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NOTE: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: Before building your first tool, you should read the SmartTrip Tool overview to understand how the 

tools work and what your choices are.  
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SmartTrip Tool Management 
TripProximity Portal allows you to build and edit 
SmartTrip tools and to monitor usage of the 
tools.  For a full discussion of all of the items in 
the Portal, see Introduction to the TripProximity 
Portal. 
 
The TOOLS navigation on the left will allow you 
to create and view the tools list.  You can also 
use the create button in the upper right of the 
portal to create a new tool.   
 
This document will cover how to create and 
customize your tools, as well as talk about 
where you can use them. 
 

 To edit an existing tool, you will display the list and click on the pencil option.  
 
 

 

Quick Edit/Tool Preview 
When a new account is created, a SmartTrip tool is 
created from the information entered at registration.   
 
Each tool can be edited using the Quick Edit function 
(offering limited field editing); or the Customize function 
(for full editing).   
 
There are certain fields in both Quick Edit and Customize 
that are only applicable to certain tool types.  These will 
be covered in the appropriate section for each tool type.  
 
The Preview Screen is also used to indicate 
where the tool will be stored/used.   

 
 

Customizing the SmartTrip Tool 
This document will cover each section of the Customize function in detail.  It will begin with how to build 
and customize a venue tool, which is most often used for a VISIT US page on a website.  It is for a specific 
location.  It will then show the differences for the Event and Anywhere versions of the tool. 

 
 
 
  

Basic Address Options/Tabs Defaults Customized 
Branding

Customized 
Search Results Travel Options
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Step 1  Customize your smart trip tool – Basic Information for VENUE Tool 
 
Select tool type 
Choose Venue from the drop-down list. 
 
Destination 
The destination field is used to look up the address from Google Places.   
 
Enter the name of the destination and the system will automatically look up the address.  If it can’t find the 
address, you will have to put the name and then go to the next section and manually enter the address.  
 
Header Title 
The header title will autofill based on the type of tool and the 
name of the destination.  The default text is Plan your trip to.  
This can be overridden.  
 
Image and Image Link 

 
You can use our default image, or you may choose your own image or no image 
at all.  The image on the tool is also a Map.  By clicking on the “flip” tool, it will 
display and by clicking the “expand” tool, it will fill the tool with the map. 
 
 
 

Image Choices 
• Upload an Image from your desktop 
• Direct URL to an Image on the web – you should ensure that the image you use is either owned by your 

firm or that it is not copyrighted 
• URL/link destination for the image – this can be a link to a website, ticketing site or to a video 

 
Marketing Message in Footer 
You can insert up to 60 characters of text.  The color of the 
background and text are set in the Customize the branding 
for this tool section.   
 
Widget Name 
The widget name is an internal field that shows up on the list of 
tools.  If you decide to do A/B testing of different tools or you want 
the same tool in different places, this allows you to create one tool 
(e.g. VISIT US) and then clone it add the placement (e.g. VISIT US – Contact Us Page, VISIT US – Facebook Page 
 
Tracking Number 
The tracking number is an internal number and it appears on each booking record.  It will allow you to track how 
much revenue and/or donations that are generated from each tool. 
 
Your Charity 
If you selected a charity in your Account setup, it will default on this field.  It can be overridden if you have a 
different charity that you want to impact (e.g. for an event as an example). 
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Step 2  Address 
Destination Address 
The address should be shown in the Lookup My Address field as 
a result of what you inserted in the Destination field in Step 1.  
If it is not correct, then you can fill in the individual fields.  
 
Use my locations local currency? 
Check this box if you want the tool to price in the local currency of the user.   
 
Currency  
If you wish to always price in a specific currency, you may select the currency from the drop down. 
 

Step 3. Tab Options  
This section allows Level 2 customers to 
customize the TABS on the tool and what 
shows first on the tool.  Level 3 
customers also have access to the 
Concierge Tab. 

 
 
Default Display 
The default display is the I’m Staying 
tool (hotel booking).   
 
You may select MAP view as the 
default, but if you have more than 10k 
visitors per month, you will be required 
to provide your Google Maps API Key to 
your Account Director.   
 
