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COMWebPage Management

Introduction

The Page Managementodulewill help you manage working drafts and pubés content for your
website. Using a system similar to any standaodd processing applicationpy will also be able to
edit the default System Pages and update versions as needed to maintain your website.

Using Page Management
Click on Site Admin from the Welcome drop down menu options.
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1 Edit Page

Add Page

Delete Page

Page List

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

Help

From the Dashboard, clidn the Content Management tab and then the Manage Pages tab.
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Site Administration Vieicome sdmin v Siedlap [ogoot
| E] Oushboud | gl saeAdmn | ComtentMgmt | T Moduies | g8 Membes | 52 Communiction | I3 SeviceDask | £ Retum to Live Ste
Manage Pages [ Manage Menu 1 Manage Categeries i Content Sinmg
Sunnyside Estates Site Management Dashboard
Heldp formation Page mformation: Servce Desk (Current Statistics) Quick Links:

Welcome to your site Dashboard.  No of pages (All varsions) 62 Number of ticksts New 0 | Create s New Poge i

y No of pubkshed pages 47  Number of tickets Assigned 0 o "y 3 |
This page ghes an overview of the No of WP pages 15 Number of tickets Pending 0 53 Cramean Announcemeet |
important statsstics of the ste and s iy TR
the central paint to accessing all the 6 Creste s Emal ;
administration functionality of the Member informatioe: Message Board Information; |3 Creste an Event |
website, The Tab strip above wall help Mo of Member records (Total) 4 Number of Posts 5 - {
you nadgate to the area you are No of membess (primary) 3 Number of Topics 5 & Add 2 Neow Member 1]
looking to access No of pending members: 1 Number of Forums 17
Use the Quick Links on the nght hand
sxds of thes page to access the most User Information:
commonly used functions No of users 2

No of members without logins

From this page, you will be able to view all the content created for the website.

The default is set on

the Display Options to show only the pages that you created aadbtiest versionif there is more than
one version) of those pages. You aresdblselect or dselect the Display Optiorsy clicking on the
boxes. The option to view the default System Pageals® located from the Display Optiongll
Content Pages will be dispky.




COMWeb2.0 Admin Guide Page Manageme

All Content Pages
Display Options: Only My Pages Only Latest Version Only System Pages
PagelD | Title/ View Page E::zl'jlfle'j Status Display Access

. - . Working Members Only .

318 Adult Nights (adult-nights.aspx) 1 admin Draft 1/1/2000 (Registered) Q &7
. . .. . . . Members Only r

281 Advertising & Sponsorship (advertising-sponsorship.aspx) 1 admin Published 1/1/2000 . Q ey

(Registered)

297 At Large 1 (at-large-1.aspx) 1 admin Published 1/1/2000 | Public (Public) Q &

298 At Large 2 (at-large-2.aspx) 1 admin Published 1/1/2000 | Public (Public) Q ey

307 Board Documents (board-documents.aspx) 1 admin Published 1/1/2000 Board (Users Only) Q &

273 Board Members (board-members.aspx) 1 admin Published 1/1/2000 Public (Public) Q ey
. . . . . Members Only .

275 Board Only Information (board-only-information.aspx) 1 admin Published 1/1/2000 (Registered) Q &

289 City of Roswell Info (city-of-roswell-info.aspx) 1 admin Published 17172000 | Public (Public) Q &
. . Members Only ;

286 Contact Us (contact-us.aspx) 1 admin Published 1/1/2000 (Registered) Q i

268 Home Page (default.aspx) 1 admin Published 1/1/2000 Public (Public) Q &
. . . . Members Only ;

282 Documents Library (documents-library.aspx) 1 admin Published 17172000 (Registered) Q &

290 DOT Projects (dot-projects.aspx) 1 | admin \[')":::t"”g 1/1/2000 | Public (Public) Q | &

306 Event List (event-list.aspx) 1 admin Published 1/1/2000 | Public (Public) Q &

407 Event List (event-list_2.aspx) 1 admin Published 1/1/2000 | Public (Public) Q &
. . . . . . Members Only r

350 Facilities Reservations (facilities-reservations.aspx) 1 admin Published 1/1/2000 (Registered) Q &

408 Fiesta Night (fiesta-night.aspx) 1 | admin Published | 8/12/2009 | Members Only Q | &

g ghtasp (Registered)
CNRY tF38 abyl3asdySyids e2dz OLy ljdAO1te GAds I+ LI IS

to modify the page, the status of a page, the date the page is displayed, and who can access the page.
FromPage Managemenyou can also edit each page of the websiteSNE Q& |y SEI YL S 27
selected from the list and is ready for editing.
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«+ Page Properties

