HOW TO L VALLEY FORGE

Updating & Adding Contacts in HQ

1.Log into HQ at valleyforge.org/hq.

Valley Forge Members

Forgot Password?

2. Once on the home page, Click Profile then Contacts.

12

Profile
Manage your Accounts d
"Jalley Forge HQ
THtorials

help navigating the Valley Forge HQ

# Contacts fory Check out the resources here as
guide you through all of the tools

8 My Benefits wallable on the new Valley Forge HQ

B8 Accounts

Click Here for More

welcome to the HQ help pag

B Invoices

All Bulletins + Post Board n
by Marriott Collegeville (Resd: 01/22/2019) ¥ Cag Adventureland LLC

ollegeville is actively sesking a Director of Sales. Dennis Patrick Shea

E for the strategic development of top-line 01/11/2019

bus means of sales and marking. Manages all

chards of bt the ownership and the franchise YOURBdvaThas Begins! Campadvenitureland i

Boothwyn, PA and Middietown, DE. Visit us
watch a quick promo video. We'll be offering spe
jent & Event Dates (Not Read) G il i
Commencement and Event Dates to plan ahead

P s =

ming to Horsham, PA,
omto

ial discounts for our grand

X The Underground
Ryan Weiss
ot Read)
yrs72
< in 2019 for conventions with 3 peak room SUES208
Movie Night: Labyrinth hosted by Annie Christ

Come join us for a great movie night featuring Labyrinth hosted by Annie Christ in
celebration of our David Bowie week!

Thursday, 1/17/19. Doors open at 7pm?

Info and Tickets e

region in the pipsline until 2020, please see the

8 = 1

ts (Not Read)
Hed our November GM/DOS Meeting! Attached X The Underground

the presentation. Ryan Weiss



HOW TO

Updating & Adding Contacts in HQ

*_VALLEY FORGE

2 | 4K TOURISM & CONVENTION BOARD

3. To add a New Contact, Click Add Contact.
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| just a click away =
Al
A
HOM
Contacts
& Filters (0) 4 Manage Filters
Account is one of: Contact Type is onc of:
CHOOSE~ CHOOSE +
Pagelofl GotoPage: 1 6
Full Name ~  Account Title Emait Contact Type &

¢/l ® | & | caitin Hoppe Business Intelligence Analyst  hoppel@valieyforge.org Secondary
s | ® | A Debbie Repas Membership Sales Manager  repas@valleyforge org Secondary
¢l e | & Katie Otto EAV:;;S:;:“?;'W I otto@valieyforge.org Secondary
£ || ® | & K Sales Coordinator barry@valleyforge org Secondary
£l ® | @& MarcKaminetsky Director of Convention & kaminetsky@valleyforge.org  Primary

Tourism Sales

Director of Event Services

Megan Tomlinson

eyforgeorg  Primary

and M <hip

Monty Fox

Convention Board

org primary

4. Create New Contact.

I_Ea CONNECTIONS
\ just a click away
New Contact

Sections:

Contact Information

Account: 4Required

Valley Forge Tourism & Convention Board

Last Name: <Required

Phone Information

Department:

Logou 1. Besure to fill in all required fields.
2. When choosing a Contact Type,

the primary contact would be the
VFTCB's main point of contact

FistName: qures with your organization. Secondary

would be assigned to all other
contacts, unless there is a
separate individual who would
handle billing.

Full Name: <Required

Title:

Contact Type: <Required

--Choose One--

Emall: <Required

Inactive status is used when an
’ individual is no longer with your

Send Emalt:

Address Information

Physical Address &

Address1 1000 First Ave

organization.

Hit Yes under Send Email to
receive our email
communications and event
invitations.

Hit Save to finish.
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5. To Update a Contact, return to the Contacts page.

; CONNECTIONS : I h fth
I- jist a click away e Select the Name of the Contact
@ Filters (0) £ Manage Filters
Account ic one of Contact Type is one of:
CHOOSE~ CHOOSE +
m Eegetard g
Actions Full Name Account Title Email Contact Type -3
s | ® | A Caitlin Hoppel Business intelligence Analyst  hoppel@valleyforge org Secondary
/e @ ie Repas Membership Sales Manager  repas@valleyforgs.org Secondary
5 . Event Services & .
|| @& Katie Otto N ¢ onior otto@valleyforge.org Secondary
2| = | A Sales Coordinator barry@valleyforge.org Secondary
il Director of Convention & N

2| ® | A Marc Kaminetsky el kaminetsky@valleyforge.org  Primary
¢ | ® || & Megan Tominzon Director Of EVNESeNICs o insoneualteyforgeorg Primary

and Membership

Ambassador

monty@valleyforge org

erimary

6. Select Edit to make any updates.

CONNECTIONS

a click away

Contact Details

Contact Inform.

ation

Account  Valley Forge Tourism & Convention Board
First Name ~ Monty
ot LastName  Fox
ot Full Name  Monty Fox
Address Information Department
>ne Information
it i Title  Ambassador
Additional Information
Security/Permissions Type  Primary
Social Media Method
Email  monty@valleyforge.org

Address Inform:

ation

Physical Address
Address1 1000 First Ave
Address 2 Ste 101
City  King of Prussia

State/Province

Zip/Postal Code

Country

PA

19406

UNITED STATES

Logout vai

.y Forge Tourism & Convention Board v
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7.Complete any updates to the contact.

¢ |f the contact is no longer
with your organization,
please mark them as
Inactive under Contact
Type. Hit Save to finish.

Update Contact

Contact Information

IMPORTANT NOTE: Please DO NOT save over an old contact. If a new
employee is filling the role of someone who has left, create a new contact
and put the old contact as inactive. This is helpful for continuity of

communication between the VFTCB and the new contact.





