
Success Stories

v
Appearance

v

ssights
nsights

Plugins 8
Users
Tools

All-in-Cne WP
Migration Choose Type
Settings

ACF

Choose Program

Sitewide Settings

WP Mail SMTP

Yoast SEO Location

GraphQL

WPvivid Backup

Deploy Repeater Event
CPTUI

UpdraftPlus

Start Date
Wordfence @
Typesense
LiteSpeed Cache

End Date

WPML

The Event fields: type, program, location, dates and more.

6.13 Speakers

Search Contacts | Howdy, Kate Shawver [l |

Profiles of event and webinar speakers. Uses the Classic Editor; similar to Team Members.
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@ Tag Management

A Posts

Oy Media
]
Bulk acticns v | Apply All dates v || All SEO Score: ~ || Al Readability Scores v ‘ Filter

Pages
£}

# Team Members O Tite = Author Date %
# Resources O Niolecruz
A Global Search =
Items [[] Nadia Korths
)

B2 Flamingo

[ Rural Advancement Foundation | -USA o~
A Annual Reports ] )
A Partners .

() Mike Garcia . ublishe
Contact S50
A Jobs [ Cetta Barnhart ~

A Initiative Actions

- 5 (] Charlene Chase
A My Campaigns —

» Gallery Items
[ Dr. Franklin Quarcoo =)

A News .
A Testimonials (] Taylor O° Bannon
A Programs :
A Events [ Billy Mitchell 5]
A Speakers
(] Erica Hall =

The Speakers list.

For each Speaker:

e Title — the speaker’s name.
¢ Designation — their organisation or role (e.g. "Circle C Farm").
¢ Field — Select Link — an optional link (for example to their website or a session).

¢ Featured image — the speaker’s photo.
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WPML

The Speaker fields: designation, an optional link, and a photo.

6.14 Podcasts

Podcast episodes. Uses the Block Editor.
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A Gallery items [] Homesteading Made Simple: Building Sustainable Food Systems & S blishe: ° °
g Anywhere o
A News

A Testimonials 1 Title = Date » B 4:9+ @
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A Speakers
A podcasts

All Podcasts
ew P

The Podcasts list.

For each Podcast episode:

¢ Title — the episode name.
¢ Featured image — the episode artwork ("Set featured image for this Podcast").

¢ Podcast ID — entered in the Meta Boxes panel below the content area. Expand the panel to reach

it.
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7. Navigation menus

The site’s navigation — the links across the top and in the footer — is managed under Sitewide Settings
in the left menu. That is where you go to add a link, change its wording, or reorder what appears in the
header and footer.

\ oG © 7 Ctrl+K 0 New A & wpyiid Backy GraphiQLIDE UpdraftPlus Search Contacts  Howdy, zineb-fog-admin
VY P P! zl

@ Screen Options ¥
Dashboard

Sitewide Settings
:(): WP Activity Log

Z” FluentCRM Pro ACFML Synchronise translations o - .
@ Tag Management Comt rommmrar A fexib & s felee I the e orc =
A Posts
0 Media Silewide: Selling o -
W Pages

Header Top Header Menu Page Not Found Footer | Jobs Contact Info GDPR Compliance

o e
Menus

2 Resources
A Global Search Menu (tems N
ltems bt X
Flamingo
# Annual Reports Show Submenu - -
A Pariners

Image
Contact

A Jobs

A Initiative Actions

» My Campaigns
A Gallery ltems
2 News

# Testimonials

A Programs
Content with
A Events Buttons Title

A Speakers
A Podaasts

about

Form Templates Text

The Sitewide Settings Menus screen.
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8. Website forms & Monday CRM

The forms on the FOG website — Contact Us, Subscribe, Become a Partner, Volunteer Opportunities and
the rest — do not just send an email. Each one delivers its submissions straight into Monday.com, so
enquiries land in the same place the team already works.

The connection is set up per form, and it is dynamic: any form can be pointed at any Monday board, and
at a particular group inside that board, by entering two ID numbers — a Board ID and a Group ID.
Nothing needs to be rebuilt to change where a form’s submissions go; the two IDs are simply swapped.

In WordPress those two IDs live in a Monday CRM panel, alongside an Enable Monday CRM switch that
turns the connection on for that form.

Monday CRM AW A

Enable Monday CRM

[ Jn]

Board ID

18477788779 ‘

Group ID

topics ‘

The Monday CRM panel in WordPress: the Enable switch, the Board ID and the Group ID.