Show Advanced Options

Page Title: |Tapas and Tennis | Status: |Pub|i5he:| |
Menu ltem Label: |Tapas and Tennis | Modified: 8/M17/2009 11:09:19 AM
Page Mame: |te[‘:éi-él'lﬂ-tEnl'lii.éir:i( | By: admin

Category: | Members Only (Viewable by All Registered Users) - Version: 1 (Versioning Not Active)
Header Page: | Display Default Header - | Page ID: 409

Schedule for Display: Start: (8/17/2009 End: 11/6/2009

Search Engine :

Description of
Content:

Keywords:

Now you are able to edit the page by content, properties, or assign page modules. You can also save the
page as a template fduture pages or view the version of the current page by clicking on the version
history tab.

How to Add a Page

From the Welcome menu, you can add a page from the drop dgptions Click on Add Page.
SiteMap Logouti
Add Page '
Edit Page

Delete Page

o % o

V.

Page List

Update Profile
Change Password
My Subscriptions
My Billing
Membership
Communication

Site Admin

CHEDDSIBHO

Help
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You can alsadd a page to the websitay clickngon the Add New Page buttdrom Page Management.

Site Administration Walcome sdmin v Silellag Luge
5 Dashboard [ £ Sitg Admin I Content Mgms I = Modyles léthun leCommmmm |ﬂ$¢mubuk lQMwntoLmSﬂc

Mansge Pages Marnage Meny I&Mg(iqvmﬂ  Contert Smm'gf
| Content Pages
=

Display Options: 4 Onily My Pages v|Only Latest Versaon Only System Pages

- Werking Membery Only .
Cadi- i 172 9
3i8 Adult Nights (adult- mights. aspx) 1 sdmin Dratt 17172000 (Registered) 4 | &
- PO e - . Members Or, -
281 A g & Spons pt g-5p p.2spx) 1 sdmin Publizhed 1/1/2000 (Registered) 4 O G "
o At Large 1 (at-large-1.as5px) 1 *dmin Publaned 17172000 | Public (Public) < | 7
28 At Large I (m-large-2.mpx) ! sdmin Publshed 1772000 Putilic {(Public) > S
37 Bosrd Documents (bosrd-documents.aspx) 1 2dmin Publzhed 1/1/2000  Board (Users Only) < |7
73 Bowrd Membess (boant-members.asp) | admin Pubkshedt 17172000 Public (Public) < | &
v y . ; Members Only 0
% Board Ondy Information (bowd-ondy-alotmation ssps) 1 sdmin Publshed 1172000 (Registesed) S | &

The General Settings will open under the Page Properties tabnéWh@age will open as a Working
Draft status. Theage will remain in a Working &ft statusuntil published on the website.
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\Welcome to the website Welcome admin ~ S

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

i Page Properties

Show Advanced Options

Page Title: [Enter Page Title here | Status:
Menu Item Label- Exclude from Navigation Modified: 8/31/2009 11:18:47 AM
Page Mame: |Enter Page name here | By: admin

Category: | -- Select a Category -- - |

Version: 1 (Versioning Mot Active)
Page ID:

Header Page: | Display Default Header - |

Schedule for Display: Start: End:

Search Engine :

Description of
Content:

Keywords:

- Save || Seve&Bxit || PublishPage ||  PreviewPage || Cancel |

Tobegin, yu willneed toenter a title for your page in thBageTitle field. It is what your page will be
generated in a browser window. The Page Name is automatically generated frofiRggefitle. The

Menu Item Label is what the page will be callethim the website menu. If you would like to exclude

the page from the navigation menu, you can check the Exclude from Navigation box. By checking the
box, your page will not show up in the navigation menu as an option.

i+ Page Properties

Page Title: |Puul Party |
Menu ltem Label: |Puol Party | Exclude from MNavigation
FPage Name: |Er‘|tv.=-.r Page name here |

You willalsoneed to choose &ategory for viewing. Th€ategory allows you to decide who will be able
to view the page.
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Category:

[Members Only (Viewable by All Registered Users)

7

Header Page:

Schedule for Display:
Search Engine :

-- Select a Category --
Board [Viewable by this Category’s Users Only)

Members Only [Viewable by All Registered Users)
Public [Viewable by Everyone/Public)

f Board(Viewabled & 1 KA &

page.

1 MembersOnly {iewable by Everyone/Public) allows the accepteembers of the website

access to the page.

1 Public (Viewable by Everyone/Public) allows anyone with access to the internet to view the

page.

