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1.1. Programs Admin Forms - Overview 

The programs directory keeps track of the organizations associated with P2 in the region and programs 
listed for the purposes of the Topic Hubs, such as for the Where to Go for Help section.  
  
The web group has created an administration form to make the task easier.  Regional centers should 
update or add programs as needed. 
  
Go to www.p2rx.org/admin and log in.  Click on “Programs Admin” 
  
From this page the administrator is able to add new programs, view, edit, and delete existing programs 
and access the Where to go for Help (WTGFH) information (you can associate or disassociate the 
program with any of the Topic Hubs.  If associated with the Topic Hub, the program will appear in that 
Hub’s WTGFH section.)  You can also check links, view the list of contact e‐mails, view program 
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addresses and contact names, and choose whether or not to display the designation for programs that 
are members of NPPR on your regional Programs Directory site. 
 

 
 

1.2. Add Program 

Once Add New Program has been selected from the main Program Administration page, the user will be 
forwarded to the Information #1 section. 
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1.2.1. Add Program ­ Information #1  

An organization’s basic background and contact information is entered on this screen. An asterisk 
indicates required fields (the information must be filled in).  Once completed, submit the form to move to 
the Information #2 section.  

 

1.2.2. Add Program ­ Information #2  

The second information screen asks for more specific information about the program and allows users to 
add the program logo. In order to locate a programs logo URL, right click on the logo, open Properties 
and copy the Address (URL) into the Graphic URL field. Once completed, submit the form and you will be 
forwarded to the Contact section. 
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1.2.3. Add Program ­ Contact Information  

The program’s direct contacts are added in this section.  

 

1.2.4. Add Program – Program Types  

This section is to associate program type(s) with the Program. An administrator may also add new 
program types relevant to the Program (see 1.2.4.1 below).Once programs have been selected and/or 
added, submit the form to proceed to Authority and Free Keywords section. 
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1.2.5. Add Program – Authority and Free Keywords  

Click on keywords you want associated with the program. The administrator may add and/or 
create additional keywords relevant to the program. Click “submit at the bottom of the screen for 
each list.  (Every letter has its own list).  When you click submit, the keyword will appear in the 
left-hand section of the table.  You can continue to look at all the keyword lists.  When finished, 
click on the statement, “click here to keep these settings” and the keywords will be saved in 
association with that program. 

 

  

When desired 
keywords are listed 
on the left‐hand 
section, click here  
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1.2.6. Add Program – Services  

Services offered by the program are listed in this section. 
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1.3. Programs Administration – View Contact List E-Mails 

All the e-mails included in the programs directory can be viewed from this page.  

 

1.4. Programs Administration – View List of Programs 

All the e-mails included in the programs directory can be viewed from this page. This is the 
default administrative screen for the P2 Programs Directory. 
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1.5. Programs Administration – Addresses 

All addresses included in the programs directory can be viewed from this page.  The default 
display is Organization addresses, or you can view Contact e-mail addresses from this page.  
This provides the same information as if you “view contact list e-mails” described previously.

 

1.6. Programs Administration – View  

This screen allows the administrator to review the new organization program’s information for accuracy 
and completeness. 
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1.7. Programs Administration – Edit  

Administrators may edit an organization program’s information here. Once changes have been 
made you must click on Update to save the new information. The program will forward you 
automatically to the Information #2 section.  

This is also where you designate “core” programs from your region and whether the program is 
only being entered to accommodate a Topic Hub WTGFH section.  If you check that box, the 
program will NOT appear in the Programs Directory list on-line. 

 

1.8. Programs Administration – Delete  

Users can delete an organization from the centers database.  Once an organization has been 
chosen for deletion, the user will be prompt for deletion verification.  Once an option is selected 
the user will be returned to the main page. 

 

1.9. Programs Administration – WTGFH  

WTGFH allows the administrator to associate Topic Hubs with the organization. By selecting 
Associate, the organization will appear in the Topic Hubs WTGFH section as either a National 
contact or a Regional contact, based on the previously identified Scope of Service (see section 
1.2.1). By selecting Dissociate, the organization will not appear in the Topic Hub’s WTGFH 
section.  
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1.10. Fixing Broken Links 

The P2Rx Coordinator’s office will send a list of broken Program Directory Links every month.  
To delete a link, do it from the main Programs Admin page. (shown below) 

To fix a link, start from the main Programs Admin page (shown below). Click on “Check Links” 

 

You will get this view after clicking “Check Links” 
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From here, click on “edit” for the link you need to fix.  You will see the screen shown below. 

 

Now you can replace the broken url with the correct url.   


