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Introduction 
 

HLS Holiday Manager is a very powerful tool for tracking all aspects of your holiday process and daily 

routines.  An integral part of these processes is dealing with the accounts transactions that make up the 

typical booking. 

 

In this software manual we will be dealing with the standard accounts processes you will come across 

on a day to day basis on the system, plus taking a look at other potential scenarios that arise.  Some of 

these processes may not be relevant to your business, but will provide you with an insight into how the 

software can be used, and what it is capable of. 

 

Holiday letting agents often have slightly different ways of working and common practises, and the 

program has been designed with this in mind.  Often there is more than one way to carry out common 

tasks, therefore if you are in any doubt as to the best way for your situation, HLS Solutions will be happy 

to run through different options with you. 

New Holiday booking - Invoices raised 
 

See the Booking & Availability manual for full details on making a new booking, in this manual we will be 

purely looking at the accounts transactions that are generated. 

 

When making a booking, the first item you are focusing on is the date range for the holiday.  By entering 

the holiday period, the system will automatically calculate the holiday cost.  If you wish to make a 

change to the cost of this period, there is an opportunity to amend this later in the process. 

 

On this booking Info screen there is the option to select any extras that you wish to include for this 

booking from the list available for this property.  If there are any Extras that have been configured as 

default for this property, they will already be ticked and included in the extra section.  To select an extra 

simply tick the include box.  You can also amend the number of each item by changing the quantity in 

the “Num Req” column. 

 

Below the extra section, in the bottom right of the screen, the system will bring up a summary of the 

holiday cost including any extras that have been requested. 

 

If an extra is included as part of the holiday cost, this will be shown as an inclusive extra, and will not be 

listed separately to the holidaymaker. 

 

Once you are happy with the information entered here, clicking “Next” or clicking on the Booking 

Summary tab at the top of the screen will take you through to the second and final stage of the booking. 
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The Booking Summary screen allows you to specify the rest of the details for the holiday, including any 

discounts, the deposit and balance amounts and credit card surcharges.  

 

Starting at the top left hand side of the screen you have the option to check the price for the holiday 

and apportion any discounts.  There is a tick box and override button along with an automatic discount 

code drop down, which can be configured within the system settings. 

 

The next section down is the extras, which have been brought through from the previous Booking Info 

page.  By default the system will look to raise the invoice for extras when the balance of the holiday cost 

is due, however, if you are booking a holiday in advance you also have the option to move the extras so 

they are due as part of the deposit payment.  To do this simply tick the Select box on the right hand side 

and you will see the amount move from the Balance Due section to the Deposit Due. 

 

If there are any amounts or quantities that are incorrect at this point, these can be corrected here, or by 

clicking back into the Booking Info section. 

 

Below the Extra section is the option to specify any card surcharges that you are applying to this 

booking.  To add a surcharge onto the booking, click on the dropdown box and select the card that is 

being used (full details about setting up card types can be found in the System Settings manual). 

 

Moving across to the right hand side of the screen you will see full information on the amounts and 

dates that the deposit and balance payment amounts are due.  If you wish to amend the amount of 
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deposit that is being paid you can do that at this point by clicking the override button and entering the 

amount of the holiday cost that is due in.  Any amendments made here will automatically adjust the 

amount due for the balance of holiday cost in the lower section. 

 

Once you are happy with all the information added, clicking “Book” will add a Provisional Booking to the 

system. 

 

 

 

When the Book button is clicked the booking is made and the system will have raised all of the relevant 

accounts transactions that are now due.  If this booking was made in advance, two separate invoices will 

have been raised; one for all the transactions and amounts as shown in the Total Deposit Due, and one 

will all the items for the Total Balance Due. 

 

If the top section is greyed out, i.e. the Balance Payment due by date is prior to the Deposit Payment 

due by date, the top section will be zero and just one invoice will have been produced for the full 

amount of the holiday cost. 

 

The invoices raised can be viewed in a number of ways through the system, which we will cover during 

the course of this manual.  You are still able to make changes to this booking and associated invoices 

until complete.  
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Moving on to how we receive monies in, if you are already in receipt of the deposit payment from the 

holidaymaker, you can add this now by clicking on the “Receive Monies” button that is now available at 

the bottom of the screen. 
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Receiving in monies 

 

From a Booking 

 

There are a number of ways you can receive monies for an outstanding invoice from a holiday booking, 

and one of the easiest is from the booking screen. 

