
AAGB Directory Artist and Arts Organizations Instructions

Sign-up
1. On the home page of the directory, in the top right corner, select Register
2. Set up your account by filling in the required fields marked with an asterisk *

○ Be sure to store your login information somewhere safe such as a Word
or Google doc

○ Do NOT use an email address for your new username.
○ Your username may only use lowercase letters (a-z) and numbers (0-9);

no spaces.
○ Your password must use more than 5 characters.
○ Your password may include a combination of uppercase (A-Z) and

lowercase (a-z) letters, numbers, and the following special characters:
!@#$%^&amp;*()

○ Our password login field is case sensitive
You will receive a notification that your account was successfully created

Log in
3. Once the above steps are completed, you will be logged out of your account
4. Please navigate back to the home page of the directory, and click Login in the top right

corner of the home page
5. Input the username and password you previously created

○ If you forget your password, please visit
https://directory.bloomingtonarts.org/forgot-password/

Welcome to your Dashboard
6. Once you log in you will be directed to a page that hosts your dashboard

○ Here you will be able to create/edit your directory profile or renew your
Arts Alliance membership

○ While we value all constituents of our directory, we do prioritize members of
Arts Alliance by listing their profiles higher up. You can become a member at
https://www.bloomingtonarts.org/membership. Your membership helps fund
efforts like this. Thank you!

○ There are 3 black tabs on the left side reading: Dashboard, Account, and
Artist/Arts Organization

Creating your profile
7. Here you will input all the information that will be visible to directory visitors. Save it all

in a safe place like a Word or Google doc in case you forget to “save” when you finish
a session (it happens🙂)

8. Keep in mind, your profile is like an advertisement for yourself and your art. Be sure
to not only fill out all required fields marked with an asterisk, but also create a
compelling message about yourself for viewers

9. Be sure to select the correct category you feel best describes your profile - artist or
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arts organization
10. The biggest difference between the categories is the boxes you select under each

category (Ex: Artist > Film/Video, Instructor, Literary Arts, Performing Arts, Visual
Arts (under each of these categories are further subcategories)

11. Arts Organization > Guild/Cooperative/Club, Literature, Museum, Music, Nonprofit,
Outreach, Studio Space, Support & Supplies, Theatre, Visual Arts,
Classes/Workshops, Dance, Festival, Film/Video, Foundation, Gallery)

12. DO NOT select categories that do not pertain to you
○ Artists, do not select boxes under the Arts Organization tab
○ Arts Organizations, do not select boxes under the Artist tab

○ This includes writing an interesting “About me” section perhaps including details

About yourself

What got you started in your craft, what inspires you

Your creative process

How you know you’ve made a quality piece, etc.
○ Include relevant info that could attract viewers to you and your art such as:

Links to your website

The type of artist or arts organization you are

Affiliations or awards you have earned

Arts shows or exhibitions you have been featured in

Volunteer opportunities

Whether or not you accept commissions

Offering group or individual lessons

Your outreach/arts education programs

Upcoming events, etc.

13. The contact info you provide at the bottom will NOT be visible to the public and will only
be stored for administrative purposes

14. Click “Submit Record” to save all progress
15. Once your profile is submitted, it will be sent to be approved by the AAGB Webmaster
16. You are able to edit any information at any time following the process above –

remember to always click “Submit Record” to save your updates.
17. If you have questions or need help, please email support@bloomingtonarts.org

Adding photos, video, and audio
1. Photos:

○ The primary image will be the default image displayed with your artist profile
and on the Arts Directory listing

○ The cover image is a new feature and allows you to display a larger photo at
the top of your profile page similar to Facebook cover images. This is an
optional feature
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○ The other gallery images (up to 10) appear on your profile page under the
“Gallery” section

○ IMPORTANT: All images must be .jpg, .png, or .gif format only. Primary and
gallery images must be 400 x 400 pixels or larger, and should not exceed a
file size of 5 MB. The cover image should be at least 1200 x 800 pixels or
larger to display correctly

○ Note: Square images (1:1 aspect ratio) make the best primary images and will
be the image featured on the Arts Directory. However, portrait and landscape
formats are acceptable as well.

○ Image file names must NOT contain spaces between words, question
marks, exclamation points, apostrophes, quotation marks, or most other
symbols (hyphens and underscore marks are OK). Our system
automatically rejects images with bad file names.

○ Once you are done, click Submit Photo to save
2. Videos:

○ Our system accepts URL links from YouTube.com, Vimeo and Brightcove
“Share” options

○ You cannot just copy and paste a link to a YouTube video, you must click the
Share button > Copy link

○
○ Go back to the directory to paste that link into the Video submission form
○ You are able to add an unlimited amount of video links
○ Once you are done, click Submit Video to save



3. Audio:
○ Audio files must be uploaded as links. To do so,

i. Upload your audio file to a cloud storage space such as Google Drive
ii. Click the 3 vertical circles on the right side of the screen, on the same tab

as the audio file
iii. Select “Share” > another tab will appear with 2 options reading “Copy Link”

or “Share”
iv. Choose the “Share” tab to edit sharing settings such as who has access to

your file, etc. I recommend placing your sharing settings at anyone with the
link can be a viewer.

v.
vi. Once the link is copied, please paste it in the Audio submission form along

with a brief description below
○ You are able to add an unlimited amount of audio files
○ Once you are done, click Submit Audio to save

Keep in mind
1. For profiles to be approved, they must have the following information:

○ All required fields must be filled out
○ At least a profile image, though we strongly encourage adding images to

your gallery as well
○ At least 1 paragraph in the About Me section that contains information such as

who you are, what art you make, your creative process, your inspiration, what
products and services you offer, etc. Write as if you were someone viewing
your own profile in the directory. What might interest people about you or your
work?

○ City, state, zip code
i. If you do not see your city, please select the city nearest to you and

email the AAGB Webmaster at support@bloomingtonarts.org
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○ Artist/Arts Organization Types must be identified by checking all relevant boxes
○ Contact info for administrative purposes only

2. Once your profile is approved you may log in and update, add to, or delete information
at any time. Remember to hang on to your user name and password!


