IDSS/CYCLONE
PARTNER PROFILE TRAINING MANUAL
ENTERING and UPDATING PARTNER INFORMATION ON THE VCB’s INDUSTRY WEBSITE

Video Tutorial Available at: https://www.youtube.com/watch?v=Vz1PkHDeaik&feature=youtu.be

STEP 1: As a PARTNER of the VCB you will receive a unique username and password from the VCB’s Sales Department. Login to
https://fhc.idss.com/, and enter your username and password. If you have not received this, or misplaced the information please
contact Erin Masters at 904-209-4422 or Lisa Mondello at 904-209-4433.
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STEP 2: Once logged in, you will see Account Home Page. Click on CONTENT and then ACCOUNT
INFORMATION
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Welcome to the IDSS Xtranet

We've been working to repurpose our Special Offers feature in our partner extranet to help promate your business. Are you currently open for business? Offering an online store, or

open for take out?

If you are open in any way, please take a moment to upload a special offer that we can share with the community. We've created a handy how-to guide to help you with this process.

If you have any questions, please get in touch with Erin Masters at EMasters@FloridasHistoricCoast.com.
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STEP 3:

ACCOUNT INFORMATION
, The information here is what will display on FloridasHistoricCoast.com. You will want to review and confirm that the email
addresses and phone numbers are what you want your visitors to see and use.

SOCIAL MEDIA PLATFORMS
Please add your social media link by visiting your social page and capturing the direct link and pasting it in the appropriate field.

ADD BOOKING/MEETING URLs
The Booking and Meeting URLs should be direct links to either your meeting page on your
engine/reservation page on your website. This will be different from your website addr
possible for the user to get the information they’re looking for by providing the direc

ebsite or your booking
s. You want to make it as easy as

No Changes Needed @ =

® Account Information /

Account Name Victorian House Bed & Breakfast Website Link www.victorianhousebnb.com
Main Phone 904-824-5214 Fax 904-824-7990
Email stay@stayvictorianhouse.com Twitter https://twitter.com/StAugVictorian

Facebook hitps://www.facebook.com/Victorian-House-|§ YouTube

Boaking Email stay@stayvictorianhouse.com Baoking Url https://reserve6.resnexus.com/resnexus/rest
Googles Instagram http://www.instagram.com/victorianbnb/
Meetings Url Mobile Website Url http://www.victorianhousebnb.com

Pinterest Toll Free Worldwide Phone

Tripadvisor ID 117996




STEP 4:

ADDRESSES
Please be sure to include both a MAILING and a PHYSICAL address (even if it is the same). The PHYSICAL address will display on
the website.

If your business does not have a storefrpnt, fill in the physical address fields without the street address.
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Casa Monida Resort & Spa Website Link www.casamonica.com

Account Name

Main Phone 904-827-1848 Fax 904-827-0426

Email Twitter http://www twitter. com/CasaMonicaHotel
Facebook http://www.fakebook.com/CasaMenicaHotel YouTube

Booking Email Booking Url http://www.casamonica.com

Googler Instagram hitp:/fwww.instagram.com/kesslerhotels

Meetings Url onica.com/meetings/meetings.as =~ Mobile Website Url

Pinterest http://pinterest.cqm/kesslerhotels/casa-monica-hote  Toll Free Worldwide Phone

Tripadvisor 1D 85724

@ Addresses l/ o

Type Address Edit

Physical Address 95 Cordova St. St. Augusting, FL 32084 US

Mailing Address

jova St. St. Augustine, FL 32084 US

© Contac

Name Title Phene Email Edit

Rachel Atkinson 904-827-1888 Rachel Atkinson@KesslerCollection com @
D Cioss

Joni Dooley Barkdey Director of Sales & Catering 904-819-6004/904-827-1888
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STEP 5:

Review the contacts listed in your profile and add or delete accordingly. You can update current contact title information, phone
numbers, and email addresses, as well as remove old contacts.

