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COMWeb Website User Guide 

 

Introduction  
Welcome to the COMWeb Website User Guide.  Inside this document, you will find everything you need 

to know about becoming an active member including registration and login, creating a record for 

membership, and how to use a message board.   As a new member, the COMWeb Website User Guide 

will be your reference tool for accessing and maintaining your account.  

 

How to Register for a User Account   
The Welcome menu button located in the top right hand section of the page contains the drop down 

menu option to begin the registration process.  A Register link can also be found on the Login page. 

 

Enter your email address in the prompt box; then click the Submit button.    
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The Site User Account Registration page will open to ask you to fill out information for the site 

administration.  Finish by clicking the Submit button.   

 

You will receive an email after the website administrator has approved your request.  It will allow you 

proceed with your user account creation.  Please follow the instructions in the email. If your mail provider 

filters spam messages, please check for the e-mail in your Junk folder as well. 

 

 

How to Login to the Website  

  

You can login from the Welcome menu or by clicking on the Login link.  Continue by typing in your 

Username and Password.  Once you have completed the login; you will have access to the website.  You 
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can also find a Registration link on the Site User Logon page. 

 

 

How to Logout from the Website  
If you have selected the Remember me next time button on the login page; you will be able to remain in 

the system for a maximum of 45 days without revisiting the website.  If you need to log out to allow 

someone else to use the system from your computer- or when using a public based computer system, 

such as library, hotel, airport, or business center computer- it is important to logout so others cannot get 

access to your information.  Click on the Logout button to be logged out of the system.    

 

How to Retrieve Lost Usernames or Passwords  

Clicking on either the Welcome menu option or by clicking the Login link will open the Site User Logon 

page to retrieve your forgotten password.  
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Simply type your Username and/or your email address in the Username field to start the recovery 

process. An email will be sent to you with the username that was provided to the administration.  You 

may also reset your password at this time too. 

Please follow the instructions in the email. If your mail provider filters spam messages, please check for 

the e-mail in your Junk folder as well. 

 

How to Change or Reset a Password 
There are 2 places to change/reset an existing password 

1. Once you Login to the website you change can change or reset your password.   The drop down 

menu located under the Welcome menu has a Change Password menu option.   

 

 

Clicking on Change Password will allow the user the change the existing password.  The 

Password Change page will appear. Follow the prompts will change the existing password.  
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Remember to click on the Update Password button to save your new password information. 

 

2. In the Profile Information section of the website; click on the tab marked Membership/Web; a link 

on the right side under Website Information will allow you to change your password.  

 

 

Clicking on the link will open a Password Change option box.  Following the prompts will change the 

existing password. Remember to click on the Update Password button to save your new password 

information. 

 

How to Update a Profile  
The drop down menu under the Welcome menu has an Update Profile menu option.  Clicking on it will 

open the Member Record/ Profile Information page.   
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The Profile Information page will display the main contact information of the account.    By clicking on the 

Update your Profile menu button, you can: 

Adding /change a photo adds a personal touch to your profile that also allows other 

members to easily identify you.  Your photo will also be seen next your information in the 

Member Directory.   

      Clicking on the photo icon will open up the Image Upload Tool.   

 

Follow the steps indicated in the Image Upload Tool to upload your photo to your profile.  

Remember to click on the Save Image button to keep your current photo.   
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Helpful tips:   Lǘ ƛǎ ŜŀǎƛŜǊ ǘƻ ǳǎŜ ŀ ǇƘƻǘƻ ŀƭǊŜŀŘȅ ǎŀǾŜŘ ƛƴ ȅƻǳǊ άaȅ tƛŎǘǳǊŜǎέ ŦƛƭŜΦ  !lso, clicking on the 

shadowed image box will allow you to choose the portion of the photo you want to use; and dragging 

the bottom corner of your photo will increase or decrease the size of the photo.  

 

 Main Information is where the directory locates all your main contact information.   The 

Main Information page gives you the option of allowing other people to view your internet 

addresses or phone numbers- or you can mark them as private and restrict who you want to view 

the information by clicking on the Mark Private buttons on the right side on the page.  Remember 

to click on the Save button at the bottom of the page.   

 

 

 

 Address information displays your addresses- both at home and at work.  Keeping it up to 

date allows people to get in touch with you; quickly and easily.  Clicking on the Mark Private 
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button blocks people from viewing your information. 

 

 

 Personal information displays gender and age.  Although optional, supplying Personal 

Information will make it easy for you and fellow members to create groups like play dates, 

babysitter lists, neighborhood activities, and other neighborhood resource lists.  Clicking on the 

Mark Private button will block other members from viewing your personal information. 

