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Definition  

Events must have a leisure tourism focus with the best potential to stimulate visitation. 
 
Requirements and Guidelines 
 
Required information 
 

Before you start entering details into ATDW-Online, please ensure that you have: 
- A main description of your event between 25 and 200 words that follows the 

listing guidelines below and lets visitors know what will they will be able to see, 
hear, taste or experience 

- Between one and ten high resolution photos, at least 2048 pixels wide x 1536 
pixels high  

- Information such as costs, facilities, activities and contact details 
- Read the Description Guidelines below. 

 
Description Guidelines 
 

Please ensure that your event listing follows these guidelines. 
 

Avoid: 
- Italics, bold, ampersands (&), URLs or hypertext. The database can’t reproduce 

these 
- Portrait sized photos, logos, brochures, posters or photos containing text. These 

do not meet National Guidelines and will not be accepted 
- Titles, words or sentences in capital letters unless trademarked. These are the 

online equivalent of shouting 
- Referring to I, we or our. Those phrases are only relevant on your website 
- A broad statement that can’t be proven e.g. ‘This is the best event in 

Canberra/Australia.’ 
- References to the location, prices, contact details, times or dates - this 

information appears elsewhere 
 
 Include/use: 

- Main point in the first 25 - 30 words, including your event name 
- Short sentences. These are quicker to read online. Aim for 10 words or less. Have 

one main idea per sentence 
- 25 to 200 words, i.e. 5-20 main points 
- Benefits and points of difference of visiting your event. How are you enriching a 

visitor's stay in the capital? 



 

- References to authentic Australian experiences, where appropriate, to 
encourage international visitation 

- Personalised text e.g. ’You’ll enjoy the vibrancy and colour of this exhibition’, 
rather than  ‘This exhibition is colourful and vibrant’ 

- A few key search terms e.g. if your event is a rugby game, ensure you use the 
word rugby 

- Doing words e.g. Experience... Laugh....Watch the ... Discover ... 
- Full names. Most visitors won’t understand abbreviations or acronyms 
- Correct spelling and accuracy. Please double check all information before 

submitting 
- Information about multicultural catering options if available 
- Information about facilities which cater for specific cultural or religious practices 

 

 

Logging In 

Login/Register at atdw-online.com.au 

Click on Add New Listing from your Listing Dashboard.  

Choose Event as your Listing Type. 

You’ll be taken to this screen: 
 

             

http://www.atdw-online.com.au/


 

Overview: Required fields  

• Name & Description 

• Event type 

• Photos 

• Venue 

• Frequency 

• Date & Time 

• Confirmed event 

• Phone/Email or Website  

 
Helpful hints 

Work your way through the entire wizard step by step or choose fields to complete from 

the orange menu on the left hand side of the page on a desktop computer, or available 

in the top left hand corner on a portable device.  

Use the Guidance icon  located on the right hand side of each page to guide you 

through the required fields. The guidance copy will provide you with useful language 

tips and also detail many of the editorial standards your listing will need to adhere to in 

order to be published. 

 

Keep an eye on your email as the VisitCanberra team may need further information 

from you or need to reject your listing for a variety of reasons. If you haven’t already 

done so, please add ‘atdw@act.gov.au’ to your email contact list so our emails don’t 

end up in your spam or junk folders. 

 
List your event as soon as possible. The longer it is on visitcanberra.com.au, the more 
exposure you will get.  
 
Please be aware that listing approvals take 1-5 business days and plan accordingly. 

http://www.visitcanberra.com.au/


 

Name and Description 
 

 
Do not use capitalised text unless it is trademarked. 

 
Event type 
 

Select the most relevant event type(s) according to the definitions on the page.  

 



 

Photos (max 10) 

 
Upload at least 1 jpg or png landscape image (portrait orientation is not accepted) 
 

• Minimum photo size is 2048 x 1536 pixels. 
• Minimum 1 photo, maximum 10 photos 
• Portrait sized photos, posters, brochures, logos or photos with written text are 

not accepted. 
• Alternative Text (Alt text) is mandatory. Write a brief description of what’s in the 

photo. This benefits the visually impaired and helps with search engine 
optimisation (SEO). 

• Captions can add more detail to your photo. 
• If necessary, add copyright details and credit the photographer. 

