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Log in to the CMS 
In order to create, edit, translate or alter any other content on the website the user must be 
logged in. The user account must have the right access to perform any actions in the admin 
panel. 

1. Go to /wp-admin 
2. Enter username and password 
3. Click “Log in” button 

 

 

After a successful Log in the user is provided with the admin panel. The options shown depend 
on the access of the user. 
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Tender Announcements 
Add a New Tender Announcement 
The creation of new Tender Announcement is available in the Tender Announcements tab. The 
default translation is in Armenian. 

 

1. Navigate to the Tender Announcements Tab 
2. Click “Add New Tender Announcement” button 
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3. Enter Title (This will be the name in the CMS) 
4. Enter Subject 
5. Enter Reference Number 
6. Enter Tender Announcement 
7. Choose a Status (Open, Closed, Pending) 

 

8. Click and choose a date and time for Deadline for Submission of Application or Offer 
for Participation 

9. Click and choose Date and Time of Opening 
10. Click to Add File 

a. Upload a new file(s) by clicking on Select Files (you can upload multiple at the 
same time) 

b. Choose the desired File from the Media Library and click Select 
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11. Click “Publish” to publish the Tender Announcement 
a. Save it as draft (optional)  
b. Preview before publishing (optional) 
c. Sets the publish date to today by default or can be changed manually to any 

given point in the past. 



 
 Content Feeding Guide – Contour Global 

7 
 

 

Website view: 
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Translate a Tender Announcement 
In order to translate а Tender Announcement: 

1. Click the + next to either Flag 

 

NB!: If there is no translation added the Tender Announcement will not be shown for it.  

2. Add a title (you can add the same title, as it is for the CMS only), swap all the fields with 
the translations (same logic as when adding announcement), click Publish 
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Website view: 

RU translation: 

 

EN translation: 
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Edit a Tender Announcement 
Once you have added the Tender Announcement and you want to edit it you can do so by:  

1. Hover over the desired Announcement and click Edit or the corresponding language icon 

 

2. Make the necessary adjustments and click Update in order to apply the changes 

 

Delete a Tender Announcement 
In order to delete a Tender Announcement you would need to first move it to the Trash folder.  

To do that: 

1. You can hover over the desired Tender Announcement and click “Trash” 
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NB!: This will only delete the Translation you have selected. 

2. You can select multiple translations at the same time, choose Move to Trash from the 
dropdown menu and click Apply in order to delete several Announcements at the same 
time. 

 

3. In order to delete a Tender Announcement permanently click Trash and within the Trash 
Folder click Empty Trash. Optionally, you can delete them one by one. 

 

Procurement Plans 

Add a New Procurement Plan 
The creation of new Procurement Plan is available in the Procurement Plans tab. The default 
translation is in Armenian. 
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1. Navigate to the Procurement Plans Tab 
2. Click “Add New Procurement Plan” button 

 

3. Enter Title (This will be the name in the CMS) 
4. Enter Subject 
5. Click to Add File 

c. Upload a new file(s) by clicking on Select Files (you can upload multiple at the 
same time) 

d. Choose the desired File from the Media Library and click Select 



 
 Content Feeding Guide – Contour Global 

13 
 

 

 

 

6. Click “Publish” to publish the Procurement Plan 
a. Save it as draft (optional)  
b. Preview before publishing (optional) 
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c. Sets the publish date to today by default or can be changed manually to any 
given point in the past. 

 

Website view: 
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Translate a Procurement Plan 
In order to translate а Procurement Plan: 

1. Click the + next to either Flag 

 

NB!: If there is no translation added to the Procurement plan, it will not be shown.  

2. Add a title (you can add the same title, as it is for the CMS only), swap all the fields with 
the translations (same logic as when adding procurement plan), click Publish 

 

Website view: 

RU translation: 
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EN translation: 

 

 

Edit a Procurement Plan 
Once you have added the Procurement Plan and you want to edit it you can do so by:  
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3. Hover over the desired Procurement Plan and click Edit or the corresponding language 
icon 

 

4. Make the necessary adjustments and click Update in order to apply the changes 

 

5. Repeat for the other two languages if needed. 

Delete a Procurement Plan 
In order to delete a Procurement Plan you would need to first move it to the Trash folder. 

To do that: 

1. You can hover over the desired Procurement Plan and click “Trash” 

 

NB!: This will only delete the Translation you have selected. 