Please keep in mind that iDSS is the VCB’s database so it should inclutle all relevant contacts. You may add and/or delete people
that are no longer with your business but we ask that if they’re still employed that you leave them as a contact. This does not
grant them access to the system. It allows other VCB team members access to their contact information should they need it.
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Mailing Address 95 Cordova St St. Augustine, FL 32084 US

© Contacts

Phone Email

Rachel Atkinson 904-827-1888 Rachel Atkinson@KesslerCallection.com @
Joni Docley Barkley Director of Sales & Catering 904-819-6004/904-827-1888 joni barkley@kesslercollection.com @
Jillizn Barosizk Group Sales Manager 904-827-1868 Jillizn Barosisk@kesslercollsction.com @
Tayler Fuller Catering Sales Manager 904-819-6003/904-827-1888 Tayler Fuller@kesslercollction com @
Elizabeth Gomez Sales Coordinator 904-819-6087 Elizabeth Gomez@KesslerCollection.com @
Kelly Grosse Revenue Manager 407-996-9962 kelly.grosse@kesslercallection.com @
Kate Swantak Group Sales Manager 904-819-6161/904-827-1888 Kate Swantak@KesslerCollection.com @
rellecionsom D
feealiecion.com D

Seth Richardson Sales Manager

Sales and Executive Administrator 904-819-6006 kelly.weis|

Kimberly Wilson General Manager 904-819-6001/904-827-1888

© Description

Name Description Edit




STEP 6:
DESCRIPTIONS

This is a new feature on our website. You now have the ability to tailor your descriptions to the audience that you're trying to
target.

For example, an attraction partner that also has a venue for weddings can promote both by creating different scripts.
Additionally, if a property offers accommodations, as well as meeting space, they may tweak the copy accordingly.

PLEASE LIMIT COPY TO 75 WORDS!
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STEP 7:
The DETAIL sections displayed will depend on your business type, ie., attractions, lodging, etc.

GENERAL - Every partner will have a GENERAL detail type. This is where you add images and YouTube videos to your online
profile. To add images and videos, select EDIT.
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Details

Name Type Parent Edit

@  CasaMonica Resort & Spa - °
@  CasaMonica Resort & Spa Lodging o
@  CasaMonica Resort & Spa Teacher Appreciation Special Evemts and Offers °
@  Meeting Space Group & Event Services °
Alcazar Reception Venue Meeting Space °
Casa Monica Ballroom - Full Reception Venue Meeting Space @
Casa Monica Ballroom - Half Reception Venue Meeting Space o
Casa Monica Ballroom | Reception Venue Meeting Space o
Casa Monica Ballroom Il - Quarter Reception Venue Meeting Space °
Cordova Room Reception Venue Meeting Space o
Flagler Ballroom Meeting Space Meeting Space °
Flagler| Reception Venue Mezting Space °
Flagler I Reception Venue Meeting Space °

Flagler il Recaption Verus Mesting Space ° rDSS
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STEP 8:

GUIDELINES FOR ADDING IMAGES:

e Size: 750 x 413 pixels, horizontal format

e Please do NOT use vertical format images, as they do not display correctly on the site.

o Please do NOT enlarge an image that isn’t already large enough as it will be blurry on the site.

e  Format: JPG preferred, PNG accepted

e Please do NOT use text or logos embedded in the images. Images on FloridasHistoricCoast.com should
be inspirational, not advertising in nature.

e Please do not use borders or frames on images.

GUIDELINES FOR ADDING YouTube Links:

e Enter the URL for the video you wish to share on your profile.
o Please do NOT add YouTube Channel URL’s here. This section is for individual videos only.
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Type in a Detail Name, select § Detail Type and click the Submit button to view the attributes
Complete the attribute fields akd click Submit AGAIN to complete.

