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Questions?

Contact Danni Melquist
701-365-4561
dannielle@fargomoorhead.org
Fargo-Moorhead Convention & Visitors Bureau
2001 44% Street, S
Fargo, ND 58103-7144
www.fargomoorhead.org
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https://fargo-moorhead.extranet.simpleviewcrm.com/
http://www.fargomoorhead.org/

The extranet homepage is the first screen your will see after entering your login credentials. The features that display on this

screen will be determined by the areas set in place by the CVB.

The homepage contains the following tools by default.

dannielle@fargomoorhead org

Simpleview Restaurant v (o]

Partner Bulletins

Post Board

R Are you using Internet Explorer? @ [Not Read) 1 Fargo-Moorhead Convention & Visitors Bureau
. If you are having issues viewing and responding to leads (i.e. blank screen), it could be Mallari Ackerman
your browser that's the issue. 2
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x Simpleview Hotel
Mallari Ackerman
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Sleep Inn & Suites
Jason Davis
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£ Fargo-Moorhead Convention & Visitors Bureau
Mallari Ackerman

r property open to full room capacity. percentage of rooms off-market or

ear masks?

skipped out on a fairly large bill at our hotel and his credit card is now
eads up in case he tries to pull the same scam elsewhere. Have a great

couple months, bu
for other hotel employ
Have & happy 4th of July!

e =

to weigh in on issues and topics. Thoughts?

Partner Bulletins are documents posted by the CVB. The documents could include training documentation,

your information, event invitations, etc.
Partner Bulletins

Show: | All Bulletins

Training Docs O

Are you new to the partner extranet or jy»== :
View Full l[ Filter list by category )

Testing
View Full

Display First
Should Display first

View Full

June Monthly Report
View Full

Post Board:

requests to update

The Post Board allows for partner-to-partner interactions. A user can post a new comment, reply to a comment or email the

person who made the original post.



Post Board (Ciick to add a postP—D.

3 Scottsdale CVB
07/09/2015

We've got some sweet tunes to go with t _— £ 4 | at
- & Bar & restaurant* [Cllckto delete a post]
Add a comment

® - Due to health department regulations we are not officially a
staurant, but rather a "Private Kitchen.

x Simpleview, Inc n
07/09/2015
test email the person who made the original post }
oo [

g Greater Lansing CVB n
07/09/2015

Join us at downtown Lansing's premier club for entertainment! Offering
live music every night such as smooth jazz, smokin’ blues, popular
dance tunes, hilarious interaction and never charges a cover!

e Click u " to add a post

e Click™ ’ " to add a comment to the post

e Click “E " to email the person who made the original post

Click “n " to remove a post
Users can only delete posts they placed
e System Administrators at the CVB can delete any post



If you own more than one business, you will need to toggle back and forth between the two
using the drop-down menu on the top right to see details for both.

The Member Profile section has the following features:

e Account Details
e Contact Details

The following can be reviewed/edited from the Account Section:
e  Property Information
e Phone Numbers
e Address Information

Click the " @ " to view your account details.

1
2 Click the " ¢ " to edit your account details.

3. Click "Manage Amenities" to edit/update amenity information.
4

simpleview,8,  Extranet

Property Information

m D 2
Sections: Status  Active
Property Information Company ~ Simpleview, Inc

Phone Information
Extranet Parent
Address Information
Region  Downtown
mage Gallery

nvoices Email  cfeerick@simpleviewinc.com
Social Media Website  www.simpleviewinc.com

Account UDF Group
Related Details: Phone Information

I Manage Amenities ‘
[ Manage Meeting Space

Primary  (123) 456-7890

Alternate  (520) 284-1080

Toll Free

Fax  (800) 555-1212

The account update form is broken down into the following sections. You can navigate to each section by clicking on the title of
the section on the left hand navigation or by scrolling through the right-side preview area.

¢ Property Information: Company Name, Website URL, Account Region

e Phone Information: Phone/Fax/Toll-Free/Alternate Phone Numbers

¢ Address Information: Physical/Billing/Shipping Addresses

o Image Gallery: Images/Logos

simpleview,8,  Extranet Smpleview, Inc

Update Accou
EAVE Property Information
Sections: Simpleview, Inc Downtown v

Property Information

Phone Information Website:
Address Information www.simpleviewinc.com
Social Media

General

Account UDF Group

Phone Information

Primary: Alternate:

(123) 456-7890 Ext 123 (520) 284-1080 Ext 22



Property Information:

Property Information

Company: Region: <Required
Simpleview, Inc Downtown

Website:

www.simpleviewinc.com

Phone Information:

Phone Information

Primary: Alternate:
(123) 456-7890 Ext | 123 (520) 284-1080
Toll Free: Fax:
1800simpleviewinc (800) 555-1212

Address Information:

Address Information

Physical Address & a

Address 1 3131 Mockingbird Lane
Address 2 Building 1D
Address 3 Office 46
City  Tueson
State/Province  AZ
Zip/Postal Code 85741

Country  UNITED STATES

Address 1 3131 Mockingbird Lane

Billing Address

Address 2 Building 1D
Address 3 Office 46
City  Tueson
State/Province  AZ
Zip/Postal Code 85741

Country  UNITED STATES

Shipping Address /“

Address 1 3131 Mockingbird Lane

Address 2 Building 1D
Address 3 Office 46
City  Tucson
State/Province  AZ
Zip/Postal Code 85741

Country  UNITED STATES

Click save to complete the form.
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Contacts

© Filters (0) % Manage Filters

First Name contains:

Pagelof2 €) GotoPage: 1 @)

Director of Mumbling and
Grumbling

o Click the " # " to edit an existing contact record.
e Click the " ® " to view an existing contact’s details.

e You can also "clone" a contact by clicking on the " Eh". This will make a duplicate of that contact.

