
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

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 up.



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.

Partner Bulletins 
Important notices for members posted 
by Destination Perth. 
Click VIEW FULL to see the bulletin.

Post Board 
Additional industry resources, 
workshops, events and programs posted 
by Destination Perth. 
Click READY MORE to see the full post.



Dashboard Menu - Profile

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



Dashboard Menu - Collateral

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)



Dashboard Menu - Opportunities

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



Profile –Accounts Dashboard

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.



Profile - Accounts Edit

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.



Profile –Contacts View

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

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

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

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.

mailto:marketing@destinationperth.com.au


Collateral – Listings Edit

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.



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. 

Collateral – Listings Edit 
Section: Listing Region/Destination

mailto:marketing@destinationperth.com.au


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 
Section: Listing Information



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.

Collateral – Listings 
Section: Categories

mailto:marketing@destinationperth.com.au


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. 

Collateral – Listings 
Section: Listing Image



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. 

Collateral – Listings 
Section: General - Booking URL

mailto:marketing@destinationperth.com.au


Collateral –Offers View

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/
mailto:marketing@destinationperth.com.au


Collateral –Add New 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 3rd 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

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

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.

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



Collateral –Media

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.



• 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.

Collateral – Add New Media



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.

Opportunities - Marketplace



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 – Marketplace View



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



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.

Opportunities –Media Leads View



If in doubt, contact us!

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

mailto:marketing@experienceperth.com
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