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Version Summary

Welcome to the latest version of the HLS Holiday Manager software. Below you will find information
on the changes that have been introduced for the latest release of the program, version 2.0.28.

Version 2.0.28 is a major release and includes a significant number of new features and changes to the
current functionality.

The main features included in this version are:

. New “Arrivals/Departures” report

. New "Booking Extras" report

. New booking report for owners

. Select groups of records from the reporting section

. Additional description fields for website upload

. Ability to take a backup of critical data direct from the system

. Ability to add a sort order to property images

. Latitude and Longitude location values

. Ability to duplicate a price tariff

. Delete option to remove Price Bands

. Option to remove a document from property screen

. Ability to change a booking source after a booking has been made
. Changes to the preview screen when editing a booking

. Adding notes after the deposit return option is selected

. Additional information appearing on Availability Calendar

. Option to import and overwrite booking information from website
. Property descriptions and the use of apostrophes

. Displayed information on the Daily Accounts screen

o System Event reminders
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1. New Arrivals/Departures Report

As part of our ongoing plans to enhance the reports section of the software, in version 28, we have
incorporated a number of new reports. The first of these is a new Arrivals and Departures report.

The purpose of the new Arrivals and Departures report is to provide a much more simplified version of
the existing booking report, which contains a number of financial details.

We therefore have introduced this much more straightforward report, which will produce details of
bookings within a specified date range. It includes details of the number in the party and the
breakdown, along with any Agent Notes made for each booking and the current booking status.

As usual, the report can be formatted further by using the Format Report option at the bottom of the
screen.
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2. New "Booking Extras" report

To supplement the extras report available in the accounts report, we have introduced an additional
extras report in the general reporting section.

Additional functionality for this report also allows the selection of any combination of extras which will
control the report filters. There is also the option to filter by property if required.
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Holiday Manager

Specify Additional Criteria: Extras List g: ;?:em j Property Include cancelled bookings -
[#] Bath towels
FilBeddng  [i

Select  Date ::‘;:e’ E’;t”?e E’gﬁ’gmmn ggc'te Quantty  Amount  Status E’:g\lk‘;‘g E&":”g ?”"E =
06/12/2010 |Mr John Sam... | Deposit Refundable re... |100.00 1.00 100.00 Provisional B... |B2010/00... |24/07/2... |31/07/2
06/12/2010 |Mr John Sam... |Booking Cha... |Booking charge |20.00 1.00 20.00 Provisional B... |B2010/00... |24/07/2... |31/07/2
06/12/2010 |Ms Zoe Baker |Booking Cha... |Booking charge |20.00 1.00 20.00 Provisional B... |B2010/00... |12/02/2... |19/02/2
06/12/2010 |Ms Zoe Baker |Large Hamper |Welcome Ham... |75.00 1.00 75.00 Provisional B... |B2010/00... |12/02/2... |19/02/2

| 06/12/2010 |Ms Zoe Baker |Deposit Refundable re... |100.00 1.00 100.00 Provisional B... |B2010/00... |12/02/2... |19/02/2
09/12/2010 |Ms Zoe Baker |Deposit Refundable re... |100.00 1.00 100.00 Provisional B... |B2010/00... |02/01/2... |09/01/2
09/12/2010 |Ms Zoe Baker |Large Hamper |Welcome Ham... |75.00 1.00 75.00 Provisional B... |B2010/00... |02/01/2... |09/01/2
09/12/2010 |Ms Zoe Baker |Booking Cha... |Booking charge |20.00 1.00 20.00 Provisional B... |B2010/00... |02/01/2... |09/01/2
30/12/2010 |MrJohn Sam... |Booking Cha... |Booking charge |20.00 1.00 20.00 Provisional B... |B2010/00... |19/02/2... |26/02/2
30/12/2010 |Mr John Sam... | Deposit Refundable re... | 100.00 1.00 100.00 Provisional B... |B2010/00... |19/02/2... |26/02/2
30/12/2010 |Mrlohn Sam... | Deposic Refundable re... |100.00 1.00 100.00 Provisional B... |B2010/00... |25/02/2... |04/03/2
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3. New booking report for owners

Holiday Manager
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The other new report we have created in this version is a new booking report that is designed to be
produced for owners. This is similar to the Arrivals and Departures report, with the main difference
being the inclusion the Owner notes rather than the internal Agent Notes.

