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Updating Availability

To access the Extranet open your Internet browser and type the following into the address box;

http://extranet.swt.nmspace.net or details on how to access the availability extranet from your website
Click Go.

Detailed instructions can be accessed by clicking on the [image: image2.jpg]Download Help Documentation



 link at the bottom of the page.  

Enter your User ID and Password and click on Login.

If you do not have a User ID or Password please use the contact details at the end of this sheet to request your 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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	Users who manage multiple establishments can select the establishment that they wish 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.


To update availability click on the [image: image4.png]


 button on the left of the screen.
You will be presented with a screen that lists all of your room types.  The following shortcut options are available at the top of the screen;

[image: image5.png]Set blanks to default Prices



  This button can be used to enter standard pricing into any fields that have not already been updated with a price.
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 Clicking on this button will populate all of the price fields with the standard prices.
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 This button puts ticks in the indicative field for each night.  These ticks indicate that Tourist Information Centre staff and visitors will need to check that you still have availability prior to placing a booking.
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 Clicking on this button will remove the ticks from the Indicative fields.  This will mean that Tourist Information Centre staff and visitors to the website can make bookings with your establishment without contacting you. 
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 This automatically populates the room field with the maximum number of that room type.  This indicates to visitors that all of your rooms are available for the week.
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 This button will put a 0 in all of the room fields for the whole week which indicates that you are full and have no rooms available.

To update a weeks availability select the week that you would like to update by clicking on the dropdown at the end of the [image: image11.png]Jump to[30 march 2007 v



 box.
For each room type enter the number of rooms that you still have available into the rooms field for each day and then update your prices.  You can either use the buttons described above or click into the fields and type the correct amount.
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If you plan to only take guests who are going to stay for a certain number of nights click on the dropdown at the end of the No Minimum box and select the required number of nights.
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Clicking on the small triangles next to the fields at the top of each week will copy the information from the top field into the fields below.

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

To continue updating for another week select the week that you wish to update from the Jump to dropdown and repeat the process above.

Coping Availability into Subsequent Weeks

It is possible to copy the information into subsequent weeks.  First save the changes to the current week by clicking on Apply, then use the [image: image14.png]Copy into | 30 March 2007 % |[]



 dropdown to select the week to copy the information into and then click on Apply.

Copying Availability into Multiple Weeks

It is also possible to copy availability into multiple weeks by clicking on [image: image15.png]


 next to the copy into box.  Select the weeks that the availability needs to be copied into (multiple weeks can be selected by holding the Control key down and clicking on all of the weeks that the availability should be copied into) and then click on OK.

Amendments to Details
If you require assistance please email Claire.toze@exeter.gov.uk or call 01392 265209.
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