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G ETTI N G Your Member Dashboard is your portal where you can update your company and employee
information, search for other Chamber members and businesses, register easily for events,

STA RTE D and most importantly, build your online presence. Let’s get started!

1 Logging In

Go to westerndupagechamber.com Western DuPage Chamber

# Member Login | 0 Contact Us

and click on Member Login to .
Login

f O Usomeirie:

Password:

begin

2 Enter Login Info

Forgoet your username/password?
Your username is created using Na login created? Sign up now

your work email. If you don’t | Submit
know your username and/or

password, click the Forgot your

username/password? link below

the fields. You will be asked your

email and a reset link will be sent Western DuPage

]
o I W
e

Chambay of Commerce

Logged inas |

3 The Dashboard

Once you’re logged in, you will be

frersanal Information i
brought to the member dashboard. *

Company Information
You can search for businesses or ot s S s s T
representatives using the search Meriber To Mamber ezl Economic Forecast with Eric
field at the top of the page, begin News Relzases R i s
editing your information, register lob Postngs s s e s e iy

b abie 1o edit your nformation by o

for events, or post an update to

5 regarding T she pesse

the message board

' Your Company Profila is 85%
e e il e —
UPDATE

Refer a Business for Membership

Trouble Logging In

If you enter your information and you receive a message that your email is not
recognized, we either a) don’t have you listed as a representative for your company
or b) your login hasn’t been set up. You can set-up your own login by clicking No
Login Created? If you still have trouble logging in, email us at
team@westerndupagechamber.com or call 630.231.3003.
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YO U R Updating your profile information is very easy and beneficial! To ensure that you are
receiving the kind of communications that you want and that other members (and those that
P RO F I L E search our website) can find you, be sure to keep your profile up-to-date. Here’s how.

Updating Your Profile

P formation
W

To edit your information, click Welcome Message Read Laies

- Company Information
Personal Information on the left =k

Chamberiaster is your direct connection to the Western DuPage Chamber of Commerce. 45 &
hand tab under Shortcuts. Hot Deals member of the South Shore Chambsr of Commerce you have the opportunity to market your
busiress to consumers visiing http://westerndupagechamber.com/ by enhanzing your
Here you can: Mamber To Member Deals informational home page with pi:turss end fext. You can aso post hotdesls. ipb cpenings and
svents edd keywords to help consumers fnd you when they nm searches, &nd run reports to
o . News Releases see hit siatistics for your home pags snd other adverticed ftems .
«  Check your profile info to
ensure that it is correct Job Postings Whether at work, at home, or traveing, anywhere that you have ascess to the internet you will
be able to edit your nfoimation by logging Into e ChamberMaster websits. ITyou have any
queSHonNs TEJRNtNg this Site pIESE CONAC! Your South Shore Ghember of Commercs

«  Change your username and

password (if you wish)

+  Upload your headshot

= Groupsiinterests
i unt Settings
«  Add your social network

information (NOTE that this

= ‘Bocial Networks
Personal
is YOUR personal social info.

= Display Preferences

If you don’t want it public, + Profile
leave this section blank) ¢ Linked Accounts
» Username [ Password
Company =
»Photo
Billing =

Display Preferences

[
In this section, you can choose m P R

what information is made public =P, Mg Drefureniss
to our memberShip and to those TR Selectwhicn fiems should display far he punlic and which fems should display b oer members.

that visit our website. The Public  Members

b L Allow my infomation to be displayea (displays First and Lastnama)

default is to display relevant

Full Name |prefte, middle, sufix)
+ Sockal Natworks

information. However if you do @ 8 e
. . + Display Praferences L2 Email 4ut ress
not want some information on E Wark Fhone
il i : g Call Prans
our website, this is where you 8 Faxmmbe

Campany
Social Networks

would change that preference.

Hilling [ B Address Informanan

| Cisar Changss

Updating your company’s information

In order to update an organization’s profile, you must be designated as the primary
representative. If sections are grayed out and you are not able to make changes and you
should be authorized to do so, let us know.
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COMPANY
PROFILE

Company Overview

REMEMBER you must be the
primary representative to make
changes to the company profile.

In this section, you can:

+  Check company info to
ensure that it is correct

+  Update all employee
information

+  Add or remove employees

«  Confirm that your website
listing is up-to-date

«  Utilize the Enhancement
options for a more dynamic
listing on our website which
includes adding your logos,
photos, video, and more, Ask
how to take advantage of this
feature.

