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STEP ONE: Preliminary Info

Let’s start with the basics. You have to post a listing before 
you can start renting, so let’s go over the process for posting 
your space on Airbnb. It only takes a few minutes.

Visit Airbnb.com and click on the “Become a Host” button up 
top. Once the “List Your Space” form appears, you’ll have to 
choose what type of space you have. Most likely you’ll 
select Home or Apartment, but there are several other types 
and mousing over any of them on the list will display a tool 
tip with a definition in case you’re confused. After that, select 
how much of the space you’re renting out (e.g. the entire 
thing of just a room). Finally, enter how many your space 
can accommodate and your location. When you’re done, 
click continue.
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STEP TWO: Basic Info

With that preliminary information out of the way, finish your 
listing and input all the details. The first three options include 
the information you just added in the last step, but you’ll also 
see options to specify the number of bedrooms, beds, and 
bathrooms. When finished, click next.



STEP THREE: Description

On	the	Description	page,	you’ll	name	your	 listing	and	provide	a	
summary.	 You	only	have	35	characters	for	the	listing	name	and	
250	for	the	summary	so	think	of	colorful	and	evocative	language	
to	describe	 the	best	parts	of	your	 space.	 Some	people	even	
include	 its	specific	location	if	the	listing	resides	in	a	popular	
neighborhood.	 For	example,	when	I	visited	Portland	 I	stayed	in	a	
remodeled	basement	in	Irvington.	 “Remodeled	Irvington	
Basement”	doesn’t	 sound	 so	appealing,	 but	“Spacious	Irvington	
Retreat”	does.	 When	writing	the	summary,	 think	of	the	three	best	
features	of	your	 listing	and	focus	on	those.	 You’ll	have	plenty	of	
additional	 space	to	provide	all	the	details	you	want	later.	 When	
finished,	 click	next.
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STEP FOUR: Location

In	the	Location	section,	just	put	in	your	listing’s	address.	 Airbnb	
won’t	share	this	information	 with	guests	until	 they’ve	booked,	 so	
you	don’t	have	to	worry.	 People	just	browsing	 the	listing	will	get	
an	approximate	location	instead.

It’s	worth	noting,	 too,	that	each	state	has	different	 laws	that	affect	
Airbnb	 listings.	 For	example,	if	you	rent	out	your	place	in	San	
Francisco	each	booking	 is	subject	to	taxes	and	fees.	 The	renter	
will	pay	them	when	they	book,	 so	it’s	not	like	you	have	to	deal	
with	it	directly,	but	you	will	want	to	factor	that	reality	into	your	
price	when	you	choose	it	later.	 Additionally,	 there	may	be	some	
restrictions	about	what	you	can	and	cannot	offer	in	your	listing	for	
your	location,	 so	do	a	little	research	about	 the	laws	in	your	 state	
(and	city)	so	you	don’t	make	any	costly	errors.	 When	you’re	done,	
click	next.
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STEP FIVE: Amenities

On the Amenities page, check off any amenities on the lists 
that your space provides. If you need to add a few perks, 
Airbnb details several inexpensive things you can do to offer 
a little more. When you’re done, click next.



STEP SIX: Photography

Good photographs are important, so if you’re not at least a 
good photographer with a quality (think entry-level DSLR or 
better) you should ask a friend who is to help you 
out. Alternatively, in some cities, Airbnb will actually take the 
photos for you for free. If you want to take advantage of this 
service, visit the Airbnb photography page and check 
availability for your listing. Once you have your high quality 
photos, upload them through the photos section and click 
next.



STEP SEVEN: Home Safety

The Home Safety section allows you to create a printable 
emergency information card. This is a good thing to have 
around, so fill out the form, print the card, and click next.



STEP EIGHT: Pricing

Now for the fun part—you choose how much you want to 
make! The base price for your listing doesn’t include 
cleaning or any other fees, so you don’t want to set this too
high if you’re going to require more money for other services. 
You can easily determine a competitive price range by 
searching Airbnb in your area and specifying similar criteria 
to what you offer. Find a few comparable places and settle 
on a price that you consider fair and competitive.

Airbnb provides a suggested price based on what you’ve 
filled out so far. Despite being labeled a “Tip” it’s actually 
what they think your listing is worth per night. You should 
determine what works best for you, but definitely take this 
number into consideration as it’s based off of data they have 
on other listings in your area. When you’ve made a decision 
and chosen your price, click next to continue on.
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STEP NINE: Booking

In this section you get to choose the process prospective 
renters will follow when booking your space. “Review each 
request” means you’ll get a notification when someone is 
interested and you can approve or deny them. “Guests book 
instantly” means the reservation is completed immediately 
with no interaction necessary on your part. Instant booking 
makes the reservation process easy for guests, so if you feel 
comfortable with it you’ll add quite a bit of convenience for 
the renter. This can make your listing more competitive, so 
definitely consider using the instant booking option.

