How to use the Virginia.org Website Administration Tool
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To Access the Virginia.org Website Administration Tool:

Go to www.virginia.org and click on Add/Update Your Listings at the bottom of the page:
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http://www.virginia.org/

A new window will open with the Administration Tool’s login / registration page:

%Igil]iél zsjbr[,ovm@ LogIn | ContactUs | Help

ADMINISTRATION

Welcome to the Virginia.org Administration Tool. This tool is for use by the Virginia Tourism industry to New User? Go here to register for an
add information to the Virginia.org Tourism Website Account It's easy and free

If you wish to receive a travel guide or information about Virginia, please click here to go to the online

Please enter your username and password. Reqgister if you don't have an account.

Account Information
Username:

Password

] Keep me logged in

If you are new to the Administration Tool and do not have a login, click on the “Register” button on
the right to create your own username and password. Fill in all required fields as indicated with an
asterisk (*) and any optional fields as applicable. Please note, your User ID must be at least six (6)
characters and/or numbers. The User ID and password are case sensitive. Do not use the same
password as your User ID. After completing the form and the CAPTCHA entry at the bottom of the
screen, click “Submit Application”. You should then receive an email confirmation from a VTC
Administrator when your account is activated.

Once your account has been activated, you can login to the Administration Tool. You must login
before you can add or change information on the Virgina.org website. Enter your username (User
ID) and password in the designated fields and click “Log In".

You should be taken to a dashboard page within the Administration Tool where you can see view
listings status, search for your listings, and view your existing listings. From here you can also add a
new listing and manage addresses.



Hello Feedback | Help | Logout

Virginia is for Lovers @

Dashboard Listings My Account

Home = Dashboard

ﬁf Dashboard See All Listings Add a Mew Listing Manage Addr

¥ My Listings

Mo Listings Found.

¥ Questions or Comments

View All Listings If you have questions or comments on this site, contact us at: emailaddress@virginia.org.

You can also view the support information using the Help link above.

Administration Tool for the Tourism Website of the Commonwealth of Virginia @ 2011 Virginia Tourism Corporation, 901 E. Byrd 5t, Richmond, VA 23219
Questions or comments: webmaster@virginia.org

How to Use Your Dashboard

The Dashboard is where you can see all of your listings at a glance.

Virginia is for Lovers$

tome » Dashboard

%.¢ Dashboard

¥ My Listings

™ User % Complete Status Last Updated
Ihe LEpACy ANesaum of McaATsican @ ooy mbishop2 80 Deat 8102011439 PM
stoey Aosts
_ 2 Qu.’uon’ o commen‘s
Draft List 1 If you have questons or comenents on this site, Contact us at webmasten@

Active Listings (12 You can als0 view the support information using the Help link above

View All Listings

Administration Tool for the Tourtsm Website of the Commonwealth of Virginia © 2011 Virginia Tourism Coeporation, 801 E. Byrd St. Richmong, VA 23219
16350AS Of COMMENtS: wabmastan@wiginia org




Page Functions:
See All Listings — This allows you to see all of your listings.

Add a New Listing — All information on Virginia.org are Listings. Click to add an event, attraction, package
etc.

Manage Addresses — Saved addresses can be managed here. You can reuse a saved address in a listing so
you don’t have to retype the information.

My Listings

They are organized by active, pending, draft, rejected or deactivated. Click the name to preview, edit or

deactivate.
Status

A snapshot of all your listings in the status mode.



How to Create a New Listing

Click “Add a New Listing” from the Dashboard. There are 5 steps to complete your listing. There is also an
advanced option tab to enhance your listing once you have submitted the listing.
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" Create Listing (Step 1 of 5)
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Overview

1. Provide a listing name. **If an error appears that the listing name is not unique, it means that the listing
is already in the database for Virginia.org. Please contact webmaster@virginia.org for help.

2. Select a category. For events, packages and deals you must provide a venue.

3. Add the listing address. Please provide a valid street address for mapping purposes. You can save the
address for future use by clicking yes for Save to Address Book. This will allow you to use the address in
other listings, saving you time in retyping the information.