This chapter explains where to find those two IDs in Monday so you can tell your web team where each
form should deliver. Setting the IDs into the website itself is a developer task and is handled by 3 Lane
Marketing.

Finding a Board ID

The Board ID is visible in the web address of the board itself — no special tools needed.

1. Login to monday.com (the FOG workspace at fog-qcs.monday.com).
2. Open the board where the submissions should appear.

3. Look at the address bar of your browser. The long number after /boards/ is the Board ID.

FOG WordPress Admin Manual - Page 38



R:4
[ NF [ CareFundDocs [ A [3 GeRPC [J WRI [ FOGDOCS [ CPEXDOCS [ B 0 cAEDOCS [ Health [ SmartGrowthAmeri..
You can now use Al to ask anything about your workspace (beta). Just press Ctrl + K Try it out

@ monday CRM

Good morning, Kate!

ive feedback % Quick h
Quickly access your recent boards, Inbox and workspaces & 4 Quick Searcl

v Products by monday.com Complete Your Profile

Service O Upload Your Photo
e s @ 10 free seats included @ 10 g O Enable Desktop Notifications
O Complete Profile

monday Al tomat toclo E
O Install Our Mobile App

Learn more Learn more

Personalize your home page

n Make Vibe your home
Favortes ccount’s h
Workspace Q Choose app

Learn more
@ roc

#J) Work management
ole
B8 © 10 free scatsinc

Showall

v Recently visited
Boost your workflow in minutes with
Guided setup ready-made templates

Explore templates

M) Work
fealth 03 Smax . Gc 3lane mate [ All Bookmarks

You can now use Al to ask anything about your workspace (beta). Just press Ctrl + K Try it out [x]

monday CRM S ? S B ks

< Donations Board v [} Alsuggestions % Integrate (@ @ Automate/3 [ Invite /4 [ €| «ee

New organization name v Q search @ Person Y Fitter ~ [ Groupby

monday Al
Favorites
Workspace

@ Fos

(D Donations Board

(D) Leads Board
[}

Guided setup

Create dashboard —

The address bar of the open board — the number after /boards/ is the Board ID.

For example, in the address https://fog-qcs.monday.com/boards/18399997706 the Board ID is
18399997706.

Finding a Group ID

Groups are the coloured sections inside a board (for example New Leads or In Progress). Their IDs are
not shown in the address bar, so they are looked up through Monday’s API playground.
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1. In Monday, click your avatar in the top-right corner and choose Developers.

2. Open the API Playground.

@ monday CRM

monday Al
Favorites.

Workspace

@ Foc

Guided setup

Create dashboard —

monday Developer Center

£ My apps

38 API playground

L2 APl analytics

You can now use Al to ask anything about your workspace (beta). Just press Ctrl + K Try it out

Donations Board v

Main table -

New organization name v

Variables

W Build Vibe view

Q search

Organization name
Contact Us - Moana Medina

+ Add organization name

Organization name
Grow Heal

The Garden Network Yuca

Valencia Event Inkind

Juanita

Alexandra DeRosa

Moss, Krusick & Associates LLC
Orchard Pond Organics Event InKind
Moss, Krusick & Associates LLC

UF IFAS

Natoora- Nic Brunk FIU Event Moderator

Quarterly

erson

Y Fiter ~

DO

+

Assignee

[ Groupby

Status

Status

Email

Email

[ Alsuggestions % Integrate

& My profile £ App marketplace

© Email settings O Mobile app

& Import data monday labs

Payment date ¢ _ <> Developers 5 Shortcuts
0 Trash
+ Invite members
Archive
% Gethelp
Administration
& Change theme
& Teams
Upgrade account
G Logout

Payment date  (

<
]
E

O Do not disturb
$140

$3150

Resources v 4 DevSidekick | ?

B ks

+ Schema

The API Playground in the monday Developer Center.

3. Paste in the query below, replacing YOUR_BOARD_ID with the Board ID you found above.

4. Click Run. The results panel lists every group on that board with its id and title.
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query {
boards(ids: YOUR_BOARD_ID) {
groups {
id
title

monday Developer Center

£ My apps

35 API playground

The query run against a board: each group’s id sits beside its title.

Group IDs usually look like group_mm12clay, though some are plain words such as topics. Copy the id
exactly as it appears.

