INLAND SOUTHERN CALIFORNIA BREWERS GUILD - GUIDE FOR AFFILIATE MEMBERS

Your member profile:
a guick guide

Every Guild member has a page on the Guild's member directory at
iscbrewersguild.org. This guide lists what to gather before you start, and
walks you through each step of the setup for an Affiliate Member: a supply
house, ingredients, equipment or services.

Good to know

About 10 minutes.
Longer if you're uploading photos.

Photo file formats are important.
Your logo must be a PNG file. If you don't have one, you can easily get it converted (step 3 links to a free tool). All
other photos can be PNG or JPG.

Only the first two steps are required.
Everything after "The basics" can be skipped and finished later.

Save & exit any time.
Your work is saved as you type. Sign in again to pick up where you left off.

Nothing goes live until you publish.
Preview your page first, then publish when it looks right.

Wrong type on your Welcome screen?
Finish setup, then use Request a type change on Basics & hours.

Several locations with one manager? see Part 4.

How to signin

Click the link in your invitation email. Or go to iscbrewersguild.org, scroll to the bottom of the
page and click Member Portal.

Enter the email address the Guild sent your invitation to, and click Email me a link. There's no
password. If that email has changed, click contact support under the button and we'll update
it.

Open the sign-in email. Click its link, then Sign in. Or type its 6-digit code on the sign-in page.
Either works on any phone or computer, once, for about an hour.

The setup wizard opens and walks you through each step.



PART 1

Checklist: what you'll need

Tick things off as you gather them. Items without a tag apply to everyone. items are needed
before you can finish setup. Everything else can be added later.

2 The basics step2 4 When you're open Step 4
() Business name (J Opening and closing times for each day, and
. which days you're closed
03 oity vy
Plus state. (] Upcoming holidays or one-off changes
() Business address and ZIP code
5 Events Step 5
() Service area
For example, "Riverside and San Bernardino counties". D Upcoming events, such as trivia nights,
() Tagline releases and open houses
One short line about you. Add them by hand, or connect a calendar (copy its link
on a computer: Google's phone app doesn't show it;
[:] Phone after that, add events from your phone or computer):
Called "Sales phone". Shown as tap-to-call. put your tag (for example #guild) in the title or
. description of each event you want shown. Its
C] Sales email description shows on your profile too. Events in the next
L. . . two weeks also appear on the Guild homepage as
(] Year you joined the Guild ("Member since")

calendar pages with your logo and color, so a clear title
helps. Using Google Calendar? Watch the 3-minute how-
to: press Watch how on your Events page, or go to
livid.com/watch/H1WWGjbnsr9p.

6 Link buttons Step 6
(] Website

(] Instagram, Facebook and TikTok pages

(] cataloglink

7 Member discount & supplies Step 7

UJ

Your discount for Guild members, as a

percentage
If it varies, choose "No fixed percentage" instead.

How members redeem it
For example, "Call us and confirm you're a Guild
Member in good standing".

What you supply
Tick every category that fits, such as Malt & grain,
Brewing Equipment or Packaging & Canning Supplies.


https://livid.com/watch/H1WWGjbnsr9p

3 Logo, Photos & Cover Step 3

8 Pick your theme Step 8

() Yourlogo as a PNG or WebP file

Transparent background, at least 400px tall, up to 5
MB. Only have a JPG? Step 3 links to Canva's free
Background Removal tool to make a PNG.

(] Logo background: white, dark, or your theme
color

You'll see a preview and can pick what looks best.

(] Awide cover photo
The band across the top of your page, picked from your
photos. A landscape shot works best. For example, use
your Facebook cover photo. No cover? Your theme color
fills the band.

(] Up to four photos for the carousel on your
page
JPG or PNG, up to 25 MB each. Tall (portrait) photos
work best. Lead with your best one. Already posted it on
Instagram or Facebook? Upload the original from your
phone's camera roll; it's sharper than the posted copy.

() Optional: alink for each photo
For example, the Instagram post it came from.

(] Optional: your photographer's email or phone
You can send them an upload link so they add photos
straight to your gallery, with credit.

