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1 Overview

Welcome to the new myATDW platform where you can create and manage your business’ ATDW listing.

myATDW is a user friendly, time saving, online tool that allows you to review, update or add your own listing in
the Australian Tourism Data Warehouse (ATDW). At renewal time you will also be able to pay online to renew
your listing via credit card and BPAY (please note events are free to list). You can access your own myATDW
listing at any time to ensure your listing displays the most current and accurate information. A new listing and
any changes will go through a Quality Assurance process to ensure all content quality standards are met before
the listing is released live.

This user guide will demonstrate what’s involved in maintaining your listing’s information (some of which are
new sections added to myATDW) and highlight some of the key steps to create your Accommodation listing

using some great new features in the Brochure View (see Figure 1).

myATDW is supported by the following web browsers: Internet Explorer 8.0 or above, Firefox 3.5 or above,
Safari 4.0 or above and Chrome 6.0 or above.
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Figure 1 Brochure View
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2 Create and Manage your Listing

New Members

Visit www.atdw.tg.com.au/mytourism/registrations to register your business (See Figure 2). Within three

working days, you will receive an email with your username, password and link to www.tg.com.au/atdw to log-

on and create your listing.

Please note you can only create listings under the one category. If you feel your business falls
under another category or you are holding an event, please contact Tourism Queensland’s ATDW
Team to allow this access. You will then be able to manage all your listings under the one login.

Please note: A new listing can take approximately 30 minutes to 1 hour to complete. Please consider this
when scheduling time to create your listing, otherwise you have the option of clicking 'save' and returning to

your listing at a later time to complete.

myATDW Registration Form

In order to create a listing for your business via the Australian Tourism Data Warehouse (ATDW), please create a user account by
completing the registration form below. Contact information entered below will not be displayed on your listing; it is purely for Tourism
Queensland's records if we need to contact you regarding your listing.

How much?

$200: Annual subscription fee for 2012/2013.

A 550 discount applies if you're a member of one or more of the following organisations.
There is no costto listan event.

Ifyou have any questions, please contact the Tourism Queensland ATDW team on 1800 629 749 orvia atdw@tg.com.au

Business Details

Registered Business Mame*

ABM

Affiliated Membership*

Froduct Category®

Address*

SuburbiCity*

State*

|
|
|
|
UnitiLevel | |
|
|
|
Postcode* |

Contact Details

Title*

First Mame*

Last Name*

Email Address*

Yerify Email Address*

|

| |

| |
Phone Mumber* | | | |

| |

| |

| |

Website URL

User Account Details

Username* | |

Password* | |

Verify Password* | |

Figure 2 Registration page for new members
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Existing Members

Head to www.tg.com.au/atdw to login in to myATDW with your username and password that were provided

following registration. Once you login, you will be taken to a screen where you can view your product details

(brochure view Figure 1), pay for your listing, or create a new listing.

Please note you can only create listings under the one category. If you feel your business falls
under another category or you are holding an event, please contact Tourism Queensland’s ATDW
Team to allow this access. You will then be able to manage all your listings under the one login.

In the top right hand corner you will see a button called ‘My Business’ and ‘My Profile’. If you click on My
Business you are able to edit your business name and address details (see Figure 3). Under ‘My Profile’ (see
Figure 4) you will be able to edit the Sales and Marketing contact who should be the person responsible for
your listing. You can also update your password and email address, however your username will always remain
the same as you initially provided upon registration or as the username you were given. If you need to update

your username please contact our team via email on atdw@tg.com.au

whe, OHHSM

< eey\s Business Details a8\ 600 40
dwi@tg.com.au

Registered Business Name *

Jacob's Super

ABHN

Address *
30 Makerston Streq |

|
|
Unit/Level * | |
|
|

SuburbiCity * |

. ory: Accommodation In
State rently being updated.

Postcode * | |

Figure 4 My Business

0 629 749
dw@tq.com.au

Your Contact Details

wered by ATDOW
First Name: |, |
l Last Name:
3 | |
Phaone Number: 099999999
Email Address: | - |
ory: Accommodation In
Your Password rently being updated.
Old Password: | |

New Password: | | —

=

Retype Password: | |

Im: =

Figure 3 My Profile
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To update or renew you will need to click on view your product details. This will take you to the Brochure
View where you can click on the edit button in the left hand corner of specific sections you would like to edit.
Otherwise you may click on the Wizard button (see Figure 5) which will take you through the step by step
process. The Accept button in the top right next to Delete and Wizard, will submit any updates which are sent
to Quality Assurance (QA) to be checked first before your listing is released live and updated on distributor
websites. Please note, once you have accepted and your updates are with QA, you can’t go back and edit/add

more information to your listing until it has been released. You will be notified by email once your listing is live.

