
VISITLEX

Extranet User Instructions



LOGIN
https://lexington.extranet.simpleviewcrm.com/login/#/login



Main Page

Partner  Bulletins: 
important notices, 
documentation, 
events, reports, etc. 
posted by VisitLEX. 

Post Board: Industry 
Partner posts – job 
postings, other cross-
industry relations 
posted by you! 



Profile

Clicking the Profile 
icon displays the 
accounts 
information, 
including contacts, 
account details, and 
benefits (information 
about interaction 
with VisitLEX)



Manage Profile - Accounts

After clicking the Profile icon, then accounts, you can EDIT by clicking the pencil 
under “Actions.” The eye icon allows you to view the account information. The down 

arrow allows you to view and edit amenity and meeting space information.

*Please remember these changes will be sent to VisitLEX for approval and directly 
impact what appears on visitlex.com*



Manage Profile – Accounts (continued)

If you make any 
changes, you 
MUST click the 
save button. 
All edits are sent 
to VisitLEX for 
approval. 



Manage Profile – Contacts

You can view every “contact” at your business listed in the VisitLEX database. Please make 
sure these are up-to-date and contain correct information, especially email addresses.



Manage Profile – Add Contacts

Once on the Contacts main page, you can not only view and edit the existing contacts, you 
can also add new contacts. You MUST click SAVE after adding a new contact or editing one.



Manage Profile – Contacts

IMPORTANT NOTE: It is your responsibility to notify VisitLEX about any contacts who in the 
database who have left. It is important to keep the contacts updated in the Extranet! 


	Slide Number 1
	LOGIN�https://lexington.extranet.simpleviewcrm.com/login/#/login
	Main Page
	Profile
	Manage Profile - Accounts
	Manage Profile – Accounts (continued)
	Manage Profile – Contacts
	Manage Profile – Add Contacts
	Manage Profile – Contacts

