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Mississippi Gulf Coast Regional CVB CRM - Extranet Your e-mail address is your
Username:
simple i BT Password: you received a generic
A~ ™A password when you were set up to
‘) . WiV Pasvward  cessssrenn

receive leads by Extranet. You then

selected your own unique password.
If you forget your password, you can
3 press of Forgot Password? and one

will be sent to you automatically.
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Once logged in, you should be looking at a screen similar to this, not all features will be available to all
users.
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ACCOUNT DETAIL: MS GULF COAST REGIONAL CONVENTION & VISITORS BUREAU
Account Information

Acount 1D 8667 Status: Active
Accourt: NS Guif Coast Regional Convention & Visitors Regon: —Nooe—
Bureau
Actourt (sortk NS Gulf Coast Reglonal Convention & Visitors Emal tourismOgulicoast org
Bureay
Parem Web Site
Formeddy. NS Gull Coast CVB Stalt
I Phone/Fax Numbers +]
Primary (228) 896-6699 ARernate
Toll Free: (888) 467-4853 Fax (228) 890-6788
Address Information o
Physical Address Billing Addr=ss Shipping Address
P O Box 8298 UNITED STATES 2350 Beach Bivd Ste A
BiLoxi, MS 39535-8298 20d Floor
UNITED STATES Biloxi, MS 39531
UNITED STATES
Cemorsl
Reason Membership Cancalied
Contacts Listings Web Amenilies BDeonefils Summary

We will be looking at all of the tabs under Member Record. Beginning with Contact.



http://extranet.gulfcoast.simpleviewcrm.com/login

UPDATING CONTACT RECORDS

As the administrator of your listings you have access to the contacts we have for your business. Please
do not replace a contact name when a position changes. Use the CLONE feature and to create the
new contact. EXAMPLE:

Beth Carriere leaves her position and Crystal Johnson takes her place. You would CLONE Beth

Carriere by click on Beth’s name,

Comtacts  Listlngs  Wob  Amsnitles  Boneliis Swmimary

K s
Action  Comact 10 Comtact Name Title tmail Fhoon Ty >
» - 20014 LAy Bangan Sales Manager, Sports QarybOouifcoast org (228) 0960899 x226 Adtive

Markaeting
w <090 o Dave e Foecutren Admnistrative trand @ gufcoast.org Attren
Assatant
¢ N 20813 lanes Harnoaten Lesure Sales - Group JanethSpulfcoast org Actrea
Traval Manager
v O 222 Tores Hucst Director, Sponts toryehSguifconst.org (220) 096-6699 x220 Actve
Marketing
0811 Mocitallehngan Diractor of Sales crystal| @Qouifcoant.org Active
p 20000 LAnke Jangs, TMP Intarmet/e-Marketng janice)Sguifcoast org Actrew
Manager
4822 Lorl Muller Admwistratve/Meseach  lorm@gufcoast.org Active
Aswistant

then click on CLONE, th Il of Beth’s information with Crystal’s information and click Save

zeos, Jasice Jones, TP

GRS 1§ =8 S Gulf Coast Regiona! Convention & Visitors

Bureas *

Cont=t 1D 20905 FrstL=st hams Beth Carriere
Zorount: MS Galf Coast Regional Convention & Visitors Full Name: Beth Carriere
Bureau
Contact Type: Imadiive Prafared Mathod:
Emzi:- beth@gulfcoastorg Tiis: Exeqstive Direclor
Zsmsiant: Department
Asssiant Phone: Spouss:
Brth Dat=: Children:
Gender: Female

Assigoed Users (from Accoent)




Then open Beth Carriere’s record and make ontact Type Inactive.

CONTACT: UPDATE CONTACT FOR MS G REGIONAL CONVENTION & VISITORS BUREAU
Flest/Last Mame:  Lath Camers sust M5 Gulf Cosst Regional Conven
Full Name:  Bath Camvirs Contact Type: Inactne ¢
Dopartment Thie: £rucitrve Dwector
Profurrod Method: None - * tmall: beth@oufcosst org
Assistant Ast. Phane:
Children Birthdate: - *onth . Day~- ¢
Gander Male = Female Spowse:
Phone [ Fas Numbers
Primary: oxt, Alternate: oxt.
Mabile Phone Fax: oxt 4
Hooe
Physical Ailling Shigping
e wtom Addrass ¢ Use: watom Address ¢ Use: Custom Address ¢
Address: © O Boc 6120 Address Address:
Line 2. Line 2: Line 2:
Line 3 Line 3 Line 3:
CRv: Gufoort Chtv: Citv:

This preserves the integrity of our database and allows a brand new start for the new sales person and
all of the appropriate leads and communications will be sent to the proper person at your business.

