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Membership Administrator and User Guide

Permissions : You need to have membership or administrator authorizations
to do many of these tasks.

Procedures

How does a member change their password?

A member can change their password in two ways.
The first is to use the Welcome button drop down menu option and click on Change Password.

Welcome Smith Wesson ~EESTCHHETRRL T

[& Update Profile e
7 Change Password

My Subscriptions

My Billing

Help

This will take them to a Password Change page. The member will need to enter their old password,
followed by a new password, and then retype the new password. Save the new password by clicking on
the Update Password button.

Password Change

Account: sharpshooter
Old Password:

|
Mew Password: | |
|

Repeat Password:

¢tKS aSO2yR YSUiK2R Aa TFTNRY TheAvierkbarship/Wedb Gib cdnfiMsahd NI &
Change Password link. If necessary, a primary member can also manage and change his password and
the NBf I § SR Y S Y0 SNI&Chdnle BadswordNdan. FNRBY (KS

LINE



Clicking on Change Password will open up the password changing option.

I I I il i Membership/Web

Membership Subscriptions
Type: Full Member Click here to Manage Subscriptions
Member since: /29,2008 Distribution List
Member Number: 2008 Pool Team
All Members
Website Info
Social

User Account  sharpshooter
Account Status  Last Active 9/4/2009 10:22-:05 AM
Change Password

The member will need to enter their old password, followed by a new password, and then retype the
new password. Save the new password by clicking on the Update Password button.

B Password Change

assword Change

M| Account: sharpshooter
I Old Password: |

Mew Password: |

| Repeat Password: |

[Update F*assword] [ Cancel ]

PLEASE NOTE: If you have membership or administrator permissions on the site, the old password
Requirementvill not be needed. Thislfel dzZNE Ol y | f a2 NBAaASG I YSYoSNRa LI



| AT ET EOOOAOEIT O AEATCA A [T AIAAOBO DAC
Members can recover a lost password and/or user name with the recovery option located within the
Login or help pages; or it may be necessary fortheadmini 2 NBaSd I YSY0SNNE& dzaSNJ |

' o Add Page

| Edit Page

b

Delete Page

)

Page List

Update Profile
Change Password
My Subscriptions
My Billing
Membership
Communication
Site Admin

Help

CHEDDSSEBHDT

Select Membership from the drop down Welcome menu options at the top of the page or select
Membership from the Modules tab on the Dashboard. Click on the Manage Members tab to open the
membership list.

Site Administration Welcome sdmin ~ <a:41ap Logoul
7 Oashboud | g Steadmin | - ContentMgmt | 7 Modules | gb Members | (2 Communication | B2 seniceDesk | &2 Retumto Live Ste.
Manage Members | Pending Membes Access l Membesship Types Settingz l Invite Members l Member Reports

Quick Find By Lact Name v | o] Display. | Al Membership Types 2

TelephaneM

John larmes 123 Surmhine Street {555) 636 4352 7
Wessan Smith 123 Surshine Street {555) 533 1234 &
Weszon Smith, Jane 123 Surshine Street (555)523 1234

From the Member List page, you can Quick Find the member by typing the name in the search or you
can scroll through the list. Once you have found the member, click on the Show/Edit link.

Clicking on the Show/Edit link will display the primary member and the records related to the primary



member. It will also display the membership type and number.

Show/Edit Related Membersl

20,00

Primary Contact: Smith Wesson Account Balance:

Membership Type:  |Full Member [ - ,

Records related to primary contact.
First Mame Last Name Family Gender Telephone(H) Telephone(M) Email

(555) 523-1234 fatkatz4 @gmail.com

Wesson

[ A Belated - Renmrd | [ T . | [

Click on Show/Edit button beside the memberagain. ¢ KS YSY0o SNN& NBO2NR 6Af ¢ [ LJ
will need to click on the Membership/Web tab to reset or change the password.

