
ALLIED MEMBER INSTRUCTIONS  
FOR VENDOR DIRECTORY LISTINGS

You must perform four tasks to prepare your listing on our website:  
 Verify/Update your company information for public viewing

 Select the product/service categories for your business
 Provide a description of your company for each category

 Upload your company logo and other media

Go to www.hospitalityminnesota.com and click 
“Member Login” under “More” in the naviga-
tion. Enter your username and password. Call 
(651) 778-2400 if you need assistance. Record 
your log-in credentials somewhere – you’ll 
want them in the future to access members-on-
ly information and update your information. 

LOG IN:

VERIFY YOUR COMPANY INFORMATION:

Once you login, look in the navigation bar and click on “Update Your Contact Information”. In this 
section, you are able to update your company and employee information. Next click on the button 
that says “Edit My Profile.”



On the General Information screen check that your company contact information is all correct. 
Our directory will display only your organization’s name, address, city, state, zip, work phone, 
email and website. If any information is incorrect, you may make the change here and save it 
and it will also update your membership profile with the association. If the information is cor-
rect for your membership profile but you want to hide or replace some information for public 
viewing on the vendor directory (for example, if you work from a home office and you don’t want 
your address displayed), send an email request to samuel@hospitalitymn.com and we’ll take 
care of it on the administrative side for you. 

Once you have finished updating this information click the “Save and Keep Working” button at 
the bottom of the screen.

SELECTING YOUR PRODUCT & SERVICE CATEGORIES:

Next click on the “Vendor Directory Listing - For Allied Members” tab. In this section, look 
through the category options and select the one that aligns most closely with your product or 
service. You must make a selection here in order for your listing to display on our site so do not 
leave it blank! After selecting a category, check to see if the Primary Listing Checkbox is active. 
If it is not checked do so now. 



If there are additional category selections that apply to your products or services, you have 
the ability to set up secondary listings. Please only choose categories that fit your products or 
services. To add a secondary listing click the “Add” button near the top of the screen. Another 
listing option will appear below the first. Choose your secondary listing category in this new sec-
tion. Keep Primary Listing unchecked for any secondary listing categories (you can only select 
one Primary Listing category). Select as many categories as is appropriate. Save your work by 
clicking the “Save and Keep Working” button at the bottom of the screen. 



PROVIDE A COMPANY DESCRIPTION:

After selecting your listing categories you will need to enter information into three separate fields 
for each category (Description, Short Description and Keywords). 

The description field is where you need to complete a full description of your company, which 
will display on your company’s listing page in the vendor directory. The description will be dis-
played in a paragraph format. Do not use bullets or any non-standard characters, which could 
result in viewing problems for your listing. You may copy and paste your description from your 
primary listing into your secondary listings or you can personalize those fields specific to that 
particular category.

The short description will display under your company information on search results pages in 
the vendor directory. (The search results page shows all companies that have the keyword or 
product category you searched for.) Keep it brief - just a few short phrases (well under the maxi-
mum character limit of 250 characters).

In the keywords field enter relevant keywords (related to your category) to improve keyword 
search functionality. The system will search company name and description, so only words not 
included there need to be added. It may also be a good idea to add commonly misspelled words 
that people may search. When adding keywords separate them with commas. Example: awards, 
promotions, giveaways.

Once you have completed these fields for each category click on the “Save and Submit” button at 
the bottom of the screen.

UPLOADING YOUR COMPANY LOGO:

After saving and submitting your company 
information, click on the “Upload Media (En-
hanced Listings Only)” tab in the home navi-
gation bar.



In this section you may load your company logo. Once you have uploaded the media you would 
like to display on your listing click the “Save Changes” button at the bottom of the screen. Please 
note that the Photo 1 and Video media does not display on your listing.

THEN WHAT?

Your information will be stored in our system for staff to review. Please allow us time to review 
the listing before it is approved to go live on the directory.

If you have any questions or issues with posting your information, please contact Membership 
Marketing Specialist Sam Adams at (651) 925-4013 or samuel@hospitalitymn.com.


