Sanibel & Captiva Chamber of Commerce
“DAILY VACANCY” Lodging Instructions
January 2017

Overview

The Daily Vacancy Lodging application provides accommodation members the ability to
post daily room availability on our website and handout in our Visitor Center.

The new system requires that you log on to your ‘Business Member Login’ web page
“‘each day” that you want your availability to be active on the website. “Each Day” is
defined as a 24-hour period. You may log in anytime within a 24-hour period and your
vacancy will be active for the next 24 hours.

Even if you have no changes to your availability information you must
‘re-activate’ your listing each day by logging on and clicking on the
Lodging / Vacancies. Your information from the previous day will still
be stored in the application; you won’t need to reenter anything unless
there are changes.

All accommodation members using the application are required to follow the Chamber’s
Daily Vacancy policy. If you are not familiar with the policy, please see the last page of
this document.

Getting Started
You must first go to the Chamber web site at: www.sanibel-captiva.org

Click on ‘BlSHCSSIVIEMBENEOGIN 2t the top right side of the Home page.

This will return the Members Iogln screen.

File Edit View History Bookmarks Tools ulpﬁ "':b b — - — ‘ 1! o= .ﬁ '
{1 »gin - — Sanibel Captiva Cham.. w'-.\q.

€ priew.chambermaster.com;log o O, pine warbler > ﬁ 85 9 4 # ’Z =
B AoLcom @ cc @ City @ Godaddy S Analytics (7) Sptestrot [l WunderMap G Google Drive @ TViewer % CMS Login @ Sanibel Captiva Cham... @) CM %% Weather & NHC WF WaTransfor

»
Oificial Wrtndte - Sanibed hland & Captiva hland Chamber of (emmere 0 HOTEL DEALS m =

Sanlbel;goaptlva WheretoSTAY +  WheretoPLAY v WheretoDINE +  WheretaSHOP  WheretoLIVE  lstand WEDDINGS  lstands INFO

LODGING SPECIALS ~ LIVE BEACH CAMS ~ BUSINESS SEARCH

Login

. Ty 1|:r.1s.w

12/30/2016

Page 1 of 7 1/20/17



Sanibel & Captiva Chamber of Commerce
“DAILY VACANCY” Lodging Instructions

January 2017
Enter your login (your assigned Member Number)
Enter your Password. (the same one you have been using).

The next screen you will see is the Welcome screen
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Company Information

Weicome to the ‘Member Information Center” section of the Sanibel & Captiva Islands
Hot Deals Chamber of Commerce website. As a member of the Sanibel & Captiva lslands
‘Chamber of Commerce you have the opportunity to market your business to
Member To Member Hot Deals consumers visiting hitp:/fwww.sanibel-captiva.org by enhancing your website APRIL 2017
Esting with pletures and text. You can alse past hot deals, job openings and events, add
Job Postings kaywords o help consumers find you whan they run saarches, and run reports 1o see
hit statistics for your website lsting and banners. (access to certain section will depend Sanibel & Captiva Islands

Maodules. Uty - e
on your website Sponsorship Level) Chamber of Commarca 2017

Annual Meeting

In addition, the Chamber has added several additional sections in the menu column
5 | & Captiva | f
Links Under the 'Chamber Links' section you will find documentation on how to use the SEALA CApion el ¢ b
amihar |ninmatia antar v’ faatire mber ARty statia ot & Bin o Commerce Annual Membership

The first time you use the Daily Vacancy Lodging application, you are
required to setup your accommodation information.

The Daily Vacancy Lodging application has been pre-populated with the
information. However, we recommend that you review this information.

Setting up your accommodation information

When you have logged on to the Welcome screen, look for the ‘Modules’ heading on
the left hand side of the screen.

Click on ‘Modules’ and a drop down entry named ‘Lodging’ will appear.

Click on ‘Lodging’.

You will now see this screen
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Company Select an accommodation type, then select the amenities available for that accommodation type. If you have multiple rooms of the same type
with different accommodation amenities, chocse all of the amenities that apply to any accommodation of that type.

