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My Account 
 

I forgot my password and/or username. 
No problem! Just contact Nabr Network Support for assistance.  

How do I update my contact information? 
Log in to Nabr Network and click “My Account” on the top right corner of your screen, and then 
click Contact Info. Update your contact information in the form and click “Submit.” Note: your 
mobile number is necessary for text and iOS notifications. 

Why am I not receiving iOS notifications? 
First, please visit the “My Account” section of Nabr Network and be sure you have iOS 
notifications turned on. If iOS notifications are turned on within Nabr Network, but you are not 
receiving them, please check the notifications settings on your iOS device and be sure you 
have notifications enabled for Nabr Network. 

Why am I not receiving text message notifications? 
First, please visit the “My Account” section of Nabr Network and be sure you have text 
message notifications turned on. If text message notifications are turned on within Nabr 
Network, but you are not receiving them, please check your contact information within the “My 
Account” section and be sure we have your correct mobile number. 

How do I change my notification preferences? 
You have the ability to set your email, text, and iOS/Android notifications preferences on your 
Admin Home screen. Find the community that you would like to edit notifications for and click 
Notifications on the far right corner. This will take you to the notifications screen and will allow 
you to make changes for this specific community, as well as edit your default setting. 
 
The Default notification setting applies to all communities. To change notifications for just this 
specific community, you can override the Default setting for a single community in the “This 
Community” column. You can also change the settings for all of your communities at once by 
changing the default setting. 
 
Be sure you click submit each time you make a notifications preferences change. 

Posting 
 

How do I create a quick post? 
Quick posts are a great way to instantly send information out to one, some, or all of your 
communities. To create a quick post, click the Yellow Add Post at the top of your Admin 
Homepage. Select Quick Post, then type in the names of the community or communities you 
wish to post to (you can also Select All to quickly post to all communities). Select the post topic 
(Community Feed channel), enter your content, upload an image or attach a file if desired, 
agree to ToU, and click Submit. Don’t forget to click disallow replies if you do not want 
residents to have the ability to respond to your post. 
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What is a scheduled post and how do I create one? 
Scheduled posts are a great way to: 

 Push out meaningful content in a time-sensitive manner. 

 Provide answers for your most frequently asked questions. 

 Share information with one, some, or all of your communities. 

 Build up a full inventory of your past posts, making it easy to repost information if 
needed. 

 
Scheduled posts allow you to select: 

 If the post is repeated and how frequently.  

 The duration of repeated postings. 

 What time the post is published. 
 

To schedule a post, click the Yellow Add Post at the top of your Admin Homepage. Select 
Scheduled Post and chose when and how often you would like this post to go out. Then, type 
in the names of the community or communities you wish to post to (you can also Select All to 
quickly post to all communities). Select the post topic (Community Feed channel), enter your 
content, upload an image or attach a file if desired, agree to ToU, and click Submit. Don’t 
forget to click disallow replies if you do not want residents to have the ability to respond to your 
post. 
 
You can also view all of your scheduled posts, or create a scheduled post by selecting 
Scheduled Posts from the admin menu. 

How can I upload a document with a post? 
You can upload documents to quick posts, scheduled posts and calendar events. You can 
upload Word docs or PDFs, up to 80MB. However, we recommend using PDFs and 
downsizing large files to limit load time for your residents. 

Calendar 
 

How do I add an event to the calendar? 
The calendar is a great tool to inform your residents about upcoming events. To add an event, 
go to your Admin Home page and the use the Management to find the Edit Calendar page. 
Select the date of the event and enter your content, and upload an image and/or a document if 
desired. Determine if you would like to request RSVPs and if you would like to skip any of the 
automatic reminder posts. Then, agree to ToU and click Submit. Don’t forget to click disallow 
replies if you do not want residents to have the ability to respond to your post. 

Will all calendar events have the ability to RSVP? 
You have the ability to request an RSVP for any upcoming calendar event. If you don’t need 
RSVPs, no problem; just don’t request them, and your calendar post will go out as usual. 

