(«
The Chamber

of Commerce ® Muray-Calloway Coun

VNemper Loformalisn Cender

USER GUIDE




PAGE 1

Welcome to the Murray-Calloway County Chamber of Commerce

WNember Lofsymalisn Cenles

USER GUIDE
Whal's Tngide:

Page 2

A Note from The Chamber

Page 3

Logging Into the MIC

Page 4

MIC Dashboard

Page 5

Updating Your Personal Information

Page 6

Updating Your Company Information

Page 9

Accessing Member Updates

Page 10

Accessing Our Membership Directory

Page 11

Viewing and Adding Events

) Page 14

Member Visibility Reports

[he Chamber
of Commerce ® Murray-Calloway County News, Job Postings and

Member to Member Deals




PAGE 2

A NOTE FROM THE CHAMBER...

The Member Information Center (powered by ChamberMaster) is your direct
connection to the Murray-Calloway County Chamber of Commerce. As a
member of The Chamber, you have the opportunity to market your business to
consumers visiting our website by enhancing your informational home page
with pictures and text. You can also post job openings, events, even special
promotions through our member-to-member deal feature.

By visiting the Member Information Center (MIC), you are able to register for
Chamber events, pay your balances online and chat with other members.

Whether at work, at home, or travelling, anywhere that you have access to the

internet you will be able to edit your information by logging into your Member
Portal.

This guide will help you to navigate your Membership Portal with step by step
instructions from logging in, to editing your personal and business information,
to paying bills and adding job postings/events.

If you have any questions or have any issues with your
Member Information Center Portal please reach out to
me at hailey@mymurray.com. | am always happy to
assist!

Hailey Anderson
Director of Membership Development

Q)
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LOGGING INTO YOUR MEMBER PORTAL

(¥} Home - Murray-Calloway Count, X Bl Google Calendar - Week of May X ‘ =+

& C Y & mymurray.com
i Apps @ ChamberMaster Google Calendar -... @ Murray Kentucky C.. (/) Home - Murray-Cal..  tes KCCE Kentucky Cha.., Authorize.net ":. Community Financi... Constant Contact  §28

Member Login | Join the Chamber | Contact Us

> 4

BUSINESS BECOME A EVENTS &

ABOUTUS  WHATWE DO MEMBERSHIP RESOURCES LOCAL PROGRAMS

The ChJamber

of Conmene + Mgy ooy Casty

e Visit www.mymurray.com
e In the upper left corner click Member Login

- u] x
(%) Home - Murray-Calloway County X (%) Login X Google Calendar - Week of May X | +
G (Y & business.mymurray.com/login T @ H
i Apps @) ChamberMaster Google Calendar-.. @ Murray Kentucky C.. (%) Home - Murray-Cal. s KCCE Kentucky Cha Authorizenet % Community Financi. Constant Contact  §2F Patsy James - AT&  [B Leadercast »
Member Login | Join the Chamber | Contact Us
BUSINESS BECOME A EVENTS &
ABOUT Us WHAT WEDO MEMBERSHIP ’]:h Ch b RESOURCES LOCAL PROCRAMS
of Comnnere & Munray Callmvigy Coomly
Logi
Username
Password
Forgot your username/password?
Business Directory / News Releases [ Events Calendar / Hot Deals / Member To Member Deals / Commerical Property / Job Postings / Contact Us / -

e Enter your Login and Password
o If you do not know this, contact the Chamber office at
270-753-5171 or email hailey@mymurray.com.
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MIC DASHBOARD

gged in as Karen Welch - Mgr.

v Life Christian Bookstore

J Account Settings ¥

The Chamber

of Comoere & My Clfwiy Covosly

f ) % A ] () i 0]

Home Directory Events Resources Reports News Seftings

Personal Information

Account Balance

Welcome Message Read Later $129.00 ﬁ

Company Information

ChamberMaster is your direct connection to the Murray-Calloway County Chamber of
Hot Deals Commerce. As a member of the Murray-Calloway County Chamber of Commerce you have Upcoming Events

the opportunity to market your busi to c visiting https:Ahw we. mymurray. com/! by

