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Logging into the Partner Portal

• https://harrisburg.extranet.simpleviewcrm.com/login/#/login

• Link is also in our website footer. Look for “Partner Login”



• Use your provided email for the user name and your password. 

• If you don’t know your password, 
click on “Forgot Password” and an 
email will be sent to you 
(check your junk). *only will work
if we have your contact info in the
system. Please contact us if you 
don’t get the email.



Tradeshow notes (if leads partner) are emailed and posted 
here for a ~6 month time window. 

This is the home screen.

These #s reflect the current 
month.  To see past data click 
the See All on the top right.



What you can do on the PROFILE tab

Accounts – click on the pencil to edit address, phone, website. Hit Save.

Click the account name to update 
amenities and meeting space. 
(Further instructions later.)

Contacts – add a new one or edit existing by clicking on pencil. Also send 
us an email if you want this person to have leads access.  

If someone no longer works at 
your property, please make them 
inactive. 



What you can do on the PROFILE tab
My benefits – see listing, deals/ jobs (listed under offers), VHH 
mentions ( press or social posts), and events (partner ones you 
attend) as well as in-kind numbers here. 

There is a date filter on the bottom left that 
you can update to see different time periods. Click on See Details for more 

info about each category.



What you can do on the PROFILE tab – Press Mentions

Click on View to see an image 
of the post.



What you can do on the PROFILE tab

Click on the eye to download a copy of the invoice.  

Invoices –
If granted invoice privileges, you can see historical invoicing 
and view and pay current invoices online.  



Updating Amenities
Profile - Accounts – Click the account name to update amenities and meeting space. 

Click on Manage Amenities.

Select the Leisure amenities and then category specific ones. 
Click the blue save. 



Updating Amenities
For non-lead partners – only complete LEISURE section that applies to you. If you are a restaurant, you should not be 
filling out things to do or hotels. 

For leads partners, fill out specific LEISURE and scroll down to appropriate other sections. ( Hotels only select ones in 
Lodging not dining or transportation.)



Updating Meeting Space
For Lead partners only, select Manage Meeting Space. (Profile – Accounts – Manage Meeting Space)

Add each room of meeting 
space that you have.



What you can do on the COLLATERAL tab
-Listings - edit leisure ( and Group / Meetings if applicable)

-Special Offers – add coupons/jobs to the website

-Calendar of Events – add events to the website

-Media – add images - Use a LANDSCAPE aspect ratio of 3:2. The minimum 
dimensions to upload is 566 x 377 pixels. 1200 x 800 is also a good size. These 
then can be selected to use in a listing, event, or deal. 



What you can do on the COLLATERAL tab

-Edit the description 
text. 

-Listings - Click on the blue pencil to edit each 
listing type. 

-Select the already loaded image(s) for the listing.

Click the blue Save button when done. 



What you can do on the COLLATERAL tab

-Images must be 
landscape ratio, 3:2 
orientation.

-Add Offers or Jobs- Click on the 
blue Add Offer button and fill 
out the form.  

Click the blue Save button when done. 



What you can do on the COLLATERAL tab

-Images must be 
landscape ratio, 3:2 
orientation.

-Add Events- Click on the blue 
Add Event button and fill out the 
form.  

Click the blue Save button when done. 



Image sizes –

All of our listings, events, coupons use a 
landscape oriented photo. 

When submitting photos, use an aspect ratio of 3:2. 
The minimum dimensions to upload is 566 x 377 pixels. 
1200 x 800 is also a good size.

The free PAINT program on Windows offers an 
easy resizing tool. 



Check out our Partner Section on the 
Website!

FAQ page
Partner Events
Research & Reports – STR reports, Annual reports … 
Large scale upcoming events list

visithersheyharrisburg.org/partners/



Help I’m Stuck!

In our Partner section on the VHH website we have 
a FAQ page with a PDF Instruction guide and short 
videos that show step by step instructions. 

For further help, please contact us!
Steve – steve@hersheyharrisburg.org



Questions?

Thank You!