After you're live

Signing in to Member Portal now opens your profile
editor. A Finish your profile card lists anything still
empty. Edits save to a draft. Your page only changes
when you click Publish changes. Event changes
show right away.

(] One of eight colors for your page

Amber, Rust, Garnet, Plum, Indigo, Teal, Forest or Olive.

Skip it and your page stays Amber.

Want help keeping it up to date?

The owner can invite others under People: a Full
editor can edit everything, and a Photos & events
editor can edit just those two sections. Each person
gets their own sign-in email.

Questions? Reach the Guild through the contact form at iscbrewersguild.org or email iscbrewersguild@gmail.com.



PART 2

The setup wizard, step by step

Each step is one screen with Back (after Welcome), Continue and, where allowed, Skip for now. A
progress line shows "Step N of M", with a colored tag beside it naming your member type.

C] Required - Optional (can be skipped) . Finishing up

4 N /2 N T oS TTTTTTTTTT T N
1 i 3 | i
Welcome The basics Logo, Photos & When you're
Your member type, Name, city, contact i Cover i1 open |
what to have handy, details and your i Logo, gallery, up to i i Weekly hours and |
and how long it takes. location. i fourslidesand a i 1 holidays. |

E wide cover, with a i i E
i live preview. E E E

N \_ o\ SN A

then >

' 5 6 7 i 8 g

| Events i | Links | | Discount & i | Pickyourtheme |

i Connect a calendar i ! Link buttons: website i | supplies : i One of eight colors |

i or add events by i i and social pages, i i Your member i i for your page. E

! hand. E i plus your catalog. i i\ discount and what E E |

i. B | 1 vousupply B |

Review Preview One last check You're live

A checklist of every step, See your real page before
done or still empty. "Do it anyone else does.

now" jumps back to any

empty one.

Read back your hours and
tick "These hours are
correct as of today".

Your page is on the
directory. Copy the link or
share it.




PART 3

What each screen looks like

One step at a time, as you'll see them.

1 Welcome

Steplalo 2 AFFILIATEMEMOER e Check the type the Guild set for you. If it's wrong, finish
setup, then use Request a type change on Basics &
hours.

' -
Let's set up your profile
It takes about 10 minutes. Only the first two steps are needed to get started — everything after

[hefasics can ba siipped and thed Rter e Also have your member discount and what you supply
Want to see every step first? Read the Member Guide (PDF), with a picture of each screen.
ready.

You're set up as an Affiliate Member @ AFFILIATE MEMBER

¢ Press Get started.

Not right? After setup, use Request a type change on your Basics page.

WHAT TO HAVE HANDY
Your logo, as a PNG

Ideally with a transparent background and at least 400px tall. No PNG? You can get one made for free;
step 3 shows you how.

A few photos
JPG or PNG. Up to four for the slides on your page (tall photos work best), and a wide one for your cover.

Your business hours

The days and times you're open, plus any holidays coming up

Your member discount

What Guild members get from you, how they redeem it, and what you supply.

@ Don't have something yet? Skip that step. Anything you skip, you can finish later from your portal
Your page stays hidden until you publish it

Get started



2 The basics

SET UP YOUR PR

Sample Supply Co

SR  AEEILIATEMENBER ¢ Your business address, service area, sales phone and

sales email.
The basics

Your business name and city are required. The rest helps visitors find and reach you.

MEMBER TYPE

Affi

Supply house, ingredients, equipment or services. Same layout as a producer, with business hours
and a trade contact

te Member

@ Your member type is set by the Guild. It decides which sections appear on your publie page. If it's
wrong, use Request a type change in your portal later

1DENTITY
Business name Timezone

Sample Supply Co America/Los_Angeles v
Tagline

Malt, hops and brewing supplies for Inland Empire brewers.

Upto 70 characters — the one place you speak in your own words.
Business address
1200 East Airport Drive

Start typing your address or business name and pick it from the list, or type it in full

City State ZIP code
Ontario cA 91761
Service area Member since
Southern California 2017
Sales phone Sales email
(908) 555-0170 sales@samplesupply.example
Shown on your profile as a tap-to-call link. Shown on your profile. Not the address you sign in with.

