Extranet Quick Guide for Self Catering Accommodation


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

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

· Once logged in you will see your accommodation listed in the pale blue box. Click on this. (if there is more than one version for your property, select the version with ‘Accommodation’ beside it)
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· Your accommodation details will be displayed. 

· Before entering your availability, we suggest you take some time to listen to the online tutorial. To access this click on ‘Self-Catering Guide’.
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Updating availability

· Select Availability on the left hand menu. 

 (
Select the availability link
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The first time you log in to access the extranet, a notification message should appear with a range of options. 

 (
Select 
‘Upgrade Now (Reset availability)
’
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· Your units should then be listed.
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· In future all you will need to do is click on the unit to continue to the calendar screen, but for the first time please click Edit Default Stays to take you to the following screen. 

NB: Please DO NOT click on the bottom option (‘revert to old availability editor’)


· You will see the following screen with a number of drop down menus or boxes in which to add information for each unit: 

 (
Select ‘
Yes
’
 in ‘Default to Indicative’ box
) (
Enter number of bedrooms for this unit
) (
Maximum weekly stay
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Short Break Multiplier uses the percentage of your cheapest weekly rate stored on our database to calculate short break prices. (For example if this is set to 100% it would simply divide the weekly price by 7 for the days in the week) You may wish to charge slightly more for short mid/weekend breaks, so my may want to increase this to 120% +. As you do this the short break price per night will change automatically. 

Occupancy Price Multipliers allow you to offer a discount for under occupancy. (For example if you had a unit that will take 4 people you could charge 75% if only two people were staying. This percentage can be set higher or lower depending on the occupancy of the unit. If you do not wish to offer this option, leave all set to 100%.

The Stay Defaults allow you to set start days for weekly stays, two short breaks and length of stays. For example if you set your start day for Friday and you offer weekend breaks from Friday-Monday and weekday breaks from Monday to Friday it would look like this below:
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Availability Statement
This box allows you to enter a short amount of text which will appear on the website. 

Suggested statements include:
‘Short Breaks may start on any day of the week’
‘Other short breaks may be available, please telephone us for details’

· Once you have completed this for all your units, click on Save at the bottom of the screen to take you to the calendar screen.
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Calendar Screen
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On the right of this screen are full instructions.

· Double click on any square within the calendar, to change availability from unknown (grey) to available (green) to booked (red). 

· Click on the white rectangle to the left of the week, to change a week at a time.

· Click on the month heading to change a month at a time.



The W (weekly) and SB (short breaks) boxes to the right of the calendar allow you to add in the weekly and short breaks that you set up earlier in the default page. Click in the box directly below the W or SB to enter all the weekly stays and short breaks for the whole month. 
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You can also enter these week by week simply by clicking in the W or SB box next to it corresponding week. Once you have selected the box, the W and SB symbols will appear on the calendar to show the start days for weekly and short breaks.
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The edit option to the right allows you to make changes to prices for both weekly stays and short breaks.
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To view the next month you can use the blue arrow to the right of the current month header. To look further into the future you can use the blue drop down arrow to the right. This allows you to look up to 12 months on.








· When you have completed entering your availability, click the SAVE button at the top right of the screen. If you are not happy with your changes or have made a mistake you can use the Discard button at the top right of the screen.
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