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The anatomy of your member page
on www.visitsaintpaul.com:
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Log in at: http://myvsp.idss.com

Username: firstname.lastname

Password (until changed): mysaintpaul

Each member of your team has their own login and permissions based on their role.

SAINT pAUL

Username:

Password:
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Upon login, you’ll see your homepage:
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SAINT PAUL

Official Convention & Visitors Bureau

These are notes related to leads assigned to you. Please read the notes then check the “Close Note box” and then Refresh after reading the notes.

# Open Notes Only SELECT PAGE ELECT ALL @

This is where you can edit, add/remove your business contact details, social media links, and employee contact

information:

B SAINT PAUL

) Account @ Account Information

B8 Leads Account Name fcooks of Crocus Hill Website Link

Main Phone 651-228-1333 Secondary Phone
Fax 4 Emall

Twitter http://www.twitter.com/CooksCrocusHill Facebook
YouTube

O Addresses
Type Address.

Grand Ave Saint Paul, MN 55105 US

© Contacts

Hame Title Phane Email
Marie Dwy Marketing Director Marie@cooksoferocushill com
Allison Sundquist Event Sales Coordinator 6512287237 Allison@eooksoferocush
n ron Marketing & Design Specialist 6512281333 indsay@cooksofcrocushill.com
Dire fC 6512 5. soksof .cor

No Changes Needed CANCEL

http:/www.cooksofcrocushill.com

cookie@cooksofcrocushill.com

hitp://www.facebook.com/CooksofCrocusHill
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To edit your short and long descriptions, click “edit”. The long description (<100 Words) shows on your member
page, and the short description (<140 Characters) shows in directory listings.

Your business has a long and short description for each category that it falls into (i.e. if your business is a hotel
AND a venue). You can customize the descriptions to be specific to each category (your business has a different
page on the website for each category). Descriptions should not contain URLs/links and must be written in third

n o« ” u

person (do not use “we”, “us”, “our”).

SAINT PAUL

@ Description

Name Description Edit

#)tame SAINT PAUL
(Ea] ) Account

Describe your company in 140 characters or less, to be used as a short description on the website directory. Your description should be written in 3rd person (please refrain from
&) Leads using |, us, we, etc.)

© Description Information - Retail->*Website Listing - Short o (CED

Contact
Address Jnspecified
Phone To Display

Other Phone

Fax To Display

Other Fax

Email to Display

Other Emall

Description Himl
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At Cooks, you will find a well-edited assortment of kitchen tools, gadgets, cookware, books, gourmet ingredients and more.

#4 ) Home

&) ) Account

88 ) Leads

Type Parent Edit
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Make sure all applicable attributes are checked so that your business can be found in our website directories. To
upload images, click “upload new file”, find the image you’d like to use, and click “submit”. Photos must be high-
resolution and must not have any overlays of logos or text.
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You will not see your changes immediately. A summary of changes is sent to Visit Saint Paul staff each morning.
VSP staff will approve edits if the content fits within our guidelines. After VSP approval, the information will sync
with our site at noon or midnight.

If you have questions or need assistance:
Contact Chelsea at cfey@visitsaintpaul.com or 651-265-4906
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