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COMWebAdmin 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 explairgreach 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 mairthe new Web 2.0 functionlity being
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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

SiteAdministration

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 syBteniDahboard
contains the overview ofour website system informatioand isthe administrationaccessing point for
your system.



Swiin & Tennls Community

Site Administration Welcome admin ~  © o) ap Logout
| G0 Deshbosrd | 4 SteAdmin |  ContentMgmt | 05 Modules | g Members | [ Communication | [ SeraceDesk | £} RetumitolweSte |
Sunnyside Estates Site Management Dashboard

Help Information: Page information: Service Desk {Current Statstics) Quick Links:

Welcome to your site Dashboard, No of pages (Al versions) 61  Number of tickets New 1} o Creste s New Page

. , No of published pages 47 Number of tickets Assignad: 0
This page gues an ovemaew ofthe s of WIP pages: 14 Number of tickets Pending 0 &g Cruate an Announcemert
smportant statistics of the ste and ¢ Emal
the central point to accessing a8 the 04 Covamn
adminestration functionafity of the Member Information: Message Board informatian: 15 Create an Event
website. The Tab strip above will help  No of Member records (Total) 1 Number of Posts 5
you navigate to the area you are No of membars (prmary) 1 Number of Topics: 4 & Add s New Member
looking 1o access. No of pending members. 1 Number of Forums 17
Usa the Quick Links on the nght hand
side of this page 10 access the most User information:
commaonly usad functions No of usars 2

No of members without logins




Site Administration

Site Configuration

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

Dashboard | .ﬁsiteﬁ\dmin | [ Content Mgmt | %Modulaﬁ | éMembers | [ Communication | &3 Service Desk | {3 Return to Live

Site Configuration Site Styles Site Header Site Statistics User Management File Manager System Reports

Site Configuration

Name: Sunnyside Estates
Site Welcome Message: Welcome to the website
Site Copyright: Sunnyside Estates
Site URL: http://decs.comwebinc.net
Site Administrator: Sunnyside Estates Swim & Tennis
Site Administrator Email: webmaster@comwebinc.net
Address: 123 Sunshine Street
Roswell
GA 0076
Telephone: (770) 555-1234
Site Menu: | Horizontal hd |
Show Login Menu:
Member Home Page:
Show Member Only Menu:
Show Breadcrumbs:
Show Welcome Row:
Time Zone: EST
Default Locale: en-Us

Google Analytics 1D:

[—— 1 ;

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



77l Dmhbowd | g Steadmin | ContemtMgmt | 5 Modules | g Membes [ [ Communicaton | I SeraceDesk [ 3 Retumto Lue Site

_She Configuation | SteStyles | Seeresde | Stemtites | UserManagement | FileManager | System Repots |
Site Header Configuration
Selact Haadar 1o Edit Haadur x|
Header Title Hgder

Remaove Header from Site Admn

SWITCH THE EDITOR INTO FULL SCREEN MOOE FOR IMPROVED EDIT SPACE
Recommended header width 15 980px and maxmum height of 160px
There 13 3 2MB limit on image and fash file upioads

[ Parsgraph st.. «| FontName  +| Reel... - SRS ol
SUNNYSIDE ESTATES

[ Besgn | o M O Preview

Under the Site Admin tab you cadditionallylocate site stastics, user management, file manager and
view system reports.

Content Management

Also known as page maintenance, théxtiondeals 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 prdg@amthe Dashboard,

by clicking on the Content Miagement tab, you can create edit pagesas well as manageategories
in your website.

