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Access application.  This guide will provide you with a solid understanding 
of how the Bureau Access system works, and how it can be used to your 
advantage. 
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Overview  1 
 

Getting Started With Bureau Access 
 
This manual will provide you with a step-by-step introduction to the Bureau Access functions.  All steps 
are marked with a # sign to indicate the order in which they have to be completed.   
 
 

The first thing you need to do is open the Bureau Access Web page.  Bureau Access is available at the 
following URL:  

http://www.tourism.uiuc.edu/itf/access/ 

 

When you launch the URL in your web browser, a login screen appears, prompting you to select your 
CVB and to type your password: 
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Getting Access to Bureau Access 
 
In order to use the Bureau Access application, you will need to login using your CVB’s password.  Your 
password will be provided by the Tourism Laboratory for Economic and Social Behavior Research.  Once 
you log into the Bureau Access system, you will be able to change your password at your convenience. 

 

Logging Into Bureau Access 
 

# 1 Launch http://www.tourism.uiuc.edu/itf/access/  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 

 

 
# 2   Select your CVB name from the drop 
down menu 
 
# 3   Enter your password in the textbox. 

 
# 4   Click the “Login” button. 
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Home Page  2 
 
 
The home page is the first page you will see after logging into Bureau Access.  Your CVB logo and name 
appear on the page to indicate that you have entered your personalized Bureau Access space.  
 

 
 

 
 

Side Navigation Bar 
 
 

 

Every page of Bureau Access has a side navigation bar.  The 
content of the side bar changes depending on the current 
page you are viewing.  The navigation bar will always display 
a link to the Bureau Access home page, and a link to the 
logout function of Bureau Access.   

 

 
 
 

Your CVB name and logo 
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Bureau Access Components 
 
There are two components of Bureau Access currently available for use:  Benchmarking, and Statistics.  
These components form an integral part of the structure of Bureau Access.    
 

• Benchmarking – Benchmarking is a process that allows you to compare current and past results 
and evaluate your performance based on the selected measures. 

 
• Statistics – Statistics provides you with a summary of your current performance, in addition to 

the average data of all bureaus participating in Bureau Access.   
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Benchmarking  3 
 
 

Bureau Access Benchmarking 
 
Benchmarking is a continuous and systematic process to evaluate business performance.  It has become 
a widely accepted practice in different industries.  The Bureau Access benchmarking tool adopts and 
modifies existing benchmarking concepts to fit the specific needs of your CVB.   
 

 
 
 
After entering the benchmarking section, you can get started with your benchmarking process right away, 
or learn more about benchmarking and the Bureau Access benchmarking tool by exploring the 
Benchmarking FAQs. 
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Start Benchmarking 
 
The Bureau Access benchmarking tool uses CVB specific performance data (e.g. phone leads generated 
by the CVB) and descriptive data (e.g. grant amount and size of the CVB community) that have been 
saved in the Bureau Access database.  The system will automatically retrieve the relevant data; thus, no 
additional data entry is required.  You can immediately begin with a comparison of your performance 
results. 
 

 
 
The benchmarking process can take as few as 3 simple steps.  The first step is to select 1 of 3 
comparison methods for benchmarking. 

 
1) Internal Comparisons – Select Internal Comparisons if you want to compare your own data from 
different years or different quarters. 
 
2) Standard Benchmarking – Standard Benchmarking allows you to compare your results with 
those of bureaus that are similar to yours in terms of population in the area, LTCB grant amount, 
room base, or marketing focus – or compare your results to the state average. 
 
3) My Benchmarks – My Benchmarks allows you to use customized benchmarks based on a 
competitive set you provide. 
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To Benchmark by Internal Comparisons 
 
After selecting “Internal Comparisons” as the desired benchmarking method, you will be asked to select 
the specific time periods you would like to compare. 
 
 

 

 

# 1   Select the time 
period you would like 
to use as the basis for 
your comparison by 
selecting a year and 
quarter combination 
from the top two pull 
down menus. 

 
# 2   Select the time 
period you would like 
to compare to by 
selecting a year and 
quarter combination 
from the bottom two 
pull down menus. 

