APGSA Administrator Instructions
Editing APGSA web pages

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

e 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.)

e 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:
e “Pages”in the left black menu bar area

e Hover over a page title (e.g., State Contacts) and a sub menu will appear,
click “Edit”
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https://www.apgsa.org/

Editing an APGSA web page — (continued)

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.

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:

e “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.

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

“Edit”
APGSA New
Dashboard Posts  add new
A Posts All(53) | Published (51) | Drafts (2) | Trash (1
All Posts Bulk Actions ¥ | Apply All dates ¥  Allcategories ¥ | Filter
e « «— Click the small black triangle to ot
sort the title column in alpha order
_TEMPLATE_NON-MEMBER_STATE_PAGES - Draft Adm
(el _TEMPLATE_STATE_PAGES - Draft Adm
Pages
+) Charts & Maps Alabama Adm
Comments
Adm
Portfolios Aleska "
Testimonials
Arizona Adm

O Edit  Quick Edit ' Trash View ' Clone | New Draft

Topics Arkansas Adm

Edit a “Member State” page

Replies

California Adm

Appearance

e Make sure the view is set to “Visual” (see image on the next page)

e 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.

e 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.
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1.

“Administrator” Management for the APGSA Web Forum

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

Click here to access the APGSA

—
Forum’s Keymaster Dashboard assocurios or rrobies Gassting

SERVICE ADMINISTRATORS

HOME ABOUT PROBLEM GAMBL!

APGSA Member Forum

By-Laws and Articles of Incorporation

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.

Click to add a new main Forum

Forums  mewFarum

Click to add a new Topic in a Forum, but recommended to use the Search Forums
actual website interface to do this just as members would use.

All dates

Bulk Actions || agply
Topics ﬂepheﬁ Creator Created Freshness

By-Laws and Articles of Incorporation - Private

Control replies made by Members
Weetings - Private you can modify them, delete, etc.,

Contact Information - Private
Jeb Openings - Private

Discussion Forum - Private

Do not

modify Forum Topics Replies Creator Created Freshness

tools or =

settings Bulk Actions  |=|  appiy S mems
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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.

Create New Forum
o By-Laws and Articles of Incorporation

Permalink:http:iiwww. apgsa.org/forums/forum/by-laws-and-arficles/ Edi

07 Add Media

BE i

B I = = i= &

Paragraph ~» U = A ~

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

. Forum Title: Choose the text you want to display at the title of your forum.
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.

Screen Options Help *

Forum Attributes -

Type:  Forum [z

Visual  Text Status: Open |'.

vi-,inn
Set Visibility to Private

so that only APGSA Members parent:  _ no parent — ||

can view the Forum.
Order: © =

Change this to set the order  FPublish -
of the new Forum within the
list of Forums viwed on the

main forum web page. Mioue o Trat m

\@@0

\

Preview

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:

e View your new Forum on the website to make sure it is displaying properly
- then, add atopic 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.

Forum Topics Posts Freshness
By-Laws and Articles of Incorporation 1 1 4 days, 23 hours ago
Admin
Meetings 1 1 4 days, 23 hours ago
Admin
Contact Information 1 1 No Topics
Admin
Job Openings 1 1 4 days, 23 hours ago
/ Admin
Discussion Forum 1 1 4 days, 22 hours ago
Admin

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

Member Forum » Discussion Forum Subscrive

This farum conzains 1 mopic. and was last updated by Addemin 4 dlays, 23 hours ago

€1 ot 1 o) This is an exisling topic.
Use the form below to begin a new topic.

Voices Posls L

Training Costs Comparison State to State —
John Hostetler

Your account has the ability to post unrestricted HTML content.

Topic Title (Maximum Length: 80):

\T opic Tags:
Topic Type:
Nommal .

Toplc Status:
Open  *

Motify me of follow-up replies via email

Submit

(continued below)
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Adding atopic 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.
e Sticky posts stick to top of the Forum which it is in.
e Super Sticky posts stick to the top of all Forums.

