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Web Site Instructions 
 
Welcome to your Homeowners Association web site. These instructions will provide a guide to 
using the website and will answer most of your questions.  The examples you see below are for 
the fictional Forest Lake Homeowners Association.  The family examples are the family of John 
and Betty Model a fictional family living in the Forest Lake Community. In our example, John is 
the President of the association and has administrative privileges for the website.  

Home Page 
When you log into your Association's website, you will see a screen similar to Figure 1 below.  
 

 
                           Figure 1 - Home Page 
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The horizontal menu below the header gives you four options.  
 

·  Home – Displays the page shown in Figure 1.  
·  Resident’s Login – Displays a login screen where you will 

enter your username and password to log in to your 
family’s home page, access the community directory, and 
other important pages.  

·  Contact Us - Displays a list of the current board members 
and committee chairs with links to contact them via email. 

·  Help – Displays this file.  
 
 
 
 
 

Resident's Login. 
 
When you login to the website, you will gain access to lots of information about your 
community. You will also be able to add and edit information about your family that is available 
to other members of the community.  Each family in the community has a home page dedicated 
to their family. Your family’s home page displays all the information in our database about your 
family and allows you to edit the information. To login to the resident’s section of the website 
and display your family’s home page, click on “Resident’s Login” on the horizontal menu of the 
Home page. The program will display the form shown in Figure 2. 
 

 
Figure 2 - Login Form 

 
Enter your username and password in the Username: and Password: fields.  Note that if you ever 
forget your password, you can click on “Forget your password?” to have it emailed to you.  If 
you have not yet received your username and password, please contact your Communications 
Committee chairperson.  

NOTE:  We are using The 
Model Family as our 
example family for these 
instructions.  Anytime you 
see the name “Model’s,” 
understand that your  
family’s name will be 
substituted as you view 
examples on your computer 
screen. To view the Model's 
Family’s page click on 
Neighborhood 
Directory/Search by Name 
and enter “Model” in the 
search form 

Throughout the web site, you will see this symbol : .  
 

Anytime you move your mouse over the  , a context sensitive help 
window will pop up giving you information about the page or an element 
on a page.  To remove the help window click on the red x in the upper 
right hand corner of the help window or any place on the screen outside 
the help window.  
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After you successfully log in, 
you will see the Neighborhood 
News page similar to this page 
on the right. 
Note the following about this 
page:  
 
1. The main portion of this 
page contains news briefs 
submitted by board members 
and committee chairs to keep 
the community informed.  
 
2.  The left side bar contains a 
menu that gives you access to 
other important features of the 
website.  
 
3.  In the lower section of the 
left side bar is a section for 
important documents.  When 
board members upload 
documents like financial 
statements and meeting 
minutes, links automatically 
appear in this section.  Items 
can be set to be permanent or 
the rotate off the list after 45 
days. All documents are always 
available in the Document 
Archives section of the site.    
 
4. If you are an admin-
authorized user, you will see 
options others users will not 
see. For example, there is and 
Admin option in the horizontal 
menu that gives you access to 
the Admin section where you 
can edit the site content.  In 
addition, throughout the  
site, if you have rights to edit a 
page or portion of a         
page a button will appear to 
allow you to do that without 
entering the admin section. 
This is a time saver and is a 
simpler solution than having to 
enter the admin section to make 
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edits.  On this page, the "Edit Calendar" button in the left side bar is an example of this feature. 
 

The Horizontal Menu 
 
The horizontal menu is very simple with 4 options.  

 
 
 
 
 
 
 

·  New's Briefs -  
o Clicking on this menu option will always bring you back to the main 

Neighborhood News page.   
o Note that if your computer sits idle for an extended period, your login may 

time out and you will have to log in again.  
·  Admin - If you are an admin-authorized user, the admin option will be displayed. If 

you are not an admin-authorized user, you will not see Admin.  
·  Help - Displays this document.  
·  Log Out – The most far right option on the horizontal menu is Log Out.   Anytime 

you wish to leave the website please log out. Also, keep in mind that if, as the 
homeowner, you are viewing the website and you wish to restrict the capabilities of 
your children who may follow you in using the computer, you should log out and then 
have your children log in with their user name and password.   