Changes save as you type. Your profile stays hidden until you publish it

fack “



3 Logo, Photos & Cover

SET UP YOUR PROFILE

Sample Brewing Co.

Step 30f 7 ® PRODUCER

Logo, Photos & Cover

Your logo, the photos for your page, and the wide cover across the top. Start with the gallery: your slides and cover are picked from it.

1'L0g0 LIVE PREVIEW

Your logo

PNG only, transparent background, at least 400px tall, up to 2 MB. JPGs Replace
and SVGs are rejected.

@ You don't have a PNG format? Get it converted now with Canva's Backgro
tool. Download the result as a PNG, then upload it here

Sample Brewing Co.

LOGO BACKBROUND Riverside, CA

The tile behind your logo on your profile. If your logo is mostly white, pick Dark or your theme color so it

(@) White () bark () Your theme color

stands out.

2 - Gallery

Updates as you go. Nothing changes on your live page until you
YOUR GALLERY publish.

Everything you upload lands here first. Pick from it for your slides, your cover and your sharing image.

Drop a photo here

JPG or PNG, up to 25 MB. Once it's in your gallery, add it as a slide and choose what stays in the portrait

frame

Choose a file

e 1w

Delete

CD Posted it on Instagram or Facebook? The original photo is probably still in your phone's
camera roll. Upload that one for the sharpest result.

Someone else takes your photos? Invite them as a Photos & events editor (from People, once
setup is done), or send them a creator upload link

Didn’t shoot it yourself?

Send the person who made it an upload link. They add the original file and their credit, it lands in your
gallery, and nothing appears on your profile until you approve it.

Create an upload link

n 7 days - works fo

5 filas - revoke

Expi

Continued on the next page |

¢ Logo: upload a PNG. No PNG? The note links to Canva's free Background Removal tool. Then pick the tile behind it.
¢ Gallery: drop all your photos here first.

¢ The live preview on the right updates as you go.



1 Continued from the previous page

3-Carousel
Up to four slides that visitors swipe through. Lead with your best one. Tall (portrait) photos work best.

CROP TO PORTRAIT YOUR CAROUSEL

g ) +
L Sl | b

Add

» G

Uploadedp.. Uploadedp.. Uploadedp.. psition 4

Reset Remove slide

Where this slide goes when tapped

Paste your post link (optional)

Leave it blank and the slide just sits in the

carousel

4 - Cover photo

COVER PHOTO

The wide band across the top of your profile. For example, use your Facebook cover photo. No cover photo? Your
theme color fills the band instead

The shadad strips ars hidden on wide soreens

Zoom

Reset
Use a different photo

Choose from gallery. v

Remove cover — use your theme color instead

Changes save as you type. Your profile stays hidden until you publish it

@ Not ready? Skip it. Without a cover, your theme color fills the band. You can add everything later.

B “

Skip for now

e Carousel: up to four slides, each cropped to portrait. Lead with your best one.

e Cover: pick the wide band from your gallery.



4 When you're open

Sample Supply Co

epots S AFEILIATEMEMBER ¢ Your business hours. Open Monday to Friday? Mark
Saturday and Sunday closed.

When you're open

Your business hours, so members know when to reach you

(@ Open Monday to Friday? Set those five days and mark Saturday and Sunday closed
WEEKLY HOURS Shown on your page as day chips
Monday 09:00 AM @ to 05:00 PM Q@ \:\ Closed X

Add another shift

Tuesday 08:00AM @ to | 06:00PM ® [ Closed X
Add another shift

Wednesday ~ 08:00 AM @ to  06:00PM @ [ Closed X
Add another shift

Thursday 08:00AM @ fto  05:00PM @ [ Closed X
Add another shift

Friday 09:00 AM ® to  05:00PM @ [ Closed X
Add another shift

Saturday 12:00 PM 08:00 PM Closed X
Add another shift

Sunday 12:00 PM 08:00 PM Closed x

Add another shift

HOLIDAYS & ONE-OFF CHANGES Replaces your weekly hours for that date
Date
12/25/2028 () Closed all day Remove