If the API playground feels too technical

This is the one step in this manual that goes beyond ordinary content editing. You do not have to do
it. Send 3 Lane Marketing the link to the board and the names of the groups you want submissions to
land in, and we will look up the IDs and set them for you.

Telling us where each form should go

Before a form can be connected, we need to know its destination. For each form on the site, send your
web team:

¢ the form name (for example Volunteer Opportunities);
¢ the Board ID its submissions should go to;
¢ the Group ID within that board.

If every form should land in one place — for example a single Website Submissions Leads board, with
Monday automations doing the sorting from there — say so and one pair of IDs covers the whole site.
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Changing where a form delivers

Because the setup is dynamic, redirecting a form later is a small change: send the new Board ID and
Group ID to 3 Lane Marketing. Please do not change board or group structures in Monday without
telling us — if a group is deleted or replaced, its ID changes and submissions aimed at the old ID will
stop arriving.
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9. Behind the scenes: the site’s tools & integrations

You do not need any of this to edit content — the rest of the manual covers everything day-to-day work

requires. This chapter is a plain-language reference for what the website is built on and which outside

services it connects to, so you know what is involved when something needs changing or looks wrong.

All of it is set up and looked after by 3 Lane Marketing. None of these tools are edited from the

WordPress screens described in this manual.

The platform

Service

WordPress

Linode

Bitbucket & Vercel

Network Solutions

WPML with DeepL

What it does on the FOG site

The content management system — the admin area this whole manual
describes. All Pages, News, Events, Team Members and the other content
types live here.

The hosting service the website runs on.

Where the site’s code is kept and published. Design and functionality
changes are made here by the development team, not in the WordPress
editor.

Where the domain’s DNS records are managed — the settings that point
the web address at the site and route email.

The translation layer that gives the site its English and Spanish versions.
This is what produces the Language box described in chapter 3.

Forms, contacts and supporters

Service

Monday CRM

Cloudflare Turnstile

FluentCRM

Brevo

GiveButter

What it does on the FOG site

Where form submissions are delivered. See chapter 8 for how a form is
pointed at a board and group.

The spam check that sits on the site’s forms. It replaces the old “prove
you are human” puzzles and is usually invisible to visitors.

Currently handles subscription sign-ups inside WordPress. It is due to be
retired once subscriptions move fully to Monday CRM.

The email platform used for sending to subscribers.

The donation platform behind the site’s giving pages.

Content pulled in from elsewhere
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Some content on the site is not typed into WordPress at all — it is fetched automatically from another
service. If one of these looks out of date, the fix is usually in the other service rather than in WordPress.

Service What it does on the FOG site

Buzzsprout The podcast platform. Episodes are pulled onto the site through an API
connection, so new episodes appear without being added by hand (see
6.14).

Meta (Facebook & Supplies social content to the site through the Meta API.

Instagram)

Site analytics Records visitor numbers and behaviour. Reporting is handled by your
web team.

If something here looks wrong

Problems with any of these services show up on the website but cannot be fixed from the WordPress
screens in this manual — a podcast episode that has not appeared, a form that is not delivering, a
donation page that is not loading. Contact 3 Lane Marketing and say which of the services above
seems to be involved; that is usually enough to point us straight at it.
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10. Quick reference & good habits

The five things to remember

¢ Find it in the left menu. Every content area is listed down the left side.

o List first, then edit. Click a content type to see its list, then click a title to edit, or "Add New" to
create.

¢ Fill in the labelled fields. Title, content, featured image and the specific fields for that type —
including the ones hidden inside the collapsed Meta Boxes panel below the content area.

¢ Draft to be safe, Publish to go live. Use Save draft while working; Publish/Update only when ready.

¢ Mind the two languages. English and Spanish versions may both need updating.

Do and don't
¢ Do add alt text to images.
e Do preview before publishing.
e Do save drafts often.

¢ Do expand Meta Boxes and check for empty fields before you publish — an item can publish
perfectly well and still be missing pieces on the site.

¢ Don’t permanently delete media or content unless you are sure it is unused.
e Don’t change plugins, themes, users or settings — those are developer tasks.

e Don’t worry about the coloured notice boxes on the dashboard; they don’t affect your content.

Getting help

For anything beyond editing content — navigation changes, new content types, design blocks, plugins, or
if something looks broken — contact your web team at 3 Lane Marketing. It is always safe to leave an
item as a draft and ask before publishing if you are unsure.

End of manual
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