4. Select groups of records from reporting

With all our new reports, and indeed our existing reports, we now have the option to select batches of
records, rather than having to select or deselect each one individually.

To do this click on the first record you want to select, hold down the shift key and click on the last one
in the sequence. This will add a tick in the box for all of the highlighted records.

This allows you to select a batch of records for printing, exporting, or for generating a letter/event.
Only the records that have the select box ticked will appear on any printed or exported report.
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memmeeomm | B2014/0008 | 16/08/2014  |23/08/2014 |6 3 3 Assl
B2014/0009 | 06/09/2014 13/09/2014
B2011/0027  |16/04/2001 | 23/04/2011
B2011/0024  |Z3f04/2001 30/04/2011
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This does not affect the current functionality where users can highlight a batch of fields and use
Control + V to copy information for use in Microsoft Excel or another similar program.

5. Additional description fields for website upload

In this version we have incorporated a number of new options in readiness for the launch of our
holiday letting portal, www.holidaylettingfinder.com. More details about this will be released in due
course, but you will see a number of references to this in the new version.

On the property screen, we now have an additional tab called Web, which is located at the top of the
property screen:

Holiday Manager Properly Name: s o

General | Marketeq Information | Photographs | Maintenance | Management | Documentation | Keys | Transactions | History Jm

Clicking this tab will bring up a whole new section containing additional upload fields for the property
for the Holiday Letting Finder portal. In addition, at the bottom of this screen, is also included a
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number of free description fields, which can be used for any purpose simply as extra generic notes
fields.

Holiday Manager Property Name: /8 "o =0

| Gendral | Marketing Information | Photographs  Maistenance | Management  Dotumsntation | Keys | Transactions | History | Exras | Web

wenrw holdayletiingfinder.com
1 Uplad to Holday Letting Frder? Shiet Descrption (Up to 130 Characters),
Selact D 1o thise FOTketing canegones fof thi BIopety, Short descrpbion notes
| Chid Friendly | Tewen Of Oy Bresk 7 Luoosry Bresks
] pet Friandy | Country Breaks
1 Coastal Propasty ] Actvg Holdays Man Proparty Descrption.
mﬁmm Hain: propemy Sescoriplion moTes

Addiional boakng notes best

Spacfy rarketing featuras for this praperty. Proparty Videos
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. Is Herl?

Changeower addition 1

Predominantly we are expecting this to be used by our web customers to upload additional
information to their websites; however we have allocated additional merge codes for all of these
fields, which will enable them to be used within the program for letters and emails.

Additional Web Descriptions
Web 1 [web 2 | web3 [ web 4 [ web 5 | web 6 [ web 7 [ web & | web o [ web 10]
Is Hmi?

<p=This is a paragraph.</p> -
<p=This is a paragraph.</p>
<p=This is a paragraph.</p> E

</body>

4

The Additional Web Description fields also include a tick box to identify if these fields contain HTML,
which again can be very useful when uploading to websites.

The new merge codes for this feature are:

#p_propweb01
#p_propweb02
#p_propweb03
#p_propweb04
#p_propweb05
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#p_propweb06
#p_propweb07
#p_propweb08
#p_propweb09
#p_propweb10
#p_addbookingnotes
#p_shortdesc
#p_mainpropdesc

6. Ability to take a backup of critical data direct from the system

Maintaining an up to date backup of your data should be an essential part of your business routines,
however it is very easy for this to be overlooked. In most cases, you will never need to access a copy
of your backup, as this will only really be needed in the event of a major computer failure, or similar
catastrophic business event. However, if something does happen, it is absolutely critical that you have
a backup available with all of your business information.

