
Are you making the 
most of your free listing 
on TravelOK.com?  Let 
OTRD help you today!

TravelOK.com Data Engine
User Guide



{ƛƴŎŜ ƛǘΩǎ ŘŜōǳǘ ƛƴ WŀƴǳŀǊȅ нлмлΣ ¢ǊŀǾŜƭhYΦŎƻƳ Ƙŀǎ ǎŜŜƴ ŀƴ ŀǾŜǊŀƎŜ ƻŦ ƻǾŜǊ мрлΣллл ǾƛǎƛǘƻǊǎ ǿƛǘƘ ŀǘ 
least a million page views per month!  These virtual tourists have used the many tools available on 
the site to plan their trip to Oklahoma.  In June 2011 alone, 92,888 photo slideshows were viewed 
and 45,519 videos showed potential guests what our great state is all about.   TravelOK.com visitors 
can print coupons, download maps and menus and even click through to social media sites for their 
favorite attraction, event, lodging property or restaurant.

None of this would be possible without you...the tourism industry professional that fuels 
TravelOK.com with your listings.  We hope this Data Engine User Guide will help you build the type of 
listing that benefits you the most.  We are here to help, so feel free to contact us with your concerns 
ƻǊ ǉǳŜǎǘƛƻƴǎΦ  !ǎ ŀƭǿŀȅǎΣ ǿŜΩƭƭ Řƻ ƻǳǊ ōŜǎǘ ǘƻ ƘŜƭǇ ȅƻǳ ƎŜǘ ǘƘƻǎŜ ǾƛǎƛǘƻǊǎ ǘƘǊƻǳƎƘ ȅƻǳǊ ŘƻƻǊǎΦ

Best Wishes,
The TravelOK.com Interactive Team

Jennifer Kalkman ςDirector of Marketing Operations ςJennifer@TravelOK.com
Rose Bemo ςDigital Marketing Liaison & Help Desk ςRose@TravelOK.com
Erin Jasmer ςDigital Content Editor ςErin@TravelOK.com
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mailto:Erin@TravelOK.com


To access your listing in the TravelOK.com Data Engine, go to http://data.travelok.com
and login.  If you need your login details, email Rose@TravelOK.com. 

*Add this page to your favorites list to 
easily update your listing anytime.

*Simply type in your name to record 
who made the changes in this 
session and click Set Signature.

http://data.travelok.com/
mailto:Rose@TravelOK.com


*For convenience, passwords can be 
changed at the first login or any time.  

Tip:  For security purposes, 
passwords should be updated if 
there is a change in staffing within 
the organization.

*Changes made to your listing do NOT 
automatically appear live on the site 
and are processed as soon as possible .  
If you need an immediate change, 
please email Erin@TravelOK.comand 
ǎƘŜΩƭƭ ōŜ ƘŀǇǇȅ ǘƻ ŀŎŎƻƳƳƻŘŀǘŜ ȅƻǳΦ 

mailto:Erin@TravelOK.com


hƪΣ ȅƻǳΩǊŜ ǎƛƎƴŜŘ ƛƴΦΦΦƴƻǿ ǿƘŀǘ Řƻ ȅƻǳ 
do?  Please start by reviewing each of 
the 12 modules for accuracy and add any 
missing details that you want your listing 
to have on TravelOK.com.

1. Business Information Module 
This module contains the core
business information that is 
displayed on TravelOK.com.  To 
begin your review, click the blue 
Edit button.



мΦ  5ƻƴΩǘ ŦƻǊƎŜǘ ǘƻ Ƙƛǘ ǘƘŜ aŀǇ 
Address button so that your 
Google map will appear correctly 
with your  listing.

*If Mailing Address is the same as 
physical address, be sure to check this 
box.  Mailing address does NOT appear 
on the TravelOK.com...it is only used for 
industry mail outs.

2.  If your Google map is not
accurate based on your physical 
address, just click on the balloon 
and move to the correct 
location.

*Websites of all types are important; business 
site, booking website for reservations, mobile 
website for handheld devices ςƭƛǎǘ Ψemif you 
ƘŀǾŜ Ψem!



