
Wyoming Arts Council Artists & Venues Profiles 

Overview 

We’ll go over all this in more detail below, but the basic steps are pretty easy: 

 

1. Either log in to an existing account or sign up with a valid email address and create a password 

to sign in to your profile settings page. 

2. Add your basic contact information. 

3. Decide what information you want to be public. 

4. Add your photos and links to where your work can be viewed. 

 

All of your information is totally under your control -- you decide what the public can see (if anything), 

and you can update your information at any time you like. 

 

You’ll now have the ability to maintain your own information at the Wyoming Arts Council to ensure that 

you’re always in the know about the latest and greatest happenings in the state’s art scene, all while 

having the option to show your own work to the public in a fast, easy, beautiful fashion. 

 

If you are an artist and are also affiliated with a venue or organization, you can create separate 

profiles using two separate and distinct email addresses.  

 

Now let’s get started! 

  



Logging In 

1. Go to the Directory homepage: http://wyoarts.state.wy.us/directories/wyoming-artists-venues/ 

2. There are three links listed just above the search bar that give you the options to log in to an 

existing account, or to create a new profile. It looks like this: 

 
 

3. If you are unsure whether you already have a public profile listed, do a quick search for your last 

name or a keyword in your organization’s name. If a box with your name appears, follow the 

“sign in here” link to sign into an existing profile and click on the “Need A Password?” link 

(image below). You’ll receive an email with instructions to set your password. If you don’t see 

the email in your inbox, be sure to check your Spam folder. After you complete that step, follow 

the instructions for adding information below.  

 
 

*If you think your email address is already on file with the Arts Council but you aren’t seeing a public 

profile, you can email or call us and we can look it up for you. Or, you can try to register a new account 

with your email address and you will receive this error message: 

 
 

  

http://wyoarts.state.wy.us/directories/wyoming-artists-venues/


4. If you’re creating a new profile, you’ll see this box: 

 
5. Once you’re logged in, you will be automatically directed to your profile page. 

Entering Your Information 

You are now on the administration page for your profile. This is where you control what information the 

Arts Council has for you and what (if any) information you’d like to appear on your public profile.  

Your Profile Photo 

The first section you’ll see at the top of the page is your name, and your email address, next to a 

generic placeholder picture, like this: 

 

 
 

This photo is what will show at the top of your public profile if you should choose to enable it. You 

should change that picture to one of yourself, sort of like your publicity photo -- just click the picture and 

you’ll get a pop-up menu on the right side of your screen that looks like this: 

 



 
 

Click the “Choose file” button to select a photo from your computer. When you have selected one you 

like, click the blue “save” button. 

Profile, History, & Files Tabs 

The next section of your profile page has four tabs on it, starting with “Profile”. That’s the only one you’ll 

need to bother with to get started and it’s pretty straightforward -- just check the information and make 

any changes you would like. For future reference, to access uploaded images to edit or add them to 

your gallery, click on the “Files” tab. 

Organization 

If you are an individual artist or group, and don’t want your profile to represent an organization, venue, 

or business, then just leave the “Organization Name” field blank. Organizations and venues can list a 

contact name and phone number under the “Contact Information” heading. 

Email Updates 

You might notice a green “Subscribed” icon or a red “Unsubscribed” icon below your name or your 

Organization’s name, next to your email address. 

   
This setting controls whether you want to be subscribed to our Wyoming Arts Council email list. We use 

it only to send out information of interest to Wyoming artists & venues and will never sell your address 

or information to any other agency or company.  

 

Clicking on this icon will change the red/Unsubscribed to a green/Subscribed, and vice versa. You can 

change this at any time and it will take effect immediately when you press the “Save” button. 

Password 

Note that there is a “Password” section here. To change your password, put your new password in the 

“password” field, then re-enter the exact same new password in the “confirm” field.  

 

Hit the “Save” button at the right to save your new password and at any time to commit your changes. 

As a security feature, you won’t be able to see your password in those fields once you press “Save” 

You can either make all the changes you want and then press “Save” at the end, or update it every 

single time you change anything. It’s totally up to you. 



