
Contacts:  
1. To add a new Contact, click the “Add New Contact” button  

a. If you add a new contact and they need access to the extranet, you will need to contact 
your representative at the Greater Newark CVB to determine the level(s) of access this person 
should receive. 

2. To update an existing contact record, edit the contact by clicking the edit/pencil icon to the left of 
the contact. Required fields are in red. 

a. IMPORTANT NOTE: If a contact leaves the property, you will need to edit the contact and 
change their “Contact Type” field to “Inactive” 

 

 

  

 
 
 
 
 


