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Extranet User Instructions

Important Note:
This is a generic guide for users. Not all features in this guide will be visible
to all Members. Use this guide to update your account, contact details,
business listing information and submit offers and events.



Login Screen

Perth Region Tourism Organisation, Inc. Extranet

info@destinationperth.com.au

Forgot Password?
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Once your account is activated by Destination Perth, the assigned Primary contact for
your business will receive an automated email with login details. If you ever forget your
details, you can contact Destination Perth or click the Forgot Password option.

If additional contacts require a login, please advise us and we can assist in setting it Upy:



Dashboard

Marketplace

Current marketing activities and
campaigns for members to register to
participate in.

Click LEARN MORE to find out details of
the activities and register to participate.

v | Partner Bulletins

[ x| Welcome to the Destination Perth Member Extranet Portal 0 02 16 08 2023
g ug it contact det,

g ‘ e Partner Bulletins
g Important notices for members posted

e —— by Destination Perth.
EEE— Click VIEW FULL to see the bulletin.

Destination Perth Member Minghes = 3082023

Post Board

Additional industry resources,
workshops, events and programs posted
by Destination Perth.

Click READY MORE to see the full post.

Post Board




Dashboard Menu - Profile

pesTiNaATON PERTH
Profile

Manage your Accounts

& Accounts
# Contacts

s My Benefits

‘ All Promotion Types V| Partner Bulletins

All Bulletins v

E]  Welcome to the Destination Perth Member E Portal @ (Read: 22-05-2023)
How to use the Member Extranet Portal, including updating your contact details and

editing your business listing.

design needs, tailored specifically for the tourism View Full

PROFILE

From the dashboard, click PROFILE to:

- View and edit your membership account information
- View, edit and add contact details for your account

- View your membership benefit summary
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Dashboard Menu - Collateral
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Collateral

Manage your Collateral

= Listings
Special Offers
Calendar of Events

Media

-~ —-
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All Promotion Types v| Partner Bulletins

E]  Welcome to the Destination Perth Member E Portal @ (Read: 22-05-2023)
How to use the Member Extranet Portal, including updating your contact details and
editing your business listing.

design needs, tailored specifically for the tourism View Full

COLLATERAL

From the dashboard, click COLLATERAL to:

- View and edit your business listing/s

- View, edit and submit special offers and events (for featuring on our website)

- Manage your media (i.e. the images that display on your business listing and
offers) 45



Dashboard Menu - Opportunities

pesTINATION PERTH
Opportunities

Manage your Opportunities

B Media Leads

® Service Requests

HIER "-

™ Marketplace

All Promotion Types v] Partner Bulletins All Bulletins

E]  Welcome to the Destination Perth Member Extranet Portal @ (Read: 22-05-2023)
How to use the Member Extranet Portal, including updating your contact details and
editing your business listing.

View Full

design needs, tailored specifically for the tourism

OPPORTUNITIES

From the dashboard, click OPPORTUNITIES, to

- View media leads (travel writer RFPs) and service requests

- View and register for current opportunities available through MARKETPLACE

A



Profile — Accounts Dashboard

pesTinaToN PERTH

P urism ion, Inc.
& Profile
HOME Manage your Accounts

& Accounts
# Contacts
|4 My Benefits

Accounts

& Filters (0) £ Manage Filters

Pagelofi GotoPage: 1 @

To view your account information, click PROFILE and ACCOUNTS from the navigation.
From here you can edit your account information by clicking the pencil icon and view
your account information by clicking the eyeball icon.

Note: If you see multiple account names, you are a contact for more than one business
account.
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Profile - Accounts Edit

Account: Reglon: -Reguired

m Simpleview Hotel and Conference Center North v
Sections: <:| Webslte:

Account Informatior www.simpleviewinc.com

Phone Information

Address Information

Phone Information

Primary: Alternate:

Ext Ext

To edit your account information, click the pencil icon, and you will be directed to the edit account form.
You can scroll to a particular section by clicking the links on the left of the page.

