
Guide: How to Create or 
Modify a Listing

Audience: Host/ Service Providers



Points to remember – Aged Care Residential Service Providers:
▪ Based on your My Aged Care (MAC) submission, myRespiteAccom has created account using 

your email address
▪ MAC data is also used to create High Care and Low Care Residential Respite listings
▪ However, you will need to update the listings as per this guide
▪ It is likely you will have one listing per vacancy at your facility, hence may need to add 

multiple listings for multiple vacancies at a facility (ie property/ nursing home)
▪ This guide will assist you with your Listings

Purpose of this Guide (click below to jump to the right section):
▪ Step by step guide to create a new listing
▪ Update a listing
▪ Remove a listing



Create a New Listing
Step by Step guide for Service Providers



1. Upon Log In, you will be shown the Dashboard below
2. To create a New Listing, click on ‘List your Space’



1. You will be shown the view below



TIPS:
• Home Type Field – Select ‘Residential Respite – Aged Care Home’ from the list
• Room Type – Select either ‘Private room’ or ‘Shared room from the list
• Accommodates – You can select any number from the list, typically it will be ‘1’
• City – Type Suburb and select from the list that will appear
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TIPS:
• Next is ‘Basics’ of the Listing
• Bedrooms, Beds, Bathrooms – Typically you will select a value to be 1
• Respite Care Type – Typically a listing will be suitable for either Low Care or High Care. This is 

important as a High Care seekers would search for High Care and won’t look for Low Care Listings. 
So it must be set right at the time of listing!

• Listings – Will be populated based on your setting of previous screen
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TIPS:
• Next is ‘Description’ of the Listing
• Listing Name Field – Give a meaningful name as it is likely you will have multiple listings associated 

with a facility. Effectively, one room should have one listing
• Summary– Provide description that is accurate and insightful. Seekers choice will be influenced by it
• Details – By clicking you will be able to enter more insight on this listing
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TIPS:
• Next is ‘Location’ of the Listing
• Address Line 1– Type in the street address and pick the extract address. Rest of the fields will be 

automatically completed

1

1

2

2



TIPS:
• Next is ‘Amenities’ associated with the Listing
• Common Amenities – Simply select all amenities applicable to this listing 

1

2

1

2



TIPS:
• Next is adding ‘Photos’ for the Listing
• Choose File – Click on Choose File to upload Photos
• Upload Button – Click to upload the chosen photo (Note: It may take several minutes to load photo!) 

• Cover Photo – Choose which Photo you wish to have as the cover photo
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TIPS:
• Next is adding ‘Agreement’ for the Listing
• Choose File – Click on Choose File to upload draft or designated Resident’s Agreement
• Upload Button – Click to upload the chosen file (Note: Load the PDF file) 

• Uploaded File – Shows link to the uploaded PDF. Click to view (Note: Only one file can be loaded, you can replace 

existing agreement by uploading a new file) 

• Additional Booking Fee Option - This field will allow you to charge booking fee, currently it is not 
activated
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TIPS:
• Next is selecting ‘Booking’ style for the Listing
• Choose how your guests book – This is extremely important consideration. 

▪ Do you want the platform to Instantly accept the booking, if yes, choose ‘Guest book instantly’
▪ OR Do you want to review the request before accepting the booking, if yes, choose ‘Review 

each request’. Currently portal is set so that your team will have 5 days to accept or decline the 
booking request.

▪ Note: myRespiteAccom requests Referral Code at the time of booking to assist your team with the assessment

1

1

2

2

2a 2b

2a

2b



TIPS:
• Next is managing ‘Calendar’ for the Listing
• Manage Availability button – One of the important feature is managing the availability, including 

minimum number of days this listing can be booked for and manually setting the listing to be 
unavailable

• Note: All booking made through myRespiteAccom will mark the listing ‘Not Available’ for the days it is booked.
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TIPS:
• When Manage Availability button is clicked following screen will show
• Start Date and End Date – Select Start and End Date to set rules
• Minimum Stay – Do you want the minimum booking to be for more than 1 day, if yes, set this field for 

the Listing
• Status – Options are to Set to Available or Not Available. You need to change it only if you need to 

manage it manually. Note: All booking made through myRespiteAccom will mark the listing ‘Not Available’ for the days it is booked.
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TIPS:
• Once you click Next on the Calendar view, you will be shown summary of your 

listing. Go back to you Dashboard. You will be shown view similar to this
• Note the Listing is shown as ‘Unlisted’. Which means it is not searchable by the 

seeker.
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Almost there
• Move the toggle to the right and the status of this listing will change to ‘Listed’. This will be 

searchable straight away by the seeker.
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Modify a Listing
Step by Step guide for Service Providers



TIPS:
• You can modify a Listing at any time by simple clicking on ‘Manage Listing and Calendar’1
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TIPS:
• You will be taken to the screen shown below. You can click on any button on the left to update the 

detail. Your Listing will be update instantly.
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Remove a Listing
Step by Step guide for Service Providers



To remove a listing
• Move the toggle to the left and the status of this listing will change to ‘Unlisted’. Which means it 

won’t be searchable by the seeker.
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2

2



End of this Guide
Please send your feedback or queries to info@myrespiteaccom.com.au

mailto:info@myrespiteaccom.com.au