Check box: Notify me of follow-up replies via email:

NOTE: Itis 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.

@ 4@ aGsa B

o oo - Click on the “"Media” link in the black menu
ashboar Media Library addnew bar area, then click on the “Add New”

2 posts button to upload a .PDF file from your

Allmedia items ¥  All dates Compu{er

] Media

Bl =2 =2 B2 2 B
‘, Charts & Maps APGSA- Laws_June_2015_Ap APGSA_Board_meeti

Administrator- APGSA-Member- APGSA_States_Repo proved_by_Board_Ju ng 9_16_15_minutes
B comments Instructions.pdf Instructions.pdf rts_July_2015.pdf ly_2015.pdf _3.pdf

A Portfolios

A Testimonials

= = =

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.

@ @& arasa B + New

@ Dashboard Media Library | addew
# Posts
N E All media items ¥ All dates v Bulk Select
0 Media
Library
New
Drop files anywhere to upload
= e Click the “Select Files” box
§) Charts & Maps to upload .PDF files from your ‘ —— ‘
¥ comments computer.
"; Portfolios Maximum upload file size: 50 MB.
A Testimonials
= Forums
B B2 BB ILE
AGPGSA_By- AmendedandRestat
# Replies APGSA- Laws_June_2015_Ap APGSA_Board_meeti APGSA-July-2015- edCertificateofincor
Administrator- APGSA-Member- APGSA States_Repo proved_by Board Ju ng 9_16_15_minutes annual-members- poration-200050-
8 oor Instructions.pdf Instructions.pdf rts_July_2015.pdf ly_2015.pdf _3.pdf meeting.pdf 3.pdf
Page
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https://www.apgsa.org/wp-admin

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’

@ & arcsa B + New

) Bz Media Library addnew

A Posts
E Allmediaitems *  All dates v Bulk Select

The uploaded PDF file will display in the

B pages Media Library. Drop files anywhere to upload
#) Charts &Maps Click on it to open the file to get the website link Selea

- EzmEDE so you can link to that from the Web Forum.

A Portfolios Maximum upload file size: 50 MB.

A Testimonials

= Forums
S T % % %
" AGPGSA_By-
& Replies APGSA- Laws_june_2015_Ap APGSA_Board_meeti APGSA-July-2015-
TEST_PDF_FILE_FOR_ dministrator- APGSA-Member- APGSA_States_Repo proved_by Board_Ju ng 9 16_15_minutes annual-members-
A Profile TRAINING.pdf Instructions.pdf Instructions.pdf rts_july_2015.pdf ly_2015.pdf _3.pdf meeting.pdf
# Tools
1o APGsA APGS/ = =
© collapse men Assocuion o1 i
CIATION OF PROBLEM GAM NJ-DGE-2014- PGOAFStategicPlan_
SERVICE ADMINISTRATORS Internetgaming- FY14_FY177._2712p 2008AZYouthSurvey
summary-letter.pdf iCAP-overview.pdf df 1.pdf

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.

Attachment Details Wh%n”flnlshed, click \’G
the “x” to close the pop-up window.
File name:
% TEST_PDF_FILE_FOR_TRAINING.pdf
File type: application/pdf
Upleaded on: November 10, 2015

File size: 26 kB

To copy the PDF web link:

URL

https://www.apgsa.org/wp-contel

1.) Click inside the URL box —_—
2.) Press your “Ctrl" key and “a” e

on your keyboard to select the

entire URL address Caption
3) Then press “Ctrl” and “c” to copy

that selected URL to your

computer clipboard memory. Descripsion

TEST_PDF_FILE_FOR_TRAINING

You have successfully copied the
PDF link - click the “x” at the top Uploaded By Training Examgle
right of the pop-up window to close it. Replecemedia

Page
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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.

