Web Site Instructions

Welcome to your Homeowners Association web sitesehinstructions will provide a guide to
using the website and will answer most of your tjopas. The examples you see below are for
the fictional Forest Lake Homeowners Associatidihe family examples are the family of John
and Betty Model a fictional family living in the Fest Lake Community. In our example, John is
the President of the association and has admiti@rgarivileges for the website.

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

Residen

Welcome to Forest Lake

Welcome to the sample Communities Website! In a real Homeowner's
Association website, this page would normally have a welcome message
from the community, similar to the paragraph below, and would be
available for anyone logging into the website to see. It can be changed
at anytime by any community member that has administrative privileges,
usually all board members.

To see more information about the community and it's members you may
log in to the website. To Log In click on "Resident's Login" and enter
Username: JModel and Password: pw123456

Feel free to look around and if you have any questions please send me
an email at eddiemathis@rightbrainwebsolutions.com

Sample Welcome Paragraph

Welcome to Forest Lake Community! We are located in Roswell, GA off of Hightower in between Ceoleman and
Pine Grove Roads. We are just a few minutes away from Historic Roswell. Our quiet streets set among trees
and hills make this a welcoming place to live.

Our neighborhood consists of 124 single family homes with a diverse population of residents and families. We
have a wonderful pool that is very active during the summer months and a tennis community that keeps our
courts busy.

Feel free to lock around our website and drive by. You will see that Forest Lake is a great place to call home!

Forest Lake Community Calendar

Date Event Time Location Contact
May 03, 2 7:00PM to Community Club
5011 Board Meeting 08:30:PM Hoho fakeaddress@email.com

Bi-monthly Board Meeting. All Residents are welcome to attend.

May 21, Pool Opens for

5011 the Suniaes 10:00:AM Community Pool fakeaddress@email.com

Remember to get your new pool keys from the pool committes.

May 31, Neigborhood 07:00:PM to
2011 Watch Meeting 08:20:PM

There vill be a Neighberhood Watch Meeting st the Pool Complex. This s an organizational meeting and it is important to the
avaryona attend.

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

Home — Displays the page shown in Figure 1.
Resident’s Login— Displays a login screen where you wi
enter your username and password to log in to your
family’s home page, access the community directanyg,
other important pages.

Contact Us- Displays a list of the current board member
and committee chairs with links to contact themenaail.
Help — Displays this file.

Resident's Login.

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 forr

When you login to the website, you will gain acceskbts of information about your

community. You will also be able to add and edibimation about your family that is available
to other members of the community. Each familthe community has a home page dedicated
to their family. Your family’'s home page displaykthe information in our database about your

family and allows you to edit the information. Tagin to the resident’s section of the website

and display your family’s home page, click on “Riesit’'s Login” on the horizontal menu of the

Home page. The program will display the form shawRigure 2.

Username: * ||

Password: * ||

Remember me:! r

Forgot vour password?
Figure 2 - Login Form

Enter your username and password in the UsernardeP?assword: fields. Note that if you ever

forget your password, you can click on “Forget ypassword?” to have it emailed to you. If
you have not yet received your username and padswi@ase contact your Communications

Committee chairperson.

Throughout the web site, you will see this symto.

the help window.

Anytime you move your mouse over lo , a context sensitive help
window will pop up giving you information about tipage or an element
on a page. To remove the help window click onrétex in the upper
right hand corner of the help window or any planette screen outside




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:

Admin

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. ltems
can be set to be permanent or
the rotate off the list after 45 s forthe
days. All documents are alwayl e oo
available in the Document P
Archives section of the site.

Edit Calendar ,

Time: 7:00PM to 08:30:PM

Contact: fakeaddress@email.com

Bi-monthly Board Meeting. All
Residents are welcome to attend.

Remember to get your naw poal
keys from the pool committee.

Date: May 31, 2011
Neigborhood Watch
Even:t >
Meeting

4. If you are an admin-

authorized user, you will see Time: 07:00:M to 08:20:5M
options others users will not
see. For example, there is and} Fas s Saweis

Complex. This is an
organizational meeting and it is
important to the everyone attend.

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
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 ma

The Model Family
Neigborhood News

If you are a board member or committee chair you will have access to the
admin section of the site through this link. If you are not a board member or
committee chair this link will not appear.

Pool Committee Chair Wanted November 18, 2010

There will be some minor repairs made in the concrete around the pool area
that the Fulton County inspector pointed out at the 2010 pool inspectio . .

wQelle Nobel Read More . . .

