0 escapia.com

Vacation Rental Suite

Client Curriculum
“Setup!!

Escapia, Inc.
www.escapia.com
1-800-ESCAPIA



Escapia Inc. Confidential
Revised: 6/12/2009
© 2009, Escapia INC. Corporation, All rights reserved.

This documentation is the confidential and proprietary intellectual property of
Escapia Corporation. Any unauthorized use, reproductions, preparation of
derivative works, performance, or display of this document, or software
represented by this document, without the express written permission of Escapia
Corporation is strictly prohibited.

Escapia and the Escapia logo design are trademarks and/or service marks of an
affiliate of Escapia Corporation. All other trademarks, service marks, and trade
names are owned by their respective companies.

Any changes made upon receipt of this document become the responsibility of
the changing party. Changes that may alter the original intent or core data
relieve Escapia from any obligations to support or deliver said changes from a
functionality of business perspective. Escapia retains all rights to this original or
base documentation as presented.

Vacation Rental Suite (VRS) 2



Table of Contents

Unit 1: System Requirements & Settings

System Requirements & Settings............coooiiiiiiin.
Turning off Pop-Up Blockers ..o,
Adjusting Monitor Settings ..o
Creating an Escapia VRS Desktop Shortcut ........................
Logging INto VRS

Unit 2: VRS Home Page

Using the Home Page Icons. ...
Using the Home Page Menu Tabs .............coooiiiiiiiinn,
Using the Home Page Links............coooiiiiiiiiiee

Unit 3: VRS Default Information

Entering Business Contact Information ...............................
Entering General Default Reservation Settings .....................

Unit 4: VRS Tasks

Adding a New Season ...........coviiiiiiiiiiiiiiee
Deleting @ Season .........ooiiiiiiiiiii
Editinga Season ...
Adding a New Location............cccoiiiiiiiiii e
Creating a New Category........cocoviiiiiniiiiieeeeee
Managing Units ........cooooiiiii e
Addinga New Unit..... ..o
Adding a New Contact ...........coooiiiiiiii
Creating a New Owner Contract ...............ccoiiiiiiiiiiinn.,
Creating a New Booking Charge Template ..........................
Creating a New Deposit PoOliCy.........c..cocoiiiiiiiiiia

Vacation Rental Suite (VRS)



Setup

In the following units you will be provided with step by step directions on how to
properly set up your network and browser configurations, as well as how to enter
basic information into Vacation Rental Suite (VRS). This will lay the groundwork
for everything you do in VRS.

Setup includes:

Verifying System Requirements and Settings
Turning off Pop-Up Blockers

Setting Internet Explorer to remember Logins & Passwords
Adjusting Monitor Settings

Creating an Escapia VRS Desktop Shortcut
Logging In to VRS

Using the Home Page

Entering Business Contact Information
Entering General Default Reservation Settings
Adding a New Season

Deleting a Season

Editing a Season

Adding a New Location

Creating a New Category

Managing Units

Adding a New Unit

Adding a New Contact

Creating a New Owner Contract

Creating a New Booking Charge Template
Creating a New Deposit Policy

Note: All information in bold is required to move forward in VRS!
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Unit 1: Supported System Specifications and

Settings

Before using VRS, it's important to make sure your computer is running the
minimum supported system specifications so that VRS can operate as designed.
Please download, or add any requirements prior to setting up VRS.

Minimum Recommended
Processor 1.2 Ghz Pentium 3.0 Ghz Pentium 4
1]
Operating Windows XP Windows XP
System (OS) Home Professional, or
Windows Vista
Graphics 16 bit Color 24 bit Color
Resolution 800 x 600 1024 x 768
RAM 512 MB 1GB
Hard Drive 10 GB Free Space 40 GB Free Space
Internet DSL Broadband

Web Browser Internet Explorer 6 Internet Explorer 7, or
Internet Explorer 8

Note: EscapiaVRS will only run in the Internet Explorer web browser. If you
have a Mac computer, you will need to load the Windows operating system onto
it so that you can download the Internet Explorer web browser.

