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CTUSAGym.com
Website Editor Manual

For authorized content editors

Version 1.0 · verified September 9, 2026

Use this guide for routine content changes. Your site administrator handles design,
code, hosting, domain, billing, accounts, backups, and recovery. Do not share your
password.
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1. Start Here
CloudCannon is the editing system for CTUSAGym.com. It gives you forms for updating the website without
touching computer code.

1. Open app.cloudcannon.com.

2. Sign in with your own email account. If your invitation is still pending, open the invitation email first.

3. Choose the organization holding the site.

4. Choose the ctusagym site.

Account rule Every editor must use a separate personal account. Never share passwords, and never
log into a shared account.

2. The Normal Editing Process

1. Choose a section from the left sidebar.

2. Open an existing item, or choose Add to create a new one.

3. Fill in the labeled fields. Use Preview when available.

4. Click Save in the top-right corner.

5. In the second Save window, check the box next to the change you want to publish.

6. Click Save selected.

7. Wait one or two minutes, then check the matching page on ctusagym.com.

Most common
problem

The second Save window starts with no changes selected. If you do not check the box
and click Save selected, nothing goes live.

Always finish A change is not complete until you have checked the live website and tested every new
link or download.
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3. Which Section Should I Use?

CloudCannon section Use it for

Homepage Top — Carousel Photos Rotating homepage photos, captions, and image descriptions

Homepage Sidebar + News Page — Announcements News, notices, links, forms, and downloadable files

Homepage Bottom — Featured Section The large feature near the bottom of the homepage

Calendar — Entries Invitational, state, regional, and national meet dates

State Meets — Meet Details Hosts, locations, deadlines, fees, notes, and sessions

State Meets — Entry Fees Entry fee amounts by level

State Meets — Qualification Scores Scores required to qualify

Competition Policies — Sections Policy text, callouts, cards, tables, and document links

Competition Policies — Page Intro The heading and opening paragraph on the Policies page

Clubs — Club Directory Gym names, addresses, contacts, websites, and notes

Judges — Committee Roster Committee members and roles

Hall of Fame — Inductee Classes Years, names, biographies, and photos

Hall of Fame — Memorial Wall Memorial names, dates, tributes, and links

Events Hub — Camps & Clinics Clinic and camp details and registration links

Site-Wide Settings & Editable Documents Chairman details, season label, forms, and key documents

Hidden areas Pages and Navigation are intentionally hidden from routine editors. Ask Rich if the
menu, layout, or page structure needs to change.
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4. Common Jobs

Add an announcement
1. Open Homepage Sidebar + News Page — Announcements and choose Add.

2. Enter a date, category, title, and short description.

3. For one webpage, use Single Link URL. For uploaded files or several links, use Document Links.

4. Give each link a clear label, such as 2027 State Meet Bid Form.

5. Save, select the change, publish, and test every link on both the homepage and News page.

Add or correct a calendar event
1. Open Calendar — Entries and choose Add, or open the event.

2. Check the name, start date, end date, host, state, location, and status.

3. Make sure the end date is not earlier than the start date.

4. Save and check the event on the live Calendar page.

Update a club
1. Open Clubs — Club Directory and search for the gym.

2. Change only information you have verified.

3. Follow the example shown in CloudCannon for the Website field.

4. Save and test the club card, phone, email, and website link.

Update fees or qualification scores
1. Open State Meets — Entry Fees or State Meets — Qualification Scores.

2. Publish only values approved by the State Administrative Committee.

3. When a new season is official, update Entry Fees Season under Site-Wide Settings.

4. Save and check the tables on the live Competition Policies page.

9/10/26, 8:03 PM CTUSAGym — Website Editor Manual



Page 5

Website Editor Manual
Version 1.0 · September 9, 2026

5. Photos, Files, and Links

Upload a document
1. Open the announcement or policy section where the document belongs.

2. Use Document Links and add a new link row.

3. Enter clear Link Text that tells visitors exactly what the file is.

4. Upload the file or choose the existing file path.

5. Save and publish the change.

6. On the live site, click the link and make sure the correct file opens or downloads.

Upload a photo
1. Use a clear, good-quality JPG or PNG image.

2. Add Alt Text that briefly describes what is in the photo.

3. Add a short caption only when it helps explain the image.

4. Save and inspect the image on the live page.

Link safety
Open every link before publishing it.

Use https:// for outside websites.

Do not link to private files that require your personal login.

Never upload passwords, payment information, medical details, or private athlete records.

6. Change or Remove Existing Content

Edit an item when the same announcement, event, club, or person is being corrected.

Create a new item when it is a separate announcement, event, club, or year.

Before deleting, make sure the file or item is not still used by another page.

If you are unsure whether something should be deleted, ask Rich first.
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7. Before You Publish
☐  Names are spelled correctly.

☐  Start and end dates are correct and in the right year.

☐  Dollar amounts and scores match the approved source.

☐  Email addresses and phone numbers are correct.

☐  Links and downloads open the intended page or file.

☐  No private information is included.

☐  The live page looks correct after publishing.

8. If Something Goes Wrong

What you see What to do

Nothing changed Return to the Save window. Check the change and click Save selected. Wait two minutes.

A link does not work Correct the URL or upload, republish, and test again.

The page looks broken Stop editing. Tell Rich the page, item, and last change you made.

CloudCannon says Build failed Stop. Do not keep resaving. Contact Rich.

You deleted the wrong item Contact Rich. The change history can usually restore it.

You are unsure what a field means Leave it unchanged and ask Rich.

Support message Include the page name, what you changed, what you expected, what happened, and a
screenshot when possible.

9. What Rich Handles
Design, navigation, new pages, and new features

Website code and build settings

CloudCannon membership, permissions, billing, and recovery

GitHub, hosting, domain, DNS, and security certificate

Backups, rollback, broken builds, and emergency repairs

Website: https://ctusagym.com
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