592 Holiday Rent Pro

Revolutionizing the Rental Management Industry

Setup Guide

Welcome to Holiday Rent Pro, the software package that takes the strain of holiday rental property management.
This guide will show you from start to finish how to set up your system, which should not take too long.

Please follow the steps in this documentin the order listed below. Don’t forget, if you need help you can contact
us on info@holidayrentpro.com
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First Time Login

Access the system using a web browser, go to the URL provided and enter your credentials. You should be able
to access your dashboard:

m = & @M opout  ChangePassword
Gl

ANDY'S RENTAL MANAGEMENT

D Alerts @ Property Status @ Occupancy Percentage

;;;;;

neoBan

E Bookings Made % Check-ins S Check-outs D Export Data

Please make sure you now change your password by clicking the button top right corner as shown above.

You can access all the screens below in the left-hand menu under the “setup” section

Company Settings

This screen allows you to set core parameters which affects how the system will behave. It has several tabs,
detailed below.

Main Tab

This tab allows the basic details of your company to be stored, if any details are changed make sure you click
save afterwards. A company logo can be uploaded if required, this will appear on your system and the login
screens.

Display Tab

The fields on this tab allow you to set some text for display in various places in the system:

e Client Sidebar Text — When logged in as a property owner, this text will appear on the left-hand side
where the menu usually sits. Use it to welcome your guests, give them any notices or updates.
e Login Text — This text appears on the login screen for all users
Formatting Tab
The formatting fields allow you to specify the formatting of dates throughout the system, these should only be
changed after consulting support to get the required formatting data.
Statements Tab

The statement footer text can be altered here. When a statement is generated for a client, this text is shown at
the bottom. You can use it to give information about bank details for transfer, payment terms etc.
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Booking Management Tab

The fields on this tab alter the behaviour of the system in relation to bookings.

Owner Booking Source — This specifies which booking source is used when owners book via the owner
portal.

Deposit % - For bookings where you manage the payments, this is the amount of deposit required from
the guest at the time of booking.

Balance Required — This number determines when the remainder of the booking payment is due from
the guest.

Adult age from — This specifies the age at which a guest is considered an adult.

Checkin / out times - The time of check in / out for each booking.

Send Arrival Details — This specifies the number of days before check-in that the system will send an
email to the lead guest with details of their arrival, if an arrival template has been set up for the
property.

Maximum booking nights — Specifies the maximum number of nights that can be booked.

Email Tab

This is where you can set up email parameters. There are several items on this screen:

Copy all emails - This allows you to send a copy of every email sent from the system to a specified
address. Enter the required email address in this field

Email Footer — Here you can set up a global footer to be added to any emails sent from the system. You
can include links and images as required

Test Email - This sends a test email to the given email address, use it to make sure footers look correct
etc.

Users

This screen allows you to add / view / edit users to access the system. The fields in this screen are as follows:

Name - First, last

Email - The user’s email, which will be their login

Roles, what you want the user to be able to do in the system. Administrator users can manage items in
the setup menu, whereas standard users can’t.

A photo can be uploaded of the user if required, or the system will generate an avatar based on the
user’s initials.

Job Titles

This screen allows you to set up job titles that can apply to staff members. The system comes with some job
titles built in but it’s possible to add any if required.

Staff

This screen shows a list of staff members and allows you to edit or add any as required. When editing a staff
member, it’s also possible to upload a headshot photo to help identify them, if this isn’t uploaded then the
system will generate an avatar with their initials.
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Editing Staff Member: Carmen Lopez ~

Salutation: Email:

Mrs - carmenlopez32433@gmail.com
First Narme: Carmen m Phane: Phone Number
Surname: Lopez Mobsle: 6345645654
Nationality: Spain =- Job Title: Cleaner -
Address 646 Calle Renault Start bate: Sun, 1 Sept 24 B8
Manilva
Spain ) End Date: End Date 8
e Photo: Il-rllflz-:ﬁ &, Choose
United Kingdom g8 ~ a Or Text: - cL

Teams

Teams are groups of staff members. Each team is of a particular type (cleaning / maintenance etc.). This
screen allows you to view / add / edit teams. A staff member can appear in any number of teams but can only
be added to a team once. If you do not use teams, you may need to set up a team for each staff member as
items such as cleaning require a team to be assigned rather than a single staff member.