Social Sharing 
If you would like to have social sharing turned on, click this box.  If you already have ADD THIS or Share This social 
sharing tools on the page that you are inserting this tool, then this should not be checked, as they may conflict. 
 
Driving Tab 
The driving directions and car rental tab are optional and can be enabled here. 
 
Air Tab 
Air booking is optional and can be enabled here.  If you check this box, it will ask for the preferred airport, 
which can be selected from the drop down. 
 
Concierge Tab – Level 3 Only 
The SmartContent™ Concierge Tab is only available for our Level 3 clients.  Level 2 clients may upgrade to 
get access to this functionality by clicking on Upgrade in the navigation on the left side of the screen.  If 
you are building a new tool, you will have to save and come back in through EDIT mode, to build out the 
Concierge section.   
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Building the Concierge Tab  . (available for Level 3 Only) 
This capability is also referred to as “curated content”, as it allows the user to add links to content that is 
relevant to the venue (or to an event) or that is commonly used by a traveler or group each time they 
travel using the anywhere tool. 
 
When the Concierge tab is displayed, 
the sections will be displayed in 
“collapsed” mode.  The arrow to the 
left of the name can then be clicked 
to expand the content. 
 
Before building out the Concierge 
sections, it is wise to first lay out 
what you want, as once built, you cannot reorder the sections.  Like any 
navigation element, you will want the most important or most frequently 
used items at the top. 

 
Section Structure 
Each section has a header and then individual 
items under that header.  The items each contain 
a description, a URL and an image.   
 
Once you have entered an item, you may Add 
Another Item using the blue button or you may 
Add Section, which stores the content you just entered. 
 

 
If you come back in using edit mode, you will see any existing sections you have created.  You can add 
additional items to the section, edit existing ones or you may delete the section.   

 
 
NOTE: At this time, you can’t rename a section, so if you want to change it, you must delete it and re-

create it. 
  

Item Description, URL and 
Image

Section
Getting 

Here

Public 
Transit Parking Bicycling Call an 

Uber Call a Lyft
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Step 4.  Dates    
Travel Dates 
For a venue, the dates are calculated from the day that the tool is displayed, 
plus the number of days in Trip starts in field.  The checkout date is that date 
plus the length of stay.   The default can always be overridden by the traveler.  
It should mirror your most common experience with guests.   
 

Step 5.  Branding. (available for Level 2+ Only) 
Customize Branding 
The branding that the consumer will see when they view search results will default to TravelingToGive.   
For organizations that are for profit, they may choose from a number of brands in the Hotels Nearby brand family.   
 
The user may elect to use their own brand for the booking results, however, there is a fee for this and there may 
be a delay in launching with that brand and any incentives for rapid implementation will not be available. 
 
Select color palette    
We have set the default on the widget background to 
white and the background on the header to 
transparent.  The Active Tab is white, to match the 
widget background, which is best practice.  The inactive 
tab is a medium grey.  You may customize any of these 
choices. 
 
If you have multiple sites that have different color 
palettes, you may want to use the Palette Templates to 
set them up.  If you do, they will be available in the drop 
down.  If not, you can use the color picker below to 
insert your HEX# from your color palette.  
 
We recommend that you modify the Buttons to match your primary color for the buttons on your site.  The Footer 
Background should match your accent color on your site.  If you select a dark background, we recommend white 
text.  If the background is light, select a dark color for text.    
      

Step 6. Travel Preferences . (available for Level 2+ Only) 
You may customize the search results by brand and by hotel stars.  If you 
have a preferred property and you want that hotel to show first, choose 
their brand family.  If it is not a part of a chain, let your Account Director and 
they can show you other ways to showcase partner properties using the 
Concierge Tab. 
 
For car rental, you can set the preferred car rental company. 
 
For air, you can select the preferred airline and preferred seat class.  
 

Step 7. Rooms and Guests . (available for Level 2+ Only) 
This allows you to set the defaults for the number of rooms and guests.  For leisure 
travel, normally this will be 1 room and 2 guests.  For business travel, 1 room and 1 
guest is the default.  For something special like parents and a child visiting a 
university it might be 1 room and 3 guests.  For a golf foursome, it may be 2 rooms 
and 4 guests.  The traveler can override these at travel booking time. 
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Building an EVENT Tool 
There are only two differences in the Event tool.   
 

