
 

 

USER MANUAL 

Region 7 Workforce Development Forum 

Accessing the Forum 

There are two primary methods to access the forum: 

1. Via the MPHTC Main Page: 

• Navigate to the MPHTC main page. 

• Hover over the menu. 

• Under the "Resources" tab, click on "Forum (Login Page)”. 

 

 

2. Alternative Method: 

• Click on the "Resources" tab in the main menu. 

• Select "Forum (Login Page)." 

 



 

 

Registering for the Forum: 

Clicking on “Forum (Login Page)” will direct you to the forum page, as shown in the snapshot below. The 

forum page has four tabs: “Forums,” “Recent Posts,” “Register,” and “Login.” 

1. Click on the “Register” tab. 

2. Choose and enter a username. 

3. Enter your email address. 

4. Check the box labeled “I agree to receive an email confirmation with a link to set a password.” 

5. Click the blue “Register” button. 

6. You will receive an email with a link; click on this link to set your password. 

 

Logging In to the Forum 

Once registered, return to the main page of the forum using one of the two methods described earlier in 

this manual. Then, click on the “Login” tab as shown in the snapshot below. Enter your username and 

password, and then click the blue “Sign in” button. 

 



 

 

Accessing Forum Content 

Once logged in, you will be able to see the forum content as shown below. The forum contains four main 

categories: “General,” “Workforce Capacity,” “Foundational Capabilities,” and “Data Modernization.” 

Each category has several sub-categories where you can explore content or post your own questions and 

answers. 

 

 

Recent Posts 

There are two ways to check the most recent posts and activity in the forum: 

1. Under each sub-category, you will see “Recent Posts” written in red. Clicking on this will display 

the most recent posts, comments, questions, and other forms of activity within that specific sub-

category. 

 



 

 

2. If you are generally interested in all recent activity, navigate to the “Recent Posts” tab. This will 

allow you to explore the most recent posts, comments, questions, and other activities across the 

entire forum. 

 

Adding a Topic 

To ask a question or start a conversation on a topic of interest, follow these steps: 

1. Click on any of the sub-categories in the forum. For example, you can select the “Mentoring and 

Leadership Development” sub-category. 

2. Click on the blue “Add Topic” button located in the corner. 

 

 



 

 

Adding a Comment 

If you want to add a comment to an existing conversation thread, follow these steps: 

1. Click on one of the topics under the sub-category you have selected (refer to the picture above). 

2. Once you click on a topic, you will have the option to leave a reply as shown below. 

In addition to adding text, you can also upload a file with your comment. Supported file formats include 

PowerPoint presentations, Word documents, Excel sheets, PDF documents, and many others. 

 

 

Editing Profile Information 

To edit your profile information, such as your username, password, email address, picture, or bio, follow 

these steps: 

1. Click on the “Profile” tab in the forum menu. 

2. Once your profile is displayed, go to the right corner and click on the icon labeled “Edit Account 

Information.” 

 



 

 

Updating Profile Information 

After clicking on “Edit Account Information,” you will be able to edit and update any information in your 

profile, as shown in the picture below. 

 

 

Subscribing to Updates 

To receive email notifications about new posts, topics, and other activities in the forum, you can 

subscribe to multiple categories and sub-categories. Follow these steps: 

1. Under your profile, click on “Subscriptions” 

2. The following page will appear, as shown below. You have several subscription options: 

• Subscribe to all new topics and posts: Receive notifications for every new topic and 

comment. 

• Subscribe to all new topics: Receive notifications for every new conversation that starts. 

• Subscribe to specific categories or sub-categories: Choose the categories or sub-

categories of interest to receive notifications from. 

 



 

 

Alternative Subscription Methods 

Another way to subscribe to new topics or posts is by directly clicking on any of the sub-categories. For 

example, if you select “Mentorship and Leadership Development,” you will find an option right below the 

category description. Click on the orange box labeled “Subscribe for new topics” to subscribe to new 

conversations started under this sub-category. 

 

Subscribing to a Specific Topic 

You can also subscribe to a specific topic of interest. Simply click on the topic, and you will find an option 

to subscribe to new replies and comments under that topic. Click on the orange box labeled “Subscribe 

for new replies.” Once subscribed, you can unsubscribe at any time by clicking on the blue box labeled 

“Unsubscribe.” 

 



 

 

Private Messages 

You can send private messages to other registered members in this forum. Follow these steps: 

1. Click on the “Members” tab in the forum menu. 

2. Select the member you would like to message. 

3. On their profile page, click on the mail icon labeled “Send Personal Message” located in the top 

right corner. 

 

 

Sending a Private Message 

After clicking on “Send Personal Message,” a message box will appear (as shown in the snapshot on the 

left). Here, you can type your message and attach a document if needed. 

To view all your private conversations, click on the three lines with dots in the left corner (as shown in 

the snapshot on the right). This will display your past private conversations. 

    



 

 

Documents Library 

At the bottom of the forum page, you will find a section called “Documents Library.” This library contains 

folders corresponding to the categories and sub-categories in the forum. All documents attached in 

forum conversations are available in these folders for easy access. 

 

 

Adding Files to the Documents Library 

To add your own files to the Documents Library, follow these steps: 

1. Click on the folder of your interest. 

2. In the right corner, you will see a red upload icon labeled “Click Here to Add files.” 

3. Click on the icon and select the files you want to upload. 

       

  