Note (shown on the profile)

Closed for Christmas Day
Add a holiday or one-off change

Changes save as you type. Your profile stays hidden until you publish it

(@ Not ready? Skip it. Your page will say "Hours not listed" and show your phone number until you
add them

B “

Skip for now



5 Events

SET UP YOUR PROFILE

Sample Supply Co

Step 50f 8 ® AFFILIATE MEMBER

e Tastings, open houses and workshops, the same way.

Events

Tastings, open houses, workshops. Connect a calendar (only the events you tag come in) or add
them by hand

(@ Event changes show en yeur page right away.

Add a calendar

Calendars connect by subscription link (ICS), which your calendar app updates on its Add calendar
awn schedule —expect dates to appear here a little behind your calendar.

D Set up the link on a computer — one time only. Google Calendar shows a calendar's iCal
link (the ICS subscription URL below) only on a computer, never in the phone app. Copy it
there once and paste it here. After that, add and change your events on your phone or
your computer, whichever you like.

® Watch how to connect a Google Calendar for EVENTS (2:53)

uPcoMING + Add one by hand
e STATUS
Fall malt tasting for brewers
ocT 10:00 am - 2:00 pm - added by hand Going ahead v
Title (optional) Starts Venue
Fall malt tasting for brewer 10/14/2026 10:00 ANGY

place from
for your own

Hide from profile Delete

saT STATUS
Homebrew supply open house
ocT 9:00 am - 1:00 pm - added by hand Going ahead v
Title (optional) Starts Venue
Homebrew supply open hot 10,24 /2026 03:00 AN

pick the place from

blank for your own

[] Hide from profile Delete

@ No events coming up? Skip it. You can add them any time

e “

Skip for now



6 Links

SET UP RP

Sample Supply Co

Step 5 of 8 0 G T ¢ Add your Catalog link.

Links

Website, Instagram, Facebook, TikTok — plus your Catalog. They show as buttons on your page,
in this order.

LINK BUTTONS

Website v hitpsi//samplesupply.oxample x
Catalog v httpsi/samplesupply.example/catalog x
+ Addalink
conTacT
sales phone (808) 555-0170
Sales email sales@samplesupply.example

Business address 1200 East Airport Drive, Ontario, CA

Edit on Basics & hours

These are edited with your other basics, so there's only one place to keep them rig

Changes save as you type. Your profile stays hidden until you publish it.

@ skip it for now and add links whenever you like.

s “

Skip for now



7 Member discount & supplies

SET UP YOUR PROFILE

Sample Supply Co

SHATEE 4 AEEILIATEMEMBER ¢ Your discount for Guild members, how they redeem it,

and what you supply.
Member discount & supplies
o Affiliate Members only.

What Guild members get from you, and what you supply. The discount shows large near the top
of your page.

GUILD MEMBER DISCOUNT
Shown large and in color near the top of your profile. If your discount varies, check “Ne fixed
percentage” instead of entering a number.

Discount percentage

10
off

[7] Nofixed percentage — discounts vary

Your profile will read *Discounts available to members in good standing”.

How members redeem it

Call us and confirm you're a Guild Member in good standing.

WHAT YOU SUPPLY

Pick everything that fits. Members browsing the directory find you under these.

v Malté gi R L Supplies Brewing Equipment Gases

Packaging & Canning Supplies Printing & Promotional Products Signage & Displays
Distributing Events Services Pest Control POS and Credit Card Services
Insurance Services Financial Services

Changes save as you type. Your profile stays hidden until you publish it.

(@ Skip it for now and add your discount later.

e “

Skip for now



8 Pick your theme

SET UP YOUR PROFILE

Sample Brewing Co.

G S/ERIDUGER ¢ One of eight colors. The preview shows your page as you
pick. Skip it and your page stays Amber.