 EVENT NAME –  
When you select the EVENT tool type, you will be prompted for an Event Name after the Destination.  Once you fill 
that it, it will create a new header, inserting the event name into the Header Title. We recommend that you use 
the Event Name as your Widget Title in the BASIC section. 
 

 
 
EVENT DATES.  
For an event, the dates hinge on the date of the event itself.  If the event is one day or less, there should either be 
one night before (e.g. for an event starting in the morning) or one night after (for an event going into the evening).  
If alcohol is being served at the event, we recommend always including a night after as an option. 
 
If the event is on a Sunday and you want to make the trip a weekend, you would put the Sunday date in event 
starts and ends field and then 2 nights before and zero nights after. 
 

 

Building an ANYWHERE Tool 
An Anywhere tool is the simplest 
of all, as it only requires the first 
section. 
 
The Destination defaults to My 
Destination and the Header Title 
can be set for whoever the 
intended user of the tool will be.  
This can be a Company, a group, 
an individual or it can be used for 
travel to a specific Client for a 
project group.  The Widget Name 
should be set to the name of the 
use of the tool, as should the 
tracking number. 
 
You may optionally customize all other sections of the tool, including adding a CONCIERGE section, but 
remember that this is not designed for one destination, but for ANY destination, so the selections for that 
TAB should be broadly applicable to travel to anywhere. 
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Saving your SmartTrip Tool 

 
 

SAVE 
If you hit SAVE, you will be returned back to the list of 
SmartTrip Tools. 
 
From there, you can do the following: 
 

 
 

 

View Look at the SmartTrip Tool in Preview screen (Quick Edit mode). 

 

Edit Edit in Customization mode. 

 

Clone Make an exact copy of the SmartTrip tool, which can then be 
edited in Customization mode.  This can be done when you want 
to use a tool in two places and want to have unique tracking codes 
on each one to see the utilization of each one separately.   

 

Archive Store the tool for future use. 

 

Delete Delete the tool (cannot be reversed).  If the tool exists on a 
website or blog or Facebook page, it will produce an error. 

 

SAVE AND VIEW 
Once you are finished customizing your tool, we recommend that you select SAVE and VIEW, so that you 
may see the results of what you have built.   
 

Preview and Quick Edit 
 
Your SmartTrip tool has been saved at that point and is 
displayed so that you can review how it looks and how it 
works.  This is a live tool at this point, so you may do 
searches to see the results from each tab. 
 
From the Preview and Quick Edit screen, you can elect to 
go Back to Tools, go back in and Customize if there is 
something that you want to change that isn’t available on 
the Quick Edit Mode or you can select any item from the 
left navigation bar.   
 

Save and Refresh 
If you make any changes on the Quick Edit screen, you will 
need to select the blue Save and Refresh button to see your changes.   
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Ready to Use 
When you are satisfied with how the tool looks, select Ready to use. 
 

Let us know where you want to use your Smart Trip Tool 
Next, you will see this prompt. 
 

 
 
 
 
 
 

 
There are three options for where to use your tool: 
 

• My Website or Blog – provides embed code to insert on your site, blog or Facebook page 
• Host it for me – we can host the tool on our site with its own unique name 
• Dynamic Tool – we provide embed code and guidelines for a short script to customize the tool at the time 

of display.  This is designed for organizations with many landing pages for venues and/or events. 
 
My Website or Blog     
Enter the URL where you will be installing the tool.  This is for us to support you in testing it once it is installed. 

 
 
Host it for me   
We can host your tool and produce a list of hosted widgets that your team can bookmark.  This is often used for 
staff travel, for special events that do not have a landing page. 
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Dynamic Tool 
The dynamic tool allows you to render the tool on any page of your site, pulling information from that page.   
To install you will write a short script and add that to our code snippet.  This should take no more than an hour to 
write, install and test.  We are happy to help with the testing.  Contact your Account Director. 
 

 
If you have more than 10k unique visitors a day, please provide your Google API key here.  If you don’t have one, 
we will institute a 10 booking minimum per month. 
 

Support 
If you need support during business hours, contact 813-925-0789 x8 
 
           Click here to visit our 7/24 Site 
 
 
 


