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COMWeb Admin Guide  Feature Overview  
Welcome to a quick overview of the COMWeb application. The objective of this document is to give you 

some insight into the featureset of this service so that you can better use the functionality. There are 

more detailed chapters explaining each of these areas in detail available as well as online video tutorials 

that go into more detail. 

This application has been designed with ease of use in mind. Working within the limitations of browser 

based technology, the application makes use of many of the new Web 2.0 functionlity being 

ƛƳǇƭŜƳŜƴǘŜŘ ƛƴ ǘƻŘŀȅΩǎ ƭŀǘŜǎǘ ƛƴǘŜǊƴŜǘ ŀǇǇƭƛŎŀǘƛƻƴǎΦ  

The functions of the system are divided into sections for ease of location and use.  The system is 
sectioned by tabs at the top of the page. 
They are: 
Dashboard 
Site Administration 
Content Management 
Modules 
Members 
Communication  
Service Desk and 
Return to Live Site 
 
This guide will discuss each section briefly. 

Dashboard  
The Dashboard is the hub of all the modules that you will work with using the system. The Dashboard 

contains the overview of your website system information and is the administration accessing point for 

your system. 

 



 

 

 

 

 

 

 

 

 

 



Site Administration  

Site Configuration  
While this is an area seldom visited, this is the page where system wide functions are switched on or off, 
header modification and the setting of the color and fonts of the system.  
 

 
 
This is where you can find the Site Header to add or update to your website. 
 



 
 
Under the Site Admin tab you can additionally locate site statistics, user management, file manager and 
view system reports.   
 

 

Content Management  
Also known as page maintenance, this section deals with all the content you will have on your site. 
Pages can be added and edited online using only your browser.  
Editing a page works very much like using your favorite Word Processor program. From the Dashboard, 
by clicking on the Content Management tab, you can create or edit pages as well as manage categories 
in your website. 

 
 
By clicking on the Welcome Button, you get a dropdown menu that gives you options to Add, Edit or 
Delete the current page you are on.  



  
 
 

Manage Pages 
You can also go to Page List to see a complete list of pages on the site. From there you can select a page 

to edit. At the top of the page is the Add New Page button.  Here you can begin to create a new page for 

your website. LǘΩǎ also a fast way to see when a page was created, if it is published to the website and 

who has access to the page.   



 
 

Page Properties  
 
Below is an image of the Page Properties. You can see you need to fill in some necessary details to give 
the page a title, select a viewing category and enter a menu title if the page is to appear on the menu.  

 



 

Page Content 
Page Content works like any standard word processing application.  Images, Flash and other media can 
be added using the various application managers built into the editor. 
 

 
 
Images from digital cameras and other sources are usually very large and not suitable for including on a 
web page in their original size. This feature automatically reduces the size and scales the image to a 
more reasonable size. It also includes some basic editing functionality allowing you to rotate as well as 
crop the image. 



 
 

 

Content Management  
The menu is a core part of your website. This is typically how most visitors will navigate through your 
site finding the information that they seek. The system is capable of having the menu display either 
horizontally or vertically. Configuration of the menu is done on the menu maintenance page using drag 
and drop functionality.  
The current menu will display on the left and unallocated pages on the right. You will need to have put 
something in the menu title field when you were editing or adding the page for it to show up here. 
Simply drag the page to where you would like it to be on the menu. You can also shuffle the order 
around, move various branches to other headings etc. You can also add external links using the Add new 
Menu Item. This is also useful for creating menu headings which then open up to additional options. Just 
ƭŜŀǾŜ ǘƘŜ [ƛƴƪ ǇŀǊǘ ōƭŀƴƪΦ 5ƻƴΩǘ ŦƻǊƎŜǘ ǘƻ {!±9 ǿƘŜƴ ȅƻǳ ŀǊŜ ŘƻƴŜΦ 
 



 
 
 
 
 
 

Category Maintenance  
This section is used to define the authorizations and controls of your website. Pages need to be 
allocated to a particular category which in turn controls who gets to view it. This also extends to who 
gets to edit it too.  
 



 
 
 
Create different categories for the areas you want to separate out. You are not limited to how many you 
have. Allocate view permission or either everyone, all registered logged in users, or just people 
subscribing to this category. 
 

 

Modules  
Modules are parts of the system that make it easy to update, edit, or add content to your website.   

Announcements  
Announcements display on the member home page and automatically appear and disappear when their 
time have come. You input an announcement title as well as additional detail and then select the start 
and end dates. This feature allows you to set and forget and not have to worry about removing it later. 



 
 

Event Management  
This module allows you to control the calendars within your system. Under Calendar Maintenance you 
can add or edit your separate calendars. Event Maintenance allows you to enter a detailed event into 
the calendar. There is also an area to add up to 10 events at a time. This can be performed in the 
Multiple Event Add page. Finally you can view how your calendar will look using the Event Calendar 
View page.  
 

 
 
 
 
Calendars can be added as module to any of your content pages using the Page Setup button while 
editing a page. 



 
 

Forums  
The forum is another way for members to keep up with what is going on around them.  You can 

customize your forum with topics that pertain to your members.  You can quickly manage your forum 

with the administrative tool located on the side of the forum topics. 



 

Images and Documents 
This module will help you maintain and organize all the documents for your website.  You can create 

libraries and sub libraries for all documentation for member and board only access.  You a=can also view 

documents and create in=mage libraries.  Document management allows you to easily store documents 

you want to give access to by your members. This can be any type of file you like. You create a main 

category for this type of document and then sub categories to further section them out if you wish. You 

will embed these document lists onto your content pages using Page Setup when editing a page. You 

can only embed from the main category so it is important to group your documents correctly 



 

 

Tennis  
The Tennis Reservation Management system allows managing reservations, creating reservations types, 

and managing members all within a tennis calendar and reservation system.  Here in the Tennis 

Reservation Management module, you customize the settings of your tennis system.  You can allocate 

court times and availability.  Members will love being able to reserve courts online.  You can manage 

these reservations easily within the module. 

 

IŜǊŜΩǎ ŀƴ ŜȄŀƳǇƭŜ ƻŦ ŀ ǘŜƴƴƛǎ ǊŜǎŜǊǾŀǘƛƻƴ ŎŀƭŜƴŘŀǊΥ 



 

You can add, delete or edit reservations to the calendar using the quick click feature or by simply drag 

and dropping the existing reservation. 

You can also code your tennis reservation system for easy viewing by you and your members.   

 

 












