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Introduction 
 

Once the HLS Holiday Manager software is installed, and you have set up the Company System Settings as 

detailed in the System Settings Manual, you can start to add information into your system.  This manual will 

cover the adding of new records onto the system, plus viewing and amending existing records already 

added. 

Add New Record 
 

To add new records into the system we will start with the Add New Record button as shown below: 

 

 

 

Clicking this option gives the opportunity to add a New Owner, a New Property, a New Holiday Maker, or a 

New Maintenance Company. 
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Adding a New Owner 

 

To add a new owner, click on the button next to the New Owner option, and click the Next button in the 

bottom right hand corner.  This will open a blank New Owner screen for you to enter your details. 

 

The information screens all follow the same format with individual sections that can be navigated by clicking 

on the relevant tab along the top of the screen.  For the New Owner screen these tabs are General, Account 

Info, Maintenance Providers and Documentation.  There is also an additional Overseas tab, which will only 

appear if the overseas option is ticked. 

 

 

 

On the general tab, there are standard contact information fields for the owner including a title dropdown, 

the contents of which can be changed via the system settings.  The Salutation will specify to the system how 

you wish letters and correspondence be addressed for this record. 

 

The contact numbers have a selection button to indicate the preferred telephone number for contact, 

similarly the contact emails section has scope for up to three emails to be stored, with a default selection 

button to indicate the main email address. 

 

There are two notes fields for the addition of pertinent notes relating to the owner.  These notes fields can 

also be labelled through the System settings if required, to prompt for specific information to be added to 

one or both fields. 

 

There is also an Overseas tick box, which when selected will indicate this owner is based overseas and unlock 

an additional overseas tab containing more information. 
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Included on this screen, is also the option to Send SMS, Send Email and Send Letter.  This provides a quick 

option to send correspondence directly from the information screens. 

 

 

The second tab, Account Info, allows for the Owner bank information to be stored for payment and reporting 

functionality.  There is a selection box, as 

indicated with three dots, which will 

allow you to select a bank from a stored 

list and save you adding bank details 

every time.  This section can be 

populated by clicking on the “Save this 

bank for future use” option at the bottom of the screen once the bank details have been added. 

 

The third tab, Maintenance Providers, allows for the addition of maintenance company information that this 

owner wishes to use for their property/properties.  If Maintenance Companies are stored in this section for 

the owner, any new properties they add will automatically pick up these details.  This will save entering the 

same information for each and every property.   

 

 

 

To select click on the blue selection button next to the record and select the relevant maintenance company 

from the list.  There is also room to store relevant notes/instructions for each maintenance companies, 

helping to provide guidance to staff when they are booking maintenance work. 
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See the Adding a new Maintenance Company section of this manual for details on how to add a new 

Maintenance Company to appear in this list. 

 

The fourth tab is used for storing relevant documentation for this owner.  Anything can be stored in here, 

from paperwork to images, or any other electronic file.  The system will purely create a link to the relevant 

file and will be opened by the appropriate program associated with this file format. 

 

To add a new file, click on the blue locate button and browse to the relevant file you wish to store.  Choose a 

document name that is relevant to the file chosen and click Add Document to add to the grid below. 

 

When using the network version it is important to ensure the file location is in a network location visible 

to all users of the system!  Failure to do this will mean the links to the file will be incorrect for some 

system users and they will get an error message saying the file does not exist. 

 

This is a great solution for scanning correspondence, or saving agreements or documentation that needs to 

be referred back to.  It is basically an electronic version of a filing cabinet for this record. 

 

The final tab is an optional one, used for Overseas owners.  As you will see from the screenshot below, the 

overseas tab is hidden unless the Overseas tick box is checked on the main owners page.  When selected, an 

additional tab will appear along the top of the screen marked Overseas. 

 

Within the overseas section, there is space to store an additional correspondence address, record details of 

monies you wish to withhold when paying your owner, and a Fico reference if the Owner is tax exempt. 
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When you have finished adding all of the information for the owner, click the save button in the bottom right 

hand corner and the information will be saved for this record. 

 

At this point you will be given the option to add a property for this owner.  If you are ready to add a 

property, click Yes, which will take you straight into the Add New Property screen.  Alternatively you can add 

a new property at a later date and associate with the relevant owner at this point. 

 

Adding a New Property 

 

As with the Add New Owner screen above, the information stored for the property is broken down into a 

number of Tabs, which can be navigated through via the top menu. 

 

The Tabs available are General, Marketing Information, Photographs, Maintenance, Management, 

Documentation, Keys and extras. 