Profile Summary

Wondering what information
hasn’t been completed yet? Go to
your Profile Summary and quickly
see what information you need to
add.

Making sure your company’s information is correct is extremely important.

The more information you provide and the more current that information is the better this

will help others to find you through SEQ (search engine optimization). Time to get noticed.

Account Settings

Personal
Profile Summary
Croanization Information
Employees
Website Information
Categories
Logos
Photos
Videos
Map Pin Information

Membership Badge

Billing

Employees (6)

12 Rep Name Tie Primary
i Gary Bubn No
=l mike kraynak Billing Mo
1 Susan Nevins Na
I Brendan C. Recupero No
[ David Robinsor Allormnsay Tes
[l 5usan Tenaglia Asst to Aty Robinson No
Deaciivate Selected Reps Add Employee/Rep

| want to add additional categories

- _________________________________________________________&

Profile

Ag a member of tha Western DuPage Chamber of Commerce you have the oppariunity o market your crganizaton
£NNANLING your member page - ensuring thatyour proflie 1S compliets will Tesuitin bemer vsHH It for teliow mer

Owerall Profile Complation: 85%

Organization Information

100% Complete [k vew |

a Primary Phong
@emal

€ viensie

L] Physical Addiess

G \ailing Address

G At | east One Category

MapPin Information

0% Complate [k update |

Bgintof Interest Category
A pgintof Intares: Sub-Category
B iap Link

Website Information

0% Complets [k updats |

@t sastOne Social Network
elges-fnptr-n

©resuts summary

©curs o Cperation

ADr-\.-:rg Directions

© . dditional Bulleted Desenption
QK@-,WJ'G;

Photos & Logos

100% Completa [ viaw ]

°L.:\ga
Ochoes
©search Logo

Emaill

We recommend picking the best primary category that fits your business and using our

keywords section for the best search options. If you would still like to add additional

categories, please contact the Chamber at 630.231.3003.
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UPDATING
EMPLOYEES

Updating Roster

Select Employees on the
company drop-down menu.

You will see a listing of your
employees. Remember: To edit
any profile information, you must
be the primary representative.

To make edits, click on the
representatives name (each
name is an active link). When
clicked, their information will
appear and can be edited.
Changes will take immediate
effect.

To deactivate a rep, click on the
box next to the person’s name
and select Deactive Selected
Reps.

To add an employee, click Add
Employee/Rep and complete the
contact information. At the
bottom of the page, you will see
Login Access which should be set-
up in order to access the
Dashboard.

We understand changes happen at an organization. We want to be sure that the right people
are getting Chamber information and those that have moved on from your company are not
on the email list. Updating your roster online is very easy.

Employees (&)

L) Rep Name Title Primary
¥ Gary Bubb No
L Mike Kraynak Billing No
Il Susan Nevins No
") Brendan C. Recupero MNo
(2 David Robinson Attorney Yes
[} susan Tenaglia Asst to Atty. Robinson No
Deactivate Selected Reps . Add Employee/Rep

e _

Personal = Save Changes Cheat Changes Emiployee!Rep List

+ Profile Summary
L Profile = Photo

Organization Information

Edit Employee Profile

* Employses

Add Employee/Representative
Contact Information

Membar

Grasting:

First Mama. Jon Tite:

Middle Mame: Contact Preference.

Email

Last Name: FPhone Preference.

Work Phone

Login Access

1) Email an inwitation 1o this employveefraprasentative, allowing themto create a username anc password for access o this site
(requires a valla emall addresa 1o be enierad)

Save EmployeciRep Cancel

Preferences for representatives

You can have as many representatives for your company added to your profile as you
would like. However, you may not want all of them to appear on your directory listing on
the website. You are able to determine what information is shared in the Preferences.
There are two options: Public and Members. You can determine what information is
shared on the Chamber website and what is shared inside the Dashboard.
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YO U R IIM I N I n We want you to use your Chamber web listing as an extension of your own website. The
more information you provide with keywords, descriptions, and logos, the better your SEO.

VV E B S ITE This enhanced listing is complimentary with your Chamber membership! Tell people what
you do.

: e mormatan ]
The Basics o

Earve Changes Clear Changes

. Web Page Content
Under the Company section, you - '
Use Crganization Information &b I+ Preview Web Page |

will see all the tools you will need

Company Name

Humanse e

to build your “mini” website!