 

Click on the “Receive Monies” button at the bottom of the screen to open the receipt screen(s) for this 

booking.  If your booking has been made in advance there will be two separate receipt screens that 

open.  The first shows the deposit that is due, and the second with the balance of the holiday cost.  If 

your full balance is due in one payment, only one receipt screen with the full amount will appear.  Once 

an invoice has been completely received in, the receipt screen will no longer appear when you click on 

the Receive monies button. 

 

 

 

If you have selected a card surcharge, the payment type will have already been populated, alternatively 

select from the drop down list how the payment is being received.  You can also enter any reference 

and any notes that you wish to add for this receipt if required. 

 

The bottom half of the screen provides details of the monies that are outstanding.  If you are receiving 

the full amount, simply click on the “All” tick box next to each transaction, if you are receiving a partial 
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payment, enter the amount in the Apportion column.  The Total Received and Invoice Outstanding fields 

will update automatically. 

 

 

 

To preview the receipt screen for your guest(s), click on the “Preview” button at the bottom of the 

screen.  When you are ready to update the transaction, click on “Update” to receive in the payment.  

Once the receipt has been updated, further buttons are available at the bottom of the screen. 

 

 

 

The “Print” button will allow you to view the completed receipt and print or export into another format.  

Selecting the “Send Mail” option will enable the completed Receipt to be sent to the guest via email.  
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Similar to the booking form, you can add the relevant information to your email before sending, and 

either send immediately or add to the Print/Send documents section to action later. 

 

When you click on “Close” you will return to the booking screen.  If the Booking status has changed, 

from Provisional to Deposit Paid, or Full Paid, for example, and you have configured Automated System 

Events, you will receive a prompt asking if you wish to generate a system Event. 

 

Through Daily Accounts 

 

If you have a number of transactions that you need to enter, it may sometimes be easier to enter the 

receipts through the main central accounts area, which is the Daily Accounts screen. 

 

We will cover all aspects of the Daily Accounts option in the next section, but for now will focus on just 

receiving monies.  Firstly you will need to click on the Daily Accounts button from the main screen. 

 

 

 

This will bring up the screen as shown below. 
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To receive in monies click on the View button, next to the Current Invoices.  This will bring up all of the 

invoices that are now due for payment.  You can sort the order of the displayed items by clicking on the 

various headings.  When you have located the relevant invoice, click on the blue underlined invoice 

number, which will open the receipt screen. 

 

As you will see the receipt screen is exactly the same as when you receive monies direct through the 

booking, as detailed in the section above.   

 

 

 

If you have selected a card surcharge, the payment type will have already been populated, alternatively 

select from the drop down list how the payment is being received.  You can also enter any reference 

and any notes that you wish to add for this receipt if required. 

 

The bottom half of the screen provides details of the monies that are outstanding.  If you are receiving 

the full amount, simply click on the “All” tick box next to each transaction, if you are receiving a partial 

payment, enter the amount in the Apportion column.  The Total Received and Invoice Outstanding fields 

will update automatically. 
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To preview the receipt screen for a guest, click on the “Preview” button at the bottom of the screen.  

When you are ready to update the transaction, click “Update” to receive in the payment. 

 

Once the receipt has been updated, further buttons will be available at the bottom of the screen. 

 

 

 

The “Print” option will allow you to view the completed receipt and print or export into another format.  

The “Send Mail” option will allow you to send the completed Receipt to the guest via email.  
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Similar to the booking form, you can add the relevant information to your email before sending, and 

either send immediately or add to the Print/Send documents section. 

 

Receiving monies in through the daily accounts will still update the status of a booking, so receiving a 

deposit payment will move the status from Provisional to Deposit Paid and similarly receiving the full 

payment will move the status to Full Paid. 

Daily Accounts Overview 
 

The Daily Accounts screen is your central gateway to all of the accounts information held on the system.  

As we saw above, the Daily Accounts can be used to see what invoices are currently due for payment 

and to receive monies in, however, we also have a number of other options available to us from here. 

 

See below for an overview of the options available within this section. 

 

 

 

1. This section shows you what monies are being held on the system.  Split into; monies due to be 

paid to owners, maintenance companies, deposits held for holidaymakers and monies due for 

agents fees and VAT.  This section is used to create statements and payments out from the 

system. 
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To view the detailed information, clicking on the View button, will bring up the full information 

in the right hand panel.  From here clicking on the blue, underlined link will pull up the 

individual transaction details. 

