
How to Update Your Information on the VisitAlexandriaVA.com Website 
 

Go to VisitAlexandriaVA.com 
 

 
 
 
Scroll to the bottom of the page – find the MEMBERSHIP link in the bottom right-hand side of the page 
 

 
 
 
 



Click on MEMBERSHIP, then click the down arrow to reveal other page options. Click on MEMBER LOGIN 
 

 
 
 
Click FOLLOW THIS LINK 
 

 
 
 
 
 
 



Enter your Username & Password. Your email address is your Username. If you do not know these or need them reset, 
please email MSasser@VisitAlexVA.com  
 

 
 
 
Once logged in, take a moment to see if there are any new PARTNER BULLETINS you have not read 
 

 
 
 
 
 
 

mailto:MSasser@VisitAlexVA.com


To access Listings, Coupons and Images/Logos, click on MEMBER RECORD 
 

 
 
 
Under ADDITIONAL FIELDS, you will see the tabs for CONTACTS | LISTINGS | WEB, etc. Click on each tab to made edits to 
the information that appears on the VisitAlexandriaVA.com website. When editing your listings, please ensure that each 
description matches the specific CATEGORY it appears in. NOTE: Once an edit is made, it comes to our office for 
proofing/approval. Most changes appear on the live site within two business days 
 

 
 
 
 



 
Under the WEB tab you will find access to COUPONS (Special Offers) and MEDIA (Logos, Images). 
Coupons appear on the website as SPECIAL OFFERS or HOTEL PACKAGES. Follow the prompts to add these.  
You must have an image in your media “library” in order to attach an image to your Special Offer. See the instructions 
below for adding MEDIA. Follow the hint text and be as descriptive as possible. You can add Coupons/Special Offers at 
any point in the year. If you have a monthly Open House for example, you can add them all at once and use the Calendar 
function. Coupons are trackable in your Benefits Summary 
 

 
 
 
Under the WEB tab you will also see how to add MEDIA (logos and images) 
 

 



 
 
Please note: 

• For images, there are recommended sizes listed, please follow these specifications. In addition, the system will 
not accept any image file with special characters (&-*, etc.)  

• The only file formats used should be .jpg or .png 
• You may have several Images but only one Logo 
• A good, clear TITLE is highly recommended as is using the LOGO DESCRIPTION field. These are beneficial to those 

searching online 
• You can select as many checkboxes under ADD TO LISTING(S) as you’d like; this tells the system which listings to 

add that particular image to. You can select specific images to only appear on specific listings. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
BENEFITS SUMMARY shows you how many times your listings have been viewed, how many clicks to YOUR website 
came from VisitAlexandriaVA.com as well as how many times someone clicked to make Reservations on the OPEN TABLE 
icon, if applicable 
 

 
 
SOCIAL MEDIA – please use these fields to enter your Social Media outlets 
 

 
 
 
 
 



 
To SUBMIT AN EVENT – use the tab at the top of the page next to Member Record 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
From there, follow the prompts on the screen. 
NOTES: 

• Use the Ctrl key to select multiple Event Categories 
• Follow the Image guidelines listed. As with Listing images, special characters and certain files are not accepted 

and .jpg and .png files work best 
• Once submitted, an event can take up to two business days to post – please plan accordingly 
• You can post events throughout the year at any point – if you have an Annual event in December, you can post it 

in March or as soon as you know the date. THE EARLIER YOU POST THE BETTER! 
• Images are not required but highly suggested 
 

 
 
 
The last Tuesday of the month is blocked out for Member training. Please email Meredith Sasser, 
MSasser@VisitAlexVA.com to set up your appointment. 
 
Thank you! 
-Meredith  
 
Meredith Kirkpatrick Sasser 
Membership & Promotions Manager 
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