2. You can select multiple translations at the same time, choose Move to Trash from the 
dropdown menu and click Apply in order to delete several Procurement plans at the 
same time. 
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3. In order to delete a Tender Announcement permanently click Trash and within the Trash 
Folder click Empty Trash. Optionally, you can delete them one by one. 

 

Company Background 
Add a Company Background item 
The creation of new Company Background is available in the Company Background tab. The 
default translation is in Armenian. 

 

1. Navigate to the Company Background Tab 
2. Click “Add New Item” button 

 

3. Enter Title (This will be the name in the CMS) 
4. Enter Subject 
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5. Click to Add File 
a. Upload a new file(s) by clicking on Select Files (you can upload multiple at the 

same time) 
b. Choose the desired File from the Media Library and click Select 
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6. Click “Publish” to publish the Company Background 
a. Save it as draft (optional)  
b. Preview before publishing (optional) 
c. Sets the publish date to today by default or can be changed manually to any 

given point in the past. 

 

Website view: 
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Translate a Company Background item 
In order to translate а Company Background: 

1. Click the + next to either Flag 

 

NB!: If there is no translation added to the Company Background, it will not be shown.  
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2. Add a title (you can add the same title, as it is for the CMS only), swap all the fields with 
the translations (same logic as when adding procurement plan), click Publish 

 

Website view: 

RU translation: 

 

 

EN translation: 
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Edit a Company Background item 
Once you have added the Company Background item and you want to edit it you can do so by:  

1. Hover over the desired Company Background item and click Edit or the corresponding 
language icon 

 

2. Make the necessary adjustments and click Update in order to apply the changes 
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3. Repeat for the other two languages if needed. 

Delete a Company Background item 
In order to delete a Company Background item you would need to first move it to the Trash 
folder. 

To do that: 

1. You can hover over the desired Company Background item and click “Trash” 

 

NB!: This will only delete the Translation you have selected. 

2. You can select multiple translations at the same time, choose Move to Trash from the 
dropdown menu and click Apply in order to delete several Company Background item at 
the same time. 

 

3. In order to delete a Company Background item permanently click Trash, and within the 
Trash Folder click Empty Trash. Optionally, you can delete them one by one. 
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Procurement Procedure 
Add a Procurement Procedure item 
The creation of new Procurement Procedure item is available in the Procurement Procedure 
tab. The default translation is in Armenian. 

 

1. Navigate to the Procurement Procedure tab 
2. Click “Add New Item” button 

 

3. Enter Title (This will be the name in the CMS) 
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4. Enter Subject 
5. Click to Add File 

c. Upload a new file(s) by clicking on Select Files (you can upload multiple at the 
same time) 

d. Choose the desired File from the Media Library and click Select 

 

 

 



 
 Content Feeding Guide – Contour Global 

27 
 

6. Click “Publish” to publish the Procurement Procedure item 
d. Save it as draft (optional)  
e. Preview before publishing (optional) 
f. Sets the publish date to today by default or can be changed manually to any 

given point in the past. 

 

Website view: 
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Translate a Procurement Procedure item 
In order to translate а Procurement Procedure item: 

1. Click the + next to either Flag 

 

NB!: If there is no translation added to the Procurement Procedure, it will not be shown. 

2. Add a title (you can add the same title, as it is for the CMS only), swap all the fields with 
the translations (same logic as when adding procurement procedure item), click Publish 
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Website view: 

RU translation: 

 

 

EN translation: 
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Edit a Procurement Procedure item 
Once you have added the Procurement Procedure item and you want to edit it you can do so by: 

1. Hover over the desired Procurement Procedure item and click Edit or the 
corresponding language icon 

 

2. Make the necessary adjustments and click Update in order to apply the changes 
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4. Repeat for the other two languages if needed. 

Delete a Procurement Procedure item 
In order to delete a Procurement Procedure item you would need to first move it to the Trash 
folder. 

To do that: 

4. You can hover over the desired Procurement Procedure item and click “Trash” 

 

NB!: This will only delete the Translation you have selected. 

5. You can select multiple translations at the same time, choose Move to Trash from the 
dropdown menu and click Apply in order to delete several Procurement Procedure item 
at the same time. 

 

6. In order to delete a Procurement Procedure item permanently click Trash, and within the 
Trash Folder click Empty Trash. Optionally, you can delete them one by one. 
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Company Policies 
Add a Company policy item 
The creation of new Company policy item is available in the Company Policies tab. The default 
translation is in Armenian. 

