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Posting to the ACRA Job Board

1 Navigate and login into the ACRA Member Portal at
https://aspenchamber.idss.com/extranet/

2 From the homepage, navigate to Content and select Account Information

https://aspenchamber.idss.com/extranet/home
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3 On the next page, scroll down to the bottom of the page to the Details section.
Select Add.
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4 In the Details Name enter the job title. From the drop-down menu on Details Type
select Job Posting. In the text box, enter 3-5 sentence job description in the
comments field. Review the CO Equal Pay Transparency Rules for information
required in all job postings. Link the posting to your website for additional
information by highlighting the text you want to link and selecting the insert
hyperlink button.

https://aspenchamber.imagerelay.com/share/0ae3fd9030d74395b2ed887d42a40a69
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5 Select the Submit button once all information is entered.

6 On the pending requests pop up select close.
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7 In the Attributes section, select the job posting start date and the job posting end
date. Align the end date with the web deal expiration date. Please allow 1 business
day for your job to post.


