
Glenwood Chamber Members ChamberMaster Tutorial

This is a short tutorial for Glenwood Chamber of Commerce members who want to get the most out of 
our ChamberMaster membership.  Many of the options are free, while a few are paid.

Free:
• Adding Events to the Calendar
• Adding Photos to Calendar Events
• Updating or adding Descriptive Text, 

Hours of Operation, Driving Directions, or 
Keywords to Web Page in Directory

Paid:
• Adding “Hot Deals” (aka discounts)
• Adding Job Postings
• Adding Photos to Member Web Pages 

within the directory

With that said, let's get started!
The first thing you will have to do if you want to add or change any of the items listed above is login to 
http://www.chamberlogin.com.  You will need to call us at 634-3636 or email us at 
chamber@glenwood-lakes-area.info or use the contact form on our website at 
http://www.glenwoodlakesarea.info/pages/contact-us.php .  There are still a few members who used 
Akeva.com for their email, and so we will need to update that, so those members may want to call or 
use the website instead.

One other thing you may want to do before starting is look at the directory listing page at 
http://www.glenwoodlakesarea.info/pages/directory.php and browse through using keyword, search, 
alphabetical, or the categories or sub-categories to see how you are listed and if you want to change or 
add another category for your business (we'll cover that later).  Some categories, such as legal, do not 
have any subcategories.

mailto:chamber@glenwood-lakes-area.info?subject=member login
http://www.glenwoodlakesarea.info/pages/contact-us.php
http://www.chamberlogin.com/
http://www.glenwoodlakesarea.info/pages/directory.php




Here is the login page, at chamberlogin.com, and for these examples we'll use Pope County Tribune 
(and that was an arbitrary selection).

 
One thing that is important to note is that the login name is case-sensitive (that is, uppercase and 
lowercase), and the spaces are also needed, so popecountytribune or Pope county tribune would not 
work to login.

http://www.chamberlogin.com/


So now we're logged in.  Notice the menus are on the left side, and we'll go through most of these step 
by step.  A few are so similar only one example will be used.



We'll start with the Member Info, which you'll want to check if you have a new email or website 
address, or 800 number, etc.:

Note the check box underneath Country (circled in red) which lets you choose to display the 
information on your business directory web page listing. Also, underneath Additional Information, you 
may add or change employee contact information and preferences:



Simply click the blue box “Add a New Rep” to add another employee, or click Remove/Inactivate Reps 
(over to the left) if you have had staffing changes. The rest of the form is fairly standard, so fill in the 
contact information you want.  Fields in red are required.  Lastly, on the bottom, you can choose how 
much of this information is available on your member web page.  Next, we'll take a quick look at 
Categories.



You cannot edit any category settings, but if you see a category missing that you think you should be 
listed in, contact us and we'll add you to it.  We added the PopeCounty Tribune to the categories 
Advertising and to Media after they emailed us.

The next section is Login information.

After you have logged in to chamberlogin.com, you do have the option to change both your member 
name and your login password, either by typing them in (for instance to a password you find easier to 
remember), or using the links to create random passwords.

The next section is Webpage Info:



If you want to change business information, you need to uncheck the box circled in red to be able to 
type in the form.  The rest is fairly self-explanatory.  Keywords are used for the search engines, such 
as Google or Yahoo, and help them to find your listing, so choose descriptive ones, preferable 
with two to three words.  In this example, we might pick “news media”, “newspaper”, “pope county 
mn”, “glenwood  mn” “pope county news” and “local sports coverage”, “weather report”, and “news 
articles”. You may also preview how the page will look.  Don't forget to click the blue Save box when 
you're done!

The next section covers photos and logos for your web page.  We notify everyone when it is available.

Links are where you can add your own links to your member directory listing:

Adding a link from our web site to yours also helps in your search engine listings.

Under the Advertising section there are three choices: Hot Deals, Job Postings, and Events.
Hot Deals are coupons you can post on our website.  

This is the screen you'll see after clicking Add a Hot Deal:



Again, at the top you just fill in all the applicable details, then at the bottom the dates you want your 
Hot Deal to run.  Once it is approved, it will show up on our web site.

Job Postings work exactly the same way; the only difference is that you must select a category at the 
top for your job offer.



The Events section allows you to add an event to our community calendar. Start by clicking the plus 
sign on the top right corner of the date you want, or click next to change months:

You may get a warning box in Internet Explorer several times during the event submission process; 
simply click Yes and continue:



The next step is to add details of the event; once again, fill in all the relevant information.  If you have a 
website address, make sure you enter it with www. or http://www.yourwebsite.com; don't just put in 
yourwebsite.com.  Use the drop down boxes next to the Start Date/Time to select the time and AM or 
PM.  Don't forget to select a category at the bottom.

After you submit, you will see this notification:

If you want to add photos to your listing, there is an extra step.  You must first submit the event, then 
go back to your event listing, which will now show photos beneath the Event Category.  You have the 
option to add photos or maps.  

http://www.yourwebsite.com/




To upload a photo, click Add Image on the right, and upload from your computer:

You may also add a map by specifying the address:



After your event is approved, you can view it on the calendar:

If you added a map, you can view it with the link on the right:



The next section is reports, and they all work the same way, so we will only cover one.
Click whichever report is relevant if you have Hot Deals or Job Postings. 

Clicking profile will allow you to format your report with the options below:

The last section is User Manuals, which are the official ChamberMaster versions and are more in-depth 
and detailed than this one.

They are available as PDF files.  If you need a PDF reader, go to Adobe or Foxit (I prefer Foxit 
because it's a much smaller download, less frequent updates, and much shorter installation times).

We plan to have a workshop in the near future to explain the system in more detail for those members 
who wish to make changes on their section of the website.

http://www.foxitsoftware.com/pdf/rd_intro.php
http://www.adobe.com/products/acrobat/readstep2.html