Pick your theme

It carries your buttons, highlights and cover band. Every option is checked so your page stays
easy to read.

EIGHT THEMES. LIVE PREVIEW

3‘ st

- - s i
Sample Brewing Co.

Riverside, CA

Garnet D Plum

Small-batch ales and lagers, brewed in

- - —
Open now
O Indigo ) Teal
e g o Directions
- - Updates as you pick. Nothing changes on your live page until
() Forest () olive yoispusdish

No cover photo yet?

Your theme fills the cover band instead, so your
page still looks finished. Add a photo whenever
you have one.

(D TheBuild's own dark frame stays the same
on every profile. Your theme colors what
sits inside it, so the directory still reads as
one site.

@ Skip it and your page keeps Amber.

agk “

Skip for now



v/ Review, Preview and One last check

SETUP Y

Sample Bi

S S[ERIOVCER ¢ A checklist of every step. Do it now jumps back to
anything still empty.

Review

Everything's filled in. Take a look at your page before it goes live

° Member type

Dane
° The basics
Dane

° Logo, Photos & Cover

Done

° When you're open

Dane

° Events
Dane

‘I’ Links
Done

° Pick your theme

Done

Gk



@ Preview - not live yet. This is your page with everything you've set up.

1 I I
Brewing Co.

Riverside, CA - Member since 2019

Small-batch ales and lagers, brewed in downtown Riverside.

Open now

Closes 10:00 pm - 6 hr 6 min left

it fuul
a0

|} I
,Jl.[

THIS WEEK

UPCOMING

SAT

10

ocT

FIND THEM

Website

?, (951)555-0142

© Q@etdirections %, Call

EVENTS

Oktoberfest on the patio
12:00 - 10:00 pm

Trivia night
7:00 - 8:00 pm

Fresh Hop IPA release
3:00 - 8:00 pm

Instagram Facebook Tap list

® 3750 Main Street

Your real page, before anyone else sees it. Keep editing or Publish.

P—




PART 4

Managing several locations

For businesses with more than one location, where the Guild has set up one manager for all of them. Each
location still has its own page on the directory. If each of your locations is run separately, skip this part:
every location works as described above.

Shared by every location Each location's own
e Logo,cover and theme. e Everything else.
Change them on any location and every location Address, hours, photos, events, links and phone.
changes.
® Publishing.
® One sign-in. Each location goes live on its own, when you
The Guild sends one invitation to the business publish it.
manager.

A Switch between locations

BUSINESS MANAGER
¢ The box at the top of the menu shows which location

Sample BrewingCo.- , ..
San Bernardino Finish your profile - 3 sections empty yOu re edltlng.

*these in when you're ready. This card goes away once everything has sc

SAMPLE BREWING CO. - 3 LOCATIONS

e Clickit to open another location. Each one shows Live,

P = When you're open — Events — Links —
Setting up or Not started.

+ San Bernardino Live

sics & hours ¢ New locations are added by the Guild. You'll get an email
Temecula Not started

when one is added.

Links & contact

Producer with a taproom
Theme Brewery, meadery, cidery or distillery the public can visit. Shows weekl
People

(D Your member type is locked. It decides which sections appear on your p
Member Guide (PDF)

Request a type change

B The shared logo, cover and theme

BUSINESS MANAGER
¢ The label Shared by all 3 locations marks what is

Logo, Photos & Cover shared.

Your logo, the photos for your page, and the wide cover across the top. Start with the gallery: you

¢ Change the logo, cover or theme here and every location

B Bkared by al3 losations updates. Each live location shows the change once you
publish.
1-Logo
Your logo
PNG only, transparent background, at least 400px tall, up to 2 Replace

MB. JPGs and SVGs are rejected.

(i) Youdon'thave a PNG format? Get it converted now with Canva's
Background Removal tool. Download the result as a PNG, then upload
ithere.



C Setting up your other locations

Set up your first location with the full setup above. Each location after that gets a short setup: no
Welcome and no theme step, since those are already done.

BUSINESS MANAGER

. ¢ The steps start with The basics ("Step 1 of 6").