 

Starting with the General Tab, you have the option to add the title of the property, which will be the name 

used throughout the program to relate to the property.  This can be the house name, location or simply what 

the property is commonly known as.  This field is separate from the property address, which will also be 

stored.   
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The next field is the locality, which is used to identify a local area where the property is located.  If you have 

a wide spread of properties this may be the town, village or resort where the property is situated, or in other 

cases a more specific location within your area of coverage. 

 

In addition to these fields, there are also the standard address fields for the property.  Do not worry if there 

are duplicate address information stored here, compared with the Title and Locality information above.  

These fields are used in different locations and as such should both be completed. 

 

There are two property notes fields, both of which can have the headings changed within the System 

settings if required.  This is useful if you want to store consistent information in one or both of these 

sections.  There is also a third notes field for Directions for the property. 

 

On the right hand side of the screen, there is space to specify the management commission fee relevant to 

this property.  You also have an option to add an additional Booking Charge field.  This allows for a booking 

fee to be made to the owner for each booking taken on this property.  This is independent of any booking 

fee that may be charged to the Guest. 

 

If you have added a property directly from the Owner screen, the owner will be shown in the list box here.  

To add an owner, or indeed multiple owners, click on the Add Owner option situated immediately below the 

owner list and select from the list of owners the appropriate one for this property. 

 

The next tab, Marketing Information, does exactly what it suggests, by amalgamating all of the marketing 

information into one section.   
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To select a Property Type click on the drop down list and select the relevant option for this property.  Sleeps 

refers to the number of guests that the property can accommodate.  No. of Beds gives you an alternative 

search option to the Sleeps option if required.  The changeover day is selected from the drop down menu 

and will dictate the format of booking and availability calendar screen.  Short Breaks will tell the system 

whether the owner will allow short breaks for this property and is simply a Yes or No option. 

 

Moving across to the right hand side of the screen, the heating option for the property is also available on a 

drop down menu list. 

 

The next option is the price band which again is chosen by clicking on the drop down menu and selecting the 

relevant price band for this property.  The different price bands can be configured and setup via the System 

Settings option, and is detailed in the accompanying System Settings manual.  A View button is located next 

to the Price Band dropdown menu, this allows you to open a floating window providing you with all of the 

information on the selected price band. 

 

Following this are options to put in a property rating, a brochure reference and a brochure page number if 

applicable. 

 

The twelve marketing feature tick boxes across the middle of the screen are completely user definable and 

are again configured via the relevant section in the System Settings.  The 1
st

 four of these options are 

included on the booking and availability screen as a search option.  These features enable the common 

marketing features of the property to be specified for marketing, web and search purposes. 

 

Lastly on this tab are three marketing descriptions boxes.  An Advertising, Marketing and Alternative 

marketing description field allow you to configure slightly different descriptions for different business 

purposes.  This may be website, press advertising etc. 

 

The next tab on the property is for photographs. 

 

There is no limit to the amount of 

photographs that can be stored 

against each property and you have 

the option of using the photographs 

for marketing, or simply as a record 

of condition.  The system will also 

allow for one default marketing 

image, which will appear as the 

standard image for this property.   

 

To select an image for the property, click on the blue search button to the right of the image location field 

and browse for the photograph you wish to assign.  Once the image is selected, enter the image name, and 

choose whether you wish this image to be included for any marketing uploads, and if you want it to be the 

main image for the property by selecting the default tick box.  When you are finished click the Add Picture 

option to add to the list below. 

 



 

 

10 | P a g e  

 

Please note, if you are using the network version, it is essential that all photographs are stored in a central 

location that is accessible for all users of the program.  Failure to do this, will bring up warning messages 

on some computers that the images for this property cannot be found! 

 

The fourth tab, Maintenance Providers, allows for the addition of maintenance company information that is 

applicable for this property.  If Maintenance Companies have been stored in this section for the owner of 

this property, they will have been automatically picked up, and the relevant details will be displayed within 

this screen.   

 

If the owner has not had any maintenance companies already specified, they can be added at this point as 

per the owner screen, as detailed below. 

 

 

 

To select click on the blue selection button next to the record and select the relevant maintenance company 

from the list.  There is also room to store relevant notes/instructions for each maintenance companies, 

helping to provide guidance to staff when they are booking maintenance work. 

