LOIS Extranet User Guide

How to update your entry

To add or amend information on your accommodation establishment on LOIS,
please follow the instructions below. For any further assistance, please contact the
Tourism Service on 01524 582816.
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TAB 1 (DESCRIPTION) UPPER SCREEN - Editing Your Contact Details

/
Update your
BUSINESS contact
You can’t make any details as
changes to your necessary.

business address

here as this is linked

to your quality
grading accreditation.
If you think

something is
incorrect please

contact the Tourism < A I
Service on 01524
@2816. /
List any key words
which will help to find

Click the Green Arrow to you in search results.
locate yourself accurately
on the map. This will open
in a new window.

l Click on the map

exactly where you
are. Once you are
happy click OK.

END OF TAB 1 (DESCRIPTION) UPPER SCREEN




SAVING YOUR WORK

@A\VE YOUR WORK!! \

Click Apply to save without
closing the window and
continue working.

Only click OK to save and
close the window. Your
changes will be saved and it
will take you back to the start
screen.

-

WE STRONGLY ADVISE YOU CLICK THE APPLY BUTTON ON A
REGULAR BASIS AS YOU ARE WORKING TO AVOID THE POSSIBILITY
OF LOSING ANY WORK.




TAB 1 (DESCRIPTION) LOWER SCREEN — Writing and Editing Your

Descriptions

PLEASE NOTE PRIOR TO WRITING YOUR DESCRITIONS

We advise that you write your text using an application such as Microsoft
Word first, and then copy and paste it into the LOIS Extranet. This way you

can save and use it for other things too, as well as being able to spell check
your work.

Before you start writing your Descriptions, please make sure you refer to the

Description style guidelines and information on the next pages (see Page 6-
9).

When you have finished click

Apply to save your work. Also
do this periodically.

To start editing your
Descriptions click on

Provider Edit. The text on the descriptions

will go grey and you will not be
able to see the changes you
have just made, as they do not
go live automatically.

— L

To check the changes you have made are still
there, or to make any further changes, click the
Provider Edit button again. The text will turn
black again and you will see the changes you
have just made. When you have finished, click
Apply again.

G -




STYLE GUIDELINES

Please write your description personally (using ‘we’ and ‘you’) in the active. This
makes all of our establishments sound personal, welcoming and friendly to
potential visitors. For example:

Every morning we serve you with our locally sourced full English Breakfast in the Guest D
House Babylon.

Please DO NOT write your description impersonally (using ‘it’ or the name of an
object) using the passive. For example:

A locally sourced full English Breakfast is served every morning at the Guest House D
Babylon.

Please describe ONLY YOUR ESTABLISHMENT. A description of the destination
will already be included in all of our marketing materials. This will avoid having
multiple entries all describing our key destinations several times when the reader
has already learnt about our destinations. For example:

At the Babylon Guest House we offer a friendly service with ten en-suite bedrooms... D

The Babylon Guest House is situated in Morecambe in the Northwest of England just a
stone’s throw away from the Lake District and Blackpool where you can... D

Please spell check your description. Regretfully there is no spell check function
on the LOIS Extranet but you can easily copy and paste your description to
applications such as Microsoft Word which do have a spell checker.

BOX 1. DESCRIPTION

This is the main description of your accommodation establishment which will be used
for promoting your business. At times it may be shortened to suit different printed
publications as required. The full description will however usually appear, in full, on
websites such as citycoastcountryside.co.uk and visitlancashire.com. Your description
should be no more than 150 words. You may wish to look at the following example to
help you:




At the Babylon Guest House we offer a friendly service and traditional charm where you can truly relax
and enjoy the tranquillity of Morecambe Bay. When you arrive you will enjoy our inviting lounge area and
its alluring open fire where we offer traditional wooden games, open bookshelves and cosy armchairs,
as well as the day’s newspapers. On retiring, our seven tastefully decorated double and twin en-suite
bedrooms are all fitted with HD televisions with an inbuilt DVD player and digital recorder. We also offer
a full selection of herbal teas and coffees which we are pleased to replenish every day. Every morning
we look forward to serving you with our locally sourced full English Breakfast in our attractive oak
panelled breakfast room, with a chance to sample Morecambe Bay’'s famous shrimp as well as a fine

selection of home-made marmalades. We look forward to welcoming you soon.