LISTING UPDATES:

ALL LISTINGS ARE SUBJECT TO EDITING BY THE CVB. WHEN YOU MAKE
CHANGES/ADDITIONS THEY WILL BE FLAGGED AS PENDING IN OUR DATABASE
AND DO NOT GO LIVE UNTIL STAFF APPROVES THE LISTING.

When the screen comes up the Member Record (upper left-hand corner, tab 2) tab should be
highlighted. From here you have access to Contacts, Listings, Web, Amenities and Benefits Summary
(Bottom left-hand side of the screen. Click on Listings.



General
Raason Mambership Canceled

Comtacts Web  Amenities Benefits Summary
Category SubCategory Rank Uisting
Vohuntser Opportunities Agences  Harmison County  The Mississippi Gulf Coast Regional Conventon

& Visitors Bureau physical address is: 2350
Beach Blvd Suts A Biloxa, MS 39531The second
fioor of the new convention cantar - entrance
o

All of the listings associated with your business will be found here. To edit your listing, click on the
pencil. To view your listing click on either the Listing ID or Type. In the example below, | clicked on
Listing ID.

Leads Member Record Service Requests Reports Partner bulbeting

LISTING DETAIL: WEBSITE: VOLUNTEER OPPORTUNITIES FOR MS GULF COAST REGIONAL CONVENTION & VISITORS
BUREAU

Lating 1D 5040 ACCount: M Gl Coast Keglonal Convantion & Visiters thirmow
Type Website Contact: Janice Junaa, M
Categury Volumesr Opportunities Addrasy Typa Account: Physical
SubCategery: Agencles Rank. Marrison County
Addtional Subcategories
Lisning

The Masisspp Ouf Coast Regronal Conventon & Vistars Bureau physcal adaress is
2350 Batach Hivd Suate A Biax, M5 393531

The second Roor of the new Lonvention center - entrance on the west sde of the convention tenter adjacent Lo the parking Qarage
Company: M5 Guil Coast Regional Conventhon & Visitory Dwrsay Company [sort): MS Gulf Coast Reglonal Convention & Visitors Bureau
Address PO Box 8290 Email tourism@guifcoast ory
Bitoxl, MS 19535 12940 Wab Site
UNITED STATES wWer o
Pomary (220) B96-6690 Atemats
Toll Free: (H88) 467-405%) Fac: (220) 09002040
Notfcaton Emml Notfcation interval 0

[ ot [ Wastirn b Akt

Here you can see what you listing looks like, where it can be found on gulfcoast.org, the name of the
master account, who the contact person is to update this listing and the county in which the business is
located.

CATEGORY: is the section where the listing can be found: A business that provides Shopping would
have a category of shopping and then a SUBCATEGORY that further describes the type of shopping:
Boutique, art gallery, Shopping Center, etc. If the business reasonably falls into another category, that
might be selected as well, Gulfport Premium Outlets would fall under Outlet Shopping but would all
fall under Shopping Center. Please let us know if you feel your listing category/subcategory needs to
be updated.



To edit the listing from here, click on Edit. There are two edits, one at the top and one at the bottom.
They are both the same so click on the one you are most comfortable with.
LISTING: UPDATE LISTING FOR MS GULF COAST REGIONAL CONVENTION & VISITORS BUREAU

Uisting tnformation

Ty Website

Comtact: Janice Jones, TMP (Attive) ¢

Caompany M5 G Coast Ragon
Coalegory Valunteer Opportunities Address 'Ypa: Account: Physical v
tegory Agencles
Listing: paThe Missssippi Gulf Coast Regional Convention & Vistors Bureau physical address is! «<br /
EQg MIML) | 2350 Baach Bivd Sute A Bdax, MS 30531 </p >

paThe sacond Noor of the new convention center - antrance on the west side of the convention
center adjacent to the parking garage.</p

At this point there are 2 wasy to edit. What you see here is straight HTML code. Under Lising: you will
see (Edit HTML), click that.

Now it looks more like a Word document. This is called a WYSIWYG editor (what you see is what you
get). You can select how you want your listing to look from font size and color to web links. Let me
know if you need further assistance using this editor.