Toll-Fres Phona

Check that your organization’s
information is correct - including

Addrass Ling 2

the categories you want to be

listed under. [ e
Web Page Content ~ [ —

To get the most from your

CHickey @humansc sle.com

website listing, as well as outside Social Network Services
SEO be SUre to. Social Network Services with a check-mark will be dieplayed on your public member page.
’ L Linkedin Facabook
Add your company’s social e
network feeds. You must check Twiter
[k e IR
off the box next to each network i v
for it to be displayed on the ‘Wweb Description / Text Content

website.

Humansscels i th
ning 3oivticna

rgonom products for the workpiace. Gur ownre-

Add an “About Us” long
description to let people know

enduring
of the
EB credits

what your company is about.

Highlights are a great
opportunity to show visitors what

Contnct for ahow

you offer. They don’t have to link

to a website - it could be a P iR tas S0 sl M RiminD

document (like a menu or price iohiights

|ist)_ :LI.M.E‘.I:.‘»:HN:I i Hm““lul‘lurn”  your AUEIS drecony Dege; 120 Charatsns mars Bach bulat taxt Enter n optonsl
Keywords are very important to e P ————
reaching visitors to the Chamber L

website, as well as outside Bir Sand Wik Stethen ] ittt et o
searches. There is no limit to the S Sullet Uit

number of keywords that can be oo Sz T SO g ey
added, however, you should not Buliet Text

Ofices Prodgucis
duplicate words (i.e.: financial

Buliat Text

planner, financial advisor should

Ergencimi: Sonedd

be financial, planner, advisor). e
We also recommend adding

Ertar unlimitad keywaords win A Spasa balwean Gacn Wword; common search b hatwould e Lsed to ind your istng

Ergoenoimie s, StvStand Deak, Ofie & Produets, Ergencme Consuting, Ergenamis Tool

= Fumniuem

representative names in order to
be found quickly through the

Gave Changes Clear Changes

website.
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ENHANCING

YOUR LISTING

Multimedia

Enhanced feature allows
members to include a video and
your logo into the online business
directory, and also provides
preferred search engine results in
addition to other highlights. This
feature is ONLY $149 a year!

LOGOS: You can add a Header,
Logo, and Search Logo. We
provide the correct dimensions
for each of these and encourage
following the guidelines.

PHOTOS: You can have as many
photos as you would like. We
strongly recommend that you
edit photos to be 200x200.

VIDEO: You can share a video
that has been previously
uploaded to YOUTUBE. Only one
video can be featured at a time
but can be updated as often as
you would like.

To the right are completed
member profiles. The firstis an
overall view of a profile with the
header, logo, and photos. The
second is the Highlights section,
and the third is a search result, as
well as a completed Media
section.

As aWestern DuPage Chamber member, you have the ability to make your listing POP with
logos, photos, video, and more. In the last section, we showed you how to update the
content. Now it’s time to give a visual. SHOW people what you do!

Tategled Ly Fliotograpiby

! 9. e QUUUVIERE Modia | Repinfo
W éﬁ

e[S

uﬂ"“‘

o [

o
5
=)
s = Fealured Gallery
g
- = About Me

;_.4-;
2 o BRI

Lanagled, Lp - J
[ | / HIGHLIGHTS

= |nvestment

- FAQ

= What to Wear to Your Photoshoot

ABDUT S

Business Directory Search B Hot Deals
Marrow search by
Resuits Found: 9 New Search

Contact these Businesses = Print

Sort by:

J? Insurance Agency

Offering insurance needs for Health, Life, Home, Auto, & Business! Ask about our financial
_ servicesl
126 S County Farm Rd | 2nd Floor Wheatan, IL 60187

INSURANCE AGENCY m

J* Insurance Agency

WORKING TO
INSURE

YOUR FUTURE
Share: maﬁﬁm @

Financial Services | Insurance

I[:-' About Highlights Media Rep Info Map
o

THFANCE AGENCY

Media
@ J Squared Insurance LY a4

REQUEST INFO

126 5 County Farm Rd., 2nd Floar
Wheaton, IL 80187

(B30} B48-2347

(630) 597-0906 (fax)

BLinkedin

Eiracehook

& Youtube

Walch [aler  Share

Hours
Crpan from 8:30 to 500 on days the stock market is
open. Appointmant only

Busing%

B2 i

About Us

J2 was crealed lo make insurance companies
compete for your business. [U's nol a secret. Large

Tips for Enhancing Your Listing

If you would like to add copyright free images and don’t have access to software, we
recommend using FREE online resources like picmonkey.com or canva.com. Your chamber
also provides members the opportunity to purchase banner ads for even greater

visibility through the website. All banners will have links to any URL (website) address

you wish in addition, having multiple placement locations on our website ($249 a year).
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ADDITIONAL
BENEFITS

Chamber members are able to post Jobs, Events, News Releases, Member to Member
Discounts, and Hot Deals for visitors to the website. You must be the Primary Representative
to post these opportunities. Get out there.