You will need to Schedule for Display; when you would like the page to become active/ inactive on the

/1 G $32 NE Q @nanhgarSeNtinentibgfdcaess tolthe t 2 6 &

website. There is a calendar option locatezkt to each filed to help you decide.

TheSchedule for Displdield allows you to decide the scheduled this page to be displayed on the

website. If you leave the field blank, the information in the document will be displayed as soon as you
0KS FTANERG
date, thenyou would enter the date into the field. The page will display the information on the date

that you set up in the field. Holiday and graduation announcements are good examples of pages that

LlJdzof AaK GKS LJ 3IST

2N AF AGQa

would run only on a certain date and not year round.

Schedule for Display: Start: |9/12/2009 B End:|9/12/2009 [
Search Engine : “ oA September 2009 L
Description of s Mo T oW T RS
Content: 3/ 30 31 1 2 4 5

7 6 7 8 9 10 1 [ |

38 13 14 15 16 17 18 19
Keywords: 33 20 21 22 23 24 25 6

a0 27 28 29 30 1 2 32

41 4 5 6 T 8 10

Next, you will want to fill in a Description of Content and Keywords for your page. The Description of
Content and Keywords will be used by search engines in the website and on the internet to help people

9

2
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locate specific information. The more descriptive éimel more keywords you use, the better the search
results will be.

Search Engine :

Pool Party for members. Music, games, poolside crafts, food, and swimming. All ages.
Description of

Content:

Pool, poolside, crafts,members, music, swim|

Keywaords:

The Status of the Page will also be displayed within General Settings. You will be able to see what the

status is of thepage, when it was last modifiedy whom, and what content version is published to the
website.

Status:
Modified: 8/31/2009 11:18:47 AM
By: admin

Version: 1 (Versioning Mot Active)
Page |D:

10
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How to Add Page ntent
Click on thePage Content tab to open the word processing application. You will be able to add content
for your page.Page Content works like most standardrdi@rocessing applications.

o+ Page Content

Pz e TR T e e T Ca

Heading 2

G i = T T A

Come join in the fun for an end of summer splash!
We will have pizza and ice cream for everyone
Get your game face on for the Cannonball and Bellyflop contest.

Theiconsare your basic word processing application controls. You can change the font, size, color,
create bullet points or numbers, indent margins, and alignments.

These icons will allow you to print, find, and run alsphecking application. You will also be able to
cut, copy and paste, as well as undo any work done to the document.

11
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These are the advanced feature icons such as style builder and image map builder. You can also set the
size of the page that you are working on and view the page in a full screen mode. The help button is on
the side;click the help button to displagefinitionsof the icons

For questions not answered here about any of the word processing icons and what they do, you can
NBE ¥ SNJ G 2 EditbriaMaBualQ &

Once you have finishetie content of your document you have the option to Save, Save & dExi
Publish the pageYou caralsoPreviewor Cancel any work made to the document.

| Save ||  Save&Exit || PublishPage || PreviewPage || Concel |

1 Save will save the page that you are working on and will allow you to continue on the same
page. It saves the page as the current version.

1 Save & Exit will save tlimcument and exit the pageHowever, the version is not active on the
site. By clicking on Save & EXxit, you will be able to come back to finish at a later time.

1 PublishPagemarksthe page activand puts iton your website.

1 Preview Page will allow yda preview the page before you publish it. After previewing the
page, you must click on Save in order to save your version to the website.

1 Cancel will remove any changes you made during the current session to the page.

12
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Assign Page Modules

You will ned to assign page modules to tell the system how you want your page to be displayed in the
current menu. Click on the Assign Page Modules tab.

Welcome to the website

Home Community Affairs  Amenities Community Activities Facilities Directory Event Calendar

Message Board

Paosition Module Parameters

1 | Content - |

2 l MNone - “ -
3

4

5

]

The newly created page will need to be assigned a Position Module and a Parameter so that the system
can tellhow you what the page to be displayed on your website.

#* Assign Page Modules

Position Module Parameters

1 |Ccntent hd |

2 [evens 1l T
K] All

4 Board Related

[ Facilities Reservation

4] General

Social Events
Swim Team-2009 schedule
Tennis Reservations

Placing Page in Current Menu Layout

The page that you just created has not been assigned to the current menu layout. You will need to add
to the current menu layout if you want to make it activethe website.

13
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Working Copy - No current published page

End of Summer Pool Pa

~_dlLast chance for a summer

Come join in the fun for an end of summer splash!
We will have pizza and ice cream for everyone
Get your game face on for the Cannonball and Bellyflop contest.

Going back to the Dashboard, click on the Content Management tab to open the Menu Management
section.