Please note: If a staff member leaves and a new one arrives, please make the old contact inactive and create a new
contact record for the new person. You can do this by changing the “Contact Type” to Inactive.

The contact update form is broken down into the following sections. The user can navigate to each section by clicking on the title
of the section in the left hand navigation or by scrolling through the right-side preview area.

e Contact Information: First/Last/Full Name, Title, Department, Contact Type, Preferred Method of Contact
e Address Information: Physical/Billing/Shipping Addresses

¢ Phone Information: Phone/Fax/Toll-Free/Alternate Phone Numbers

Contact Information

Account: <Required First Name: <Required

Simpleview, Inc Chris

Last Name: <Required Full Name: <Required
Feerick Chris Feerick

Department: Title:

QA Director of Mumbling and Grumbling

Contact Type: <Required Preferred Contact Method:
Secondary Email
Email:

| =
cferrick@simpleviewinc.com

Address Information




Phone Information

Primary Phone:

Meobile Phone:
(520) 575-1154 Ext | 234 (520) 575-1154
Alternate Phone: Fax:
(520) 575-1154 Ext (520) 575-1151 Ext
Home Phone:
(520) 575-1154
Q WVTE < EEWVIE
cHir @euger:
(250) 2A2-TT2¢ 23

vepzug VR ppous:
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1. Click on the “Collateral” button on the left and then click on “Listings”
2. To update your listing, click the “Edit” (pencil) icon to the left of the appropriate listing.

simpleview 8,

Simpleview Hotel

Listings

= Filters (0)

£+ Manage Filters

Pending is:

APPLY FILTERS

Click to edit your listings Pagelofl Goto Page: | 1 o

ACTIONS company * Listing Type Category Subcategory Description #

This is the listing
description for the
Simpleview Hotel

rd & Simpleview Hotel Website Accomodations Full Service

3. Change your description, add in your social media urls and click save.

Your changes will go into a pending status until a representative from the approves them. You cannot alter a listing that
is pending approval.



Update Listing

“ Listing Information

Account: 4Reauired Type: 4Required

Sections: Simpleview Restaurant v Website
Listing Information
Categories Contacts: Address Type:
Details N
--Choose One-- v Physical

Listing Image

Social Media
Description:
General

Bswce B I & I

This is a Simpleview Restaurant - we serve awesome food!

4
Categories
Category: Requi SubCategory: «Required
Dining v Ametrican
Sections:
Listing Information
Categories
Details Listing Image
Listing Image
Social Media Ifyou have a new photo you'd like attached to your website listing. please be sure to select WEBSITE in the drop down at the bottom of this page. Meghan will approve the files and they should appear on the website within
General 24 hours. If the changes do not appear, please reach out to Meghan at meghan@fargomoorhead.org to report an error. Thank youl
There are no images available to choose
Social Media
Facebook URL: Instagram URL:
Twitter URL: YouTube URL:
General

Yelp ID:



4. To add new photos to your listing, select “Collateral” from the left, click on *Media” and click on “New Media”

New Media
“ Media Information

Ifyou have a new photo you'd like attached to your website listing. please be sure to select WEBSITE in the drop down at the bottom of this page. Danni will approve the files and they should appear on the website within
Sections: 24 hours. If the changes do not appear, please reach out to Danni at dannielle@fargomoorhead.org to report an error. Thank you!

Media Information

Account: <Required Title: 4Required
Simpleview Restaurant v

Type: «Required Sort Order:
Logo v

Description:

Flle: <Required

Drag and Drop File To Page

or use the ‘Browse™ button below to find a file to add

You can drag a file to the page to replace this file or use the “Browse” button

Listings:

CHOOSE AMONG THE FOLLOWING... ¥

5. Select from “Logo” or “Image” under the “type” section and select the images that fit with your listing.
6. At the bottom, select the listings that the images pertain to.

Use the materials request button to request Visitor information materials from the CVB.

Select “Materials Request” button under the Collateral section on the left

Click “"New Materials Request”

Select the account you'd like to request materials for, the address should automatically fill in.
Under “Order Detail” select the amount of each material you'd like to order

Click Save

Vhwn =

New Materials Request

Attached To

Account; afcavics Comacts:
Simpleview Restaurant v Danni Melquist
Titte: Company:

sl Director of Coolness

Order Detail
Phone: Email:

Ext dannielle@fargomoorhead.org
Order Address
Address 2:
City: < state: an
Fargo North Dakota

Materials Request Information

Special Instructions:

4
Order Detail
image Price ay Avaitable
rrrrr 0 T
%
2020 Dining Gude [74/box) - Order by & of quides nesded & 150