Home < Brochure View

Kersty's Retreat

AAAT Rating: No Star Rating Information

Click to use guided wizard to update all
fields on record

Accept

Photos

Click to add preduct communication details

B pescription

Describe your business here. Describe your business here. Describe your business here. Describe your business here. Describe your business here.
Describe your business here. Describe your business here. Describe your business here. Describe your business here. Describe your business here.
Describe your business here. Describe your business here. Describe your business here. Descrike your business here.

Figure 5 Wizard Button (Top Right)
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3 The Brochure View

For new members, it is recommended to use the Wizard to guide you through the steps of creating a listing to

ensure you don’t miss any important details.

Please note: A new listing can take approximately 30 minutes to 1 hour to complete. Please consider this
when scheduling time to create your listing, otherwise you have the option of clicking 'save' and returning to

your listing at a later time to complete.

This section won't go through each Step as most are self explanatory and you will find help text to guide you

through it, although some Steps are explained further below (these aren’t in order of the Wizard steps).

e Name and Description (Step 1)

The description must be a minimum of 50 and maximum of 200 words. The first sentence of the description is
the most important as this is the text displayed with the Search Results from any ATDW record search. In
saying that, you need to entice consumers to want to find out more about your product so that they click on
the ‘More Details’ link on the website to view the full product listing. This sentence should be emotive,
descriptive, contain your business name and target keywords so that the consumer wants to read more.

The second paragraph should provide additional information although not about the specific room types offered
as each room type will require a description of their own. As this is the first Step in the Wizard and new
operators may be unsure as to where to include other information, you can always save it and then click on the
edit icon for the description at a later stage. There is a separate section for property and room facilities, rates,
website address and contact details so it is best not to state this in the description. If you have created your
text in another document, or wish to use something off your website, you can simply copy and paste it into the
text field.

Remember to keep the language simple and to the point!

e Alternate Names (Step 2)

Alternate names for the product can be entered here including Previous Name, Registered Business Name,
Search Name, Parent Company, Previous Names and Trading Name. Using the Alternate Names is a good way
to deal with businesses that have variations of spelling i.e. Bay View and Bayview. The second version of the
name can be added as an additional Search Name, so that consumers will find the record via both spellings.

If your business has recently changed names, you should select Previous Name or if your business trades as
another name but wish for it to be displayed differently you should use Trading Name (See Figure 6). For
example, the Registered Business Name Country Comfort Toowoomba, Previous Name was Highfields Travel

Centre Motel and the Product Name is Country Comfort Toowoomba.
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Alternate Names + X

Please provide details of any other names your listing is known or registered as. Select the relevant
Name Type from the available options. If your product isn't known by any other name, please proceed to
the next screen by clicking the ‘Hext' or 'Cancel'.

@ Add More

Hame Type Details Market Written In

| [Engiish / Global |8 | English 38

Dizplay Mame

Regiztered Businezs Name
Search Name

Parent Company

Previouz Namez

Trading Mame

Figure 6 Alternate Names (Optional)

e Star Rating (Step 7)

For consistency Tourism Queensland only recognises AAA Tourism Star Ratings. Half a star is recognised by the
outline of the next star (See Figure 7). If you haven’t been rated by AAA you must select not available. The
green star represents Eco-Friendly Star Accreditation recognising accommodation properties that care for the

environment. For more information or to check your Star Rating, visit www.aaatourism.com.au.

Star Rating - Step 7 of 65

If you have an accredited star rating through AAAT, please select the star rating. If you are Not rated with
ARAAT, please select Hot applicable. At least one must be selected.

% [ [Jh*
%% [J*x%x* []h K ksr
[ X%k ok []% %%k [h*xxkk
[ Met Avaiable |:|

Figure 7 Star Rating

e Comment (Step 12)

The ‘Comment’ step is an opportunity to add other general information about your accommodation listing. We
recommend you provide further information for consumers on Cancellation Policy, How to Get There and Tariff
Information to maximise your listing. You can list more Comment Types by selecting Add More and choosing

from the drop down list (See Figure 8).
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nment - Step 120

This screen enables you to provide detailed information about your product using the *Comment Type'

selection as a guide for the information required. Eg How to get there, Hotel pick-up, cancellation policy
etc.

