
Setting up Your Listings  

Hosting Success Checklist 
 
Congrats on getting started on Airbnb! Now that your listings have been created, it’s time to: 

● Verify that all of the details are correct 
● Activate the listings 

 
Then you can start welcoming guests—and earning money on Airbnb!  
 
This resource is a step-by-step guide that will walk you through syncing your calendars, 
managing tools so you can set competitive prices, and adding family-friendly amenities to 
attract more guests.  
 
 

 
1. You’ll see the email below in your inbox. It will take you to your Manage Listings page, 

which should show all of your properties on Airbnb.  

 
2. You’ll then be directed to click through your listing details. This is a good opportunity to 

confirm that everything has been entered correctly. Keep in mind that you will be able 
to fully manage and adapt your listing once it’s published. 

3. Once you’ve confirmed that all the information is correct, click on the pink Publish 
Listing button. This will make your listing live and viewable to travelers. 

https://www.airbnb.com/rooms


 
4. Now that your listings are activated, go to your Manage Listings page, where you’ll be 

able to view all of your listings. When you click on the title of a listing, it’ll take you to 
that property’s individual Manage Listing page. It looks like this:  

 

 
 
We’re going to walk you through each of the navigation tabs in the left-side column. Here’s 
what to look for and update in each of these sections for all of your listings to maximize 
bookings. Consider this your hosting-success checklist. 
 
 

Calendar 
1. Make sure your dates of availability are correct. (This one’s crucial: It’s not an ideal 

experience for guests to think your space is available only to be told that your listing is 
unavailable when they request to book. And remember—regularly denying bookings 
means that your listing will drop in search rankings.) 

a. When you click on a date, you’ll get a pop-up column with two boxes at the top: 
Available and Blocked. If your property won’t be available to guests on certain 
dates, be sure to block those on the calendar. 

https://www.airbnb.com/rooms


b. You can select several dates at the same time by clicking on one date and 
dragging your cursor across a span of dates. Once selected, hit the “Edit” button 
and you can set a nightly price for that range of time. 

2. Take a look to see if the pricing is correct. 
a. You always control the price of your listing. If you want to charge higher or 

lower prices due to changes in supply and demand or your business-model 
needs—during a holiday period or high season, for instance—you can click on 
those individual dates and adjust the nightly rate. This won’t affect your listing’s 
base price.  

b. You can also make these changes in the Pricing section (see below). 
 

 
 

Pricing 
1. The base price is what potential guests will see when they view your listing. (You can 

see what this looks like by clicking the “Preview listing” button in the black horizontal 
column.) If, for instance, you set a higher price in the summer or a lower price in 
winter, travelers won’t see that until they search for those specific dates; instead, they’ll 
see your base price first.  

2. If you want to incentivize guests to book your listing for weeks or months at a time, you 
might want to offer a percentage discount for weekly or monthly bookings. Or you can 
set a custom price for a specific week or month.  

a. Reminder that the long-term cancellation policy will apply once the long-term 
reservation is booked. 

3. You may want to add per-booking fees. In addition to the cleaning fee, you can add a 
resort fee, damage waiver, and booking fee into the Cleaning Fee section. This is the 
only way to collect any kind of fee directly from guests before booking. If you do add 
additional fees to this section, be sure to make that clear in your “House Rules” section.  

https://www.airbnb.com/home/cancellation_policies#long-term


4. A security deposit provides extra coverage. You can ask guests to be responsible for 
damages up to the amount you set. 

a. Airbnb puts a hold on the guest account for the security deposit. 
b. If you  want to make a claim on the security deposit, you must do so within 14 

days of the checkout date or before a new guest checks in, whichever is earlier, 
through the Resolution Center. If a claim is made, Airbnb will mediate and 
collect payment from the guest, as necessary. 

 
 
Booking Settings 

1. Consider taking advantage of Instant Book. 
a. This feature allows guests to reserve your listing automatically so long as they 

meet the criteria you set in the Guest Requirements, Calendar, and Availability 
sections. Listings with Instant Book are marked by a lightning-bolt icon and 
stand out in search results to guests. 

b. Benefits of Instant Book:  
i. Activating Instant Book leads to more reservations, and you’ll never miss 

a potential reservation.  
ii. You can accept bookings from all users or only guests “recommended by 

other hosts.”  
iii. If you’re uncomfortable with your Instant Book guests’ behavior or they 

violate your House Rules, you can cancel penalty free. 
iv. You can turn Instant Book off anytime.  

