A Member’s Guide to the
Members-Only Area

Myrtle Beach Area Chamber of Commerce

An illustrated guide to getting the most out of our interactive self-service website
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Member Portal Home

The member portal is powered by MemberClicks, a Personify company. You may hear us
refer to it as our database. Use the portal to view and edit the information on file for you
and your business. Please note, most changes submitted through the portal require staff

approval which takes 24-48 hours.

What can | do here?
- Update contact information
- Pay invoices
- Upload media including logos and photos

- Change your password

If you are expecting an invoice, but don’t see one, or can’t edit your business information

you likely need your permissions adjusted by our staff.

Email loginhelp@visitmyrtlebeach.com for assistance.
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Logging In

Your login and password give you access to the members only portal as well as member

pricing on our Job Board and events.

Logging in
Click LOGIN at the top of MyrtleBeachAreaChamber.com to access the member portal.

Logins are per user and each employee should use a unique email address.

If you ever forget your password, click “Forgot your password” on the login screen to
receive an email with a password reset link. If you don’t know what email is associated
with your account, or if someone needs an account, please email

loginhelp@visitmyrtlebeach.com.

Switch Profiles

If you're a longtime investor, you may remember logging in as the business with a single

login for all employees. Logins are now per employee, with different permissions available.

If you are the main contact or an editor of any business/organization profile, you can easily

switch the profile you are editing at any time.

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

Switch Profile

8 Gloria Gaynor

ﬁ Freddy’s Frozen Custard

Log Out
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Edit This Profile

Clicking “Edit this profile” from the portal menu opens a page allowing you to update

your information on file.

Make note of which profile you are viewing when you begin your edits — your individual
profile or a business profile. Some information including directory listings and number

of employees should only be edited under the business profile.

You can edit the following information:
- Name, address and other basic contact information
- Directory listing categories and descriptions
- Custom Fields or additional search fields
- Relationships you have to other profiles
- Social media accounts (Please use the full URL i.e., https://www.facebook.com/

MyrtleBeachAreaChamber not @myrtlebeachareachamber.)

Remember, edits to your individual or business information require staff approval
and do not take immediate effect. If you are unable to edit your business information,

email loginhelp@visitmyrtlebeach.com to request editor status.
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Relationships
Relationship screen (example below)

The relationships menu item and the related profiles area of the homepage show all the
profiles related to the profile you are editing. For example, if you represent more than one

business you should see them all listed on those screens.

If you're looking at the business/organization profiles, you should see a list of all employees
we have on file. You can add new employees on this screen as well as select permissions,

including editor status and setting a billing contact.
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View Invoices and Renewal Information

From the members only homepage, main contacts and editors can view all open invoices
and renewal information. You can view past invoices and payments under your

payment history.
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Paying Invoices
Invoice screen (example below)

1

Click the "Pay Invoices" button on the right side of the page or click “Pay Open Invoices’

in the top navigation menu. This brings up a list of open invoices.

Main contacts and editors will see company invoices. Others will only see invoices

connected to their individual profiles.
You can view or print any invoice by clicking on the invoice number.

To pay an invoice, you need to check the box in the first column to select which invoice(s)

you want to pay then click the “Pay Now"” button.

This brings up a payment details window where you can fill in your card information.
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Upload Media

You can upload logos, images and documents directly to your account in the upload

media section.

If you have an enhanced listing, your logo will display automatically in the search pages of

our directory.
You can also use the HTML editor in your portal update form to add images into your
directory listing. Click the “+ Add new” button to upload the media. This will generate a

link you can copy and use to insert an image in the directory description section.

Upload Media + Add new

Access More Tools
Click the down arrow in the portal menu to access more tools

View your referral report. Make sure you're in the business view then click “View Referral
Report” from the menu. This will load the interactive value report which will tell you how
many people have viewed your directory listing, clicked on your website or social media

platforms or seen your ads in our business directory.

Post a job. Use the same portal credentials on our Job Board to access member pricing

allowing you to post job openings for free!

Submit an event. Have a commmunity event? Investors can submit events to our community

calendar for free.

Coupons. Coupons should be added from the business profile to make sure they show

up with your directory listing. Double check that you've switched profiles before
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launching the coupon form. Coupons are available for the public or can be exclusive
to fellow investors.

Pay open invoices Relationships v

View Referral Report
Submit a Job

Submit an Event
Add a Coupon

Change Your Password

You can change your password at any time by clicking the link in the top right menu bar.

Current Password
MNiew Passward

Fepes Password
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