Site Administration
Dashboard .fj Site Admin [ Content Mgmt % Modules é Members

Manage Pages | Manage Menu | Manage Categories | Content Settings |
Lunnucirda Ectatac Qita Mananan

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



Welcome admin SiteMap Logout

o Add Page e

1

|

Page List

Update Profile
Change Password
My Subscriptions 1]
My Billing |
Membership —

Communication A

Site Admin

Help

@v

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 pages the Add New Page button. Here you can begin to create a hew page for
your website L (ial@aa fast way to see when a page was created, if it is published to the website and

who has access to the page.



sit’ Administmbon Welcome sdmin v Sooliop Cogeal
7] Dashbowed | o4 SteAdmn | ComentMge | 7 Modules | b Membes | S Communicaton | 3 SeviceDest | 4 Retuen to Live Ste
Manage Pages l Manege Menu I Manage Categories. ] Content Seftings |
All Content Page
Display Options: Vi Only My Pages [V Only Latest Version |7 Ondy System Pages
. . Warion, Members O
N8 | Adult Nights {adult-nights.aspx) 1 | sdviin o [wanen [ m""’ Q |
NPT RN Sov o : , Membess Only - -
& i P p.2spr) 1 odmin 1/1/2000 y
81 G & 5p ip a Published (Registered) Q |/
17 At Lacge 1 (at-large-1.3zpy) 1 adrmin Published 112000  Pubbic (Public) R |7
%8 At Large 2 [at-large-2a5pv) 1 wilrnan Publlished 1000 Public (Public) Q|
307 Board Documents {board-documents.espx) 1 adrmin Published 1/1/2000  Board (Users Only) 0 NI 4
a3 Board Members (board-members.aspa) 1 admin Published | 17/2000  Public (Public) Q|
. x Maernbers Onby - ’
s Board Only Information [board-only-mformation.sspy) 1 adrmin Published 17172000 (Registered) <G | &
89 City of Roswell Info (ctty-of -reswell-indo.aspy) 1 admin Published | 1/2/2000  Pubhc (Public) R |
Mambers Ondy . 5
280 Contact Us (contact-us.aspx) 1 adrmin Putilished 17172000 {Registesed) Q|7
. 268 Horne Page (default.aspx) 1 admin Published 17372000  Public {Public) Q|
a2 Documents Library (decuments-lbrany.aspx) 1 adenin Published 1/1/2000 m':::gw Q |/
i 3040, PV W Ld 2 A A e e 'NEEE- !! A 000, Bedelea dfi doli b .‘l A

Page Properties

Below is an image of thieege PropertiesYou 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.

Show Advanced Options

Page Title: |Enter Page Title here | Working Draft
Menu ltem Label: Enter Menu Title here Exclude from Mavigation

Page Name: Enter Page name here |
Category: [ Select a Category -- - ]
Header Page: [Display Default Header - ]

Schedule for Display: Start: End:

Search Engine :

Description of
Content:

Keywords:

~—Sawe | | SavedtBuit | | Publish Page | | Preview Page | | Cancel |




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

- | Arial

MNormal

Al pa|ge content can be added here along with photos, flash, and tables. Anything you can do in most word processing applications, you can do
herel]

[/ Design | <> HTML @ Preview

Images from digital cameras and other sources are usually very large and not suitable for including on a
web page in their original siz& hisfeature automatically reduces the size and scales the image to a

more reasonable sizét also includes some basic editing functionality allowing you to rotate as well as
crop the image.
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Content Management

The menu is a core part of your websithis 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 maintenanceugaggdrag

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 them o to additional options. Just
fSFI®S GKS [AYy]l LINI ofly{le 52yQi F2NBASG G2 {!z+9
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[ Dashboxd | g SteAdme | - Cotenthgma | 7 Modules | g Members | (3 Commumcaton | I SeviceDesk | £ RemantoLieSte

