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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.

SiteMap Logrt

o Add Page

o Edit Page
Delete Page

Page List

Update Profile
Change Password
My Subscriptions
My Billing
Membership
Communication

Site Admin

CHEDRLSDHO®T

Help

This opens the Dashboard to the system.
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SUNNYSIDE ESTATES

Swim & Tennis Community

Site Administration Welcomne adman v Silallap Logeut
) Dashboard | g SteAdmin | ContentMgmt | 7 Modues | g Members | [ Commumcation | [ SeaceDesk | 23 Retumto Lwe Sae |
Sunnyside Estates Site Management Dashboard

Help Information: Page Information: Service Desk (Current Statissica): Quick Links:
Welcome to your site Dashboard. Mo of pages (Al varsions) 61 Numbar of tickets New 0 o Creste s New Page

No of publishad pages 47  Number of tickets Assigned 0 —

This page gves an overvew of the No of WIP pages 14 Number of tickets Pending 0 (53 Create an Announcemant
important statistics of the sae and s "R Create on Emei
the central point to accessing af the 5§ Create mn
administration functonaity of the Member Information: Message Board Intormation: |4 Creste an Event
webste The Tab strip above will help  No of Member records (Total) 1 Number of Posts 5
you navgate to the area you are No of members (pmary) 1 Number of Topics 4 & Add s New Member
looking to access Ho of pending members 1 Number of Forums 17
Use the Quick Links on the nght hand

side of this page to access the most User information:
commonly used functions. No of users 2

No of members without logins

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.

Site Administration Welcome admin »  “olfap Logoul
[ Dashbowd | g Steadmin | CooteraMgmt | E Modues | g Membes | 3 Communication | F ServiceDesk | £ Retuin 1o Live Ste
Arnouncement [ Events ] Forums ] Images 8 Documents | Tennns ] Billing & Payments | Courses | Facilites Mgmt |

| Sunnyside Estates Site Management Dashboard _______________
Help information: Page mformation: Service Desk (Current Statistics): Quick Links:
Welcome to your site Dashboard,  No of pages (A versions) 61 Number of tickets New 0 & Create a New Page
) No of published pages 47 Number of tickets Assigned 0
This page gves an overview of the No of WIP pages: 14 Number of tickets Pending: 0 3 Creste an Announcement
important statistics of the site and -
the central point to accessing all the (g Ceeate an Emad
administraton functionalty of the Member Information; Message Board Information: lb Ciealile an Event
website The Tab strip above will help o of Member records (Tatal) 1 Number of Posts 5
you naagate Lo the area you are No of members (primary) 31| Namber of Togics s & Add a New Member
looking to access

No of pending membars: 1 Numbsr of Forums 17

Use the Quick Links on the right hand
side of this page 1o access the most User Information:
commonly used functions

No of users 2
No of membars without logins:
PFege Contect 8 20022008 Sunemyside Extstus - Frioac Folcy | Stie Ters of U | Siis Map | Help
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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.

SUNNYSIDE ESTATES

Swim & Tennis Community

Site Administration
[ Dashboard | i Site Adonin | Content Mgt ] & Modul |.'§“ bes | E2C

Welcome admin v “iollap Logou
ation IAABSU\’I;CCW lQRdumbLmS.u |
| foums | imeges &Documerts | Tenns | Bifing & Peyments | Counes | Facitbes Mm. |

Events

Salect Calendar. | == Select » Calendar — >

No records to display.

| Page Conier @ 3002-2009 Sennyaice Estatms - 10y Puiic | Diiw Tern f oo J Siie Siac | ttely

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.

Event Calendar Management
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How to Add/E dit 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.

Calendar Management Location

Marme Category

Board Related Members Only (Viewable by All Registered Users) '@' &
Facilities Reservation Members Only (Viewable by All Registered Users) @ &
General Members Only (Viewable by All Registered Users) '@' &
Social Events Public (Viewable by Everyone/Public) @ &
Swim Team-2009 schedule Public (Viewable by Everyone/Public) Tﬁ' &
Tennis Reservations Members Only (Viewable by All Registered Users) '@ &

Calendar Maintenance:

Calendar Mame: | |

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

Display Time Start:  [8:00 AM T Display Time End: |5:00 PM (0]
Default Display: |Day view - |

Image URL: | |

[ < || . T

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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Site Administration Weicome admin v
| Dashboard | !jSiteAdmin | [ Content Mgrmt | %Modulej | éMembers | [4] Communication | =5 Service Desk | £a¥ Return|

Event Calendar Management - Location Maintenance

Main Club House Members Only (Viewable by All Registered Users) 'ﬁ‘ &
Meeting Room 1 Members Only (Viewable by All Registered Users) ﬁ &
Pool Area Mermbers Only (Viewable by All Registered Users) '@ &
South Club House Members Only (Viewable by All Registered Users) '@ &
Tennis Court Area Members Only (Viewable by All Registered Users) ﬁ &

Add New Facility:

Location Mame: | |

Reservations can be made by: |Board (Viewable by this Category's Users Only) - |

Address - Address Linel

- Address Line 2

- City | |- state |
Assigned Calendar: |Can be used in any Calendar - |
Fees: Deposit :| Cost :| per|[}ay -

How to Add/E dit Contact 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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<lte Administration
Dashboard | ._fﬂSiteAdmin | L:DCuntentMgmt | %Moduls | ﬁMemhers | [ Communication |

