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T A B L E  O F  C O N T E N T S



L O G I N  A N D  H O M E  S C R E E N  



L O G I N  S C R E E N
Access the listing management 
portal straight from the Member 
Extranet here.

Alternatively, via the Member 
Area.

https://queenstownnz.extranet.simpleviewcrm.com/login/#/login
https://queenstownnz.extranet.simpleviewcrm.com/login/#/login
https://www.queenstownnz.co.nz/destination-queenstown-member-area/new-members/definition-of-a-dq-member/
https://www.queenstownnz.co.nz/destination-queenstown-member-area/new-members/definition-of-a-dq-member/


H O M E  S C R E E N

Here on the home screen, under 
Partner Bulletins you’ll find 
useful documents including this 
user guide.



H O M E  S C R E E N

Click on the Collateral icon to 
manage your listings, special 
offers, events and imagery/video 
content.

All listings are reviewed and 
approved by DQ prior to going 
live on the website. 



M E D I A :  I M A G E R Y  A N D  V I D E O  
• Before you can create or edit a listing. The Logo and Banner Image you want to use for the listing needs to be loaded first.
• All product listings must have a Logo and at least one Banner Image. 
• You can link a Logo, Image and Video to more than one listing. 



M E D I A  – I M A G E R Y  A N D  V I D E O
Before you can create or edit a 
product listing. The Logo and 
Banner Image you want to use 
for the listing needs to be loaded 
first.

Under the collateral tab, click on 
Media.



M E D I A  – I M A G E R Y  A N D  V I D E O
Here you will see a table of all 
the imagery and videos available 
to use under your account. 

Click on Add New Media to add 
the images you will be using for 
your listing.

Click on the Pencil icon to edit.

Click on the X icon to delete.

Click on the 3rd icon to Clone.



M E D I A  - L O G O
All product listings must have a 
Logo. Event listings do not need 
one.

The recommended ratio for a 
Logo is 132x100px

JPEG only.

Select Logo as the ‘Type’ 



M E D I A  – I M A G E R Y
All listings must have at least 
one image.

The recommended ratio for a 
banner image is 1920x720px 
(landscape) JPEG only.

Since mobile view is quite a 
different ration, make sure the 
subject or point of focus is in the 
centre of the image.

Allow some height above the 
subject where possible. Try not 
to have subjects on the outer 
edges to prevent them being cut 
off when resized on different 
devices. 

Select Image as the ‘Type’.



M E D I A  – I M A G E R Y
Follow the prompts to upload 
the file.

The ‘Sort Order’ field is used if 
you have multiple gallery images 
and wish to determine the order 
they display on the website.



M E D I A  - V I D E O
Complete the fields including 
Title and Description as this 
assists with SEO.

Select YouTube as the ‘Type’.

Make sure to add the YouTube 
video link to the ‘Video Link’
field.



P R O D U C T  L I S T I N G
• All listings are reviewed and approved by DQ prior to going live on the website. 
• Events listings sit on the Calendar of Events tab.



P R O D U C T  L I S T I N G

To view, edit or create a product 
listing.

Under the Collateral tab, click 
on Listings.



P R O D U C T  L I S T I N G
Here you will see a table of your 
existing product listing. 

If you have multiple listings for 
your account, you can filter the 
listings still pending approval via 
this Filters Box.

Click on Add Listing to create a 
new listing.

Click on the Pencil icon to edit.

Click on the Eyeball icon to view 
a listing’s details.



P R O D U C T  L I S T I N G

Further down 
the page you 
will find 
Additional 
Information 
fields and 
filters. 

You only need to 
complete the 
ones related to 
your specific 
product 
category.

Begin by filling 
in the fields with 
the details of 
your activity, 
accommodation 
F&B or retail 
offering.

Follow the 
notes, they will 
guide you and if 
you are unsure 
hover over the 
blue ?



S P E C I A L  O F F E R S
• You can add a special offer to your existing product listing as an incentive to encourage customers to book.



S P E C I A L  O F F E R S
You can add a special offer to 
your existing product listing as 
an incentive to encourage 
customers to book.

Under the Collateral tab, click 
on Special Offers.



S P E C I A L  O F F E R S
Here you will see all of your 
account’s offers, both current 
and expired. 

Click on Add Offer to create a 
new offer.

Click on the Eyeball icon to view 
an offer’s details.

The Time icon means it is 
pending approval. Once 
approved this will be replaced 
with the Pencil icon to edit an 
offer.



S P E C I A L  O F F E R S

Select what 
listings you 
want to link the 
offer to from the 
dropdown box.

Note: you can 
select more 
than one.

Complete all the 
required fields 
including Offer 
Link, which is 
the URL to the 
specific deal on 
your website.



S P E C I A L  O F F E R S

Offer images are 
uploaded via the 
Media Tab.

When 
uploading, 
select ‘Coupon’ 
as the image 
type. It will then 
show up on this 
page for you to 
use.

Further down 
the page you 
can add 
redemption 
dates, as well as 
the dates you 
want the offer to 
be posted on 
the listing. 

Once that date 
has passed, the 
offer will 
automatically 
stop displaying.



C A L E N D A R  O F  E V E N T S
• Unlike listings and special offers, upload imagery for you event here rather than the media tab.



C A L E N D A R  O F  E V E N T S

To add an event listing to the DQ 
website, under the Collateral
tab, click on Calendar of Events.



C A L E N D A R  O F  E V E N T S
Here you will see all of your 
account's events.

Click on Add Event to create a 
new event.

Click on the Eyeball icon to view 
an event’s details.

The Time icon means it is 
pending approval. Once 
approved this will be replaced 
with the Pencil icon to edit an 
event.



C A L E N D A R  O F  E V E N T S

Select the primary category your 
event falls under. 

You can select up to nine other 
relevant Categories from the 
dropdown box.



C A L E N D A R  O F  E V E N T S

Select the Rank of your event as 
a ‘One Time Event’ or ‘Ongoing 
Event’

For an Ongoing Event, select its 
recurrence by clicking daily, 
weekly, monthly, or custom add 
dates.

You can choose to end your 
event after a certain number of 
occurrences or on a specified 
date. 



C A L E N D A R  O F  E V E N T S

To add images 
to your event, 
Drag and Drop 
an image or 
click the Browse 
button to search 
your computer 
for an image.

Your event 
listing must 
have a Banner 
Image. Gallery 
images are also 
uploaded here 
and are not 
mandatory. 

Make sure to 
upload images 
in the following 
order: Banner 
image, Gallery 
images. And 
take note of the 
size 
requirements.



T H A N K  Y O U
ALL PRODUCT LISTINGS, SPECIAL 
OFFERS AND EVENTS WILL BE REVIEWED 
AND APPROVED BY MEMBER SERVICES.

For additional questions,                        
please contact:

MAYA CARIDA
info@queenstown-wanaka.nz 

+64 3 441 0700

mailto:info@queenstown-wanaka.nz
mailto:info@queenstown-wanaka.nz
mailto:info@queenstown-wanaka.nz
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