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COMWeb Website User Guide

Introduction

Welcome to he 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 boaks a new member, thEOMWebWebsiteUserGuide

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

How to Register for a User Account
The Welcome menu buttolocated in the top right hand section of tipagecontains the drop down
menu option to begin theegistration process. A Registink can also be found on th@gdin page.

| Welcome Visitor v SRSHICHNETIR R

e Login ces

£, Register -

& Help

Enter your email address the prompt box; then click theudmit button.

{. :E' Site User Logon

Username
Use a valid &
username and < |
password to gain
ccess. Password

_ [ Remember me next time.
% register =
Login . TP

ié login help » | I forgot login information’ _b
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Welcome to the website Velcome Visitor v  Siellap Loy
Event Calendasr  MesssgeBoard  ContactUs  Useful Resources

Hoeme  Community Affairs Amenities  Community Activities  Facilties  Dwectory
Site User Account Registration

Pleasa follow tha directions below to stan the registration process )
Please enter your emad address | ~ M

The Site User Account Registration page will open to ask you to fill out information for the site
administration. Finish by clicking theuBmit button.

Address lBA‘il:ms'_Vn:‘Qrtel

Anywhere

GA | aaus.
Telephane |(555) 6%6-4352

fim new to the neighbarhcod and would ke to join. |
Request Reason l

stk [ et |

You willreceive an ematfter the website administrator has approved your requesttwillallow you
proceed with your user account creatioRlease 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

42 Login e

& Register -

© telp

You can login from the Welcome menu or by clicking on the Login link. Continue by typing in your
Username and Password. €nyou have completed the login; you will have access to the website. You

4
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can also find a Registration link on the Site User Logon page.

5. -’: Site User Logon
i
Username '
Use a valid Ll
sharpshooter i |
username and -
password to gain
S ccess., Password
(111111 ] %]
] Remember me next time.
5 register =
. Login - TP
£ login help » forgot login information? @

How to Logout from the Website

If you have selected thBemember menext timebutton on the login page; you will teble 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 computgrwhen using a public based computer system,
such as libray, hotel airport, or busness centecomputer it is important to bgout so others cannot get
access toqur information. Click on theolgout button to be logged out of the system.

Welcome Smith Wesson - Sitellap Logout

oard Contact Us Useful Resources

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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4: ;E' Site User Logon

Username
se a valid | 1 |
sername and < |
lassword to gain
cess. Password

_ [T Remember me next time.
reqister =
Login - TP

é login help » | I forgot login information’s _é

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.

Welcome Smith Wesson v EESHGIUETsR Rl lali]

L £ Update Profile OLfes

% Change Password

My Subscriptions
My Billing

Help

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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Welcome to the website

Home Community Affairs Armenities

Password Change

Account: sharpshooter
Old Password:

|
Mew Password: | |
|

Repeat Password:

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

2. Inthe 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.

| Main Information | Address Information | Personal Information | Relationships | Membership/Web | Notes
hlembership Subscriptions
Type: Full Member Click here to Manage Subscriptions
[Member since:  6/29/2008 Distribution List
[Mlember Number: Mo
records
. to
\Website Info .
display.

User Account  sharpshooter
hccount Status  Last Active 8/27/2009 12:35:19 PM

Changs 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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UV ERTHOREREL IS SiteMap Logout

£ Update Profile ——
‘4] Change Password

#» My Subscriptions

£ My Billing

& Help

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 photcadds 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.

Joa Smith

mef@domain om Hmad

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.

Mamber Profile image Upicad

Stops to upload your Image.
Click o -
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Helpfultips LG A& SFAASNI G2 dzaS | LIK2 G2 Hso, didkihgethed | SR A\
shadowed image boxvill allow you to choose theortion of the photo you want to use; andregging
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.

Edit Member Record (Master Record

Smith Wesson

wesson@gmailcom Email
{555) 523 1234 Home

MName: |Wesson | |5mith |

Company: |Acm e |

Company Type: |Products |

Job Title: |Product Tester |

Main Information

Internet

Email (Business): |acmewesson@acme.com | Mark Private
Email (Personal): |wesson@gmai|.com |

Web site Address: |acme@domain.com |

Phone Numbers

Business: ((555) 678-8089

Home: (555) 523-1234

Business Fax: |
Mabile: \(555) 625-6262

OO00O s

| Save ||  AccountTransactions ||  Retumn to Related Members |

Address informationdisplays 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.

| Mainlnformation |  Address Information Personal Information | Relationships Membership/Web Notes
Addresses
Home: |123 Sunshine Street | [ Mark Private
{Primary Address) | Address Line 2 - |
|Ru:|5well |
6 12345
Business: | Address Line1 - | [l

|- Address Line 2 - |

Fon- |

|- State - | | Zip -

Personal informationdisplays 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.

