VSW Partner Extranet User Instructions

Login Screen

After you receive your login credentials from VSW, you’ll have access to our Partner Extranet,
https://southwalton.extranet.simpleviewcrm.com/login. Your username will always be the email address
you have on file with VSW. The first time you login, you’ll need to use the temporary password that VSW
provided in your welcome email after initial account registration. Then, you’ll be prompted to change
your password to one of your choosing. You can always use the Forgot Password link or contact VSW
directly if you need a reset.

Home Screen

Partner Bulletins

Image Carousel

Partner Bulletins are important notices, documentation, events, etc. posted by Visit South Walton.
Important bulletins will be marked with a blue and white exclamation mark.
The Image Carousel features valuable partner programs that VSW aims to keep top of mind.

Profile

Clicking the Member Profile icon displays the words Accounts and Contacts. An account refers to your
company details. A Contact refers to yourself or your employees.

Collateral

Clicking the Collateral icon, displays the following options:
•

Listings – view and edit website listings

•

Special Offers – view, add and/or edit coupons aka special offers/promotions

•

Media – view, add, remove or replace logo, images and/or hero images

•

Materials Requests – request free South Walton marketing collateral that can be shared with guests
or clients

Reports

Clicking the Reports icon displays tourism-related research studies that Visit South Walton has
posted. To view a report, just click the name of the report.

Manage Profile - Accounts

After you click the Profile icon and then Accounts, you’re presented with your account name and three
icons to the left that will allow you to perform various actions.
The pencil icon allows you to edit your company information.
The eyeball icon allows you to view your company information.
The down arrow icon will allow you to edit amenities and meeting space details (meeting space only
applicable to bed tax collectors who meet the criteria outlined here).

Manage Profile – Accounts (cont’d)

If you see multiple account names, this is because you have two or more affiliated accounts. You can click
the header name “Account” to sort alpha-descending and then click again to sort alpha-ascending.
You can also click through to the next page by clicking the “next” arrow or using the “Go to Page” function.

If you have several accounts or multiple pages of accounts, you can click “Manage Filters,” set your
parameters accordingly and clicking “Apply filters.” The list of accounts displayed below will update
accordingly.

Manage Profile – View & Edit Accounts

When you view or edit your account information, you can quickly scroll to each page section by clicking
the links on the left of the page.
If you’re viewing the account, the top left will display a blue Edit button. If you’re editing the account,
the top left will display a blue Save button. You must click the Save button in order to apply changes.
These updates are then sent to VSW for approval.
Approvals can take 1-2 days, depending on VSW workload. Once approved, it will then take 24 hours to
sync with the website. The URL for your listing will always follow this format:
www.visitsouthwalton.com/listing/account-name. For example, if your account name is “Haley Test
Company” the URL will be www.visitsouthwalton.com/listing/haley-test-company.
*Note: If you need an account added (example: individual property unit) you must contact VSW. Then,
when VSW creates the account in the database, you’ll see the account listed with your others, available
for edits, via this Extranet portal.

Manage Profile - Contacts

After you click the Profile icon and then Contacts, you’re presented with a list of contacts associated with
your business. On this page you can Add, Edit, View, or Clone (duplicate) a contact.

The blue Add Contact button will open a form where you can fill in the new details accordingly.
The pencil icon allows you to edit a contact record (i.e: update phone number or last name).
The eyeball icon allows you to view a contact record. And then from this page you can click to edit as well.
The clone icon, which looks like 2 pieces of paper, will allow you to duplicate a contact record and edit as
necessary (i.e: your new contact may have all the same job title, department, phone number as an
existing contact – so this clone feature will save you data-entry time).

Manage Profile - Contacts (cont’d)

IMPORTANT NOTE: If a contact has left your property it is your responsibility to notify VSW and/or change their
contact type to “Inactive.”
Do not replace an existing contact with the details of the person who took their place. This muddles the history
of what communication VSW had with each contact, or what updates were made by each contact.
Please simply make the old contact “Inactive” under the Contact Type dropdown. Click the blue Save button.
Then, use the Add Contact button to add in the details of the new employee.