Membership Subscriptions
Type: IFuII Member vl Click here to Manage Subscriptions
Member since: |6.’Ef2009‘ | Distribution List

Member Numher:| | 2009 Pool Team

All Members
Website Info Social

User Account  sharpshooter(pw=comweb123)
Account Status  Last Active 9/4/2009 10:22:05 AM
Change Password

Delete User Account

| Seve || Delete || AccountTrensactions ||  RetumtoRelated Members || RetumntoDirectory |

The Membership/Web tab will open the website information. Here you will find a Change Password
link. Clicking on the link will open up the Password Change box. Type in the new password and repeat.
Please remember to click on the Update Password button to save the new password.



Creating a New Member Record
Click on the Membership option from the drop down Welcome menu

o Add Page

Page List

l £ Update Profile

| & Change Password
@ My Subscriptions
My Billing
Membership
Communication

Site Admin

CEHED®

Help

Or select the Members tab from the Dashboard.

Site Administration Welcome admin v  Soollap Logu
577 Dashbosed | 5 Site Admin [ Content Mgme | ™ Modules [ & Member: ] ] Cammunication [ 3 Service Desk | £ Retum o Live Site |

Manage Members [ Pending Member Access IMTM IS&:I}: | Invite Members | Member Reports |

Quick Find 1By List Name - EE Display Al Membership Types -

Joha Jarmes 123 Sunchine Street (555; 6% 4352 &
Waesien Servth 123 Surahine Street 9555231234 o
Wesson Servth, laevn 123 Surshine Street (3555231234

Click on the Manage Members tab to open the Member List. To add a new member and create a
record, click on the Add New Member button at the top of the page.

The New Member Record (Master Record) page will open.

The name and email (either personal or business) and member type from the Membership/Web tab
must completed and saved to the database in order to create the new member user account.

| SNBQa GKS SEFYLES 2F | NBO2NR (KIFG é6Fa ONBIGESR®
the system know that this person is going to be a full member.



Add Member Record (Master Record

Mame: |Adeer | |Doe |
Company: |Music and Maore | ,
- o
Company Type: |Mu5|c |
Job Title: lcoo | )
Main Information
Internet
Email (Business): |Deer@example.com | Mark Private
Email (Personal): | |
Web site Address: |soundsofmusic.com |

Phone Numbers

Business: (555) 676-5555 |
Home: ((555) 626-2222 |
|
|

Business Fax: |

o080

Mobile: (555) 345-5555

| Save ||  RetumtoRelsted Members ||  RetumtoDirectory |

RE-opening the Membership/Web tab from the New Member Record (Master Record) will display the
Create New User Account button. You will see a new button called Send Create Account Invite Email.

embership Subscriptions

Type: IFuII Mermber v] Click here to Manage Subscriptions
Member since: |g‘ﬂ4‘ﬂ;_mg | Distribution List
Member Numher:| | Ne
records
to
\Website Info display.

User Account Mo Web User Account
Security Code  Press Create New User to Generate

SendhCreated InviteEmail

By clicking on the Send Create Account Invite Email button, an email is sent to the registered email
address for the newly create record.

For each new member email, a special unique link is generated for each member record. Once
validated, the member is linked to a page where they create their user account and password. Upon



completion, the new member will be linked into their primary member record and be able to login using
their new username and password.

Sunnyside Estates User Administr show details 11:06 AM (0 minutes ago) | *»Reply | ¥
Doe Adeer

Welcome, please follow either of the options below to get your user account creation started.

Option 1

Flease click on the following link and follow the instructions on the page.

MOTE: Some email client's security settings do not allow clicking on links in emails. In that
case please copy and paste the link into your browser address field.

http://docs. comwebinc.net/system/usersetup aspx?UserlD=e5767346-dd6b-4785-941¢c-
63b7dab7desT

Option 2

Alternatively, please enter this security code, 3640, when prompted on this page
http://docs.comwebinc.net/system/usersetup.aspx

Flease type this into your browser address field if your email client does not allow you to click
on it directly or follow the prompts from the Register page.