Manage Pages. I Manage Menu l Marage Categones | Congent Settings |

enu Maintenance
Current Menu Layout Non Assigned Pages
£ Home City of Roswell Info Weny Edat Instructions:
) L v * Dvag and drop tems from the
o L Community Afairs Demo Bylaws Noa A Pages bst 1o
) Amenties Heme the Current Menu Layout
ana
) Community Activities Long-Range Planning * Torename a meou tem
i select & and press 2.
ol [ Faciikies Memberzhip + Tocreats 8 new group Sem,
|5 Directory President s Ihe ASdRisNN Acsens
’ =  If you g2 nat see your pape
# L Event Calender President Blect tsted, please make sure Mat
| : you have $8ed n fe Mery
ol Message Board Sacial Tt fieke whan you sdited
] the page. If thia is blank, you
o | Contact Us Treasurer pape Wil KOT e,
o | Useful Resources o o Intermai Pages * Toremove a meou fem right
chch Of drag back 1o Non
Assgred Pages
Additional Actions — . S * Torecrder the mena, drag
“o Add New Group | Creete N ] . % Externasl Web | the node or group of notes &
< . the new plsce on e tree
Menu Group Title: I I
Create New Menu Group

[

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.



Site Administration Welcome admin

Dashboard | ._y_jSiteAdm'm | [ Content Mgmt | %Muduls | ﬁMembers

Manage Pages | Manage Menu | Manage Categories | Content Settings
Add New Catego!

[ Communication | 3 Service Desk | £

Description Default Selection | View Permission

Board This Category's Users Only ﬁ' &
Members Only All Users (Registered & Logged in) ﬁ' &
Public Everyone (Anocnymeus Public Users) ﬁ' &

Add New Category:

Name: | |

View Permission:| Everyone (Anonymous Users) v |
Make Default:

Create different categorief®r 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 makeasy 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 andeles the start

and end dates. This feature allows you to set and forget and not have to worry about removing it later.



Site Administration oo sdminw Sitebap Logatt

T Dwhbowd | mi SteAdmin | ContentMgmt | T Modues | gh Membes | EiC : | £ SeviceDesk | £ Return to Live Site
| Announcement | Events | Forums | images &Documents | Tenos | Biing &Payments | Cowses | Faciites Mgmt
nnouncement Maintenance

& Add new recocd

subject Anmouncement

These announcements will show up and disappes
automatically on the days you specfy, No need to go back
Edit More about Announcements in and remove cutdsted notces, Schedule snnouncements 050509 05/05/10
weeks in advance and then relax 22 the system takes care of
the display,

DemoHOA Is proud to announce that we have a
new web site packed with special features Feel
Ecit Wekcome to our new website free 10 wander around and expenence the added 050108 000
benefts this site brings you

COMWeb, Inc, # leading provider of web-besed
community menagement solutions has just refeased o
Edit COMWeb, Inc. Anncunces new features in CMS refease 2.1 update to their populsr CMS 2.0 software. All clierts will oLe 0501109
receive the updated scftware automatically, at no extra
cost,

Event Management

This module allows you to control the calendars within your system. Under Calendar Maintenance you
can add or editgur 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 willking the Event Calendar
View page.

Site Administration S——— Welcome sdmin »  “iollan Lagout
7] Dashboard | g Site Adman [ | Content Mgme | % Modules [ 2 Members I ) Communication l 12 Service Desk l £ Retum to Live Site
Anncuncement | Event: l Forums | Images & Documents L Tennis I Siling & Payments  Courzes l Facilities Mgmt ]

‘ agement

ndacMaine | fuent Maintentance | Multip "F’nr‘v‘_r“ Ey =*:'_.r_.'

Selact Calendar — Sefect n Calendee -~ -

No records to dapley,

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



Event Calendar Management
Calendar Maint

Calendar Managemnent

Marme Cate gory

Board Related Members Only (Viewable by All Registered Users) '@' ey
Facilities Reservation Members Only (Viewable by All Registered Users) ﬁ ey
General Members Only (Viewable by All Registered Users) ﬁ ey
Social Events Public (Viewable by Everyone/Public) ﬁ ey
Swirn Team-2009 schedule Public (Viewable by Everyone/Public) ﬁ &
Tennis Reservations Members Only (Viewable by All Registered Users) '@' &

