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Who Should Use this Guide?  

Accommodation Partners accessing the Visit Muskegon Partner Portal to update 

their free listing found on the Visit Muskegon webpage 

https://www.visitmuskegon.org/places-to-stay/  

How to Update Accommodation Listing  

Login Screen 
Log in to the Visit Muskegon Partner Extranet at: 

https://muskegonmi.extranet.simpleviewcrm.com/login/#/login  

Use your assigned username and password to access the system. If you need 

your username resent to you, please email Amber Mae.  
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Collateral - Listings 
After logging in, click the Collateral icon in the left-hand menu. This will open 
options to manage: 

 Listings 
 Special Offers 
 Calendar of Events 
 Media (Images) 
 Occupancy Data Submission 

Changes to the online listing are made in the Listing link 

  



 Visit Muskegon 
610 W. Western Avenue 

Muskegon, MI 49440 
visitmuskegon.org 

231-724-3100 
The official destination marketing organization for Muskegon County 

 

Visit Muskegon Partner Portal Quick Start Guide: Accommodation Listing  
 

View Active Listings 
Click Listings link 

 Your active business's listings on the VisitMuskegon.org website will 
appear here. If you have properties that are missing, please email Amber 
Mae to have them added.   

 Click the eyeball icon to view the listing 
 Click the pencil icon to update the listing 
 Click the two rectangles to duplicate the listing 

 
Update Listing  

1. Click the pencil icon for the listing you want to update 
2. Use the navigation links on the left to jump to sections 

a. Listing Information 
b. Categories 
c. Details 
d. Listing Images 
e. General 

3. Update listing information (if needed) 
4. Click blue Save button 

 
Note: All listing changes will not appear live until approved by Visit Muskegon. 
This may take up to one business day to process.  
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Add Images to Listing 

1. From the Update Listing page click Listing Image link on the left-hand 
menu 

2. Use the Listing Images to select one or more images to add to your listing 
3. Make sure to read and accept the Media Permission disclaimer or your 

images will not appear with your listing.  
 
If there are no images in the Listing Image menu, you need to add images to 
your image library. Steps to add images to the image library are on the next 
page.  
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Adding New Images to Image Library 
1) From Home dashboard click Collateral and select Media  

2) Click the blue Add New Media button 
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3) From the dropdown Listing box select listing to add images  
4) Add Title for image 
5) Select Type of image 

a) Logo = Primary (cover) image used in listing (not your business logo) 
b) Image = Secondary images used in listings/special offers 

6) List a brief description of your image (optional) 
7) Upload image by browsing your device or drag-and-drop image 

a) Image Size: 800px wide x 397px high 
8) Click blue Save button 
9)  Return to the Add Images to Listing steps to add your new image to your 

listing   
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Update Amenities Section 
Log in to the Visit Muskegon Partner Extranet at: 

https://muskegonmi.extranet.simpleviewcrm.com/login/#/login  

Use your assigned username and password to access the system. 

 

Click Profile > Accounts 
1) After logging in, click the Profile icon in the left-hand menu. This will open 

options to manage: 
a) Accounts  
b) Contacts 
c) My Benefits 
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2) Click the Accounts link 

3) Find the account you want to edit in the Account menu and click the box with 
a green triangle. This will open a dropdown menu. Select Manage Amenities.  
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4) Select the Yes or No box for each Accommodation Amenity. If your property 
also has meeting space, you can also update the Meeting Facilities 
Amenities.  

5) Click the blue Save button.  
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Additional Training Resources 
Visit the Partner Bulletins section in the Partner Extranet for more training guides, 
system updates, and helpful resources. 
 

Additional Questions?  
Contact  
Amber Mae Petersen 
Marketing & Operations Manager 
231-402-1721 
ambermae@visitmuskegon.org 
 