Can residents add comments to their RSVP? 
We have found that most community managers use our disallow replies button on calendar 
posts, meaning they don’t want comments/replies from residents. The RSVP features honors 
that preference. Guests can only provide a headcount. If you want to give guests the ability to 
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comment on the event, leave replies open and they can reply in the Feed as they would with 
any other post that has not disallowed replies. 

Can residents create RSVP events? 
No. The RSVP feature is an Admin-only feature. Since residents do not have access to edit the 
Calendar, they cannot create RSVP events. 

Can I create an RSVP event on mobile? 
No. Editing the calendar is currently only supported on the desktop version of Nabr Network.  

Can I set a limit on how many people can RSVP to an event? 
Yes. When you set up the event, you will have the option to put a cap on the number of 
attendees. You will also be able to select a RSVP deadline; i.e., you can end the RSVP 
window at a date of your choosing, sometime before the actual event. 

Can I see a list of who has RSVP’d? 
Yes. Return to the Calendar and click View next to the event. You’ll be taken to full event 
details and will be able to view a printable list, or export the response list as a .csv file. 

Can residents see a list of who has RSVP’d? 
No. Residents can only see a headcount and number of spaces still available.  

Members, Board Members, Groups and Committees 
 

What is an HOA Admin? 
An HOA Admin is a resident of the community who are trusted to handle administrative tasks 
within Nabr Network. If you have a reliable board member who is comfortable with computers 
and very involved with their association, then you might consider asking them to serve as an 
HOA Admin. 
 
The HOA Admin has several administrative rights. They can: 

 Add, remove and disable members 

 Create, approve and disable groups 

 Create private committees 

 Add and remove members from private committees 

 Approve and disable photo galleries 

 Edit and remove posts by all users in the Community Feed 

 Edit pages 

 Edit resources 

 Post to the Association calendar 

 Post to the Association News Channel (thereby creating a post on the public news page 
and generating a full-text email blast) 

 Schedule posts 

How do I grant Board Member access? What does this access allow? 
Granting Board Member access will allow the Board Member’s title to show up next to their 
name in the Community Feed. They will also have rights to remove others’ posts from the 
Community Feed- in essence serving as an additional moderator. Board Members can post to 
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the Association News Channel (thereby creating a post on the public news page and 
generating a full-text email blast). They cannot edit the site, upload documents, etc. 
 
To grant Board Member access, find your Board Member’s name on the Member Account list 
and click Contact Info in the far right column. Then, select YES in the drop down menu next to 
“Board Member,” enter the Board Member’s title (optional), and then click Submit. 

How do I add or approve an owner? 
You can add a member a few different ways. If you are adding a secondary owner to an 
existing address, you can find the primary resident in the All Members screen and then using 
the far right drop down menu, select “Add Another Resident.” After you enter all of the new 
resident’s contact info, you’ll need to go back to All Members and then find the newly added 
resident and send them a welcome email. 
 
If you are adding a new owner to a new address, click on the + Add Member button on the All 
Members page. Then you can enter the address and contact info for the new owner. Be sure 
to go back to the All Members page and send the owner a welcome email. 

What is the difference between removing and disabling a member? 
Disabling a member will temporarily lock their account until you re-enable them. Removing a 
member permanently deletes that user and their posts from the Network.  
 
You may wish to disable a member if you are investigating abusive posts, spam, or other 
issues. If the situation is resolved, you can re-enable the member and they will be able to 
seamlessly rejoin the Network. 

How do I start or approve a group? 
To access the Groups page, use the management menu on your Admin Homepage. To start a 
group, click “Launch Group” just above the groups list. 
 
If you are also serving as the HOA Admin, you will be required to approve all groups launched 
by members of your Network. When a group is launched, you will get an email requesting that 
you approve the group. To approve, click on the link in the email to log in to Nabr Network. Go 
to the groups page and you’ll see the pending group listed. Click “approve” to make the group 
active. 

What is the difference between groups and committees? 
Groups are designed to be public for all members who wish to join. They are listed in the 
groups page and are viewable by all members of your Network. 
 