The vertical menu in the left sidebar links you to other important
sactions of the website.
PR

Neig o0 WatCm opaare NOVEmMoer 17, ZUTy

A couple meetings were held with Neighborhood Watch Captains to
provide them with a list of neighbors in their "block”. Captains were
asked to contact each neighbor on their list an provide them
additional Watch information and . ..

Dick Helpern Read More . . .

Social Buzz September 14, 2010

We had a fantastic Mexican Fiesta in August. Thank you all for coming
and especially everyone who helped. It could not have been done

with ot youl, A calendar of events appears in the left side bar. The

P "Edit Calendar” button only appears for admin authorized
little ghouls a .| USErs.

Laurelanne Cowart Read More . . .

Member at Large September 13, 2010

Dear fellow Bristol Oaks neighbors, my name is Kevin Barre and T am
excited to serve the community as the Member at Large! My wife
Kimberly and I moved into the neighborhood in March 2010 and we
are elated to be apart of such a wonderful commun . . .

Kevin Redmond Read More . . .

Pool Update September 10, 2010

The Bristol Oaks Community Pool closed for the 2010 season on
Tuesday, September 7. This date was decided by the Homeowners
Board in March based on the budget and homeowner usage of the
pool. I will be sending out an email survey in . . .

Michelle Nobel Read More . . .

Preventing Auto Related

Crimes September 7, 2010

Some tips to help keep you from falling victim to auto related crimes:

This section contains links to important documents that can be easily
uploaded to the website by admin authorized users. This section would
typically contain links to meeting minutes, financial statments, and
rescent newsletters.

il REag More . ..

Welcome New Neighbors April 11, 2010

The Welcome Committee strives to greet all new neighbors. We try to
place notes in mailboxes of all new neighbors asking if they would like
to receive a brief visit from us . We like to give a house warming gift a

Mary Ann Staneman Read More . . .

Member at Large Update March 9, 2010
Dear fellow Bristol Oaks neighbars, my name is Kevin Barre and 1
am excited to serve the community as the Member at Large! My
wife Kimberly and I moved into the neighborhood in March 2010
and we are elated to be apart of such a wonderful community! . .

Kevin Redmond Read More . . .
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edits. On this page, the "Edit Calendar" buttothimleft side bar is an example of this feature.

The Horizontal Menu

The horizontal menu is very simple with 4 options.

New's Briefs Log out

The Model Family
Neigborhood News

New's Briefs-
o Clicking on this menu option will always bring yback to the main
Neighborhood News page.
o Note that if your computer sits idle for an extethgeriod, your login may
time out and you will have to log in again.
Admin - If you are an admin-authorized user, the adminooptvill be displayed. If
you are not an admin-authorized user, you willses Admin.
Help - Displays this document.
Log Out — The most far right option on the horizontal menuog Out. Anytime
you wish to leave the website please log out. Ateep in mind that if, as the
homeowner, you are viewing the website and you wagiestrict the capabilities of
your children who may follow you in using the congry you should log out and then
have your children log in with their user name gadsword.

Vertical Menu

You will use the vertical menu in the left side bar

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 lmk
to their email addresses.

Mew's Briefs Admin

Committees- When you move your mouse ove
“Committees”, a list of committees will pop up.

Click on any of these options for information abthus committee and any messages that the

committee chair may wish to convey to the assamiaflhere is also an option to display a
list of committee chairs with links to their emaddresses.
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New's Bricts Admin =D - Neighborhood Directory —
When you move your mouse
over “Neighborhood Directory”,
three options appear.
o0 Alphabetical List — This
will display a list of all

Neighborhood Directory * resident’s in alphabetical
order by last name.

0 Search by Name- This
will allow you to search
for a neighbor by last
name.

0 Search by Street- This
will allow you to search for all residents thatideson a particular street the
neighborhood.

Document Archives— This page will list all documents posted to Website.

Community Links — This will display a list of links to city, countstate, and school

districts in your area.

Neighborhood Watch- If your neighborhood has an active Neighborh@éatch program

this option will appear. Clicking on this link wijive a list of all the Neighborhood Watch

Group Captains in your community along with a ¢itheir groups. If you are a

Neighborhood Watch Group Captain you will also adiak 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 el
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 doggtor edit the details like phone
number, email addresses, etc.
o Edit Family Name — This will allow you to edit the way your familyame appears in
the directory.
o Upload Family Photo— This will allow you to upload a family photo fdisplay on
your family’s home page and in the online directory

ne
that the Fult

Michelle Nc

that the Fulton

asked to cont.

Important Documents

Just below the Calendar is a white box with thedivegs "Monthly Newsletters" and
“Important Documents.” This box will contain a list links to important documents that you
may wish to read.
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Permanent links in this box might be links to theséciation’s Bylaws and Covenants.