 

Vertical Menu 
 

You will use the vertical menu in the left side bar to 
navigate the internal information of the web site.  
·  Board– When you move your mouse over 

“Board”, a list of board member positions will 
pop up.  Click on any of these options for 
information about this position, the person 
holding this office and any messages that the 
board member may wish to convey to the 
resident’s of the association.  There is also an 
option to display a list of board offices with links 
to their email addresses.  

 
 
·  Committees - When you move your mouse over 

“Committees”, a list of committees will pop up.  
Click on any of these options for information about this committee and any messages that the 
committee chair may wish to convey to the association. There is also an option to display a 
list of committee chairs with links to their email addresses.  
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·  Neighborhood Directory – 
When you move your mouse 
over “Neighborhood Directory”, 
three options appear. 

o Alphabetical List – This 
will display a list of all 
resident’s in alphabetical 
order by last name.  

o Search by Name – This 
will allow you to search 
for a neighbor by last 
name.  

o Search by Street – This 
will allow you to search for all residents that reside on a particular street the 
neighborhood.    

·  Document Archives – This page will list all documents posted to the website.  
·  Community Links  – This will display a list of links to city, county, state, and school 

districts in your area.  
·  Neighborhood Watch - If your neighborhood has an active Neighborhood Watch program 

this option will appear.  Clicking on this link will give a list of all the Neighborhood Watch 
Group Captains in your community along with a list of their groups.  If you are a 
Neighborhood Watch Group Captain you will also see a link allowing you to send an email 
to the homes in your group.  

·  My Family – When you move 
your mouse over “My Family, four 
options appear. (See detailed 
instructions on page 9 below.) 

o View My Family - This 
will display all the 
information available about 
your family 

o Edit Family Member 
Details – This will allow 
you to add or delete family members from the directory, or edit the details like phone 
number, email addresses, etc.   

o Edit Family Name – This will allow you to edit the way your family name appears in 
the directory.  

o Upload Family Photo – This will allow you to upload a family photo for display on 
your family’s home page and in the online directory.  

 

Important Documents 
·  Just below the Calendar is a white box with the headings "Monthly Newsletters" and 

“Important Documents.” This box will contain a list of links to important documents that you 
may wish to read.   
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·  Permanent links in this box might be links to the Association’s Bylaws and Covenants.  
·  It will also contain documents such as the latest board meeting minutes and association 

financial statements.  Note that the “Important Documents” box on the Resident’s Home 
page will list documents for 45 days after the document’s posting date. They will then be 
available on the secretary's or treasurer’s page for one year after the document’s posting date.  
They will also be available under Document Archives.  

·  It may also contain other important documents submitted by any of the board members or 
committee chairs.  

 
 

About Your Family 
 
To view and edit your family's information click on My Family/View My Family in the vertical 
menu in the left side bar.  

Note the Following Features  
 

·  Who Can Login?  
o Every family member is assigned a username and password and can login and 

view community information. 
o The program limits the ability to edit information by family position and age. 

·  Who Can Edit Information?   
o If you are a Property Owner, you may edit the family name, upload family 

photos, upload individual photos, add and edit family members, and edit your 
own individual user name and password and the user name and password of 
minor children in the home. Note that all information is optional, if you do not 
want information to appear in the directory listing, do not add it to the database. 

o Other Adults in the Home may edit their username and password.  
o Minor Children  may login and view family and community information, but 

cannot edit any family information. Parents may control who may login by 
withholding the user name and password from minor children. 

·  Family Name 
o You can edit the family name that appears above the address.  
o For example, it can be “The Model Family,” or “John & Betty Model,” or :John 

Model and Betty Model.”   
·  Photos 

o You may upload a family photo and a photo of each family member.   
o Photos are optional. If added, the family photo will appear in the directory next 

the family’s name.  
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Change Your Username and Password 
 
After you login the first time with the username and password provided, you should change your 
login to something more personal that you can easily remember. Each adult in the family may 
change their username and password by clicking on the “Edit [YourName]’s Login”  button 
below their name indicated by the arrow in Figure 3 below. The homeowners may also edit their 
minor children’s username and password.   
 

