COMWeb Internet Solutions

COMWeb2.0 Admin Guide
Communication

Management
V2.1002.2009

mkatz




COMWeb2.0 Admin Guide Communication Management

Table of Contents

T LA Y] AU USSP 3
Ta1ageTe [V AT ] o HUUT PP P SO URTOPPTOTOUPRI 3
Getting Started with Communication Administration.......cccccveiiiiiei i 3
ComMmMUNICAtION VIa EMAIl ..couiiiiiiiieiieeeeee ettt st et b e bt e s e st e b e e b enes 4
Creating DistribDULION LiSTS...iiiiiiiiiiiiiiee ettt eee e e e rtre e e e e te e e e e saba e e e s abaeeeeentaeeeennsaeeeennseeesenrenas 6
Adding/Deleting Members to DistribULION LSS .......cccueiieriieiiieieecieesiee et ere e sre e s ree e sre e beereesre e 7
Add/Remove a Member from a Distribution List from the Member Profile........cccoevuvevivvvieiivciiieeiiiieeeeins 9
SUSPENING EMAil ACCOUNTS ....eviiiiiiiie ettt e ettt e e et e e s ste e e e e sttt e e e sbteeeessbteeessaseaeessnseneesaseneensnes 10




COMWeb2.0 Admin Guide Communication Management

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.

Site Administration Welcome admin ~ SitelVlap Logout
| [ Dashboard | !;jsi.teﬂdmi.n | H;ContentMgmt | %Modulac | ﬁMembers

Communication | 53 Service Desk | {3 Return to Live Site |

Send Emails Manage DL Member Subscriptions Manage Distributicn Lists Manage Senders Suspend Email accounts

Sunnyside Estates Site Management Dashboard

Help Information: Page Information: Service Desk (Current Statistics): Quick Links:
Welcome to your site Dashboard. No of pages (All versions): 63 MNumber of tickets New: 0 Create a New Page
Mo of published pages: 48 MNumber of tickets Assigned: 0
This page gives an overview of the No of WIP pages: 15 Mumber of tickets Pending: 0 [ Create an Announcement
important statistics of the site and is -
the central point to accessing all the e
administration functionality of the Member Information: Message Board Information: ana Create an Event
wehsite: The Tab strip above will help  No of Member records (Total): 4 Number of Posts: 6
you navigate to the area you are No of members (primary): 3 Number of Topics: 5 R
looking to access. No of pending members: 1 MNumber of Forums: 17

Use the Quick Links on the right hand
side of this page to access the most User Information:

commeonly used functions. Mo of users- 2

Mo of members without logins:

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.

Send Emails Manage DL Member Subscriptions Manage Distribution Lists Manage Senders Suspend Email accounts

iew/Edit Communications

[ el — |

From To List Sent Modified By
Hey there Website HOA Membership Social admin View/Edit
Welcome to you new website Website HOA President All Members admin View/Edit

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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Send Emails | Manage DL Member Subscriptions | Manage Distribution Lists | Manage Senders | Suspend Email accounts |
Fram:

| Heritage HOA Membership (membership@demohoa.org)

v| Mail ID: |mailmsg4ld.aspx
To: |AII Members (Subscribers: 0)

Subject |We|c0me Cookout for New Members

Categary: | Members Only (Viewable by All Registered Users) ~ |

Welcome New Members,

We will be having a cookout to thank you for joining us. Please check your vent schedule for the RSVP link. We look forward to seeing you.

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.

[L] €5 HTML €, Preview

et | —— |

Save as a template
Template Name:|TempIatE Mame |

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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Communication - Sending emails

ings before sending.

Sender (From) : Mame: Heritage HOA Membership, Email From: membership@demohoa.org
Recipient (To) : All Members

Members in List: 0 {Includes members without valid email addresses or with suspended emails)
Subject : Welcome Cookout for New Members

Click here to preview email

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 belongstoli KS { dz0 aONR LIJiA 2y | NBI 2°
Profile page.

To send a Distribution List to a group, you will need to click on the Distribution List Manager tab.
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Send Emails | Manage DL Member Subscriptions | Manage Distribution Lists | Manage Senders | Suspend Email accounts

Add New Distribution List

MName Description

Internally

Vemerm | G

2009 Pool Team (Subscribers: 4) The Swiming pool team = Members Only (All Registered Users) f_‘ﬁf &7
All Members (Subscribers: 4) All Members Members Only (All Registered Users) f_‘ﬁf &7
Social (Subscribers: 4) Social activities = Board (Category's Users Only) Tﬁ' &7

Distribution List Details:

List Mame:

Description:

Internally Managed: &=

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

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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Send Emails Manage DL Member Subscriptions Manage Distribution Lists Manage Senders Suspend Email accounts
Distribution List Subscribers

Manage Distribution list subscribers Advanced Options
Select DL: |- Select a Distribution List -- - Member List: |-- Select Membership Type - -
Only Show Subscribed Bulk Add Member Type to Selected DL

Clear/Remove All Members from DL
Subscriber Count for selected DL: O

Total Member Count: 4

Subscriber List

By selecting a DL (distribution list) through the drop down options, you can pull up members already
subscribedtoli KS 5[ ® .& OfAOlAYy3 2y (GKS 02ES& o0é GKS
from the DL. You can also add members by member type using the advanced options.

Send Emails | Manage DL Member Subscriptions | Manage Distribution Lists | Manage Senders | Suspend Email accounts |
Distribution List Subscribers

Manage Distribution list subscribers Advanced Options
Select DL: _ Member List: | -- Select Membership Type -- ~
Cnly Show --Select a Distribution List - Bulk Add Member Type to Selected DL

2009 Pool Team

Subscriber Co | All Members |
Social

Total Member oo

Subscriber List
| Name Email
John, James  katz_a@bellsouth.net
Wesson, Smith fatkatz4@gmail.com

Wesson, Jane janewesson@gmail.com

Clear/Remave All Members from DL

Wesson, Smith wesson@gmail.com
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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.

Send Emails | Manage DL Member Subscriptions Manage Distribution Lists Manage Senders Suspend Email accounts
odify Distribution List Subscribers
0 Distribution List Successfully Updated

Manage Distribution list subscribers Advanced Options
Select DL: |Socia| - Member List: |FuII Member -
Only Show Subscribed Bulk Add Member Type to Selected DL

Clear/Remave All Members from DL
Subscriber Count for selected DL: 4

Total Member Count: 4

Subscriber List

| Name Email
John, James  katz_a@bellsouth.net
Wesson, Smith fatkatz4@gmail.com

Wesson, Jane janewesson@gmail.com

Wesson, Smith wesson@gmail.com

[ < | [ |
| | ]

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 a S Y 6 Pidfiledage to

edit the Member Record. Click on the Membership/Webli I 6 o0 dzi G2y (2 2LISy dzLJ GKS
Distribution Lists located under Subscriptions.

Main Information | Address Information | Personal Information | w i | Membership/ Web | Motes

Membership Subscriptions
Type: |Fu|| Member - | Click here to Manage Subscriptions
Member since: |8,‘2?,‘2[J09 Distribution List

Member Numher:| | 2009 Pool Team

All Members
Website Info Social

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 move a member from Ristribution List that is internally managed.

Ii
E Subscriptions

Select Distribution Lists

[¥12009 Pool Team

[¥] All Members (Internally Managed)
Social

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.

Send Emails | Manage DL Member Subscriptions | Manage Distribution Lists
end Member Email Address

Manage Senders Suspend Email accounts

Email Address:
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