Of course, you can start out reviewing people and change to 
instant booking later on once you get the hang of Airbnb, so 
don’t feel locked into either option. If you change your mind 
in the future, you can always change your process as 
well. When finished, click next to move onto the last step!
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STEP TEN: Calendar

Finally, you need to fill in your calendar. If you want people 
to be able to book anytime, just choose “Always” and you’re 
good to go. Alternatively, “One time” allows you to choose a 
specific period of time for renting and “Sometimes” allows 
you to block out dates when you can’t accommodate 
guests. Whatever you choose, just make sure you keep and 
up-to-date and accurate calendar. If you don’t, you’ll most 
likely run into scheduling issues and nobody likes those.
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Once all the particulars have been set, it is time to publish 
your listing and wait for the requests to roll in!

But don’t kick your feet up just yet. There are a few tips and 
tricks that separate the pros from the occasional renters. If 
you want to make real money on Airbnb, these should help 
you get there. While Airbnb can be a challenge if you are 
new to it, these tips should help make the experience more 
pleasant for you and your guests!



Always offer WiFi. The internet might as well 
be a human right at this point, and pretty much 
everyone expects access wherever they go. If 
you have internet access set up already, that’s 
great! You’ll want to consider providing a guest 
network for greater security, but otherwise 
you’re pretty much good to go. If you don’t 
sometimes live in the space you’re renting, 
internet access may seem like a hefty expense 
each month. In this case you might want to 
consider a cellular data hotspot. While not 
nearly as fast as most hardwired internet 
providers, LTE offers decent speeds that will 
satisfy most people. You can often add on an 
inexpensive hotspot to your cellular plan and 
use that. CLEAR offers reasonably-priced 4G 
plans designed for the home and many Airbnb 
hosts take advantage of their services. If you 
really want to save money, you can get a 
completely free hotspot from FreedomPop, but 
you’ll probably need to cough up some cash in 
order to get a reasonable data allotment for 
your guests. Still, this option could be the 
cheapest depending on how much data your 
guests use.



Be clear. Be honest. Be detailed. While this 
may seem obvious, your space isn’t perfect and 
moments will arise where you might think it’s 
wise to hide the flaws. For example, you might 
have air conditioning in your unit but only in one 
room. Don’t leave out these details. You don’t 
want a guest staying with you and feeling lied 
to because an amenity you provided didn’t live 
up to their expectations. Most of the time you 
can avoid these kinds of problems with clear, 
honest details.

Save a few surprises. You want to put 
enough in your listing to attract renters, but 
their stay will seem extra special if they 
encounter a few amenities they didn’t know 
about when they arrive. Perhaps you have a 
welcome basket with some snacks or keep 
fresh cut flowers in a vase on the kitchen 
table. Maybe you include a guest book or even 
a camera guests can use to take their own 
photos for themselves or for a collection made 
by everyone who stays in your space. You can 
get creative here and think of inexpensive ways 
to add some surprise value. This way you 
stand a better chance of over-delivering on 
your promise of a great experience.



Keep an inquiry and problem resolution 
journal to keep track of common issues that 
you might be able to prevent in the future. No 
matter how great of a host you are, you’ll wind 
up with problems from time to time. Sometimes 
you’ll just get a bad guest and you can’t do 
anything about that, but sometimes a guest will 
have a concern, question, or issue that you’ll 
need to solve during their stay. Keep notes of 
everything that comes up so when you see 
issues repeat, you can figure out how to 
preemptively solve them and save yourself the 
headache during your guest’s stay.

Keep your calendar up to date. I mentioned 
this earlier when we talked about creating a 
listing, but it’s worth repeating. Scheduling 
issues can really hurt you. You don’t want to 
have to cancel guest bookings because you left 
reservations open on unavailable dates. You 
also don’t want to forget to remove black out 
dates if they do become available. You 
probably only need to review your calendar 
monthly to make sure everything is the way you 
want it, but choose an time interval that suits 
you and set a reminder to update it so that you 
don’t run into annoying scheduling problems.



NEED TO SHARE KEYS?
No Airbnb host can do it alone. That’s why tools 
and apps like KeyMe are essential. With KeyMe, 
you can scan & share keys with your guests via 

text message and they can print them out at their 
local kiosk. Get the app and scan your first key 

today!


