
IHG Customized Web Site Tool

Customized Web Sites is a tool to help you easily manage your event. Through 
your site, you can send email invitations to your attendees and share event specifi c 
information. Attendees can also book their accommodations directly through the site 
into your  reserved room block. This service is available at absolutely no charge to you 
or your event attendee. Please contact a hotel representative to have a site set-up 
– sites cannot be established independent of an IHG hotel.

Follow the simple steps below to create your Customized Web Site

STEP 1: Receiving a Site

As the event planner, you will receive an email from us. Click on the fi rst link in

the email to go to the Content Management System.



IHG Customized Web Site Tool

STEP 2: Getting Started

Log in using your Priority Club® Rewards Member number and PIN. If you are not a 
member yet, register for an account by clicking Join Now! 

Entering your Priority Club Rewards number will register your site and provide password 
protection so only you can modify content. Your guests do not have to be Priority Club 
Rewards members to visit or reserve rooms through your site.



STEP 3: Creating the Home Page

Click on the Manage Site tab to start creating your site home page, then click on the Site 

Information link to choose a site template and verify your event dates. If you add a logo image 

to your site, it will appear in the top right side of the page within the banner bar. Save your 

changes.



STEP 4: Creating the Home Page

Click on the Event Information link to update the information on the homepage of 
your event Web site. Add a home page message and, if desired, a photo. You must 
click Publish at the end of this page for it to be viewable to attendees.

If you want to add more pages to your site, click Edit, and enter your info. When done, 
you must click in the publish box in order for the page to be viewable by your event 
attendees. You can modify and publish or un-publish a page at any time. You must 
modify the event home page and save your changes before you can create or publish 
any additional site pages. 



STEP 5: Add Information Links

To add an event links page directing attendees to other Web sites (such as nearby 
entertainment options or travel hints), click on Event Links, fi ll out the information and 
then save.



STEP 6: Post Messages to Attendees

Click on Event Messages if you want to add messages to the right column of your 
event Web Site. A maximum of fi ve messages can be added. These messages will be 
visible on all of your site pages.

STEP 7: Send Invitation to Guests

Click on the Send Invitations tab. Complete the form to send up to 100 invitations to 
your attendees. Your guest will receive an email with the link to your site.
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