Editing Team: Spanish Dream ®

Name Spanish Dream
Type Cleaning -
Members
Name Phone Start Status
a Carmen Lopez 6345645654 01/09/24 ACTIVE
1G Isabella Garcia 63456456546 04/11/24 ACTIVE

Booking Sources

A booking source details where a booking came from and changes the behaviour of the system in relation to
bookings made under that source. The fields are as follows:

e Name -The name of the source
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e Managed Payments - If the source manages payments on your behalf, you do not need to select this. If
you deal with collecting payments then select this option, and the system will help you collect
payments on time.

e Credit Client/ Commission - If you select this and enter a percentage, any bookings that are entered
into the system are credited to the clients account (minus commission). For example, if you take a
booking on behalf of the client but subtract 15% you would select this and enter 15.

e Auto Booking Ref —This allows the system to generate an automated booking reference for you when
the booking is made, though it can still be overwritten in the booking.

Editing Booking Source: Booking.com

Name Booking.com

Managed Payments o
Credit Client o Commission  15.00 %

Auto Booking Ref. Format:

= (5o [ Do

Rental Seasons

This screen allows the configuration of rental seasons across the year. They can be used when applying rental
rates to properties. The system comes with several seasons already configured but these can be added /
removed and edited as appropriate.

Add Rental Season .
Name High Season
Start July - 1 -
End August - 31 -
-

Connections

This screen allows you to set up connections to external platforms for a property and booking source.

For example, if you have a booking source “Booking.com”, you can link the property to the calendar by entering
the iCal URL (available on the “Share Calendar” feature on external platforms).

The system will automatically [nightly] pull bookings down and enter them for you, not only will the dates be
retrieved from the platforms, but it will be up to you to enter the full booking information. Bookings pulled down
will appear in the “Requiring attention” card on the dashboard.
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Requiring Attention o
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To add a connection, the following information is required:

e Property

e Booking Source

e Cal[lmport] URL-This is the URL provided by the platform to access the calendar

e Export URL -The system will generate an externally available URL for other platforms to access booking
dates for this property. If you don’t want to have this enabled, un-check the option.

SES Settings

This section is only applicable if you are going to use the system to collect and upload guest data and bookings
to the Spanish authorities via the SES Hospedajes system (located here:
https://sede.mir.gob.es/opencms/export/sites/default/es/inicio/).

To use this facility, you must have already accessed the SES system using your digital certificate (or other
means) and registered the properties and clients as landlords. You must also have set up a user with web
service access. The following assumes this has been done.

The SES settings screen has two tabs, one for the main settings, the other for the individual property settings.

Settings Tab

This tab contains the information required to connect to the SES system, and contains the following fields:

e Enabled -this allows you to disable the SES integration in its entirety, no messages will be sent to the
SES system, and no emails will be sent to guests asking for their details.

e SESusername - The username for the SES system

e SES Password —The password for the SES system

e Send Guest Info - This specifies the number of days before check-in that an email is sent to the lead
guest, containing a link for them to enter the details of all guests travelling. The system will also upload
details of the booking at this pointin time.
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SES Settings

Settings Property Details

Enabled

5ES Username Z1903136YWS m

SESPassword ~ sssssmsesses ﬂ
Confirm SES Password ~ ewsssssssnse m

Send Guest Request Email 14 : days before check-in is due

Dashboard Alert 5 : days before check-in is due, if guest information is missing

Collect Arrival Informtaion o Selecting this will show the ETA field on the guest form

Once you have entered the username and password it is a good idea to save the settings and use the “Test
Connection” button, this will validate that the settings are correct.
Property Details Tab

This tab allows you to configure the Landlord Code and Property Code for each property and include or exclude
the property from the upload. The fields are as follows:

e Landlord Code -This is the 10-digit code given by SES when you set up the client as an entity in the SES
system.

e Property Code - This is the 10-digit code given by SES when you set up the property in the SES system.

e Enabled -This allows you to include or exclude the property from SES uploads.

Edit SES settings for: Sea Views .

Landlord Code 0000012345

Property Code 0000067830

Enabled o
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Property Rates

A Property Rate specifies the charges to apply to a client account for the services you apply to their properties.
A property is assighed a single property rate, and this can be changed at any time (for example when raising
prices at the beginning of the year). It allows a flexible way of applying charging structures without having to
remember or duplicating a lot of data.

