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User Manual for AmCham Website 
www.amcham.bg 

 

General Information 
 
In June 2016 AmCham Bulgaria launched its new website www.amcham.bg . This step-by-
step user manual will provide you with useful and well-structured information regarding your 
interaction with his website. 

The website is designed to be user-friendly and easy to work with and that is combined with a 
great visual presentation.  

Step 1: Registration and Login 
 
To fully benefit from the new website you must use a personal account.  

We have created user accounts for all members’ employees, who have been subscribed for our 
mailing list prior to the new website launch. If you are part of them, you have received your 
username and password on your e-mail (search in you Inbox for a mail with the title: 
"AmCham: Check Out Our New Website!") so you will be able to log in with the username 
and password provided in that e-mail. More information for the login process you can find in 
Step 1.2. 

If you haven’t received the credentials you have the opportunity to register and create your 
account. 

Step 1.1: Registration 

The Registration button is situated in the upper corner of the page (as shown on the screenshot 
below): 

 
 
 

 
 

http://www.amcham.bg/
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After clicking on it you will be guided to the following page: 
 

 

 

Step 1.2: Login 
 
The Login button is situated in the upper corner of the page (as shown on the screenshot 
below): 

 

 

 

 

Fill in all of the required 
information and click on 
"Register". We recommend you to 
tick the highlighted box so you can 
receive your credentials on the e-
mail that you provided. 
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After clicking on it you will be guided to the following page: 
 

 

You can find your personal username and password in an e-mail sent from us with the title 
"AmCham: Check Out Our New Website!" 
We strongly advise you to change your password upon your first login! 

Problems that can occur during the login process: 

Lost password: 

If you can't remember your password and try to log in you will receive the following notice: 
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Click on "Lost your password?" in order to be linked to the following page, where you 
should enter your username (e-mail address). You will receive an e-mail through which you 
can reset your password. 
 

 

Once you have reset your password you can go back to the website and Log in (follow the 
steps showed in the beginning of Step 1.2) 
 
Step 2: Manage your Personal Profile 

As you saw in the General Info section there are two types of users in the new AmCham 
website. 
Here you can see what is visible for both and what are the main differences between both 
account types. 

Account Type 1: User (limited functionality) 
Once you complete the login process you will be able to see your personal profile, which is 
divided in 4 sections.  
Please follow the visual presentation bellow. 
 
                                                         Personal Settings 
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Here you can see and change your first and last name and the way you name is visible 
publicly.  
You can change your e-mail address, as well as your password. 
In order to save the changes you should click on "Update". 

My Company 
 

 

 

Here you can change the company you work for, as well as your job position in it. In order to 
save the changes you should click on "Submit". We strongly advise you to fill in the company 
information. It is very beneficial when registering for events with your account. 



6 
 

My Committees 

 

 
On the page My Committees you can easily select you preferences for the committees you 
want to participate in. Once you choose the committees you want to sign up for please click 
on “Update”. The website administrator then receives an e-mail and updates your mailing 
preferences in our system manually. 

 
My Events 

 

 

 

On this page you will see all your registrations for future and past events. 

Account Type 2: Representative (full functionality) 
 
Some representatives of every company have more sections in their profiles giving them 
the opportunity to upload a wide range of information about their company. This 
personnel includes the formal representative figure (Executive director, CEO, President 
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etc.) and any other employees, responsible for providing company news (usually 
marketing & PR personnel). 
Please follow the visual presentation bellow. 
 
                                                     Company Settings 

In the section "Company Settings" you can change the company's phone, website, description 
and address. Changes in this section will update the presentation of the Company profile in 
the member’s directory, so please make sure the information here is adequate and up to date. 

 

 
 
 

 

 

 

 
 

 

 

 

 

 

 

 

 
 

 

 

My Company Events 
On this page you will see a list containing all of the events, created by your company. 
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Step 3: Create a Company Event 

 

Follow the steps below in order to proceed further with the creation of your event. 

 
Step 3.1: Choose an Event Name 
 

 
This is the section, where you should write 
the title of your event. 

Step3.2: Set the Date, Time and Location 
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Here you can set the date and time.  

 

In this section you can select the place of your event. Be aware that the location name, 
address, city/town and country are required. 
After filling the details in, a map with the location will appear bellow. If the red dot is not 
correctly visualized you can move it manually to correspond with the exact event location. 
Step 3.3: Details 

 
Insert more information 
about your event in the 
"Details" section (agenda, 
contact details, 
presentation topics, 
dresscode etc.) 
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Step 3.4: Text Formatting 
 
This bar contains many of the most frequently used commands for text formatting. 

 
Step 3.5: Add Media 
 
Every post in our website should have a featured image.  A featured image represents the 
contents or theme of your post and appears next to the text of your post on the website. Post 
sand pages can have a single featured image. 

The easiest way to upload a Featured image is the Event Image section that appears under 
the Details screen:  

 
 
 

  

 

 

 

 

If you want to add a regular picture in 
your text (not a featured one), use the 
Add Media button. 
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The  Media Library will display images in a Grid View. If you wish to Delete multiple 
images, check the check box next to every image, and select the Bulk Actions drop down at 
the top, and select the option to Delete Permanently. 

By opening the Upload Files tab you can select or drop the files from your computer and they 
will be uploaded. 
 

 

To create a gallery, upload multiple images and then select all of the images you want in the 
gallery at once. 

 

 

A featured image represents the contents or theme of your post and appears next to the text of 
your post on the website. Post sand pages can have a single featured image. 

http://support.wordpress.com/images/gallery/
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You can also select Insert from URL if your image is displayed elsewhere on the Internet, 
and you want to link it over instead of uploading it from your computer. 

After you upload. 

 
 
After your event is ready click on Submit Event. 

My Company News 
 

The Company News section visualizes the latest news articles posted by the representatives of 
every company. The posts are ordered chronologically and are visible for every visitor. 

 
 

 

On this page you will see a list 
containing all of the created news of 
your company. 
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 Step 4: Create a Company News Article 

 
 
 
* Check Create Company Event for more information about how to post content. 

My Company Research and Analysis 
 

This section is focused on the members' research and analysis articles. They are visible for 
every visitor and should contain relevant and useful information regarding the world of 

business. 
 

 
 

Antispam Question 

 

 

On this page you will see a list 
containing all of the articles for 
research and analysis from your 
company. 
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Step 5: Create a Research 

 

* Check Create Company Event for more information about how to post content. 

 
My Company Member Offers 

 
The Member Offers section is visible for every visitor and every person with a representative 

account could post the latest offers from their company. 
 

 
 

As in the News section here 
you will see an anti spam 
question. 
 

 

On this page you will see a list 
containing all of the offers of your 
company. 
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Step 6: Create an Offer 
 

 
 
*Check Create Company Event for more information about how to post content. 

As in the News and Research and 
analysis sections, here you will 
see an antispam question. 
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