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

TravelOK.com Data Engine

User Guide



TravelOK.com, Oklahoma’s Tourism & Recreation Department official website, is 
the premier reference site for ways to experience all that Oklahoma has to offer. 
TravelOK.com users can browse engaging, trip-planning content in a wide variety 
of ways – whether through their favorite interests, locations they’d like to visit, 
food they’d like to try and much more. The key to this experience is you, the tourism 
industry professionals. We hope this TravelOK Listing Manager Guide will help you get 
the most out of your presence on TravelOK.com. We are here to help, so feel free to 
contact us with your concerns or questions.

The TravelOK.com Digital Content Team
Adam Jewell, Digital Marketing Director: Adam.Jewell@TravelOK.com
General Information: Update@TravelOK.com

Use this handy guide to make the most 
of your Travelok listing page!

TRAVELOK.COM LISTING MANAGER GUIDE
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ACCESSING THE LISTING MANAGER
To access your listing in the TravelOK.com Listing Manager,  

go to https://travelok.com/data-engine and login.
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Requesting your username
If you need your login credentials, you can click the “Forgot username?” link.

After entering your name, email, and listing name, an email will be sent to our content 
team. After reviewing your request, our content team will reach out to you regarding your 

login credentials.
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RESETTING YOUR PASSWORD
If you need to reset your password, click the “Forgot Password?” link. 

After entering your username and email, click the send password reset email. Once you 
receive your email, click the “TravelOK password reset page” link within 7 days.

You will then be taken to a screen to update your password. Keep in mind, your password must be more 
than 8 characters and will be checked against known data breaches for security reasons.

TIP

For security 
purposes, 

passwords should 
be updated if there 

is a change in 
staffing within  

the organization.
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MANAGING YOUR LISTING
After signing in, you will be taken to either the Default Event Info page (for event listings) or 

the Business Info page (for regular business or attraction Listings).

You can also click “View Listing Page” to view the listing page live on TravelOK.com.
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REPORT A CONCERN
If you encounter any difficulties or bugs in the Listing Manager, please reach out to our 

team by clicking “Report A Concern”.

Our team will review your message and respond as soon as possible.

Enter the requested information on the following page and click Submit.
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UPDATING YOUR LISTING
Changes made to your listing do NOT automatically appear live on the site. All changes by industry 

members are submitted to an approval queue to ensure consistency of formatting and style on 
TravelOK.com. Changes are often approved within a few days but can occasionally take 2-3 weeks.

If you have a time-sensitive question or request, please email Update@TravelOK.com.

Changes made to each page in the Listing Manager will not be submitted for review until the save 
button at the bottom of the page is clicked.

Business information
This page contains the basic listing information that is displayed on TravelOK.com such as:

Business/Event Name
Street Address
Phone Numbers
Email Addresses

Official Websites
Description
Pricing Information
Hours of Operation

updating address
To update your Listing’s address, click on the Physical Address button.



9

Next, you will need to fill in the address fields. Physical Address may contain either the building name 
(e.g. Strata Tower) or your street address. Physical Address 2 may contain either your street address 
or your apt/suite.

Next, click the Update Map with Address button and the map marker should appear at your location 
while latitude and longitude numbers will be automatically generated. (Note: if you have specific 
latitude and longitude numbers you’d like to enter, you can do so in the relevant fields and then click 
on the “Update Map with Coordinates button.) If you need to adjust the map marker placement, you 
can do so manually by clicking and dragging.
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Optionally, you can include written directions and select any highways that are no more than 5 miles 
from your listing’s location.

Once all your changes are entered, remember to click the blue Save button.

Important: Clicking the close button without clicking “Save” will close the  
address information without saving your changes.



hours
In this section, you can update hours of operation and add any related notes (such as holiday closures 
or notifications like “by appointment only”).
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To update time, click on the desired time field box for a given day.

Next, enter the hour.
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Then, enter the minutes (multiples of 30 minutes only).

Finally, enter either AM or PM.

Repeat this process for your weekly hours. If your business is open for 24 hours in a day, check the 
24H box on the right.
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Once all your changes are complete, click the save button at the bottom of the page.
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amenities
The list of amenities will vary based on the type of listing you have. For example, the amenities 
available for a restaurant will differ from those for a golf course.

To add an Amenity to your Listing, simply click the one you want to add. After adding the amenity, a 
checkmark should appear.
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To remove an amenity, simply click the Amenity again and the checkmark will disappear.

If the amenity requires more information, such as Seating Capacity, simply type in the relevant 
information and the amenity will be added.



16

Once you are done with your changes, click the blue “Save” button at the top or bottom of the page.
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CONTACTS
Contacts refer to the person/people who can be contacted by us at OTRD if any questions arise. Most 
listings have one primary contact for their organization/event, but some may have more. For any 
contacts, please include email addresses, phone numbers, and how you would like to be contacted. 
Email is preferred. To add an Amenity to your Listing, simply click the one you want to add. After 
adding the amenity, a checkmark should appear.

Please Note: The information included in this section will not be displayed publicly. This information is only 
for internal use.

To add a new contact, click the “Add Contact” button in the top right.
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First, enter the contact’s first name, last name, and title.

Next, you can enter in each contact’s address and information. If the contact is located at the same 
address as the listing, you can press the Use Default Info button to copy the address from the Listing.

Finally, you can designate a contact as the Primary Contact to let us know who to reach out to first. If 
there is only one contact, that person will be the primary contact by default.

Once you are finished, click the blue “Save” button. 



19

If you need to change the information on an existing contact, you can press the blue “Edit” button.

