
 

 

  

COMWeb Internet Solutions 

 

 

COMWeb2.0 Admin Guide 

Communication 

Management  
V2.1002.2009 

 

mkatz 



COMWeb2.0 Admin Guide Communication Management  
 

2 

 

Table of Contents 
Initial Setup ................................................................................................................................................... 3 

Introduction .................................................................................................................................................. 3 

Getting Started with Communication Administration .................................................................................. 3 

Communication via Email ............................................................................................................................. 4 

Creating Distribution Lists ............................................................................................................................. 6 

Adding/Deleting Members to Distribution Lists ........................................................................................... 7 

Add/Remove a Member from a Distribution List from the Member Profile ................................................ 9 

Suspending Email Accounts ........................................................................................................................ 10 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



COMWeb2.0 Admin Guide Communication Management  
 

3 

 

Initial Setup 
Before actually sending emails and/or newsletters from within the communication system, you will 

need your own administration sender address.   

 

Introduction 
The Communication Administration Guide will help you communicate more effectively within your 

system.  You will be able to send emails and/or newsletters to your member community by creating and 

editing Distribution Lists.    

The Communication Administration Guide will also explain how to add or remove members from 

Distribution Lists.  You can manage Distribution Lists internally or allow members to do it themselves.   

 

Getting Started with Communication Administration 
Communication Management can be located from the Welcome drop down menu options under 

Communication or; 
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Can be found from the Dashboard by clicking on the Communication tab.

   

 

Communication via Email 
First access the Sender Emails tab.  Check to see if your email already exists on the available email list.  If 

not, you may create the new email with the Create New Communication button. 

  

Fill out the fields of the email form.  You can use the drop down menu options in the From/ To sections 

as well as when you select  who will receive the email from the Category section.  Make sure to fill out a 

subject line so that the email can be identifiable.   

The content of the email can be created by using the content creator.  The content section works like 

most standard word processing applications.  You also have the ablity to add images and links to your 

document.  Click on Save when you are finsihed with your email. 
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Once you clicked on the Save button, you can either Preview or Prepare to Send Email.  You also have 

the option to save the email as a template if it is one that you will use often. 

  

By clicking on the Prepare to Send Email button, you will open a page with the email to verify before 

sending.  You have the option to send yourself a test email or to go ahead and send the email to the 

subscribed members. 
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Creating Distribution Lists 
You can create new Distribution Lists for different groups.  Distribution Lists are useful for grouping 

members together that want to receive a specific publication.  Members have the ability to choose to 

belong to multiple Distribution Lists.   

You can see all the Distribution Lists a member belongs to iƴ ǘƘŜ {ǳōǎŎǊƛǇǘƛƻƴ ŀǊŜŀ ƻŦ ǘƘŜ aŜƳōŜǊΩǎ 

Profile page. 

To send a Distribution List to a group, you will need to click on the Distribution List Manager tab. 



COMWeb2.0 Admin Guide Communication Management  
 

7 

 

  

  

Check to see if your Distribution List already exists under the Name section. If the name of the 

Distribution List is not accountable, you will need to create one in the Add New Distribution List section. 

To create a New Distribution List, enter a List Name.  A List Name is what is contained in the email.  

Follow a List Name with a description of what the email will be about.  

Do you want the email to Internally Managed?  Clicking on the Internally Managed box will only allow 

the person who sends the email to be able to add or remove members from the Distribution List.  

Leaving the Internally Managed box deselected gives members the ability to subscribe and unsubscribe 

to the Distribution List independently of administration.  

Finally, select the Category of where you want the Distribution List to belong. Who do you want to be 

able to view it?  The Distribution List can be sent to the Managing Board Only, By the Board and the 

Members, or Public to anyone who has access to the internet.  Choose a group from the drop down 

options.  Click on Save to add the Distribution List to the system. 

 

Adding/Deleting Members to Distribution Lists 
To add members to a Distribution List, click on the Manage DL Member Subscriptions.   
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By selecting a DL (distribution list) through the drop down options, you can pull up members already 

subscribed to ǘƘŜ 5[Φ  .ȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ōƻȄŜǎ ōȅ ǘƘŜ ƳŜƳōŜǊΩǎ ƴŀƳŜΣ ȅƻǳ Ŏŀƴ ǎŜƭŜŎǘ ƻǊ ǊŜƳƻǾŜ ǘƘŜƳ 

from the DL.  You can also add members by member type using the advanced options.   
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The Advanced Options allow you to add a large number of members to a Distribution List at the same 

time.  Choose the drop down option from the Member List and then check Bulk Add Member Type to 

Selected DL. 

 You can also delete all members from a Distribution List by clicking on the Clear/Remove All Members 

from DL button.    

 

 

Add/Remove a Member from a Distribution List from the Member 

Profile 
To remove one member from a Distribution List, you need to go back into the aŜƳōŜǊΩǎ Profile page to 

edit the Member Record.  Click on the Membership/Web ǘŀō ōǳǘǘƻƴ ǘƻ ƻǇŜƴ ǳǇ ǘƘŜ ƳŜƳōŜǊΩs 

Distribution Lists located under Subscriptions. 

   

 

The Subscriptions page will open to display all the Distribution Lists that the member has subscribed.  

Deselecting the box will remove the Distribution List from the page.   
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Only administration can remove a member from a Distribution List that is internally managed.   

 

Click on the Save button to complete the DL removal.   

Suspending Email Accounts 
It may be necessary to suspend the email account of a member.  To suspend an email account, type in 

the email address of the member and click on the suspend button.  It works almost the same way to 

unlock an email from suspension; click on the unsuspended button and the email will be unlocked for 

the member. 

 

 

 

 

 

 


