
GLCVB Partner Extranet Instructions  

Meeting Sales & Sports Leads  

Upon logging in to the Extranet, you will be taken to the Member Record tab of the Extranet.   

 

Click on Leads ���� On this screen, the default view will show “new” leads. 

 Note: The term “New” in the extranet means a new lead for your property that needs a response.   

You can view any leads for your property by changing the filter options using the dropdowns outlined below or by using the Search By Keyword option:  

 

Filter options are:  

  
 

 

• All Leads (--Any Status--) •  (--All Groups--) • All Responses Enter any of the following: 

• New Leads = need responded to 

• Pending Leads = pending planner 

decision  

• Closed/Won Leads = Closed Lead 

AND your property was among 

those selected  

• Closed/Lost Leads = Closed AND 

your property wasn’t selected 

• Closed/TBD Leads =  Planner has 

chosen Greater Lansing, but 

hasn’t selected hotels yet 

• Meeting Sales 

• Tour 

• Sports 

• No = you have not submitted a 

response 

• Yes = you have submitted a 

response 

• Lead ID number  

• Account Name or portion of 

(example: typing the word 

“teachers” will display all 

account names that contain 

the word “teachers”  

• Event Name or portion of 

(example: the word 

“Convention” would return 

every event name that 

contains the word 

“convention” in it. 



You are able to sort your list of leads by clicking on any of the column headers 

Responding to your leads: 

�Click on the blue underlined Opportunity ID or Opportunity 

1. Review the lead details: see sample lead below 

a. Note: the Print View option at the top will display all the lead details in their expanded form.

of the print view. 

b. To print from the “Print View”, select “print this page” at the top center of the web window.

You are able to sort your list of leads by clicking on any of the column headers  

Opportunity to view the lead details.  Note the list of leads defaults to Status = New and Res

Note: the Print View option at the top will display all the lead details in their expanded form. See last page of these instructions for an example 

To print from the “Print View”, select “print this page” at the top center of the web window. 

 

 

Note the list of leads defaults to Status = New and Responded = No 

 

See last page of these instructions for an example 



 

2. Fill in the appropriate information (See Sample response below), and click “save” at the bottom  

3. Items in red are required fields 



a. Detailed screenshot of the response screen  

 



4. If direct response to the client is requested, click on the client’s e-mail address to send your response directly to the client. 

a. By completing your respond as noted above in the extranet and attaching your proposal, the CVB contact will be notified via the extranet that 

you have/are responding direct to the client.  The CVB will not forward your proposals to the client when “Direct response to client” is noted in 

the respond details 

5. If respond to CVB via extranet is requested, the GLCVB is compiling proposals for the client into a customized bid book. No further action is required by 

you after submitting your room information and attaching your proposal in the extranet. 

a. CVB staff will download your proposal from the extranet for inclusion in the customized bid book created for the client. 

6. Hotel Response Date – after this date, you will not be able to respond or edit your lead responses online. Please contact the CVB if changes are required. 

Entering Pickup:  

1. Once the lead has turned to definite and the event date has passed, you will see a “pickup” section between the Response & History/Futures tabs  

2. After the event has taken place, you will enter the number of rooms your property picked up for the event.   

a. Please note the GLCVB does not request pickup be completed for every group.  

b. When pick up information is sought, an email will be sent to the contact your property has identified as the “lead catcher” to receive pick up 

notifications.    

3. Please see “how to enter pick up” in the tutorials section of the Partner Bulletins tab for details. 

 

 



 

Example of “Print View” to view all details fully expanded 

and print the lead information if needed. 