Member To Member Deals enhancing your informational home page with pictures and text. ou can also post hot deals, AUGUST 2020
job openingg and events, add keywords to help consumers find you when they run searches,
News Releases and run reports to see hit statistics for your home page and other advertized items.
Business@EBreakfast -
Job Pnstings Whether at work, at home, or traveling, anywhere that you have access to the internet you will

August 2020
The Chamber's premier event,
Business@Breakfast, is the

be able to edit your information by logging into the ChamberMaster website. If you have any
Commerical Pmpertu questions regarding this site please contact your Murray-Calloway County Chamber of

Commerce representative
... see more —

a5 REGISTER NOW
LS £ B 0O

Text Link Photo Video Member Profile

Post expert advice, tips or just something from your day.
Your Company Profile is 42%

UPDATE

Phil & Deb Domke q Refer a Business for Membership

Payroll Vault offers 2 Months FREE Payroll Service - Refer others to the Murray-
a-wcmloway County Chamber of
Thursday, May 21, 2 59 PM - Like - Comment " (1] Commerce.

- Marv I vons -

Once you log into your member portal you will have access to our
Member Information Center dashboard. This dashboard will be
your home base for any edits or changes you want to make to
your member profile. The dashboard is also where you will see
updates from other members, view upcoming events and can
view/pay your account balance.
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UPDATING YOUR PERSONAL INFORMATION

o To update your personal
Y Account Sattings ¥

The Camber information on the MIC...

) 2 iz T () ul o

Home Directory Events Resources Reports News Settings

oo e 1.Click the Personal

Personal Information

.
T Welcome Message SN~ - | Information tab on the
jpany Information
left side-panel on your

the opportunity to market your business to consumers visting HpS./iw i mymurTay.comy by

Member To Member Deals enhancing your in formational home page with pictures and text You can also post hot deals, AUGUST 2020
job openings and events, add keywords to help consumers find you when they run sarches,
News Releases and run reports to see hit statistics for your home page and other advertised items. M I ‘ d a S h b O a r d
Business@Breakfast - .
Job Postings Wihether at work, st home, or ravelng, anywhere that you have aceess to the iferet you wil

August 2020
be abie fo et your nformation by logging into the Chanberliaster webste. If you have any

. The Chamber's premier event, 4
Commerical Property questions regarding this site please contact your Wurray-Calloway County Chamber of
Business@Breakfast, is the .

Commerce representative.

/&m0 titled My Profile - this

Text Link Photo Video Member Profile A
page is where you can

Your Company Profile is 42%

update your name, email,
© Rl phone, address, etc.

Payroll Vault offers 2 Months FREE Payroll Senice @ Referothersto the Murray-
%Ca”uwav County Chamber of

T Please remember to click
the Save Changes
button.

B w0 & o 3.0n this same page you

T I A will see a panel on the

Personal

. left-hand side of the

Usemame /Password

=1 Marvivons =

Account Settings ¥

s [0S = screen. This is where you
= can update your
= username/password,

g view groups, add social

T network information,

etc. Again, please click

Save Changes after any
edits have been made.
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To update your company
information on the MIC...

UPDATING YOUR COMPANY INFORMATION

I The Chamber
Lhe L hambe
Home Directory Events Resources Reports News Settings

Coer e 1.Click the Company

e, Wecome Messae | SR Information tab on the
left side-panel on your
@ MIC dashboard.

2.You will now see a page
titled Organizational

2 ]

Company Information

, Hot Deals

Member To Member Deals

News Releases
Job Postings

Commerical Property

£ P B 0O

Text Link Photo Video Member Profile
. .
Information - this page

Your Company Profile is 42%

e
is where you can update

@@ your business name,

o Rlec oo email, phone, address,
etc. Please remember to
click the Save Changes
button. Please note: any
changes you make in the
MIC will automatically
update on our Chamber
EEEE website.

