
EXTRANET TRAINING
KENTUCKY DEPARTMENT OF TOURISM

SEPTEMBER 10, 2020



Agenda

1. Extranet Access & Login

2. DMO Dashboard Overview

3. Listings

4. Events

5. Adding New Accounts, Listings & Events

6. Deleting Accounts, Listings & Events

7. Support

8. Co-Op Reminders



important

contacts

Cynthia Kendrick
Account Director, Miles

Meagan Preston
KY Tourism Support

cynthia.kendrick@milespartnership.com
703.531.9908

meagan.preston@ky.gov
502.892.3230



Extranet Account & Login



KENTUCKY TOURISM INDUSTRY RESOURCES



KENTUCKY TOURISM EXTRANET LOGIN

https://extranet.kentuckytourism.com/login



DMO Dashboard



DMO DASHBOARD



Listings



EXTRANET LISTINGS



EXTRANET LISTINGS



EXTRANET LISTINGS: IMPORTANT NOTE

Not in use for 
Kentucky Tourism!



Events



EXTRANET EVENTS



EXTRANET EVENTS



Adding New Accounts, Listings & Events



NEW ACCOUNT CREATION



NEW ACCOUNT CREATION



NEW LISTING CREATION



NEW LISTING CREATION

Business Information
Name, Address, Location

Hours
Yearly or seasonally, 

days of week and times

Categories
Where your listing 

will appear

Follow the prompts!

Description
Text description

Max: 5000 characters

…then make any updates and add photos, amenities, videos and more!



tips for

listings

• Listings must be created within the appropriate Account

o You can assign other Extranet users to manage an account 
down the road, if desired

• Always select relevant categories and amenities

o Amenities are dependent upon the categories selected

• You can add videos to embed in your listings from 
YouTube with a link or YouTube ID

• To edit any area within an existing listing, simply click the 
“EDIT” option for the information you wish to update



NEW EVENT CREATION



NEW EVENT CREATION

Event Information
Name, Address, Location

Dates & Rates
Dates and times, 

rates (if applicable)

Categories
Where your event will 

appear

Follow the prompts!

Description
Text description

Max: 5000 characters

…then make any updates and add photos, amenities and more!



tips for

events

• Events must be created within the appropriate Account

• Always select relevant categories and amenities

o Amenities are dependent upon the categories selected

• For single day events, you must still select a start and end 
date

• Events will come off the calendar when they have passed

o Once an event has passed (aka “expired”), you need to create 
a NEW event to put it back on the calendar

o Changing the old dates will not update the event to show on 
the calendar again

• BUT – if an event has been made “inactive,” you can make 
updates to the dates and make the event “active” to show 
on the calendar

• To edit any area within an existing event, simply click the 
“EDIT” option for the information you wish to update



tips for 

photos

• Photos are added to the account, then selected 
appropriately for events and listings

• Images must be at least 920 pixels width or 640 pixels 
height, 72 dpi

o Recommended file size: Under 1MB 

o jpeg format is preferred for images

o png or gif is preferred for logos

• Add alt text to support site accessibility and SEO

o Ex: Man sitting on park bench 

o Even better: Man sitting on park bench at Kentucky Horse 
Park in Lexington, Kentucky



ASSIGNING ACCOUNT USERS



Deleting Accounts, Listings & Events



tips before 

deleting

• Once you delete an event, listing or account, there is no 
going back

o Be certain you want to delete the event or listing before 
going this route! 

o If the event or listing may need to be used and updated again 
in the future, switch the status to “Inactive” instead

• If needed, you can delete listings, events or accounts

o Deleting the account deletes everything within it



INACTIVATING LISTINGS & EVENTS



DELETING ACCOUNTS



DELETING LISTINGS



DELETING EVENTS



Support



overarching

tips

• Use an updated browser to access the Extranet: 

o Firefox (72+)

o Google Chrome

o Safari

o Opera

• Always reference the Industry page on 
KentuckyTourism.com for the most up-to-date manual 

• Kentucky State Parks has a separate Extranet 

o Work with Kentucky State Parks marketing team to make 
any updates to these listings and events



helpful

videos

• Account creation

• Listing creation

• Events creation

• Photos management

• Inactivating listings and events

• Deleting listings, events and accounts

https://drive.google.com/file/d/1rysWCcOXnISX_yVR3xZsQ3wHQqv5Q0HO/view?usp=sharing
https://drive.google.com/file/d/1ZF9YnzpFM8vN5bHv85Tyb2_iP8VipsnR/view?usp=sharing
https://drive.google.com/file/d/1s0QtU4Ak5eCnGrsfYbtZlHvKC-KaHHXA/view?usp=sharing
https://drive.google.com/file/d/1sFIxPQgirZsTSj-gGE3auY48oCfUQb9D/view?usp=sharing
https://drive.google.com/file/d/1ncgFfOPIsHuMx9RWviB0C8GEpxv0JtjR/view?usp=sharing
https://drive.google.com/file/d/15_yzaD_qXUlE9uo7eu0L6JImUdGd79DQ/view?usp=sharing


EXTRANET HELP



EXTRANET SUPPORT FORM



Thank you

milespartnership.com

Q&A