 
Figure 3 – Change Your Login 
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When you click on the “Edit [YourName]’s Login” button the program will display the form 
shown in Figure 4 below. 
 

 
Figure 4 - Edit Username and Password 

 
To change your username and password, type in the new username you want to use in the 
“Username:” field.  Then type your current password in the “Old Password:” field.  Now type 
your new password in the “Password:” field. You must type your new password in the “Re-type 
Password:” field to confirm the new password.  Click the “Update record” button to save your 
new username and password. 
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Edit Family Name 
 
The Family Name will appear on the Resident’s Home page and in any of the directory listings.  
To edit the Family Name click on the “Edit Family Name” on the vertical menu as shown in 
Figure 5 below. 

 
Figure 5 - Edit Family Name 
 
The program will display a form similar to Figure 6 below.  
 

 
Figure 6 - Edit Your Family Name 
  
Type the family name that you want to use in the “Family Name:” field.  Examples of possible 
family names are "The Smith Family", "John and Betty Smith", "John Smith and Betty Jones." 
Click “Update Record” to save your changes.  
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Edit Your Family 
 
You can edit information about your family or add and delete family members by clicking on 
“Edit the Family Member Details” on the vertical menu as shown in Figure 7 below.  
 

 
Figure 7 - Edit Family Button 
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The program will present a form similar to Figure 8 below listing the members of your family. 

 
Figure 8 – Family List 
 
To edit an existing family member click the “edit”  button next to the family member’s name. To 
delete a family member, click the “delete”  button next to the family member’s name.  To add a 
new family member, click the “add new”  button.  
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When you click the “add new” button the program will display the Insert Family Member form 
shown in Figure 9 below.  When you are editing a family member, The Edit Family Member 
form is the same except that the Edit form does not show the Username and Password fields.  
 

 
Figure 9  - Add / Edit Family Member Form 
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Please note that you may provide as much or as little information about your family members as 
you wish.  
 
Active: For a family member to appear in the directory you must check the Active field. 
 
Owner: If the family member you are adding or editing is an owner of the property, check the 
Owner check box.  Owners have special privileges when adding and editing family information. 
The directory lists the property owners at the top of the page in all directory listings.  
 
Name Fields: Please enter the name of the family member as you would like it to appear in the 
directory.  If you would like to use a salutation like Dr. or Mr. or Mrs., enter it in the Salutation 
field.  Enter suffixes like, Jr., Sr., or PhD in the Suffix field.  
 
Age Group: This is a required field.  If the family member is over the age of 18, please check 
the “Adult” radio button.  If the family member is 18 or under, check the “Minor” radio button.   
 
Birth Date: If you wish for your child’s age to appear in the directory, enter their birth date. 
  
Services: If the family member wishes to offer baby-sitting, pet sitting, or lawn care services 
check the appropriate boxes.  
 
Contact Information: Please enter any contact information in the appropriate email and phone 
number fields.  Please enter the email address where you would like to receive communications 
from the board.  Please note that it important that you enter an email address even if you do not 
want it shown in the neighborhood directory.  The board and your Neighborhood Watch group 
leader will use your email to contact you with important community information. 
 
Show E-mail:  If you check, Show E-mail, the program will display your e-mail address in the 
directory and on the neighborhood watch lists.  If you enter and e-mail address and do not check 
Show E-mail, the program will store your e-mail address and you will receive important 
communications from the board. However, the program will not display your e-mail address in 
the directory or other public lists.  
 
Send Newsletter:  If you wish to receive periodic community newsletters via e-mail, check Send 
Newsletter.  
  
Comments: Use the comment field to tell your neighbors about yourself.  Include hobbies, 
interests, religious and civic club affiliations, and other interesting things about you and your 
family.  
 