 

Click Add to move the selected maintenance company to the bottom grid.  An unlimited number of 

maintenance companies can be added for each property.  Also included is the option to select one 

maintenance company as the default Cleaning Company and one as the default Property Maintenance for 

this property.  This enables letters and other correspondence to pick up the link to these companies and 

merge the relevant information as standard.  It also allows you to produce reports based on the property 

and maintenance company links. 
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The next tab is for the Management details for the property.  This has been designed to store pertinent 

management information such as Utility providers and important reminder dates, such as PAT testing, gas 

safety certificates, inspections, inventories etc. 

 

There is space for 5 Utility providers and these are selected by 1
st

 choosing the relevant provider type, 

Council Tax, Broadband, Telephone etc. from the drop down list (this list is again configured through the 

System Settings section).   

 

 

 

Click on the blue search button to bring up a list of Maintenance Companies and select the relevant provider. 

 

At the bottom of the screen there are eight user definable dates, with labels that have been configured in 

the System Settings.  By default these are blank, and are activated by clicking on the drop down menu and 

selecting the relevant date the reminder is due from the calendar. 

 

 

 

The reminder can be toggled on and off by clicking on the tick box next to the date as required. 

 

The sixth tab, Documentation, is used for storing relevant documentation for this property.  Anything can be 

stored in here, from paperwork to images, or any other electronic file.  The system will purely create a link to 

the relevant file and will be opened by the appropriate program associated with this file format. 

 

To add a new file, click on the blue locate button and browse to the relevant file you wish to store.  Choose a 

document name that is relevant to the file chosen and click Add Document to add to the grid below. 

 

When using the network version it is important to ensure the file location is in a network location visible 

to all users of the system!  Failure to do this will mean the links to the file will be incorrect for some 

system users and they will get an error message saying the file does not exist. 
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This is a great solution for scanning correspondence, or saving agreements or documentation that needs to 

be referred back to.  It is basically an electronic version of a filing cabinet for this record. 

 

The penultimate tab, Keys, on the property screen is used to record the key details for this property.  There is 

the option in include a Key Name, Key Number, Description, Status and a Location.  Once the relevant 

information has been completed click Add to move this to the grid below. 

 

 

 

This section is used to keep track of the keys you are holding for each property, and as such will be subject to 

further development plans in due course.  This will include many more tracking and reporting options 

including potential integration with scanning devices and external applications. 

 

The last section for the property is the Extras tab. 

 

Within this section, you have the option to select the extras that are available for this property.  To do this, 

click on the blue search button, and choose the relevant extra you wish to include for this property from the 

list. 

 

Setting up the extras available on the system is done via the System Settings section, and is fully detailed in 

the relevant System Settings manual. 

 

Once you have selected your extra, choose the number available for this property and check the remaining 

details to ensure they are correct for this property.  Once you are happy, click Add to move to the grid 

below.  You can select as many extras as you wish for each property and these will appear when a new 

booking is made.  If the Default box is ticked, these will be included automatically on each booking; 

alternatively these will be optional extras that can be selected when the booking is made. 

 

When you are happy with the information you have added on this, and the rest of the property tabs, click 

the save button in the bottom right hand corner to save the property to the system. 
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Adding a New Holiday Maker 

 

Holiday maker information is stored permanently on the system to maintain a full record of holidays that 

have been booked, and to maintain a marketing list for use in brochure mailing and email marketing 

campaigns etc. 

 

The holiday maker section is again split into four tabs, with General, Payment, Additional Party Members, 

and Documentation. 

 

The general tab, is used to store all of the relevant contact information, along with other useful information 

such as car registration, the number of people in the holiday party, any pets, children and the property rating 

they normally require.   

 

In addition there are three different marketing options, Consent to marketing, Send brochure and Email list.  

This allows you to specify exactly what marketing is targeted for each holidaymaker. 

 

Lastly on this screen we have the option to add some general notes for the holiday maker. 

 

The next tab, Payment, is used for storing credit card information for the holidaymaker.  This allows for the 

storage of any payment card details and can be configured to calculate any credit card surcharges that are 

assigned to the holiday costs.  Once stored the card information is hidden, and will only be accessible to 

authorised users. 
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Multiple card details can be recorded here, by clicking New and entering the relevant information.  Once you 

are happy with the information click on Add to move this information to the grid below. 

 

The third tab, Additional Party Members, is used to store any additional members of the holiday party.  The 

system allows for unlimited additional party members and includes space for their contact details, date of 

birth and also the same marketing options to allow marketing to take place direct to these people. 

 

Once you have completed the information you require, click Add to save the information to the grid below. 

