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Login – Logging In/Getting Started  
 
Logging In:  
 

1. Click on the link, to log into Richmond Region Connect 
http://extranet.richmond.simpleviewcrm.com/login/index.cfm 

2. Your username is your e-mail address.  
3. Your password is the temporary password that was e-mailed to you.  
4. You will be asked to change your password to one of your  
preference.  
5. Problems getting into your account? Contact  Richmond Region Tourism at 
sjiggitts@visitrichmondva.com  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://extranet.richmond.simpleviewcrm.com/login/index.cfm
mailto:sjiggitts@visitrichmondva.com
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Partner Bulletins  
When logging on to Richmond Region Connect, the first page you will see is Partner Bulletins. 
This page was created so that you can receive announcements from Richmond Region Tourism. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Leads – Primarily sent to hotels 
 To view the leads that have been sent to you, click the “Leads” tab.  

 When viewing Leads, use the filters to focus your search 

 With the Status Filter, you can choose New Leads, Pending Leads (Leads that have not been 
booked definite for Richmond, or been lost to another destination) and Closed Leads; either 
closed/won (your property was awarded the business) or closed/lost (another destination 
was selected).  

 With the Group Filter, you can choose between Meeting Sales and Tour/Travel Leads and 
with the Responses Filter, you can choose between leads you have already responded to 
with the Yes option, or Leads which still require a response using the No option.  
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Responding to a Lead 
Please read the Lead carefully for information on the client’s specifications and instructions from the 
sales manager on how to respond to the lead.  

All leads have a Hotel Response Date. After this date has passed, you will not be able to 
respond to a lead. 

1. To respond to a Lead, click “Add Your Response” at the bottom of the lead.  

a. If the client has provided multiple date options, they will appear as Primary 
and Alternate. Please respond to all sets of dates listed. 

 

 

 

 

 

2. Indicate if you are pursuing the Lead by clicking Yes or No.  
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**Note: Mandatory fields to be filled are highlighted in Red those fields will change 
based on the option you select. 

3. If you are not pursuing a Lead, click the No button. 

a. Indicate in the Comments box why you are not responding to the Lead (i.e. 
dates/space not available, requirements cannot be accommodated, etc.). 

b. Scroll to the bottom and select from the dropdown “Reason Not Pursing.” 
You will not be able to “Save” your response without doing so. 

c. Click “Save” when finished. 

4. If you are pursuing a Lead, click the Yes button.  

a. In the Comments box, enter specific information you want the client to see, 
such as rates for each room type, special services or amenities you propose 
to offer, general information about your property/venue, etc.  

b. Enter the rate you are offering. 

c. Skip the requested rooms and peak room night boxes as they will fill in 
automatically when you fill out the per day block. 

d. Enter the per day block for the dates you have available at your property. 

e. Click Save when finished. 

 

*See Lead Example Form on next page* 



P a g e  | 7 
 

 

 
 
 
 
 
 
 
 
 
 
 

Comments entered into this 
field may be seen by the client. 

Comments entered into this 
field will only be seen by RRT 
Staff. 

Only applicable 
when selecting 
“No” pursue 

option 
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Attaching Your Proposal to a Lead 
You have the ability to attach your property’s proposal to your response. 

1. Under the File Attachments section, click “Add.” 

 
2. Another window will appear; click “Choose File.” 

 
3. Find your document, click “Open.” 

 
4. Once your select a file, then be sure to click “Add File” before closing the second 

window to save and attach the file.  

 
5. Once your file is attached, click “Save” to save the lead.  
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Viewing/Editing Your Member Record 
 

1. Listings  
2. Web  
3. Amenities 
4. Social Media 
5. Benefit Summary 
6. Contacts 

 
Listings 
Listings are descriptions used on VisitRichmondVa.com for visitors and meeting planners to 
view information and photos about your organization.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

  
(Edit Listing) 
 
Editing/Adding a Listing: 
To create a new listing, click the Add New Listing button on the right. To update an existing 
listing, click on the pencil icon under Action column. 
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1. After Clicking “Add New Listing” or the pencil icon to edit a listing, you will be prompted 
to fill in the following fields. 