Hover your mouse over
the APGSA area

; . T
Posts and click on “Visit Site
) EH Allmedia items ¥ All dates v
Q3 Media
Library
Add New =\ =\ =\
Pages — — —
(= (= |
%) Charts & Maps e
TEST_PDF_FILE_FOR_ Administrator- APGSA-Member- APGSA_S
Comments TRAINING. pdf Instructions.pdf Instructions.pdf rts_July

Portfolios

7. Click on “Member Forum” to access the Forum Page.

APGSA

ASSOCIATION OF PROBLEM GAMBLING
SERVICE ADMINISTRATORS

PROBLEM GAMBLING SERVICES USA

y L =

HOME ABOUT MEMBER SHIP RESOURCE LIBRARY

Welcome to the Association of Problem Ga
Service Administrators (APGSA)

APGSA is a national membership organization of state
administrators of public funds for problem gambling services.

MEMBER FORUM

AN,

CONTACT US

mRling

Click
‘Member Forum” to
setup a new Forum

Topic with a .PDF

document link

Nearly 20 million adults and
adolescents exnerience

Page
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1.) Add your new Topic Title

8. Click inside the Forum category where you would like to add a Topic.

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.

APGSA

ASSOCIATION OF PROBLEM GAMBLING

SERVICE ADMINISTRATORS ¥ il
s

HOME ABOUT PROBLEM GAMBLING SER! UsA MEMBER SHIP

Meetings

Member Forum » Meetings

This forum contains 3 topics, and was last updated by Admin 3 weeks, 5 days ago.

Viewing 3 topics - 1 through 3 (of 3 total)

Topic Voices Posts Freshness

State Reporis — July 2015 3 weeks, 5 days ago

Started by: Admin Admin

Meeting Minutes — Sept 16th 2015 3 weeks, 5 days ago

Started by: Admin Admin
Annual Members Meeting — July 2015 1 month, 1 week ago
Started by: Admin Admin

Viewing 3 topics - 1 through 3 (of 3 total)
Create New Topic in “Meetings”

Your account has the ability to post unrestricted HTML content.

1.) Add your new “Topic” title

uote | @t | img || ul || ol | i | code | close tags

Add some description text, then highlight the werd yoU W
eting Minutes]

\ 2.) Add your text description and
highlight the specifc text you would
like to become the PDF link

y. L -

RESOURCE LIBRARY

MEMBER FORUM CONTACT US

Training Example

Log Cut

Search Forum

SEARCH

Recent Topics

Training Costs Comparison State to State —
John Hostetler by Admin
3 weeks, 5 days ago

State Reports — July 2015 by Admin
3 weeks, 5 days ago

Topic Views List

Most popular topics

Topics with no replies

3.) Click the link button
and a pop-up window
appears where you

will add the PDF link.

Page
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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..

RL | hitps:fwww apgsa.orgfwp-contentiuploads/2015M1/TEST_

Link Text | Meeting Minutes

Page
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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.

Meeting Minutes — Sept 16th 2015 1 1 3 weeks, 5 days ago .
Recent Topics

Started by: Admin Admin

Annual Members Meeting — July 2015 1 1 1 month, 1 week ago

Training Costs Comparison State to State —
Started by: Admin Admin John Hostetler by Admin
3 weeks, 5 days ago

State Reports — July 2015 by Admin

3 weeks, 5 days ago
Viewing 3 topics - 1 through 3 (of 3 total)

Create New Topic in “Meetings” o .
Topic Views List

Your account has the ability to post unrestricted HTML content.

Topic Title (Maximum Length: 80): Most popular topics
Example New Topic Topics with no replies
b || il link b-guote | del |img | ul || ol || li | code | close tags

Minutes</as The new link code will be
added to the page.

You can add text key

words to help When the new Topic is
members search for completed, click the
Topic Tags: this new topic. “Submit” button to publish
M to the website.
e —
This will push an email out to
Topic Statue: all APGSA Forum Members
opIc atus:
to let them know a new
R S _— - Forum Topic has been added.
L Yy me of Tollow-up replies via emal
NOTE: Any edits you make to
your topic post will not generate
Edit another email to members.
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