 
# 3   Click the 
“Display Results” 
button to benchmark. 

 
 

For example, if you would like to compare your results from the current quarter - let’s say Quarter 4 of the 
fiscal year 2002 - to the previous quarter, you would select “2002” and “Quarter 4” as your first time 
period and “2002” and “Quarter 3” as your second time period. 
 
You can compare entire fiscal years by selecting the “Entire Year” option in the “Select Quarter” pull down 
menu.  
 
The Internal Comparisons method does not require any further specifications.  Clicking on “Display 
Results” will immediately provide you with your benchmarking results.  Please refer to the “Interpreting 
Benchmark Results” section in this manual to learn more about how to read and draw implications from 
these benchmarking results. 
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To Benchmark Using Standard Benchmarking 
 
If you select Standard Benchmarking to compare your CVB to other bureaus, you will need to specify a 
time period and a benchmarking category. 
 

 
 

 

# 1   Select the time 
period on which you 
would like to base your 
benchmarking effort by 
selecting the year and 
quarter combination from 
the top two pull down 
menus. 
 
# 2   Select a basis for 
your comparison from 
the benchmarking 
category pull down 
menu.  You can 
compare yourself to 
bureaus that are similar 
in terms of population, 
grant amount, room 
base, or marketing 
focus. 

 
Once a benchmarking category has been selected, the next step is to specify a comparison range for that 
category. 
 
# 3   Specify a comparison range by checking one of the radio buttons.  The range in green text is the 
range your bureau falls into.   
 
NOTE: If market focus is chosen as the benchmarking category, you need to select a specific market 
focus instead of a range.   

 
 

 
# 4   Click the “Display Results” button to display your results.  Please refer to the “Interpreting 
Benchmark Results” section in this manual to learn more about how to read and draw implications from 
these benchmarking results. 
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My Benchmarks 
 
My Benchmarks allows you to select a competitive set for comparison purposes. This selection requires 
you to create at least 1 customized benchmark.  If you have previously created a benchmark but would 
like to modify it, you need to do so before you proceed with your benchmarking effort.  However, if you 
want to use existing benchmarks without making any changes, you can skip the “Create or Modify 
Benchmark” step and start by selecting the custom benchmark you would like to use (see “To Benchmark 
Using My Benchmarks”).   
 
 

To Create a Customized Benchmark 
 

 

# 1   Click the “Create or 
Modify Benchmark” 
button. 
 

# 2   Click the “Create 
Benchmark” Button 
 

# 3   Type a name for the 
new benchmark in the 
textbox provided. 
 
 
 
# 4   Define your 
competitive set by 
selecting at least four 
bureaus to which you 
would like to compare 
yourself.  Select the 
bureaus by checking the 
checkbox next to the 
bureau name. 
 
NOTE: If you select less 
than four bureaus, an 
error message will 
appear.   
 
# 5   Click the “Save 
Benchmark” button to 
save the new benchmark. 

 
Clicking on the “Save Benchmark” button will lead you back to the Create Benchmark page.  You will see 
a message that says “A new benchmark was successfully created.”  The “Your Benchmarks” section 
will display all benchmarks you defined, including the one you just created.   

 



Tourism Laboratory for Economic and Social Behavior Research 11 
University of Illinois at Urbana-Champaign 

Your Customized Benchmarks 
 

Once you have created a benchmark, you will be able to use it as the basis for your benchmarking 
process.  The benchmarks you define remain stored in the system until you decide to edit or delete them.  
A table with a list of your benchmarks is available on the page that appears after clicking on the Create or 
Modify Benchmark button.  From here, you can view, edit, or delete your customized benchmarks. 
 
 

 
 
 

To View a Previously Defined Benchmark 
 
This function allows you to view the properties of a specific benchmark in case you forgot the specifics of 
how you created it.   
 