 

2. As detailed in the section above dealing with receiving in monies, this option provides you with 

full information on the monies that are owed.  Broken down into current invoices that are due 

immediately, or future invoices, full information on each of these transactions can again be 

obtained by clicking on the View button on the right hand side. 

 

3. This next section is designed to allow the system to be used to match with your office bank 

account.  This screen will provide a full breakdown of all of the income and expenditure 

transactions made through the system.  From here you can add in a previous statement balance 

and click on the Reconcile column to show which transactions have been made through the 

account. 

 

Once updated, the reconciled account total will show on the main screen to cross reference 

against your office account statements. 
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4. At the bottom of the screen we have three sections for Invoices, Receipts and Statements.  

Within each section there is the option to View or Amend an existing record, or to raise a new 

transaction. 

 

Clicking on the View or Amend option will open a search screen to allow you to trace the 

transaction you wish to view, whilst clicking on the bottom of the buttons will allow you to raise 

a new invoice, make a receipt, or create a new statement. 

 

We will deal with these transactions further in the sections below. 

Paying Owners 
 

At the end of each month or however often you pay monies across to the owners, you will need to 

calculate what money is due to them and create a new owner statement. 

 

The easiest way to do this is via the Owner Monies section on the Daily Accounts screen. 

 

 

 

First click on the View button to bring up the list of transactions on the right hand side.  Select the 

owner you wish to pay and click on the blue underlined RefNo link. 

 

This will bring up the Make New Payment screen ready for you to check and make a payment to the 

owner. 

 

The page is broken down into sections with details of the owner to be paid, followed by the properties 

they own in the first column.  If an owner has multiple properties, you will see there is a tick box next to 

each property to allow you to specify which properties are to be included on this statement.  Selecting 

or deselecting the tick box will automatically update the lower half of the screen with the relevant 

transactions that are due to be paid. 

 

The middle column will provide details of the statement number, the statement date, the current 

statement total, any withheld monies and the total payment that is due.  The system will automatically 

complete the relevant fields, leaving you to specify the statement date and the option to withhold any 

monies if applicable.  Any monies that are withheld at this point will automatically be carried across to 

the next statement as a brought forward credit.  This is a handy function to utilise if you are expecting 

some expensive maintenance works to be due for a property in the coming month. 
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The third and final column on the top half of the screen can be used to add any notes you wish to 

include for this statement, and to select the relevant payment method and reference if applicable. 

 

 

 

The bottom half of the screen is split into two columns.  The left hand column provides a full breakdown 

of the income that has been received for this owner since their last statement.  Similarly, the right hand 

column will provide details of all expenditure that has been incurred during this period. 

 

 

 

You have the option of scrolling across to view details of these transactions by using the scroll bars at 

the bottom of these sections.  At the end of each transaction line is an Include column.  If deselected, 

this will exclude this transaction from the statement. 
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At the very bottom of the screen you have the option to update the payment, preview the owner 

statement and to close the screen.  If you click on the preview, this will bring you up a copy of the owner 

statement for you to check prior to updating. 

 

 

 

When you are happy that everything is correct clicking on the update button will create your statement 

and tell the system that you have transferred out the payment of monies for this amount to the owner. 

 

You will get a message saying that the transaction has been updated successfully and the Update button 

at the bottom of the screen will now have changed to Send Email, and the Preview button changed to 

Print.  This will allow you to print out or send a copy of the email to the owner with a copy of the 

statement attached. 

 

You can still access the Owner statement, and indeed any payments out from the system in a number of 

ways: 

 

- Staying with the Daily Accounts Screen, you can click on the View Statements button in the 

Payments section. 

 

- The Latest Activity button on the main screen will contain a copy of all of the transaction made 

on the system and is a handy way of seeing all of the payments that have been made on a 

particular day. 
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- Accessing the owner screen via the View Amend record option and clicking on the transaction 

tab will bring up a full history of all of the payments that have been made. 

 

- We also have some of the account reporting options, which we will come to later. 

Paying Agency Fees 
 

Paying across Agency fees is very similar to making an owner payment above.  In the majority of 

circumstances each time you have taken a booking in for a property, you would have earned a 

commission on the monies that have been paid.  When you are ready, you can transfer these monies 

out from the system and create a statement showing the fees that have been earned. 

 

Clicking on the View button next to the Agent Monies title will bring up the transactions section on the 

right hand side.  Clicking on the underlined reference number will open up the payment screen, ready to 

transfer the fees from the system. 

