
Updating Port Profile in AAPA’s 
Membership Directory

A guide for port company 
administrators
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This PPT will provide an overview of how ports can update their 
information for AAPA’s 2021 Seaports of the Americas Directory
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We will use Port of Oakland as an example

3



To begin, go to the AAPA website at www.aapa-ports.org and click 
the Login button in the top navigation bar
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Enter your Username and Password; if you have forgotten either, 
use the Forgot my password or Forgot my username links
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Once you are logged in, the navigation bar at the top will display a 
link to My AAPA Membership

6



The My AAPA Membership link will take you to your individual 
record. The port’s name will be hyperlinked; click on it to view the 
port’s company record
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The port’s company record displays basic information about the port 
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Much of this information will be used to create the port’s listing in the 
Seaports of the Americas Directory; let’s start with basic contact 
information
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The port’s address and website are listed on the company record 
main page 
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The address and website can be updated using the Edit (pencil) 
buttons in the appropriate parts of the company record page
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The Full Organization Roster on the port’s company record page is 
NOT used to generate the directory listing and does not need to be 
updated for the 2021 membership directory 
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The information related to the port’s listing in the print directory 
comes from the three tabs at the top: Print Directory Listing, Print 
Directory Description and Cargo Terminals & Facilities
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Next let’s discuss how to update the port’s contact email address, 
port commissioners and port staff
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First, click on the Print Directory Listing tab to show the Port Contact, 
Port Commissioners and Port Staff; use the Edit (pencil) button to 
make changes to any of these three fields, or click the Add (plus 
sign) button to add additional Commissioners and Staff
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The Edit button opens a dialogue box to make changes to Full 
Name, Title and Sort Order for individual Port Commissioners and 
Port Staff. Editing this information will NOT update the Full 
Organization Roster found on the port’s company record page; this 
information is for the print directory only
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Next let’s discuss how to update the port’s profile, including Overall 
Annual Tonnage, Primary Cargos (Inbound and Outbound) and other 
information
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This information is found in the Print Directory Description tab; click 
the Edit (pencil) button to update these fields
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The editing pane will appear different in different browsers; this is 
using Internet Explorer. The only way to view all the text in a box is 
to scroll
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AAPA recommends using Google Chrome for this task because it 
creates an opportunity to expand the text boxes while in Edit mode
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Expanding the size of the text box in Google Chrome makes it much 
easier to see all the text at once for editing
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The final tab for updating is Cargo Terminals & Facilities, which can 
contain a lot of information
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Many ports choose to provide detailed information about their Cargo 
Terminals & Facilities
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This information is found in the Cargo Terminals & Facilities tab; click 
the Edit (pencil) button to update this field
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Using Google Chrome as your browser, expand the text box to edit
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Update your port’s Cargo Terminals & Facilities descriptions
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Always make sure to save changes after editing any of the tabs in 
your port’s company record
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Please update your port’s company record by November 30
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Thank you for your time!

Feel free to contact 
AAPA with any 
questions:

Katie Miller
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Katie Miller
Database Manager

kmiller@aapa-ports.org

703-706-4702