Calendar Maintenance:

Calendar Mame: | |

Category: |Board (Viewable by this Category's Users Only) -
Private:

Display Time Start: S Display Time End: ©
Default Display: l[}ay view - ]

Image URL: | |

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. ¥awiquickly manage your forum
with the administrativetool located on the side of the forum tags.
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Bcards
| - Geoeral Issues Edit | Dabete
Adinan Enter tems here Sal yoo think the nesghtorhaod should know aboet.
Admn hdex - Local Comimunity Issues ’ Ed4 | Dalete
This forum & pemandy 1o @nk to bcal communty development Ssees e .
Board Semngs
Social Evervis
Ferums Fiod oot mars about e actve socal ife of the ssghbomood, Conmaats welcoms o EdR| Dnlete
Banned @ Schoot lasuey B T
Emibes This sres & for all tems of rierest relsted b the Vos schook
— Migh Schools
Replace Words 1
Hgh Schools E1| Dalste
) fi ey Middle Schoois
= )
B8Code Extensnns | | Middle Schook 2 Ed1 | Detete
Users and Roles — Blementary Schoots
Elementary Schoois ) £at] Detete
Access Nasis
Swern Discusaions &
sy Barre 10 Sacuss wound Ihe Pool and swimming actviy n e nelghbormnood = kb
Usars Tenmes Diszussion o
Larme retabing to Tenni Acsvins n Be noghbertood . o
Ranks 2
Vedes - Security and Safety Issues
This 5 an ares iu dscess and post concems relsisd ta the safety of S neghterhood, sacurty nencems, treat-ms ! Edt | Delete
Mot burglanes snd other crimingl sctivity you feel your commenty should know sbout
Mairtenance - Board ltems 8 ESN| Dakle
This message board srea is for use &y the board ONLY and ki not viewasile Gy the memters
Prune Tagkcs !
Resyurtes & Classifieds (Buy and 5Sei here) 2 Ea1 | Delete
Private Massagus |
Hems for Sale 1 £ 0
Atachments Enter hams hare el you have Tor sk :
Event Log Herms 'm looking for . Delet
Lint terme el vou mav be Dokng for here - BRiD

Images and Documents

This module will help yomaintainand organize all the documents for your website. You can create
librariesand sublibrariesfor alldocumentationfor member and board only access. You a=can also view
documents and create imsagelibraries 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 sectiam et 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



Site Administration ) Welcome sdmen »  Soelilop Logoul
] Dashbosrd | ) SeeAdmin | - ContentMgmt | & Modules | g Members | (2 Commun | £ seraceDesx | £ Retum toLive Ste
Anneuncement l Events I Forums l Images & Documents I Tennis | Billing & Payments | Coutses I Faclities Mgmt |

Document Library Management
| SiteAdmin | Library Mamtensnce | FileMai
Create New Main Libary [ Lty
Select Catagory. | Board (Viewabde by this Category’s Users Only} -
Select Main Library | Legat Decuments -
Create New Library Section [ | M
Legal Documents Members Only (Viewable by All Registered Usen)
Tennis

The Tennis Reservation Managemsystem allowsnanaging reservations, creating reservations types,
and managingnembers all within a tennis calendar and reservation system. Here in the Tennis
Reservation Management module, you customize the settings of your tennis system. You caa alloca
court times andavailability Memberswill love being able toeservecourts online. You camanage
thesereservations easily within the module.

Site Administration Welcome admin v <i1a00p Logout
5 oo | st | | Cotbm | i | N[ ] Commuciien || S Stk 3 i

{_ Mnouncemuk_[ Events | Fc llmges&Documrt;s'I Tennis I‘lihg&P;meTlt: l Courses l'-hdﬁielugmt I

Reseraatian Types - Add, Edit/Show, Delete

Settings
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You can add, delete or edit reservations to théendar using the quick click feature or by simply drag
and dropping theexistingreservation.

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


