Committees are for private use, are only open by invitation and are not viewable by members 
who are not in the committee. HOA board committees are a perfect example of the committee 
feature. 

How do I start a committee? 
Select Committees from the Management Menu. 

1. Click Launch Group 
2. Name the Committee 
3. Select Private from the “Type” dropdown menu 
4. Provide a short description and committee profile photo 
5. Agree to ToU and click Submit 
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What can committee organizers do? 
Committee organizers can: 

 Add photos to their committee gallery. 

 Upload documents for other members to access. 

 Create calendar events for the committee. 
Note: Photos and documents posted to Private Committees are only visible to invited members 
of that committee. 

What can committee members do? 
Community members can: 

 Post in the committee Feed. 

 View private committee documents uploaded by the organizer. 

 View private committee calendar and events uploaded by the organizer. 

How do I add or remove a member to a committee? 
To add a member to a committee, find the appropriate committee and click “View Group.” Then 
select “Members” from the horizontal menu under the committee name. Scroll past the list of 
members and click the “Add Members” button, and then find the resident you wish to add and 
click “Add as Member” just to the right of their name. To remove a member, follow the same 
process, but click “Remove Member” once you have found the resident’s name. 

What is the requirement for participating in a committee? 
Residents need to have their privacy settings set to show their name AND street address to 
participate in communities. Showing the name and street address is required for posting into 
the network, so it is also required for participating in a committee. 
 
You may add members to a committee without having these minimum requirements met, but 
these members will not receive any sort of committee notifications or access without first 
logging in and updating their privacy settings. 

Images and Documents 

 

How do I upload a document? 
Click Resources from your Admin menu. Look at the menu on the left side of your screen and 
select either Upload Documents (public) or Upload Documents (secure) under Resources. You 
can also choose to upload forms, newsletters, or add web links from the Edit Resources menu. 

What are the acceptable file types for documents? 
You can upload Word docs or PDFs, up to 80MB. However, we recommend downsizing large 
files to limit load time for your residents. 

How do I upload HOA images? 
Select Community Site from the Management Menu. From the left side menu on this page you 
can select Banner Images or HOA Logo. 
 
To upload images for the homepage, select Banner Images and then upload and image into 
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the Photo #1 spot. If you have multiple images and would like to have a slideshow of these 
images on the landing page, upload the additional images as Photo #2, Photo #3, etc. 
 
To upload a banner image for other HOA pages, scroll down and upload a photo in the Banner 
Images for Pages section. You cannot create a slideshow on any pages other than the 
homepage. 
 
To upload an HOA logo, select HOA Logo from the Edit Pages menu. Then upload the desired 
image.  

What are the acceptable file types for images? 
JPG and PNG are the supported file types for images. 

What are the dimensions for photos? 
HOA landing page banners will be resized to 1038 pixels wide by 360 pixels tall.  
HOA banners for other pages will be resized to 1038 pixels wide by 270 pixels tall.  
HOA logos will be resized to 200 pixels wide by 200 pixels tall. 
Profile images will be resized to 225 pixels wide by 225 pixels tall. 
 
We recommend cropping or resizing your images prior to upload to ensure they look exactly 
the way you’d like. 

I just replaced a photo (e.g., profile picture, HOA logo, banner image, etc.) but the old 
image is still there. What’s up with that? 

This is an issue caused by web browser cache settings. Not to worry! Just refresh your 
browser to see the new photo.  

How to I create a photo gallery? 
To create a gallery, click on Photo Galleries on the Management Menu 

 Click on +Add New Gallery at the top of the Galleries page 

 Give the Gallery a Name and short description. 

 To edit the Gallery, click on Upload Photos. 
o Be sure to decide if you want to allow uploads for everyone—meaning every 

resident can upload to that gallery—and make your selection in the YES/NO 
dropdown.  

o Then, use the interface below to upload your photos. 

Amenities and Reservations 

How do I set up an amenity? 
 To set up an amenity, first select Reservations Management from your Dashboard. You 

can also scroll down to the Reservations Icon and click on Amenities. 
 

