
 
Viewing/Editing Your Member Record 
 

1. Contacts 
2. Listing 
3. Coupons 
4. Benefits Summary 
5. Property 

 
Please note that any changes you make to your record may take up to 72 hours before 
being shown on www.VisitRichmondVa.com. Call RMCVB at 804-782-2777 if you have 
any questions. 
 
Contacts: 
 

 
 

1. To add a new contact, click the New Contact button. A new window will open 
that will allow you to add name, address and contact information. Please note all 
fields in red are required.  

2. You can also “clone” a contact by clicking clone to the left of an existing contact, 
which will make a duplicate record of the contact chosen. From there you are able 
to change any information needed such as name, title, e-mail, etc.  

3. If you need to remove a contact, please contact RMCVB at 804-782-2777 and the 
change will be made.  



 
Listings 
 

 
 

1. To update your listing, click edit to the left of the listing you wish to edit. 
2. A new window will open to allow you to make changes to your listing. 
3. Once you click the save button, changes will be sent to a RMCVB representative 

for approval. 



 
 
Editing a Listing: 
 

 
 

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

Web Site, choose “physical” from the drop down menu. 
3. Contact: If you would like a contact to be displayed on the Web Site, choose the 

contact you would like displayed from the drop down menu.  
4. Category: This is the main category your listing will be found under on our Web 

site. SubCategory: This is the sub-category your listing will be found under on our 
Web site. If you have any questions or feel the need to change or add additional 
sub-categories please contact RMCVB at 804-782-2777.  

5. Optional Fields: Anything you enter into these fields will override the information 
in your “Account Detail”. Otherwise, all information listed on the Web site will 
come from your main account. 

6. Once you click the save button, changes will be sent to a RMCVB representative 
for approval. 



 
Coupons 
 

 
 
1. To add a new coupon, click New Coupon. A new window will open to allow you 

to add your coupon information.  
2. Offer title: Example: Stay Two Nights, Receive the Third at Half Price 
3. Offer text: Here you are able to explain what your offer includes. 
4. Offer link: This is where you can post the link to your Web site where the offer is 

located. 
5. Coupon Dates: Here you can specify the dates your offer is available and how 

long you want it posted on our Web site.  
6. When finished, click save for your coupon to be sent to an RMCVB 

representative for approval.  



 
Benefits Summary 
 

 
 
1. In-kind/Expenses: Here you can view all expense transactions between you and 

RMCVB for a certain date range.  
2. Leads: Here you can view a breakdown of leads from convention/meeting sales, 

group tour and media/PR. The breakdown includes information such as:  
• total number of leads sent 
• number of leads won 
• number of leads lost to another city 
• number of leads lost to another property and 
• number of leads won, but cancelled.  

3. Services: Here you can view all service requests sent and won along with all 
partner referrals.  

4. Events/Marketing: Here you can view events related to RMCVB and your 
organization.  

5. Articles: Here you can view all articles related to your organization.  



 
Property 
 

1. General 
2. Restaurant 
3. Accommodations 
4. Meeting Rooms 

 
Please note: Not every field will apply to your property. Please fill in all necessary 
fields.  
 

General 
 

 
 
1) This is where your information about attraction fees, hours, distance to airport, 

parking, and whether you are group-, student- or pet-friendly will show up. 
(The NAVTEQ ID is a number that will be provided by the CVB and should 
not be changed under any circumstances. This number is to ensure that you 
show up correctly on our online interactive map.) 

2)   Any changes made will be sent to a RMCVB representative for approval. 
 



 
Restaurant 
 

 
 

1) 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 and  
• whether you recommend reservations; and the price range. ($= 

most entrees under $10, $$= most entrees under $15, and $$$= 
most entrees over $15) 

2) Please make sure you click update when you are finished making changes to      
ensure your changes are made. Any changes made will be sent to a RMCVB  
representative for approval. 



 
Accommodations 
 

 
 

1) Here you are able to specify which amenities your property has. Check all that 
apply. 

2) # of Hotel Rooms/Suites: Here you simply type in the number of rooms and suites 
your property has. 

3) GDS# for ARES System: This is the number used for our online booking engine. 
This number will be put in the system by a RMCVB representative and should not 
be changed. 

4) Hotel Price Range: Choose your hotel’s price range from the drop down menu. 
5) Total Sleeping Rooms: Total rooms and suites at your property.  
6) Be sure to click update to ensure your changes are saved.  
7) Once you click update, your changes will then be sent to a RMVCB 

representative for approval.  



 
Meeting Rooms 
 

 
 

1. This section is for any property with meeting rooms on the premises.  
2. To add a new meeting room, click “New Meeting 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.   