The property rates screen lists the rates and allows you to add and edit them. Each rate has the following fields:

Name - The name of the rate

Laundry fee — Two rates, the first being a collection fee then a rate for each person laundry is carried out
for. The system knows this from the booking, but it can be changed if for example the guests use more
than expected.

Monthly — This is the monthly fee, sometimes called the “Property Management Fee”. This fee is added
to the client’s account each month automatically.

Cleaning - This contains, for each cleaning level, the rate applied for that clean. When a clean is logged
in the system you choose the level.

For each of the services below, you can choose to disable this service (if you don’t provide it) by choosing
“Unavailable” in the drop down. If this is applied by default to all bookings, choose “Automatically apply”,
otherwise choose “Available”.

Key Handover —This specifies the fee to the client for providing a key collection service (key box etc.).
It’s a one-off cost where the booking has this specified.

Meet & Greet — This specifies the fee to the client for providing a meet & greet service. It’s a one-off cost
where the booking has this specified. Note you can’t choose Key Handover and Meet & Greet at the
same time.

Welcome Pack- This specifies the fee to the client for providing a welcome pack. It’s a one-off cost
where the booking has this specified.

Travel Cot — This specifies the fee to the client for providing a travel cot. It’s a one-off cost where the
booking has this specified.

Inspection Days — This specifies the number of days between inspections of the property.

Editing property rate: 2026 2 bed rate x
Name 2026 2 bed rate
Laundry 90,00 € For collection, plus 90,00 € per person
Monthly 50,00 €
Standard Thorough Quick First Time
Cleaning L00€ 2,00€ 3,00€ 4,00€
Key Handover 30,00 € Available -
Meet & Greet 0,00 € Unavailable -
Welcome Pack 20,00 € Available -
Travel Cot 20,00 € Available -
Inspection Every 14 _ Days
0= g
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Email Templates

Itis possible to send templated emails to guests from the system, removing the need to manually type emails
each time. In addition, the system has several email templates that are sent because of events that occur. This
screen details the templates available and allows you add, remove and customise the text for each one, in
several languages. The system selects the appropriate language template when sending an email.

Email Templates

Search Show System Templates o

Name Description Type Languages

Account Statement Email Sent to the owner with an account statement SYSTEM TEMPLATE =T
Guest Information Request Sentto the lead guest of a booking prior to check in, with a link to fill in the guest information SYSTEM TEMPLATE mgEoi=
New User Sent to any new user with details of how to login SYSTEM TEMPLATE -:l lz;“ﬁ
Owner Added Booking Sent to the company when an owner adds a booking via the portal SYSTEM TEMPLATE EE
Owner Altered Booking Sent to the company when an owner alters a booking via the portal SYSTEM TEMPLATE s
Owner Cancelled Booking Sentto the company when an owner cancels a booking via the portal SYSTEM TEMPLATE o=
Owner Login Enabled Sentto the owner when login to the portalis enabled SYSTEM TEMPLATE ==z
Password Reset Email Sent when forgot password is used from the login screen SYSTEM TEMPLATE mmpT=
Travel Cot Response Travel Cot Response USER TEMPLATE s
Welcome Email Welcome Email USER TEMPLATE L

Task Categories

When creating a task for a property, you need to assign it a category, which can change the behaviour of that
task.

Editing Category: Pool Cleaning .
Name PoolCleaningi m l

Chargeable o

Default Charge 0,00 €

Transaction Text SGenericTaskDescription$ i3 Placeholders

Icon

@ Upload Image: m

Or Text: - TEXT

A task can either be for a single day, or can span multiple days, this is changed by the ‘multi-Day’ option.

If ataskis chargeable, the system will prompt for the task to be assigned to a property and a cost to the owner
for that task, it will then charge the owner when the task is completed.

Tasks can require the owner to authorise if required, this is simply an authorisation date added to the task. To
set this option choose “Requires Authorisation”

It’s possible to change what appears on the owners’ statement for a chargeable task by editing the transaction
text, this allows placeholders to be used such as the task category, description and other fields.
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Transaction Categories

When adding transactions to a client account, each one is tagged with a category, and specifies a type of
transaction, either a credit or a debit.

There are several system categories which are used when adding automatic charges such as cleaning, key
handover fees etc.

You cannot remove system categories, but you can alter how they appear on the statements by changing the
template text field:

Editing Category: Booking Revenue .
Name Booking Revenue

Template Text Rental Revenue (Booking SBookingReference$) 3% Placeholders

= =

If you wish to add manual transactions (other than client payments) to an account, you need to create a new
category for this.