4. Click “Show me the map”. This will show the map preview for your address. If the location of the pin on
the map is incorrect, you can move the pin to the correct place.

5. Add any additional contact information.

6. Click Next Step to continue or Save and Finish Later if you want to come back to it.

Details

Depending on the category you choose you will have different options for categories. Choose the
appropriate categories.


mailto:webmaster@virginia.org

For events: Date & Time

There are two options for choosing your date. Simple Date and Complex Dates.

**There are known issues with Internet Explorer 7 in using the date picker. Upgrade your browser to IE8 or
use the Firefox browser.

Simple Date: Simply choose the date of the event, beginning and ending dates. Click Next step to
continue.

¥ Date & Time

Enter the date(s) for your lissng below. If it is recuming of occurs on an inconsistent schedule, please use the ‘Complex Dates’ 1ab (e g. occurs every Tuesday or
Thursday)

Simple Date Complex Dates
Begn Date 09/30/2011 End Date
Start Time | Select,. ¥ End Time | «  September, 2011 »
UM TuWe Th Fr Sa
382 29 0 n 2 3
4 5§ 6 7 8 5 10
11 12 13 14 15 16 17
B9 20 21 2 3 M

25 % 27 8 ¥ X

Today: September 30, 2011

Complex Dates:

You can select a date range in the fields provided — click Add Date Range to add it to the calendar below.
Click Add to Schedule. The dates will appear in the right side.

Enter e date(s) for your listing below. If it Is recuriing or occurs on an Inconsistent schedule, please use the ‘Complex Dates' tab (e.g. occurs every Tuesday or
Thursday)

Simple Date Complex Dates
~
Begin 9/30/2011 End 10/05/2011 Listing Schedule:
Dates:
[ e
Select a senes of dates and times:
“ September, 2011 » Start Time:
Mo Tu We Th Fr Sa Su Select., ~
1 2 3 4
End Time:

Select.. ¥




Or select a date from the calendar.

You can select each date separately and add the times for each date, for example if the event occurs Oct. 2
from 10am -2pm, select Oct. 2 on the calendar, put in the start and end times and then click Add to
Schedule.

Enter the date(s) for your listing below If it is recurring or occurs on an Inconsistent schedule, please use the ‘Complex Dates’ 1ab (e.g. occurs every Tuesday of
Thursday)

Simple Date Complex Dates
~
Begin  9/30/2011 End | 9/30/2011 Listing Schedule:
Dates: :euewz
10/02/2011 8:00 AM -
=15 - 2:00 PM
Select a senes of dates and times:
« October, 2011 - Start Time:
Mo Tu We Th Fr Sa Su 8:00 AM ¥
31 4 5 65 7 8B 9 End Time:

10 31 12 13 14 15 186 2:00 PM g

26 27 28 20 30 Add To Schedule

You can also select a date range from the calendar and Add to Schedule. Please add recurring events as
separate dates.

Accessibility

Select the appropriate check boxes.

Click Next Step to continue. Or you can go back to the previous screen or Save and finish Later to come back
to the listing.

Description

Provide a description of your attraction, event, package etc. Remember that it is potential
customers/visitors reading this description. Use paragraph returns, bold, bullet lists etc. You can also spell
check your description. You have 200 words for your description.

The listing summary is important! This description appears with the search results and other places on the
website.



/" Create Listing (Step 3 of 5)

Overview Details images Review & Submit Advanoed Options

Listing: Mary's test event
Status: Saved Draft (12:03 PM)

peeview

¥ Detailed Description

Flease peovide 3 more complete description of your isting below. This desoription will appear on your ksting page. (Max. 200 woeds)

*Description . X LA 7

Path Words: 0

¥ Listing Summary

Flease plovide a concise summary of your Esting below. (Max. 25 words). This summary will be used in search results, maps and other places on the sze
%o provide 3 quick overview of your listing

“ummary: [y I X aBB 7z |=E

Pathe Words: 0




Images

Images can greatly enhance your listing. You can upload as many images as you wish, you can add up to 9 in
a slideshow per listing.