Update

|A-2-|2 8| ®
E| | & | &% < v @ FontFamily |- FontSize -

B 5 U #=x x|=
& 3 @M= =

The Wississippi Gulf Coast Regional Convention & Visitors Bureau physical address is:
2350 Beach Bhed Suite A Biloxi, MS 39531

x

The second floor of the new convention center - entrance on the west side of the convention center adjacent to the parking garage.

Path: p
Update

When you have finished making your edits, click Update and you are back at the html screen. Scroll
down to see what other options are available. LISTING DETAILS: This is where you would make name
changes if you have more than one listing for your company. Let's use WAMA as an example - If the
Walter Anderson Museum of Art (WAMA) needed a separate listing for the Little Room, they would
create the new listing under the main account Walter Anderson Museum of Art, type in the
description they want for the Little Room, then scroll down to Listing Details click on the Overwrite
box just behind Company, then type in the overwrite data, listing name, address, and contact

information.



|

Field Overwrite? Account Value Owerwrite with...
Company: 2] The Little Room
Company (sort): 4] The Little Room

Address Line 1: 5] If another address needs to be used
Address Line 2: =
Address Line 3: o
City: 5] The City
State: v The State
Zip: I« Zip
Country: o
Email: 1 Maybe the e-mail is different
‘Web Site: %] and they have an individual web address
Primary Phone: 5] Another phone
Alternate Phone: I« alternate phone
Fax: =
Toll Free: d

These changes allow you to have more than one listing under an account but display under the proper
names on gulfcoast.org. Most of you will be able to skip this step completely. | will almost always be
available for questions and to assist you.

Next is Website Notifications which you won't really NEED to do since you have access to your
Benefits Summary but you are more than welcome to set yourself to receive e-mail notifications when
your listing receives a certain number of hits from our web site.

Website Notifications

Email To Notify

P
(¥ou can add multiple email addresses by separating them by semi-colons)
(Example: joe@msn.com;fred@aol.com;...)
® Never
) Every 250 Hits
) Every 500 Hits
 Every 0 Hits

Interval:

Caolared Fields are Required

s L concet

Click Save and then click on Return to Account.




ADDING COUPONS AND PICTURES/IMAGES:

ALL COUPONS ARE SUBJECT TO EDITING BY THE CVB. WHEN YOU MAKE
CHANGES/ADDITIONS THEY WILL BE FLAGGED AS PENDING IN OUR DATABASE
AND DO NOT GO LIVE UNTIL STAFF APPROVES THE COUPON.

Click on Web, you will see 2 new tabs Coupons and Media. Clicking on Web automatically brings you
to Coupons. If you have coupons already posted, you will see them here if not and you want to add a
coupon, click on Add New Coupon to the far right.

ntacts Listings Web Amenities Benefits Summary

oupons Media

Filters 2l Coupons ¥ § --Any Type-- ¥ Bage 0 of 0 O
Action Offer Title ~ Pending Redeem Start Redeem End Post Start Post End
THERE ARE NO MATCHING RECORDS FOR THIS VIEW.
Fage 0 of 0O O

You should be looking at this coupon screen.

COUPON: NEW COUPON FOR MS GULF COAST REGIONAL CONVENTION & VISITORS BUREAU

‘Savi [l Save & Now Conpon B Clown

Offer THI |

Offer Link:

Offer Text:

Coupon Imoge

Selected Image:

Offer Title is the name of your offer. Short and sweet is best. Offer Link: do you have a place on your
web site that gives greater detail about the offer? This is where put that link.



Offer Text: this is the meat of your offer. Again, short and sweet is best but include as much
information as necessary. What the offer is exactly, exclusions, management reserves all the rights, age
restrictions, etc. Don't worry about dates in the actual offer that comes next.

Coupon Dales

Redovm From Radvom To
a8 lals
Post From Post Te

Coupon Categorin

Availahie Selnct

senos O
A.”-:,i-"llj”.. . o
e il ©
Go# o

Add Yo Listing(s)

Redeem From: is the start date of the offer and Redeem To: is the end date of the offer. So if you
want your offer to run from April 1 to May 3, those are the dates you use. When you click in the date
box, a calendar drops down so you can select your date (you may manually type in the date if you
wish).

Post From: is when you want the coupon to start displaying on the web site. If you offer begins April 1
you might want it to post beginning March 15 so people planning their trips can use the offer after
arriving. Post To: is the last day you want the offer displayed, typically the last day of the offer.

Coupon Categories: Highlight the category that fits your listing and then click on the second circle,
this should move your selection to the right. This determines where your coupon displays on the
coupon page, gulfcoast.org/coupons.

