Working with
Directories




Directory Control Panel

» Set defaults for Business

Directory
e Share icon
* |_ocation Filter

* Area Map Button

« Contact Business Button
» Require staff approval before

delivery

o Status Filter

 \Which members are listed in

directory?

e Search Result Sort Order
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https://helpdesk.chambermaster.com/kb/article/1227-view-update-business-directory-settings/
https://helpdesk.chambermaster.com/kb/article/1298-assign-locations-to-your-members/

Directory QuickLinks

* QuickLinks

* Main categories within directory

* Prepopulated with industry
standard links

o Add QuickLinks

» Customizable for your
organization

« Add images
» QuickLinks with images

* Top Level Category
associated with a QuickLink

MEMBER DIRECTORY SEARCH

All Categories..

Arts & Culture (1) Clothing (1)

$ All Locations... % m
R|S|F|U |V |IW|X|Y|Z All
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https://helpdesk.chambermaster.com/kb/article/616-directory-overview/
https://helpdesk.chambermaster.com/kb/article/3841-add-quicklinks/
https://helpdesk.chambermaster.com/kb/article/1454-add-images-to-directory-quicklinks/

Directory Categories

» Cateqgories

« Group members by business

type

* Indicates where members will
be displayed within online

directory

* Top Level Category

« Specific

* Personalized for your
organization

« Common categories and

QuickLInks

Arts & Culture

Beauty & Wellness

Join Today!

About~ Clothing

a Dry Cleaners, Fashion
Board of Directors )

Contact Us Construction

Request for Proposal (RFP)
Home

Business Directory Carpeting & Flooring, Cleaning Services

Hardware, More
Events
Lodging & Travel

Members ~ Bed & Breakfast, Travel Agent

Beauty Salons, Juices/Smoothies

MEMBER DIRECTORY

0-9 A|IB|C|D|E|F|G|H|I|J|K

Art Galleries , Artists, Arts & Crafts

Spas, Yoga

Architectural Design & Building, Contractors

Furniture,

All Categories # = All Locations.. #

LIM/NOPIQ|IRIS TIU|V|WX|Y|Z All

Automotive & Marine

Car Dealership, Marine Charters, Sales & Service

Business & Professional Services

Advertising/Promotions, Personal Services, Public Relations,
Security Services, More.

Community
Communi ity Organiza tions, Museums, Touris m

Entertainment

Movie Theaters
Just For Kids

Childcare

Manufacturing, Production & Wholesale

Agriculture, Manufacturing & Production
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https://helpdesk.chambermaster.com/kb/article/1292-manage-member-categories/
https://hf-files-oregon.s3.amazonaws.com/hdpgrowthzonesupport_kb_attachments/2021/01-12/6a0550be-3213-4b4c-81d6-9706ef3010dc/Example_Category_and_Quicklink.pdf
https://hf-files-oregon.s3.amazonaws.com/hdpgrowthzonesupport_kb_attachments/2021/01-12/6a0550be-3213-4b4c-81d6-9706ef3010dc/Example_Category_and_Quicklink.pdf

Member Directory Listing

« Members control their
irectory listing
» Updated in MIC
* Appropriate permissions
required
* Profile Summary

» Describes overall profile
completion

 Displays iIncomplete areas

Personal

Profile Summary

TR TSt _

> Qrganization

> Employees

Website Information

» Categories

> Additional Information

+ Logos

> Pholos

> Video

Map Pin Information

> Membership Badge

Billing

Logged in as Mary West
Diephouse Realty

Account Settings v

) m 2] w ()] ] 0]

Home Directory Events Resources Reports News Settings

As a member of the Kalamazoo Area Chamber you have the opportunity to market your organization to consumers by enhancing your
member page - ensuring that your profile is complete will result in better visibility for fellow members and customers!

Overall Profile Completion: 94%

Organization Information Website Information
100% Complete [ » view | 90% Complete [ » update ]
©primary Phone © 4t Least One Social Network
Gemai © pescription
°Web5ile (] Resulis Summary
Physical Address Apyours Of Operafion
Mailing Address Driving Directions
© 4t Least One Category © additional Bulleted Description
(] Keywords
MapPin Information Photos & Logos
100% Complete [ » view | 100% Complete [» view |
© Map Link OLogo
©Grnotos

°Search Logo

© Copyrigh! 2023. All rights reserved. MIC 4.0 - Kalamazoo Area Chamber
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http://minnewaukan.smartcms.site/list/member/diephouse-realty-62
https://helpdesk.chambermaster.com/kb/article/3789-update-company-information-via-the-mic-for-your-members/
https://helpdesk.chambermaster.com/kb/article/1489-manage-rep-login-permissions/

Update Your Listing Template

* Predefined email template
* Reminds members to update

listing

» Our Records vs. Public Listing
* Allows for quick review of info

* Template includes link to MIC

* Including password reset link!
« Database fields personalize

each email

Dear A Place for Dogs,

Changes happen. Have you updated your member information recently? You should be
updating the Member Information Center at least every 3 months.

Your membership provides excellent opportunities for your organization to attract new
customers and share information with our community, the region and even
internationally. Don't frustrate your customers - make sure everyone has access to

complete, up-to-date information!

Important: Completing your profile is critical to gaining increased visibility

and exposure!

Take a few moments to review your information below and then access the online
Member Information Center to make changes.

Our Records:
Company Name:

Primary Phone:

Physical Address:

Mailing Address:

Billing Contact:

Billing Address:

All Representatives:

A Place for Dogs

(218) 546-5413

21748 S Raider Court
Winona, MN 55987

21748 S Raider Court
Winona, MN 55987

Kase Brady

Kase Brady
34 Main Street
Nisswa, MN 56468

Eric Allan

Louis Armstrong
Ben Bowman
Krystal Bowman
Kase Brady
Chad Bring
Jack Jones
Mark Kilton
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https://helpdesk.chambermaster.com/kb/article/533-send-email-to-members-to-update-contact-information/
https://helpdesk.chambermaster.com/kb/article/734-personalize-communication-with-database-fields/

Questions?
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