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Home Page 
Overview 

Here’s a quick overview of what you will find on the Member Portal home page. Detailed instructions on how to use 
these features will be provided later in this manual.  
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1. Profile Information 
In this section of the home page, your organization’s details are displayed, including the email address linked to your 
account, the organization’s profile number in our system, as well as your company’s address and phone number.  

 

 

1.1 How to edit my profile information 

 From the main menu bar, click on “Edit this profile.”  
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 You’ll be taken to a new page with a left-side menu to update your company profile. Profile changes are 
subject to approval by The Chamber and will be reviewed within 24 business hours. 

 

 

In the submenu, you will find the following options: 

 General Information: Update your company’s details here, including its name, address, phone number, 
and website link as displayed in the Membership Directory.  

 Additional Addresses: Use this option to add extra addresses to your profile (e.g., billing or mailing 
addresses). These addresses won’t appear in the Membership Directory but will be saved in our 
system. 
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 Additional Phones: This option allows you to add more possible phone numbers for this profile (e.g., a 
mobile number or an emergency number). These phone numbers won’t appear in the Membership 
Directory but will be saved in our system. 

 Additional Emails: This option allows you to add more possible e-mail addresses for your profile (e.g., a 
work email or personal email). These email addresses won’t appear in the Membership Directory but 
will be saved in our system. 

 Directory Listing: This option allows you to choose one or more business categories, add search 
keywords, and provide descriptions and products/services to be entered for your member directory 
profile. 
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o Categories: Members and non-members can search by category in the Membership Directory, so 
the selected categories will serve this purpose. You can add multiple listings but be sure to 
uncheck "Primary Listing" for any additional ones. 

o Keywords: Add relevant terms to enhance searchability. 

o Short Description: This description will appear on the directory's category list page.\ 

 

o Products and Services: Information here will be displayed in the listing's Products & Services 
field in the Membership Directory. 

o Description: This long description will appear on your individual company page in the directory. 

 Embedded Video: This option allows you to add a video to your listing. For example, on YouTube, click 
"Share", then choose "Embed" to get the embed code, which you can paste into this field. 
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 Social media: Enter links for various social media sites to have their icons displayed in your 
Membership Directory profile. Currently, supported icons include Facebook, Twitter, YouTube, 
Instagram, and LinkedIn. 

This is how the social media icons, the embeded video, and the long description will show on the Membership 
Directory Page. 
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 Update Your Preferences: This option is currently unavailable. 

Once you've made all desired changes, click "SAVE AND CONTINUE EDITING" to make more updates, or 
"SAVE THIS PROFILE" to finish and return to the home page. 

Please note that profile changes require approval by The Chamber and will be reviewed within 24 business 
hours. 

 

 

 

 

 

 

 

 

 

 

 

 


