
Members’ guide 
to the new 
Suffolk Chamber 
of Commerce 
website  

Help and guidance on using the new Suffolk Chamber website



1. Introduction
The new Suffolk Chamber website has been redeveloped and updated to 

further improve the customer experience and increase opportunities to 

help our members grow their business. The new site includes a completely 

revised and updated Members’ system. These notes are intended to give a 

brief overview of the new functionality and to help members get the most 

from the new website.
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2. Logging in for the first time
For security reasons, all passwords have been reset during the migration 

process from the old to the new site, so Members will need to create a 

new password to use the new website.

You will need to follow these steps to reset your password:

 • Navigate to the Suffolk Chamber website homepage at www.suffolkchamber.co.uk

 

 • Click on the ‘Forgot Your Password’ link.

 • On the next page please enter your username 

  (this will be your registered email address) and click ‘Send’.
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 • If your username is recognised, you will receive an email containing a link to  

 click to reset your password which will take you to the following page:

 • Enter and confirm your new password and click ‘Change password’.

 • Your password will be changed. Please navigate back to the homepage of the  

 Suffolk Chamber website (clicking on the Chamber logo will do this) where  

 you can log in by using your username and new password.

 

 • If you forget your new password, you can follow the steps above to reset it.

 • Chamber staff will NOT have access to your password, so you may wish to  

 keep a secure record of it.

 • If you are having problems with your username, please contact  

 Suffolk Chamber on 01473 680600, 01284 700800 or 01502 502200  

 and a member of staff will be able to help you.
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3. Booking an event

 • To book a Chamber event, please select your chosen event from the  

 Events & Networking section of the site and click ‘book your place’.  

 Please note that you must be logged in to the website prior to making  

 the booking to receive your member discount rate. 
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 • You will be directed to the event booking system where you can complete  

 the booking for your chosen Chamber events. 

 • You will be asked to indicate the number of delegates you wish to book for,  

 your contact details and any dietary or other requirements you may have.

 • Once you have completed the booking form, click ‘Next’.
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 • The event booking will be added to your basket, so you can either  

 book another event, or complete your booking and move on to the  

 confirmation screen or payment screen if the event has a booking  

 fee to pay.

 • Once your payment has gone through this will be confirmed as shown  

 by the screen below, after which you will also receive a confirmation email.  
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4. Updating your company 
profile

You will need to be logged in to update your company profile. 

 • Please log in with your username and password.

 

 • Once logged in click on the ‘Members area’ link at the top of the page.

 

 • From the Members Homepage, click ‘Company Profile’ in the left-hand navigation.
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 • Please note that you can amend your Company Profile, but you   

 cannot overwrite it (eg as a new company).

 

 • If you need to change your company contact details, you can use  

 the Click Here link in the blue text at the top of the page and follow  

 the steps in Section 6.

 • On the Company Profile page you can add an image. This can be  

 uploaded from your computer or device hard drive and needs to be  

 at least 300px wide; the system will resize the image to suit. You will  

 also need to put in an image description (ALT TAG for screen  

 readers) and your profile.

 • Some simple editing tools allow you to format your profile text and  

 create a link to your website or an email address of your choosing.

 • It is not possible to change your company name on this screen –  

 please refer to section 6 for this and updating other company details.

 • Once you have finished editing your profile, click SAVE.
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5. Updating user profiles

 • From the Members Area homepage, click ‘Manage Users’ in the left-hand navigation. 

 • A list of current users is shown, each with an ‘edit’ link.

 • To update a user profile, click ‘edit’.
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This takes you to the user profile update form where you can amend the 

following information:

  

   • Organisation

   • Address

   • Website URL

   • Social networking links (for Facebook, Twitter and LinkedIn)

   • Profile – this content can be formatted using some simple editing tools

   • Image – you can upload an image from your device hard drive

  

   Note: The name of the user cannot be changed in this screen  

  – please refer to section 7 to update the name of the user and  

  other contact details.

 • In addition there are options to opt in for the Suffolk Chamber  

 newsletter and Marketing Alerts as well as selecting administration  

 permissions for that user as follows:

  

   • Company Editor (to edit company profile details)

   • User Editor (to add, delete or edit company user details)

   • Offer Editor (to add, delete or edit your company offers)

   • Event Editor (to add, delete or edit your company’s events)

   • News Editor (to add, delete or edit your company’s news)

 • A ‘save’ button allows you to save the information once your update  

 is complete.
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6. Updating company details

The asterisks are mandatory fields. For clarification, in the drop down next to  

SIC92, please select the industry sector that you work in. Under Directory Codes, 

please select the type of services that you offer – this can be more than one. 

 • Once you have completed your amends, click ‘Confirm’ at the bottom of  

 the page to save your changes.

 • From the Members Homepage, click ‘Company Profile’ in the left-hand navigation.

 

 • From the Update Company Profile page click on the link at the top which says  

 “To change your company name, address, telephone number or email address,  

 please click here”.

