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Submission Instructions

- To submit an event, login to your 
partner extranet account.
- The link to the Partner Extranet is located on 

every page of the VisitVBR.com website within 
the footer.

Click on “Partner 
Extranet” and it 
will direct you to 
the login page

Direct Link: https://Roanoke.extranet.simpleviewcrm.com/login/



Login Screen

On the login screen provide your username and password 
to access your account.

- Username = your email address
- To request your password information, please 
contact Kristen Flack at kflack@visitvbr.com

mailto:rnunley@visitvbr.com


Submit Your Event

Once logged into 
your account, on 
the main screen 
click 
COLLATERAL on
the left tab bar.

Step 1:

Step 2:

Then click Calendar
of Events.



Submit Your Event

Step 3:

To submit an entirely new event click the blue Add 
Event button. This opens the Online Event 
Submission Form.



Event Submission Form

Step 4:

Next, complete the online event submission form by 
entering information into the blank fields. Some 
fields are required, but the more information the 
better!



Event Submission Form

Step 4 Continued:

This is a multi-select field: Choose all categories that apply to your event.

Info will autofill if 
you complete the 
venue listing field. 
You can edit the 
Location field to 
share specifics about 
where your event is 
taking place.



Event Submission Form

Step 4 Continued:

Upload any images that would help showcase your event.

Input the event time in
the “Times” field. 
Then enter your 
reoccurrence. If your
event dates due not fall 
within the 
Daily/Weekly/Monthly/ 
Yearly options then you 
can utilize the 
“Custom” option.



Submission Instructions

Then click the blue SAVE on the top left of 
the screen.

Visit VBR staff will be notified of your 
event submission and your event will go 
through an approval process to ensure it is 
a fit for our calendar and website 
audience.  Please allow up to 10 business 
days for this approval process.

You will be notified by email of approved 
and denied events.

If you have any questions or require event 
submission assistance, please contact 
Kristen Flack, at kflack@visitvbr.com

mailto:kflack@visitvbr.com

	Slide Number 1
	Submission Instructions
	Login Screen
	Submit Your Event
	Submit Your Event
	Event Submission Form
	Event Submission Form
	Event Submission Form
	Submission Instructions