2. The type of listing is “Web Site.” 
3. Address: If you would like to display the main address on your account on the Web Site, 

choose “physical” from the drop down menu. Or enter the address you would prefer to 
display. 

4. Contact: Edit the Contact responsible for this listing. 
5. Category: This is the main category your listing will be found under on our Web site.  
6. Subcategory: This is the sub-category your listing will be found under on our Web site. 

Category and additional subcategories can only be edited by Richmond Region Tourism  
staff. If you believe this info needs to be edited for an existing Listing, please contact 
Richmond Region Tourism.  

7. Optional Fields: For any of these fields, if you would like different  info to show on the 
listing, than what is in your Partner Record, click Overwrite. You can then enter what 
you would like to display in the listing. If you would simply like to hide the piece of info, 
click overwrite and leave the overwrite with field blank. For example if your listed 
address is a PO BOX and you wanted to change to your physical address, click overwrite 
on the address fields and fill them in as needed. 

8. To receive a notification email when a certain number of visitors to the Richmond 
Region Tourism website view your listing page, enter the email address you would like 
the notification sent to, and pick the threshold for the number of views to trigger the 
notification. 

9. Lastly, complete any fields available in the Additional Information section. This section 
may change from time to time, so contact Richmond Region Tourism with any questions 
about included info. 

10. Once complete, click Save to submit your changes, or cancel to return to the Member 
Record page. Remember to update your listings at least once a quarter and to update 
your contacts under the Contacts tab with any changes as they occur.  
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Web (Coupons and Media) 
 
When you log into your account page, under the Member Record Tab, locate the “Web” tab at 
the bottom left of the page.  It is located next to your “Listings’ tab. When you choose this tab 
you will see a Coupons and Media Tab. 
 
 

 
 
 
Coupons and Deals 
Here you can add any coupons, deals or packages  your property offers. We strongly encourage 
coupons be specific offers for better results. 
 

1. To add a new coupon, click the “Coupons” Tab under the “Web” Tab. 
2. Click the “Add New Coupon” button.  
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3. First, give the offer a compelling, concise title, add a web link if you have one, and put in 
your offer text. 

4. Add any available images to your offer, images should be loaded separately before 
creating the coupon.  

5. Add in the dates the offer is valid as the Redeem From/To fields, and the dates the offer 
should appear on the web as the Post From/To. We recommend deals and coupons that 
are good for a year-long range expiration date.  

6. Lastly, select which of your Web listings the coupon should be attached to, then click 
Save. 

 
 

 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
Media 
Here you can add any images or logos you would like to be displayed with your listing on the 
website. 
 

1. To add a new logo/image, click the “Media” Tab under the “Web” Tab. 
2. Click the “New Logo/Image button.” 
3. First, note the size requirements posted next to the image type and make sure your 

image is sized correctly before uploading.  The dimensions of the image should be at 
least 200 X 150 pixels at 72 dpi for optimum quality.  

4. Give your image a title. 
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5. Click Browse to search for your file, find and select your file and click Open.  
Select the listings that the image should be attached to, and click Save.  If uploading 
multiple images, you can click Save & New Media and the current image will be 
uploaded, and the form will reappear so you can upload the next image. We encourage 
you to upload different images for different types of listings as appropriate. This is also 
where you will upload images for coupons and deals.  Remember to change your images 
seasonally.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Amenities 
Amenities are characteristics of your property and are very important to keep up to date.  
These are often used by Meeting and Tour Planners to select properties for Meetings, 
Conventions, and Group tours.  Be sure to fill out all applicable info for your organization. 
 