 

# 1   Click the name of the benchmark you would like to view.  This will lead you to a page that 
displays the benchmark definition and gives you the option to Edit or Delete the benchmark.   
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To Modify an Existing Benchmark 
 

 
# 1   Check the checkbox next to the name of the benchmark you want to modify. 
 
# 2   Click the “Edit” button located at the bottom of the box.  A new page appears that allows you to 

rename and redefine your benchmark.  

 

 
 

 
 

 

# 3   Change the name 
of the benchmark by 
typing the new name in 
the provided textbox – or 
leave as is if you want 
the name to stay the 
same. 
 
# 4   To define your 
benchmark, select at 
least 4 bureaus by 
checking the checkbox 
next to each bureau’s 
name.   Leave the 
checkboxes as is if you 
want the benchmark 
definition to stay the 
same. 
 
# 5   Save your 
benchmark definition by 
clicking the “Save 
Changes” button. 

 

 
A confirmation message will appear on your screen and tell you that the benchmark was edited.   

 
 

# 1 

# 2 
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To Delete an Existing Benchmark 
 

# 1   Check the checkbox next to the name of the benchmark you want to delete. 
 
# 2   Click the “Delete” button located at the bottom of the box. 
 

 
 
You will see a red message on your screen confirming that your benchmark was deleted.   
 
NOTE: There is no “Undo” function.  Once you click the “Delete” button, your customized benchmark will 
be permanently erased from the database.  However, you can always recreate it by using the Create 
Benchmark function.  
 
 

 
 
Return to Benchmarking 
 
After creating or modifying your benchmark definitions, you will want to start benchmarking with them.  To 
get back to benchmarking after you’ve finished working with your benchmark definitions, click the “Back to 
Benchmarking” link at the bottom of the Create Benchmark page. 
 

 

# 2 

# 1 
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Using My Benchmarks 
 
Using My Benchmarks as the benchmarking method means that you will compare your results to the 
results of a specific competitive set of other CVBs.  After selecting the particular benchmark you would 
like to use, all you have to do is specify the time period on which you would like to base your comparison.  
 
 

 

# 1   Select the 
customized 
benchmark you want 
to use from the pull 
down menu. 
 
# 2   Select the time 
period you want to 
benchmark to by 
selecting the year 
and quarter 
combination from the 
two bottom pull down 
menus. 
 
# 3   Click the 
“Display Results” 
button to view the 
results. 

 
 
 

Please refer to the “Interpreting Benchmark Results” section in this manual to learn more about how to 
read and draw implications from the results of this benchmarking effort. 
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Interpreting Benchmark Results 
 
The layout of the screen that reports your benchmarking results will vary a little based on the 
benchmarking method you used.  However, there are some features all reports have in common.   
 
 

% of Norm 
 
% of Norm indicates how well your bureau performs with regards to a specific performance item, for 
example phone leads generated by your bureau’s campaigns.  It is a standard measure used to compare 
your data to a specific set of comparison data.  If you compare current bureau results to past results, the 
past results represent your comparison results.  If you compare your bureau results to the results of 
bureaus with the same LTCB grant amount, the latter is referred to as comparison results.   
 
The formula for % of Norm is simply: 
 
 

My results 
% of Norm = 100 X 

Comparison results 
 

A % of Norm < 100 indicates an underperformance.  It means that your results are proportionally lower 
than your comparison results.  All % of Norm numbers below 100 are displayed in RED.  If the % of Norm 
figure is equal to or greater than 100, the result will appear in GREEN to indicate that your bureau 
performed at least equally well or better than the bureaus included in the benchmark.   
 
 
Insufficient Data 
 
A BLUE DASH will appear if no data was reported for a specific item or if a result could not be calculated 
because of insufficient data.   
 
If you selected a specific range for a certain Standard Benchmarking category, but this range includes 
less than 4 bureaus, you will see the following error message: 
 

 
 
This is necessary to avoid that you compare yourself to only one or two bureaus, which might have 
specific characteristics and could bias the results.  If your benchmarking effort leads to this error 
message, you should try to select a different range or, if necessary, use a different benchmarking 
category.   
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Results Display for Standard Benchmarking and My Benchmarks 
 
The performance report that is displayed as the result of your standard or customized benchmarking 
efforts indicates how well your bureau performs with respect to certain performance measures.  There are 
currently two groups of performance measures: leisure oriented inquiries generated by your bureau and 
group related business in which the bureau has either assisted in the booking process or has provided 
significant coordination services to the groups.   
 