3.0n this same page you

[ — will see a panel on the
o left-hand side of the
screen. This is where you
will go to add images,
videos, maps, etc. to your
business page. Again,
please click Save
Changes after any edits
have been made.

uuuuuuuuuuu

Primary Phone: Fax @cal Firs)

D
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UPDATING YOUR COMPANY INFORMATION

One way to maximize your Chamber membership is to fully develop
your page on our website. Use the MIC to enhance your membership
page with your business logo, photos, video, even show a map of
where your business is located.

®

e Start on the Company
Information tab then click
Logos on the left side-panel.

e Upload your business logo or
any image you want to
appear on your Page Header
(big image at the top of your
page). Then upload your
business logo in the section
that says Member Logo.

e Select Photos from the left
side-panel. Click on Manage
Gallery then upload the
images you want to appear on
your page.

Q)
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UPDATING YOUR COMPANY INFORMATION
.o

e If you would like a video on your
page, simply click Video on the
left-side panel and copy the URL
link from YouTube. Don't forget
to click Save Changes.

e Want to ensure customers know
where your business is located?
Add a map to your page. Click
Map Pin Information on the left
side-panel. We have found it best
to click the Google Maps button
at the top of the page. Then when
you scroll down to the section
that reads Address to display on
map pin click the custom button.
Once clicked, type the address of

- = your business. If you want to be

- Thf@mbﬂf marked as a point of interest
(shopping, dining, entertainment,
etc.) select your category from
the drop down menu. Click the
Save Changes button.

Images

WHEN CUSTOMERS VISIT OUR WEBSITE,
YOUR PAGE SHOULD LOOK SIMILAR TO
WHAT IS PICTURED.

Q)



ACCESSING MEMBER UPDATES

«
ﬂm@éﬂm

of Conwre @ Mums by Covesty

Personal Information
Company Information
Hot Deals

Member To Member Deals
News Releases

Job Postings

Commerical Property

@ g <3 i ] ()]

Home Directory Ewvents Resources Reports

Welcome Message Read Later

ChamberMaster is your direct connection to the Murray-Calloway County Chamber of

Commerce. As a member of the Murray-Calloway County Chamber of Commerce you have

the opportunity to market your business to ¢ visiting hitps: /v w w. mymurray.com' by
enhancing your informational home page with pictures and text. You can also post hot deals,

job openings and events, add keywords to help consumers find you when they run searches,

and run reports to see hit statistics for your home page and other advertised items.

Whether at work, at home, or traveling, anywhere that you have access to the internet you will
be able to edit your information by legging into the ChamberMaster website. If you have any
guestions regarding this site please contact your Murray-Calloway County Chamber of

Commerce representative.

Logged in as Karen Welch - Mgr.
New Life Christian Bookstore

Account Settings v

e O

Mews Settings

Account Balance
$129.00

Upcoming Events

AUGUST 2020

&

Business@Breakfast -
August 2020

The Chambers premier event,
Business@Breakfast, is the

see more —
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REGISTER NOW
Member Profile

Your Company Profile is 42%

£ L @ 0

Text Link Photo Video

Post expert advice, ips or just something from your day.

UPDATE

Refer a Business for Membership

= Referothers to the Murray-
%Calloway County Chamber of
Commerce.

. Karen Welch - Mgr.

New Life Christisn Bookstors

B
-

New Life Christian Bookstore has changed their information.