 

 

 

The statement screen is very similar to the owner screen and can be checked and updated in exactly the 

same way as we did for the owner.  Once you are happy with the amounts you are transferring out from 

the system for fees, click on the Update button to raise the statement. 
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Maintenance monies 
 

When managing a holiday let you will often have expenses that need raising against the property or 

holidaymaker for cleaning and other works needed to the property.  We will cover the various options 

for raising expenses in more detail later in this manual, but once the payment is available to pay the 

maintenance company, it will appear in this section, just as it would for an owner. 

 

There is one main difference between an owner payment and a maintenance expense, namely as soon 

as monies have been received in against a holiday; the money will appear ready to pay the owner.  In 

the case of a maintenance expense however, the monies will only show once the relevant owner 

statement has been created and the owner has been paid.  This ensures there are sufficient monies 

available from the owner to make the payment for the expense. 

 

Apart from this the steps to raise the statement for the maintenance company are exactly the same as 

for the owner and agency detailed in the steps above. 

Refunding held deposit 
 

At the end of a holiday, any deposits that you are holding for the holidaymaker are now ready to be 

refunded.  The monies we are holding for a holidaymaker are shown in the Holidaymaker monies 

section, in the same way as the sections above. 

 

The statement will show a breakdown of all of the invoices raised against the holidaymaker and the 

monies that have been paid, along with a total of money that is now due back to them.  This can be 

updated and sent to the holidaymaker by following the same simple steps as the earlier payments. 

Raising a New Invoice 
 

In most day to day situations the system will create all the invoices that are required automatically.  

However, there are certain situations where you may wish to raise a manual invoice. 

 

To do this, we access the Raise New Invoices button at the bottom of the Daily Accounts screen 

 

Clicking here will open a new blank invoice screen for you to complete 

with the details of the manual invoice you wish to create. 

 

The first item that needs to be completed is to specify who the invoice is going to be raised against.  To 

do this, click on the Select dropdown button in the top left hand side of the screen and choose the type 

of record you wish to deduct the money from.  Once you have selected a record type, a search box will 

appear bringing up all the records of this type on the system. 

 

Search and locate the record that you want to raise the invoice against and click on the underlined Ref # 

link to select this record. 
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Once you have selected the relevant record you will see the record type appear in the dropdown box, 

with the individual record information appearing in the box below. 

 

Next, select the property the invoice relates to.  This is done by clicking on the Property drop down 

button and selecting the relevant record. 

 

The invoice number is automatically assigned for you by the system, leaving you to add in an Invoice 

and Due date for this transaction.  The Invoice date will in most situations be today’s date, whilst the 

Due date will need to be entered as today or a date in the future if applicable. 

 

We also have a facility here to add in notes that will appear on the invoice document if required. 

 

The right hand column on this screen, the Invoice Details section, pertains to the actual items we wish 

to appear on the invoice.  To add a new item on the invoice, first click the New button at the bottom of 

the column. 

 

This will add a new blank line to the bottom half of the screen, and activate the fields within the Invoice 

Details section ready for entering. 

 

The invoice type dropdown is purely used for reference to identify different invoices raised on the 

system.  To set the options that will appear on the dropdown list are created in the Invoice Type tab in 

the system settings. 



20 | P a g e   Last updated: 31 July 2013 

 

 

 

The next field down is to tell the system who is the recipient for this invoice, i.e. who the money will be 

paid to when the invoice is settled.  For example in the screenshot above you can see we have specified 

the invoice is to be raised against the holidaymaker for an additional cleaning expense, and in this 

instance the money is due to be paid to the Maintenance company - Jo’s cleaning. 

 

We then complete the price, any discount, the quantity and whether VAT is to be charged, and click on 

the “Add” button to add this information into the summary section located in the lower half of the 

screen.  If you wish to add further items for this invoice, simply click on the “New” button to add the 

next line and repeat the process for any further items.  There is no limit to the number of items on each 

invoice, and the recipient can be different for each one. 

 

 

 

At the bottom of the screen you have the option to preview the invoice before raising it, and when you 

are happy, click on the update button to raise the invoice. 

 

The invoice will now appear on either the Current Invoices section, or the Future Invoices, depending on 

the due date specified. 
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Viewing/Amending invoices 
 

Once you have raised an invoice for a holiday, or indeed any other purpose, it is possible to go back into 

the program and make amendments to this. 

