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Welcome to your online Member portal!

Use this portal to addiremove employess, change your business information. add media such as a ogo, phato o video, ink to and more! For any

13207633161 or info@alexandriamn.org
All changes are reviewed by the Chamber staff. Please allow up to 48 hours to see your change reflected in your portal.

To download and view a guide on how to navigate this portal, lick hare or visi our FAQ page here
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Info@alexancramnorg 207633161
4 Related Profiles Add a profile View and edit all »
206 Broadway St B — titzan@alexandriamn org
Alexandria, AN 56308 e e 020 7633161
« e Conact
» Macy Johnson menbership@alexanddare org
My Events Vi woeiss. ember Riatons Specist (320) 335-2869

$ Biling Contact
Listen & Leam - Minnesaota's new earmed sick and safe time law

) Louren Jonnson marketing@slexandiann org
Madetos Coniitor @20 7633161

Business & Industral Appreciation Day Luncheon
B vess Pracek joss@aloxandiamn org

B program s Events Coordinater (320) 763-1489
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Membership has its privileges

Our website is powered by MemberClicks by
Personify, the association industry’s most
powerful Association Management Software
system.

Our website offers many self-service and
exclusive benefits that only members and/or
their employees can take advantage of.

To ensure only members receive these
benefits, these areas of our site require a
valid log in.

The pages in this guide will teach you how to
log in and update your information, as well
as take advantage of as many benefits as
possible.

The more you update and personalize your
membership, the more value you will receive
from us!



What can | do here?

- ALEXANDRIA

* Update your contact Lakes Area Chamber of Commerce
information (plus organization
information if you’re the main

contact or an edito r). . ALEXANDRIA Alexandria Lakes Area Chamber of Commerce CHAMBERHOMEPAGE  POSTAJOBOPENNG  ADD AN EVEN

* Payinvoices for any related e I I oo ————
profiles (main contacts/editors). —

home Edit this profile

Welcome to your online Member portall

[ ] A b l t t Use this portal to add/remove employees, change your business information, add media such as a logo, photo of video, link to your social media platforms, and more! For any questions contact the Chamber at 320-763-3161 or info@alexandriamn.org.
ccess membpers only content.

* View your benefits.

=Y "\ Lauren Johnson 3 open invoices

$0.00

* Upload media (company logo, |

staff pictures, directory photo e
ga l le ry a n d V i d eO) . 206 Broadway St 2 Related Profiles Add a profile View and edit all »

Alexandria, MN 56308
Alexandria Lakes Area Chamber of Commerce info@alexandriamn.org
(320) 763-3161

* Change your password. My Events PR N ra———

Fall Luncheon: Activating Our Community
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Log in to take control of your membership

You will need to use your username Login
and password to gain access to our Uiiriiia
private Members Only Area, or to
receive special discounts/member
benefits on event registrations.

Password

If you ever forget your password, click [J Remember My Login
the ‘Forgot your password?’ link to

receive an email with a password reset

l | n k . Forgot your password?




Switch profiles

e |fyou are the main contact or an e Make sure to save any edits before you
Editor of related organization profiles, switch to another profile!
you will be able to easily switch the
profile you are editing at any time!

Switch Profile

'Q Lauren Johnson

«w Alexandria Lakes Area Chamber of Commerce




This link will open a page that
allows you to update much of
the information on your
profile. If you are an Editor for
your related organization(s),
you can click Switch Profile at
any time to edit additional
profiles. This helps us ensure
we always have the latest
information about you and
your business.
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Edit this profile

You can edit the following information:

Name, address, and other basic contact information.
Directory Listing category and descriptions.
Amenities.

Relationships you have to other profiles (including
adding new profiles you are related to).

Social media accounts.



Edit this profile

e You have the ability to edit
your profile. Staff marked as
‘Main Contact’ or ‘Editor’
are able to edit their related
organization(s) as well.

e Once you make changes,
they are submitted for
approval by our
organization.

e Ifyou havetheright
permissions, you can also
edit the profiles related to
your organization.

Hi Lauren! You're currently viewing your personal

Profile Edit

General Information
Prefix

Ml

Address

\
e
T

- ALEXANDRIA

Lakes Area Chamber of Commerce

Profie

\Lauren Johnson
Marketing & Communications Coordinatol

Update this profile photo

Change Password Log Out

SAVE AND CONTINUE EDITING [l SAVE THIS PROFILE




Relationships

e The ‘Relationships’ menu MMALEXANDRlA

item (and Related Profiles T ke Are Charibier of Gommierce
area of the home page)

shows all profiles related to

the profile you’re editing.

< ALEXANDRIA IRECTOR
e You can add new staff or — — — ———
relationships, as well as ST
. Alexandria Lakes Area Chamber of Commerce
U pd ate eXIStIng Related Profiles
relationships such as L
marking staff as former or ==
ACTIONS v
marking new editors or main -
ACTIONS

contacts for organizations.

e All updates you make are
submitted for approval.

e Make sure to Save.
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View invoices and payment history

e From the ‘Member
portal home’ page, main o ALEXANDRIA
contacts and editors can T s e
view all open invoices for

their related profiles.
] 1 open invoices
e You canview ‘Payment

] ’ s ¢
H |St0ry el d C“Ck tO Pay Alexandria Area Young Professionals

Invoices’.

$100.00




Pay open invoices

e Click ‘Pay Open Invoices’
from top navigation menu
or the ‘Pay Invoices’

<« ALEXANDRIA button on the right side of
cemm— the home page.

e Main contacts and editors

Open invoices across accounts W| “ see com pa ny inVOiCGS,
Select invoices below to pay R X
Sl ity [ [} other staff will view only
e v e | | invoices connected to their

individual profile.

e Select anyinvoices you
would like to pay by
checking the box in the
first column.

e To printaninvoice, click on
the invoice number link.