Collateral -Listings

After you click the Collateral icon and then Listings, you will be presented with all your website listings.
The pencil icon allows you to edit your listing.
The eyeball icon allows you to view your listing.

Collateral –Listings (cont’d)

When you view or edit a listing, you can quickly scroll to a section on the page by clicking the links on the left. If
you are viewing a listing, the top left will display a blue Edit button. If you are editing a listing, the top left will
display a blue Save button. You must click the Save button to apply changes. IMPORTANT NOTE: Any edits
require approval from VSW. Upon saving your updates, VSW will be notified of your changes/additions.

Collateral – Media

After you click the Collateral icon and then Media, you will be presented with your
business’s images available for use on your website listings. The pencil icon will allow
you to edit an existing image. By clicking the red x icon, you can delete an existing
image. The clone icon (two pieces of paper) will allow you to duplicate an image.

Collateral – Media (Cont’d)

You can browse your hard drive or drag and drop an image. Once you upload a new
image or edit an existing one you can attach the image to one or multiple listings by
selecting the appropriate listing in the drop down box.

Collateral – Special Offers

After you click the Collateral icon and then Special Offers, you will be presented with
your business’s special promotions. The pencil icon will allow you to edit an existing
offer. By clicking the eyeball icon, you can view the existing offer. The clone icon will
allow you to duplicate an offer (and then you could edit/update details as necessary).
You can also create a new offer by clicking the Add Offer button.

Collateral – Special Offers (cont’d)

When you view, edit, or add an offer, you can quickly scroll to a section on the page by
clicking the links on the left of the page. If you are viewing an offer, the button in the
top left will say Edit. If you are editing an offer, the top left will display a Save button.
You must click the Save button before changes are applied!
IMPORTANT NOTE: Any edits or adding of offers will require approval from VSW.
Upon saving your updates, VSW will be notified of your changes/additions.

Collateral – Materials Request

After you click the Collateral icon and then Materials Request, you will be presented
with a list of orders you have submitted to VSW or that VSW has placed on your behalf.
This feature will allow you to request collateral such as publication guides from VSW. To
request new materials click the Add Materials Request button. You can also edit, view,
or clone (duplicate) an existing order by clicking the Pencil, Eyeball, or Clone icons.

Collateral – Materials Request (cont’d)

Upon editing or creating a new request, you will be presented with an order form.
Within the order form there is an Order Detail section where you can select from
available inventory, just enter the quantity of each product you are requesting. You will
not be able to order more of a product than is in the Available column. Upon clicking
the Save button, VSW will be notified of your request.

Advanced Display & Search Features
(Filters and Data Grids)
Now, let’s take some time to discuss settings that can be customized by each user for themselves in
the extranet.

1. Filters – Several pages of the extranet will contain a Filters section. This section allows you to
narrow down the results displayed on the page. The default filters can be adjusted by clicking the
Manage Filters* option in the top right corner of this section.
2. Data Grids – When viewing pages with filter options, just below the filters is a data grid. This data
grid will display a list of records matching the criteria specified in the filters. Each default column
heading in a data grid can be modified by clicking the sprocket* icon in the top right corner of the
grid.

* Remember, any adjustments made with the sprocket or the Manage Filters apply only to the
person making the changes.

Filters and Data Grids

Here is an example of the Offers filter page. Once the desired criteria have been set in the filters, click
the Apply Filters button to see the results. Notice the Manage Filters button that was mentioned
previously.

Filters and Data Grids (cont’d)

Once the filters have been applied, the data grid will update with the matching results.
Several icons may appear on the records within the grid. The appearance of these icons
will depend on the page being viewed.
These icons are:
1. Pencil – allows editing of a record
2. Eyeball – allows viewing of a record
3. Clone – allows duplicating of a record
4. Add Button - Depending on the page, an Add button may appear in the top left of the
data grid. When this option is available, clicking allows the addition of a new record.
Notice the sprocket icon that was mentioned previously.

Filters and Data Grids (cont’d)

Clicking on the sprocket icon or the Manage Filters button will trigger a menu as shown
here. This menu provides options for personalizing the filters, data grid columns, and
ordering of each. Remember, changing these options affects ONLY the person making
the changes.

