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MIC Initial Setup

« This Member Login area may be customized by you using
menu selections in the Setup module. You can change your
welcome message, change the menu options available, and
the modules available.

« KB: Member Login In Area — Options & Settings

Management: Member Login Area Options & Settings

Settings Permissions Messages Menu ltems MIC Help

Member Information Center

Email Addresses
select the level of exposure you will allow between members of thelr emaill addresses. Determine how/If member emall addresses should be displayed within the Member
Information Center (MIC). Note: Does not apply to deals and jobs postings

-
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1 Members Representatives

g Display Options Display Options

o * Dizplay email addresses using a link # Display email addressas using a link

8 Hide emnail addresses: Contact using a8 form Hide email addrezzes: Contact using a form
Hide email addresses: No emailing available Hide email addresses: No emailing available
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https://helpdesk.chambermaster.com/kb/article/619-member-information-center-setup/

MIC Rep Credentials &
Permissions

« Permission assignments Manage Permission Sets

allow you 1o limit the pumar 163
Billing 1

access the reps will have i e
to the Member Prspec -

GV Marketing Set 1 X

Information Center (MIC).

Several Permission Sets are
predefined. YOU COn edi-l- Allow Login To MIC Advertising
'I'h ese 'I'O SUi'I' your needs Or Allow Event Registrations Read/Wri v | Hot Deals

Permission Set Name: Primary

R R Find Members Read/Wri ~ | Job Postings
G d d n eW p e rm ISS I O n S e TS Disabled | Find Members Read/Wri v | Events
Member Info Read/Wri ~ | News Releases

Read/Wri ~ | View/Pay Own Bills Reports
Banner Ad

L]
+ KB: Set Rep Log-
° e e D O q I n Read/Wri View/Pay All Bills Enabled ~ !
. . - . o Impressions
P e rm I S S I O n S Read'Wn v | Businessin Enabled v~ | Member Page Views

Disabled v~ | Bus. Categories )
Enabled ~ | Hot Deal Views

Read/Wri v | Employees/Reps
Read/Wri v | Individual Profile

Read\Vri s | 1 anin/P

Enabled ~ | Job Views

Enabled v | Profile
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https://helpdesk.chambermaster.com/kb/article/507-mic-rep-permission-sets/
https://helpdesk.chambermaster.com/kb/article/507-mic-rep-permission-sets/

MIC Rep Credentials &
Permissions

* An important step in adding representatives to a member is
providing them with credentials to the MIC

« WIKI: Login Credentials for Rep

° Login Permissions for Betty Jones

Login Credentials: How come | can't see the password? Watch overview video or view slides

@ (ID #1425) Betty Jones can create his/her own personal login and password.
Create their login right now or send them an invitation that lets them create their own.

MNote: You will be able to edit the email before it is sent. You can also send a mass invite to all or
selected reps using the "Create Login Account Invitation” email template.

Permissiones: Inherited Permission
Set: Primary Change Set | View and Manage Permissions
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http://supportwiki.chambermaster.com/Member_Management#Add_Login_Credentials_to_New_Rep

Manage Credentials

« At fimes your members may forget their username or
password. The username is visible on the Reps tab, how ever,
for security purposes, you will not be able o vie the
Password. If the rep has forgotten their password, you will be
able to reset it.

« KB: Manage Rep Login Credentials

° Login Permissions for Carrol Pearson

Login Credentials:  Login Name: cpearson M
i Password Information
change/send password
delete login account

Permissions:

bermaster
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Set: Primary Change Set | View and Manage Permissions
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https://helpdesk.chambermaster.com/kb/article/502-manage-rep-login-credentials/

Manage Credentials

 When arep is inactivated, the login account will be
automatically inactivated. If the rep is reactivated, the login
account will automatically be reactivated.

« KB: Manage Rep Login Credentials

° Login Permissions for Carrol Pearson

Login Credentials: This representative is inactive and won't be able to login.

O Login Name: cpearson M
Password Information

change/send password
delete login account

Permissions: Inherited Permission
i ] SOy Lo Change Set | View and Manage Permissions
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https://helpdesk.chambermaster.com/kb/article/502-manage-rep-login-credentials/

Verity that Reps have Logins

« The Custom Representative Report can be used to verify that
all reps have login credentials

« KB: Custom Representative Report

° Login Permissions for Betty Jones

Login Credentials: How come | can't see the password? Watch overview video or view slides

© (ID #1425) Betty Jones can create his/her own personal login and password.
Create their login right now or send them an invitation that lets them create their own.

Mote: You will be able to edit the email before it is sent. You can also send a mass invite to all or
selected reps using the "Create Login Account Invitation” email template.

Perrnissiones: Inherited Permission
Set: Primary Change Set | View and Manage Permissions
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https://helpdesk.chambermaster.com/kb/article/667-custom-representative-report/

Verity that Reps have Logins
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 Once you have identified
those reps who do not have
login, create a group, then
you will be able to send a
mass email with instructions
on creafing logins using the
Create Login Account
template

« KB: Send Group Email

Group Roster: March No Login

Add Group Members
+ add representatives by type/status

+ add representatives by member

+ add representatives by category

+ add representatives from other groups

+ add individual representatives

+ add specific reps by member name

Filters
[ show disabled group members.

Print List Print PDF Download List Contact Members Add/Edit Roster Custom Fields

Display 25 ~ |results per page.

Group Membership Roster: March No Login

+ Contact Company Name Group Role Notes

i Jason Jones Jasons Plumbing email: jjones@mailinator.com

i Kim Qver (inactive) Overholser's Lodge email: kover@mailinator.com

i Nancy Landgraf Pelican Place Marina email: Nancy@mailinator.com

email: deannab@mailinator.com
phone: (952) 940-1234

i DeAnna Buchmann (inactive) | Upcycled Art Furniture Studio

0O 00ooo



https://helpdesk.chambermaster.com/kb/article/815-send-group-email/

Training for your Members

« How To Pay Bills Online

« How To Post a Hot Dedl
« How To Add a Job Posting
« How to Add a News Release

« How To Update Your Personal Profile

« How To Update Your Company Profile

« How To Update Your Staff
« How To Store your Credit Card in the MIC
« How To Manage and Use Events
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https://www.screencast.com/t/g0wsmUe4Yw
https://www.screencast.com/t/tX5Zx2PvY
https://www.screencast.com/t/IxK5arWC5dg
https://www.screencast.com/t/J3ZPEuQfyf
http://www.screencast.com/t/dOTxxuEu6MPL
http://www.screencast.com/t/8HHFR9un8
https://www.screencast.com/t/R2MCsZIvhoa
http://www.screencast.com/t/ktephydNJoT
https://www.screencast.com/t/5bxBr7pL
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