 

For example if a customer has decided to pay by a different method, you may wish to amend the 

surcharge amount. 

 

To do this click on the Daily Accounts button from the main Holiday Manager screen. 

 

 

 

At the bottom of the screen you will see a number of options for Invoices, Receipts and Payments.  

Select the View/Amend Invoices options to bring up a list of all your raised invoices. 

 

 

 

Use the search or scroll bars to find the invoice required and select from the list the invoice you want to 

amend. 

 

This will bring your invoice details up in a new screen. 
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To make a change to any of the items, click on the relevant transaction in the table at the lower part of 

the screen.  This will open the transaction details in the top right of your screen. 

 

From here you can make the appropriate amendments to the Description, Price, Discount and Quantity 

fields as required. 

 

To remove the entry completely from this invoice, simply change the price to be zero and click on 

update.  When you go into this invoice, you will see that the item does not now show on the monies 

owed. 

 

When you are finished, click the Update button to update the changes you have made. 

Amending Booking extras 
 

There will often be situations where a booking that has been made will need to be amended as some of 

the options may have been changed.  One of the most common of this is the adding or removing of 

holiday extras. 

 

To make a change to the extras associated with a booking is very straightforward.  Click into the 

affected booking to bring up the booking screen. 
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Provisional or Deposit Received Booking 

 

If a booking has not been fully paid, any changes to the extra can be made simply by selecting or 

unselecting the relevant box.  This will remove or add the relevant extra to the booking and amend the 

invoices that are due for this booking.    

 

To see the changes that have been made to the booking, click on the Booking Summary tab, and you will 

see the changes that have been applied in the extra section.  
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When you are happy the changes that have been made are correct, simply click on the Book or Save 

button in the bottom right hand corner of the screen, which will save the revised booking. 

 

The invoices for this booking will now be up to date with the correct information. 

 

If you wish to change the quantity of the extras, for example an extra pet, you can do this easiest from 

the Booking Summary screen.  Click into the extras section and amend the Quantity column as required. 

 

When you are happy with the changes you 

have made, click on the Book or Save button, 

which will apply the changes you have made 

and amend the invoices accordingly. 

 

At any point if you wish to check the amended 

invoice information, simply click on the Booking  

History tab, which will contain full details of the transactions for this booking. 

 

 

 

To view the invoice or receipts click on the blue, underlined Transaction Reference link. 
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Full Paid Booking 

 

A fully paid booking has no outstanding invoices left to amend, so any changes that are made now are 

treated slightly differently, as you will see below. 

 

The process is very similar to the above steps initially, with an additional extra able to be added by 

clicking the relevant tick box, and clicking on the Book button in the right hand corner to save the new 

booking details. 

 

 

 

As there are no outstanding invoices for this booking, the system will raise a new additional invoice for 

the new extra that you have added. 

 

This can be viewed on the Booking History tab as a new invoice with today’s date for the amount of the 

new extra. 
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Alternatively changes to the booking invoices can be done by creating a New Invoice, or by using the 

View Amend Invoice.  For full details on this functionality, see the above sections. 

Credit Card surcharges 
 

When a holiday is booked and the holidaymaker is playing by Credit Card, you will often want to include 

an additional surcharge to cover the increased costs of dealing with payments in this way.  The system 

has been designed to deal with this, and can be easily configured to deal with multiple card types with 

different surcharge rates, either as percentages or fixed fees.  The various card types can be setup via 

the System Settings and will only need to be setup once. 

 

Once configured, when you now make a booking you have the option to add a card surcharge to a 

booking, by simply selecting the card type from the drop down list on the Booking Summary. 

 

 

 

The system will then calculate the appropriate cost for this card type and add the figure into the Card 

Surcharge total box. 
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If the booking is taken in advance, the card surcharge amount will be split between the deposit and 

balance payment.  This is fine where the same card payment type is used for both payments; however 

there may be a situation where the payment type changes for the Balance, compared to the Deposit. 

 

To deal with this, we are shortly going to be introducing some additional functionality into the software 

that will streamline this process; however it is very straightforward to deal with this currently using the 

“View Amend Invoices”. 

 

To do this click on the “Daily Accounts” button from the main Holiday Manager screen. 

 

 

 

At the bottom of the screen you will see a number of options for Invoices, Receipts and Payments.  

Select the View/Amend Invoices options to bring up a list of all of your raised invoices. 