Wednesday; Msy 27, 2020

11:42 AM - Like - Comment - gy 0

e Toview member updates...
o Click the home button
o Scroll down below the welcome message

o You will see an area where you can type a message. This
can be utilized if you are wanting to make a specific
announcement to other Chamber members.

o Below that will be a list of member updates. Each time a
member changes anything on their profile, uploads a job
posting or event, this newsfeed updates automatically.
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ACCESSING OUR MEMBER DIRECTORY

I Q)
The Chamber

g2 {3 iz w ()] E] ol
» Directory Events Resources Reports News Settings
-

Personal Information

Account Balance
Welcome Message Roan Laten $129.00 ﬂ

Company Information
Chamberiaste

ur direct connection to the Murray-Calloway County Chamber of
Hot Deals o Upcoming Events
Member To Member Deals . AUGUST 2020
s,
News Releases

Business@Breakfast -
August 2020

The Chambers premier svent,
Business@Breakfast, is the

Job Postings

Commerical Property

REGISTER NOW

Member Profile

Your Company Profile is 42%

or browse listings alpha-numerically

— Category Results Found: 909 (1 - 250 ‘QNew Search
UPDATE : -
Sortby: B
Any Sub Category =
AFestive Touch Member
506 N 12th Street, Suite N
Refer others to the Murray- : .
o8 Murray, KY 42071 ELOIEE
il Calloway County Chamber of
Groups and Interests
Commerce.
Representatives
[Young Professionals of o
Jody Richardson
e ——— Wurray

ADS Security Member
1200 Mayfield R, Ste 160 — ——
Paducah, KY 42003 -
We protect whatyou freasure most ... mers detsls —
Adventure Camper Sales Member
230 Victory Lane

Almo, KY 42020 270-992-1248

Ag Connections, LLC Member
111 Poplar st = y—
ste 212 2

Murray, KY 42071

Representatives
Joe Ben Bogle

e To access our membership directory...

o Click on the directory button at the top of your screen

o Our membership directory will appear as shown above

o The membership directory allows you to access each member's
business information (contact, phone, address)
» The membership directory can be sorted by alphabetical order
= Members can also be sorted by category
= You can search a specific business or representative

o You can also search specific groups from this page (i.e. Young
Professionals of Murray)

Please note: you can not access specific member email addresses due to
privacy of our members.

D
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VIEWING EVENTS

One way to maximize your Chamber membership is to utilize our
online event calendar. This calendar showcases both Chamber and
community events. If your business is hosting an event, this calendar
is what we use to promote what is going on around town.

®

_
Events I've registered for +
Events I've
«Change Udies

attended/checked-in

) g 8 22| [ ()] iz 3

Home Directory Events Resources Reports News Seftings

Clear Filters From: [ | 5272020 To: [ 7r27r2020 Apply Dates
Featured Events (0)
Registration Available (0) e T QNew Search [ Calendar View
Incomplete Registration (0) Sort by:
Narrow search by. Downtown Farmers Market 2020 Event

Saturday, May 30, 2020

Keyword Come take advantage of the lacally grown flowers, produce, meats and sweets! Plus

local crafts.This is one of Murray's well known events. ... more details —

Categories: Community
Category:
Any Categery £ BINGO Event

Wonth Tuesday, June 2, 2020
ond
; Knights of Columbus Bingo every Tuesday night starting at 8:30 p.m. Doors open at -

Any Menth A 4:00 p.m. Address: 332 Squire Road, Murray Ky, 42071 For more information call

Event

Downtowm Farmers Market 2020 Event
Saturday, June 6, 2020

Come take advantage of the lacally grown flowers, produce, meats and sweets! Plus

local crafts This is one of Murray's well known events more details —

e Toview the Chamber and community event calendar, click Events on top
menu.
e You should now see a list of events. You can sort the list by date range,
view events you have attended, and register for events from this page.
o If an event registration is open you will see a green Register button
on the right-hand side of the event.
o If you do not like the list view, click the Calendar View button.
o If you are looking for a specific event search by clicking the
magnifying glass or search by category.
e To add an event, click the Add Event button (same with Manage Events)

Q)
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ADDING EVENTS

i.%
The Chamber

To add an event to our event
calendar simply follow the form
shown.

