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COMWeb Website Admin Guide 

 

Introduction  
The Event Management Admin Guide will allow you to create and edit Calendar Events.    Multiple 

events can be added into a Calendar quickly and easily.  Contacts, locations, and even canceling an event 

can be done from Event Management.      

 

How to Create an Event in the Calendar  

From the drop down Welcome Menu, you can click on the Site Admin link.  

\ 

 

This opens the Dashboard to the system.   
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Once you have opened the Dashboard, you can open the Modules tab.  The Modules system contains all 

the modules for the website system.  In here, you will find the Events Module. Click on the Events tab to 

open it. 
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The Events Module is made up of Calendar Maintenance, Event Management, Multiple Events 

Additions, and Event Calendar View. You can return to the Dashboard by clicking on the Site Admin tab. 

 

 

How to Use Calendar Management for Events 

The Calendar Management Tab will allow creating or maintaining events located within the calendar.  

There are three links under Calendar Maintenance that will help you define your events, where they will 

be located, and who is the contact person in charge of the events.  These are the Calendar Management 

link, the Location Management link, and the Contact Maintenance link all which can be found under the 

Calendar Management tab.   
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How to Add/Edit a Calendar  Using Calendar Management 

To add or edit an event to the calendar, click on the Calendar Management tab.  You will be able to view 

all the calendars in the website by name and who is able to view it.   

You can also add a calendar to the website by filling out the fields located under the Add New Calendar 

section.  You can mark your calendar Private and even add images by typing in the Image URL.   

The Calendar Management system also has a display start and end time.  The Display Time Start has a 

pop up clock feature that opens when you click on it.  Times will be displayed and you can select one by 

clicking on it.  You can also set the display time by filling in the clock field.   

The Default Display option will allow you to set the calendar to a day, week or monthly view.  You can 

one from the drop down menu options.   

Click on Save to add your calendar to the website.   

 

Editing one of the existing calendars is simple when you click on the Edit icon.  The Edit icon looks like a 

pencil.  The Edit Calendar page will open to allow you to change the name of the calendar, mark who 

can view it, mark it as private or add/ remove an image.  Clicking on the Save button to update your 
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calendar within the website. Deleting a calendar is done by clicking on the trash can icon next to the 

calendar that you want to get rid of.   

 

 

How to Add/ Edit Location Management for a Calendar  

To edit a location for the calendar, click on the location name that you want to change.  The current 

locations will be listed under the Location Management link under Calendar Maintenance.  Click on the 

Edit icon by the location to change the information within the website or click on the trash can icon to 

remove the location from the current list.   

If the location is not on the list, you will need to add the location to the website by completing the Add 

New Facility fields on the page.   

Create a location name in the Location Name field.   

In the Reservations can be made by field; select who will be able to create a reservation from the deep 

down menu options. 

By entering the address of your new location, the address will be displayed in the reservation box so 

members can double check the location online.   

You will need to assign the location to a calendar in the system.  You can pick the calendar from the drop 

down menu options. 

If there are any fees that need to be assigned to the new location, you can put them in the fee section.  

You can assign a deposit amount as well as a cost for renting the facility.   You even have the option of 

assigning the fees to a day, hour, minute or by the vent itself.   

Click on Save to add your new location to the website.   
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How to Add/E dit Cont act Management  for a Calendar  

To edit a contact name for the calendar, Click on the edit link by the name you want to change.  The 

current names will be listed on the Contact Management page.  After making the changes that you want 

to the contact, click on Save to update the new information to the website. 

If the contact is not listed, you will need to add it to the list by creating a new contact.  Complete the 

fields under Add New Contact.  The fields allow you to add an email address and a telephone number.  

You will be able to choose who can view the contact from the Category field.  Click on Save to add the 

new contact to the website.   
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How to Add/E dit Events to a Calendar 

 

Click on the Event Maintenance tab to view the different calendars within the website.  Select the 

calendar that you would like add or edit from the drop down calendar options.  This will open up the 

calendar so you can add or make changes.  



COMWeb Event Management Admin Guide 
 

10 

 

 

By selecting a calendar, you can view all the events within that specific calendar.  HereΩǎΩ ŀƴ ŜȄŀƳǇƭŜ ƻŦ 

events that are set up within the social calendar: 

 

 

If the event is not listed in the calendar, you will need to add it.  Click on the Add New Record button 

and fill out the informational fields.   Click on Save to add it to the calendar. 
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How to Add Multiple Events to the Calendar  

You can save time by adding Multiple Events to the calendar from one page.  Click on the Multiple 

Events tab and select the calendar from the drop down calendar menu to add multiple events.   
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The Date/Time fields will have a pop-up calendar option.  By selecting the Date or Time pop-up option, 

the information will be automatically entered into the field.   

 



COMWeb Event Management Admin Guide 
 

14 

 

 

Clicking on the Save button will add the new event Dates/Times to the existing calendar.   

You can also edit Multiple Events from this page by clicking on the fields that you want to update.  You 

can use the Date/ Time pop-up options to quickly edit the events.   

Clicking on the Save button will update the existing calendar.   

 

 

 

How to View an Existing  Calendar 

To view an existing calendar, click on the Event Calendar view tab.    You can select the calendar that you 

wish to view from the drop down calendar menu options.  You will be able to view all the events for the 

month on the page.  You can change the month by clicking on the directional arrow buttons at the top of 

the page.   
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