How to Add Events, Tours & Specials via the IGLTA Website

1. Login to your account (https://www.iglta.org/Sign-In)
a. Enter your username or password
b. Contact membership support if you don’t have access to your account:

membership@iglta.org
Y ‘1 Are you a business? Login My Cart

RO g/ 0
Foct, UG
> | me
2.3 2 |GLTA

‘% Z{@@F Plan Your Trip Events v Tours Specials Partners Blog v

Signin

SIGN IN BELOW IF YOU HAVE A WEBSITE ACCOUNT.
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2. Click “My Account” then “Manage My Account” at the top of the page.
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3. Click the “View Listings” button.
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4. Select the listing where you want to add an Event, Tour or Special and click the
“Open” button.
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Showing 1to 1 of 1 rows

£ Get/Refresh List

5. Click the “Tours, Events & Specials” tab.

Published: IGLTA -

General

Thank you for contributing a business listing to the IGLTA directory. Click on the
tabs in the lefthand navigation to add and/or update your information. Be sure to
maintain up-to-date contact information in the "Notifications" section so you can
receive alerts or special notices about your listing.

Contact Information

Images
You can save your progress without finishing at any time. When you are finished
Amenities and ready to submit it for review, be sure to click on the button labeled "Save &
Submit For Review". You can still make changes, and recall it from review status,
Categories until your listing is actively being reviewed. Once it is being actively reviewed you
e may view your listing details but no changes can be made.
I

Notifications

Locations

I Tours, Events & Specials I

6. Select the listing type you’d like to add from the list below. The “+Add New...”
button will change based on your selection.
a. Scheduled Tour
Tour Package
Daily/Weekly Tours & Activities
LGBTQ+ Cruise
Event
f. Special
7. Check the appropriate listing type and then click the button (e.g. “+Add New Event,
Add New Tour, etc.)
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FILTER BY TYPE
General Search fc

Scheduled Tour Tour Package Daily/Weekly Tours @ LGBTQ+

Contact Information and Activities Cruise

Special Event
Images

Amenities +Add New LGBTQ+ Cruise

Categories




8. Once the Event/Tour/Special is added, Click the “Open” button from the list to
open and edit.
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@ Scheduled Tour Tour Package Daily/Weekly Tours LGBTQ+
Contact Information and Activities Cruise
- Special Event
Images
A + Add New Scheduled Tour
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Categories
ListingID  AffiliationID Title Dates Status Type Actions
Social
425 1524  Aqua Girl 05/02 Publi  Event (o Open D)
Notifications 5 /2012 shed —
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Tours, Events & Specials
3283 1524 New Scheduled Tour - Draft Scheduled
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9. Add the listing information on the various tabs and content sections. Note that
tabs marked with a red indicator show that the section is missing required
information. This information is needed before you are able to submit the
Event/Tour/Special on the website.

Red indicators showing required
information which is missing

Draft:

Introduction

GENERAL
Name New Scheduled Tour
I EVENT TYPE & Tour (Scheduled) Tour (Packaged)
I mages Tour (Daily/Weekly) Tour (Cruise)
START DATE END DATE TIME
I Categories

Booking Name Booking URL
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10. Be sure to add/update the most important information about your
Event/Tour/Special including:
a. Title (General tab)
Dates (General tab)
Description (General tab)
Price (General tab)
Address (Contact Information tab > Address tab)
Website & Email address (Contact Information tab > Communication tab) —
note, you should click the Get Lat/Long from Address button after adding
the address.
g. Photos (Images tab)
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Review
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GENERAL
Name New Scheduled Tour
EVENT TYPE @ Tour (Scheduled) Tour (Packaged)
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Communications

ADDRESS

@ This is the address that will show when customers search by location. You should put in the
address that represents your tourism destination. Billing/Physical address should be in the
Notification tab.

STREET
STREET (OTHER)

aTy

COUNTRY

POSTAL CODE

DIRECTIONS

LATITUDE

LONGITUDE

Get Lat/Long From Address

C X D)

Find On Map

@ This is the address that will show when customers search by location. You should put in the
address that represents your tourism destination. Billing/Physical address should be in the
Notification tab.

STREET | 1201 NE 26th st

STREET (OTHER)

aTy | Fort Lauderdale
COUNTRY United States s
STATE I Florida ;
POSTAL CODE | 33305
DIRECTIONS Enter Directions

4
LATITUDE | 0
LONGITUDE | 0

Get Lat/Long From Address

Find On Map

Save |




General @

t Information

Images

Categories

Notifications
Tours, Events & Specials

Review

General @
I Contact Information

Categories

Notifications

Tours, Events & Specials

Review
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I Images
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Review
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I Address

PHONE NUMBERS

MAIN En P

WEBSITES

WEBSITE LABEL Main

WEBSITE URL

EMAIL ADDRESS

EMAIL LABEL

EMAIL Enter Em.

IMAGES

Images are uploaded without a default caption. Images will move automatically into the gallery GU!
after the upload and verification is complete. To add a caption, hover over the image and clicking "Edit
Information" option in the menu. If, an image does not move automatically into the gallery, an error
occured or the upload timed-out. Refresh the form, and try again for those images.

Categories
EVENT CATEGORIES
= EVENT TAXONOMY
= AUDIENCE
-4 ALL WELCOME
@ BISEXUAL
-4 GAY ONLY

2@ LESBIAN ONLY

@ TRANSGENDER

= EVENT TYPE
-4 CONFERENCE
-4 CRUISES
@ ENTERTAINMENT
-4 EXHIBITION
@ FESTIVAL
@ PRIDE EVENTS

@ SPORTS

@ TOURS



11. You can click the “Save” button to save your changes. Once you save, you can
return at a later time to submit the Event/Tour/Special. Or you can complete the

info and submit immediately.
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12. Once all information has been input, click the “Save & Submit for Review” button.
Please note that if the “Save & Submit for Review” button is not available, it means
you need to return to one of the tabs with the red indicator and fill in the missing
required information. Your listing will be reviewed by an IGLTA staff member and
published upon review. This process can take up to 72 hours.

Notification tab.

Notifications

o STREET
Tours, Events & Specials

STREET (OTHER)

Review
aTy

This button is not available if
required info marked in red is not
filled out completely.

LONGITUDE

< Cancel X Delete )

COUNTRY

| 1201 NE 26th st

| Fort Lauderdale
United States
I Florida

| 33305

| 26.1597722

| 80.13034049999999

\L Get Lat/Long From Address )




13. Once the listing is approved and published by IGLTA staff, you can find it on the
corresponding website pages: Events, Tours or Specials.
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