Shortcuts

Adding Even More

To begin, go to Home and ,
. Personal Information Namowsearsh b
view the Shortcuts menu on the Resufs Fount: 10 QNew Séarch
Sonby
left. Company Information T——
Rogers & Gray raurance Job Posting
& 63 SmithsLn
T v Cantact

Hot Deals are any discount or
. Hot Deals
product offering you want to

make to the general public. JlemberTaMikheitinas

Anyone who visits our website or

your business listing, will be able News Releases

to participate in your deal.
Job Postings

Member to Member Deals are
for fellow chamber members.

News Releases will be placed on Wit

the front page website scroll for 10% Off to Chamber Members

about 2 weeks. It will also show
in your web listing.

Euvents - Create

Any job opening you have can be
posted to the Job Postings. Jobs

Soveas Draft | Cancet Submit for Appreval

are also highlighted on our

navigation bar and website. General

Event Tiie

Having an Event or participating
in one? Add it to our Community

Al Day Evert

Calendar!

Start Date: (rkdivay)
5252017
All submissions are sent to the R

252017

Chamber and are posted after

Recurmance:

review.

Hane

Creating your opportunity is
simple! Each section is a text box.
You can also add logos and photos.

Details

Description;

Ringston, A 02364
Account Manager, Large Commercial

Tiacover. Deveiop, Do Good wilh & carmer 41 Rogers & Gy nsure

Courtrys ‘BestAgancy 1o Work For' In 2045, |83 Top 100 Indey

agancy in the LS and 22ndiargest Parsenal insurance Aganty i1 tha nation. Qur Core

Males are el i the andersianding iarwhen o Eam js srong and

inowlecgeable, evaryane bansfis. Rooust inoulture, Rogers & Gray's employes

cantie envuonment ficuses on providing @ work/life balance, excellent benedis and
e dedsils —

Caluggery. Custumer Services

F@RBES Forbes Clean and Care
hen e Cuow mikfin Birest

Bralnlies. M

T Category T Created T Status

Photography 7102014 Approved

Photos & Images

Main Event Phito Search Results Logo

A

Imaga Captian

We get a lot of hits

Aahley MeDowell
Emait: h TOQersaray. oy
Phian: (781) 5364236 |

Joh Posting

Cantact
Marvteth Forbes

Member To Member Deals submitted by Tangled Up Photography

Action Delete

Preview il

e "6« TE

Add Inage

Did you know that our website received over 200,000 visitors? Our Member

Directory was searched 79,000 times. 43 Jobs were posted with 3,000 views and 136

members posted events to the website calendar. Follow us on Facebook too!
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POSTING
YOUR JOB

1 Logging In

Log in to the Member [17>" nation

_2atar, Click 2 ta2 )22 2056035

on the left hand shortcuts list.

2 Adding Your Job

Click the Add Job Posting button,

located on the top right hand side.

Place your job opening title in the
Title section. This will appear on
the website as written. The
Description section offers many
features to enhance your listing.
These range from photos, links,
and pre-formated templates.

3 Category Listing

Choose the Category you would
like the Job Posting to be found
under. It’s important to select
a Category.

4 Contact/Description

Directly below the Category
selection area is the job
description area. This allows you
to place details of the job
opening and add contact
information.

5 Active Date & Logo

Placing a activation date for

your job has to be selected in
order for it to be displayed.
Incorporate your logo by
uploading it directly to your post.
Submit for approval by chamber
staff.

Once on the Job Posting page you can see the current Job Postings, Add Job Posting and
Manage Job Posting buttons. The ability to add or manage a Job Posting is managed by
your Western DuPage Chamber of Commerce. Have a job opening?

Shortcuts

Personal Information
Company Information

Hot Deals

Mamber To Member Deals

News Releases
Job Postings /

), New Search

Category:
Select a Category W
Description:
Wi R | [ S M o= R | &
A-B-|B I U|S x x||2 £ =5 £ 5|== £ 6Q
Styles - Format - Font - Size -

Active Dates

Select dates for this item to be run:
MOTE: All dates must be selected at this point, active dates cannot be changed once the Job Posting has been submitted. Job Postings
are run on a week by week basis, beginning on Sunday of each week.

