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In the Member Information Center (MIC), select Events in the top menui.
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Welcome Message
Company Information

ChamberMaster is your direct connection to the Kalamazoo Area

Hot Deals Chamber. As a member of the Kalamazoo Area Chamber, you have the

Member-to-Member Deals
post hot deals, job openings, and events, and add keywords to help consumers
find you when they run searches and reports to see hit statistics for your
home page and other advertised items.

News Releases
Jab Postings
MarketSpace £ dB ™

Request for Proposals

MIC How To's

+ How to Set Up AutoPay for Your
Members

+ Manage Autopay in the MIC for
Your Members

Whether at work, home, or traveling, anywhere you have access to the
internet you will be able to edit your information by logging into the

ChamberMaster website. Please contact your Kalamazoo Area Chamber
- How 1o Undate Your Perconal

Read Later

opportunity to market your business to consumers visiting your website by
enhancing your informational home page With pictures and text. You can also

News Settings

Account Balance
$595.00
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Upcoming Events

30 AUGUST 2023

Weekly Trivia Night
Trivia Night at Bel's Brewery!
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Member Profile

Your Company Profile is 94%

Refer others o the Kalamazoo

-
M Area Chamber

Select Add Event.
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Home Directory Events Resources

Events I've registered for

Events l've
attended/checked-in

Clear Filters

O Featured Events (78) Hosults foumi =158

O Registration Available (188)
O Incomplete Registration (1)
Women's Business Expo

Wednesday, August 30, 2023

.. mare details —

Narrow search by-

Keyword:
Categories: Community, Technology, Women in Business, Networking
Category:
Any Category o Weekly Trivia Night
Wednesday, August 30, 2023
Month Trivia Night at Bell's Brewery! ... more details —
Any Month v

Categories: Just For Fun

Surfin’ PTA Meeting

s Wednesday, August 30, 2023
ﬂ Come join us and participate in school stuffl ... more details —
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Categories: Community, Schools

Logged in as Mary West
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3. Complete the following information in the General section:
Event Title: This title will display on the Events drop-down list and also on the Event

@)
page,

o Start/End Date/Time: Enter the correct dates for the event. A different end date is
only needed when a single event runs multiple days - like over the
weekend. NOTE: All Day Event is selected by default, deselect this checkbox if you
wish to enter exact times.

o Recurrence: An event occurring multiple times on your calendar may be duplicated

by setting a recurrence.

Logged in as Mary West
b 4 Diephouse Realty
Account Settngs v

a i (8 B = O = o]

Home Directory Events Resources Reports News Settings

Events |'ve registered for

attended/checked-in

General

Event Tille

All Day Event

Start Date: (midiyyyy) Siart Hour Start Minute: AM/PM.
830:2023 ~ W W
End Date: (midfyyyy) End Hour End Minute AMIPM
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Recurrence:
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Meta Description: (1-2 sentence summary of your content: often visible in search engine results and social media posts/shares; 320

characters max)

Search Description: (Description displayed in the search resulis listing on the website, 160 characters max)




4. Complete the following information for the Details section:

o

o

o

o O O O

Description: Enter a description of the event.

Meta/Search Description: Enter the description to be displayed when events are
searched.

Location: Enter additional location details, if applicable.

Date/Time: Enter additional date/time details to be included along with the
Start/End Date/Time information.

Fees/Admission: Enter the fee description to be displayed on the website.
Contact Information: Enter the name of the contact for this event.

Contact Email: Enter the email for the contact.

Website URL. If applicable, enter the URL to a website that provides further
information about the event.

Details
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Meta Description: (1-2 gentence summary of your content. often visible in search engine results and social media posts/shares: 320
characters max)

Search Description: (Description displayed in the search results listing an the website, 160 characters max)

Location:

Heae= Ed

A-B- B I U S x ¥ 2 = = E |}

Siyle Forma Foi Size
body A
DatefTime:
@ Q b3 EL|&
A-B-|B I U S x x E £ = E|E = =HE® o= [
Siyle: Forma - Foni ize
body A

Fees/Admission
& Qb HEL | @

A-B- /B I U S x x = = = |

Heaqae= B

Styles - || Format || Font - || size -

body A

Contact Information

Contact Emai Website Ui

mwest@mailinator com




5. Select the Event Category. Multiple categories can be selected.

Fees/Admission

Contact Information

Contact Email

mwest@mailinator com

Website Url:
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Event Categories

Clans & culture

I Clubs & Crganizations
O Entertainment

[ Holiday & Seasonal
] Networking

[ Technology

[ Business L eadership

[ community

[ Festivals & Celebrations
[ Just For Fun

[ schools

[ Women in Business

[ chamber of Commerece
O Continuing Education
O Government

[ Members Only Event
O Sports & Recreation

Photos & Images

Event Header Photo (will be displayed only on

websites with v4 public modules)

Image
Nat

Assigned

Add Image




6.

In the Photos & Images section, select Add Image in each area to upload.

o

o

Event Header Photo: This image will be displayed at the top of the event page.
Main Event Photo: This image will be displayed above the Register button on the
event page.

Search Results Logo: This image is displayed when searching for the event on your
organization's website or within the MIC,

Gallery Photos: Add images to create a photo gallery on the event page.

Photos & Images

Event Header Phato (will be disalayed only on websites with v4 public modules)

Add Image
Main Event Photo Search Results Loga
Tmage
Mot
Assigned
Tmage
Nt
Assign
Add Image
Image Capfion
Add Image
(Callery Photos
Image Image Image Image
Not Mot Not Not
Assigned Assigned Assigned Assigied




7. Inthe Map Service section, select if you would like to upload a map image or if you would
like to display the location of the event using Google Maps.
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Map Service

YouTube Video
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8. In the YouTube Video section, you can add the URL to a YouTube video to be displayed on
the event page.

o EENE - R
Map Service
O None Map Address

® Google Maps
- Street Address
_) Uploaded Image

City State: Postal Code:

[—

YouTube Video

Video Url

Example: http i}

Example: http:// atch?v=0uliN1CcOPWw
Save as Draft Cancel Submit for Approval




9. Once you've added all of the information for your event, click Submit for Approval. The
event will be submitted to your organization and will not be displayed on an event calendar

until it has been approved.

Gallery Photos

Add Image Add Image Add Image Add Image

Map Service
® None
O Google Maps

O Uploaded Image

YouTube Video

Video Url:

tu be/QuliN1cOPWw
tch?v=9uljN 1cOPWw

Example: hitp:#
Example: hitp:fi

Cancel Submit for Approval

@ Copynight 2023. Ali nghis reserved. MIC 4.0 - Kalamazoo Area Chamber




