Member Portal Guide

St. PaulArea Chamber

MAKING CONNECTIONS THAT COUNT >



A Member’s Guide to the Members-Only Area

As a member of the St. Paul Area Chamber, you have access to self-service
and exclusive benefits that only members and their employees can take
advantage of.

To ensure only members receive these benefits, these areas of our site
require a valid log 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 your Chamber membership.
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A Member’s Guide to the Members-Only Area

* Many of our events offer exclusive discounts for members and their employees.

 Make sure to log in to your account before registering to make sure you receive
your member discount.

* You can also access your Event Passes that may part of your member benefits (available
to Principal level members and above).

STPAUL

Making Connections
That Count.
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A Member’s Guide to the Members-Only Area

#connectingSTP

Hi Megan! You g 3t. Paul Area Chamber 's profile Change Password

Member Marketplace is now OPEN!

To add a coupon, click on "Additional Links" and click on Member Marketplace to add your coupon

St. Paul Area Chamber There are no open invoices
- ‘ PAYMENT HISTORY PAY INVOICES
Email Phone
bkyle@saintpaulchamber.com (651) 223-5000 17 Related Profiles Add a profile View and edit all »
e Ms. B Kyle bkyle@saintpaulchamber.com
Address Title S — (651) 265-2771
401 Robert Street North, Suite 150 $Billing Contact % Main Contact
Saint Paul, MN 55101
e Accounting Accounting accounting@saintpaulchamber.com
(651) 223-5000
My Events View all events >
e Alyssa Binsfeld alyssa@saintpaulchamber.com
February 17, 2022 Account Executive (651) 223-5000

154th Annual Meeting presented by Xcel Energy



A Member’s Guide to the Members-Only Area

What can | do here?

Update your contact information (plus organization
information if you're the main contact or an editor).

Member Marketplace is now OPEN!

Pay inVOices for a ny related prOf”eS (main To add a coupon, click on "Additional Links" and click on Member Marketplace to add your coupon
contacts/editors). You can also now enroll in Automatic
RecurringBilling (ARB) if you choose. 1 St Paul Area Ghamber There are no open Involces
A= (e

Access membersonly content.
View your benefits. 0 O e

. . . e Aeco @ (¢ )223752)00C
Upload media (company logo, staff pictures, directory L gy i

photo gallery and video) depending on what is available
for your membership level.

Change your password.
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A Member’s Guide to the Members-Only Area

Log in to take control of your

membership o
You will need to use your username and password to Username
gain access to the private Members Only Area, or to eerrame
receive special discounts on event registrations.
Password
If you ever forget your password, click Forgot your Password
password to receive an email with a password reset
link [J Remember My Login

Forgot your password?
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A Member’s Guide to the Members-Only Area

Switch Profiles

If you are the main contact or an Editor of related organization profiles, you will be
able to easily switch the profile you are editing at any time.

Make sure to save any edits before you switch to another profile!

STPAUL

AREA CHAMBER

Hi Megan! You're currently viewing St. Paul Area Chamber 's profile Switch Profile
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A Member’s Guide to the Members-Only Area

Edit this Profile

. 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 You can edit the following information:
profiles. This helps us ensure we always have the * Name, address, and other basic contact
latest information about you and your business. information

—— * Directory Listing category and descriptions

AREA CHAMBER

 Demographics, and Areas of Interest
* Social media accounts

Profile Edit .‘. st. Paul Area Chamber SAVE AND CONTINUE ED

Thank your for submitting changes to your profile. The time you took will help us maintain accurate data. The changes are not immediate. Please allow our staff 48 hours to review the changes

General Information

sssssss

401 Robert Street North, Suite 150

City State/Proviribe
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A Member’s Guide to the Members-Only Area

Edit this Profile

You can edit your personal profile.

Only staff marked as Main Contactor Editor can edit their
related Organization(s).

If you have editor permissions, you can also edit
the profiles related to your organization.

NOTE: Make sure to change the status of employees who
leave your organization to "former employee".

Once you make changes, they are submitted for approval
by our staff. Please note, profile changes may take up to
48 hours to be approved and activated.

#connectingSTP

STPAUL

AREA CHAMBER

Hi Megan! You're current

Profile Edit

General Information
Additional Addresses
Additional Phones
Additional Emails
Directory Listing
Social Media

Areas of Interest

5t. Paul Area Chamber 's profile Switch Profile

!‘_ St. Paul Area Chamber

Thank your for submitting changes to your profile. The time you took

Report Name

St Paul Area Chamber

Title

Address

401 Robert Street North, Suite 150

SPAC




A Member’s Guide to the Members-Only Area

Relationships STPAUL

AREA CHAMBER

The Relationships menu item

(a nd Related Prof”es area Of the home page) Hi Megan! You're currently viewing St. Paul Area Chamber 's profile
shows all profiles related to the profile you’re
editing. x

St. Paul Area Chamber
Bm

You can add new staff or relationships, as

isti i - Related Profil
well as update existing relationshipssuch elated Frotiles

as marking staff as former or marking new There are 17 reationships
editors or main contacts for organizations. woncomss | SIS o R e s e s S
All updates you make are submitted g |G U | G | | ki ey
for approval. NOTE: Changes may take up to & © O wesrne SofeOmimpaubantarcon | 5
48 hours for review and approval. “ O e oSt |
- © Hpsatinied | Nember Pomotons Narager | shssoGssinpasicranbercon | (651
- Make sure to save any changes! = © hosetnpe | biectorof uents beth@ssimpauchambercon (65
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A Member’s Guide to the Members-Only Area

View invoices and renewal

information
From the Members Only home page, There are no open invoices

Main Contacts and Editors can view all
open invoices for their related profiles SRR |

as well as renewal information

You can view Payment History and
click to Pay Invoices, as well as Enable
ARB (Automatic Recurring Billing for
membership dues) even if you don’t
have an open dues invoice.

