
 
 

How to add / edit a listing on Where2Stay-SouthAfrica.com 

To Login  

You can login by entering your 
email address and password in 
the “Owner Login” area 
located on our Home Page and 
then clicking on the “Login” 
button. 

Once logged in, you need to click on “Manage 
Listings” located on the top bar. 

 

Next; click on “Add a New Listing” 

:  

Venue Details: Please enter in your venue’s 
details (About the venue and venue facilities). 
There is a selection of drop down options as 
well as open text boxes.  There is no limit to 
the amount of information you can add.   

TIP:  To increase the chance of your venue 
appearing more in general internet searches 
such as Google, do not copy and paste venue 
details used on other sites.  Try to change the 
text by adding extra words and descriptions 
as Google is more likely to pick up on this. 

Activities: Please describe some of the key 
activities available within easy reach of your 
venue. There is also a tick box which will 
optimise your venue in the advanced search.  
Please tick the activities which are either on 
site or nearby. 

Payment Method: Next, tick your preferred 
payment method/s for guests.   

Photos: You can now upload your own 
pictures.  There is a facility to add nine (9) 
photos. We suggest you add as many pictures 
as possible to visually promote your venue.  

Services: Tick the services you have 
available at your venue, this will increase the 
number of times your site appears when a 
visitor enters an “Advanced Search” for 
accommodation. Only the services you tick 
will appear on your venue page once loaded.  

When you are happy with the details you have 
entered; click “Save and go to Step 2”.  This 
may take a few minutes to upload and is 
dependent on the size of the pictures you 
upload. 

 

Follow the steps to now add your Room Rates. 

 

Room Rates: You can enter in all the different 
room rates you have available. Use the drop 
down boxes and enter in the amount per 
person/ family per night.  Click on “Save Room 
Rate”.  A new line will automatically be entered 
each time you add a new room rate. There is an 
option to “Delete” the rate if you are not happy 
with it or wish to change it. Room Rates are 
listed in date order on the venue listing page 
(Jan to Dec). 

 

When you are finished, Click on “Go to Step 3” 

 

 



 
 

Availability Calendar: The availability 
calendar provides you with an extra option of 
letting people know when you have availability 
at your venue and when you don’t.  It is up to 
you to update this on a regular basis.  This is a 
tool for informing people looking for 
accommodation to either contact you or not.  

 

Advertising your availability is extremely 
valuable to potential clients and you as a venue 
owner. It will help increase your conversion rate 
of enquiries into bookings and prevents you 
wasting time on the phone dealing with 
enquiries for periods you are fully booked. This 
is particularly useful at busy times of the year 
such as December and January.  

To use the calendar, first pick the month and 
the year from the drop down boxes and then 
click on “Show”. This will bring up the calendar 
for that month. 

Use the “Change Status” drop down box to 
indicate which dates your venue is fully booked, 
and then click “Update Availability”. 

 

 

The calendar is now updated and will appear on 
your listings page.  Try to keep this updated as 
it has been proven by market research, that 
visitors are more inclined to make enquiries on 
sites with online availability calendars.   

Next Click on “Review / activate this listing” 

 

Your Listing: This is how your listing will 
appear on our site.  

 

To advertise your listing: Once you are 
happy and are ready to activate your listing; you 
can subscribe to our service and advertise your 
venue on Where2Stay-SouthAfrica by either using 
PayFast (South African secure payment engine) or 
alternatively, you can download an invoice and we 
will manually activate your listing once payment is 
confirmed.  

 

 



 
 

PayFast: To subscribe using 
PayFast; Click on the following 
button: 

This will take you www.PayFast.co.za; our 
online secure payment engine. Please enter in 
your details and click on “Register and Pay”.  

 

Note: If you have not previously registered with 
PayFast, you will need to do this.  

We will be notified once payment has been 
received and your listing will then go live on 
Where2Stay-SouthAfrica.com. You can now go 
in and manage your listing at any time during 
the day or night, 24/7. 

Please take note of your Listing’s ID, which is 
located at the top of your listing’s information. 

 

Manual Payment: To 
subscribe manually, please 
click on the following button. 

Please download the invoice and then process 
the payment via a Bank Transfer.  All the details 
are on the invoice.  The total includes VAT. We 
will activate your listing once payment has been 
confirmed. 

Manage your Listing: Login to 
Where2Stay-SouthAfrica.com and Click on 
“Manage Listings” 

 

Your listing /s will appear on the left hand side.  
The number of entries will depend on the 
number of listings you have with us. 

Click on the button you wish to action, e.g. 
“Availability” to update your venue’s availability 
calendar. 

Website Features 

Top 10 Venues and Featured Venues: These 
venues are randomly generated and displayed 
on our Home Page. 

Toolbars on your venue listing page: 

This allows people to save your 
venue details as a favourite which 
can then be viewed on our Home 
Page. 

This allows people looking for 
accommodation to contact you 
directly. Once they click “Submit”; 
an email will automatically be sent 
to you with their request. 

This enables Guests to add a 
review of your venue.  

Shows 3 different views for your 
venue’s location on a Google Map, 
Satellite, and Terrain. 

 

Need Help? 

If you have any queries or require further 
assistance; please contact us at 
info@where2stay-southafrica.com and we 
will get back to you as soon as we can.

 

 

 

 

 