It will also contain documents such as the latestrth meeting minutes and association
financial statements. Note that the “Important Doents” box on the Resident’'s Home
page will list documents for 45 days after the doent’s posting date. They will then be
available on the secretary's or treasurer’s pagerfe year after the document’s posting date.
They will also be available under Document Archives

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

About Your Family

To view and edit your family's information click &ty 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 andvadsnd can login and
view community information.

o0 The program limits the ability to edit informatitwy family position and age.

Who Can Edit Information?

o If you are aProperty Owner, you may edit the family name, upload family
photos, upload individual photos, add and edit kamiembers, and edit your
own individual user name and password and thenes®ae and password of
minor children in the home. Note that all infornaattis optional, if you do not
want information to appear in the directory listinlp not add it to the database.
Other Adults in the Home may edit their username and password.

o Minor Children may login and view family and community informatjdout
cannot edit any family information. Parents maytoarwho may login by
withholding the user name and password from mihdden.

Family Name

0 You can edit the family name that appears abovadadeess.

o For example, it can be “The Model Family,” or “Jo&rBetty Model,” or :John
Model and Betty Model.”

Photos

0 You may upload a family photo and a photo of eachify member.

o Photos are optional. If added, the family photd ajfipear in the directory next
the family’s name.

o
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Change Your Username and Password

After you login the first time with the usernamedgrassword provided, you should change your
login to something more personal that you can gasihember. Each adult in the family may
change their username and passwordlicking on the “Edit [YourName]'s Login” button

below their name indicated by the arrow in FigutgeBw. The homeowners may also edit their
minor children’s username and password.

Forest Lake Homeowners Assodciation
Model Family Home Page Q

The Model Family
395 Oak Court
Roswell, GA 30075

Click here to edit your Login Name and Password.

Home Owners

Mr. John Model
Home: 770-555-5555
Cell: 770-555-5555

y .nmn-y

Q 69°F Email: fakeaddress@email.com
{E-mail sddress WILL BE shown in the directory.
RealFeel®: 67°F -mail newsletrer WILL NOT BE sent to this email

Winds: NW at 20 m s¥gres=)
T T > herests: Donuts, Beer

Edit John's Login |

You are the Block Captain for
Neighborhood Watch Group 1

Send NW Email |

Figure 3 — Change Your Login
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When you click on théEdit [YourName]'s Login” button the program will display the form
shown in Figure 4 below.

Edit Your Username and Password

Username; * IMadel

Old Password;

Password: #

Re-type Password:

Figure 4 - Edit Username and Password

To change your username and password, type inetiveisername you want to use in the
“Username:” field. Then type your current password in tkdd Password:” field. Now type
your new password in théassword” field. You must type your new password in the“type
Password” field to confirm the new password. Click thegtate record” button to save your
new username and password.

Homeowners Association Web Site Instructions - Fagé20



Edit Family Name

The Family Name will appear on the Resident’'s Hapage and in any of the directory listings.
To edit the Family Name click on the “Edit Familyaide” on the vertical menu as shown in

Figure 5 below.

Figure 5 - Edit Family Name

The program will display a form similar to Figurdoélow.

The Model Family - Family Name

Family Name:| The Model Famiy 0

Figure 6 - Edit Your Family Name

Type the family name that you want to use in tharfifly Name:” field. Examples of possible
family names are "The Smith Family", "John and B&mith", "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 adwalelete family members by clicking on
“Edit the Family Member Details” on the vertical meas shown in Figure 7 below.

Figure 7 - Edit Family Button
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The program will present a form similar to Figurbe3ow listing the members of your family.

Figure 8 — Family List
To edit an existing family member click thedit” button next to the family member’'s name. To

delete a family member, click tHdelete” button next to the family member’'s name. To add a
new family member, click thtadd new” button.
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When you click the “add new” button the programlditplay the Insert Family Member form
shown in Figure 9 below. When you are editingraifiamember, The Edit Family Member
form is the same except that the Edit form doesshotv 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 &sikfiormation about your family members as
you wish.

Active: For a family member to appear in the directory yaust check the Active field.

Owner: If the family member you are adding or editingfisavner of the property, check the
Owner check box. Owners have special privilegesméddding and editing family information.
The directory lists the property owners at thedbphe page in all directory listings.

Name Fields Please enter the name of the family member aswud like it to appear in the
directory. If you would like to use a salutatigkel Dr. or Mr. or Mrs., enter it in the Salutation
field. Enter suffixes like, Jr., Sr., or PhD iretBuffix field.