Main Informaticn Address Information Personal Infarmation | Relationships | Membership/Web MNotes
Personal
Gender: @ Male ) Female
Family Relationship: @ Adult ) Child
Date of Birth: 8/11/1961 Mark Private

Relationshipsdisplay 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.

Main Information Address Information Personal Information Relationships Membership/Web Motes
Related Person Records

First Name Last Name Family Telephone(H)

Smith Wesson Adult 0 (555) 523-1234

A\To edit or add related records please click on the Return to Related Members button.

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.

10
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Membership/\Weballows 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.
| Main Information | Address Information Personal Information Relationships Membership/Web | MNotes
Membership Subscriptions
Type: Full Member Click here to Manage Subscriptions
Member since:  ©/22/2009 Distribution List
Member Number: Mo
records

. to

Website Info

display.

User Account  sharpshooter
Account Status  Last Active 8/27/2009 12:40:29 PM

Change Password

Subscriptionsare emails sent to the entire group. By clickingreSubscription tab, you
can manage membership emails from the subscription link. The Managing Subscription link will
allow youto the ability to accept or reject incomirgroupemails.

Notesare a place for you have reminders about people or events, keep records, or create lists.

=N

~ MainInformation | Address Information Personal Information | Relationships | Membership/Web Notes ‘
Notes

added information can be placed herel

11
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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 Prdfile link from the drop down Welcome menu options.

Welcome Smith Wesson v EESTICINETRRLTs 1]

; & Update Profile s

£ Change Password

My Subscriptions
My Billing

€ ®oE

Help

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

the Show/Edit Iink next to the personds name to open t
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.

Welcome Sauth Wesson »  Tostlap Logoot

Welcome to the website
Home C vty Affses A C sty Actiogi Facilities  Directory  Event Calendar  MessageBosed  ContactUs  Useful Resources
Show/Edit Related Members|
Primary Contact Serith Wessan Account Balance

Membership Type:  Full Member l' |
Member Number

Smah Wesson Adult L) (355) 523-1234 weszon@gmail.com &

12
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Home  Community Affairs  Amenities Community Activities  Facilities  Directory  Event Calendar ~ Message Board Contact Us Useful Resources

Add Member Record (Related Record

MName: |Wesson | |Jane |

Company: [Perks Coffee |

Company Type:  [Coffee |

Job Title: [Taster |

Main Information

Internet

Email (Business): coffeegirl@blah.com Mark Private
Email (Personal):
Web site Address: |

Phone Numbers

Business: |
Home: [i555) 523-1234

Business Fax: |
Mobile: |

oooO

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.

13
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Welcome to the website Welcome Sméth Wesson »  Siallan | oot
Home Communay Affss  Amenties  Communty Activities  Fachites  Di y  Event Calend MessageBoard  ContactUs  Useful Resources

Show/Edit Related Members)

Primary Contact Smith Wesion Account Satance
Membership Type  Full Member | Acoems incount Traniecions |
Member Number

Senith Wesson Adult M (553) 523-124 wesson@gmailcom &
Jane Wesson Adult M {555) 523-1234 Jenewesson@gmaid.com &

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.

Home | Community Affairs | Amenities Community Activities Facilities Directory Event Calendar Message Board Contact Us

Edit Member Record (Related Record

Mame: |Wesson | |Jane | Jane Wesson

Janewesson@gmailcom Email

[555) 523 1234 Home
Company: | |
Company Type: | |
Job Title: | |

Membership/Web -

Membership Subscriptions
Type: Full Member

Member since:  6/29/2009

WMember Number:

records
to
display.

Website Info

User Account  No Web User Account
Security Code  Press Create New User to Generate

Send Create Account Invite Email

| save || AccountTransactions ||  RetumntoRelated Members || PromotetoPrimery |

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.

14
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How to View the Member Directory

The Membership Directorysts the names and street address of membéduscate your Membership
Directory and click on the linkThis example shows the Membership Directory located under the
Member Only toolbar option.

Welcome to the website Welcomne Smith Wesson v Soilap Logoul

Home  Community Affsrs  Amenites  Community Activities  Facilities m Event Calendsr  MessageBoard  ContactUs  Ustlul Resources

Mermbethip Directory
Demo Community Association is 3 member / volunieer-managed, not-for Greet Map  |Membership Dwectory
Membership provides for recreational swimming, diving, 16001S. PRYG varu—wrmrowwor cvorm weovnits
Children may compete in organized swim / dive / lennis programs, and adulls are invited 1o participate in

organized tenmis P«qgrams
" 5 N T T AT T

M TS TN [V e G O

Once theMembership Directory pagis open, pu can scroll thorough pages to find the member you are

trying to locate. TheMembership Directory will page also allows a Quick Segptbn. You can search

o8 | YSYOoSNna fl1ad yrySz o6& FANRG ylLYSTI 2N oeé (KS
the name. The directory will automatically begimtgay and listing name options.