  
 

 
 
 
 

 

 



 

Venue 

 

If your event is a festival, please  use the following: 
Venue: Various venues 
Street address: Various locations  
Suburb: Canberra, ACT 2601 



 

Ticket Prices 

This field is optional but very helpful for visitors. Select the relevant option. 

If you Do not specify, that phrase appears on visitcanberra.com.au with your event. 

 

Once you opt to add ticket prices, the step becomes mandatory. You must select a ticket 
type from the drop down menu. Then enter a From and To rate for each ticket type.  

 

Enter additional ticket types (Adult, Child, Concession etc) by clicking the below link. 

 

Alternately you can choose All Tickets as your ticket type, and use the overall lowest 
and highest prices. 

http://www.visitcanberra.com.au/


 

Frequency  

 

Select the frequency of your event. 

Once Only = one day only OR one time frame only  
e.g. three consecutive days, or two consecutive weeks, or 9 consecutive months. 
 

Only select Daily if your event runs every day throughout the year.  

Example: Floriade runs every day for one month. This festival is an Annual Event, not a 
daily event. 
 

Adding Dates & Times for a brand new event 

Please read through the entire dates and times section before starting. 

Once only or regular? 

Select Once Only if your event is a single day event, and/or if it runs at the same time on 
consecutive days. Examples: 

• New Years Eve In the City - 31 December, 5pm – 12pm. 
• Painting Exhibition - 9 June to 30 September, daily 10am – 5pm. 

 

Select Regular if your event does not run consecutively, and/or if it runs at different 

times on different days. Examples: 

• Floriade -16 Sept to 15 Oct: weekdays 9am-5pm, wkends 9am-5.30pm. 
• Night Exhibitions: 6 December to 28 February, Tuesdays only 6pm – 9pm. 
• Glassworks exhibition: 3 May to 7 August, Wednesday to Sunday: 10am – 5pm. 
• Wiggles: 9 to 11 December, Monday: 10am & 1pm, Tuesday: 10am, 1pm & 4pm, 

Wednesday, 11am and 3pm. 



 

Once Only Events 

 

Select Once only then click the On field and select your start date from the date picker. 

Click in the From field and enter the starting time from the time picker using 24 hour 
time. Click Done once you have entered your time.  

 

Repeat the process in the To field. 

Once only events - Adding an end date  

Choose whether your event ends on the same day or on a (different) specific date. 

If  your event ends on a specific date, click Select date field, select the date from the 
date picker and then click Apply. 



 

 

Your selected dates and times will appear in a calendar view. 

 

To change or view the time on a specific day already showing in the calendar, click on 
that date: 

 

The times will appear underneath that month. Use the 24 hour time picker to adjust the 
times. You can also use that functionality to add more times to that date. This is helpful 
if there are, for example, three different show times on the one date. 



 

Regular events  

 

Select Regular then select the the start and end dates of your event.  

Move to Repeats and choose from Weekly or Monthly. Then move to the Every field 
and select whether the pattern occurs every 1, 2, 3 or 4 weeks/months. Add quarterly 
events by choosing Monthly, Every 3 Months. 

Then select the days of the week that apply to the times you’ve added in the From and 
To fields. 

The example above shows weekly repeats. The event happens Fridays and Saturdays in 
May from 6pm – 10pm. 

Once you click Apply you’ll see the information in a calendar view: 

 



 

Click on a specific date to see the time. 

If your event starts at different times on different days, you have two options. 

1/ Click on the date within the calendar view to change the times or add a new single 
date.  

      

Either click the  to remove a time slot, use the drop down arrows to update the time, 
or click Add another time if there is another show to be added on that day.  

Or 2/enter one pattern at a time  

E.g. If the Friday and Saturday event also happened on Sundays from 4pm – 8pm, then 
you’d click New Pattern. You’ll be taken back to the same date range so that you can 
select different days or times to add. 

  

Unclick the Friday and Saturday and repeat the process with the Sunday information. 



 

Now when you click on the Sundays in the calendar, you can see the different time.  

 

Clicking Next Step should ensure the new information is saved.  

Remember to click Apply for each pattern of event dates. 

 

Fixing or updating dates and times 
These functionalities work for brand new events and existing events.  
 

If only one day or time is incorrect, click on the date within the calendar view to view 
the times.  

 

Either click the  to remove a time slot, use the drop down arrows to update the time, 
or click Add another time if there is another show to be added on that day.  