Click Browse to find your image on your computer. Click Upload Image. It is automatically added to your
image library and your slideshow. There is a delay while the server processes the image (the red x will
appear while it is processed).

Browse Upload Image

There may be a delay while the system uploads the image to the server. You may continue editing your listing while the
image is processed.

Or, select from Your Organzation's Image Library by clicking on the image(s) below. Scroll over arrows on the right and leftto V}?‘N all available lmaqesi
Uploading your images puts them in your Image Library

¥ Selected Images

Slideshow
T
Caption € Alt Text € or
Apple Pie Contest Winner apple pie
‘ Remave

Restaurant | Restaurant
" . Remove

< Previous Step Save & Finish Later Nex Step >

You can select from your image library to add an image to your slideshow. You can rearrange the images in
the order to be shown or remove images. Removing an image from your slideshow does not remove it from
your image library.

Be sure to add a caption and Alt text to each image.

Click Next Step to continue.



Review and Submit

" Create Listing (Step 5 of 5)

Qverview Detais Description images Review & Submit Advanced Options

Listing: Mary's les! event

Status: Saved Draft (1220 PM)
preview

¥ Review and Submit Your Listing

Assuming approval of your listing. this shows how it will look on Virginia.org. Please take 3 moment 1o confirm the details or click the “Make Ecits” button 1o

madify your listing
Preview Listing Confirm and Submit

| Want to Make Edits Save & Finish Later

You can click “Preview Listing” to see how it will look on the website.

**You must click “Confirm and Submit” in order for the listing to be put into the review queue for VTC staff
to approve it for the website. Until it is submitted it will appear as being in Draft status.

If you need to make changes you can click “l want to make edits”. Or you can click Save & Finish Later to
leave it in draft status.

After clicking Confirm and Submit you will have the option to go to “Advanced Options” or you can go back
to your dashboard by clicking “No Thanks”.

¥ Your Listing Has Been Submitted for Approval

Your listing has been subi d and will be ed within 2 days. You will be notified by email when the listing has been approved or f we need
additional information. Add webmaster@wiginia org to your $afe senders st 10 ensure you receive the email

¥ Advanced Options

You can enhance your listing by clicking on the “Go to Advanced Options™ button betow. A few of the tings available

Completion Score: 80

Provide more detadled Listing Description
(Step 3)

Add keywords 10 your listing to improve the abllity for search engines to find it
Include 3 YouTube video of your business or event

Link this listing to other related ksings that you may already have on Virginia.org Add Keywords 1o your listing (Advanced

Option)

Provide more detadled Listing Description
(Step 3)

Go to Advanced Options

The completion score tells you what you can do to enhance your listing to improve the ability for your
listing to be shown in search engine results.



Advanced Options
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SEDe ro o e VIeE N e T 00 g THeRe warss of hep SoUmEe e eOoEse o g 63 o0 Wrpne op SeoeEe evoer oh 3 comre. For
WETOM SINTH. SUADERL (eELE. TLEC etetsnmet)

¥ Afsncanze

T /00 K00 e SUetE SRl RIS EUANCENCE (TIT IreOSUE (e DEEDE Check the comeponang Do Deow oy SNED

O e {3 wosw s {3 sooni= oo {3 o000 = 200
{3 ez O twa s O MeGme

& Reladed Listings

For ooEs promsuon o0 the The DU oEn Ik U ng AN Siher. reEtec IUNGE (00 IEENTEDT NER SO @OETOW B AESSET Can De inkec LT Uhe hote i wheh £
oeTar

Yeour Ceganizalon’s Uxlnga UNngs 23l e Ssr=c (2czlecn

12 Misfceic Sauwarcs of Migh Street- Art Gallcrica

I Mzekzys B2

Caglain'a Quaetera

@ Data Ehare Option

Check here ¢ thz tng $hoUC coly De orovices Seck LT yDu UYS.GN 8 SES-ThEe B2 whculd ot De caomed ot Vrgre o
¥ YouTebs Video

Vour ntng cen nouce 3 oes horec oy YouT e Sy paxe (he USL Moy the YouT Ube voes Deow
Where =21 e the LA Mo my YouT o vwoes?

