Instructions for Multiple Open House Uploading 
You will need to use a Microsoft Excel CSV file to upload multiple open houses to our website.   You will use the following categories in the order that they are given here in order to insure proper uploading.
1. Neighborhood- In the first column select a neighborhood from the list below the best describes the location of your open house.  Enter the name of that open house in the first column.


· Ballard

· Bel Air knolls

· Buellton

· Carpinteria

· Cottage Hospital

· Downtown

· East Of State

· East Side

· East Side - Lower

· East Side - Upper

· Goleta 

· Goleta - North

· Goleta - South

· Hidden Valley

· Hope Ranch 

· Hope Ranch Annex

· La Cumbre

· Las Positas

· Los Olivos

· Lompoc

· Mesa

· Mission Canyon

· Montecito

· Montecito - Lower Village

· Montecito - Upper Village

· More Mesa

· Rancho Embarcadero

· Riviera

· Riviera - Lower

· Riviera - Upper

· Samarkand

· San Antonio Creek

· San Marcos Pass

· San Roque

· Santa Barbara

· Santa Ynez

· Solvang

· Summerland

· Turnpike/Patterson

· West Beach

· West Of State

· West Side

2.  Neighborhood- In the second column of your spread sheet you need to put the number that correlates to the neighborhood that your open house is located in.  Here is the list of code numbers that you use in the first column of your spread sheet.
1 For  Ballard

2 For  Bel Air knolls

3 For  Buellton

4 For  Carpinteria

5 For  Cottage Hospital
6 For  Downtown

7 For  East Of State

8 For  East Side

9 For  East Side - Lower

10 For  East Side - Upper

11 For  Goleta 

12 For  Goleta - North

13 For  Goleta - South

14 For  Hidden Valley

15 For  Hope Ranch 

16 For  Hope Ranch Annex

17 For  La Cumbre

18 For  Las Positas

19 For  Los Olivos

20 For Lompoc

21 For  Mesa

22 For  Mission Canyon

23 For  Montecito

24 For  Montecito - Lower Village

25 For  Montecito - Upper Village

26 For  More Mesa

27 For  Rancho Embarcadero

28 For  Riviera

29 For  Riviera - Lower

30 For  Riviera - Upper

31 For  Samarkand

32 For  San Antonio Creek

33 For  San Marcos Pass

34 For  San Roque

35 For  Santa Barbara

36 For  Santa Ynez

37 For  Solvang

38 For  Summerland

39 For  Turnpike/Patterson

40 For  West Beach

41 For  West Of State

42 For  West Side

3. Address- In the third column of your spread sheet please enter the address of the property.
4. Unit- If the property requires a unit number please use the forth column for that information.
5. Bedrooms- In the fifth column of the spreadsheet please enter the number of bathrooms using a numeral and not letters.
6. Bathrooms- The same procedure is used here.  Enter the number of bathrooms using a numeral and not letters.
7. Agent- In the seventh column please enter the agent’s name.

8. Broker- In the eighth column of the spreadsheet please enter the real estate office’s name.
9. Broker ID- If you have a broker ID number issued by SB open please enter in the ninth column.  If you don’t have an ID number please leave this column blank.
10. Agent Phone- Enter the agents phone number in the tenth column of the spreadsheet using this format (xxx) xxx-xxxx.
11. List Price- In the eleventh column please enter the list price of the property.  Please use only numerals NO commas, dollar signs, or any other symbols.  Using commas or symbols may cause your property to not upload correctly.

12. Day of Open House- Please enter the date of the open house in the twelfth column using using the name of the day.  E.g. Monday, Tuesday, Wednesday, etc.
13. Day ID- Please enter the date of the open house in the thirteenth column using these codes for the names of the days of the week.

1 for Sunday

2 for Monday

3 for Tuesday

4 for Wednesday

5 for Thursday

6 for Friday

7 for Saturday 
14. Start Time- In the fourteenth column please enter the start time using this format 3PM or 10AM 

15. End Time- In the fifteenth column using the same format as above enter the end time for the open house. 
16. MLS Id #- In the sixteenth column please enter the MLS ID number.
17. URL- enter a url in the seventeenth column where information on the property can be found.  Please use this format http://www.infoonmyopenhouse.com.

18. City- In the eighteenth column please choose a city from the list below that best describes the location of your open house and enter that name.

Buellton  

Carpinteria

Lompoc

Los Alamos

Los Olivos

Oxnard

Santa Barbara

Santa Ynez

Summerland

Ventura

19. City ID- In the nineteenth column of your spreadsheet enter the city in which you open house is happening using the following codes for selected cities.
1 For  Buellton  

2 For  Carpinteria

3 For  Lompoc

4 For  Los Alamos

5 For  Los Olivos

6 For  Oxnard

7 For  Santa Barbara

8 For  Santa Ynez

9 For  Summerland

10 For  Ventura

20. State- In the twentieth column please use the two letter abbreviation for your state.  E.G. CA. 
After entering all of the information for each of your open houses save the Excel spreadsheet as a .csv file.  Then go back to http://santabarbaraopen.com/upload/ and hit the browse button.  Find the csv file on your computer and upload it to our server.  Your open houses will appear on the site by the next day.  

Please make sure to follow the column structure precisely when making your csv file in order to ensure that your open house get properly indexed with correct information on our website.   Thank you for choosing to list your open house with us and good luck on selling your property or the property you represent.