 

 

 

Use the search or scroll bars to find the invoice required and select from the list the invoice you want to 

amend. 

 

This will bring your invoice details up in a new screen. 
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Removing Card Surcharge 

 

Where a holidaymaker paid their deposit on a credit card, but now wishes to pay the balance by a 

different method that does not attract a Surcharge, the following steps will need to be followed: 

 

 

 

To remove the card surcharge, click on the relevant transaction in the table at the lower part of the 

screen.  This will open the transaction details in the top right of your screen. 

 

To remove the entry completely from this invoice, simply change the price or Quantity to zero and click 

on update.  When you go into this invoice, you will see that the item does not now show on the monies 

owed. 

 

When you are finished, click the Update button to update the changes you have made. 

 

Adding Card Surcharge 

 

For the opposite situation where the holidaymaker has paid by a method that does not attract a 

surcharge for the deposit, but has chosen to pay the balance payment by credit card, we need to add an 

additional item to the holiday balance invoice. 

 

To do this click on the Daily Accounts button from the main Holiday Manager screen. 
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At the bottom of the screen you will see a number of options for Invoices, Receipts and Payments.  

Select the View/Amend Invoices options to bring up a list of all of your raised invoices. 

 

 

 

Use the search or scroll bars to find the invoice required and select from the list the invoice you want to 

amend. 

 

This will bring your invoice details up in a new screen. 

 

In this scenario, there are no entries on the invoice for the card surcharge at the moment.  A new line 

will therefore need to be added onto the invoice for the Surcharge. 

 

To do this, click on the “New” button as indicated on the screen shot below. 
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This will add a new blank line to the invoice ready for you to add in the relevant details. 

 

 

 

Complete the relevant field information for the Invoice 

Type, Recipient, Description, Price, Discount, Quantity 

and VAT, and click the Add button to move this onto 

your new invoice item. 

 

Once you are happy the information is correct for the 

invoice, click on the Update button at the bottom of the 

page to save the changes you have made. 
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This invoice is now up to date with the revised details and can be received in as you would normally 

through the Daily Accounts or via the booking using the Receive Monies option. 

Uncashed cheque held as deposit 
 

For some agents the holidaymaker deposit is taken as a cheque, which is held unbanked and in the 

majority of situations returned at the end of the holiday to the holidaymaker. 

 

As an agent, you will not at the time of booking know how the holidaymaker is going to pay.  Obviously 

we need to show the holidaymaker the full cost of the holiday including the deposit that is due.  There 

might also be the situation where a holidaymaker sends the full amount (including deposit) on one 

cheque.  This would need to be banked in full and dealt with as a monetary transaction, before being 

refunded at the end of the holiday.  Because of this, the initial invoice would include the full deposit 

amount that is due to be received. 

 

When a deposit cheque is received that will not be banked, we will need to adjust the invoices on the 

system to show that this transaction will not be showing through your accounts. 

 

We can do this by using the View/Amend invoice option, as detailed earlier in this manual, or by 

amending the relevant extra through the booking screen.  To do this, first open the relevant booking 

screen. 
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Click on the Booking Summary tab and find the item that relates to the Deposit extra. 

 

Click into the Quantity column, and change the Quantity from 1 to 0.  Once you are happy, click on the 

“Book” button in the bottom right hand corner to update the information. 

 

You will now see that the cancellation item on the invoice is showing as zero and the total amount of 

the invoice has been adjusted accordingly.  When you access the booking again you will see the extras 

and the deposit have now been updated. 
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As the deposit is no longer now due to be refunded to the customer through the system, you can use 

the Deposit Return fields on the Booking History screen to record the date the deposit was Returned 

and any notes pertaining to this. 

 

 

Cancelling holiday 
 

If a booking is cancelled by the holidaymaker it is a very straightforward process to deal with this within 

the software. 

 

First access the booking that you wish to cancel. 

 

At the bottom of the booking screen 

there are a number of options 

available, including an option to Cancel 

Booking.  Clicking this will bring up a 

box to confirm that you wish to cancel 

the booking. 

 

Clicking ”Yes”, will then give you the 

option to add a cancellation fee. 
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Enter the amount you wish to charge and click OK. 

 

The booking will now be cancelled and any monies that have been received from the holidaymaker will 

be available in the Daily Accounts ready to be refunded to them if applicable. 

 

The cancellation fee will automatically be deducted from any monies that have been received from 

them.  If no monies have been received yet, the invoice now appears on the Daily Accounts screen as 

monies owed from the hoildaymaker ready to be received in. 