Wideo UL | ]

Add keywords to help with search engine marketing. Add a word and a comma after each word.
If this listing is an event you can select the Attendance. This is for VTC research only.

If you have other listings on the site you can connect them together by checking the listing. The related
listings will appear with the listing on the site.



If you have a YouTube video you can add the embed code in the field provided. The video will then appear
as a tab on the listing.

b Like 59 4 Addto v 1Share_ -~ 436 vicw:

Link to this video

http://www.youtube.com/watch?v=iMPmH}¢ Browmc
O statat|o:01 |

Long link

Virginia §

isfarl,ou’r:s‘ welcome things to do events places to stoy deals & packoges mops SEARCH VIRGINIA

NORFOLK HARBORFEST® 00 Recommend Sk & shareThis

ir Free

Sescription mops & diwections weather MO0 everts video

Venue
Town Point Park * ADD TO MY TRIF PLANNER

Address
Town Point Park
Watersige Drive,

Norfalk, VA 23510

Fing ot what's going on around

Region Hamptoa Roads Vwginia Subscribe to the Yirginla
Locality Norfolk City Newsletter
Date{s)Time: Your Email SUBSCRIBE

Wednesday, June 05, 2012 - Tuesday, June 12, 2012

Phone: (757) 441-2345

Email f[esievents@festevents o eex YIRGINIA ORG
s FACESOOK
Wiebsite yowwy lestevents org

This year, In conjucton with OpSan20

ee entert

12, Norfolk Harborfest
» anment, eleciniying Areworks
iSplay and the biggest ouldoor cock party in Hampion

1 The weekend festhvities induce Over 130 hours of

Meetings

Ive entertainment on multiple stages, featuting nalic
regional and local musical acts
: s Outdoors and
« Parace of Sail Sports

« Bateship

« Tall Ship Tours

« Fireworks

* Pirates

+ Fireboats

* Nodolk Harborfest® Rendelveus

« Virginia Wine sampling

+ The Ummate Bulld 3 Boat. formerdy Quick & Dirty Boat
Building Aamnil Tl Chim Casthml S1anfnll




Find Existing Listings

Click Listings at the top of the page. Here you can search for your listings by the fields provided.

Hello cvbcvb Feedback | Help | Logout

Virginia is for Lovers ¥

ADMINISTRATION

Dashboard Listings My Account

Home = Search Listings

(4 Search Listings

¥ Find a Listing

- Hide Search Criteria

Listing Name/Keyword Category Status Date From Date To
All All [=] & &
Last Name City Locality Region Organization
Al [=] |An [=] |an [~]
User ID

[C] virginia Green

Edit an Existing Listing

Click on the Listing name from your Dashboard or Listings search. Click Edit.

¥ Listing View

You then go through the steps as above or you can click the appropriate header to jump right to that step.

" Create Listing (Step 1 of 5)

Overview

Details Description Images Review & Submit Advanced Options

Change a Listing Status

You can deactivate a listing if it will no longer be needed on Virginia.org. See the image above.



How to View and Edit Your Profile
Click on My Account at the top of the page. You can update the information on the page at any time or

change your password as necessary.

\[lrginia LS_ﬁ)TLOUeTS@ Hello cvbevb Feedback | Help | Logout

Listings My Account

ADMINISTRATION

Home > My Account

Account Information

View and update your account infarmation below,
“FirstName:  cvb
“LastName:  yser
“Email Address:  cyb@cvb.com
Alternate Email Address:

Phone# (504 ) 666 - 6543

mpany:  CVB
YourTitle:  CVB
“Business Profile:  CVB/DMO -
“Address: 6632 cvb drive
Address2:
*City:  Richmond
*state: VA -

*ZIP Code: 23245

UseriD: - cibero hange Password
Save Changes

Your Organization's Users:

The following are users who also have the ability to manage your erganization's listings

Select Organization: CVB International (Full Access) +

User Name UseriD Level Of Access 7 Email Address Last Activity

Admin1 User1 admint © Full ) Partial dmcbride@ironworks.com 31112011

Save Changes

Administration Tool for the Tourism Website of the Commonwealth of Virginia ® 2011 Virginia Tourism Corporation, 901 E. Byrd St, Richmond, VA 23219
Questions or comments: webmaster@virginia.org




Adding Meeting Room Specifications for the Virginia.org/Meetings/ Quick Venue Finder.

