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APGSA Administrator Instructions 

Editing APGSA web pages  

1. Administrators login to the backend WordPress dashboard via the Member 
Forum page.   

• Visit  the main site:  https://www.apgsa.org    
• In the main menu bar click on “Member Forum” - then login. 

(NOTE: your member web forum login and admin login are the same.) 
• To enter the WordPress dashboard, look at the top left black bar area of 

the screen, it will say:  APGSA, mouse over that text and a menu will 
appear – click on “Dashboard”.     
 

2. To edit one of the main web pages click on: 
•  “Pages” in the left black menu bar area 
• Hover over a page title (e.g., State Contacts) and a sub menu will appear, 

click “Edit” 
 

 
 

IMPORTANT:  Do not edit the “Member Forum” page. 

– (continued on next page)

https://www.apgsa.org/
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Editing an APGSA web page – (continued) 

3. Make your text changes – then under the white “Publish” box in the upper right 
corner press the gray button “Preview Changes” to view your changes before 
publishing. This will open a new “tab” in your web browser and display the page 
as it will appear live on the website.  If everything looks good, close that tab and 
you will be back in the WordPress editing page window again. 
 

4. When all changes are ready to be published click the blue “Update” button near 
the upper right area of the page to publish the page and it will be live.  
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Editing APGSA Individual Member State web pages  
 

1. If you’re not already logged in, login to the WordPress dashboard:  
https://www.apgsa.org/wp-admin   
 

2. To edit an individual “Member State” web page click on: 
•  “Posts” in the left black menu bar area. 

[TIP]  - Click on the small black triangle next to the word “Title” to 
sort the listing in alphabetical order. 

• Hover over a post title (e.g., Arizona) and a sub menu will appear, click 
“Edit”  

 

• Make sure the view is set to “Visual” (see image on the next page) 
• Make a text change – then under the white “Publish” box in the upper right 

corner press the gray button “Preview Changes” to view your changes 
before publishing. This will open a new “tab” in your web browser and 
display the page as it will appear live on the website.  If everything looks 
good, close that tab and you will be back in the WordPress editing page 
window again. 

• When all changes are ready to be published click the blue “Update” button 
near the upper right area of the page to publish the page and it will be live.  
 

3. IMPORTANT EDITING NOTE:  (see image on the next page) 
When editing text DO NOT DELETE coding symbols such as:  equal 
symbols, quotes, and brackets.   

https://www.apgsa.org/wp-admin
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“Administrator” Management for the APGSA Web Forum 
 

1. Login to the Forum page on http://www.apgsa.org/forums  
 

 
 

2. To add a new Forum, Topic, or to modify member Replies, Click on the left menu 
choices as shown below. 
 
IMPORTANT:  DO NOT CHANGE TOOLS OR SETTINGS FROM THIS MENU 
ACCESS AREA. 
 

 
 

  

http://www.apgsa.org/forums
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Creating a forum 
This is done in the backend administration area 
NOTE:  Only Administrators can add a new Forum category 
1.  Add your Forum title – Do not fill in a forum description. 
 

 
 
1. Forum Title 
2. Forum Description (the APGSA Forum does not use description text) 
 

1. Forum Title: Choose the text you want to display at the title of your forum. 
2. Forum Description: DO NOT ADD TEXT IN THE DESCRIPTION AREA. (the APGSA Forum 

does not use description text) 
 

 

(continued below) 
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Creating a forum – (continued) 

 
3. On the right side of the new forum page - adjust the forum attributes. 

 
1. Type: Forum 
2. Status: Open 
3. Visibility: Private 
 

1. Type: Can be forum or category. Categories can only contain forums and you can use 
categories to organize your forums. 

2. Status: Used to control if the forum is open or closed.  Once a forum is closed no one is able 
to start new topics or reply to a topic. 

3. Visibility: Controls whether your forum is public, private or hidden.  We are using “Private” so 
that it works with “Members Only” logins. 

 Public: Anyone can see the forum. 
 Private: Only logged in users can see the forum. 
 Hidden: Only Moderators/Admins can see the forum. 

Parent: 
Forums can have a hierarchical structure and you can use this to organize your forum 
i.e. you can make a forum a sub-forum of another Forum or a child of a category by 
selecting a Parent. 

Order 
The order determines what the order the forums appear on your forums page. 

4.  Click Publish when you are sure all the changes are setup properly. 
 
5.  IMPORTANT:   

• View your new Forum on the website to make sure it is displaying properly 
- then,  add a topic in the Forum otherwise it will say it is empty. 
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APGSA Member Forum Instructions 

Adding a Topic to a Forum 
This is easiest to add from the regular forum area in the website 

All APGSA Members can add a topic inside a forum area. 
 
1.  To add a new Topic – on the main forum webpage, click on a forum title. 
 

  
 

2.  Add a topic title, then your topic content (web links, links to online documents, and 
video links can also be added). 
 

 

(continued below) 
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Adding a topic to a forum – (continued) 
 

Tags:  You can add tags to organize topics.  These are key words. 
 
 
Topic Type: Topic types are Normal, Sticky and Super Sticky. 

• Sticky posts stick to top of the Forum which it is in. 
• Super Sticky posts stick to the top of all Forums. 

Check box: Notify me of follow-up replies via email:   
 
NOTE:  It is not necessary to check the notification box – all members will automatically 
receive email notifications when new topics or replies are posted. 
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Administrator PDF File Upload for Web Forum 

 

Adding a PDF and Creating a Link to a PDF Document 
 

1. If you’re not already logged in, login to the WordPress dashboard:  
https://www.apgsa.org/wp-admin   

 

2. Click on “Media” in black menu bar area and click on the “Add New” button to upload 
a .PDF file from your computer.  
 

 
 

3. Click the “Select Files” box to upload a .PDF file from your computer. 
Select the .PDF file on your computer and press the “Open” button in your 
computer dialog pop-up window. 
 

 

https://www.apgsa.org/wp-admin
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4. The .PDF file will be uploaded and added to the Media Library area. 
 
To copy the website link for the .PDF, click on the newly uploaded PDF in the 
Media Library to open it’ 
 

 
 

5. To copy the PDF link, click inside the URL box, Press “Ctrl” and “a” key, then 
“Ctrl” and “c” to copy it to your computer clipboard. 

 
 



  Page 
12 

 
  

6. Create your new Web Forum Topic.  Hover your mouse over the APGSA text 
area and click on “Visit Site” to get to the homepage. 

 
 

7. Click on “Member Forum” to access the Forum Page. 
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8. Click inside the Forum category where you would like to add a Topic. 

1.) Add your new Topic Title 
2.) Add your text description and highlight the specific text you would like to 

have members click to access the .PDF file. 
3.) Click the “Link” button in the mini menu area  to show the link pop-up 

window. 
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9. Now use the saved clip board link to place in the URL field. 
1.) Click inside the URL field box and paste the .PDF link you copied to your 

computer clipboard by pressing “Ctrl” and “v” on your keyboard. 
2.) Click the “Check Box” to make sure the .PDF file opens in a new window 

tab. 
3.) Click the “Add Link” button to create the link.. 
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10.   Once the link has been set, the code will be displayed in the forum text area. 
1.) You can add text key words to help members search for the new topic. 
2.) Finally, click the “Submit” button to publish the new Forum Topic. 

 
Note:  Once “Submit” is pressed, the Topic will be live on the website 
and an email will be generated to all Forum Members letting them know 
a new Topic has been added to the Forum. 
 
If you need to edit anything in your new Topic, click the “edit” link – and 
then “submit” again.  This will allow you to correct any errors and will not 
send another email to the members. 
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