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How to update Listings using the GLCVB 
Extranet 

LISTINGS – 

 
To edit your listing  click the pencil icon (second icon, from left, above), make the necessary changes 
and click Save.  Upon saving, a notification is sent to the CVB and you will receive a confirmation once 
approved.  
 

WEB –  

 

Media: upload your logo, photos, and other media through the Media tab .  You will 
have to tell the system what type of files you are uploading so they are used in the appropriate place on 
the website. The options to select from the dropdown list are: (see next page for examples) 

 Logo = this is the image that will show next to your listing. It can be either a true logo or any 
image you’d like to display in your listing summary 

 Image = All images attached in the system will appear in the slideshow next to your listing 
information when the listing summary is clicked on. You can add your logo a second time and 
label it the type of “Image” so that it is available for selection in all areas and listing types. 
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When the listing summary is clicked on – additional images you’ve uploaded and 
labeled as “Images” are shown here in a slideshow. (see next page) 
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NOTE: Only Images designated as “Image” are able to be selected for use when adding a coupon.  The 
image will display at the top of the coupon/special offer information when the visitor chooses to print the 
information. 

 

  