Owners

An owner is someone who owns one or more properties and has an account for each one. The owners screen
allows you to add / view /edit owners. The fields required for a new client are self-explanatory.

To allow an owner to log onto the system and access the guest area, select the “Owner Portal” option. When
saved, the system will send an email to the owner with their login details. Once they log in, they will be able to
carry out the following actions:

e Add/View/ Cancel bookings —this will send notifications via email to your company address.

e Block out dates (for example, for their own visits) - this will send notifications via email to your company
address.

e View/Download statements

e View occupancy statistics

11
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Editing Owner: Andrew Marks .

Salutation Email

Mr - aruaian-. "= .il.com
Firstname . n Alt. Email P n
Surname . Phone

P e i 3
Address - e a Maobile -

= 5 . bimouee. .70

ST |

" v Owner Portal O

- P

CT124BB

United Kingdom gE -

Properties

Contains the list of properties and allows you to create new ones as required. To edit a property, click the edit
button at the ned of the row.

Main Tab

The main details of the property are set up in this tab, the fields being as follows:

Owner —the owner of the property. This can be changed over time if required, but each owner will have
their own account.

Type —the type of apartment, from a fixed list

Name - the name of the property

Description — a description of the property

Address —the address of the property

Contract period — details the date range this property is under contract for. You cannot create bookings
for a property that is out of contract.

Rate — the rate to apply to this property, details the fees to the client for various services

Max occupancy — the maximum number of people the property can accommodate. You cannot
overbook a property.

Min Nights — the minimum number of nights a booking can be for this property.

Internet — specifies if an internet connection is available at this property.

Tourist Licence - the tourist license number for this property.

National Registration — the national registration number for this property.

12
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Property Details *

(D Main [wa] Photos Calendar [® Bookings g Visits ) Email Templates

Owner Oakley Furballa
Type Apartment -

Name Casa Feliz n

2 Bedroom penthouse apartment on the Costa Del Sol

Description
4
o a
Caur —em - g 252
Address Butcwiioe - i
Do e - A Spain - -
- “
Contract Period Sat, 1 Jun 24 B - end B] Rate DefaultRate -
Max Occupancy 4 : Min Nights 2 : Internet o
Tourist Licence Tourict Licence

National Registration = National Registration

Calendar Tab

This tab shows a calendar view for the property.

13
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(@) Main Calendar Bookings gL visits B Email Templates

+ Add Booking 4+ Add Owner Block

< > TODAY July 2025 B8 Month B Planner
MON TUE WED THU FRI SAT SUN
30 1 2 3 4
BE  runs v
é @ Spanish
7 8 9 10 11 12 13
E®e Sat, 5 Jul 25 - Sat, 12 Jul 25 (7 nights). 4 guests.
80 it - i
¥ri, 18 Jul 25 - Fri, 1 Aug 25 (14 nights). 4 guests.
28 29 30 31 1 2 3
Fri, 18 Jul 25 - Fri, 1 Aug 25 (14 nights). 4 guests. =. @
EC Fri, 1 Aug 25 - Sun,BMgZS[anghls} 1
LGy ]

S

Bookings Tab
This tab shows the bookings against the property.

Visits Tab

This tab shows a list of visits (cleaning / inspections) for the property.

Email Templates Tab

This tab shows a list of email templates for the property, such as arrival details. It’s possible to alter the
templates and set them up in multiple languages.

Property Rental Rates

From the properties list, click the edit button at the end of the row for the property you want to assign rates to.
Use the controls on the right to apply rates to selected date ranges or click the date on the calendar if you want
to select dates manually. If you right-click the calendar it’s possible to select the current week or month.

14
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Rental Rates x

Nothing Selected
< > TODAY June 2025 E8 Month
Select a Season v 2025 -
MON TUE WED THU FRI SAT SUN Erom a
26 S0,00€ 27 000€ 28 S000€ 29 S0,00€ 30 S000€ 31 S000€ 1 50,00 €
To a
Enter a rate
2 90,00€ 3 0,006 4 0,00€ 5 W00€ § 9000€ T S0,00€ 8 90,00 €
+ Apply Rate
g 90,00€ 10 90,00€ 11 90,00€ 12 00,00€ 13 9000€ 14 S000€ 15 90,00 €

There are dates within the next year
that don't have rates
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