e Add the Event Title
e Set the Event Date and Time
e Give some Details (description,
location, date/time,
. fees/admission, contact
—) S~y information)
e Select the Event Category (this is
how events are sorted)
e Upload Photos & Images to be
displayed on the event page
. O N o Make sure you have an Event
Header Photo and Main Event
: Photo
e Add a map to your event so
Map Service attendees know where to find you
+ § o The best way to do this is by
selecting Google Maps
e Upload a YouTube Video for event
promotion if you would like
e Either Save as Draft or Submit for
Approval
o Please allow one business day
for event approval, we check all
submitted events for format and

, Examp\e.nnp “yjutu :e-‘EIuIJchE:'.“.‘w i . - e n S u r e a I I I i n k S W O r k p r o p e r I y
Example: hitp:/iwww youtube comiwatch 2v=0uljN1cOPWw

Save as Draft Cancel Submit for Approval ‘

YouTube Video

Q)
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ADDING EVENTS

When Chamber members and community members visit the event
calendar on our website, your event page should look similar to
what is pictured below.

EUSINESS BECOME A EVENTS &

ABDUT US WHAT WE DD MEMEERSHIP RESDURCES LOCAL PROCRAMS

The

of Camomy +

-

T—T_
(© Date and Time

Thursday May 7, 2020
500 AM - 300 PM COT

Thursday, May 7, 2020 pu s I T I “E
Doers open at 730 AM; Program begins at 8 AM msnupT'DH

Laadercast  Lue

Il Location

Thursday, May T
The Murray Room of the CFSB Center Frosintad by:
1401 K121 Murray, Kentuchky Spansored by
Enter through concourse A g {‘}{Phli

% FeesfAdmission
Ticket Pri [ i
icket Prices: y o
Early Bird (Ends Apeil 10) - 383
Foril T - May & - $70

B4 Contact Information

Hailey Harrison
Send Emai

Description

YPM will host an all-day keadership event for any and all ages called LEADERCAST Murray in The Murray Room of the CFSB Center
on Thursday, May Tth, 2020, This event will be a simulcast of the live event happening in Atlanta, G4 Spend the day listening to
speakers from all across the globe, networking with other professicnals, and participating in various workshops. Breakfast, lunch
and light snacks included with admission. More to details to come.

Images

Please note: only the elements you have provided will appear on the event page (i.e. if
you did not add a video, a video will not appear on the event page). However, if you
want to later add an element, simply click the Manage Event button on event section
of the MIC.

D
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MEMBER VISIBILITY REPORTS

If you are ever curious on your Member Visibility (how many times

your business page on our website has been viewed), click on the
Reports tab.

Logged in as Karen Welch - Magr.

New Life Christian Bookstore

J Account Settings ¥

The Chamber

of Comomere & Msomey Colbsvuy Covrty

) g {3 222 = () ES 10

Home Directory Events Resources Repors Mews Settings
_
» Summary Membership Visibility

Member to Member Ne 1765 Total views and impressions in the last 12 months
Views

0 Memberto Member Deal Views

Job Posting Views
0 Job Posting Views

Profile
Increase the impact of your membership by creating news, adding a Member to Member Deal or Job Posting, etc.

Lead Lists

Referral Report

The Reports tab also gives you a summary of how many views your Member to
Member Deals and Job Postings have been viewed. Increase the impact of your
membership by creating news, adding Member to Member Deals or Job Postings.
Instructions on how to add these are on the following pages.

Q)
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NEWS, JOBS & MEMBER DEALS

Wanting to share a news release regarding your business? How
about a job posting? Or even special deals for other Chamber
member? The News section of the MIC is the place for you.

Logged in as Karen Welch - Mar.

New Life Christian Bookstore

Q)
The Chamber

of Commmere & Muamy Cobwiy Covosty

\ Account Settings ¥

) > {8 fE T (D) i L0

Home Directory Events Resources Reports MNews Settings

Hot Deals Community Content

Member To Member Deals Hot Deals

News Releases There are currently no Hot Deals.

Job Postings

Member To Member Deals
Commerical Property

There is 1 Member To Member Deal. Click to View

Social Feed

News Releases

<
L

There are currently no News Releases.