*If a destination is part of a national 
chain, like a restaurant or hotel, and 
correspondence needs to be directed 
to the corporate office instead of the 
Oklahoma location, enter that 
information here.  This is only for our 
ǊŜŎƻǊŘǎ ŀƴŘ ǿƻƴΩǘ ōŜ ǾƛǎƛōƭŜ ƻƴƭƛƴŜΦ

ϝ5ƻƴΩǘ ŦǳŘƎŜ ƻƴ ȅƻǳǊ ƘƛƎƘǿŀȅ ŎƻǊǊƛŘƻǊ 
location...enter ONLY those within 5 miles of 
your front door.

*If you have set hours, enter them 
in the boxes.  If you have special 
circumstance hours, feel free to 
list exceptions in the Hours Notes 
box.  If you are by appointment 
only, put this in Hours Notes also.

ϝ5ƻƴΩǘ ŦƻǊƎŜǘ ǘƻ Ƙƛǘ ǘƘŜ {ŀǾŜ 
button to save changes and move 
to the next module.



2. Amenities Module
This module gives you the ability to 
list features of your location, 
attraction or event.  To update this 
module, select the Edit button and 
then click the amenities that apply to 
you and they will turn gray. 

Tip:  If your destination has an 
amenity that is unique or not 
included in the list provided, please 
include that special feature in your 
description. 

*This Amenities Module example is for a restaurant and each listing will have a slightly 
different list of amenities, based on their category.  For instance, if you have an event, 
there will be an amenity option for admission prices and group tours.

Tip:  It is very important to always click the Edit button in this module because once 
ȅƻǳ ŘƻΣ ǘƘŜǊŜ ǿƛƭƭ ōŜ Ƴŀƴȅ ŀƳŜƴƛǘƛŜǎ ǘƻ ŎƘƻƻǎŜ ŦǊƻƳ ǘƘŀǘ ȅƻǳ ǿƻƴΩǘ ǎŜŜ ǳƴǘƛƭ ȅƻǳ 
open the module up for editing.  As always, remember to hit the Save button after 
editing.



3. Descriptions Module
This module allows you to provide 
unique information about your 
location, attraction or event.  Get 
ŎǊŜŀǘƛǾŜ ŀƴŘ Ǉŀƛƴǘ ŀ ΨǿƻǊŘ ǇƛŎǘǳǊŜΩ 
that will intrigue potential visitors 
and help web users find you on 
TravelOK.com.

*After you click the Edit button, you will 
find a link for tips and style guidelines for 
your description.  Read it for good advice. 

ϝ5ƻƴΩǘ ŦƻǊƎŜǘ ǘƻ ǳǎŜ ǘƘŜ {ǇŜƭƭ-check tool 
ǘƘŀǘ ǿŜΩǾŜ ǇǊƻǾƛŘŜŘ ǘƻ ƘŜƭǇ ȅƻǳ ǿǊƛǘŜ ǘƘŜ 
very best description.



Module Verification ςGreen is Good!

In the future, the text information for our OTRD publications will come directly 
from the data engine.  To insure that we print only the most up to date 
information, verification will be required.  
The example above shows the Descriptions Module has been verified and the bar 
has turned green.  The Contacts Module still needs to be reviewed and verified 
and the red bar will appear until that is done. 



4.  Contacts ModuleςThis module gives you the ability to list several contacts and 
make sure that you can be contacted properly by visitors and OTRD.

*Most listings have a Primary Contact for 
their organization...if you have different 
contacts for different functions, use this 
tool to create a contact list.

*When someone leaves a comment on 
your page or when you need vital info 
ŦǊƻƳ ǳǎΣ ŘƻƴΩǘ ȅƻǳ ǿŀƴǘ ǘƻ ƪƴƻǿΚ  /ƭƛŎƪ 
these boxes, PLEASE?

*Include phone, fax, email and 
choose the way you like to be 
contacted...email is our 
favorite!