 You are now at the Reservations Management Page. This is your control center for 
creating and modifying amenities and for managing reservations for these amenities.  

 

 Click on Add Amenity. 
 

 Give the amenity a name.  
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 Provide a brief description of the amenity. You can use the description box below to add 
more detail. 

 

 The Status dropdown is very important. By default it is set to automatically approve 
reservations. If you hide the amenity, the amenity will not be deleted, but it will not be 
visible to homeowners. This is a good option if you have a new amenity that you aren’t 
quite ready to share yet. 
 

 Setting the amenity as unavailable will not hide the amenity, but it will not allow any 
reservations to be made for it. This is an easy way to essentially turn off an amenity when it 
is out of season, such as the pool in the winter time, or for when an amenity will closed for 
a period of time due to renovations. 
 

 Automatic approvals do not require admin approval prior to being added to the calendar. 
The resident receives a confirmation of their reservation when they create it. 
 

 You can require manual approval of reservations if you want to review each request before 
it is approved.  
 

 The email notifications refer to which administrator, if any, are receiving email notifications 
about new or pending reservations. It is not recommended to turn off notifications if you are 
manually approving reservations. You can select notifications to be sent to a community 
manager, and HOA admin or both. If you are allowing automatic reservations and are not 
concerned with who is creating reservations, you can turn off email notifications. A 
notification email is always sent to the resident when the reservation is approved or 
rejected. 
 

 If you want to ask for a reservation description text, be sure to check the Reservation 
Description box.  
 

 Next, set the amenity calendar. 
 

 Using the reservations slots setting, you can limit how long each reservation can last.  
 

 The limit daily reservations option lets you choose how many slots a resident can reserve in 
a day. Then set a minimum and maximum number of days until the reservation.  
 

 Click submit. 
 

 Now you are at the reservations management center. Using the Management dropdown 
menu, you can select to either: edit your amenity, upload an amenity photo, manage 
reservations for the amenity or completely delete the amenity.  
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Pages and Resources 
 

How do I edit the landing page text? 
To edit landing page text, select Community Site from the Management Menu. To change the 
public landing page text, click Home Page (public). Enter your desired content and click 
Update. 

How do I edit the public contact information? 
To edit public contact information, select Community Site from the Admin menu. To change the 
public contact information, click Contact Info (public). Enter your desired content and click 
Update. 

The HOA wants additional pages for the website. Is that possible? 
Sure is! You can add additional public or secure pages by going to Community Site under the 
Admin Menu and clicking on Add a New Community Page. Enter the page title, select the 
privacy setting for this page, then enter your desired content, upload an image if desired and 
click Update. The new page will appear in the Community Pages dropdown menu. 

Can I have different contact information or About content on the secure side of the site 
than I have on the public landing page? 

Yes! To edit secure contact information, select Community Site from the Admin menu. To 
change the secure contact information or About content, click Add next to the section you wish 
to change. Enter your desired content and click Update. 

What is a Resource Group and how do I create one? 
Think of Resource Groups as folders that you can use to organize association documents. A 
good example of Resource Groups is meeting minutes. You may have minutes from several 
meetings that you need to have on your Nabr Network site, but uploading them all to the 
documents section might look too cluttered. If you want your residents to have easy access to 
meeting minutes, you can create a Resource Group and upload all meeting minutes to that 
Resource Group. This new Resource Group will appear as a menu option under the 
Resources dropdown menu. 
 
To create a Resource Group, click on Resources in your Management Menu and click the Add 
New Resource Group button. Give the Resource Group a Title (e.g., Meeting Minutes). Select 
if you would like this to be secure or public information and click save. To add files to these 
new Resource Group; click Files to the right side of the Resource Group name, in the Edit 
Resources screen.  

Who do I talk to if I still have questions? 
Us! At Nabr Network, we’re working for you. Email us at support@nabrnetwork.com, or fill out a 
support ticket. We’re always happy to help out a neighbor! 
 

mailto:support@nabrnetwork.com
https://nabrnetwork.com/contact.php
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