To maintain the system, there are two types of data you need to backup:

1. Information contained within the database
2. The HPL_Files folder

1. The database information is contained within a Microsoft SQL database. The information
contained here, is all of the information you see within the software. This includes all of the
history information, plus all your owner information, property information, booking
information etc.

To take a backup of this information, you can either use the Database Configurator tool, or use
the new Backup option within the software.

2. The HPL_Files folder contains all of the external documents that you have created or linked to
from within the program.

This includes property photographs, letters, emails, linked documents, statements and other
accounts documents.

The location of this folder can be specified within the System Settings. On a network, this
would be a shared location that is visible from all machines that use the software. This often
would be a server or a machine that acts as a server, which would normally be backup up as
part of your standard business routines. If in any doubt please consult the IT company that
provides technical support for your computers.

To access the new Backup option, click on the System Settings button, and then click on the General
Settings tab:
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[ Holiday Manager
Company Details General Setti Owner | Property Holiday Maker Maintenance Price Bands Booking | Extras | Invoice Type System Events ]

Email Settings

SMTP Server smitp.gmail.com Username hissolu@gmail.com

SMTP Port 587 Password FE R R

Email Address  hlssolu@gmail.com Secured Email _

Utility Provider Type Title SMS Setting
Broadband Mr Current Provider
Council Tax Mrs Dynrmark
Electricity Ms
Gas Miss
ail Dr
Sewage Master
Telephone Sir
= I

. | _

File Server Name

C:\HPL_Files\ Backup -h

You will see the new Backup button towards the bottom of the screen, next to the location of your
HPL_Files folder.

Clicking on the Backup button will immediately start the backup and bring up a prompt asking where
you wish to save the backup and what you want to call this file.

Checking cument configuration. .

7. Ability to add a sort order to property images
When uploading property images to a website, we have now introduced an Image Order column. This

provides an additional column which can be used to specify which order the images should appear on
the website.
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Image Location
MName

Marketing [
Default Marketing [7]

m A a

Image Name | Marketing | Default | | Image Order &
Exterior Pics . ¥ . ¥ | Delete 11

oemretm | @ T lowa |

Demao Pics (1) . [ . I Delete
Demo Pics (39) | = ' B | Delete IP

Demo Pics (13) | ] = | Delete 5

|I

For existing customers who have a website with us, please let us know if this is something you would
be interested in using on your current website and we will be happy to provide a quotation to
incorporate this functionality into your site.

8. Latitude and Longitude location values

Another new function for this version, which is predominantly aimed at web customers, is the ability
to specify a Latitude and Longitude value for each property.

This functionality is especially useful where the property postcode covers a large area and the
property is not situated at the centre of this postcode location. The exact location can be specified by
looking up the latitude and longitude values and pinpointing the position exactly.

There are a number of websites which can provide this information, such as http://www.latlong.net/.
This site will allow you search for a postcode, then put your mouse over the correct property location
and provide you with the correct Latitude and Longitude values at this position.
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Latitude Longitude Finder

Place Name

bs27 Jeb Find ‘

Latitude 51.271662

Longitude -2.784122

DMS Lat 51° 16' 17.9832" N

DMS Long 2° 47' 2.8392" W

81 o1
Search place name or
Click on map to get lat long coordinates.

[y

L 8
Map Data | TermsofUse | Reporta maperor.

Map Mouse Over Lat & Long

Lat 51271635 Share this location: http:/fwww latlong net/c/?lat=51 271662&long=-2.784122

Long -2.784165

To enter the values, we have introduced a new push pin icon next to the Post Code field on the
property screen. Clicking on the icon will open a new box where you can add in the relevant values.