Add to Listing(s): If you have more than one listing you select the listing you want the coupon
attached to by checking the box in front of the coupon.

SAVE.




ADDING IMAGES: Click on Web, if we already have images from your listing or coupons you will see
them here. 370 x 370 is the best size for the listing image.

Medis
I : E : : ii-.__ .,li i
] ol BN O
Actrom Type Title N Fileneme Crowtad By Creeted Lot Updetad By  Last ipdeted Sort !
s X Loge FRegondd MGTRegonaVve_meb User Admn/Wed 03-06-2014 i
o8 el 109 Gl Gast 5
o K Image Tuwn Tensiof

Web  Amenities Benelits Semmany

n User: AdmeVWeb 03-06-2014 2

If you simply need to change out an image or logo, click on the pencil and upload a new image. It will
replace the existing one. Since none of your edits go live until approved by staff, you can always e-mail
the image you wish to use for staff to include when approving the coupon.

MEDIA: UPDATE MEDIA FOR {0}

Colored fislds =re cequirsd.
Type: Logo
Title: | ERTHERS: ‘

Upload Logo: | Choose File | No file chosen

(Leave Id blank to keep existing file)
Image size should be 250 x 150

Current Logo:

MISSISSIPPI

Gulf COASk s

& Visitors Bu

Regional Co

Add To Listing(s)

¥ M5 Gulf Coast Regional Convention & Visitors Bureau (Website: Volunteer Opportunities: Agencies) - ListingID: 5040

Colored fields are requirad.

If you need to upload a new image, click on the New Logo//Image button. Type in the title of your
image, use the Choose File button to navigate to where your image is located and upload. PLEASE
NOTE THE SUGGESTED SIZE OF IMAGES IS 370 x 370. AGAIN Since none of your edits go live until
approved by staff, you can always e-mail the image you wish to use for staff to include when approving
the coupon.



MEDIA: NEW MEDIA FOR MS GULF COAST REGIONAL CONVENTION & VISITORS BUREAU

u I-.a: r;; ;r\.,. I u

Zasemd S ds 0% rmiam

Type: Logo ©
Title

Upload togo: | Thoose Fae o file chosan

Add Te Uisting(s)

¥ S Gulf Coant Regerel Convertion § vistisrs Surssu (Webate: Volurtesr Opportunites: Agencas) - LuteglD: 5240

= ? Seitr mw e

B e s

Click save and your image has been uploaded. If you have more than one listing, you will need to make
sure the proper listing is checked for that image to be associated with.

AMENITIES: Applies to lodging, restaurants, charter fishing and meeting properties. Select which
applies to your business, if any, and click yes or no or fill in the blanks.

Charter Fishing  Lodging  Restaurant  Meefing Facilities
AMENITIES FOR CHARTER FISHING

2
Ar Condiboned: No Fsh Oeaning & Padaona: No
Bottom Fshing: No Overmeght Tnps: Neo
Chandeleur Isiands Fshing: No Restroom on Bo=rd: Ne
Cregit Cards Accepted: No Rig Fishing: No
Dwng: No Toumament Fshing: No

Benefits Summary: Here you can see the activity for your account. Mostly Leads, Article were
instrumental in getting written that mentioned your property, Web Site and Coupon Hits. Just click on
the tab for the information.

Contacts Listings Web Amenities Benefits Summary
Inkind/Exp Inkind/Exp Received Leads  Services Events  Articles Web Site Coupon Hits

Advertising Opportunities Fams/Site Inspections

- --Both—- ¥ l —2 Types— v ; —2ll Groups-—-

Inkind ID I/E Group Entity




ALL LISTINGS AND COUPONS ARE SUBJECT TO EDITING BY THE CVB. WHEN YOU
MAKE CHANGES/ADDITIONS THEY WILL BE FLAGGED AS PENDING IN OUR
DATABASE AND DO NOT GO LIVE UNTIL STAFF APPROVES THE
LISTING/COUPON.

I am your contact for all things related to the extranet and look forward to working with you.
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Janice Jones

CRM/CMS Manager

Visit Mississippi Gulf Coast

2350 Beach Blvd, Ste A

Biloxi, MS 39531

228-388-1431; 1-888-467-4853 ext. 2210
janicej@gulfcoast.org, www.gulfcoast.org

STAY AWHILE. YOU'LL GET IT.

VISIT MISSISSIPPI T,

GULF COAST
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