Updating Availability on www.heartofdevon.com 
To access the Extranet open your Internet browser and type the following into the address box;

http://extranet.swt.nmspace.net 

Enter your User ID and Password and click on Login.

Once logged in you will be presented with the details for your establishment.  

To the left-hand side of the screen there will be 5 main buttons as follows;
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	Select the establishment to update.  

	
	Displays the details for the establishment.

	
	Allows the updating of establishment details.

	
	Allows the updating of availability and pricing information.

	
	Viewing of statistics

	
	

	
	Detailed instructions on how to use the availability extranet


To update availability click on the [image: image2.png]


 button on the left of the screen.
You will be presented with a screen that lists all of your units – select the unit for which you wish to update availability.
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Which unit would you like to edit availabilty for?

% The Farmhouse

sumAugs 0 daye avaabie, IR, 52 dovs urkooun

% The Hayloft

SumAug: 0 days avatabie, IR, 52 doys urkooun




· Double-click on a day, week or month to change availability between available (green) and unavailable (red) for that period. 
· Right-click on a week or month to set advanced options for that period. This includes copy and paste functionality. 
· Tick the W tickbox to enable Weekly stays during that week or month. 
· Tick the SB tickbox to enable Short Breaks during that week or month. 
· Click the Edit button to edit prices and advanced options for a week. 
· You can right-click on a month heading or a weekly stub to perform additional actions such as Copy and Paste.

Once you have updated your availability and price information for the week click Save.

Amendments to Details
If you require assistance please email claire.toze@exeter.gov.uk or call 01392 265209. More detailed instructions are available on request.