 
 

 

# 1   The report title 
indicates which time 
period you selected. 
 
# 2   The report 
shows which 
comparison range 
you selected for a 
specific 
benchmarking 
category and the 
number of bureaus 
that fall into this 
range.  When using 
My Benchmarks, this 
line will indicate 
which customized 
benchmark you 
selected and how 
many bureaus it 
includes.   
 
# 3   The % of Norm 
figures indicate how 
well your bureau 
performs with respect 
to certain 
performance 
measures. 

 
 

You can print this report by clicking on the “Printer Icon” in your Web browser.  You can also copy and 
paste the results into a Word document.   
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Benchmark Ratios 
 
If you compare entire fiscal years, your results will include benchmark ratios in addition to the other 
performance measures.  These benchmark ratios indicate how well your bureau performed in specific 
market sectors (Leisure, Meetings/Conventions, and Sport Groups) given the budget amount your bureau 
dedicated to this specific segment.   
 
 

 
 
 

 
These Benchmark Ratios are calculated as follows: 
 
 

Leisure Benchmark Ratio =  
 

(Phone Leads + Mail Leads) * Inquiry Conv Rate * Ave Spending Per Person Per Day * Ave Length of Stay * Ave Party Size 
(Consumer/Leisure/Other Budget) 

 
This ratio uses an estimate of visitor spending based on a bureau’s phone and mail inquiries and 
contrasts it to the portion of LTCB grant award the bureau orients towards leisure visitors.  The resulting 
ratio provides an indication of the effectiveness of expenditures in influencing leisure target markets. 
 
 
 
 
Conv = Conversion; Ave = Average; PSCS = CVB Provided Significant Coordination Services 
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Meetings/Conventions Benchmark Ratio =  
 

(Delegates Booked + Delegates PSCS)*Ave Spending Per Delegate*Ave Length of Stay 
Meetings and Conventions Budget 

 
This ratio uses an estimate of delegate spending considering the number of delegates a bureau assists in 
the booking process or delegates which are provided significant support services. This influenced 
spending is then contrasted to the portion of LTCB grant award the bureau orients towards the meetings 
and convention market. The resulting ratio provides an indication of the effectiveness of expenditures in 
influencing target meeting markets. 
 
 
 

Sport Group Benchmark Ratio =  
 

(Sports Travelers Booked + Sports Travelers PSCS) * Ave Spending Per Person Per Day * Ave Length of Stay * Ave Party Size 
Sports Budget 

 
This ratio uses an estimate of sport traveler spending considering the number of sport travelers a bureau 
assists in the booking process or which are provided significant support services. This influenced 
spending is then contrasted to the portion of LTCB grant award the bureau orients towards the sports 
market. The resulting ratio provides an indication of the effectiveness of expenditures in influencing target 
sport markets. 
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Results Display for Internal Benchmarking 
 
In addition to the performance measures, the report for Internal Benchmarking includes your bureau 
profile data.  If you select entire fiscal years, this profile data will be compared, showing you if or how your 
bureau’s profile has changed.  Since you are comparing your own results, the “My Results” and 
“Comparison Results” columns you find in the other benchmarking reports are replaced with columns that 
display the data for the two time periods you compare.   
 

 
 

Restarting or Redefining the Benchmarking Process 
 
If you would like to continue your benchmarking effort but CHANGE the BENCHMARKING METHOD, 
simply click on the “Restart” button, which will lead you to the very first step in the benchmarking process.  
 

 
 
If you are not content with the results you obtained through  your selection of benchmarks or ranges 
within benchmarking categories, you can click on the “Redefine” button to make changes WITHIN a 
certain BENCHMARKING METHOD.   
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Benchmarking FAQs 
 
If you would like to obtain answers to specific questions regarding benchmarking and the Bureau Access 
benchmarking tool, this list of frequently asked questions is an excellent resource.  The Benchmarking 
FAQs will be continuously updated and we would like to encourage you to let us know which questions 
and answers should be added. 
 