 
Amenities Tabs: 

1. General 
2. Restaurant 
3. Accommodations 
4. Sporting Venue 
5. Student Performance Venue 
6. Parks and Recreation 
7. Meeting Facilities 
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Please note: Not every field will apply to your organization. Please fill in all necessary fields.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
General 

 
1. Under the “Amenities” Tab, click on the “General” Tab.  
2. To update your information click “Edit Amenities.” A new window will then open 

for you to make any changes needed. Red fields are required info, when finished, 
click save to submit, or close to go back 

3. Be sure to click “Save” when finished. 
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Restaurant 
 
Information provided in this tab includes:  

• Number of restaurants on premises 
• Whether you provide breakfast, lunch, dinner or brunch 
• If you have outdoor or private dining available  
• Whether you recommend reservations 
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• Price range ($= most entrees under $10, $$= most entrees under $15, and $$$= most 
entrees over $15) 
 

1. Under the “Amenities” Tab, click on the “Restaurant” Tab if your property falls under 
this category. 

2. To update your information click “Edit Amenities.” A new window will then open for you 
to make any changes needed. 

3. Be sure to click “Save” when finished. 
 

Any changes made will be sent to a Richmond Region Tourism representative for 
approval. 
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Accommodations 
 

1. Under the “Amenities” Tab, click on the “Accommodations” Tab if your property falls 
under this category. 

2. To update your information click “Edit Amenities.” A new window will then open for you 
to make any changes needed. 

3. Here you are able to specify which amenities your property has. Check all that apply. 
4. # of Hotel Rooms/Suites: Here you simply type in the number of rooms and suites your 

property has. 
5. GDS# for ARES System: This is the number used for our online booking engine. This 

number will be put in the system by a Richmond Region Tourism representative and 
should not be changed. 

6. Hotel Price Range: Choose your hotel’s price range from the drop down menu. 
7. Total Sleeping Rooms: Total rooms and suites at your property.  
8. Be sure to click Save to ensure your changes are saved.  
9. Once you click Save, your changes will then be sent to a Richmond Region Tourism 

representative for approval.  
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Sporting Venue 
 
This is where your information about the venue will be input, such as sports accommodated, 
number of playing surfaces, concessions, facility layout, type of sports venue, etc. 
 

1) Under the “Amenities” Tab, click on the “Sports Venue” Tab if your property falls 
under this category. 

2) To update your information click “Edit Amenities.” A new window will then open for 
you to make any changes needed. 

3) Be sure to click Save to ensure your changes are saved.  
Any changes made will be sent to a Richmond Region Tourism representative for 
approval. 
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Student Performance Venues 
 
This section is for any property allowing student group performances onsite. 

 
1. Under the “Amenities” Tab, click on the “Student Performance Venue” Tab if 

your property falls under this category. 
2. To update your information click “Edit Amenities.” A new window will then open 

for you to make any changes needed. 
3. Be sure to click “Save” when finished. 
 

Any changes made will be sent to a Richmond Region Tourism representative 
for approval. 
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Parks and Recreation  
 
This section is for any property that may be considered a park or used for recreational activities 
 

1. Under the “Amenities” Tab, click on the “Parks and Recreation” Tab if your 
property falls under this category. 

2. To update your information click “Edit Amenities.” A new window will then open 
for you to make any changes needed. 

3. Be sure to click “Save” when finished 
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Meeting Facilities 
 
This section is for any property with meeting rooms on the premises.  
 

1. Under the “Amenities” Tab, click on the “Meeting Facilities” Tab if your property falls 
under this category. 

2. To add a new meeting room, click “Add New Room.” 
3. A new window will open allowing you to add the room name, square footage, height, 

width and length, capacity, and whether the room is an amphitheater and has listening 
devices available.   

4. Be sure to click “Save” when finished 
 

Any changes made will be sent to a Richmond Region Tourism representative for approval. 
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Social Media ( needs new screen shot) 
 
 In this tab you can enter the appropriate links to your listings social media profiles; this 
includes Facebook, Instagram, Pinterest, Twitter and YouTube.  
 

1. After clicking the “Social Media” tab you will see fields to enter links to your social 
media profiles.  

2. Enter the appropriate links into the correct fields. 
3. Be sure to click “Update” to make sure your social media links are updated on your 

listing.  
 