© Account Detail Infyrmation @

Detail Name Casa Monica Resort & Spa Detail Type
Space Oceupancy Area Edit
0 \
Gacn Rentals o Bicycle Rentals o
Kayak Rentals o Mobility Chair Rentals o
O [m]

Scooter Rentals Wheelchair Rentals

Youtube Video URL

Photo_9 [Ghaose File | No file chosen @

rsion 1.36.2 (5182004 - 2020 1DSS, A1l Rights Rezeried

Australian Patent 200521 4930 | US Patent 8560355



STEP 9:
SPECIAL EVENTS & OFFERS
All partners now have access to the Special Events and Offers detail type. Examples of Special Offers are:

e Mid-week rates (Lodging)
e Nights of Lights’ packages
e Daily tours

e Special Sales

e  Golf Clinics, etc.
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© Details o

Name Type Parent Edit

@  CasaMonica Resort & Spa General

@  0Oasa Monica Resort & Spa Lodging °

@  CasaMonica Resort & Spa Teacher Appreciation

To add your offer, select EDIT.

Type in a detail name, select a detail type and click the submit buytton to view the attributes. Complete the attribute fields and
click SUBMIT AGAIN to complete.

§ Venue - Data Usdate
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Type in a Detail Name, select a Detail Type and click the Submit button to view theNg{tri
Complete the atiribute fields and click Submit AGAIN to complete.

® Account Detail Information

Casa Monica Resort & Spa Teacher Appreciation Detail Type Special Events and Offers -

@ Spaces

Name Space Occupancy Area Edit

K.&tt'\bues \

Deal Name Enjoy weekday rates of $139 in the month of August | Deal Phow m

Start Date 6/9/2019 = End Date 9/30/2019 [

Deal Details
Escape to historic St. Augustine for an adult field trip. Enjoy and relax at the histeric Casa Monica Resort and Spa with access to Serenata's Beach Club.

Cost/Rate Range: $139 - §229

Disclaimer

/
Ded
Promo Code Deal Website https://www.marriott. com/event-reservations/resery
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Based on the type of business, the following are detail types that may be available for you to update.
Select EDIT to update/add amenities the detail type for your business:

e Lodging

e Group & Event Services
e  Attractions

e Restaurant

e Shopping

e Meeting Space

STEP 10:
MEETING SPACE

Select the “Meeting Space” detail to add your meeting space room(s) and specs here by selecting “ADD” to add the space or
“EDIT” to add the specs to each meeting room.

0 Details °
Name Ty Parent Edit

@ Embassy Suites by Hilton St. Augustine Beach Resort General @

@ Embassy Suites by Hilton St. Augustine Beach Resort Lodging @
Ballroom 1 Meeting Space Embassy Suites by Hiiton St. Augustine Beach Resort
Ballroom 1 &2 Meeting Space Embassy Suites by Hilton 5t. Augustine Beach Resort @
Ballroom 1-3 Meeting Space Embassy Suites by Hilton St. Augustine Beach Resort @
Ballroom 2 Meeting Space Embassy Suites by Hiiton St. Augustine Beach Resort @
Ballroom 2 & 3 Meeting Space Embassy Suites by Hiiton St. Augustine Beach Resort @
Ballroom 3 Meeting Space Embassy Suites by Hiiton St. Augustine Beach Resort @
Boardroom Meeting Space Embassy Suites by Hilton St. Augustine Beach Resort @

Add the applicable information such as Space Name and Maximum Occupancy here



Account Embassy Suites by Hilton St. Augustine Beach Resort [Lodging] Ballroom 1 [Meeting Space]

® Ballroom 1 [Meeting Space]

ISpane Name Ballroom 1 Space Definition Meeting Space Y
Minimum Occupancy 1] Occupancy 290

Area Height 0.0000

Dimension Measurement Units Square Feet v
Description

kquare footage: 2,600
Banquet: 215
Theater:290
Classroom: 100
U-shape: 75
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