Event Calendar Management - Contact Maintenance
Calendar Maint

Contact Maintenance

Mandy Katz- Swim Team Capt. Public (Viewable by Everyone/Public) ﬁ &7
Pocl Committee Members Only (Viewable by All Registered Users) Ei]' &
Social Commitee Members Only (Viewable by All Registered Users) ]j' &7
Contact Maintenance:

Add New Contact
Contact Mame:

Email Address: | |
Telephone: |(_]__ |
Category: | Board (Viewable by this Category's Users Only) - |

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.
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Dashboard .ﬂ Site Admin | [ Content Mgmt | % Modules | é Memb | G ication | T Service Desk | {3¥ Return to Live Site |
Announcement Events Forums Images & Documents Tennis Billing & Payments Courses Facilities Mgmt

Event Management

Event Maintentance

Select Calendar:

-- Select a Calendar --
All Calendars
Board Related
Facilities Reservation
General

[Add New Record

Calendar

Mo records to display.

Social Events
Swim Team-2009 schedule

| Tennis R

By selecting a calendar, you can view all the events within that specific calendar. HereQG& |y SEI YLX S
events that are set up within the social calendar:

[Site Adminisuaton
7] Dashbosrd | o SteAdmin | | ContentMgmt | 7 Modues | ghMembes | (icC caton | IF SeniceDesk | £y Retum to Live See

Ammmlmlrm|maoommm|7m|emum|Coum|smug£_[

Socal Events Tapas and Tennis 9/20/2009 600 Py 5/20/2008 1100 PM i |
Social Events Feesta Night 9/15/2009 700 PM §/15/2009 1100 PM s R4

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.

10
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| B Event Management

Calendar Event Add

Calendar: ISociaI Events "I

Subject: |Tweer1 Might Out |

Location: |Mair1 Club House - |
Start: l8/25720095:00PM | [ ©
End: |8f5f2ﬂﬂ§ 9:00 PM | @ (Leave blank to add one hour to start)

Movie Might for Tweens Only! Pizza and Pepcorn will be provided-
please RSVP-

Description:

Contact Person: |Socia| Cammitee
Signup Required:

Registration Link: |

More Information Page:| Mo Additional Infarmation Page

Event Image:
All Day Event:
Reoccuring:

11
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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.

aa MmuUIupie cvents

Multiple Event Add

Calendar :lSwim Team-2009 schedule "J

Date/Time From: i : Subject:
1 [5/6/2010 5:00 PM () |5/6/2010 9:00 PM {© [Home V. Dolphins

|
2 [5/10/2010 5:00 PM Y [5/10/2010 9:00 PM @ [sharks V. Home |
3 [5/16/2010 5:00 PM © @ [Home V. Rays |
|
|

/16,2010 9:00 PM
/2072010 9:00 PM

4 [5/20/2010 5:00 PM @ [Home V. Marling

ElEEEEEEEE B

n |[n 0
[
I
q
m
_|
o

(] e ) O O O e e

cicicicicicRcicicyc)

5 | @ |
6 ¢}
7 [¢]
8 | | o] |
9 O
10 o
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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.
Add Multiple Events

| Multiple Event Add

Calendar : [Swim Team-2009 schedule

7)

Date/Time From:

1 |5/6/2010 5:00 PM

2 |5/10/2010 5:00 PM

3 May 2010 »on & [Home V. Rays
4 S M T W T F 5 109:00PM & [Home V. Marlins
5018 25 26 27 22 29 30 1 @ |

6|19 2 3 4 5 6 7T 8 o |

7|2 o i 1 12 13 14 15 @ |

8|2 16 17 18 19 20 21 22 @ |

922 23 24 25 26 27 8 29 @ |

0023 30 1 1 2 3 4 5 @ |

|[E @ [5/6/2010 9:00 PM
& @ [5:1072010 2:00 M

Date/Time Ta: Subject:
| 'ﬂ |Home V. Dolphins

'ﬁ |Sharks‘u". Home

save

13
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| Stefdmin || CalendarMaint | Event Mainfentance. | - MulpleEvent
Calendar :| Swim Team-2009 schedule - |
Date/Time From: Date/Time To: Subject:

1 [/6/2000500PM | @ (O [5/6/2000900PM | ) [Home V. Dolphir
2 [5/10/2010 5:00 PM 9 [5/10/20109:00PM | EH (T [sharks V. Home |
3 P /2010900 PM | [ () [Home V. Rays |
4 | 12:00 AM | 1:00 AM 2:00 Ana /2010 9:00 PM | ﬂ Home V. Marlinsg
5 | 300AM | 400AM | 500 AM =R

6 | 6:00AM | T:00AM | 8:00 AM =R

7| 900AM | 10:00 AM | 11:00 AM =R

8 | 1200 PM | 1:00PM | 2:00 PM =R

9 | 3:00PM | 400PM | 5:00PM =R

10| 6:00PM | T:00PM | 8:00 PM =R

9:00 PM | 10:00 PM | 11:00 PM

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.

14
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<] » RECET ~ | May, 2010

Sun Mon

2 3 4 3 5] 7 8

'Home V. Dalphins |

9 10 11 12 13 14 15

|Sharks V. Home ]

16 17 18 19 20 21 22
'Home V. Rays | 'Home V. Marlins |

23 24 25 26 27 28 29
30 31 01 Jun 2 3 4 5
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