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Overview

The Bakersfield CVB maintains an online system for hoteliers to easily and efficiently
track and respond to leads sent out by the CVB sales staff. The system allows hoteliers to
respond to new leads, view past leads and view the convention calendar all in real
time. The program makes it easy for hoteliers to track activity related to the CVB’s sales
efforts. The partner extranet is the exclusive method by which the CVB sends out leads
to local hoteliers. The system is accessible any time you want to review or respond to
leads or to view or print the convention calendar.

Receiving the Lead Notification

You will receive an e-mail from the CVB sales staff notifying you there is a new lead
posted to the system and for you to login and respond. Click the link in the e-mail to
bring you to the login page (see below). Please make sure the CVB has your correct e-
mail address on file.

Bakersfield Convention & Visitors Bureau CRM Extranet Login

Login

Click on the link in the e-mail or go to http://www.VisitBakersfield.com/partners, click
the ‘Hotel Login’ icon and use your e-mail address and the password provided to you in
a previous e-mail to login to the system. If you have forgotten your password, click on
the ‘Forgot Password?’ link to retrieve it.
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Reviewing and Responding to Leads

1. Upon logging in, you will be taken to your home screen - the default is the leads tab.
2. On this screen, you can view the following via the dropdown menus:

- All Leads

- New Leads

- Pending Leads

- Closed/Won Leads

- Closed/Lost Leads

- Closed/TBD Leads (meeting has chosen Bakersfield, but no hotels selected)

You can also filter leads by market type, if your property responded or not or you can
search for a lead by keyword.

3. You are able to sort your list of leads by clicking on any of the column headers (i.e.
Meeting Name, organization, arrival dates, response date, etc). Note the ‘hotel
response date’ — after this date, you will not be able to respond or edit your lead
responses online.

4. To view new leads choose ‘New’ from the drop down menu in the upper left hand
corner of the screen. The system will refresh the page will show new leads only. To view
detailed lead information click on the ‘Lead ID #’ or ‘Lead’ column header.

5. Click on the ‘Lead ID #’ or ‘Lead’ column header to open and respond to it.

6. Scroll to the bottom of the lead and click on ‘Add Your Response’ (See Picture #1 on
next page).

7. Fill in the appropriate information, and click “save” at the bottom (See Picture #2 on
next page). If your property does not want to pursue the lead, select ‘no’ at the top of
the response page and scroll down and click ‘save’.

8. Items in red are required fields.

9. If a client response is required, click on the client’s e-mail address to send your
response directly to the client (respond to the CVB online in addition to this
response).
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Viewing the Convention Calendar

Directly above the dropdown menu in the upper left-hand corner of the web page
there is a tab labeled ‘Reports’ - click that button. Then click the ‘Partner Convention
Calendar’. At the top, center of the page choose a start date and an end date and
click ‘Refresh’. This will display all events the CVB has booked during that date range.
The information available includes: the event name, the event dates, date booked,
room nights, peak rooms, attendance and headquarter hotel. You can click the
‘Printable View’ button at the top of the page to open a printer-friendly window.



Contact and Support

e For specific information on a lead, please e-mail Matt Billingsley at:
MBillingsley@visitbakersfield.com

¢ For information related to your account, passwords or problems accessing the
system e-mail Chris Huot at: CHuot@visitbakersfield.com.
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