 

 
 
 
In addition, the Benchmarking FAQs section provides access to an interactive eGuide on Benchmarking 
for tourism organizations.  You can read the online version of this eGuide, which is dynamically linked to a 
dictionary that explains technical terms.  Or, you can download the eGuide as a PDF file.   
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Statistics  4 
 

 
Bureau Access Statistics 
 
The content of Bureau Access Statistics is highly customized and depends largely on the research efforts 
of the individual CVB.  However, its core content and functions are the same for all Bureau Access users.  
The Bureau Access statistics section is comprised of two main components: My Statistics and State 
Average Statistics.   
My Statistics allows you to view your bureau’s profile (population, grant amount, market focus, etc.) and 
all data that has been stored for use in other Bureau Access sections (e.g. your bureau’s performance 
indicators used for Bureau Access Benchmarking).  State Average Statistics provides you with a report of 
average statistics for all bureaus in the Bureau Access system.   
 

 
 
 
The built-in flexibility of this section allows CVBs to include other data reports, for example the results of 
conversion studies they conduct through the National Laboratory for Tourism and eCommerce.  The 
continuous expansion of the statewide data depends to a great extent on the willingness of the CVBs to 
share additional information, such as conversion rates.  Thus, the Bureau Access Statistics section will be 
under continuous development to reflect the needs and wants of the Bureau Access members. 
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My Statistics 
 
Currently, the My Statistics section of Bureau Access presents you with profile data, performance results 
data, and benchmark ratio data.  Performance results are presented for each quarter and for the year to 
date (YTD).  For comparison purposes, your results are ranked against the other CVBs in the INSITE 
system.  The ranking is given as “Your Rank” / “Total Number of Ranks”. 
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To View Archived Statistics 
 
My Statistics automatically displays the most current data.  To view data from previous fiscal years, follow 
this easy 2-step process: 
 

 
 

# 1   Select the desired year from the pull down at the top of the page. 
 

# 2   Click the “View Year” button.



Tourism Laboratory for Economic and Social Behavior Research 24 
University of Illinois at Urbana-Champaign 

State Average Statistics 
 
State Average Statistics provides averages for profile information, performance results, and 
benchmarking ratios based on the data of all Bureau Access CVBs.  In addition, you can see the lowest 
(Min) and highest (Max) numbers in the dataset for the benchmarking ratios, profile data, and market 
focus data.   
 

 

 
To View Archived Statistics 
 
State Average Statistics automatically displays the most current data.  To view data from previous fiscal 
years, follow this easy 2-step process: 

 
 
# 1   Select the desired year from the pull down at the top of the page. 
 

# 2   Click the “View Year” button. 
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My Profile  5 
 

 
My Profile is the name of the section in Bureau Access that allows you to change your password and edit 
your contact information.   
 

 
 
 

To Change Your Password 
 
You will be provided with a password by the National Laboratory for Tourism and eCommerce.  You can 
change this password at any time by clicking on the “Change your password” link.  The following screen 
will appear and you will need to follow four simple steps: 

 

 

# 1   Type your current password into 
the top textbox. 
 
# 2   Type your new password into the 
middle textbox. 
 
# 3   Confirm your new password by 
typing it again into the bottom textbox. 
 
# 4   Click the “Change” button to 
change your password. 
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To Edit Your Contact Information 
 
Your contact information will be used to keep you informed about new data and additional functions 
available through Bureau Access.  Thus, it is important that you keep this information up-to-date.  You 
can easily update your contact information by using the “Edit your contact information” function.  Clicking 
on the “Edit your contact information” link will lead you to an online form with the following setup: 

 
# 1   Edit your current 
contact information in the 
provided textboxes. 
 
 
 
 
 
# 2   Click the “Update” 
button to request the change. 

 

 

 
 

 

 
 

 
# 3   Confirm your 
changes by clicking the 
“Confirm Changes” button. 

 

 


