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About the Extranet 
The Extranet is a tool for managing and storing listing data. The software 
integrates with ExploreBranson.com through an API to display all listing 
information. Since the Extranet was first built in 2016, it's been regularly 
updated to improve and add new features. 

Compatible Browsers 
There are several compatible browsers users can use to access the Extranet. Please note that the 
browsers listed below reference each browser's latest version. 

○ Google Chrome 
○ Safari 

○ Firefox 
○ Edge 

○ Opera 
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Logging Into the Extranet 
The Extranet is protected so that information remains secure. To access your account’s data, please 
log in using the following steps. 

Steps to Log In 

Step 1: Visit extranet.explorebranson.com

 

Step 2: Enter your email address and password 

Step 3: Select “Sign In” 
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Requesting a New Account 
Requesting a new account is a simple process. All submissions will be sent to Alora Ryan at 
ajryan@bransoncvb.com for review and approval. Follow the steps below to request a new account. 

Steps to Request a New Account 

Step 1: Select “Request a new account” 

 

Step 2: Fill out the “Register for an Account” form 
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Step 3: Select “Register” 

 

Resetting User Passwords 
The process of resetting a password is quick and easy. To have a password reset link sent to the 
email address associated with an account, follow the instructions below. 

Steps to Reset a User Password  

Step 1: Select “I forgot my password” 
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Step 2: Enter Your Email and Select “Send password reset email” 
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Submitting a Support Ticket 
Partners can easily submit a support ticket to Alora Ryan at ajryan@bransoncvb.com for the Explore 
Branson team to review. To submit a support ticket, follow the steps outlined below. 

Steps to Submit a Support Ticket 

Step 1: Select “Need help?” 

 

Step 2: Fill Out the “Submit a Support Request” Form 
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Step 3: Select “Submit” 
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Account Dashboard 
The Account Dashboard is where you will have access to your account’s 
listings, events, deals, photos, and settings.  

 

Account Dashboard Panels 
The Account Dashboard’s panels show updates from the Explore Branson team and account activity. 

What’s New 
The “What’s New” panel displays messages set by the Explore Branson team. 
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Create Event / Create Deal 
Selecting  “Create Event” or “Create Deal” allows users to create a new event or deal associated with 
the selected account.  

 

Recently Updated Listings 
The “Recently Updated Listings” panel allows users to see recently edited listings.  
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Account Navigation 
The Account Dashboard’s navigation is where users can access listings and events, photos, deals 
and more. 

Top Navigation 
At the top of the Account Dashboard, there are several tools for navigating the Extranet. 
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Search Bar 

The search bar helps users quickly find accounts, listings, events, deals, and users. While typing, the 
search bar will display relevant search results. 

 

 

Dashboard 

Selecting "Dashboard" will direct users to the User Dashboard. 
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Help 

If assistance is needed, selecting “Help” will direct users to a form to submit a support ticket. All 
form submissions will be sent to Alora Ryan at ajryan@bransoncvb.com 

 

 

User 

Selecting the name in the top navigation will display the user’s information and role in the system. 
Here, you can modify user information, name, email, and password. However, user roles must be 
modified by Extranet administrators on the Explore Branson team. 
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Sign Out 

Selecting “Sign Out” will log the current user out of the Extranet. 

 

 

Side Navigation 
At the left of the Account Dashboard, there are several tools for navigating the Extranet. 
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Dashboard 

Selecting “Dashboard” in the side navigation will direct users to the Account Dashboard.  

 

Listings 

Selecting “Listings” allows users to view all business listings associated with the account. 
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All Listings Panel 

The “All Listings” panel lists all listings associated with the account.  Users can search for specific 
listings, filter by Explore Branson product (website or travel guide), filter by status (active, inactive, 
OOB), and filter by tier. 

 

Users can sort all results alphabetically, by address, what the city the  listing is published under, or 
when the listing was last updated. Users can also choose to edit, delete, or view the listing on 
ExploreBranson.com. 

Create a Listing  

Step 1: Select “Create Listing” 
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Step 2: Complete the “Business Information” form  

 

Step 3: Select the categories that best represent the business  
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Step 4: Add a description and any additional information for the business 

 

 

Events 

Selecting “Events” allows users to view all events associated with the account. Here, users can also 
create new events.  