 

Relationships display the names of persons living at the displayed address as well as primary 

contact information.  You can also edit or add related persons of your group from the 

Relationships page.   

 

This option groups members of the common address or company.  It is also a way to quickly gather 

localized information about a group.  As part of a group, you have the ability to change Profile Information 

of anyone in the group. 
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 Membership/Web allows you to view your status as member of your organization. The 

Membership tab allows you to see the primary login name, account status, and member number. 

Located here is also the Password Change link.  Clicking it allows you to change your current 

password. 

    

 

Subscriptions are emails sent to the entire group.   By clicking on the Subscription tab, you 

can manage membership emails from the subscription link. The Managing Subscription link will 

allow you to the ability to accept or reject incoming group emails. 

 Notes are a place for you have reminders about people or events, keep records, or create lists.   
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How to Add a Related Member to a Group 
 Adding someone to your group allows them access to the website or allows you to add them to your 

profile.  Adding a spouse or child to your group can also be displayed in the group directory.  Adding 

someone to your group can allow others to manage the group account and have access to the website.   

Click on the Update Profile link from the drop down Welcome menu options. 

 

 

If related members exist in the Records related to primary contact, they will be listed on the page. Click on 

the Show/Edit link next to the personôs name to open the record.  However, if the related member is not 

yet listed on the Records related to primary contact list, they will need to be added to the list by creating a 

record for them in the system.  Create a record for someone in your group by clicking the Add Related 

Record button on the bottom of the page.   It will open a new Member Record (Related Record) contact 

information page.   
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Follow the prompts on the information page for the new member.  Click Save to store the new Member 

Record. Home phone and address information will transfer across from the Primary member to save you 

from having to type it in again. 

 

Giving a New Related Member a Personal Login  
Each member needs their own email address in order to have a user name.   

Click on the Save or Cancel button under your Member Record to display Records related to the primary 

contact.  Click on the Show/Edit button of the person who wants access to the website.  
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This will bring up the new Member Record.  Click on the Membership /Web tab to display website info 

located on the bottom left of the screen.  Here you will create a New User Account for the new member. 

 

 

Clicking on the Create New User Account button will send an email to the new member with a registration 

link.  Have the member follow the instructions of the email or have them refer to the user set up section 

within the help document for additional assistance. 
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How to View the  Member Directory  
The Membership Directory lists the names and street address of members.  Locate your Membership 

Directory and click on the link.   This example shows the Membership Directory located under the 

Member Only toolbar option. 

 

Once the Membership Directory page is open, you can scroll thorough pages to find the member you are 

trying to locate.  The Membership Directory will page also allows a Quick Search option.  You can search 

ōȅ ŀ ƳŜƳōŜǊΩǎ ƭŀǎǘ ƴŀƳŜΣ ōȅ ŦƛǊǎǘ ƴŀƳŜΣ ƻǊ ōȅ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ǎǘǊŜŜǘΦ  {ǘŀǊǘ ōȅ ǘȅǇƛƴƎ ƛƴ ǘƘŜ ƭŜǘǘŜǊǎ ƻŦ 

the name.  The directory will automatically begin sorting and listing name options.  

 

 

 

 

 

How to View the Calendar of Events 
There are possibly many different types of calendars for the website.  Locate the calendar and click on 

the calendar you wish to view from the drop down menu options.  You can view specific calendars or all. 

The calendar will open to display upcoming events.  You can choose to view events by day, week, or 

month by clicking on the options at the top of the page.    
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Upcoming events will be highlighted on the page.  You can also view more information by clicking on the 

highlighted event.    An Event Details box will open on the page.   Close the Event Details box by clicking 

on the red (x) located at the top.   
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You may also have the option to view an Event List.  An Event List is like a quick view of upcoming events 

and contains a link for either registration or information.   
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To make a reservation, simply fill out the fields and submit. 

 

How to Use the Message Boards/Forum : 
To start the process of posting a message to be viewed by the members of the website; click on the 

Forum tab. Forums can also be called Message Boards. 

 

This will open up the Forum page.  Find the category that you would like to post information.  Click on 

the link that opens up the Forum for the subject that needs to be addressed. 
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The Forum will display specific topics.   To post a message under a specific topic, click on the New Topic 

button at the top of the page. 

 

 

A new page will open.   Fill out the subject and content.  The content box works like a standard word 

processing application.  Fill out the content of your message.  You also have the option to preview your 

message before posting it to the forum.  When you are satisfied with your message, click on Post to post 

the message to the forum. 












