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Edit My Profile 
Go to “Edit My Profile” from the blue navigation bar. 

 
Form Fields: 
 
First Name - Editing your first name 
 
Last Name - Editing your last name 
 
Password/Confirm Password - Fill in these two fields if you’d like to change your password - 
to keep your password the same, skip this part. 
 
Email - Is your account email address (only editable by NEAC Staff) 
 
Fax - Change/add your fax number 
 
Office Phone - Edit your office phone 
 
Cell Phone - Edit your cell phone number 
 
Company name - Edit the name of your company 
 
Street Address, City, State, ZIP, Country - Edit your address 
 
Profile Picture - Upload an image to represent your profile (jpeg, png, gif file formats) 
 
Facebook, Twitter, Instagram, LinkedIn - Edit the web address of your various social media 
 
Website - Edit the web address of your own website 
 
 
*If a field is left blank, that’s okay, it won’t show up in your profile. 
*All fields with a red asterisk are mandatory, your profile will not save if left empty 
*You must click ‘Save Profile’ to save any changes.  



 

My Brands 

 
 

Adding a Brand 
Go to “My Brands” from the blue navigation bar. 

 
To add a new brand click the Add New Brand button. This will open a form to fill about 
information about the brand you would like to add. 
 
Form Fields: 
 
Brand Name - This is the name of the brand 
 
Brand Logo - You can upload an image from your computer that represents the brand (jpeg, 
png, or gif file formats) 



 

Brand Catalog - You can upload a PDF catalog for this brand 
 
Brand Description - You can add text about your brand 
 
Brand Categories - Choose which categories this brand belongs to 
 
Brand Website - Enter the web address of your brand’s website (beginning with https:// or 
http://) 
 
Brand Instagram - Enter the web address of your brand’s Instagram account 
 
Brand Twitter - Enter the web address of your brand’s Twitter account 
 
Brand Facebook - Enter the web address of your brand’s Facebook account 
 
Gallery - Here you can add images to a gallery for this brand.  

1. Click Add items to add a new item to the gallery. 
2. Choose to add either an Image or a Video 
3. If you choose to add an Image you can upload an image from your computer (jpeg, png, 

or gif file formats) 
4. If you choose to add a Video you can enter the web address for either a vimeo or 

youtube video (beginning with https:// or http://) 
 
 
*Click save profile to save any changes. 
 
 

Viewing a Brand 
* once you have at least one brand added 

Clicking the  icon lets you see that brands page (this is what other visitors to the site see) 
 

Editing a Brand 
* once you have at least one brand added 

Clicking the  icon lets you edit this brands information (see Adding a Brand for the same 
process) 
 



 

Deleting a Brand 
* once you have at least one brand added 

Clicking the  icon lets you delete this brand and all of its data  



 

My Shows 
Go to “My Shows” from the blue navigation bar. 

 
When you register to exhibit at shows, your list of shows with your assigned booth(s) (once 
assigned) will display here.  



 

Forum 
Go to “Forum” from the blue navigation bar. 

 
This is a place for NEAC Reps to interact. This is not open to the public. Currently we only 
have the Marketplace open where you can post about buying and selling items from one 
another. 
 

Adding a new topic 
Click into the Marketplace and at the bottom of a page you can add a new topic of discussion. 
For instance if you are selling a clothing rack you could put the Topic Title “Selling clothing 
rack - $40” and then in the field below the Topic Title, put some more information about the 
clothing rack you are selling. 
 

Replying to a topic 
To reply to a topic, click into it. You can then type your reply at the bottom of the posting and 
submit.  



 

Jobs 
Go to “Jobs” from the blue navigation bar. 

 
Any visitor to neacshow.com can submit job postings via the Contact dropdown: Contact > 
Post a Reps Wanted Ad 
 
Once someone submits a Reps wanted ad and it’s approved, they will appear on this page for 
you to browse.  



 

Membership Information 
Go to “Membership Information” from the blue navigation bar. 

 
Here you can view our bylaws and meeting minutes.  



 

Download Attendees 
Go to “Download Attendees” from the blue navigation bar. 

 
Here you can view attendees lists from past shows, just click to download.  



 

Pay Dues 
Go to “Pay Dues” from the blue navigation bar. 

 
Here you can pay your dues when they are owed. 