 • This will take you to the following form where you can update your company  

 details.  Any registered user in your company can do this.
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7.  Adding a new user
 • You will need to be logged in as a Member to add a new user. Any registered  

 user in your company can do this.

 • To add a new user, in the members area click on the link which says Manage Users’ and  

 on the new page click on the link which says: “To add company users, please click here”.

 • This will take you to the following form:

 • This form can be used to update user contact information, as well as to add new users.

 

• Please note: the new user must be a member of your company.

 • To add a new user, click on the contact field to activate the drop down. 

  From the drop-down select ‘Add New Contact’.

 • This will load a fresh web form where the new user’s details should be entered. 

 • Complete all fields with a ’*’ as a minimum, including adding a password.

 • Once added, click ‘Confirm’ to save the details.

 • The user profile can then be added to the site using the ‘Update User Profile’ 

  procedure outlined in section 5.
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8. Adding a Member offer
As a Chamber Member, you can add offers to the site that you wish to 

make available to other Chamber Members. Offers will need Suffolk 

Chamber of Commerce approval before they are published to the website. 

Offers can be submitted for approval as follows:

 • From the Member’s Area navigation, click ‘Add Offer’.

 • Complete all the fields on the form, ensuring the summary is 50 words or less.

 • You must specify a start and end date for the offer allowing you to embargo and  

 restrict the time the offer is available for.

 • Images and documents can be added to your offer page – these can be uploaded from  

 your device hard drive and need to be at least 850px wide. The system will resize the  

 image to suit. Ideally, these should be .jpg or .png format. You will also need to put in an  

 image description (ALT TAG) for screen readers.

 • Be sure to select a category for your offer; this will make it easier for Chamber members  

 to search for offers of interest to them.

 • You can save your offer as a draft by clicking ‘save’. Only when you click ‘publish’ will  

 the offer sent to the Suffolk Chamber of Commerce website administrator for approval.

 • You will be notified by email within two working days to let you know if your offer has  

 been approved or declined.
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9. Adding a Member news article
As a Chamber Member, you can add news articles to the site that you wish 

to share with all Chamber website visitors. News articles will need Suffolk 

Chamber of Commerce approval before they are published to the website 

and will take up to 2 working days for approval.

News Articles can be submitted for approval as follows:

 • From the Member’s Area navigation, click ‘Add News’.

 • Complete all the fields on the form, ensuring the summary is under 50 words.

 • You can specify a news article title, date, summary and content. 

 • Images and documents can be added to your offer page – these can be uploaded  

 from your device hard drive and need to be at least 850px wide. The system will  

 resize the image to suit. Ideally, these should be .jpg or .png format. You will also  

 need to put in an image description (ALT TAG) for screen readers.

 • You can save your article as a draft by clicking ‘save’. Only when you click ‘publish’  

 will the article be sent to the Suffolk Chamber of Commerce website administrator  

 for approval.

 • You will be notified by email if your article has been approved or declined.
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10. Adding a Member Event
As a Chamber Member, you can add events to the site to which you can 

invite all Chamber website visitors. Events will need Suffolk Chamber of 

Commerce approval before they are published to the website.

Events can be submitted for approval as follows:

 • From the Member’s Area navigation, click ‘Add Event’.

 • Complete all the fields on the form.

 • You can specify the name, summary, content, start and end date and time for the  

 event as well as location, venue details and a website URL.

 • Images and documents can be added to your offer page – these can be uploaded  

 from your device hard drive and need to be at least 850px wide. The system will  

 resize the image to suit. Ideally, these should be .jpg or .png format. You will also  

 need to put in an image description (ALT TAG) for screen readers.

 • You can save your event as a draft by clicking ‘save’. Only when you click ‘publish’  

 will the event details be sent to the Suffolk Chamber of Commerce website  

 administrator for approval.

 • You will be notified by email if your event has been approved or declined within 

  two working days.
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Suffolk Chamber of Commerce in Greater Ipswich  

Felaw Maltings, South Kiln, 42 Felaw Street, Ipswich, Suffolk IP2 8SQ

Tel:  01473 680600  Fax: 01473 603888 

info@suffolkchamber.co.uk  www.suffolkchamber.co.uk 

Suffolk Chamber of Commerce in Lowestoft & Waveney

Waveney Chambers, Waveney Rd, Lowestoft NR32 1BN

Tel: 01502 502200 Fax: 01502 502202

info@suffolkchamber.co.uk  www.suffolkchamber.co.uk 

Suffolk Chamber of Commerce in Bury St. Edmunds,  

Haverhill & District, Newmarket & District

West Suffolk College, Out Risbygate Street, Bury St Edmunds, Suffolk IP33 3RL

Tel: 01284 700800 

info@suffolkchamber.co.uk  www.suffolkchamber.co.uk 

Suffolk Chamber of Commerce  
is the voice of business in the county. 
 

If you need any further information or assistance regarding  

the new Suffolk Chamber website please contact us on 

01473 680600, 01284 700800 or 01502 502200