- r
: —— =
Property Mame/Mumber The Lodge © Holiday Manager : Property Map =t e
Address COAST ROAD

Latitude 27.175015

Town Portreath

County Cornwall Longitude 78.042155

Post Code TR17 SEWY

Country
Notes
Linen Motes

Keys and codes

Please note these values should be entered in a decimal format, rather than degrees and minutes.

9. Ability to duplicate a price tariff
Adding a new price tariff can be very time consuming, and we have therefore introduced a great new
feature that allows you to duplicate an existing similar tariff and edit, rather than enter everything

from scratch!

To duplicate an existing tariff, click on the Price Bands tab in the System Settings. You will now see a
Duplicate link to the side of all of the price bands that you have set up:
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Band Mame

Duplicate Deleta
Band B Duplicate Delete
Band Duplicate Delete
Palmers Way Duplicate Deleta
Seaview Cottage ||Duplicate Deleta
test Duplicate Deleta
fest Duplicate Delete
The Cottage Duplicate Deleta

Please put Band Name.

10. Delete option to remove Price Bands

‘ Band Marme -
Band B

In order to ensure that Price

Bands which

associated with a property are not
deleted, we have built in security
that will only allow you to remove
any Price Bands that have no

property links:

are  already

Duplicate %’ﬁ

Duplicate m
Band Duplicate Delete
Palmers Way Duplicate Delete
Seaview Cottage | Duplicate Delete
test Duplicate Delete
test Duplicate Delete
The Cottage Duplicate Delete

Clicking on the Duplicate link will open up a
new pop up asking you to specify the new
Band Name.

Choose your new Band Name and click Ok and
the system will confirm this has been created.

Your new Price Band will appear on the list as
a direct copy of your existing Price Band,
complete with all prices and time periods.

This can be edited in the normal way, by
simply clicking on the new Price Band.

In addition to duplicating Price Bands, we can
also remove any unwanted Price Bands from
the system.

Simply click on the delete link next to the
surplus Price Band and it will be removed.

The tariff is currently in use with the following properties:
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11. Option to remove a document from property screen

A similar function has been incorporated on the property information screen, which now allows you to
remove linked documents from a property which are no longer required.

On the Property Screen under the Documentation tab, you can view any documents that you have
linked to this property. There is now a new Delete option, which will remove this link.

File Mame Notes
Example Inventory Report Delete
12. Ability to change a booking source after a booking has been
made
Holiday Manager
Booking Property
Booking Ref No B2014/0003 Ref No P2010/0003 Title Rock Cottage
Booking From  09/05/2014 ~  Booking To 16/05/2014 + MNights 7 s
Holiday Cost 950,00 Motes
Holiday Maker Extra
Ref No H2011/0008 Source m Extras available
‘Newspaper Advertising,
M8 Or Stephen Jones 'Not Assigned Name Dasc Price  Include gwecnhéde ﬁ:‘m
The Hollies GLOBE LANE, , Cheltenham - GI4 5RT, ,  PPC Campaign
Proeprty Manager 1 epost (Refundabe... Refundzbie... } E Y
Al Property Manager 2 o sl Dot | 0.0 i 40
Referral Small hamper 35.00 N 1.0
Telephone 0789 123456 Repeat Bookin Booking Charge 20.00 N 1.0
E-mail jwooley@yahoo.co.uk Car Reg Pet Surcharge: 30.00 X
Wekome Hampes - ... 75.00 1.0
Party
Totalin Party Adults
Chidren
. 4 L | L3
Infants ® Guest Information
- Total Rent 950.00
Agent Notes | Guest Notes | Owner Notes | Maintenance Notes _
Total Extra 158.00
Inclusive Extra 0.00
Rent showed to Holiday Maker 950.00
Extra showed to Holiday Maker 159.00

Tracking the source of a booking is an invaluable tool to trace the effectiveness of your advertising and
revenue sources.
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We currently pick up the Booking Source from the Holidaymaker screen, however you also have the
option to override this and specify a new Source at the booking stage. As the Source is included on a
number of booking reports, this is an especially useful function. If for some reason this is not recorded
at the time of booking, you are now able to go back into the booking and edit the Source, allowing you
to constantly and effectively monitor the source of your bookings.