 

All Events Panel 

The “All Events” panel displays all events in a calendar or listed view.  

 

Users can also view a list of expired events. In the listed views, users can search for a specific event, 
filter by status and filter by tier. 
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Users can also sort results alphabetically, by the city the event is published under, event dates, or by 
when the event was last changed. Users can also choose to edit, delete, or view the event on 
ExploreBranson.com right from this panel.  

Create an Event 

Step 1: Select “Create Event” 

 

Step 2: Complete the “Event Information” form  
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Step 3: Select the categories that best represent the event

 

This will help with grid filtering on ExploreBranson.com. 

Step 4: Add a description and any additional information for the listing 
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Step 4: Select “Create.” 

Step 5: Add additional listing details. 

 

Additional details include: 

● Phone Numbers: You can add several phone numbers to your event profile, such as your 
local, alternative local, fax, toll-free US, and toll-free worldwide. 

● Emails: The Extranet will automatically hyperlink emails so that website visitors can reach 
you quickly from the website when needed. Add your business and booking emails in the 
Email widget. 

● Websites: Add your Event URL, Ticket URL, and Meetings URL here. Be sure to include the 
entire URL beginning with https:// so that the listing is activated on the website.  

● Social Media: Add your user handles for Facebook, Instagram, Pinterest, TripAdvisor, X, and 
YouTube accounts so that they can display on your event profile on the website. Note that 
you can only add these to your event page once your listing social media has been validated. 

● Map and Location Information: The Extranet will use a Google API to pinpoint the event's 
location based on the address information. Select "Edit" on the Map widget and either add 
"Geocode from Address" to update automatically or use the tools at the top of the box to 
make changes manually.  
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Deals 

Selecting “Deals” allows users to view all deals associated with the account. Here, users can also 
create new deals.  

 

All Deals Panel 

The “Deals” panel displays all deals in a listed view. Users can also search for a specific deal by 
keyword.

 

Users can also sort results alphabetically, by redeemable date, or by when the deal was last updated. 
Users can also choose to edit, delete, or view the deal on ExploreBranson.com right from this panel.  
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Create a Deal 

Step1: Select “Create Deal” 

 

Step 2: Complete the “Deal Details” form  
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Step 3: Select “Create.” 

Photo Library 

Selecting “Photo Library '' allows users to view, edit, and delete photos available to the account. Here, 
users will also be able to upload new photos to be used for listings and events. 

 

 

Uploading a New Photo 

Step 1: Select Upload Photo 
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Step 2: Add a photo using the photo upload box. 

 

 

Step 3: After the photo has been uploaded, select the edit button 

 

 

Step 5: Fill in all additional information for the image, including caption, alt 

text, any assigned listings or events, or delete the image if no longer needed.  
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Manage 

The “Manage” menu allows users to manage invited users and their permissions for the account, 
update account information, as well as update and create lead generation programs. 
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Users 

Selecting "Users" lets users manage everyone who can access the specified account. The grid  

shows current users, their role, and the email on file.  

 

To associate a user with an account: 

● The user must be added to the Extranet at the admin level  

○ They can be associated with the account when they are created  

○ If the user already exists and needs to be associated, click "Manage" in the sidebar of 
the account level, then "Users" 

● Start typing the name of the user you want to associate with the account 

● Select the user and then select to assign that person to that account "As Owner" or "As 
Editor" 

● Associated users will appear in the grid along with their roles 

Assigned account users can be removed from the account by selecting the “Remove” link within 
their row. Once selected, the user will be removed and will no longer have access to edit or 
administer that account. 
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Settings 

Selecting “Settings” allows users to view and edit all account information including the 
account/business name, address, city, state, postal code and which DMOs have access to the 
account in the Extranet.  

 

Once you delete an account, there is no going back. It will be deleted forever, along with the 
listings, events, deals, and media linked to it. Please be certain. 

 

Paid Programs 

Selecting “Paid Programs” allows users to view, edit, or create lead generation programs for the 
account. 
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