Now that your system specifications are set, you will establish the correct
internet options before logging into VRS. In order for VRS to operate as
designed, Pop-Up Blockers need to allow VRS as a trusted site. To do this, you
need to turn off pop-up blockers. (See the steps on how to do this on the next

page.)
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Instructions for Configuring IE7 & IE8 for use with EscapiaVRS

Tools > Internet Options

fo

=

/4[] [co0e [2]]

. - o - [ihPage - i -
Delete Browsing History, .. i

Pop-up Blocker k
Phishing Filker 4
Manage Add-ons 4

whork, Offline

Windaws Update

Full Screen Fi11
Menu Bar

Toolbars »

Windows Messenger

Diagnose Conneckion Problems. ..
Show Related Links

Sun Java Console

Internet Options:

Click Security tab

Click Trusted Sites (green check mark) icon

Click Sites button
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li= =t el

| General | Securiy EPrivacy Cantent | Connections | Programs | Advanced

Internet Local intranet

Trusteﬂ sites

wour files,

Security level For this zone

Custom

Select & zone to view ar change security settings.

Sik
4 This zone contains websites that you

»('f trust not to damage your computer ar

‘ou have websites in this zone,

Cuskom settings.
- Ta change the sektings, click Custom level.
- To use the recommended settings, click Default level.

A

Restricted
sites

[ Custom level. ., H Default level ]

[ Reset all zones to default level ]

0K ][ Cancel ] Apply

Uncheck the “Require server verification box...” check box

Enter the following in “Add this website to the zone:” :

http://*.escapia.com

Click Add

Enter the following in “Add this website to the zone:” :

https://*.escapia.com

Click Close

Vacation Rental Suite (VRS)



[\TJ'US.EEH sites mi

47 ‘ou can add and remove websites from this zone, All websites in
g this zone will use the zone's security settings.

Add this website ko the zone:

| Add

Websites:

http: f1* breenvacationstation. com
hittp: /1* escapia.com

http: f1* training. beta-1

hktp: f1* training, kestwb 1

http:f1* vacationcapecod, testwb 1

| Lo dd

(NI E3)

e A e

(g

equire server verification (https:) For all sites in this zone

This box unchecked

Click Custom Level.

Any setting that has the option of Enable or Disable mark it as Enable

If there is no option of Enable then leave it as it is.

[ SECUTILyISe itinEs e nnster Sitesone: %‘

Settings

[# Loose XAML
() Disable

(%) Enable
i E e

me

& wamL browser applitations
() Disable
(%) Enable
'.T.' Prompk
%P3 docurnents
() Disable
(%) Enable
) Prompt
% NET Framework-reliant components

% Fun components nok signed with Authenticode
Y Micahla Eﬁl

=i il | B

*Takes effect after vou restart Internet Explarer

Resel cuskom settings

Resetto:  medium (default) L;J

Except make Phishing Filter and Pop-up Blocker as Disable

Vacation Rental Suite (VRS)



rjaf_"_']"r'J'fj Settinps e linusted Sitasyone a‘

Sektings
(%) Medium safety m
£ submit non-encrypted Form data
() Disable
(%) Enable
C} Prormpk
£ Use Phishing Filter
(%) Disable
() Enable
| Use Pop-up Blocker
(%) Disable
() Epahle
g |Jserdata persistence |‘§|
() Disable =
(%) Enable
£ | Websites in less privieged web content zone can navigate in _
- £ Micakla ]
€] I ] ¥
*Takes effect after vou restart Internet Explorer
Reset custom settings
Reseftol | Madium (default) I_;]
[. oK J l Cancel J