It is important to keep your list of contacts updated in the event of personnel turnover. To remove a 
contact, press the delete button on the same line as the contact. You will then be prompted with a 
confirmation box verifying the deletion. Press “Delete” to confirm or “Cancel” to keep the contact.
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Once your changes to Contacts are complete, make sure to click the blue “Save” button at the bottom 
of the page.
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social media
This section allows you to include links to your official social media accounts.

To add a new social media link, press the Add Social Media button on the right.

From here, select the type of social media from the drop-down menu.
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Use the field to the right to enter the section of the link after the domain provided. Remember to click 
the blue “Save” button when you’re finished.

Once you have added a social media link, you can click the URL to verify that the link is correct.
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If you need to edit a social media link, press the edit button.

If you need to remove a social media link, press the delete button.
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Once you are done updating social media, click the blue “Save” button at the bottom of the page.
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photos
This section allows you to add photos to your listing. We encourage you to upload clear, landscape-
oriented photos that give a good sense of what visitors can experience. 

helpful tips

Captions can be added to provide context.

Photos must be in JPG, PNG, or WEBP 
format and less than 15MB in size.

Flyers and graphics are allowed, but please 
be aware that these images will not always 
display fully on the site, so information 
could be cropped out.

Make sure the “Photo is Visible” box is 
checked if you want it to display. Uncheck 
the box if you’d like it to not show but 
remain associated to your listing.

The first visible photo in your list will be 
your primary photo.

Use the Delete button for photos that 
should be discarded.

Your photo will NOT appear on TravelOK.
com until approved by our content team.

To add a new photo, click the Add Photo button.
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Next, press the Choose File button, navigate to your file and click it.

You can enter a written photo caption and photo credit, if desired.

Finally, make sure that the “Photo is Visible” button is checked if you would like it to display live.
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After clicking the Add button, you will notice a yellow warning that you have unsaved changes. Make 
sure to click the save button once all your changes are complete.

Note: All file uploads are subject to our Privacy Policy which can be found above the Add button.
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If you want to edit a photo’s information, press the Edit button.

If you want to remove a photo from your Listing, press the red Delete button.
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If you want to hide a photo but not remove it from your Listing, press the Hide button.

Your Photos page will start out only showing visible photos. If you want to view photos that have 
been hidden, press the Show Hidden Photos button.
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To make a hidden photo visible, press the Show button.

If you need to update the order of your photos, you can drag a photo to the desired position on this 
page. Once all your changes to contacts are complete, make sure to hit the save button at either the 
top or the bottom of the page.



deals
The Deals section is the place to post coupons and special deals relevant to your listing.

Deals or special offers must include a dollar-off amount, percentage savings amount or a specific ‘buy 
x, get x free’ offer. Standing offers like happy hour or “Discount Thursdays” do not qualify.

All deals must have a valid start and end date as well as the dates the deal should be published on 
TravelOK.com. Include any disclaimers, blackout dates and other conditions and a promo code if 
necessary. All deals must not have an end date that extends more than one year from the present.

To add a new deal, press the Add Deal button.
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Next, add an image by clicking the Add Photo button and selecting one of the images associated with 
your Listing. (To be clear, you will need to upload the desired image to the Photos section in order to 
add it to a deal.)
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Enter a title, description, disclaimer, phone number, email, website, and promo code.

Enter the date range in which the deal will be honored.

Enter the date range in which the deal should appear on TravelOK.com

Enter the type of Deal you want to create

Enter the type of Deal you want to create
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To edit a deal, press the Edit button.

To delete a deal, press the red Delete button.
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Finally, make sure to press the Save button at the bottom of the Deals page when you are finished 
with edits.
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event occurrences
If you manage an event listing (as opposed to a business or attraction), your listing manager will look 
just a little different. You will see an “Event Occurrences” tab on the left side. This page will list all the 
Event Occurrences that have appeared on TravelOK.com up to the present. 

If you’d like to submit an event for consideration in the general event list, please use our event 
submission form here: https://www.TravelOK.com/event-form

To edit an existing event, either press the edit button or the name of the event
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To add a new occurrence, press the Add Event button.
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When creating an Event Occurrence, the following fields are automatically populated based off the 
Listing Default Info.

event business information
This page behaves just like the Listing Business Info page with a few differences:

Name
Address
Published City

Highways 
Phone 
Email

Websites
Description
Hours

Hours Notes
Amenities
Contacts

hours
In this section, you can edit your Event’s hours of operation as well as add any notes about  
your hours.

To update time, click on the correct box for that day.
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Next, enter the hour.

Enter the minutes (multiples of 30 minutes only).

Enter either AM or PM.
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Repeat this process for your weekly hours. If you are open a full 24 hours in a day, check the 24H box 
on the right.

Once all your changes are complete, click the blue “Save” button at the bottom of the page.
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contacts
This page behaves just like the Listing Contacts page. In addition to the functionality on that page,  
you can add a Contact that has already been added to the Listing by pressing the Search Listing 
Contacts button.

Find the Contact you want to add and press the + button.



Please keep in mind that all changes will be reviewed before 
anything shows up live on the site.

We’ve covered the basic modules of the data engine, and we 
hope that it will assist you in updating and maintaining your 
listing details. We look forward to working with you and helping 
you become an integral part in the Oklahoma tourism industry.

If you have comments, concerns or questions about the data 
engine or TravelOK.com, please don’t hesitate to contact us at 
Update@TravelOK.com or by calling (405) 522-9634.

YOU’RE FINISHED!