 

The availability for the property will also be adjusted to show that the property is now available within 

this period, and that a previous booking has been cancelled. 
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You will also be able to see any cancelled bookings on both the property screen and the related 

holidaymaker screen. 

 

 

Moving a Holiday 
 

If a holidaymaker wishes to move the holiday to a new date, it is simply a case of cancelling the current 

booking and making a new booking with the appropriate new booking dates. 

 

Monies that were received from the first booking will now be shown on the holidaymaker account 

ready to be refunded to them.  Once you have made the new booking, you can use these funds, by 

creating a refund statement to the holidaymaker and then receiving in the amount of money against the 

new booking. 

 

If the new booking is more expensive the apportion column can be used to show the partial payment, 

leaving the difference outstanding as the amount left to pay by the holidaymaker.  You can also add any 

administration fees or expenses onto the new booking, or use the cancellation fee section when you 

cancel the original booking. 
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Maintenance Expenses 
 

When making a payment to your owners, it is likely there are going to be deductions that need to be 

made before the payment takes place.  Agent’s commission is deducted automatically based on the 

commission rate set on each property screen; however it is likely that there are going to be cleaning and 

other expenses that need to be added and deducted from the statement. 

 

There are two ways we can raise a maintenance expense through the software: 

 

Raising a maintenance invoice 

 

Raising a standard maintenance invoice is simply a matter of raising a new invoice as we covered earlier 

in the manual. 

 

To do this we access the Raise New Invoices button at the bottom of the Daily Accounts screen 

 

Clicking here will open a new blank invoice screen that can be 

completed with the details of the manual invoice you wish to create. 

 

The first item which needs completion is to specify who the invoice is going to be raised against.  To do 

this, click on the Select dropdown button in the top left hand side of the screen and choose the type of 



37 | P a g e   Last updated: 31 July 2013 

 

record you wish to deduct the money from.  Once you have selected a record type, a search box will 

appear bringing up all the records of this type on the system. 

 

Search and locate the record that you want to raise the invoice against and click on the underlined Ref # 

link to select this record. 

 

 

 

Once you have selected the relevant record you will see the record type appear in the dropdown box, 

with the individual record information appearing in the box below. 

 

Next, select the property the invoice relates to.  This is done by clicking on the Property drop down 

button and selecting the relevant record. 

 

The invoice number is automatically assigned for you by the system, leaving you to add in an Invoice 

and Due date for this transaction.  The Invoice date will in most situations be today’s date, whilst the 

Due date will need to be entered as today or for a date in the future if applicable. 

 

We also have a facility here to add in notes that will appear on the invoice document if required. 

 

The right hand column on this screen, the Invoice Details section, pertains to the actual items you wish 

to appear on the invoice.  To add a new item on the invoice, first click the “New” button at the bottom 

of the column. 
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This will add a new blank line to the bottom half of the screen, and activate the fields within the Invoice 

Details section ready for entering. 

 

The invoice type dropdown is purely used for reference to identify different invoices raised on the 

system.  The options that will appear on the dropdown list are created in the Invoice Type tab, in the 

System Settings. 

 

 

 

The next field down is to tell the system who is the recipient for this invoice, i.e. who the money will be 

paid to when the invoice is settled.  For example in the screenshot above you can see we have specified 

the invoice is to be raised against the holidaymaker for an additional cleaning expense, and in this 

instance the money is due to be paid to the Maintenance company - Jo’s cleaning. 

 

We then complete the price, any discount, the quantity and whether VAT is to be charged, and click on 

the Add button to add this information into the bottom summary.  If you wish to add further items for 

this invoice, simply click on the New button to add the next line and complete the process for any 

further items.  There is no limit to the number of items on each invoice, and the recipient can be 

different for each one. 
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At the bottom of the screen you have the option to preview the invoice before raising it, and when you 

are happy, click on the update button to raise the invoice. 

 

The invoice will now appear on either the Current Invoices section, or the Future Invoices, depending on 

the due date specified. 

 

Once the monies have been received in, or the relevant owner statement has been produced, the 

monies will appear on the Maintenance Monies section on the Daily Accounts Screen ready to be paid 

across to the maintenance company. 

 

Using Property Maintenance Section 

 

Within the software is a detailed property maintenance section that allows you to arrange maintenance 

tasks, track outstanding jobs and produce job sheets for your maintenance contractors.  This is an 

extremely powerful tool to track and book in one off maintenance jobs as they are reported by guests, 

or as part of regular inspections. 

