
FIVE SIMPLE STEPS 
TO UPDATING CONTACTS



Each Member’s list of contacts is visible only to Visit Santa 
Barbara staff and is used to insure we are communicating 
with the appropriate members of your team. 

Contacts are referred to when distributing sales leads,  
responding to press, PR and social media opportunities, 
sending invitations, newsletters and invoices, and also for 
networking with your fellow VSB members!  

Thank you for working with us to keep you in the know!



Once logged in to the Visit Santa Barbara Member Portal:

Step 1. Select “contacts” under the “profile” menu on the left, 



From the contacts page:

Step 2. Click on “Add Contact” to add a new associate. 
OR Click on the “pencil” icon next to a name you’d like to update. 



Step 3. Complete the “Department” and “Title” fields and select associate’s
“Preferred Contact Method.”  

Step 4. Scroll down to update address, phone, additional and general information. 

Tip: To make an associate inactive, go to “Contact Type” and select “Inactive.”
Note: Please pay close attention to “Email” address spelling.



Step 5. Click “SAVE.” 



If you have any questions while updating 
your contacts, please call Paulina Wine at 
(805) 966-9222 ext. 125 or email 
Membership@SantaBarbaraCA.com

Thank you!
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