13. Changes to the preview screen when editing a booking

After a booking has been made, there are occasions when a change will need to be made to the
booking information. In order to make this as streamlined as possible, we have made some changes
to the Reprint and Preview option in cases where a booking has had to be changed. These changes
will ensure the documentation produced at any stage of the booking process is constantly revised and

updated with any changes you make.

Selected Extra's 35.00

Holidaymaker Mr. Ben Hogan
- 3.88
Holiday rental cost 400.00 [ Override Card Surcharge
. VAT 0.00
i 0.00 | Override
DEconE e |:] i Total Deposit Due 158.88
0.00 % + Fixed 0.00 Chkx
Description Price _Quanty  Discount VAT _Select
Single S... 5.00 1.00 |0.00 0.00 )| Balance Payment Due by 04/06/2014
High Chair |30.00 1.00 |0.00 |0.00 galance of Holiday Cost 280.00
Ammenit... 40.00 1.00 0.00 0.00 1 Selacted Extra's 40.00
: : Due
with Card Surcharge 8.00
Deposit VAT 0.00
Total Balance Due 328.00
Booking Summary
Card Surcharge MasterCard | 2= 11.88 Total Holiday Cost 486.88
VAT 0.00 Owner Income 340.00
Total Holiday Cost 486.88 Agency Income - Owner 60.00
Agent Notes | Guest Nates | Owner Notes | Maintenance Notes Agency Income - Holidaymaker 75.00
Holidaymaker deposit 0.00
Other Extras 0.00

14. Adding notes after the deposit return option is selected

Staying within the booking section, on the Booking History tab we have a Notes field that is completed
at the time the Booking is returned. In order to increase the flexibility of this useful notes field, we
have now allowed for this section to be completed at any point, even after the stay has been
completed and the deposit marked as returned.

Deposit Return

Date Returned [C] 16/04/2014 +  potes
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15. Additional information appearing on Availability Calendar

The Availability calendar is a particularly useful quick reference for viewing booking information. In
order to enhance this functionality, we have introduced an additional line of information for version
28, which allows you to see the booking date and the person who entered the information on the
system.

© Booked
— Completed
- Booked from 07/06/2014 to 14/06/2014 )
to Jill Patterson
e Created by ian on 27/03/2014 Tu | We
z 1|z
3 5 & 7|8 |3
15 | 12 |13 |14 |15 | 16
19 |20 (1|2 |2
30 % |7 | BB B
I
16. Property descriptions and the use of apostrophes

In previous versions of the software, there have been issues where an apostrophe has been used in
the property descriptions. From Version 28, this is no longer the case, and apostrophes can now be
used in the property descriptions as required.

17. Displayed information on the Daily Accounts screen

For Version 28, we have made a number of changes to the accounts functionality. Whilst a lot of this
functionality will be behind the scenes, there are a few things that are noticeable. On the Daily
Accounts screen, a number of the screens and columns have been changed to add more pertinent
information to be viewed easily. On the invoices screen for example, you can now view the Booking
No. and the Due Date of the invoice. As usual these can be clicked on the column headings to sort.

- Booking Invaice
Invoice Mo No. Description Mame Due Date
B2014/0004 30% of Holiday Cost... |Ben Hogan |18/04/2014
INVOoo10 B2014/0004 70% of Holiday Cost... |Ben Hogan |04/06/2014
I
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18. System Event reminders

The System events within the program can be a massive time saving once configured and set up.
However we do appreciate that not all users are ready or want to use this function. From version 28,
we have therefore removed the System Event prompt where there are no events configured. This
ensures that the message boxes will only appear where required.

© Holdey Manager 850K

Holiday Manager
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