Extranet Quick Guide for Serviced Accommodation

The quick and easy way for you to update your own availability at the TICs and on www.westdorset.com! 

·  Log on to www.westdorset.com, go to the ‘working with us’ page and click on ‘update availability’ to get to the extranet login screen.

·  Enter your username and password

·  To update your availability click on your accommodation entry.

·  Details on your accommodation entry will be displayed.  You are able to amend your contact details but you are unable to make any changes to any other information.  If you wish to change any other details please contact a member of the tourism team.

·  Click on the availability tab on the left hand side of the screen to take you to the following screen:

[image: image6.jpg]1 The Spain :: Edit Availability

[Armended 7/07/2005 10110122 Amended Bys 5VoDD

Setblanks to default Pricas Setall to bookable Setall to unaailable
Setall to dafault prices Setall to indicative Setall to avaiabls
Jump to [07 August 2006 % Copy into [07_August 2006 ] [.

Double Room (Private Bathroom) (1 units, Per Person Per Night (Breakfas)

Date Minimum Nights Breakfast unit
units Price. Indicative
7 Aug 2006 Mon o Minimum V- PR 55]=
8.Aug 2006 Tus [o Minimum v 0 - 55
9 Aug 2006 Wed o Minimum v i e 55
10 Aug 2008 Thu [o Minimum v n - 55
11 Aug 2008 Fi [o Minimum v i e 55
12 Aug 2006 St [o Minimum v P 55
13 Aug 2006 Sun [o Minimum ]





Here you manage the availability status of your rooms, using a ‘unit table’ for each room.

Finding your way round the Unit Table
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Using availability shortcuts
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Copy into […]



· To copy availability into multiple dates click on […]

· To copy all current data into future dates, hold down SHIFT on your keyboard and click on the first and last dates using the scroll bar

· To copy into selected multiple dates hold CTRL on your keyboard and click on the appropriate dates

· Click OK to start copying

· You will be asked to confirm whether you would like to overwrite the current data

·  Click OK to confirm and a status bar will appear detailing the percentage copied and the estimated remaining time



	DORCHESTER TIC

Antelope Walk

Tel: 01305 267992
	
	BRIDPORT TIC

South Street

Tel: 01308 424901
	
	SHERBORNE TIC

Digby Road

Tel: 01935 815341
	
	LYME REGIS TIC

Church Street

Tel: 01297 442138


Linked availability

If a room can be sold in different ways – e.g. a double that may also be sold as a twin, this will be displayed as follows:
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· You can amend the price for the linked room and the minimum number of nights required to book the room

· Click apply at the bottom of the page to activate any changes

Reports

The reports section of the extranet provides you with the opportunity to analyse/assess the availability and bookings statistics for your accommodation. 
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· Click on the reports tab. There are three reports, availability data, bookings and provider statistics. 

Availability data


· Enter a date range

· Click update

· A calendar will appear as left. Figure represents the number of available rooms for that day

· Clicking on the number of available rooms will take you to another screen displaying information on the rooms. 

· Click on ‘back to calendar’ to return to the original report.

Bookings

Use this report to view your booking statistics.


· Select dates and click ‘update’ to view.

Provider Statistics


· Select an appropriate date range

· Select either EMS or West Dorset website.  

· Click Update

The report contains information on the number of times your accommodation details have been displayed, printed or emailed, including the number of times a telephone number was provided. The report also records the number of times a location map was viewed, your website was viewed or the number of times you have been emailed. 


Tick indicates TIC will contact you prior to booking





Type & number of rooms, price basis





The minimum number of nights the room can be booked for 





Whether breakfast is included.





Number of rooms available & price for that particular room type.





Automatic fills column with the same information as found in the first row.








When updating always click ‘apply’ at the bottom of the page to activate any changes.











TOP TIP





Setting all to unavailable sets rooms to 0, so that no bookings can be made





Setting all to available sets all rooms to the maximum number of rooms that you have available





Use ‘Set all to indicative’ to ensure TIC contacts you prior to making a booking








TOP TIP





Use ‘Jump to’ to jump to a specific week in the future





Use ‘Copy into’ to copy availability for the current week into a future date (see below). Click apply each time before copying the information into a new date








Always set rooms to indicative











Contact your local TIC for further guidance if unsure!
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Log out using the red button on the left hand side of the screen











TOP TIP
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