Making your profile public 

The next setting looks like this, and is very important: 

 
As it says, this box determines whether anyone outside of the Wyoming Arts Council can see your 

profile information. If it has a green check, the information you choose can be viewed by everyone. If 

there is a red x, however, none of your information will be publicly viewable and you will not be listed in 

the public directory. 

 

Your information WILL still be viewable by the Wyoming Arts Council so they can stay in touch with 

you. If you do not want the WAC to have your information at all either, let us know and we will delete it 

completely. 

 

You can change this setting at any time; it is completely under your control. So if you decide not to 

make your profile public now but change your mind in a week, you can come back and click this box. If 

a week after that you change your mind again, you can still come back and click the box to make your 

profile private again. 

Physical Newsletter 

Just beneath the public profile section, you can choose whether or not to get our physical newsletter in 

the regular old US mail. This field works like the others, just click it to change it from subscribed to 

unsubscribed and vice versa. 

Artist & Venue Types  

The next set of fields determine which category or categories you want to be identified with. Feel free to 

check as many or as few as you feel are relevant for you, though if you don’t select any at all your 

profile won’t appear in any of the directory categories when someone is looking that way. They will still 

be able to find you if they search for you by name, though. 

 

If you’re an artist and not a venue, you should only see the categories for artists; and if you are a venue 

or organization, a separate list of categories will appear. 

Website 

If you have a website where you would to direct visitors to your profile page, enter it here. Make sure to 

include the http:// 

Biography 

Feel free to enter a short bio for yourself. This will appear just below your photo and contact information 

on your public profile. If you are an organization or venue, this field is where you would include 

information about the types of programming or arts-related services you provide.  



Social Media Links 

If you have Facebook, Instagram, or Twitter profiles, you can enter them here. Be sure to include the 

http:// at the beginning. Any of these that are left blank will not show up on your public profile page.  

 

Also, there is an eyeball icon next to each social media listing. By default the icon is on, which means 

that it will show on your profile if you’ve entered the address. If you want the information to be available 

to the WAC, but you don’t want it to be visible to the public, click the icon to change it to an eye with a 

slash through it so it looks like this: 

 

 

Portfolio Links 

These links allow you to profile your work right in your profile page. Each one has a “help” icon you can 

mouseover for more information about it, and an eyeball icon which determines if that specific field is 

visible to the public on your profile or not. 

 

The YouTube field should be copied and pasted right from your address bar while looking at the video 

on YouTube. Using the “Share” or “Embed” codes from YouTube will not work, you have to use the 

address in your browser bar. This video will appear right on your page and can be viewed directly, so 

it’s a good way to add some life and vibrancy to your profile. 

 

The writing, visual, and music portfolio links will appear as orange buttons at the bottom of your profile. 

As usual, be sure to include the http:// before the address for each of these. 

Address and Phone 

These fields are all pretty standard. Note that your address will never be shown on your public profile 

no matter what, but your phone number will if you choose to allow it. 

 

You can remove and add as many contact phone numbers as you like using the plus and minus signs 

next to each entry, and you can set what kind of number it is (mobile, work, home, etc.). 

Adding images to your page 

We covered how to change your profile picture earlier, but if you look at the sample page you can see 

that there are six large images present as well showing samples of the artist’s work. You can have up 

to six images showing on your profile at once. Adding these images is a bit more difficult than changing 

the other information; we’re working on simplifying it but for now, here’s how it works. 

 



1. In the upper right corner you should see two icons: “Account” and Actions.” 

 
2. Click on “Actions” and choose “Private files” from the list: 

 
3. You’ll get a pop-up window on the right side of your screen where you can choose images (5MB 

or less) from your computer to add to your profile: 

 
4. Go ahead and enter a title and description if you like; they don’t currently display on the site but 

we will likely be adding that as an enhancement over the next few months. 

5. Click the blue “Save” button when you’re ready to upload it, or the cancel button if you change 

your mind or want to start over. 

Adding more than six images 

You can upload as many images as you want, although only six will show. You have to indicate which 

ones you want to be visible. To do that, check the “featured” box: 



 
Later if you want to change up which six images are shown on your profile, click on the “Files” tab at the 

top of your settings page. You’ll see all the images you’ve uploaded listed there. Click on one and it will 

bring up the same page you saw earlier, and you can check or uncheck the “featured” box. 

 


