Instructions for posting your “At a Glance” Datasheet, and gaining access to the Charleston Small Business Portal
The Charleston Small Business Portal is an interactive, collaborative Web Portal containing a searchable, filterable database of Small and Large Business Capabilities data. The Portal also features interactive discussion forums, calendars, events, and news listings targeted towards the Charleston Defense Industry.

The core of our database is the “At a Glance” datasheet. In order to post your datasheet on the portal:

· Download the datasheet example from the “Documents and Resources” section of www.charlestondca.org. A direct link to the template is provided here.

· Using the template, construct an “At a Glance” for your company. Please pay particular attention in following the format of the template, as this will be used to populate the data fields in our interactive database. Once complete, e-mail your datasheet to webmaster@charlestondca.org.

· Our webmaster may be in touch to clarify any data on the datasheet, and will post the datasheet to our portal. Once posted, you will receive a confirmation e-mail, asking you to “Reply All” with your requested user name and password. (Note: the webmaster does not issue usernames or passwords, but configures your account with the user name and password you request)
· Once your e-mail is received, your account will be configured, and you will receive a reply e-mail that your account is active.

Both Large and Small businesses are required to submit datasheets for their companies prior to access being granted.

Local, State, and Federal Government employees may request access at anytime (no datasheet is necessary) by sending an e-mail access request to webmaster@charlestondca.org. Please include your requested user name and password, as well as your Name, Address, Organization, Phone, and e-mail address.

Questions, comments, and help requests may be addressed to webmaster@charlestondca.org.