 

 
 
Benefits Summary 

 
This tab enables you to view: 

• In-kind/Expenses 
• Leads 
• Services 
• Articles 
• Web Site 
• Coupon Hits 
• Fams/Site Inspections 
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Inkind/Expenses 
 
The Expenses section shows what Richmond Region Tourism has spent money on. The Inkind 
section shows donated services or goods to Richmond Region Tourism by your business since 
July 2014. 
 
 

 
 
InKind/ Expense Received 
The Inkind/Expense Received tab shows any donated services from Richmond Region Tourism, 
or expenses you have benefited from. For example, if Richmond Region Tourism took you to 
lunch at a restaurant. this would show here.  
 

 
 
Leads 
For a summary of Leads sent to you from Richmond Region Tourism, click the Leads Tab. This 
tab is used by hotels. 
 
Note the Date Range filter to select the time period you would like to view statistics for, then 
click Refresh. Connect will search the figures and display them below by group. 
 
Services 
A summary of Service Requests and Partner Referrals sent to your business. 
 
Note the Date Range filter to  select a time period you would like to view statistics for, then 
click refresh. Below you can see a summary of Service Requests sent to you, and Partner 
Referrals you were included in from each group.  
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Web Site and Coupon Hits 
 
This is a summary of web activity from VisitRichmondVa.com. 
 

1. Click on Web Site, again note the Date filter, click refresh once you have entered your 
date range. 

2. Once selected, you will see a summary of Listing Views and Click Thrus (which means 
links in your listing that the web user then clicked on). 

 

 
 
Coupon Hits 
 
Here you can see how many times visitors have viewed/ used your coupons.  
 

1. Click on Coupon hits to see a summary of Coupon activity, again by date range. 
 

 
 
 
 
Fam/Site Inspections 
 
This is a summary of Fams (or Familiarization tours) or Site Inspections you have participated in 
since January 2015. Click Fams/Site Inspections, again by date range.  
 

 
 
 
 
 
 



P a g e  | 25 
 

Contacts 
Remember to update your contacts under the Contacts tab with any changes as they occur. This 
is how Richmond Region Tourism communicates with you and your staff.  

1. Click on the pencil icon to edit a contact or click on Add New Contact to add a new 
contact. 

2. Click Save when finished. 
 

Note the Contact Type dropdown. This is how you will make a contact Primary (main contact), 
Secondary (Coordinator/Assistant)  or Inactive (contact no longer is associated with your 
organization). 
 
 
 
 
 
 
 
 
 
 
(Edit Contact) 
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Service Requests 
 
Service leads are business opportunities sent to you from Richmond Region Tourism that do not 
involve any hotel rooms; these include catering requests, meeting space only requests, 
transportation requests, and others. 

• Once you have logged into Richmond Region Tourism, click the Service Requests tab to 
view a summary of your service leads. 

• To view Service Requests by status, use the Status filter.  
 
 

• Once you have found a Service Request that you want to respond to, click the Service 
Request name to view and respond. 

• The Service Request Detail will then be displayed that includes notes from the 
Sales/Service Manager from the client. Be sure to select “Show More” to view the full 
description notes of the lead. 
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• After reviewing the information, click “Add Your Response.” 
 

 
 

• To indicate if you will be taking on this lead, select the “Yes” or “No” button at the top 
left of the screen. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• To add a proposal, catering menu or any other relevant documents, click “Add” under 
the File Attachments pane. 

 

Comments in this field may 
be seen by the client. 

Comments in this field will 
only be seen by RRT Staff. 
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• A second window will open; click “Choose File” to browse your computer library for an 
attachment. 
 

 
 

• Find your document, and then click “Open.” 
 

 
 

• You will be directed back to the Attach a Document window; click “Add File” to save the 
attachment. 
 

 
 

• Once your response is complete, be sure to click “Save” at the bottom of the page, 
otherwise all inputted information and attachments will be lost. 
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Reports 
 
In this section you will view statistical research and reports about the Richmond Region and the 
tourism industry. 
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