Site Administration Welcome admin » Sesllap |ogoul
] Dashbeard | gHSteAdmin | ContentMgmt | = Modules | g Membes | 5 Communication | I3 Service Desk | 43 Retumto LiveSte |
Sunnyside Estates Site Management Dashboard

Help nformation: Page Information; Service Desk (Current Statistics): Quack Links:
Waelcome to your site Dashboard.  No of pages (All versions) 63 Number ohfduu Nn{ 0 & Creste s New Page

. No of published pages: A48 Number of tickets Assignad: 0
This page gives an ovensew ofthe 1y of WP pages: 15 Number of ticksts Pending 0 £3 Create 2n Announcement
important statistics of the site and is e il
the centsal point to accessing sl the 5 Crestesn
administration functionality of the Member information: Message Board Information; 1% Create an Event
website. The Tab strp above wil help  No of Member records (Total) & Number of Posts. 5
you naagate 10 the area you are No of members (pnmary) 3 Number of Topics 5 .G Adda Mo Manke
osking to sccess No of pending members 1 Number of Forums 17
Use the Quick Links on the right hand
side of this page to access the most Uset Information:
commonly used functions No of usess: 2

Na of members without logins

14
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Clicking on thévlenu Maintenanceéutton will open the menu for the current layout and the ron
assigned pages. You will be ablertove menu items byhe drag and drop method.

¢tKS ySg LJ 3S

GKFG &82dz ONBI GSR

gAtt aKz2g dzZLJ AY

with your mouse, you can drag and drop to the current layout menu side. Simply drop it in where you
would like to show up in the current menu.

Site Administration

Dashboard | ] Site Admin |

~ Content Mgmt Modules Members
g9

Communication | &3 Servic

Manage Pages | Manage Menu | Manage Categaories | Content Settings |

Menu Maintenance
Current Menu Layout

ér"l_l Community Affairs
ﬂ Amenities

ﬂ Community Activities
ﬂ [ Facilities

ﬂ || Directory

ﬂl_l Event Calendar

ﬂ || Message Board
ﬂl_l Contact Us

ﬂ || Useful Resources

Non Assigned Pages
----- City of Roswell Info

..... Dema Bylaws

----- Home

..... Leng-Range Planning

----- Membership (

----- Pool Party —
----- President \I_J
----- President Elect

----- Social

----- Treasurer

+f[] Internal Pages

Additional Actions

o AddNew Group | CreteNE Page | NG it einel Web Hink )

e

Menu Group Title: |

Create New Menu Group ]

15
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oy ey R

B

[ Comrmunity Affairs
Armenities
Community Activities

----- Toddler Time

----- Kids Only

+] Adult Mights

----- Tapas and Tennis

-----

~|_| Facilities

-[) Directory

~|_| Ewvent Calendar
-[2] Message Board
~|| Contact Us

~|| Useful Resources

Menu Maintenance

Current Menu Layout

Cancel '

Clicking on the Save and Publish button will store and publish your new menu layout. Clicking on the
refresh button at the top of the page will restore the Menu layout to its current position.

How to Create a Template

If you need to use multiple versions of the same page with few changes to it, a template can be stored
for that page. Click on the Options tab to open the Save as a Template Pgoein the name of the
template and the template will be sagidor you in the system.

16
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Template Name: |Temp|ate MName |

| SaveasTemplate |

With the Save as a Template optigouwill be able toedit pages quickly.

How to view the Version History of a page
You can see the active version of the working page from the box under the General SettingieAlso, t
Version History tab will allow you to view the latest versions of the pages created for the website.

Active version is the most recent Pubilished version at the top of the list

Version Statue DeplayCn Owuplaylng

1 Publizhed 9/12/2009 12:0000 AM 9/12/2008 12:0000 AM 873172008 120205 PM admmin Edit

How to Edit a Page

If you want to edit a page from the website, you can right frompghgethat you arecurrently on.
Without leaving the page or gag to the Dashboardhe drop down options on theWelcomemenuhas
an Edit Pageption. Click on the Edit Page option from the drop down Welcome menu options.

Welcome admin v ERTEINET ARl o]l

| o Add Page

o Edit Page
| g Delete Page

Page List -

Update Profile

Change Password
My Subscriptions
My Billing
Membership
Communication
Site Admin

Help

CHLEBLIDOS
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The Page Content tab will open to allow you make chatmgeur page.

You can alsedit a page from the Page list by clicking on the edit icon next to the page that you need to
change.

System Page

A System Page is a default page already in the system that comes with the COMWetiapplic
However, each system page is customable to yeelssite and can be altered to fit the needs of your
website.

How to Edit a System Page
From the drop down Welcome menu, click on the Page List option.

18