5ƻƴΩǘ ŦƻǊƎŜǘ ǘƻ Ƙƛǘ {ŀǾŜΗ



5. Maps & Menus Module
This module is a great way to 
further promote your destination 
by uploading maps, menus,  
vendor applications, floor plans, 
etc.

*To add a document, click the Add 
Document button then click Browse.  

*The document that you can use in 
the Maps & Menus Module must be 
a PDF file and can be no larger than 
15 MB in size.  



*If you need help converting a file to a PDF 
format check out these links.

http://www.wikihow.com/Convert-a-
Microsoft-Word-Document-to-PDF-Format

http://office.microsoft.com/en-
us/help/save-a-file-in-pdf-format-
HA010064992.aspx

Here is the screen that will appear 
and then you just select which file 
ȅƻǳΩŘ ƭƛƪŜ ǘƻ ǳǇƭƻŀŘ ŀƴŘ ŎƭƛŎƪ ǘƘŜ 
Open button.  After the file name 
populates the field, click the Upload 
button.
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ϝ5ƻƴΩǘ ŦƻǊƎŜǘ ǘƻ ŎƘŜŎƪ ǘƘƛǎ ōƻȄ 
to display your documents on 
your listing. 

ϝ LŦ ȅƻǳΩǊŜ ŘƻƴŜ ǳǇƭƻŀŘƛƴƎ 
documents, click Save.  If you 
have several PDF files to 
upload, click Save and Add 
Another and keep working.

*If you messed up and 
uploaded the wrong 
document, click Cancel 
Document Upload and try 
again!

*You can upload up to 120 PDF files and manage them any way 
ȅƻǳΩŘ ƭƛƪŜΦ  LŦ ƻƴŜ ōŜŎƻƳŜǎ ƻǳǘ ƻŦ ŘŀǘŜ ƻǊ ȅƻǳǊ ƳŜƴǳ ŎƘŀƴƎŜǎΣ Ƨǳǎǘ 
delete the file and re-load the current one.



6. Photos Module
This module enable you to 
include images of your 
location, attraction or 
event.  Color photos are a 
great way to showcase your 
destination and having a 
photo viewer on your 
listing may be the deciding 
factor when someone is 
planning an Oklahoma 
getaway.  Each listing on 
TravelOK.com has the 
capability of displaying up 
to 120 photos!



*Tips for Uploading Photos

1. Click the Add Photo button.
2. Select the Browse button and 

choose a photo file from your 
ŎƻƳǇǳǘŜǊΩǎ ŘƛŀƭƻƎ ōƻȄ ǘƘŀǘ ǿƛƭƭ 
pop up.

3. Click the Upload button.

Helpful Hints:  Please try to crop out 
photo time and date stamps before 
uploading images for a more 
ǇǊƻŦŜǎǎƛƻƴŀƭ ŀǇǇŜŀǊŀƴŎŜΦ  LŦ ȅƻǳΩǊŜ ŀ 
ǊŜǎǘŀǳǊŀƴǘΣ ƭŜǘΩǎ ǎŜŜ ȅǳƳƳȅ ŦƻƻŘ 
ǇƘƻǘƻǎΗ  LŦ ȅƻǳΩǊŜ ŀ ƭƻŘƎƛƴƎ ǇǊƻǇŜǊǘȅΣ 
how about some pool  or hot tub 
shots?



Tips for Uploading Photos, cont.

4. Photos must be in the JPG 
format.

5. Photos must be 15 MB or less in 
size.

6. Captions should be added to 
engage your audience.

7. Click the Display on 
TravelOK.com button to show 
the photo on your listing.

8. If you want this photo to be the 
first to appear in your photo 
viewer slideshow, choose the 
Make Primary Photo button.

9. Iƛǘ {ŀǾŜ ōǳǘǘƻƴ ƛŦ ȅƻǳΩǊŜ ŘƻƴŜ 
or if you have several photos to 
upload click the Save and Add 
Another button.

10. If you messed up and uploaded 
wrong image, just click the 
Cancel Photo Upload button 
and try again!

Friendly reminder:  Your photo will NOT appear on 
TravelOK.com until approval by our interactive team.