4 Reply =¥ Forward

Here members agree to the terms of use of the site.

ite Terms of Use

Friday, October 24, 2008 1:49 PM ET

INTRODUCTION
Welcome to heritage comwebinc.net. This site is owned by COMWeb, Inc.
PLEASE READ THESE TERMS AND COMDITIONS OF USE CAREFULLY BEFORE USING THIS SITE.

By using this site, you signify your agreement to these Terms of Use and our Privacy Policy. Click here to review our Privacy Motice.
If you do not agree to these Terms of Use, please do not use this site. COMWeb, Inc_. reserves the right, at our discretion, to
change, add, remove or otherwise modify portions of these Terms of Use at any time. Please check these Terms of Use perodically
for changes. Your continued use of this site following the posting of changes to these Terms of Use means you accept those
changes.

OWNERSHIP

All content included on this site, including, without limitation, text, graphics, images, logos, audio or video clips, digital downloads,

rata romnilatinne and snftwara e the nrnnerw of COMWah Ine o COMWeah Ine s content sunnliers or licensnrs and nrntactad hd

You must agree to the above Terms of Use for this site to proceed.

| Gseomelamove | deemtages




Changing Details in Member Profiles
¢CKSNB INB H gtea (2 OKFy3aS | YSYOSNRa& LINRPFAES AYyTF

From the Welcome menu, click on the Membership from the drop down menu options;

o Add Page

o Edit Page
Delete Page

Page List

Update Profile
Change Password
My Subscriptions
My Billing
Membership
Communication
Site Admin

Help

CHEDRLSDO T

Click on the Member List to locate the member. From there use the Quick Find to locate the record and
then click on Show/Edit next to the member.

Manage Members IgPe'ningb Memiwkuss i Memb 7ss;:ip77n’:= l Settn gs IAlm;ul:\emhm i“Mcnba- e Awad; ‘

Updats your profife

Quick Find By Last Name ~ |wsions| Display. | Ail Membership Types -
TeephinelM)
Adeer Doe 345 Sunnyside Street (555) 626 2222 (555) 345 5555 >
John James 123 Sunshine Street {555) 656 4352 &
Weszon Smith 123 Sunshine Street (555)523 12 &
Wesson Senth, Jane 123 Sunshine Street (558) 58124 &

You will be taken directly to the member record if there is only one record associated with this member.
If there is more than one record, you will be taken to a list of all related records. In the event of more
than one record, click on Show/Edit link on the particular record you would like to edit.

Make the changes and then click on SAVE to return to the Member Relation list or SAVE AND RETURN to
return to the Member Directory list.

Or you have the option to:



From The Dashboard, click on the Members tab and then on Manage Members. Follow the directions
from above.

Site Administration Welcome admin »  Sils)ap Logool
| ) Dashbowd | giStesdmn | | ComentMomt | S Modules | g Membes | (3 Communication | I SenviceDesk | £ Return to Lve Sue
Manage Members | Pending Member Access | Membership Types | Seings | Imite Memb Memier Rep
ember List
Quick Find By Last Neme "|;Dsplay | All Membership Types v

Rreet Address

Adeer Doe 345 Sunmyside Street (355) 626 2222 (355) 345 5555 &
John James 123 Sunshine Street (555} 656 4352 &
Wessan Senith 123 Sunzhine Street (555) 5231234 &
Weszon Senith, Jane 123 Sunshine Street 555,523 1234

Hiding a Member from the D irectory

Should a member want complete privacy from the directory, you will need to add him to a separate
membership type. You will first need to go and create this Membership Type under Members tab from
the Dashboard.

Membership Type Maintenance

+) Add new record ¥ . Refresh
Marne Exclude Fromn List Disallow Login

Full Member Edit
Inactive Edit
Renters Edit
Sponsors Edit

Make sure you enable Exclude From Listd D2 o+ O] Ayid2 GKS YSYdSNRA
membership type as his new assigned type. After saving the change, this member will not be seen in the

general directory. However, the administratorg At € 6S 6t S (2 @ASé (KS

directory.