 

The fourth tab is used for storing relevant documentation for this holiday maker.  Anything can be stored in 

here, from paperwork to images, or any other electronic file.  The system will purely create a link to the 

relevant file and will be opened by the appropriate program associated with this file format. 

 

To add a new file, click on the blue locate button and browse to the relevant file you wish to store.  Choose a 

document name that is relevant to the file chosen and click Add Document to add to the grid below. 

 

When using the network version it is important to ensure the file location is in a network location visible 

to all users of the system!  Failure to do this will mean the links to the file will be incorrect for some 

system users and they will get an error message saying the file does not exist. 

 

This is a great solution for scanning correspondence, or saving agreements or documentation that needs to 

be referred back to.  It is basically an electronic version of a filing cabinet for this record. 

  

Once you are happy you have entered all of the information you require, click on the save button in the 

bottom right hand corner to save this holiday maker record. 
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Adding a New Maintenance Company 

 

The Maintenance Company section is used for storing information about your Maintenance Contractors, 

Tradesman and Utility Providers. 

 

The Maintenance Company section is again split into three tabs, General, Account Info and Documentation. 

 

 

 

The General tab is used to store all of the contact information for the Company, along with a drop down 

menu to select the relevant Trade or Category for this Company.   

 

There is also an optional Commission Rate box that will allow for the deduction of commission for work 

carried out by this Maintenance Company.  At the bottom of the screen is notes section to allow pertinent 

information to be stored for this Company. 

 

The second tab, Account Info, allows for the Maintenance bank information to be stored for payment and 

reporting functionality.  There is a selection box, as 

indicated with three dots, which will 

allow you to select a bank from a stored 

list and save you adding bank details 

every time.  This section can be 

populated by clicking on the “Save this  

bank for future use” option at the bottom of the screen once the 

bank details have been added. 



 

 

16 | P a g e  

 

 

The final tab on the Maintenance Company section is the Documentation tab. 

 

Anything can be stored in here, from paperwork to images, or any other electronic file.  The system will 

purely create a link to the relevant file and will be opened by the appropriate program associated with this 

file format. 

 

To add a new file, click on the blue locate button and browse to the relevant file you wish to store.  Choose a 

document name that is relevant to the file chosen and click Add Document to add to the grid below. 

 

When using the network version it is important to ensure the file location is in a network location visible 

to all users of the system!  Failure to do this will mean the links to the file will be incorrect for some 

system users and they will get an error message saying the file does not exist. 

 

This is a great solution for scanning correspondence, or saving agreements or documentation that needs to 

be referred back to.  It is basically an electronic version of a filing cabinet for this record. 

 

Once you are happy with the information added for the Maintenance Company click on the Save button in 

the bottom right hand side of the screen to save this record. 
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Viewing and Amending Existing Records 
 

The View/Amend Record option is used to 

view the information screens you have 

already entered and make amendments as 

required.   

 

The screens are very similar to the 

ones covered above when adding a 

new record, however there are a few 

minor differences which are detailed 

below. 

 

Viewing and Amending an Owner 

 

Starting with the View or Amend Owner option, which is accessible by clicking on the relevant selection 

button and clicking next to bring up your list of your previously added Owners.  Select the record you require 

by clicking on the blue underlined reference number, which will open up the owner screen.  
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There are a few key differences compared to adding a new owner.  The owner salutation is now shown on 

the top blue section of the screen, the status of the record is also shown within the same blue section to 

display whether this is a live or archived record. 

 

The reference number for this owner is now displayed on the General information, and there are three new 

tabs across the top of the screen.  Properties, History and Transactions are now included on the owner 

record. 

 

The properties tab will display all properties linked to this owner, with the % they own of each property. 

 

 

 

The History tab will provide a full history of the events that have happened with this owner, starting from 

when the owner was added to the system. 

 

 

 

The last new tab is the Transactions tab, which will detail any accounts transactions related to this Owner.  

 

 

 

If you make any changes to any of the owner record fields, simply click on the Save button.  The system will 

prompt you to save if you try and close the record after amendments have been made. 

 

Viewing and Amending a Property 

 

To open a property screen for viewing, click on the view or amend property selection button and click next to 

bring up your list of your previously added Properties.  Select the record you require by clicking on the blue 

underlined reference number, which will open up the property screen.  

 

As per the Owner screen, whilst the majority of the screens remain the same as the Add New Property 

Record, there are a few differences which have been detailed below. 

 

The Property Name is now shown on the top blue section of the screen, the status of the record is also 

shown within the same blue section to display whether this is a live or archived record. 
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There are two additional tabs displayed across the top of the screen containing the History and Transaction 

details for the Property. 