If all your dates and times are incorrect, click the links for Clear calendar & Confirm then 
start again.  

  



 

Confirmed event 

Select whether your event is confirmed or not 

 

Phone/Email/Website fields  

Only one of these three contact fields is required but the more options you can provide, 
the more helpful it is for visitors. 

 
Write your phone number without spaces or international area codes 
 
 

Email 

 

Website  
 

  
 



 

Once the mandatory steps are complete, the Send for Review button 
in the top right hand corner of the page will become enabled. 

 

 
 
 

View a summary of your listing at any stage by clicking on the   
button located at the top right of your window.  
 

 
 



 

Before you Send for Review... 

Please take the time to read over your listing to ensure there are no errors.  
 
Fields in orange indicate there is no information contained within. You can add 
information into these fields by clicking on the hyperlinked text.  
 
The Optional Steps outlined on the next few pages will give potential visitors more 
information.  
 

Once you are happy with your listing, simply click Send for Review located in the top 
right hand corner of the page. 
 

Listing approval 

Once you have submitted your listing or updates, VisitCanberra’s team will review your 
listing. This can take 1 - 5 business days.  

You will get an automated email when your listing has been approved.  

Please allow up to 24 hours for your listing to be published on visitcanberra.com.au 
from the time you receive your approval email.  

 

Listing rejection 

*VisitCanberra  reserve the right to reject any listing if it is technically unsuitable, 
offensive, defamatory, contains sexually explicit content, or depicts illegal practices. Listings 
that do not meet ATDW national standards and guidelines will also be rejected. 
 

You may receive a rejection email with instructions for you to amend your listing and 
resubmit it. Return to your listing dashboard, make the changes then click Send for 
Review. 

Alternately a rejection email may advise that your listing is unsuitable for a tourism 
database. 

http://www.visitcanberra.com.au/


 

Optional steps – Enhancing your listing 
 
VISIBLE ON visitcanberra.com.au 
 

Videos  

 

- Upload a maximum of 10 different good quality videos. 

- Once uploaded, you can drag your videos into your preferred order. The star will 

indicate your hero video.  

- Keep videos 30 - 90 seconds in length. 

- Do not upload videos containing advertisements. 

- Videos must be uploaded from a YouTube or Vimeo business account. 
 

Video making tips 

- The camera shows viewers what it looks like, so let the commentary add to the 
imagery by telling viewers about the advantages of your offering. 
 

- Plan and practice what you’re going to say ahead of time to ensure your 
commentary sounds professional.  

 

- Use a tripod to avoid ‘shaky cam’. 

- Ensure there is plenty of good natural or artificial light. 

- Make sure you use landscape orientation and not portrait orientation while 
recording. 

 
This video has some good tips on video production from the 19.46 minute mark.  

 

 

 

http://www.visitcanberra.com.au/
https://www.youtube.com/watch?v=PLXhujVIYsA


 

Internet Access  

- Is Broadband, Paid or Free WIFI available to your guests? 

Accessibility 

- Select the relevant accessibility options for your event to assist people with 
movement, sight and hearing impairments. 
 

Booking URL 

- This field is only for the URL of a transactional booking engine where people can 
make a booking and receive confirmations. 

 

Social Accounts 

- Where can customers find you on social media? Facebook, Twitter etc? Enter 
your TripAdvisor link if you would like those reviews to appear with your listing.  

 
NOT VISIBLE ON visitcanberra.com.au 
This data may appear on other ATDW distribution channels: 

Business information 
- Is your business known by an alternative name? 
- Enter your Business ABN and click the ‘Check’ button to verify 

Memberships 

- Does your business have a current membership? 

Accreditations  

- Is your business accredited? 

 
 

 

Trouble shooting   
 

   
You will not be able to Send for review if the progress bar in the top right hand corner 
of the page is still red. Click on the progress bar to see which mandatory steps need to 
be completed. 

 

http://www.visitcanberra.com.au/


 

Removing a listing  
If you need to remove your listing, please click on the  icon located at the top right of 
your window (under the blue VisitCanberra Logo ) and click Request to disable.  

 

 
Assistance 
 

For further assistance with your ATDW listing or if you have any database related 
questions, please do not hesitate to contact the team: 
 

E: atdw@act.gov.au 

P: 02 6205 0029 (Monday to Thursday) 
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