
Instructions On Updating Your 
Web Listing forWeb Listing for 

VisitStPeteClearwater.com



Logging In

Log-inLog in

Please use data.visitstpeteclearwater.com to log in.



Signature

The signature page records who at your 
organization is making updates for thisorganization is making updates for this 
particular session.

The page defaults to display all contacts. New 
l b dd d d t b t it dpeople can be added as updaters, but it does 

not add them as a contact within the listing.



Main Display
Elements of main display view

•Signature at top right; can be 
changed it if there’s a mistake in 
who is updating the listing.
•Logout button.
•Time/date stamp of last log in.
•Business name in large bold•Business name in large bold 
letters. 
•Edit business name link; allows 
you to request a name change.

(This must be approved by 
the  VSPC)

•Throughout the site, clickable 
links are colored navy blue and 
action links like edit, save and 
cancel are emphasized bycancel are emphasized by 
parentheses.
•Scroll down the page to view all 
modules – allows you to jump to 
a particular section if you only 
wish to update those detailswish to update those details.



Business Information
Business Info
Physical and mailing 

addresses.
Published city –

changes must bechanges must be 
approved by VSPC 
since this can affect print 
guide placement.
Emails and websites 

accepted for the general 
property and booking 
needs.
Local and toll free #s, 

as well as faxas well as fax.
Mapping: you have the 

power to pinpoint your 
exact location on the 
map to ensure it is 

t th it Thaccurate on the site. The 
map address button will 
map to the physical 
address details, but the 
red map pointer can be p p
manually moved to more 
specifically pinpoint your 
location.



Contact Information
Contacts
•Contacts are used 
for internal 

i l tpurposes;  mainly, to 
let the VSPC know 
who to contact for 
periodic updates.
•A primary contact is p y
always necessary as 
this tells us who is 
the first person to go 
to request listing 
updatesupdates.
•An emergency 
contact is also 
required for 
contacting during a 
weather emergency.
•Partners will have 
the ability to update 
room inventory via a 
separate page if aseparate page if a 
weather emergency 
is declared. 



Amenities
Amenities
•On the main screen you 
can view all the 
amenities your property 
already has selected.
•Clicking the edit link will•Clicking the edit link will 
open up the panel to 
display all possible 
amenities.
•To add an amenity, 
simply click it; it will 
highlight peach. To de-
select, click again.
•NOTE: amenities in red 
can only be changed bycan only be changed by 
VSPC.
•For input fields, start 
typing in the box and the 
highlight will appear.
NOTE t ll iti•NOTE: not all amenities 

will be displayed across 
all products (website, 
Visitor Guide, Area 
Guide, etc.))
•When you’re done, click 
Save and the panel will 
close.



Descriptions

Descriptions
•Any product (such as a website listing, a listing in the Visitor Guide or Area Guide) 
with descriptive text that  about your business  is found under “Descriptions”. will show 
up here. Each will be listed accordingly with the name.
•To edit or add a description to a product, click the product’s name.
•NOTE:  Please follow style and editing “Best Practices” that can be found on 
http://www.pinellascvb.com/cms/index.php?id=23 .  VSPC retains the right to 
modify listings for style content relevancy and consistencymodify listings for style, content, relevancy and consistency.
•Bold and italics are formatting options, can add special characters like accented 
letters, and the character count is displayed in the upper right.
•When you’re done, click Save on the upper right hand corner.



Assign Photos to Website

Media Gallery 
•The Media Gallery is  where you can upload photos, videos and 360-degree external image links. Please note, the current 
VSPC website only supports images at this time, Only images will  be displayed until the VSPC web re-design is complete.y pp g , y g p y g p
•Clicking edit opens the gallery where you can add  media and you can edit caption and category data for photos and videos.
•Each photo or video should only have one category chosen; this determines pulling the appropriate photos for different 
locations, such as a meetings site vs. the regular consumer site.
•Managing your gallery by products allows you to specify which photos you want to feature on a particular website.  The 
VisitStPeteClearwater Meetings website will be added shortly.
Th i b tt i di t th i h t t t b di l d ith t•The primary button indicates the main photo you want to be displayed with your property. 

•Adding video is similar to adding photos; videos must be reviewed  by VSPC before posting on the site. (Future feature)
•360-degree images are contained  only as links;  links will display on the media section and  will open in a pop-up.
•Please follow “Best Practices” for updating images and videos found on  http://www.pinellascvb.com/cms/index.php?id=23



Adding Accommodation SpecialsAdding Accommodation Specials

• To add an accommodation special, scroll down to the Hot Deals & Special Offers module 
d li k “Add N D l”and click on “Add New Deal”.

• Please remember, only three deals can be posted at a given time.  These may be 3 “Hot 
Deals” or a combination of “Hot Deals” and Wedding specials (posted on the wedding 
pages of VisitStPeteClearwater.comp g



Adding Accommodation Specials

E t i l d l i th tli id d• Enter your special deal using the outline provided. 
• Be sure to include a Deal Title and the dates when your  special is available.
• You must  check the www.VisitStPeteClearwater.com url box and indicate which page your special  
should be displayed on (All Inclusive Wedding Packages, Honeymoon Packages or Hot Deals). Your special 
will not be displayed if you do not check one of these  page boxes and the url box.
• Choose one deal detail that best represents the value received from your specialChoose one deal detail that  best  represents the value received from your special. 



Adding Accommodation Specials



Adding Accommodation SpecialsAdding Accommodation Specials

• Complete entering the deal by including the property phone and otherComplete entering the deal by including the property phone, and other 
contact information requested.

• Add a description and any potential disclaimer (disclaimer not required).

• Published dates are the dates your special will be posted on the 
www.VisitStPeteClearwater.com website.  - Please note, deals require 24 
hours before being displayed on the website.

• Click on the image you would like included with your special or no image will 
appear.



Other Listing Details
Meeting Room Information
• Meeting room information currently displayed on the Visit St. Pete/Clearwater 
Meetings website can not be updated via this module at this time.  This feature will be 
available with the VSPC website re-designavailable with the VSPC website re-design.

Events
• The ability to add special events to the VisitStPeteClearwater.com website will be 
available with the VSPC website red-design.

Timing
• New listings will be posted within a week of submission. New specials require 24New listings will be posted within a week of submission.  New specials require 24 
hours before posting.  Other updates to listings will  be displayed within an hour of 
making changes.

EditingEditing
• VSPC retains the right to modify all copy based on formatting, grammar and 
punctuation. Excessive formatting (all bold, underlines, un-needed punctuation !!!, etc.)  
will be edited.  

• Best practices regarding business listings can be found at: 
http://pinellascvb.com/files/business_listings_best_practices.pdf