BOX 2: SHORT DESCRIPTION

This is a brief description used to describe your establishment, which normally appears
in search results or on an introductory website page, or in printed publications with only
a small space available. Your Short Description should be no more than 50 words.

Please follow the guidelines as for the main Description (see Page 6). You may wish to
look at the following example to help you:

At the Babylon Guest House we offer a friendly service and traditional charm. With a cosy lounge,
attractive en-suite bedrooms and a locally sourced full English Breakfast, we are delighted to welcome

back our guests time after time.

BOX 3: ROAD DIRECTIONS

Please find some commonly required directions for your convenience. Please feel free
to copy and paste (this document is available from
www.lancaster.gov.uk/tourism/destination-management-system. The document is
available on the Download menu on the right-hand side).

If you have to write any additional Road Directions please let us know so that we can
share it with other people who may also need it:

To Morecambe:

Exit the M6 Motorway at Junction 34 and then follow signs for Lancaster. Join the one way
system (Caton Road) and go round the Kingsway Old Bus Station orange flats, keeping in the
right-hand lane. Pass a small retail park on the left just before a major set of traffic lights.
Continue straight ahead over Greyhound Bridge following signs to Morecambe.



Once in Morecambe... We are located at the West End of the promenade. / We are located at
the eastern end of the promenade. / We are located in the Central Promenade area. / We are
located in Morecambe town centre in the area of Pedder Street.

To Lancaster:

Exit the M6 Motorway at Junction 34 and then follow signs for Lancaster. Join the one way
system (Caton Road) and go round the Kingsway Old Bus Station orange flats. Pass a small
retail park on the left just before a major set of traffic lights. Turn left following signs to Lancaster
City Centre.

Once in Lancaster... We are located in Lancaster City Centre near Lancaster Town Hall. / We
are located in Lancaster City Centre near Lancaster Visitor Information Centre. / We are located
in Lancaster City Centre in the main shopping area in the vicinity of Penny Street and Market
Street.

To the Lune Valley:

Exit the M6 Motorway at Junction 34 and turn left, following signs for A683 Kirkby Lonsdale,
taking you through the Lune Valley.

We are... Located near Caton / Located near Kirby Lonsdale / Located near Carnforth.

BOX 4: PUBLIC TRANSPORT

Please find some commonly required directions for your convenience. Please feel free
to copy and paste (this document is available from
www.lancaster.gov.uk/tourism/destination-management-system. The document is
available on the Download menu on the right- hand side).

If you have to write additional instructions please let us know so that we can share it
with other people who may also need it:

Lancaster and the Lune Valley

The nearest railway station is Lancaster which is only a 5 minute walk from Lancaster Visitor
Information Centre, just outside the city centre. The station is on the West Coast Mainline with
regular mainline Virgin services to London & South and Glasgow & North. Local services
include a regular service to Morecambe, Heysham, Carnforth, Silverdale, Arnside and Bentham.
For more information call National Rail Enquiries on 08457 484950 or visit nationalrail.co.uk.

The nearest bus station is Lancaster which is less than a 5 minute walk from the central
pedestrianised shopping areas of St Nicholas©Arcade and Marketgate. Local, regional and
national services are available. For further information contact traveline on 0871 200 2233 or
visit traveline.org.uk.

Morecambe

The nearest railway station is Morecambe which is situated in the Central Promenade area on
Central Drive, a short distance from Morrison® supermarket. An additional station, Bare Lane, is
a ten minute walk from the eastern end of the promenade up Princes Crescent. Both stations
are served by a frequent service from Morecambe to Lancaster. For more information call
National Rail Enquiries on 08457 484950 or visit nationalrail.co.uk.



The nearest bus station is Morecambe which is situated in the Central Promenade area on
Central Drive, a short distance from Morrison® supermarket. There are frequent local services
available. For further information contact traveline on 0871 200 2233 or visit traveline.org.uk.

END OF TAB 1 (DESCRIPTION)

SAVE YOUR WORK NOW (SEE PAGE 4).




TAB 2 (FACILITIES) — Identifying what facilities your establishment has.

-

Click on the facilities
tab.

1 ]

Tick the facilities and
categories which
apply to your
establishment by
clicking on the boxes.

Some of these can be
repetitive, or not
applicable, but please
do persevere! /
T
Now click Apply to
save!l

END OF TAB 2 (FACILITIES)
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TAB 3 (OPENING) — When is your establishment open to bookings?

1 Click on the Opening
tab.

/

Tick the boxes as
applicable to you.