#connectingSTP SPAC



A Member’s Guide to the Members-Only Area

Hi Megan! You're currently viewing St. Paul Area Chamber 's profile Switch Profile

View invoices and renewal
information

. . Open invoices across accounts
- Click Pay Open Invoices from top
l\low Select invoices below t y

Navigation menu or the Pay Invoices

b u tto n o n t h e ri ght si d e of t h e Due date & Invoice date £ Invoice & Invoiced profile 2 Description < ltem amount £ Paid 2 Due &
4/1/2021 7/16/2020 7093 Freddy's Frozen Custard Dues $1.00 $0.00 $1.00
home page.
. . . 12/18/2020 12/18/2020 7456 Freddy's Frozen Custard ACRE Dues $50.00 $0.00 $50.00
- Main Contacts and Editors will
. . . 8/1/2021 2/26/2020 2680 Freddy's Frozen Custard Single Tax Item $24.60 $0.00 $24.60
see companyinvoices, other staff will
3/10/2021 3/10/2021 7667 Freddy's Frozen Custard Events $450.00 $0.00 $450.00
VI eW O n Iy I nvo I Ces CO n n eCted to 2/11/2021 2/11/2021 7660 Gloria Gaynor Application Fee $5.00 $0.00 $5.00
their individual profile. L
1 > »

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

- To print an invoice, click on the
Invoice Number link.
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A Member’s Guide to the Members-Only Area

Paying invoices

Payment details $45 0
Once you select an invoice/invoicesto pay, you N
will see a Payment details pop up screen, |
where you will enter your credit card Cord N

Security Code Month Year
‘ 4 Vo 2021 v

If you would like to be automatically charged on

your renewal schedule, you will see a checkbox Address

above the Submit Payment screen detailing

the amount and when you will be charged

(annually, quarterly). o S e

and address payment information.

SUBMIT PAYMENT
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A Member’s Guide to the Members-Only Area

* If youwould like to have your credit card charged
automatically for membership on your
membership schedule, you can Enable

ARB (AUtomatlc Recurrmg Blllmg) atany time. Automatically charge my credit card for $105 every month
e If youhavean openduesinvoice, when you go to

pay the invoice, there will be a checkbox on
the payment detailsscreen allowingyou to optin

to ARB.
* If youdo not haveanopen invoice, you can
. Renewals
enable ARB from the Renewals section of the
Sponsorship

Members Only home page' Yearly (starting on 11/01/2019) $555

ENABLE AUTOMATIC RECURRING BILLING

Enter credit card details to automatically pay your renewal fee each time
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A Member’s Guide to the Members-Only Area

1 St. Paul Area Chamber

View benefits, committee involvement ! -

and recent activity
bkyle@saintpaulchamber.com (851) 223-5000
Address Title
401 Robert Street North, Suite 150
* From the home page of your Saint Pau, MN 55101
profile and any related profiles (for
. . My Event: iew all events »
main contacts and editors), you can e .
. . . April 7, 202? . . ) ]
view event hIStO ry' comm Ittee Cybersecurity in the Modern Age, presented as part of our Business Education Series
involvement, and member benefits. £ A

Transportation and Transit Update, presented by Roseville Business Council

March 9, 2022
Lunch with Leaders: March Mavericks - Celebrating Women's History Month

February 23, 2022
Roseville State of the City, presented by Roseville Business Council

February 17, 2022
154th Annual Meeting presented by Xcel Energy

Committees

2021 Board of Directors
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A Member’s Guide to the Members-Only Area

Upload Media (located below Committee listings in your portal)

Upload Media + Add new

* Member benefits for Principal and above levels allow you to upload logos and pictures directly to
your account, for your directory listing.

e Our Online Member Directory can displayimages and videos on your listing, depending on your membership
level. 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.

* If you have a Principal member level or above, the images or video will displayautomatically on your
directory listing; if you don't have this member benefit, it will not appear and will be stored in your profile.

* Click the ‘+ Add new’ button to add new content!
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A Member’s Guide to the Members-Only Area

Check out other areas of our website

» Make sure to review your Directory Listing to ensure your company information is correct.
» Become active in Member Marketplace and advertise discounts/specialsfor other Chamber members.
» Sign up for our Chamber newsletter

» View our Event Calendarfor upcoming events
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[ ]
Qu e St I O n S ? Our membership team is happy to help answer further questions!

A
Alyssa Binsfeld Tong Thao AR
Membership Promotions Manager Relationship Manager AR
Alyssa@stpaulchamber.com Tong@stpaulchamber.com
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St. Paul Area Chamber

@SPACC #connectingst
Stay Connected o
Wlth the @StPaulChamber
St. Paul Area
Chamber! St. Paul Area Chamber

St. Paul Area Chamber

www.stpaulchamber.com
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