Your meeting facility must be listed on Virginia.org - http://www.virginia.org/directory/meetings/ - before
you can add your meeting specifications. See Add a New Listing above if your facility is not listed. If your
property is a hotel, you will need to add a separate listing for Meeting facilities.

If you have your meeting facility already listed on the site or your listing has been approved, simply click the
name of the listing from your Dashboard.

You will see a new button for "Add Room Specs"

9 Listing View

Listing Name: Holiday Inn Express & Suites Norfolk Airport Meeting
Facilities

Date Submitted: 10/2:2011 3:03 PM Owner: mbishop2
Listing Category: |eetings

Deactivate Add Room Specs

efarketing: MB

Cusbh Matamavians se_

— el

You will see a new form. This is the information that will appear with the Quick Venue Finder.

Put in the contact information for your meeting planner or sales director.

Meeting Venue

¥ Venue Details

General

Property Name:
Venue Type: | Select \s
Contact Details

Contact Name:

Contact Title:

Contact Email:

DMO:

Website:

Phone Number:

Toll Free Phone:

Fax Number:

Mailing Address

Street:


http://www.virginia.org/directory/meetings/
http://www.virginia.org/meetings/venuesearch/

Audio Visual: [J In house [0 contract
Internet Access:  [] Wireless [ wired
Video Conferencing: [ inhouse [ contract

[J Accessibie

Number of Restaurants on Site:

Languages Spoken:

Amenities and Services: [ Airport Shuttle [ BarLounge [ Beliman senvices
[J Business Center [J catering on-site [J concierge
[J Etevators [ Etevatorsinside Coridors [J Entertainment
[0 exercise Fadilities [ Gift shop/shopping [0 Goif within 3 mites
[J indoor Pool [J off-site catering [J outdoor Pool
[J Restaurantonpremises [ spa [ suites

[ Tennis on-site
Other Services:

Current Image:

—

To add the room specifications, click Add Meeting Room.

¥ Meeting Rooms

Add Meeting Room

There are no rooms associated with this meeting venue.

Total Venue Square Feet: Automatically calculate the total square feet

A new form will appear. Fill in the information for your meeting room. You will need to click “Add Meeting
Room” for each room you have. You can uncheck the box for calculating the square feet if you want to put
it in manually. The system will automatically calculate the square feet of all your rooms unless you specify it
not to. This is important for large rooms that can be separated into smaller rooms.



Room Name:

Banquet Seats: Classroom Seats: ’

Reception Seats: Theater Seats: ’

Exhibit Booths:
Ceiling Height:

Room Length (ft): i Room Width (ft):
| | |

Square Feet: Automatically calculate square feet

Once you have all your room specs in the form the rooms will appear like below.

Add Meeting Room

B15and E10 320 360 660 30 7392 Edit Delete

Breakouts 50 75 40 70 1200 Edit Delete
E11and E21 280 450 288 600 25 5300 Edit Delete
Exhibit Hall (4 sections) 3500 5000 5000 1115 178159 Edit Delete
Govemors Room 80 100 60 130 1543 Edit Delete
Grand Ballroom (3 sections) 1600 2200 1500 2750 150 30550 Edit Delete
Grand Ballroom(1 section) 500 750 500 950 50 10187 Edit Delete
Lecture Hall 258 3232 Edit Delete

Total Venue Square Feet: [ Automatically calculate the total square feet

You can edit the rooms or delete them. Be sure to calculate the total room space if you don’t click the
“Automatically calculate the total square feet” button.

You can then Save the information or Save and Go Back to the Listing. You must click “Submit” in order for
your facility and your room specs to appear on the Quick Venue Finder.

Once your meeting rooms are all listed in the forms, you can edit them by click “Edit Room Specs” from the
listing preview screen.



