
Comelit MySites Guide
For Building Managers



Introduction

MySites is a web-based platform that allows installers and building managers to manage their 

site’s users. 

Requirements:

• Comelit Account (free to create at MyComelit.com)

• Only Comelit accounts with user type Installer and Building Administrator are permitted to 

use this site

• MySites set up by Installer or responsible party and shared to accessing user.

https://pro.comelitgroup.com/en-us
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Creating a Comelit Account*

• Navigate to Pro.Comelitgroup.com

• Create a Comelit Pro account 

(if not already created). Make   

sure user type is “Building Administrator”

• Activate your account by following the link sent to 

your email address.

• Please note: Some email servers block email 

activations. Contact your IT if the activation email 

does not reach your inbox.

https://pro.comelitgroup.com/en-us


Login to MySites1

• Navigate to MySites.Comelitgroup.Com and Sign in



Finding the Unit List2

• Click on “Sites” to find the site you wish  the edit users on.

• Click on the Apartment icon to view all units at your property.



Searching for Units3

• Find the unit you wish to edit using the Search bar based on the unit number.

• The unit number is listed either by the “VIP address” or “Description” columns.



Accessing a Unit4

• Click on a Unit to enter the unit configuration.

• You can change how the unit appears on the callbox by editing the Description (only possible 

with Installer access)

• For example, the below shows the info for unit 623.



Adding/Deleting Users (Apps)5

• Select “Add New Device” and populate the tenant’s name under External Unit Directory, Email Address, and device 

type (set to App).

• If your system has the capability of making phone calls, you can also enable the backup phone call option.

This will give the possibility of the intercom to call the phone number if the app is not available.



Adding/Deleting Users (Apps)5

• You can see the users for the unit under Tenant Device List

• To delete, click on the three dots on the right-hand side and select “Delete”.

Note this deletes all user information but keeps the line available for future tenants



Adding/Deleting Users (Apps)5

• Once a User’s email is added, you can 

send them an invitation email.

• There are two ways to do this:

1. Individually: click on the user 

device to send an individual 

email invitation to.

2. Mass Invite: Go back to 

Apartment list and select “Invite 

all New Users”



Adding/Deleting Users (Apps)5

• Once an invitation email is received, the tenant can now download the Comelit app, create an account with

the same email that was inputted, and connect to the system!



Site Diagnostics

• At the Site page, you can see the number of Apartments, number of User Apps, and status of your Comelit

system.
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Sharing a Site (for other admins)7

• To share a site to another admin to manage the system, first ensure they have created a Comelit account 

following the prerequisite step * BEFORE sharing the site.

• Go to your Site and Scroll to Users

• Enter the admin’s email they are using for their Comelit account and give them a role (Building Admin).



MyComelit App8

• You can also access MySites remotely by using the MyComelit

app! 

• To start, download the MyComelit app from your app store and 

sign into your MySites account.

• Select Site Management to view your Mysites from your phone!



MyComelit App8

• Managing your tenants from the MyComelit app will follow the 

same steps as above, just mobile!

2, 3!1,



Thank you!

Contact Us

626.930.0388

tech@comelitusa.com

MySites Youtube Setup

https://youtu.be/typGGpn8vk4?si=9tIOYR6Sl4nIEOnB
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