
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Extranet Member Instructions 
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Questions? 
Contact Danni Melquist 

701-365-4561 
dannielle@fargomoorhead.org 

Fargo-Moorhead Convention & Visitors Bureau 
2001 44th Street, S 

Fargo, ND 58103-7144 
www.fargomoorhead.org 

 

 
 

https://fargo-moorhead.extranet.simpleviewcrm.com/
http://www.fargomoorhead.org/


 

Member/Partner Extranet - Homepage  
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.  

 
 
Partner Bulletins: 
Partner Bulletins are documents posted by the CVB.  The documents could include training documentation, requests to update 
your information, event invitations, etc.   

 
Post Board: 
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.  



 

 

• Click “ ” to add a post 

• Click “ ” to add a comment to the post 

• Click “ ” to email the person who made the original post 

• Click “ ” to remove a post 
• Users can only delete posts they placed 
• System Administrators at the CVB can delete any post 

 

 
 
 
 
 
 
 
 
 
 
 
 
 



Profile 
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: 
 

• Account Details 
• Contact Details 

 
Accounts: 
The following can be reviewed/edited from the Account Section:  

• Property Information 
• Phone Numbers 
• Address Information 

 
1.     Click the " " to view your account details. 
2.     Click the " " to edit your account details. 
3.     Click "Manage Amenities" to edit/update amenity information.  
4.  

 
Account Details: 
 

 
 
Update Account: 
 
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 
• Phone Information: Phone/Fax/Toll-Free/Alternate Phone Numbers 
• Address Information: Physical/Billing/Shipping Addresses 
• Image Gallery: Images/Logos 

 



 
Property Information: 
 

 
 
Phone Information: 
 

 
 
Address Information: 
 

 
 
Click save to complete the form. 
 
 
 
 
 
 
 
 



Contacts 
 

 
• Click the " " to edit an existing contact record. 
• Click the " " to view an existing contact’s details. 

• You can also "clone" a contact by clicking on the " ". 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. 
 
 
Update Contact: 
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.   
 

• Contact Information: First/Last/Full Name, Title, Department, Contact Type, Preferred Method of Contact 
• Address Information: Physical/Billing/Shipping Addresses 
• Phone Information: Phone/Fax/Toll-Free/Alternate Phone Numbers 

 
Contact Information: 

 
 
Address Information: 
 

 
 
 
 
 



Phone Information: 
 

 
 
Additional Information: 

 
 
 

Listings 
 

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. 

 

 
 
  

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. 



 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



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

  
 

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.  

 

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

1. Select “Materials Request” button under the Collateral section on the left 
2. Click “New Materials Request”  
3. Select the account you’d like to request materials for, the address should automatically fill in. 
4. Under “Order Detail” select the amount of each material you’d like to order 
5. Click Save 

 

 