Job Postings

There are 23 Job Postings. Click to View All

Commercial Property

There are currently no Commercial Property.

To view any of these elements (Member to Member Deals, News Releases, or Job
Postings) simply click on the View link in the center of the screen OR click on the
respective category you are wanting from the left side-bar. Once you are in the
respective category, you will be able to add your specific business content.
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MEMBER TO MEMBER DEALS

I ©
The Chamber

Click the Member to Member Deals
button from the left side-bar menu. All
existing Member to Member Deals will be
listed on this page.

To view...
e Click on existing deal for details.
To add...

Hot Deals

Member To Member Deals

News Release! Tite:
Job Postings
Tagiine

Commerical Property

Offer Start Date: (midiyyy)

First date the offer is valid

Search Results Logo:

Contact
Email Address:
newlife@murray-ky.net

Website Address:
tp:/inewlife-bookstore. com

[» Verify URL]

Phone:

(7107531622

Active Dates

Publish Start Date: (midiyyy)

S2472020

Note: Enter the dates you want your
Active dates cannot be changed once the hot deal has been submitted

Member To Member Deal o un (end date is inclusive). Dates must be chosen at this point.

e Click Add Member to Member Deal

e Enter a Title and select business
Category

e Add a Description of the deal you are
offering

e Enter Dates the offer is valid

e Insert your Business Logo

e Verify the correct Contact Information
is listed (email, website, phone)

e Select the Active Dates in which you
want your Member to Member Deal to
run online.

o Dates cannot be changed once the
deal has been submitted.

e Save as Draft or Submit for Approval
o Please allow one business day for

approval. Our staff checks for
complete form and verify all links
work properly.

Offer End Date: (midiyyy)

Last date the offer is vald

o Once approved, your Member to

o Member Deal will automatically
upload to the Chamber website and
the MIC.

Publish End Date: (midhyyy)
nnnnnnn

Please note: if for some reason you do not

..>

see the option to Add Member to Member
Deal, please contact hailey@mymurray.com.

D
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NEWS RELEASES

Has your business recently celebrated an accomplishment,
anniversary or have a big announcement you are wanting to share?
The News Release section of the MIC is a great spot to share this
information.

ome irecto vents eports ews etings
Community News Releases

LS Add News Release | Manage Hews Releases
Member To Member Deals Narrow search by: »

Results Found: 0 Q New Search
News Releases

Sormy, there are no News Releases that meet the specified search criteria.

Job Pastings mmmriad Bempraiy s - o

Commerical Property S— —

Sacial Feed L) QafjmmLje|

a-w|[n ru|[s =[x =aa|E=|= W[z m

=N

e Click News Release on the left-side
bar menu _>
e Click Add News Release .
e Give a Title to your News Release e
e Date and note when to publish
e Enter BodyText
. L. L. L.
e Select Business Category . 1 i
e Add Business Logo if desired Ew-—
e Assign a Contact for further ——
information and questions
e Either Save as Draft or Submit for
Approval

-
-

o Please allow one business day for =
>
>

s e L

“rach Fruks Lax

approval. Our staff checks for __am—
proper format prior to
publishing.




PAGE 18

JOB POSTINGS

Is your business looking to hire?
Post job openings through the MIC.

e Click Job Postings on the left-side bar
menu

e Click Add Job Posting

e Give a Title to your Job Posting

e Provide a Description as to what the
job entails. Consider including the
following:
o Location

Job Duties

Educational Requirements

Full/Part Time

Benefits

e Select Business Category

e Assign a Contact for further

information and questions

e Select Dates for position to be listed

o

o

o

o

Selecta Category.

Contact Information

online

’’’’’’’ - e Add Business Logo or other images if
desired
e Either Save as Draft or Submit for

nnnnnnnnn o ) Approval
o Please allow one business day for

> approval. Our staff checks for

proper format prior to publishing.

Q)
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