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

Member List

Update your profile

Quick Find:

By Last Mame
By First Name
By Street Name
John James 123 Sunshine Street (555) 656 4352

Weszon Senith 123 Sunshine Street (555) 5231234 View Details

Telephone(M)

[elephone(H)

Last Name First Mame(s) Street Addre

View Details

How to View the Calendar of Events

There are possibly many different types of calendars for the website. Locate the cadeldaick on
the calendar you wish to view from the drop down menu options. You canspewific calendars or all.
The calendawill open to display upcoming event¥.ou can choose to view events by day, week, or
month by clicking on the options at the top of the page.

15
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Welcome to the website

i

Home C y Affais A

C

Facilgties

Select Calendar

oy

Dinctory  Event Calendar

Message Board

Welcome Smith Wesson «

SteMap Logout
Contact L Useful Resowrces

alendar of Events

| Al Catandan -

L ‘gdq -

8/232000 - 8/20/2009
b son2 | i '

Mon, 24 Tue, 25

oayqunh‘uam}-:-
RB | m>d |

Wed, 26 a2l

August 2000
Su Mo Tu We Th Fr
31 X 7 3 ¥ 3 1
N 2 3 4 5 & 7
10 11 12 13 W G«
17 18 19 20 2
N3 %08
E s J ] &
September 2009
Su Mo Tu We ™ &
C 1 2 3 ¢
3 6 7 8 95101 127
4 15 16 17 18
A 2 B NS
2 ¥ 0 1 2

“
e e

10+

[Pleygroup

o 2
4 1

October 2009
Su Mo Tu We Th Fr

LOescctad b oo, O

Upcoming events will be highlighted on the page. You can alsomae information by clicking on the
highlighted event. ARvent Detaildox will open on the page. Close tBeent Detaildox by clicking
on the red ) located at the top.

16
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E Event Details x

Playgroup

Calendar: Social Events Flaygroup! Please come to our playgroup for storvtime and

crafts. Snacks will be provided.

Location: Main Club House

123 Sunshine Street
Roswell, GA 12345
Map to this Location

Contact:

Time: Friday, August 28, 2009
12:00 PM - 1:00 PM

Resenvations:

Information:
,;%I] Exportto iCalendar

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.

Welcome to the website

Welkcome Smith Wesson «  “iollan  oqoumn
Home C y Affain - A < y A faclives  Directory

Evant Calendac Mnag-ﬂ,unl ContactUs  Useful Resources
Social Events

CETaES
From Tween Nights to Adunts Only get togethers- 2 events can be found here | Event List |

Take a iook 2t the list below, ciick on any that interest you for More INFOMaNon g, e 1€ Tre€ 10 CONtacT us with any comments, SUGgEstions. or
questons. Thanks!

August 28 12.00 PM - 1 .00 PM Playgroup
September 15 7.00 PM - 1100 PM Filesta Night
September 20 600 PM - 11.00 PM Tapas and Tennis

17
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E Event Details [T

Fiesta Night B

Calendar: Social Events Adult Might Qut- Fiesta Might Dinner, Dancing, and Live
Music! Cocktails begin at 7pm Please RSVP

Location: Main Club House

123 Sunshine Street
Roswell, GA 12345
WMap to this Location

Contact: Social Commitee

m

sociali@demohoa.arg
(770) 5551212

Time: Tuesday, September 15, 2009
7:00 PM - 11:00 PM

Reservations: Click here to make a Resenvation

Information:  Click here for more Information

”Q Exportto iCalendar

—

To make a reservation, simply fill out the fields and submit.

How to Use the Message Boards/Forum :
To startthe process of posting a message to be viewed by the members of the wethsikepn the
Forum tab. Forumgan also be called Messagedsds

\Welcome to the website Welcome Smith Weason v = ellap Logous
Home  Community Alsin  Amenities  Comnmunity Actvties  Faolties  Directory  Event Calendss MessageBoard  Contact Uz Uneful Resources

’ Logged in as: sharpshoots nbox | Search | Actve Topics | My Profie | Members

This will open up thedfum page. Find the category that you would like to posirmfation. Cliclon
the link that opens up thedfum for the subject that needs to be addressed.

18
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TheForum will display specific topics. To post a message under a specific licgioncthe New dpic
button at the top of the page.

A new page wilbpen 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 satisfiglal your message, click on Post to post
the message to the forum.

19


