Age Group: This is a required field. If the family membesrdver the age of 18, please check
the “Adult” radio button. If the family member 18 or under, check the “Minor” radio button.

Birth Date: If you wish for your child’s age to appear in ithieectory, enter their birth date.

Services:If the family member wishes to offer baby-sittipgt sitting, or lawn care services
check the appropriate boxes.

Contact Information: Please enter any contact information in the apjprtgpemail and phone
number fields. Please enter the email addressemjwer would like to receive communications
from the board. Please note that it important yloatenter an email address even if you do not
want it shown in the neighborhood directory. Tlard and your Neighborhood Watch group
leader will use your email to contact you with imjamt community information.

Show E-mail: If you check, Show E-mail, the program will displour e-mail address in the
directory and on the neighborhood watch listsyolfi enter and e-mail address and do not check
Show E-mail, the program will store your e-mail sels and you will receive important
communications from the board. However, the prognalimot display your e-mail address in
the directory or other public lists.

Send Newsletter: If you wish to receive periodic community newslettegia e-mail, check Send
Newsletter.

Comments: Use the comment field to tell your neighbors abmutrself. Include hobbies,
interests, religious and civic club affiliationgichother interesting things about you and your
family.

Photo: [Before uploading photos, please see the note onegph§)titled “About Uploading
Photos.’] If you would like to include a photo of the fdgnmember in the directory, click on
the “Browse” button next to the photo field. Thiglwpen a File Upload window similar to the
one shown in Figure 10 below. Use this File Uplaaadow 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, youst assign
them a username and password. The username amnebpassust be between 6 and 12
characters in length. These fields do not apppgau are editing a family member.
You can edit an existing family member’s username @assword, by clicking on the
“Edit [First Name]'s Login” button below their nanom the Resident’s Home Page for
your family. (See “Change Your Username and Pas$wmr page 7 above.)

Save Your Changes

Click the “Insert” or “Update” button to insert &w family member or save your changes.
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Upload Family Photo

To upload a family photo for display in the diragtoclick on “Upload Family Photo” on the
vertical menu in the left side bar as shown in Fegld below.

Figure 11 - Upload Family Photo

The program will display the Upload Family Photonfloshown in Figure 12 below. If you
already have a family photo in the database, a limathwill display.

Figure 12 - Upload Family Photo Form
Family Photo [Before uploading photos, please see the note onephg) titled “About

Uploading Photos.T If you would like to include a photo of your fégnin the directory, click
on the “Browse” button next to the photo field. 3ill open a File Upload window similar to
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the one shown in Figure 13 below. Use this Filedddlwindow 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 ptaoto 1500 kilobytes. If you take a photo
with the average digital camera available todawryahoto will probably be several megabytes.
To upload your photo taken with your digital camgoa must first optimize it for display on the
internet. This process will reduce the size offtleewithout reducing the quality of the photo.

In fact, your photo will look much better if you tipize 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 Rhotwit

will most likely have a menu option like “Save feb” that will allow you to save a file
that is optimized for the use on a website. Pleasige your photo to a width of 200
pixels.

Free Online Services:If you do a Google Search for “optimize photosvi@b”, you

will find several free online tools that will assy®u. http://www.webresizer.cors a
good choice with simple instructions. Please eegur photo to a width of 200 pixels.
Note: When naming your photos, do not use spaces. bhstise an underscore or
hyphen. For example, instead of naming your phgty 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 patgmge on the site. To reach these pages
click on the Board or Committee link in the leftilsibar menu as shown in Figure 15 below.

Figure 14 - Board Pages Menu

When you click on "Board Officers" in the menu, firegram displays the page shown in Figure
14, showing a list of the board officers and tipaisitions. To send an officer an email click on
their name. To view the officer's page, click ba bffice name in either the menu list or the
office list on the page.

When you click on the office name, the program didiplay a page similar to Figure 15.

Homeowners Association Web Site Instructions - Pagef 20



Figure 15 - Officer's Page

The purpose of the officer's page is to allow tfiecer to introduce him or herself to the
community, to state their goals for the year anishtite association members to contact them
regarding association matters. Note that the @fftan edit the content of their page by clicking
on the "Edit This Page" button. He or she can ateate news articles or send email to other
board members or to the entire community from listion.
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Neighborhood Watch

If your community has a neighborhood watch prograrNeighborhood Watch Menu will
appear in the menu in the left sidebar as shoviigare 14 below.

Figure 16 - Neighborhood Watch

If you are a Neighborhood Watch Group Captain, widlihave an option to send an email to the
homes in your NW Group.

If you click on Neighborhood Watch Groups, you vgidle a display similar to Figure 17 below.
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Figure 17 - NW Group List
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