Once you have finished making changes to your account, you must click the SAVE button before changes
are applied. The Destination Perth Team will review any changes made to your account and will be in
touch with you if any details require clarification.

Note: you can add new images to your media from the account edit page, however, you must edit the
image details in COLLATERAL - MEDIA to assign it to a listing or offer.
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Profile — Contacts View

Contacts

= Filters (0) £ Manage Filters

Account is one of: Contact Type is:

CHOOSE~

& cage 1ot ) Gotorage: (110

Account

~ Contact Type

Simpleview Hotel and § - .
_ _ aberry@simpleviewinc.com Primary
Conference Center

Simpleview Hotel and : -
~ . achaika@simpleviewinc.com  Secondary
Conference Center

To view the contacts associated with your account, click Profile and Contacts from the navigation.
From here you can add new contacts by clicking the blue ‘ADD CONTACTS’ button and edit, view or

clone (duplicate) existing contacts by clicking the appropriate icon under ACTIONS next to the
contact's name.

Note: you must have at least one contact set as the PRIMARY contact for key marketing and
member communications.



Profile - Contacts Edit

Update Contact

— Contact Information

Account: «Required Flrst Name: -«Required
Sections: Simpleview Hotel and Conference Center v Angel
Contact Information
Address Information Last Name: <Requirsd Full Mame: <Required
Phone Information
Berry Angel Berry

Additional Information
ecomm

Department: Title:

Contact Type: «Required <:| Preferred Contact Method:

Primary v Email v

To edit a contact, click the pencil icon, and you will be directed to the edit contact page. When you

add or edit a contact, you can quickly scroll to a section on the page by clicking the links on the left
of the page.

Once you have finished making changes to your contact information, you must click the SAVE
button before changes are applied. The Destination Perth Team will review any changes made and
will be in touch with you if any details require clarification.

Note: If a contact has left your business it is your responsibility to notify Destination Perth and/or
change their contact type to “Inactive”. &



Profile - My Benefits

Listings see Details Views ¥ Offers  see Details
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To view your Member Benefit Summary, click Profile and My Benefits from the navigation. You will
be presented summary reports based on benefits you have received as part of your membership
with Destination Perth.

The information you see on this page is specifically related to your business.



Collateral — Listings View

Listings

2 Filters (0)

You have not added any filters. You can click the manage filters link in the top right corner or click the # icon from the grid to add filters from the
available list and set a default value to use in the future.

Pagelofl Goto Page: 1 °

ra - Duxton Hotel Perth Website Accommodation All Accommeodation 80

& &* Firewater Grille Website Food & Drink All Food and Drink 917

Page lofl Goto Page: 1 o

To view your business listings, click Collateral and Listings from the navigation. From

here you can edit your business listing by clicking on the pencil icon and preview your
business listing information by click on the eyeball icon.

Note: only the Destination Perth Team can add new business listings, which are
available to Gold and Platinum Members. Please contact

marketing@destinationperth.com.au if you want to set up an additional listing.
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Collateral — Listings Edit

Update Listing

“ Listing Region/Destination

Sections: PERTH CITY +
Listing
Region/Destination
Listing Information
Categories Listing Information

Details

Listing Image Account: <Required

Social Media
Duxton Hotel Perth v
General

Description:

BsSouce B I & I, = := E =

Located in the heart of the City, the Duxton Hotel is the perfect accommodation venue for travellers
staying in Perth. Only a few minutes walk away you will discover Perth's shopping, entertainment
and restaurant centres. With the hotel situated just a short stroll from the Swan River, you can
enjoy the rare beauty of nearby central parklands and riverside walkways

The Duxton Hotel's spacicus 306 rooms and suites feature all the amenities that you would expect
to find at a five star hotel. A highlight of this property is the generous, contemporary bathrooms,
most containing a separate bath and shower.

CHOOSE AMONG THE FOLLOWING... ~

Type: <Required

Website v

Hide Address on Website:

To edit a listing, click the pencil icon, and you will be directed to the edit listing form.
When you view or edit a listing, you can quickly scroll to a particular section by clicking

the links on the left of the page.

