
 

 

If you do not have an extranet account: 

Fill out this form: https://www.exploreminnesota.com/submit-event in the description, 

make sure to include #America250 in your detailed description of your event. 

  

For existing extranet users: 

Follow the steps below to add a new event listing once you are logged into your extranet 

account: 

1. Verify the event listing DOES NOT ALREADY EXIST. 

2. There are two options to create a new event listing: 

a. From the Dashboard: click on the green "Create Event" button found in the 

upper right corner. 

OR  

b. From the black Navigation menu, click on “Events” and click on the green 

"Create Event" button found in the upper right corner. 

3. Complete the required fields. Keep in mind the more info you supply, the better your 

listing will be. 

4. Select the categories that accurately represent your listing. This determines where 

your listing will appear on ExploreMinnesota.com. 

5. Add the listing description in the Description box. This information will be displayed 

in the “About” section on ExploreMinnesota.com. Every listing description is required 

to have a minimum of 100 characters. You may use the toolbar buttons for bold, 

italic, and bulleted lists within your description. 

6. Phone numbers: You must have a phone number. You can add several numbers to 

your listing 

7. Email: Add your business email 

8. Website: Include the entire URL beginning with https:// (or http://). Do not duplicate 

URLs. 

9. Click the “Create” button at the bottom of the page. Once created, the “Contact 

Information” page will display. 

10. To mark your event as an America 250 event, you will need to be in the event listing 

profile. The black menu on the left side will display options below "Event 

Information"; select the "Amenities" option. 

https://www.exploreminnesota.com/submit-event
http://)/


 

 
11. When you open the amenities tab, it will display any amenities you have selected. If 

this is the first time you are editing a newly entered event, this box will display "You 

have selected 0 of 45 possible amenities." 

 

 
 

12. Select "Edit" on the upper right corner, all amenities will display- use the check boxes 

to select appropriate amenities- please remember to review the accessibility 

amenities while you are here!  



 

 

  



 

 

13. Under the "Event Attributes" section, you can select the box "America 250 Event" 

there. 

 

  



 

 

14. Once you have reviewed and selected all amenities that are on-site, scroll to the 

bottom of the page and save your changes.  

 

 

 

Please allow 3-5 business days for your updates to be received, reviewed, and 

approved by an administrator. Explore Minnesota Tourism reserves the right to edit or 

deny a listing request that is not in the best interest of EMT or the State of Minnesota.  

 


