PARTNER EXTRANET LOGIN INSTRUCTIONS:
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Enter the link below into your Browser and it will take you to
the login screen

http://extranet.spokane.simpleviewcrm.com/member

Enter your email address as the Username

Enter your assigned password; if you have problems, email mallen@visitspokane
or call Marla Allen at 509-742-9385


http://extranet.spokane.simpleviewcrm.com/member

Reviewing Leads:

Click the Leads tab to view a summary of the lead information
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Sort and\filter your leads:

A lead status filter is located at the top left of the screen. When ypu select a particular status,
the system will show only the leads with that status (see below foy a description of each lead
status.)

You are able to sort your leads by clicking on any of the column headers (i.e. Lead, Hotel
Response Date, Arr/Dept Date, etc.). Clicking once will sort in ascending order. Click the same
header again; it will sort in descending order. You can also search organization name by “Starts
With” alpha or use Ctrl F to do a Find/Search.

Lead status:
* -- Any Status-- all leads will show

* New - new lead which the response date has not passed. (When a new lead is entered, the CVB
Sales Manager will send you a generic message informing you a new lead is in the system)

* Pending — the member “Response By” date has passed (you can view the lead but the Response tab
no longer appears, you must call the CVB rep to have them manually respond to the lead for you)

% Closed/Won - your property won the business
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% Closed/Lost - is lost, cancelled or definite where you are not the selected hotel

3 Closed/TBD - the group has selected Spokane, but a headquarter hotel has not been selected

View a lead:
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To view a lead click on the Lead ID number or the Lead Name

Please read the lead and pay particular attention to “Action Requested”. This is where the sales person
will indicitate how to respond to the lead.

Lead Information

I aad N 24057
Company: CrispSain Family Reugidns
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Last Updsted: 02/04/2010 "Lead Status™
Primary Type: Biennial - once every two years
Contact: Ethel Leonara Cris

that prays and lives for Christ
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Respond to the Lead:

To Respond to the Lead, click Add Your Response. If there is more than one set of dates to respond to,
they will list as Primary and Aljernate. (Please respone to all sets of dates listed, even if you can not
offer a room block for a set ¢f dates; respond “No” to Pursuing and indicate in the Comment Section
why you are not able to 6ffer those dates.)

Add/edit Arrival - Departure Room Regquest Dates Responded Last Updated Comments Attachments
Add Your Response 08/03/2014 - 08/10/2014 (Primany) 08/03/2014 - 08/10/2014 No Response Enterad —Attachments—
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Response Information

Pursuing this lead? ~TE52N0

Comments:

Buresy-Only Comments:




Under Room Information, enter the per day block you are offering in Any, unless the sales person is
specific in the lead about the room type needed. The Requested-Block , the overall block needed is
indicated on the last line.
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Attaching Your Proposal to a Lead:

Have your document prepared and saved somewhere on your system. Under File Attachments, click
Add. Another window will appear; click Browse(find the document), click Add File and then Close to

File Aitachments

File Attachments:
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File Attachments

File Attachments: --None—

Aad | View | emove

E

| Leads | Member Record | Convention Calendar AContact Us | Event Calendar -} I -
B simpleview,

Version 3.0, Copyright ©2003-2010 simp All rights reserved

= eat e el

Click Save to save the information you have entered and attached. Click “Return to Lead” to get back to
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the lead. Click the Lead tab on the menu bar to get back to your list of leads.

You are able to Edit oy View your response to the lead, as long as the Hotel Response Date has not
passed. Remember if you edit your original response; please give the CVB a call. We do not get
notification through the system when the original response is altered.
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If you have questions pertaining to the lead itself, please contact the Sales Manager listed on the lead. If
you have questions about how to use the Spokane Regional CVB Extranet Login please contact Marla
Allen at mallen@visitspokane.com or 509-742-9385.



mailto:mallen@visitspokane.com