Scroll to the next section of this guide for detail instructions on editing different sections

of the listing.
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Collateral — Listings Edit

Section: Listing Region/Destination

Update Listing
“ Listing Region/Destination

PERTH CITY ~ CHOOSE AMONG THE FOLLOWING... ~

The Listing Region/Destination refers to the physical location of the business.

You can select multiple regions, but you must select at least one. Destinations are
optional, and you should only select those that are relevant to the business’s location.

If you are unsure which region or destination your business list located within, please
contact us at marketing@destinationperth.com.au.
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Listing Information
Categories

Details

Listing Image
Social Media

General

Collateral — Listings
Section: Listing Information

Listing Information

Account: <4Required Type: <Required
Duxton Hotel Perth v Website 7
Description: Hide Address on Website:

B Souce B I & T,

Located in the heart of the City, the Duxton Hotel is the perfect accommadation venue for travellers
staying in Perth. Only a few minutes walk away you will discover Perth's shopping, entertainment
and restaurant centres. With the hotel situated just a short stroll from the Swan River, you can
enjoy the rare beauty of nearby central parklands and riverside walkways

The Duxton Hotel's spacicus 306 rooms and suites feature all the amenities that you would expect
to find at a five star hotel. A highlight of this property is the generous, contemporary bathrooms,
most containing a separate bath and shower.

When editing your description, please ensure to use paragraphs and dot points, if
applicable, to ensure an easy reading journey for visitors to the website.

Note: we do not allow use of emoticons, these will be removed by the DP Team at the
approval process. External links to pages within your website only.




Collateral — Listings

L o
(]
Section: Categories

B -
“ Please only select the subcategories that are most relevant to your business offering.
Sections:

Listing Category: <Required SubCategory: <Required

Region/Destination

Accommeodation v All Accommodation

Additional Subcategories :

Accommedation v Accommodation: Luxury Accommodation v +

General Accommeodation v Accommodation: Hotels and Resorts v+ =

Please ensure that you have at least one ‘Additional Subcategory’ selected, to ensure
that your listing displays on the appropriate filter options on the website.

To add an additional subcategory, click the + sign next to the existing subcategories.
Please only choose those most relevant to your business offering.

Note: if you would like to change your listing category, please contact the Destination
Perth team at marketing@destinationperth.com.au to discuss.



mailto:marketing@destinationperth.com.au

Collateral — Listings
Section: Listing Image

BT oo

Sections:

New images can be uploaded and assigned to your business listing by clicking on ‘Collateral’ and then ‘Media'.

Listing
Region/Destination Select one or more images
Listing Information
Categories

Details

Listing Image
Social Media

General

Here you can view the images in your media gallery that have been associated with the
business listing. Click on the image to active/deactivate to the business listing.

To upload new images or change the order that images appear in the image gallery on
the listing please refer to the slide ‘Collateral — Media’.

Note: For members with more than one account, to add an image to a specific listing,

the image must be loaded to the account associated to the listing.
55



Collateral — Listings

Section: General - Booking URL

General

Booking URL:

If you would like a dedicated BOOK NOW button added to your listing, in addition to a
link to your website, enter your booking URL here.

You must click the SAVE button to submit your changes for approval by the
Destination Perth Team. Please allow 2-3 business days for changes to appear live on
the website. If the change is urgent, please contact Destination Perth directly at

marketing@destinationperth.com.au.
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Collateral — Offers View

Offers

& Filters (0)

available list and set a default value to use in the future.

You have not added any filters. You can click the manage filters link in the top right corner or click the £ icon from the grid to add filters from the

£ Manage Filters

ctions Offer

& @ [} Family Fun-Cation 15-12-2023
& @ & Flavours of the World Buffet 05-12-2023
rd @ =] Suite Valentine's Day Package 22-01-2024
rd @ [ Summer Vacation Package Q01-12-2023

27-01-2024 06-12-2023 27-01-2024
31-12-2024 05-12-2023 31-12-2024
14-02-2024 23-01-2024 14-02-2024
29-02-2024 01-12-2023 29-02-2024
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To view or add offers, click Collateral and Special Offers from the navigation. Active
offers are displayed on your business listing and the Perth Holiday Offers page. From
here you can add a new offer by clicking on the blue ADD OFFER button and edit, view

and clone (duplicate) existing offers by clicking on the icons under ‘actions’.