 
2. Check the House Rules to see if anything should be adjusted or added. 

a. Here you can note whether or not your listing is pet-friendly, suitable for 
children, and more.  

b. This is also where you can include your rental agreement, which guests will 
need to agree to and sign electronically before booking. However, since guests 
already agreed to Airbnb's terms, and hosts are covered by Airbnb's 
host-protection plans and you can add additional terms to your "House Rules", 
another agreement is not necessary. If you decide to use another agreement, 
it’s important to make that clear in your listing. 

c. The “Additional rules” section is your chance to set boundaries and give 
potential guests everything they need to know to stay at your listing. For 
instance, perhaps guests need to be 21 or older to stay at a resort property or 
meet a minimum age for a senior-living community; or maybe you included 
resort fees in the cleaning fees section; or you added taxes to the nightly rate.  
 

 

Cancellation Policy 

https://www.airbnb.com/resolutions


1. You can currently select between four cancellation policies. If you have any questions 
about them, please contact our team directly. 

2. A small fee will be applied based on the policy you choose. 
a. If you select either a Flexible, Moderate, or Strict policy, Airbnb charges a 3% 

fee. 
b. If you select a Super Strict policy (either 30- or 60-day), Airbnb charges a 5% fee. 

 
 
 

 

Description 
1. Make sure your title appeals to potential guests. Potential guests will see this name in 

search. A descriptive, appealing name will help you attract bookings. 
2. Example: “Beautiful Home with a Backyard Paradise” instead of  “X14394OO.” 

 

Location  

1. Confirm that the address and the pin on the map are correct.  
2. The exact address won’t be visible to guest until after booking. 

 

Amenities 
1. Add all of the listing’s amenities. Guests can filter their search to look for listings with 

specific amenities, so checking all of the perks your listing has will help your space 
stand out in search.  

2. Accessibility is important to Airbnb—and it’s important to travelers. Making sure your 
space has accessible amenities can help make guests feel welcome. 

3. Pay special attention to the “Family amenities” section, as many guests search with 
these offerings in mind. 

 
 
 



Photos 
1. If you see that not all your photos are uploaded, please add them from your end or 

reach out to me for help. 
2. If the photos are not in the order you wish them to appear, you can drag and drop 

them into the preferred order. 
3. Select the “hero image” carefully—that’s the first image in your series, which shows up 

first on your listing page. It will represent your listing in both search results and on the 
listing page. We suggest choosing the most appealing photo that’s representative of 
your space. 

4. Details help guests decide to book. You can add a caption for each photo in the “What 
are the highlights of this photo?” box. 

5. More top photo tips: 
a. High-resolution photos look best; 1024 x 683 px is an ideal size. 
b. Photos are most appealing when they don’t have any watermarks, logos, or text. 
c. More photos are better: Listings with at least 20 photos seem to perform best. 
d. Choose your best, most appealing photo for the lead image slot. 
e. Include photos of each bed and/or bedroom available to guests. 

 
Now we’re done with the left-hand column! We have one more section to update. In the 
black bar along the top, on the right, you’ll find “Availability Settings”. 
 

 
Availability Settings 

 



1. Advance notice: Here you can set requirements for how far in advance guests need to 
secure a reservation. This way, you’ll have ample time to get the property ready for 
them. 

2. Preparation time: Add one or two days before and after each booking to give you time 
to clean and prepare for the next guest. 

3. If you want to set up minimum night stays in general or just for certain periods or 
seasons, the “Minimum stay” and “Maximum stay” boxes allow you to set general 
parameters. If you want to specify by season, click on the “Add a requirement for 
seasons or weekends” button. 

4. Booking window: Specify how far in advance a guest can book. 

5. Sync calendars: You can import your calendars from other hosting platforms by clicking 
the link at the bottom of the column. 

6. Add a requirement for seasons or weekends: You can specify that guests can only 
check in on a particular day of the week— on Saturdays, say—by clicking this link, then 
checking the box “Guests must arrive on a specific day.”  

 
 
 
 
 
 
 
 
 
 
 
 
 
 


