Update Company Information via the MIC For Your Members

1. After logging in to the Member Information Center (MIC), select either Account Settings or Company on
the left-hand menu.
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2. The Profile Summary indicates what areas of your Company Profile have been completed as well as areas
that need updating.

Logged in as Mary West
Diephouse Realty

Account Settings v

A a ()] ] o]

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

Personal
member page - ensuring that your profile is complete will result in better visibility for fellow members and customers!

» Profile Summary

PRI S ] Overall Profile Completion: 94%

- Employees.
t=B=t koMt Organization Information Website Information
> Categories
100% Complete [ b view ] 90% Complete [ b update |

+ Additional Information

©erimary Phone @ At Least One Social Network
- Logos Gemail ©pescription

G yebsite G Resuits Summary
> Photos G physical Address B Hours Of Operation

Mailing Address Driving Directions
7 en @ 4t Least One Category @ xqditional Bulleted Description
- Map Pin Information Oeyworas
. Membership Badge MapPin Information Photos & Logos

Billing = 100% Complete [ view ] 100% Complete [» view ]
O iap Link OLoge
Senotos

©search Logo

© Copyright 2023. All rights reserved. MIC 4.0 - Kalamazoo Area Chamber




3. Inthe Organization Information section, update your contact information and additional information,
such as your Billing Contact.
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4. Inthe Employees section, if you're the Primary Rep, you can update and manage your employees. Clicking
an employee's name allows you to edit their information, including their groups and their display
preferences.
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5. Clicking an employee's name allows you to edit their information, including their photo, groups, and display
preferences for the MIC and your organization's public website.
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6.

In the Website Information section, update your directory information. If your website listing is the same
as your company information, you can select the Use Organization Information box allowing your
Organization Information to be used in the directory. If your listing is different, uncheck the box and make
the desired edits.
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7. Inthe Categories section, update your business categories if your organization has given you permission to
do so.
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8. Inthe Additional Information section, if you've been given permission to do so, you may update responses
to the displayed questions from your organization.
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9. The Logo, Photos, Video, and Map Pin Information sections are for Enhanced Directory Listings. If
applicable, update your information accordingly.