Members are responsible for maintaining and updating their offers. If you need
assistance with this please contact marketing@destinationperth.com.au.



https://www.destinationperth.com.au/perth-holiday-offers/
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Collateral — Add New Offer

Offer Information
Sections:

Update Offer

*  Enter the offer title — no more than 10 words.
*  Enter the offer link — this is the booking URL
*  Enter the offer text — copy should be in 3 person and contain all relevant inclusions and T&Cs.
*  Choose an image from the grid of images displayed - to upload a new image refer to the slide ‘Collateral — Media’.
*  Enter the redemption and post dates —
* Redemption dates are the booking period for the offer.
*  Post dates are the dates that you would like you offer to appear live on the website.
*  Select the appropriate offer category for sorting on the Perth Holiday Offers page.
Select your business listing if you want the offer to be displayed on the business listing.

You must click the Save button to submit your changes for approval by the Destination Perth Team.



Collateral — Events View

Events

2 Filters (0) ¥ Manage Filters

You have not added any filters. You can click the manage filters link in the top right corner or click the £ icon from the grid to add filters from the
available list and set a default value to use in the future.

GotoPage: 1 °
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Actions Event ID

Event Category

Flavours of the World Ongoing Event 31-01-2024 Food and Drink

Page 1of1 GotoPage: 1 o

To view or add events, click Collateral and Calendar of Events from the navigation.
Events are added to the Perth Events Calendar and are featured on your business listing.
From here you can add an event by clicking on the blue ADD EVENT button and to edit,
view, clone (duplicate) or delete existing events, click on the icons under ‘actions’.

Members are responsible for maintaining and updating their events. If you need
assistance with this please contact marketing@destinationperth.com.au.



https://www.destinationperth.com.au/whats-on/events-calendar/
mailto:marketing@destinationperth.com.au

Collateral — Add New Event

New Event

uuuuuuuuuu

Emait:

Phone:

Host Organization Name:

Please note the following when creating event listings;

* Contact: selecting a contact is not required, but is help for DP staff if we need to contact you about the event
submission — this contact information does not appear on the live event listing.

* Host Organisation Listing and Venue Listing: select your relevant business listing and the event will be
featured on the listing and a link to the business listing appears on the event.

* Images: up to 5 images can be loaded and will appear as an image gallery on the listing. Drag and drop the
images displayed to change the order they appear.

* Region/Destination: ensure to select the relevant region and destination the event takes place in for the filter
options to work on the events calendar.

s

You must click the Save button to submit your changes for approval by the Destination Perth Team.



Collateral — Media

Media |

2 Filters (0) # Manage Filters

m — Page lof1 GotoPage: 1 o
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@& Duxton Hotel Perth Pool Duxton Hotel Perth Pool

&
N x (] Duxton Pool 105.jpg

s x @ duxton_hotel jpg

Image

After you click the Collateral icon and then Media, you will be presented with your
business’s images available for use on listings. The icons under ‘actions’ allow you to
edit, delete or clone existing images.

Note: Images will appear as an image gallery on the business listing. You can select a
specific image to appear first by adding a ‘1’ to the sort order when editing/adding an
image. If you do not do the gallery will display the default order. r



Collateral — Add New Media

New Media

BN oo omarion

OSE AMONG THE FOLLOWING... = <:

* You can browse your hard drive or drag and drop an image.

* Enter ‘1’ in Sort Order if you would like the image to appear first in the image gallery
on the business listing.

* Once you upload a new image or edit an existing one you can attach the image to
one or multiple listings by selecting the Listings pull down menu.

Note: Image names must not have any special characters.