 

There are also two additional blue buttons at the bottom of the screen, to allow you to view the booking 

scheduler for this property, and to add a New Holiday Maker for the purpose of booking a holiday. 

 

 

To view the booking scheduler for this property click on the View Booking Schedule button.  You will see the 

calendar for this property, fully complete with any holidays that have already been booked out.  Moving the 

mouse over any week on the scheduler will display the appropriate weekly charge for this property and 

week.  Moving the mouse over a booked week will provide a brief booking summary and status for the 

booking.  Full details of the booking and availability functionality are detailed in the relevant Booking and 

Availability manual. 

 

Running through the other new tabs, the Transactions tab, as per the Owner screen, provides full 

information of any accounts transactions that have taken place for this property.  This also contains links to 

take you to the relevant transaction screens, as depicted on the screenshot below by the blue underlined 

Transaction Ref link. 
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The second new tab is the History tab.  Again as per the owner screen this provides you with a breakdown of 

the history of this property record.  Slightly differently to the Owner screen, this contains three separate 

sections.  One displays the booking history for the property; one provides details of when the property has 

been marked out as unavailable, and the third displays the traditional history of events that have happened 

for the Property record, starting with the addition of this property as a new record. 

 

 

 

If you have made any changes to this Property record, click on the Save button, otherwise click Close to shut 

down this Property without saving. 
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Viewing and Amending Holidaymaker 

 

To open a Holidaymaker screen for viewing, click on the view or amend Holidaymaker selection button and 

click next to bring up your list of your previously added Holidaymakers.  Select the record you require by 

clicking on the blue underlined reference number, which will open up the relevant screen.  

 

As per the Owner and property records, whilst the majority of the screens remain the same as the Add New 

Holidaymaker Record, there are a few differences which have been detailed below. 

 

There are two additional Holidaymaker tabs, History and Transactions, along with a few changes to the 

General Holidaymaker screen. 

 

The Holidaymaker salutation is displayed on the top blue panel of the screen, along with the holidaymaker 

status.  The Holidaymaker reference number is now displayed above the Title and there is now a Book 

Holiday button available in the bottom right hand corner. 

 

Clicking this will take you through to the Booking & Availability section, showing all of the properties 

available.  From here, you can narrow down your search by date or marketing feature, before viewing the 

selected properties in the calendar view.  Full details of this functionality are available in the Booking and 

Availability manual. 

 

  

 

  



 

 

22 | P a g e  

 

The History tab for the Holidaymaker is again broken into three sections, showing the Booking Information, 

Cancelled Bookings and the standard history for the relevant holidaymaker. 

 

 

 

The other new tab, Transactions, provides you with full accounts information for this holidaymaker.  It also 

allows you to view account documentation by clicking on the relevant blue underlined Transaction Ref. link. 

 

Full details of the accounts functionality are available in the relevant Accounts Manual. 

 

 

 

If you have made any changes to this Holidaymaker record, click on the Save button, otherwise click Close to 

shut down without saving. 
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Viewing and Amending a Maintenance Company 

 

To open a Maintenance Company record for viewing, click on the view or amend Maintenance Company 

selection button and click next to bring up your list of your previously added Maintenance Companies.  

 

  

 

Select the record you require by clicking on the blue underlined reference number, which will open up the 

relevant record.  

 

As per the other information records, whilst the majority of the screens remain the same as the Add New 

Maintenance Company Record, there are a few differences which have been detailed below. 

 

There are two additional Maintenance Company tabs, History and Transactions, along with a few changes to 

the General screen. 

 

The Maintenance Company name is now displayed on the top blue panel of the screen, along with the 

status, and the reference number is now displayed above the Company Name. 

 

The History tab will provide a full history of the events that have happened with this owner, starting from 

when the owner was added to the system. 
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The last new tab is the Transactions tab, which will detail any accounts transactions related to this Owner.  

 

 

 

If you make any changes to the Maintenance Company record, simply click on the Save button, or the system 

will prompt you to save if you try and close the record when amendments have been made. 

 

 

Summary 
 

This manual should take you through all of the steps required to add new records to your system, plus view 

and amend existing records that have already been added. 

 

If you have any queries with any of these steps, please do not hesitate to contact a member of our support 

team via support@hls-solutions.com, and they will be happy to assist. 

 

Additional manuals covering further aspects of the program can be obtained from the support team, if you 

do not already have access to these. 


