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 Chamber Member Guide

Account Information

Business Name: ___________________________

Account Number: __________________________

Login URL: http://login.onlineagency.com
Email Address: ____________________________

Password: ________________________________

Overview



This document is a basic user guide for the Chamber/Association. This coverers basic editing but if you have advanced HTML knowledge you can use your own HTML in the body sections of your member account.

The Dashboard



Once you login to your directory listing account you will be at the account “Dashboard.” The Dashboard is the main navigation area to the different parts of your account.   The following links are relevant for your account type:

· Pages of Content: This will take you to the Editing Platform where you can edit pages, upload images, and create new pages.

· Promotions and Promotions Wizard:  Builds a new version of the account homepage used for featured advertisers.  Consult your Chamber Admin before using this feature.
· Event Wizard: Used to add events to the Events Calendar. You should consult your Chamber Administrator for approval to add events.  This wizard will post events to both your events calendar and the Chambers Events Calendar if that feature is used.

· Account Tab:  The account tab has  general  information about your business, your contact information, and archive of any information requests received from your listing,  and User  login information

· General:  Company Name, External Website address,  contact email addresses. 

· Business Hours are not relevant to your account type.

· Communications: settings about notifications from Levelfield about new features and information that may prove beneficial to your web presence.

· User: This area is where the login information for your account is set.  You can change the username and password.  


· Information Requests: An archive of all the information requests received from your listing page.


· Reports: Shows the hits that your pages are receiving and the source of those hits.


· Support: Enter and review support requests and documentation. 

The Editing Platform



The Editing Platform is where you can edit your listing page, create new pages, and upload images.  It can be accessed from either the Site link or the Pages of Content link.

· Editing Pages:  To edit text on your site you can click on any of the yellow section tabs to add text.  The following are the standard tabs for your account type:

· Title: Page Title, commonly the business name on the main directory listing

· Sub-Title:  commonly a tag line

· Body: used to add text and images to your site.  

· Adding Images:  Image can be added in one of two ways.  Through the image tabs on the page or into the body section using the HTML Editor.    Image placed into the body section must be uploaded into the body section prior to being placed into the body.

· Uploading Images: Image can be uploaded individually from any yellow image tab on your pages or from the Upload Directory link at the top of the pages of content.  Images must be either gif, jpeg, or PNG and should be less than 256k in size.  

· Other types of uploads: 

· Documents such as MS Word and PDF files can also be uploaded and linked to your pages.  Once a document has been uploaded you can obtain the document URL from the View link in the document upload area.


· Small Movie and Sound files of less than 5 mb can be uploaded into the media library.  You will need to use the URL and embedding code to put these into the site.  Because of the number of  file types we do not supply the embedding code.  You can get this information from a web search for embedding the specific file type.  


· Note that you must observer all licensing requirements to use any materials you did not create yourself.

· Previewing your page: Once you have made your edits you will want to preview your page to see how it appears on the Chamber Website.  There is a link to see this under the Preview Page area on the left site bar.  Please note that because a single account may be tied to more than one Chamber so the specific page view in your account does not reflect the Chambers look and feel.

Creating New Pages



You can create as many additional pages for your directory listing as you want.  New pages are a way to further expand on your business offerings and will help increase  the exposure of your listing and the Chambers website to the search engines.

· From the Left Side tool base under the New Page section click the page type relevant to your listing type:

· Service Info

· Restaurant Info

· Lodging Info

· Real Estate Info

· Attraction Info

· Once you have edited the page you will want to preview the page on the chamber site to view it as it will appear on their website.  

· Releasing the Page: Once the page has been completed you will want to click the Release Page link on the left tool bar to publish the page to the Chamber Website.

Enhanced HTML Editor


The body tags section of your pages in the Member Account include an HTML editor that lets you perform basic and some enhanced HTML Formatting of your text. This works much like a word processor and lets you format the following:

· Text font, size and color

· Positioning Test and images
· Text Background Color

· Adding URLs(links to text and images)

· Adding images that have already been uploaded

Adding Images to the Body Section: 

· To add images to the Body section of your page you need to follow the instruction above for uploading images. Then in the Body section click on the Insert/Edit Image icon [image: image2.bmp] on the tool bar. 

· This will open the Image Properties Window: [image: image3.png]Image Properties
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· Click on the Brows Server Button and the list of uploaded images will load.

· Select the image from the list

· Set the width or height to adjust the image size.  If no values are present you can click the refresh button on the Image Properties (semi-circle arrow) to load the default.

Adding Block Elements



You can add new block elements to your page to assist you in editing your listing.  The common block types are Title, Subtitle, image, and Body.  To add a new block element you must first create a content box. A content box can be created from existing Image, Title, or Body tokens that are not already part of a content box.  Click on the desired token (Body, Title, Image, Subtitle) and then click the Green Convert button at the top of the box:
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This will then give you a list of items you can add:
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· Select Body, Image, Title, and Subtitle from the pull down menu and enter the number of blocks you want to add and click the new button.  Then click OK to save the Block Elements to your page.
· Please note that content blocks will try to fill the space horizontally then move to the next line.  Adding multiple images can be tricky and sometimes is easier to add them to the body section.

General Things to Know:




· Some updates are not immediately available to the chamber site.  Updates occur hourly.  Clicking the Preview on Chamber/Association link from the side tool bar will show you what the page will look like on the chamber site

· The information that shows from the Member List is the first 250 characters from the Body section of the first member page on your Member Account

· Pages that are not released in your Member Account will not be linked on the Chamber/Associate Site

· If you Un-release the main page in your Member Account your listing will not be available to the Chamber/Association Website.

· Font colors, type and size for the Title and Info-box are controlled by the Chamber/Account and can not be over-ridden by the Member Account
· The image that shows on the Member Listing is either the first image on the first page of your member account or the thumbnail image that is set on the Advanced Tab of your main Member Account Page. These images will be set to 120x100 in the listing page.  If you image does not fit those dimensions some distortion will occur.
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