Opportunities - Marketplace

Perth Region Tourism Organisation, Inc.

pesTINATON PERTH

Extranet

info@destinationperth.com.au

Destination Perth

Marketplace
PFE:iILE Filters (1) ## Manage Filters

By

COLLATERAL

s

OPPORTUNITIES Jrz
Drestination
@ e Holiday
‘% Planner
Advertising
REPCRTS
School
Holidays
- )
ﬂ © Campaign
HELP 2023

Date
Declined

Date
Registered

Promotion

Type Accepted

) Open for
Print feature  50.00 i !
Registration
Website Open for
! $0.00 pener No
feature Registration

Pagelofl Go to Page:

Registration
Start Date

Registration

End Date Account

05-07-2023 29-09-2023

Destination

25.08-2023
25-08-2023 Perth

08-08-2023

To view current marketing opportunities, click Opportunities and then Marketplace.
These are activities available exclusively to DP members such as campaigns.

To view details of an activity, click the pupil icon under ‘actions’.
To register for an activity, click the arrow icon to go direct to the registration form.

Q
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Opportunities — Marketplace View

2024 Destination Perth Holiday Planner Advertising

EEETE oo

Sections:
Details 2024 Destination Perth Holiday Planner Advertising
’t-'tu;- Destination Perth invites you to participate in the region’s premier tourist publication, the Destination Perth
Status

Holiday Planner.

MNow into its 20th edition, and always well received by travel trade and visitors alike, the Perth Holiday Planner is
Western Australia’s premier publication promoting the destination of Perth and surrounds.

CLICK HERE TO VIEW THE FULL ADVERTISING PROSPECTUS

Get a strong start in 2024 and secure advertising in the 2024 edition of the Destination Perth Holiday Planner now.

Advertising space is limited and available on a first come first served basis. Mote, Swan Valley, Sunset Coast & Rotinest I
sections are SOLD OUT.

If you have any questions, please don't hesitate to reach out to 2024 DeStlnatlon Perth HOllday Plannel‘ AdVel‘tISIIlg’

tourism@destinationperth.com.au
“ Acceount Information
Reglstratlon Perlod: 05-07-2023 - 25-09-2023 “

Account: 4Required

sections: Destination Perth

Status

Account Information
Contact Details
Adve: ment Size

Tow

reditation -
Contact Details
ADVERTISING

= CONTRACT

Contact Mame: <Required

v
Add New Contact
Please select the contact person that will manage this advertisement

The details will include a description of the activity and opportunity available to members, costs
and documents associated with the opportunity and any relevant deadlines. The Registration
Period is the period that the opportunity is open for members to register.

Once submitted, DP staff will review and either accept or decline your registration — staff will be

in contact with you for next steps.
&



Opportunities — Media Leads

All Media Leads

& Filters (0)

£ Manage Filters

Rezponded is: Status is one of:

CHOOSE ~

Pagelofl GotoPage: 1 0'
Actions Lead ID Lead Name “ Account Lead Type Response Date Arrival Departure #

Simpleview Hotel
a 1033 2014 Media Lead and Conference Article 05/10/2014

Center

05/29/2014 10/15/2015

By clicking the Opportunities and then selecting Media Leads, you can view Leads sent
to your business by Destination Perth. These are usually requests for hosting travel
writers or submitting content to be included in publications when appropriate. These
Leads can be responded to by viewing the Lead; see next slide for responding.



Opportunities — Media Leads View

Responses
Sections:

Opportunity Information ) )
Simpleview Hotel and Conference Center

i

Responses
MNotes Status  Open
General Add/Edit Room Request Dates Pursuing? Comments

# 09/10/2015 - 09/13/2015

Response Information

Sections: Pursulng this lead: «R=squired <:| Account: <Required

Response Information

File Attachments Comments: «Regquired

You can respond or edit an existing response to Media Leads by scrolling to the
Responses section and clicking the Pencil icon. Within responses you are also able to
specify if you are pursuing the opportunity and add attachments.

A



If in doubt, contact us!

DESTINATION

PERTH

E: marketing@experienceperth.com
P: 08 9321 9120

A
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