@ Add Mare

Entity Facilities (English / Global)

How to get There (English / Global)

Comment Type

| How to get There W
Sequence

[ 100 |
Details

Turn off the Captain Cook highway onto Vievers Road, Palm Cove.
WMcDonald Cloze is approximatehy 500 metres along on your right.

Dasig at Palm Cove iz 20 minutes north of Cairne ghopping, night

clubs, theatrez and cazino. It iz 30 minutes south of the vilage of Port
Douglas.

Perzonalized transfers are available from the airport.

Market Wiritten In
| English / Clobal | | English w1

General Comments (English / Global)

Figure 8 Additional Comments

e Indicative Rate (Step 13)

Indicative rates are the lowest and highest cost for your accommodation property across all room types
including all seasonal variations (See Figure 9). These prices must be bookable at any time throughout the year

for a consumer. They are formed on a ‘per room per night’ basis. It allows for a consistent comparison between
listings (children and senior rates excluded).

If your property only offers a minimum of two nights or more, you will need to divide the rate by the number of

nights to calculate the per night rate. You should provide information in the ‘details’ field as to how this rate
was derived.

For example, if you only offer weekly rates that range from $700 - $1400 (to cover all room types), you should
divide these figures by 7 nights.

Therefore your ‘from rate’ would be: 700/7 = $100
And ‘to’ rate: 1400/7 = $200

Y
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Please note: Indicative rates for specific room types will be entered at a later step when you add your room
types.

For assistance with indicative rates please contact the Tourism Queensland ATDW team via atdw@tqg.com.au or
call 1800 629 749.

Indicative Rate - Step 13 of 65

Please provide the lowest and highest Adult rate per night (based on two people) for all room types
available. This allows for a consistent comparison beteween listings (Children and senior rates excluded).

If your property only offers a minimum of two nights or more, please divide that rate by the number of
nights to calculate your per night rate. You will also need to provide information on how this rate was
derived in the 'details’ field.

Eg: If you only offer weekly rates between $600 and 700, divide these figures by 7 nights. You would
then set your 'from' rate as $85.70 (3600/7) and 'to' rate as $100 (3700/7).

Please note: Indicative rates for specific room types will be entered in a later step.

For assistance with indicative rates please contact the Tourism Queensland ATDW team via
atdw@tq.com.au or call 1800 629 749,

Rate Basis * From Rate * To Rate * Details
Room Only || 16200| | 343.00]|

Accommedation - All Incluziy
Per Campzite

Entire HouzelApartment
Package

Room and Breakfast

Room and Dinner

Room, Dinner and Breakfast
Full Board

Room and Light Breakfast
Room COnby

Room and Breakfazt Provizi
Room and Tranzfers

Per Unit

Figure 9 Indicative Rates
e Multimedia

Images

The next few steps take you through the image gallery for your product. By clicking Next the Wizard will take
you to the next step to upload an image, however if you click Proceed to next item this will take you to the
next main section in the wizard which you should select once you have finished uploading your photos.

For an accommodation product, you can upload up to 4 images and one logo against your myATDW listing.
You can also upload 4 images for each room type which will be entered at a later step. It is recommended you

upload only landscape images as www.queenslandholidays.com.au can‘'t display portrait images (for existing

members who have portrait images uploaded, please note these won’t appear on Queensland Holidays). Only

the first image will be displayed on www.queenslandholidays.com.au for each room type, however other

distributors of your content may have the ability to show all room images supplied.

Y
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Images are resized automatically for you, however it is best for ease of uploading to ensure the image is less
than a 1MB file. To ensure your image is compliant, please refer to Figure 8 below for guidelines:

Multimedia Requirement Accepted File | Preferred Maximum  File
Restrictions
Image 1 (max 4) .jpg Landscape (280 | 1MB each
x 210)
Logo Optional .jpg or .gif Landscape 1MB

Figure 10 Multimedia Guidelines

As part of myATDW, we are now collecting data from YouTube, Twitter and Facebook which will increase the
richness of data and quality of the end users’ experience.

YouTube
YouTube videos are optional. You can either copy and paste the individual YouTube URL (i.e.
http://www.youtube.com/watch?v=YpFKt8hvKKE) or enter your YouTube user account (i.e. Queensland) and

click *Get Video’ which will take you to your YouTube channel where you can select a video to add to your
listing. Select up to 4 videos to add to your listing.

Social Media
Please provide your social networking URLs for your business. NOTE: Tourism business focused social
networking accounts only. For example

=  Facebook: http://www.facebook.com/visitqueensland

=  Twitter: http://twitter.com/queensland

e Room Types (Step onwards)

Here you will be asked to list the type of rooms you have to offer. You can list as many as you like e.g. One
Bedroom, Two Bedroom, Three Bedroom Ocean View, Superior Suite, Penthouse etc.