 

The Property Maintenance section can be accessed via the button of the same 

name on the main screen.  This will bring up a search screen with access to all of 

the maintenance tasks already entered onto the system. 

 

To add a new task, click on the New Task button at the bottom of the search screen. 

 

First use the search buttons to locate the relevant maintenance contractor and property. 

 

Select the status of this maintenance task to indicate whether you are looking for the maintenance 

company to produce a quotation or instruct the work, and complete the details regarding the work that 

is required. 

 

When you are happy the details input are correct, click on the Save button at the bottom of the screen 

to add as a new task. 
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Once saved, you can produce a job sheet document that can be sent to the maintenance company with 

all of the relevant job information.  You can also track the progress of the task by adding progress notes, 

which will appear in the History section of the task. 
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Once the work has been completed, the maintenance company will likely send you an invoice for the 

work that has been carried out.  To save raising a separate manual invoice, the invoice can also be 

raised through the maintenance task. 

 

Click on the Create Invoice, to “unlock” 

the invoice section for you to enter the 

invoice information. 

 

Select either the Owner or the 

holidaymaker from the Invoice For 

dropdown depending on who the 

invoice is going to be paid by. 

Continue to add the invoice date, amount and Reference and click Save to update the maintenance task 

with the invoice details.  The Invoice section will now be greyed out, and the invoice will be added 

against the relevant record. 

 

Exactly the same as raising a manual invoice for any maintenance expenses, the invoice will appear on 

the Current or Future Invoices section, and will be made available for payment to the maintenance 

company as soon as the money is received or the relevant owner statement has been produced. 
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Account Reporting 
 

As part of the tools available on the system, there are a number of reports currently available within the 

system to provide more in depth accounts analysis.  New reports are available in this section as they are 

released with new versions; currently on version 2.0.20 the following reports are available:  

 

 

 

Extras Report 

 

This report provides you with a breakdown of the extras generated. 

 

A date range can be specified from the main report screen, along with a particular record, or group of 

records, by using the Specify Records option. 

 

Once in the main Extras report, you have the option to add additional criteria by clicking on the Specify 

Additional Criteria tick box and selecting from the Extras List and Property dropdowns. 

 

This report allows you to analyse the take up of different extras.  As usual within the reporting section 

you have the facility to export, print or email the report, or use the report to generate tasks and other 

actions. 



43 | P a g e   Last updated: 31 July 2013 

 

 

 

Agent Fees Report 

 

The agent fees report can be produced to give you a breakdown of the fees earned by the Agency. 

 

A date range can be specified from the main report screen, along with a particular record, or group of 

records, by using the Specify Records option. 

 

Year End Transaction Report 

 

The year end transaction report is slightly different, as it has been designed to produce a period 

statement for your owners detailing all of the income and expenditure for this period.  This is especially 

useful as an end of year statement for an owner, listing out all of the income and expenditure that was 

paid to them during the previous financial year. 

 

A date range can be specified from the main report screen, along with a particular record, or group of 

records, by using the Specify Records option.  Click on the blue underlined link to run the report. 

 

Additional criteria can be specified by clicking on the tick box at the top of the screen and add the 

relevant criteria.  Once you are happy the criteria is correct, click on the print, or export to produce an 

individual statement for each unique record. 
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Invoice Arrears 

 

The invoice arrears report is a separate way of pulling up information on any invoices that are overdue 

for payment. 

 

As above, a date range can be specified from the main report screen, along with a particular record, or 

group of records, by using the Specify Records option. 

 

Once in the report, the system will display all invoice arrears currently on the system.  You can further 

filter these records by using the additional criteria section at the top to specify the number of days the 

invoice is in arrears, or by clicking on any of the column headings to sort by ascending or descending 

order. 
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As always, you have the option to export, print or many other options to use the data obtained within 

the report. 

 

 

 

Property Income Report 

 

The property income report is a very powerful report, providing you with a detailed breakdown of the 

bookings and income received for your properties. 

 

With numerous additional criteria to provide further analysis and comparisons, this report is the one to 

use to show you the occupancy % for all properties, number of days booked and unavailable, the 

number of bookings for each property and the total income earned for each property. 

 

You can even use the marketing features to compare similarly equipped properties to see which 

properties are proving the most popular and successful! 
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