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Login as Condominium Web Administer 

Figure 1 

 
1. Navigate to (contact Axia for your sign-in page) 

Note: do not ǘȅǇŜ ǘƘŜ ΨǿǿǿΦΩ ǇǊŜŦƛȄ 
2. Enter your Admin assigned User ID and Password; 
3. Select User Type Board of Director; 
4. Click the Login button; 

 

Dashboard 
Figure 2 

 
The dashboard contains three sections: 

 News; 

 Documents; 

 FAQ (Frequently Asked Questions). 
  



ADMIN USER GUIDE  
Reference for Directors  

 

Axia Property Management Inc. | www.axiamanagement.com 
 

4 

Add Documents 
Figure 3 

 
1. Select Document >Add New Document; 

 
Figure 4 

 
2. Under the Document Info tab, choose a category, and then enter a Subject and Details; 

(Note: The subject is the heading that the residents will view in the document list, while the 
details provide additional information about document.) 

3. Do not click the Save button. You must first complete the Property Info and Upload 
Document; 
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Figure 5 

 
4. Put a check mark beside Property box; 

 
Figure 6 

 
5. Click the Select button and browse for file to upload; 

 (Tip: Documents should be in PDF format. See Tip sections) 
6. Return to the Document Info tab (Figure 4) and click Save.  
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Edit Document 
Figure 7 

 
1. Navigate to Document > Manage Documents (Figure 3); 
2. Select Property from drop down and click the Search button; 

 
Figure 8 

 
3. Click Edit beside the document reference and the document page will follow (figure 4). 

 
Note on File Sizes ς See tips below about files size. 
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Add News 
Figure 9 

 
1. Select News > Axia Management > Add New News; 

 
Figure 10 

 
2. Type in your news Heading and Details; 
3. Navigate to the Property Info tab; 
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Figure 11 

 
4. Check mark the Property box; 
5. Return to News Info tab (figure 10); 
6. Click the Save button. 

Manage News 
 

1. Select News > Axia Management > Manage News; 
2. Select Property from drop down and click the Search button (Figure 7); 

 
Figure 12 

 
3. Clicking Edit beside the document will show the News screen (Figure 10). 
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!ÄÄ &!1ȭÓ ɉ&ÒÅÑÕÅÎÔÌÙ !ÓËÅÄ 1ÕÅÓÔÉÏÎÓɊ 
Figure 13 

 
1. Select FAQ > Add New FAQ; 

 
Figure 14 

 
2. Select a Category type; 
3. Type the Question in the Subject box and the Answer in the Details box; 
4. Navigate to the Property Info tab 
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Figure 15 

 
5. Put a check mark in the Property box; 
6. Return to the FAQ Info tab (Figure14) and click Save. 

 
 

%ÄÉÔ &!1ȭÓ ɉ&ÒÅÑÕÅÎÔÌÙ !ÓËÅÄ 1ÕÅÓÔÉÏÎÓɊ 
 

1. Select FAQ > Manage FAQ  (Figure 14) 
2. Select Property from drop down and click the Search button (Figure 7); 

 
Figure 16 

 
3. Selecting Edit will return FAQ page (Figure 14); 
4. Follow same procedure as Add. 
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Tips 
 

PDF Your Documents 
Convert documents to the PDF format to allow all users access to the document regardless of the 
hardware (PC or MAC) or software (i.e. Word, Wordperfect).   The most recent edition of MS Office 
has a PDF writer built-in. If you do not have a PDF writer there are free utilities for download such as 
www.cutepdf.com. 
 
- Important - 
The maximum unloadable document size is 2000kb (2mb).  

Using a source file to create a document ɀ Preferred Method 
- A PDF created from MS word may only be 100kb per page.  
- If the document has photos, consider checking the software settings to minimize the PDF file 

size.  i.e. Word has a check-box to minimize size.  
- aƻǎǘ t5C ǇǊƛƴǘ ŘǊƛǾŜǊǎ ŀƭƭƻǿ ǘƘŜ ŘƻǿƴƎǊŀŘƛƴƎ ƻŦ ǘƘŜ ǇƘƻǘƻΩǎ ƛƴŎƭǳŘŜŘ ƛƴ ǘƘŜ ŘƻŎǳƳŜƴǘΦ 
-  

{This document was created on MS Word 2007 and saved as a PDF. It contains 12 pages of text and 
graphics, and is less than 1000kb} 

Using a Scanner to create a PDF document 
- A scanned document saved as a PDF can range in size from 500kb to 1000kb per page!  
- If possible save the original document file as a PDF. (see above) 
- If you must use a scanner, try to keep the document to two or three pages.  
- Check the software settings for the scanner. Use a lower resolution and grey-scale (rather 

than colour) to minimize the file size. 

Change Admin Password 
Change your administrative account information and password by logging on as a User at 
www.axiamanagement.com.  Do not choose and address when logged in as a Director; your 
admin account should be kept separate from your Owner (unit) account. 

Figure 17 
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Entering Links 
You can enter hyperlinks in the Details box in the FAQ or News items.  This may be used to 
reference a page on other web site.  
Example: 

Figure 18 

 
1. Click the <> to toggle to the HTML editor; 
2. ¢ȅǇŜ ƛƴ ǘƘŜ ƭƛƴƪ ғŀ ƘǊŜŦҐέƘǘǘǇΥκκǿǿǿΦŀŎƳƻΦƻǊƎκέҔ   !/ah  ғκŀҔ 

Note: The first part is the link address i.e.  http://www.acmo.org 
The second part is the screen display ACMO 

 


