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1Create an
account
MediaBox

MediaBox is Airbnb’s 
media management tool.

You will be able to access 
MediaBox with the same 
email used to log in to Airbnb.

You will be invited to log in for 
the first time once your 
onboarding process is 
completed. 

Tools + Procedures

After creating and confirming a 
new password, you will be able 
to access your new account on 
MediaBox.



Login with your Airbnb email. 
If the credentials do not match our 
records, a message will notify you.

Type in your password 
and click login.

2Login
MediaBox

Login with your Airbnb 
email and password.

All shoot requests will be 
shared with you on MediaBox. 

In case you have forgotten 
your password, you can reset 
it by clicking the Forgot 
Password link. 

Tools + Procedures

Click on the forgot password link 
if you have forgotten your 

password. 



3Password
Reset 

You can reset your 
MediaBox password.

A reset password email will be 
sent to your Airbnb email 
address. 

You will need to click on the reset 
password link and create a new 
password. 

MediaBox

Tools + Procedures

Type your Airbnb email and click 
“Submit” to receive an email with a link 

to reset your password. 



4Settings

In the Settings page you 
can update the markets 
and manage your 
availability.

In the Settings page you will 
be able to select the 
markets in which you want 
to shoot and update them 
as needed. 

You will also be able to 
manage your availability to 
shoot by switching on and 
off the “Available” button. 

Media Box

Tools + Procedures

You can manage your availability to shoot 
by switching on or off the “Available” button. 
When the button is switched off, you will not 
receive any new assignment. 

You can select the region, the country and 
the markets where you want to shoot. 
You can always update your markets and 
remove some of them if needed. 



5Shoot
Requests

All new shoot requests 
will be displayed in the 
“Shoot requests” tab.

You have 48 hours to 
accept or decline a new 
opportunity.

If you do not accept or 
decline within 48 hours, the 
new opportunity will no 
longer be available.  

MediaBox

Tools + Procedures

All new opportunities will be 
displayed in this tab.

When the status is “New” it means that 
you have a new shoot opportunity that 
needs to be accepted or declined.

You have 48 hours 
to respond to a new 
request.



6New
Request

Accept or Decline a new 
opportunity in MediaBox. 

On this page, you can see 
the location of the listing 
and the total compensation 
offered.

At the top of the section you 
will find the type of shoot 
requested and a link to the 
specific style guide. 

Host contact details will be 
visible only after accepting 
the shoot request. 

MediaBox

Tools + Procedures

Host contact details will be 
visible only after accepting 
the shoot request.

The location and payment 
total  will be visible prior to 
accepting or declining the 
assignment

Click on Accept or Decline to 
respond to the new shoot 
opportunity.

The type of shoot will be displayed on 
top of the new request page. The 
specific style guide can also be 
accessed here.

This section will indicate the 
next required step.



7Schedule
With Hosts

Communication
with Hosts can 
happen via email and 
phone.

Once you accept the 
opportunity, an automated 
introduction email will be 
sent to you and the Host. 

You should use this email 
thread to schedule the 
shoot date with the Host.

You will not have the ability 
to upload the image files 
without first adding a shoot 
date. 

MediaBox

Tools + Procedures

After accepting the shoot 
request, Host details will be 
displayed in this section 

After accepting the new opportunity, the 
status will change to Pending Shoot Date. 
Please add the shoot date after confirming 
with the Host.



8Cancel 
Shoot 

You can cancel the shoot 
at the bottom of the 
assignment page. 

For photography 
assignments that can not 
be completed, please 
cancel them in MediaBox.

Please be sure to cancel the 
assignment the proper way 
in order to provide a good 
Host experience. 

MediaBox

Tools + Procedures

Select “I want to cancel” if you and the Host are 
unable to schedule the photoshoot. By clicking ‘I 
want to cancel,’ it keeps the photography 
request active and we will try to reassign it.

Select “Host wants to cancel” if the Host is 
unresponsive or is no longer interested in 
receiving pro photography. 



9Merge & Convert
Brackets

We recommend bracketing when 
an interior has a considerable 
difference between inside and 
outside exposures.

Prior to uploading, please merge 
your bracketed images.

Using compressed DNGs will ensure a fast 
upload process.

Click on the icons for step-by-step tutorials 
on merging and converting the brackets into 
DNG.
(DNG converter is ONLY used for converting) 

File naming format: 
ListingId_Market_ShootDate(YYMMDD) 

Download: Lightroom Preset

How to use Lightroom, 
Photoshop, Bridge & DNG 
converter

Tools + Procedures

https://airbnb.box.com/shared/static/qpq6qofp4ffrjee1w6qlxfp4w4nvti22.lrtemplate
https://airbnb.orangelogic.com/AssetLink/141731vmg3q10c3j1t6203isq80rx75k.mp4
https://airbnb.orangelogic.com/AssetLink/3fytu7qhpoew0v38jee5uv46acti61l1.mp4
https://airbnb.orangelogic.com/AssetLink/v560q2h216o2dv0y2vr10urfgs3seua7.mp4
https://airbnb.orangelogic.com/AssetLink/7p10j0837mb76cuu2137r23ld2jc71ul.mp4


10Deliver
Assets

To provide a great Host 
experience, please 
upload the files as soon 
as possible.

Once your assets are ready 
to be delivered, click on 
“Upload assets”. You will be 
redirected to the correct 
DARYL folder. 

Please remember you will 
not have the ability to 
upload the assets without a 
shoot date entered on the 
assignment page. 

MediaBox 

Tools + Procedures

Click this button to upload your 
assets into DARYL.
This button will only be visible if the 
shoot date has been set correctly. 

If you need support you can contact our team by 
clicking on the email address displayed.



11Deliver
Assets

Upload the assets into 
the folder that matches 
your Project Code 
(MK-00000).

Click “Actions” and Select 
“Fast Upload” or drag & drop 
the assets from your 
desktop.

DARYL

Tools + Procedures



12Deliver
Assets

Once the upload on Daryl 
is complete, click ‘Submit  
for review.’

Once you have uploaded 
your assets, click the button 
“Submit for review” on 
MediaBox.

On the pop-up, please 
provide our editor with 
important notes or specific 
requests from the Host. 

Please review and click all 
three check boxes before 
pressing ‘Submit.’

The status of your project 
will change to “Assets in 
review”.

MediaBox

Tools + Procedures

Remember to submit 
your assets for review 
once uploaded. 



13Post &
Payment

Please remember to only 
upload RAW files. 

Airbnb’s team of photo 
editors will manage all 
post production.

Payments are processed 
directly to your Airbnb 
account. 

To receive these funds, 
please make sure there is an 
approved payout method 
on your account. Here is an 
FAQ with instructions. 

Airbnb

Tools + Procedures

https://www.airbnb.com/help/article/54/adding-a-payout-method


Thank you!