Photo:  [Before uploading photos, please see the note on page 16 titled “About Uploading 
Photos.”]  If you would like to include a photo of the family member in the directory, click on 
the “Browse” button next to the photo field. This will open a File Upload window similar to the 
one shown in Figure 10 below. Use this File Upload window to find the image on your computer 
and then click “Open.”  
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Figure 10 – File Upload Window 
 
Username and Password:  If you are adding a new member to your family, you must assign 
them a username and password. The username and password must be between 6 and 12 
characters in length.   These fields do not appear if you are editing a family member.   

·  You can edit an existing family member’s username and password, by clicking on the 
“Edit [First Name]’s Login” button below their name on the Resident’s Home Page for 
your family. (See “Change Your Username and Password” on page 7 above.) 

 
Save Your Changes 
 
Click the “Insert” or “Update” button to insert a new family member or save your changes.  
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Upload Family Photo 
 
To upload a family photo for display in the directory, click on “Upload Family Photo” on the 
vertical menu in the left side bar as shown in Figure 11 below.  
 

 
Figure 11 - Upload Family Photo 

 
The program will display the Upload Family Photo form shown in Figure 12 below.  If you 
already have a family photo in the database, a thumbnail will display.  
 

 
Figure 12 - Upload Family Photo Form 

 
Family Photo [Before uploading photos, please see the note on page 16 titled “About 
Uploading Photos.”]  If you would like to include a photo of your family in the directory, click 
on the “Browse” button next to the photo field. This will open a File Upload window similar to 
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the one shown in Figure 13 below. Use this File Upload window to find the image on your 
computer and then click “Open.”  
 

 
Figure 13 - File Upload Window 
 
 

About Uploading Photos 
 
NOTE: The file upload utility limits the size of your photo to 1500 kilobytes. If you take a photo 
with the average digital camera available today, your photo will probably be several megabytes.  
To upload your photo taken with your digital camera you must first optimize it for display on the 
internet.  This process will reduce the size of the file without reducing the quality of the photo.  
In fact, your photo will look much better if you optimize it before you upload it to the website.  
You can do this in one of two ways. 
 

·  Photo Editing Software:  If you own a software package such as Adobe Photoshop it 
will most likely have a menu option like “Save for Web” that will allow you to save a file 
that is optimized for the use on a website. Please resize your photo to a width of 200 
pixels.  

·  Free Online Services:  If you do a Google Search for “optimize photos for web”, you 
will find several free online tools that will assist you. http://www.webresizer.com is a 
good choice with simple instructions.  Please resize your photo to a width of 200 pixels.  

·  Note: When naming your photos, do not use spaces. Instead, use an underscore or 
hyphen.  For example, instead of naming your photo “My Photo.jpg”, use 
“My_Photo.jpg” or “My-Photo.jpg.” 
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Board and Committee Pages 
 
Each board officer and committee chair has a personal page on the site.  To reach these pages 
click on the Board or Committee link in the left side bar menu as shown in Figure 15 below.  
 

 
Figure 14 - Board Pages Menu 
 
 
When you click on "Board Officers" in the menu, the program displays the page shown in Figure 
14, showing a list of the board officers and their positions.  To send an officer an email click on 
their name.  To view the officer's page, click on the office name in either the menu list or the 
office list on the page.  
 
When you click on the office name, the program will display a page similar to Figure 15.  
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Figure 15 - Officer's Page 
 
The purpose of the officer's page is to allow the officer to introduce him or herself to the 
community, to state their goals for the year and to invite association members to contact them 
regarding association matters.  Note that the officer can edit the content of their page by clicking 
on the "Edit This Page" button.  He or she can also create news articles or send email to other 
board members or to the entire community from this location. 
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Neighborhood Watch 
 
If your community has a neighborhood watch program, a Neighborhood Watch Menu will 
appear in the menu in the left sidebar as shown in Figure 14 below.  
 

 
Figure 16 - Neighborhood Watch 
 
If you are a Neighborhood Watch Group Captain, you will have an option to send an email to the 
homes in your NW Group.   
 
If you click on Neighborhood Watch Groups, you will see a display similar to Figure 17 below.  
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Figure 17 - NW Group List 