AN

Tick the
‘O’ box
for each
Opening
Period.

Add a name for each
of your particular

Specify when your

Opening Periods. You
might charge different

prices for each

period.

0 _

Specify which season
the Opening Period
applies to.

named Opening
Period runs From,
and when it runs To.

2

Now click Apply to >

save.

: ]
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Please feel free to copy and paste the following as part of your cancellation policy. This
document is available from www.lancaster.qov.uk/tourism/destination-management-
system. The document is available on the Download menu on the right-hand side:

Any refund made will include the cost of the room reservation only. Please note that we are not able
to refund booking fees or other costs charged to you by other third parties or agencies you may
have booked through. This includes the Lancaster and Morecambe Visitor Information Centres.

END OF TAB 3 (OPENING)
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TAB 4 (ROOMS) — How many and what type of rooms do you have?

——

Click on the Rooms

1 tab.

See Number 1 l See Number 2 l See Number 3 l

\
Unit Type: Select youﬂ\
Room Type. Name: Add the

/\
relevant room name
L ®)

or number (optional).

Click the X to delete a
room or aroom type.

/

Qty: Typein the

number of this Guide: Specify the
Room Type you

normal or average
Qave. /A

price for this room on
/ \ﬁ a per room per night

\basis.
Cap: Specify how Min: Specify the
many people this minimum number of
room, or Room people needed to
Type, can book this room.
\accommodate. -

N
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Click here to add a another
room or Room Type.

> S
O

A

/

‘ No need to click these.

Price Basis: Select
per room per night
(either with or

without breakfast).

Bookable: Please tick this
box. It does not mean that
bookings will be taken
without confirming your
availability. It is a setting.

\

General Pricing

Details: Complete
if you want to
' provide any

additional

information.
< N )

/|

Now click Apply to

Specify the total Minimum, save.

Maximum and Standard
occupancies for your
establishment.

END OF TAB 4 (ROOMS)
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TAB 5 (GROUP TRAVEL) — Do you accept groups?

l Click on the Group

Travel tab.

e

Tick the boxes as
applicable and
complete the fields as
appropriate if you
accept group visits.

Jow click Apply to
T\Save.

END OF TAB 5 (GROUP TRAVEL)

< >
Now click the >> button to
take you to the next set of

tabs. You are almost
finished!!

DO 0

You don’t have to do

You don’t have to do
anything on Tab 6:
Special Offers.

anything on Tab 7:
Way Finder.
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TAB 8 (DATA PROTECTION) — Can we use this information to help

promote you?

/9

Click on the Data
Protection tab.

//Tick all boxes to let us
promote you using as
many marketing

channels as possible,

including online and in
printed publications. /

-

_/

Now click Apply to
save.

END OF TAB 8 (DATA PROTECTION)
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TAB 9 (EXTERNAL LINKS) — Do you want to link to any other websites?

AN

Click on the External
Links tab.

Search here to find websites featuring
videos and/or images of your

establishment you may wish to link to .
on Youtube or Photosynth. Click here to add

nother link.

Specify
the link
type.

Type in the website address you

Type in the description you wish to link to where applicable.

want to display when a visitor
hovers on your link.

Now click Apply to save.

END OF TAB 9 (EXTERNAL LINKS)
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TAB 10 (ACCESSIBILITY) — Please give us more information on your
accessibility.

Click on the
Accessibility tab.

\

This is your opportunity to
give us any additional
information about how you
can meet different
accessibility needs.

Click on the boxes to tick

them as applicable. /

This is a self-assessment
survey and is NOT linked to
your accessibility awards.

It may be a repetition of | Now click Apply to save.
some of the boxes you have
already ticked on the
Facilities Tab. Please do

Qersevere! /

END OF TAB 10 (ACCESSIBILITY)
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NOW REVIEW YOUR DETAILS

?)

You have finished!! Click the
OK button to exit the Provider
Edit mode.

- ™

Click the Edit Product Details button
again to go back and make any further
changes to any of the tabs. Don’t forget
to click the Apply button to save any
more changes. Click OK when you're

. finished. /

C

Click here to logout.

You can now see all the details
you have submitted. You can
print this record if you wish.

THANK YOU FOR YOUR TIME AND PATIENCE IN HELPING US TO

PROMOTE YOU AS EFFECTIVELY AND ACCURATELY AS POSSIBLE.
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