Linking an Existing User Account with a Member R ecord

This can be achieved by going into the member record to the Membership/Web tab. If the member



already has a user code but it is not linked to his account; a Link Account button will appear. This is
based on the system finding a user account with thesameeY | Af | RRNXaa a OKAa Y
Clicking on the Link Account button will update the member records.

w
-<
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Creating Additio nal User Accounts for Related Members

New accounts are created by sending a registration link to the email address of the member. The
Primary member can also perform this function.

Home  Community Affairs  Amenities Community Activities  Facilities  Directory ~ Event Calendar ~ Message Board Contact Us Useful Resources

Show/Edit Related Membersl

Primary Contact: Doe Adeer Account Balance: $0.00

Membership Type:  |Full Member ! 4 4 s ot

Member Number: I:I
Records related to primary contact.

First Name Last Name Family Gender Telephone(H) Telephone(M) Email

Doe Adeer Adult M (555) 626-2222 (555) 345-5555 fatkatzd @ gmail.com ‘f

| AddRelstedRecord || DeleteAllRecords || RetumtoMemberDirectory |

Click on the Add Related Record button to create an additional record that be connected to the primary
record for the member. Fill out the fields for the related member. Click on Save when the fields are
complete.



Add Member Record (Related Record

MName: |Adeer | |Buck |

Company: |Ant|ers RUs |

Company Type: |anima| realty |

Job Title: |0wr1er |

Main Information

Internet

Email (Business): |buck@antler.com | Mark Private
Email (Personal): |BigGuy1@example.com |
Web site Address: | |

Phone Numbers

Business: | |
Home: \(555) 626-2222 |
Business Fax: | |
Mobile: |

b2g &2dzQft ySSR (2
link the related member to the primary record.

Ot A0l 2y GKS [Ay]l ! aSNI!

Membership Subscriptions
Type: Full Member Click here to Manage Subscriptions
Member since:  9/4/2009 H Distribution List
Member Mumber: Mo
records
. to
Website Info .
display.
User Account Mo Web User Account

Security Code  Press Link User Account to Generate

[ Link User account |

When the link of the related member to the primary record is successful, you will see that the User
Account is linked.

O
O
C



to

Website Info .
display.

User Account  Doe_Adeer
Security Code  Last Active 9/4/2009 11:15:42 AM

You can view that related members are linked to the primary contact in the member list section.

Show/Edit Related Members|

Primary Contact Doe Adeer Accourt Balance
Meambarship Typa:  Full Member A b e - '
Mambsar Nurmber

Doe Adees Adu M {555) 626-2222 (555) 345-5555 fatkatad Pgmail.com P
Buck Adees Adu M (555) 626-2222 fatkatd @gmail.com pY
| Actd hasatet beccen 1 Delate At Recorms | Hetumn 1o Member Dnsaory |

Membership Management

You can track member applications easily from the Pending Member Access Tab. You can see Pending,
Approved, Rejected and Completed applications.

Membership Management

Display Options : [] Pending [] Approved (Mo User Account Yet) [] Rejected [] Completed (Has User Account)

Status MName Emnail Address Requested On Comments User Name

Pending Wesson, Smith fatkatz4@gmailcom 173 Sunshine Street 6/23/200% 1245 PM Doe_Adeer Process

N I'm new to the neighborhood and
Approved John, James katz_a@bellsouth.net 123 Sunshine Street E/27/200% 1230 PM L Process
would like to join.

Pending is the default option for the Pending Members tab. It will list all applications to be Accepted or
Rejected by the administration.

The Approved (No User Account Yet) button opens up all the members who have been approved to use
the website, but have not created a user account. When the approved member has not created a user
name; then the area under User Name will be blank. The administrator has the option to send a
Reminder message for the member to complete the registration process.

Clicking on the Process link will open up a Pending Member Edit page. You can see that no user name
has been created for the account. Click on the Send Reminder button to send a reminder to the new
member to complete the registration process.

The Rejected button opens up the list of people who have been rejected from the website.

The Completed button opens up the members who have completed the registration process by creating
Username and Login for the website.