~

Personal

Billing

Example: You have 2 rooms with a double bed. one has a fireplace and the other does not. You would select fireplace' as an amenity for

rooms with & double bed,

+ Room Information Room Details

Facility Information Accommodation Type

Available Rooms ~
Vacancles
Number of Units: Nights: Description
o 1+ Test Entry - 200 characters
Save Changes Cancel Changes

1:16 PM
4/11/2014

Desktop a1 #

Under Room Details
You will see the following fields:
‘Accommodation Type’ — this is NOT Used
‘Number of Units’ — this is NOT used
‘Nights’ — this is the number of room nights you have available
Most members use some like — 2 — 7 or 1+++++
‘Description’ — Enter a short description of your accommodation and / or
specials you are running (no rates please). You can change this as often (or
not) as you like.
Make sure you click ‘Save Changes’ if you made any.
Next click on ‘Facility Information’ on the left side.
You will see this screen
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A Wi-F

Roem Information

Lodging Notes

Facility Information N N N
Y Nete: This field ks intended for use by lodging facilities who need to inferm customers of special information about their beoking process. For

example, a description of full or split week options could be put here, such as “Weeks only except early June & late Aug (3 day minimum])”,

Vacancies
s The information should apply to all accommedation types.

Ledging Description: (75 character maximum)

Not used

Save Changes Cancel Changes v
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A default set of Site Amenities has been selected for you.
You may change and/or select all that are appropriate and click on ‘Save’'.
Note: you may select multiple sleep groups (this field is used on the Daily
Vacancy selection screen by on-line visitors). If you think checking both
Sleeps 1-2 and 1-4 will help on-line users find your business, then do so.
Currently the ‘L. odging Description’ field is NOT used.
If you make any changes, make sure you click the ‘Save Changes’ button.

Next click on ‘Vacancies’ on the left side.
You will see this screen.
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In this example, all rooms are ‘available’.

By default, all days are ‘available’ (unchecked). You only need to check a box for
any day for which you have no vacancies. Make sure you press ‘Save Changes’ if you
make any changes.

Please note: you must still log on each day to activate your availability for the day.
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You can now log off by clicking the ‘Account Settings’ in the upper right hand portion of
the screen and the drop down will have ‘Log Out’ at the bottom of the list.

Your listing will now appear on the Chamber web site on the Daily Vacancy screen.

In addition, the staff at the Chamber Visitor Center will have a printout of all active
listings to assist walk-in visitors.

Updating your daily availability information

Each day (at any time during the day) you can log on and make any necessary changes.
You must log on each day and click on “Modules / Lodging / Vacancies’ in the menu list
to force activation of your availability.

If there are no changes to your settings, you can just log off. Your accommodation listing
will be active for 24 hours.

Page 6 of 7 1/20/17



Sanibel & Captiva Chamber of Commerce
“DAILY VACANCY” Lodging Instructions
January 2017

Chamber Daily Vacancy Lodging Application Policy

The Chamber ‘Daily Vacancy’ Application Policy is intended to provide all accommodation members the
guidelines for proper use of this application. Failure to follow this policy could result in being excluded from
participation and use of this ‘courtesy" application.

Each participating business will receive a ‘user name and password’ from the Chamber. It is your responsibility to
keep this user name and password secure. The Chamber will maintain all user names and passwords and will
change or reset passwords as required, during normal business hours. Chamber Visitor Center staff will not
provide user name and password maintenance. Each participating business may have only one lodging
accommodation listing.

The description field on the entry form can contain any appropriate description about the accommodation with the
exclusion of specific rates. The accommodation description is limited to 200 characters or less (characters are
defined as letters, number, special characters and spaces).

The Daily Vacancy lodging application is open to participating businesses for entering their daily vacancies at any
time. It is the responsibility of each business to update and ‘re-activate’ their vacancy entry each day and to de-
activate any entries no longer valid during the day.

The Chamber reserves the right to modify or remove any listing that doesn't conform to these
standards.
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