Sample Brewing Co. - Tem

¢ Yourtagline, phone, member-since year and links are
filled in from your first location. Change anything that's
different here.

Steplofb @ PRODUCER

The basics
Your business name and city are required. The rest helps visitors find and reach you. o Fl” in thls |00ati0n's own addl‘eSS and hOUPS.

MEMBER TYPE

Producer with a taproom

Brewery, meadery, cidery or distillery the public can visit. Shows weekly hours, an open-now
status and directions.

@ Your member type is set by the Guild. It decides which sections appear on your public page. If it's
wrong, use Request a type change in your portal later.

IDENTITY
Business name Timezone
Sample Brewing Co. America/Los_Angeles
Tagline
BUSINESS MANAGER

¢ Thelogo and cover are already there and can't be
changed in this step. Add this location's own photos to
Step 2015 its gallery and carousel.

¢ When this location is live, the last screen offers Set up
Logo, Photos & Cover [next location] next.

Your logo and cover are shared by all your locations, so they aren't changed here. Add this lo,
picked from it.

& Shared by all 3 locations

(D Change them from any location's Logo, Photos & Cover page; every location updates
1-Logo

Yourlogo

LOBO BACKGROUND

The tile behind your logo on your profile. If your logo is mostly white, pick Dark or your theme color so it

stands out

White Dark Your theme color



D Handing a location to its own manager

Does someone else run one of your locations day to day? Hand that location off. They manage it; you keep
access to it, and the logo, cover and theme stay shared.

BUSINESS MANAGER

People

Who can edit Sample Brewing Co. - San Bernardino
ON THIS PROFILE

manager@example.com - you
Business manager - all 3 locations

Hand off this location
Their email

ame(@example.com

They'll manage San Bernardino only. You keep access, and the logo, cover and theme stay shared.

Send invite

BUSINESS MANAGER

People

Whe can edit Sample Brewing Co. - Corona.
ON THIS FROFILE

manager@example.com - you
Business manager - all 3 locations

corona.manager@example.com
Location manager - Corona

Coronais handed off

corona.manager@example.com manages Corona. You still have access.

Take back this location

BUSINESS MANAGER

Take back Corona?

corona.manager@example.com will no longer be able to edit

Corona, and you'll manage it again.

!

Switch to the location, then open People.

Under Hand off this location, enter their email and press
Send invite.

They get an email with a sign-in link. It lasts 14 days. You
can Resend or Cancel invite from this page.

Once they sign in, they're the Location manager and the
page shows who manages it.

You're always listed as Business manager. No one can
remove you from here.

To manage it yourself again, press Take back this
location, then Take back.

The location manager loses access right away. Anything
they published stays live.



E If you manage one location

You were invited to manage one location of a business. Sign in as described on page 1, with the address
the invitation was sent to.

LOCATION MANAGER

¢ People lists the business manager and you. You can
Heopls invite editors for your location.

Who can edit Sample Brewing Co. - Corona.

¢ Your setup is the short one: the logo, cover and theme
are already done.

ON THIS PROFILE

manager@example.com
Business manager - all 3 locations

corona.manager@example.com - you
Location manager - Corona

LOCATION MANAGER

Theme

Pick the color that carries your buttons, highlights and cover fallback. Every option is checked for
legibility, so none of them can make your page hard to read.

LIVE PREVIEW

@ Shared by all Sample Brewing Co. locations. manager@example.com manages this.

EIGHT THEMES

Sample Brewing - Cor...

Corona, CA

Open now
Amber Rust Garnet Plum

FE i e

e Thelogo, cover and theme show the business's look, with a note saying who manages it. Ask the business

manager to change them.

Directions

djeH

¢ Everything else on your location's page is yours to edit and publish.

The emails
» Business manager: "[Business] is invited to the ISC Brewers Guild Member Directory", with a sign-
in link.
» Location manager: "[Business manager] asked you to manage [business] - [city]", with a sign-in link
that lasts 14 days.
 New location: "A new location, [business] - [city], was added to your business. Sign in to set it up."



