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Partner Lead Response System/Extranet Instructions 
 
 

The Partner Lead Response System (Extranet) will allow our partners to respond to leads via the TVCVB 

website. This system will allow both the partner and the bureau an expedited means of circulating and 

responding to leads, creating a more streamlined process, ultimately allowing us to be more efficient with 

submitting proposals to our group leaders. 

You will find it to be a very user-friendly system and should require minimal training.  Below are screen-shots 

walking you through accessing and submitting your response to leads and service requests. 

If you have any questions, or would like to request additional training for your staff, please contact Leslie 

Mercado at the TVCVB at 951-491-6085 or leslie@temeculacvb.com. 

To login to the Extranet go www.temeculacvb.com/members/members-only/login/. Please notify the TVCVB is 

you need a Username and Password. 

  

mailto:leslie@temeculacvb.com
http://www.temeculacvb.com/members/members-only/login/


T 
T e m e c u l a  V a l l e y  C V B , 2 8 6 9 0  M e r c e d e s  S t ,  S u i t e  A ,  T e m e c u l a  C A  9 2 5 9 0  

9 5 1 - 4 9 1 - 6 0 8 5  
 

www.visittemecula.org 

LEADS 

 

 

 When the TVCVB receives an RFP (request for proposal) a designated person from your organization will receive 
an email notification advising them a new lead has been assigned 
 

 The email with details about the lead will look similar to the above 
 

 A link to login and respond to the lead will be provided in the email 
 

 We encourage you to respond to all lead requests, whether or not you are pursuing the business 
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 You will need your Username and Password in order to login and respond. Please notify the TVCVB if you do not 

have one or have forgotten it 

 

 
 

 Once you have logged in, click on the Leads Tab to access your new lead 
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 All leads new and previous will be located in this section. Click on either the Opportunity ID (underlined number) 
or Opportunity (underlined lead name) in order to access the lead 
 

 Please make note of the Hotel Response Date. Once this date has passed, you will no longer be able to access 
the lead and submit a response 

 

 

 
 

 Click Add Your Response to respond to the lead 
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 Click Yes if you are submitting a proposal or No if you are turning down the lead. We encourage you to respond 
to all leads whether or not you are pursuing the business. 
 

 Submit any comments you may have. Comments are required if you have selected No and are turning down the 
lead 
 

 Submit your Rate Range. If you are offering one rate, the rate will be the same number in each box.  For 
multiple rates, list your lowest and highest rate being offered 
 

 Submit the number of rooms per day you can offer the group in the Room Information section. You may break it 
down by type if you choose 
 

 You may also upload additional documents in the File Attachments section (ie. Menus, Floor Plans, etc.) 
 

 Once completed, click Save 
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 Once you have responded to a lead, Yes will appear under the Responded heading 
 

 If you do not respond to a lead by the Hotel Response Date, you will not be able to access the lead once the 
date has passed 

 

 Once your response is submitted, you can Edit Your Response any time prior to the Hotel Response Date 
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SERVICE REQUEST 

A Service Request is a lead with no hotel rooms attached (ie. Catering, Golf, Meeting Room, etc.) Responding to a 
Service Request is very similar to responding to a Lead 

 

 

 Once you have logged in, click on the Service Request tab 

 

 

 Select the Service Request you are responding to 
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 Click Add Your Response 

 

 Click Yes or No 
 

 Submit your Comments (required.) 
 

 Upload any attachments 
 

 Click Save to submit your response 
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