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COMWeb Page Management   

 

Introduction  
The Page Management module will help you manage working drafts and published content for your 

website.  Using a system similar to any standard word processing application, you 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. 

  

From the Dashboard, click on the Content Management tab and then the Manage Pages tab. 
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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 and the latest version (if there is more than 

one version) of those pages.  You are able to select or deselect the Display Options by clicking on the 

boxes.   The option to view the default System Pages is also located from the Display Options.   All 

Content Pages will be displayed.  
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CǊƻƳ tŀƎŜ aŀƴŀƎŜƳŜƴǘΣ ȅƻǳ Ŏŀƴ ǉǳƛŎƪƭȅ ǾƛŜǿ ŀ ǇŀƎŜΩǎ ǘƛǘƭŜΣ ǘƘŜ ƭŀǘŜǎǘ ǾŜǊǎƛƻƴΣ ǿƘƻ ǿŀǎ ǘƘŜ ƭŀǎǘ ǇŜǊǎƻƴ 

to modify the page, the status of a page, the date the page is displayed, and who can access the page.  

From Page Management, you can also edit each page of the website.  IŜǊŜΩǎ ŀƴ ŜȄŀƳǇƭŜ ƻŦ ŀ ǇŀƎŜ 

selected from the list and is ready for editing.   
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Now you are able to edit the page by content, properties, or assign page modules.  You can also save the 

page as a template for future 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 down options.  Click on Add Page.  
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You can also add a page to the website by clicking on the Add New Page button from Page Management. 

 

 

The General Settings will open under the Page Properties tab.  The new page will open as a Working 

Draft status.  The page will remain in a Working Draft status until published on the website.   
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To begin, you will need to enter a title for your page in the Page Title field.  It is what your page will be 

generated in a browser window.  The Page Name is automatically generated from your Page Title.  The 

Menu Item Label is what the page will be called within 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. 

 

You will also need to choose a Category for viewing.  The Category allows you to decide who will be able 

to view the page. 
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¶ Board (Viewable ōȅ ǘƘƛǎ /ŀǘŜƎƻǊȅΩǎ ¦ǎŜǊǎ hƴƭȅύ ŀƭƭƻǿǎ ƻƴƭȅ management members access to the 

page. 

¶ Members Only (Viewable by Everyone/Public) allows the accepted members of the website 

access to the page. 

¶ 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 

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

The Schedule for Display field allows you to decide the scheduled for 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 

ǇǳōƭƛǎƘ ǘƘŜ ǇŀƎŜΤ ƻǊ ƛŦ ƛǘΩǎ ǘƘŜ ŦƛǊǎǘ ǾŜǊǎƛƻƴ ƻŦ ŀ ŘƻŎǳƳŜƴǘΦ  LŦ ȅƻǳ ƻƴƭȅ ǿŀƴǘ ǘƘŜ ǇŀƎŜ ǘƻ Ǌǳƴ ƻƴ ŎƘƻǎŜƴ 

date, then you 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 

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

 

 

 

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 
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locate specific information.  The more descriptive and the more keywords you use, the better the search 

results will be.  

 

 

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

status is of the page, when it was last modified, by whom, and what content version is published to the 

website.    
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How to Add Page Content  
Click on the Page Content tab to open the word processing application.  You will be able to add content 

for your page.  Page Content works like most standard word processing applications.  

 

The icons are 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 a spell checking application.  You will also be able to 

cut, copy and paste, as well as undo any work done to the document. 

 

 

These are your manager icons.  You will be able to insert media and images, templates, tables and links. 
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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 display definitions of the icons.  

  

For questions not answered here about any of the word processing icons and what they do, you can 

ǊŜŦŜǊ ǘƻ /ha²ŜōΩǎ Editorial Manual.   

Once you have finished the content of your document you have the option to Save, Save & Exit, or 

Publish the page.  You can also Preview or Cancel any work made to the document. 

 

 

¶ 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. 

¶ Save & Exit will save the document and exit the page.  However, the version is not active on the 

site.  By clicking on Save & Exit, you will be able to come back to finish at a later time. 

¶ Publish Page marks the page active and puts it on your website.  

¶ Preview Page will allow you to 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.   

¶ Cancel will remove any changes you made during the current session to the page.    
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Assign Page Modules 
You will need 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. 

 

The newly created page will need to be assigned a Position Module and a Parameter so that the system 

can tell how you what the page to be displayed on your website. 

 

 

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

section. 
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Clicking on the Menu Maintenance button will open the menu for the current layout and the non-

assigned pages.  You will be able to move menu items by the drag and drop method.   

¢ƘŜ ƴŜǿ ǇŀƎŜ ǘƘŀǘ ȅƻǳ ŎǊŜŀǘŜŘ ǿƛƭƭ ǎƘƻǿ ǳǇ ƛƴ ǘƘŜ bƻƴ !ǎǎƛƎƴŜŘ tŀƎŜǎ ǎŜŎǘƛƻƴΦ  .ȅ ΨƎǊŀōōƛƴƎΩ ǘƘŜ ǇŀƎŜ 

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.   
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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 page.  Type in the name of the 

template and the template will be saved for you in the system.    
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With the Save as a Template option, you will be able to edit 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 Settings.  Also, the 

Version History tab will allow you to view the latest versions of the pages created for the website.   

 

 

How to Edit a Page 
If you want to edit a page from the website, you can right from the page that you are currently on.  

Without leaving the page or going to the Dashboard, the drop down options on the Welcome menu has 

an Edit Page option.   Click on the Edit Page option from the drop down Welcome menu options. 
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The Page Content tab will open to allow you make changes to your page.   

 

You can also edit 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 COMWeb application. 

However, each system page is customable to your website 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.   