Active Dates

January 2016 > -None Selected-

Su Mo Tu We Th Fr Sa Clear Dates

i7 18 19 ZDEZZ 23

24 25 26 27 283 28 30

1 1 2 3 4
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CREATING
HOT DEALS

1 Shortcuts

Log in to the Member Information
Center. Click on the Hot Deals
on the left hand shortcuts list.

2 Adding & Managing

Click the Add Hot Deal button
located on the top right hand side.
Also located to the right is the
Manage Hot Deals button where
you can remove, correct, and
track current and prior hot

deals.

3 General & Category

Create a catchy and unique
title to attract potential
customers. Follow with an
attractive tagline. Be sure to
select the Category listing
associated with your type of

business.

4 Description

Directly below the Category
selection is the Description
section to modify, import, design,
and create a Hot Deal. You can
also include hyper-links!

5 Active Date & Logo

You must select Active Dates

in order for your Hot Deal to be
properly displayed. It is always
recommended to include your

company logo for greater visibility.

Finally, you must submit for

approval.

Share special discounts or “Hot Deals” with other members and the community.
Our website has a dedicated page highlighting all chamber member specials.
Create something HOT!

Shortcuts

Personal Information

Company Information

Hot Deals «

News Releases

Job Postings

Manage Hot Deals
General
Title:
Tagline:
Category:
Select a Category v
Description:
o @ Qi HEE L aE
|A- B-[|B I U|l5 x || = = ||z £||= EIE B Q

| Styles || Format > Font x Size x|

Active Dates

Pulish Stan Date. (rmddiyyyy) Fublish End Date: (m/diyyyy)
911572019 212018
Mote: Enter the dates you want your Hot Deal to run (end date is inclusive). Datgs must be chosen atthis point Active dates cannot

e changed once he holtdeal has been submitted.

Save as Draft Cancel Submit for Approval
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Share your event on our community event calendar. Having a big sale, or hosting an open
house, or even offering an incredible seminar? It all starts here. Read all about it!

1 Logging In

Log in to the Member [175>" natinn

BEhEld

)1 £12 t22 middl2 52c690

click on the shortcuts Events.

2 Adding Your Event

Click the Add Event button,

located on the top right hand side.

Once you begin, make sure to
provide a nice title, select dates,
and times. From this area you

can manage mulitiple open events.

3 Description

Be sure to include all your
marketing materials, links, and
contact information. You may
include JPEG, PNG, and other

picture files in this area.

4 Event Categories

Directly below the Description
section area is the contact
information as well as Event
Categories. In order for your
event to properly be displayed
you MUST select

“Community Events”.

5 Video

This key option allows members to
to include a video on the event
page. All videos must be a
Youtube URL address. Take
advantage of this amazing FREE
marketing opportunity!

g {3

Diractory

-

Events

Description:

A.-

Styles -

=
B- (B I U

Format

ContactEmail:

T

teami@westerndupagechamber.com

Event (ategories

=)

[ arts & Culture
O Community Event
] Festivals & Celebrations

O recreation & Sporis

Resources

YouTube Video

[ chamber of Commerce
DCommuniT;.'Sen'-ces
[ covernment

O schools

Website Url

B

Oc ubsiOrganizations
[] Continuing Education
|—|H3Iin:a-,

DTraining

Video Ut



CHAMBERMASTER ACCOUNT

As a Chamber member, you have access to incredible members-only benefits through
ChamberMaster! The MIC (Member Information Center) is basically like a Facebook group, but
exclusively for Chamber members. You can post events, updates or other cool things in the MIC.

We have invested in this industry leading technology for members to interact & communicate.
ChamberMaster features a “Reports” tab that gives you the ability to create a report on various areas of
your account! Hot deal click-throughs, how many people visited your online business listing; and even
provides overall breakdown reports over a period of time.

Rep. #1 Rep. #3
Representative: Representative:
Username: Username:
Password: Password:

Rep. #2 Rep. #4
Representative: Representative:
Username: Username:
Password: Password:

Member Resources Tab

Members also have access to a “Resources” tab, which highlights common business needs, such as
sighage, city permit applications, community demographics, ordinance information & compliance, and
instructional videos on key areas of your account. If there is additional information you would like to
be included in the “Resources” tab let us know.

If you are experiencing any problems logging in or have any questions regarding your account please
contact us at 630-231-3003 or team@westerndupagechamber.com.

WWW.WESTERNDUPAGECHAMBER.COM




