
Working with 
Directories



Directory Control Panel

• Set defaults for Business 
Directory
• Share icon
• Location Filter
• Area Map Button
• Contact Business Button

• Require staff approval before 
delivery

• Status Filter
• Which members are listed in 

directory? 
• Search Result Sort Order

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
• Add QuickLinks

• Customizable for your 
organization

• Add images
• QuickLinks with images 

• Top Level Category 
associated with a QuickLink

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

• Categories 
• 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

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 
directory listing 

• Updated in MIC 
• Appropriate permissions 

required

• Profile Summary
• Describes overall profile 

completion
• Displays incomplete areas

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

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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