The next step will prompt you to describe each Room Type with a minimum of 10 words and maximum 125.
Here you should include the type of bed in the room, how many bathrooms, if it is air-conditioned, contains a
TV, type of kitchen facilities etc. In the following steps you will be asked for this specific room’s indicative
rates, you may upload up to 4 images of the room type and YouTube videos if relevant.

e Submit

The last step in the Wizard will ask you to ‘Submit’ your new listing or any updates made. You have the option
to enter details of changes made to your listing if you wanted to keep track of what has been updated.

Tourism Queensland will review and publish your listing within 3-5 business days. You will be notified by email
when your listing has been published on up to 50 travel websites via the ATDW which includes Tourism

Queensland's website: www.queenslandholidays.com.au

tqg.com.au fQ._uee nslandl
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To save the changes without submitting, click Save and log off. You may then log-in at a later stage and click

Accept (See Figure 11) in the top right corner to send your update’s to Tourism Queensland for approval.

Home < Brochure View

Eleni's Bed & Breakfast

Star Rating W W W

. Click here to submit changes for QA

E - Accept | |l Delete ' _}’- Wizard
I

request G4 and make your changes Iivek

Photos | ¥outube | Logo B Location
; ﬂ} Physical Address T Tel ephone

30 Makerston Street 07 3535 5033
Brizbane T Fax
Queensland 4000 & Mohbile
it Postal Address 0422 400 143
30_ Makerston Strest & Freecall
Brizbane = 7
Queensland 4000 Em%”_
|.- M Coiordiales eleni.pippos@tg. com.au
Latitude: Ewen

-27.457084500

Lengitude:
153.018515300

Figure 11 Accept Button (Brochure View)
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4 Payment

For new listings, once you have completed all necessary steps in the Wizard you will be prompted to make
payment. For existing operators that are renewing their listing for a new subscription year, you will need to
update your listing and make payment to renew. When you log in, you will find the ‘Pay for your listing’ button
on the overview page (See Figure 12). If you click on this prior to updating your listing, you will be prompted to

view your details and ensure we have accurate and up to date information before you can make payment.

Jacob's Super - Powered by ATDW

Jacob's Super Duper B&B
30 Makerston Street, Brisbane Queensland 4000

Product Category: Accommodation In
edit mode, currently being updated.

== Your Product Listing
ii © view or Uy My P

/I o Pay for your listing
° Click here to create a new listing

Figure 12 Home View

Payment can be made by either B-PAY or credit card. Accreditation Discount applies if you have chosen one of

the affiliated memberships outlined in the registration form (See Figure 13).

Kersty's Fun Park

30 Makerston Street, Brisbane Queensland 4000

Kersty's Fun Park ETD 552 sEE

To finalise your listing you must agree to the Terms & Conditions and choose your preferred payment method then click 'Proceed’.

Date: Tth Feb, 2012

Hame: Gemma Haskings

Product; Kersty's Fun Park

Address: 30 Makerston Street, Brisbane Queensland 4000
Description GST Amount Total
& ATDW Subscription for 2012/2013 51818 520000
& Accreditation Discount $-4.55 $-50.00

Taotal Payahle | $13 6d $A50.00

W I have read and accept the terms and conditions

Payment Options

Flease select @

se select

BFay
Credit Card

Is from 1 April to 31 March each year. Your listings will expire 21 March 2013,

Figure 13 Payment Step 1
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Credit Card
After selecting Credit Card, you will be taken to a screen with an invoice and the necessary fields to enter your
credit card details. You will be emailed a copy of the invoice as well.

B-PAY

After selecting the B-PAY option, an invoice will appear on screen and also emailed to you. Visit your Internet
Banking site and continue to transfer the amount on the invoice using the reference number and billing code
provided. For your convenience, you can print the invoice by clicking the ‘Print” button next to Step 1 (See
Figure 14).

Kersty's Fun Park

30 Makerston Street, Bisbane Queensiand 4000

Kersty's Fun Park 6@ | sep1  step2

Fint

Thank you for electing to pay for your Tourism Queensland listing by BPay. A copy of the invoce has been emailed to you.

TAX INVOICE
unie Tourism
E.,MMeensland

Tourism Queensland, Level 10 Tourism Queensland House
30 Makerston Street, Brisbane Queensland 4000
ABN 77 745 152 359

Date: 7th Feb, 2012
Hame: Gemma Haskings
Product: Kersty's Fun Park

Figure 14 Payment Invoice
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