 

1. Navigate to the Company Policies tab 
2. Click “Add New Item” button 
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3. Enter Title (This will be the name in the CMS) 
4. Enter Subject 
5. Click to Add File 

a. Upload a new file(s) by clicking on Select Files (you can upload multiple at the 
same time) 

b. Choose the desired File from the Media Library and click Select 
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6. Click “Publish” to publish the Procurement Procedure item 
a. Save it as draft (optional)  
b. Preview before publishing (optional) 
c. Sets the publish date to today by default or can be changed manually to any given 

point in the past. 

 

Website view: 
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Translate a Company policy item 
In order to translate а Company policy item: 

1. Click the + next to either Flag 
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NB!: If there is no translation added to the Company policy, it will not be visible. 

2. Add a title (you can add the same title, as it is for the CMS only), swap all the fields with 
the translations (same logic as when adding company policy item), click Publish 

 

Website view: 

RU translation: 
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EN translation: 
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Edit a Company policy item 
Once you have added the Company policy item and you want to edit it you can do so by: 

1. Hover over the desired Company policy item and click Edit or the corresponding 
language icon 

 

2. Make the necessary adjustments and click Update in order to apply the changes 

 

5. Repeat for the other two languages if needed. 

Delete a Company policy item 
In order to delete a Company policy item you would need to first move it to the Trash folder. 

To do that: 

7. You can hover over the desired Company policy item and click “Trash” 

 

NB!: This will only delete the Translation you have selected. 

8. You can select multiple translations at the same time, choose Move to Trash from the 
dropdown menu and click Apply in order to delete several Company policy items at the 
same time. 
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9. In order to delete a Company policy item permanently click Trash, and within the Trash 
Folder click Empty Trash. Optionally, you can delete them one by one. 

 

Contacts 
Add a Contact 
The creation of new Contact is available in the Contacts tab. The default translation is in 
Armenian. /The contacts page is going to be already added; this is to serve only in case it is 
missing. This is only to highlight how to create it. You can edit the existing one. / 

 

1. Navigate to the Contacts tab 
2. Click “Add New Contact” button 
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3. Enter Title (This will be the name in the CMS) 
4. Enter Name, Email and Phone (you can add up to 3 contacts) 

 

5. Enter Address 
6. Add Social Links and Icons as needed 

 

7. Click “Publish” to publish the Contacts page 
a. Save it as draft (optional)  
b. Preview before publishing (optional) 
c. Sets the publish date to today by default or can be changed manually to any given 

point in the past. 



 
 Content Feeding Guide – Contour Global 

41 
 

 

Website view: 
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Translate a Contact 
In order to translate а Contacts page: 

1. Click the + next to either Flag 

 

NB!: If there is no translation added to the Company policy, it will not be visible. 

2. Add a title (you can add the same title, as it is for the CMS only), swap all the fields with 
the translations (same logic as when adding company policy item), click Publish 

 

Website view: 

RU translation: 
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EN translation: 

 

 

 

Edit a Contact 
Once you have added the Contact page and you want to edit it you can do so by:  

1. Hover over the desired Contacts page and click Edit or the corresponding language icon 

 

2. Make the necessary adjustments and click Update in order to apply the changes 

 

3. Repeat for the other two languages if needed. 

Translation of terms 
In order to translate a term on the page you need to: 
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1. Go to Loco Translate 
2. Click “Contour Global” 

 

3. Click on the desired language 

 

4. Find the desired term add the translation in the bottom field. Click Save. 
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Note: Some terms are internal within the CMS, so be careful when translating and always check 
on the front page if you have translated the desired term. 

Adding new users 
To add new administrators go to: 

1. Click Users 
2. Click Add user 

 

3. Fill the required fields 
4. If you want to send a notification for the created account tick the option “Send User 

Notification” 
5. From the Role dropdown pick Administrator 
6. Click Add User 
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Others 
Permalinks 
Permalinks are automatically added upon Page title input. Once you move your focus away from 
the Title Field, the generated permalink appears below it.  
 

 
 
You can edit at any time by clicking the button “Edit”. 
For translations if you use the same title every time, it will add a number behind the permalink. 
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For example if you have Test123 in Armenian and you add Test123 for the Russian translation the 
path will become /test123-2 and so on. 
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