Paying invoices

Payment details
Once you select an invoice(s) to pay, you R— .
will see a ‘Payment details’ pop-up lNameOncaw |

screen, where you will enter your credit L
card and address payment information. | |

Security Code Month Year

Address

|
| |

City State Zip / Postal Code
CX —

Country
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Additional resources - members only content

You can access members only content and
resources under the ‘More Options’ link in
the top navigation menu.

‘ea Chamber of Commerce ‘s profile Switch Profile

invoices Relationships More Options v
Add a Coupon: Click here to be directed to a ADD A COUPON
page to add any coupons you want to offer L e R

S o no VIEW REFERRAL REPORT
on your directory listing.

REGISTER FOR FALL LUNCHEON

ur business information, add media

Download Member Logo: Click here to

download the dated Chamber logo for use
on your website.

View Referral Report: Click here to see a e Register for Upcoming Events: Click here
year-to-date report on how your directory to register for any upcoming events.
listing is performing.



View event history, benefits and more

From the home page of your
profile and any related profiles (for
main contacts and editors), you
can view event history, committee
involvement, and member
benefits.

Address Tile
206 Broadway St
Alexandria, MN 56308

My Events View all events »

November 2, 2023
Listen & Leam - Minnesota's new earned sick and safe time faw

October 9, 2023
Business & Industrial Appreciation Day Luncheon

September 13, 2023
Fall Luncheon We're in this Together!

August 22, 2023
Leadership Alexandria Program 2023-2024

January 30, 2023
2023 Chamber Annual Celebration

Committees

AAYP Leadership Team
Lauren Johnson Past President/Chamber Liaison
72512023

Ambassadors.

Lauren Johnson Administrator
712412023

Tara Bitzan Administrator Support
70242023

Membership Team
Macy Johnson
242023

Tara Bitzan Administrator Support
7242023

4 Related Profiles Add a profile View and edit all »>
Tara Bitzan thitzan@alexandriamn org
Execuie Drector (320)763:3161

* Main Contact

o Macy Johnson membership@alexandriam org
Member Relations Speciaist (320) 335-2869

$ Biling Contact

o Lauren Johnson marketing@alexandriamn org
Marketing Coordnator (320) 7633161

‘ Jess Ptacek jess@alexandriamn org
Program s Events Coordnator (320)763-1489

Benefits

Annual Celebration Partner Ticket

0 0f2 banefits used

50.00 used 560,00 total value
Spring Luncheon Ticket

0 0f2benefis used

000 used $50.00 total value.




Upload logo and photos

You have the ability to upload logos, pictures, and
documents directly to your account, as well as images for
your directory listing.

Our online member directory can display images on your
listing. When accessed, this section of your members-only
area will allow you to upload this media directly to your
listing on the directory, so you can promote yourself as best
as possible.

Click the ‘+ Add file’, ‘+Add logo”, and/or “+Add photo”
buttons to add new content!

NAANAS
NAA

Manage Files And Images

I‘.v?go:Chamber

Sf\flrﬂber Staff Photo_2023
élgx\ar\dﬁa Chamber Office_Outside
élfxf?dria Chamber Office_Inside

Logo_Alex Chamber

ALEXANDRIA

Lakes Area Chamber of Commerce

+Add file +Addlogo +Add photo

Copy URL Edit
Copy URL Edit
Copy URL Edit
Copy URL Edit

Copy URL Edit




Upload videos

You have the ability to upload videos for your directory

isting, o ALEXANDRIA

g . ] ) Lakes Area Chamber of Commerce
In addition to images, uur online member directory can

display videos on your listing. When accessed, this section
of your members-only area will allow you to upload this
media directly to your listing on the directory, so you can
promote yourself as best as possible.

—__ ALEXANDRIA CHAMBEROMEPAGE  MEMBERPORTAL  MEMBERDIRECTORY  POSTAJOBOPENING  ADDANEVENT  ORDERCHAMBERBUCKS  LEAVEUS FEEDBACK

Hi Lauren! o | swhen romio Change Password  Log Out

Click “edit this profile” in the blue menu bar at the top. orofie Bt oo o e —

On the left, click “Embedded Video”.

Embedded Video.

Enter/paste the HTML code from the video you want to
use and click save.
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Change your password

You can change your password at any time
on the top right menu of the Members
Only page.

Once you have a username and password,
you can use it to access any members-
only or restricted items, like event
discounts, member benefits and other
self-service items we offer.

Current Password

New Password

Repeat Password

CHAMBER HOMEPAGE POSTA JOB OPENING ADD AN EVENT

Change Password Log Out

CHANGE PASSWORD




Enjoy discounts for
event registration

e Some of our events include
special pricing for members
and their employees as well
as special benefits
depending on your
membership level.

e Look for the login
information to ensure you
get every discount you
deserve or access to any
benefits that might be part
of your membership.

—~~_ALEXANDRIA

Lakes Area Chamber of Commerce

Fall Luncheon: Activating Our Community
Monday, September 20, 2021 11:30 AM

Registration Contact . .
Select ltems Registration Contact
Attendees




Check out other areas

of our website
e To access any of the public L ALEXANDRIA
resources on our site and D Lakes Area Chamber of Commerce

check out your Directory
listing, you can use the links
at the top of the portal.

e Click “Post a Job CHAMBER HOMEPAGE POST A JOB OPENING ADD AN EVENT
Opening” to be directed to
our Jobs Board. This tool is

free for members to use.
Change Password Log Out

e Click “Add an Event” to be

directed to the Douglas e

County Community

Calendar. Add events and
see whatis going on in the
area.
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