Click on Privacy Tab

Check the box to turn on Pop-up Blocker

Click Settings

Put the following in the box “Address of website to allow:” :
*.escapia.com

Click Add
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phiomnsy

General SEcurityJ Privacy | Content | Connections | Programs || Adwanced

Sertings

g Select a setting For the Internet zone,

Medium High

- - - Blocks third-party cookies that do not have a compact
privacy policy

-,—l - Blocks third-party cookies that save information that can

x ; be used to contact you without your explicit consent

- Blocks first-party cookies that save information that can

be used to contact you without your implicit consent

[ Sites ] l Impark J l Advanced ] [ Default ]

ap-up Blocker
| =1l Prevent most pop-up windows From Settings
®_' appearing,

[#] Turn on Pop-up Blocker

1

Exceptions

Pop-ups are currently blocked. You can allow pop-ups from specific
| # !l websites by adding the site ta the list below,

Address of website to allow:

1* escapia. con Add

Allowed sites:
* beautiful-places. com
* breenvacationztation. com
* breenvacationstation. testwb
" ezcapia.com
* hawai-beachhomes. beztwbl
* manzanitayacation. tezhwb
* adwr bestwb
* tahoelodging. testwb
* teztwbl
* hraititin beta-1

Matifications and filter level
Play a sound when a pop-up is blocked.
Shaow Information B ar when a pop-up is blocked.

Filter lewel

High: Block all pop-ups [Cril+al to overide]

Pop-up Blocker FAQ

Click Close
Click OK.
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Uncheck any third party pop up blockers such as Google, MSN, Yahoo! in View
> Toolbars

Favorites  Tools  Help

[— v Status Bar v Links

Explorer Bar Windows Live Toolbar

GoTo Lock the Toolbars
Stop Esc

||
3
2
=B Refresh Fo
Texk Size

Encoding

Source

wi'eh Page Privacy Policy...
W= Full Screen Fi1

Close all IE windows and open a new one for the settings to take effect.

Note: if you have something called MyWebSearch installed in your browser you
will need to uninstall this via the Control Panel > Add Remove Programs.

Check with your IT department for regulations on setting Internet Explorer to remember
Logins and Passwords. This is not a requirement of VRS, but rather a company
preference.
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Adjusting Monitor Settings
Right Click Desktop > Properties > Settings

Display Properties

| Themes | Desktop | Screen Saver | Appearance | Settings

Cirag the monitar icons to match the physical arangement of your monitors,

112

Dizplay:

1. [Multiple Monitars) on ATI MOBILITY RADECM FRO0 v |
Screen resolution Colar quiality
Less ———{7 Mo [Highest (32 bi v|

1024 by 768 pivels [N e e |

|lz2 thiz device az the primary maonikor.
Extend my \Windows desktop onto this monitor.

[ | derntify ][ Troubleshoot. .. ] [ Advanced ]

[ k. ,][ Cancel ][ Apply ]

Right Click on your “Desktop”

Go to “Properties”

Select the “Settings” tab

Check the screen resolution (suggested setting 1024 X 768)
Select “Apply”

Select “Save”
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Creating an Escapia VRS Desktop Shortcut
Desktop > New > Shortcut

Create Shortcut

This wizard helps wou ko create shortcuts to local or
netwark programs, files, Folders, computers, or Internet
addresses,

Type the location of the item:

“ | [ Browise, ..

Click Mext to continue,

Cancel

“Right Click” on your desktop

Select “New” from the drop down list

Select “Shortcut” from the drop down list
Enter your VRS URL in the location window
Select “Next”

Name the shortcut “Escapia VRS”

Click “Finish”

Vacation Rental Suite (VRS)
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Logging In to VRS
Desktop > VRS Shortcut

'*wmm Rof

Business Login

Email: || |

Password: | |

[f you forgot your user name or passward,
contact suppaort.

: Click to add thiz page e‘S,---——-_
M to your favorites menu. Capla

Double Click on the “Escapia VRS desktop shortcut”
Enter “Your e-mail address”

Enter “Your password”

Click the “Login” button

Vacation Rental Suite (VRS)
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Unit 2: Using the VRS Home Page

The Customer Home Page represents the latest updates and news about
Esacpia and Vacation Rental Suite (VRS). You will navigate through this
information by using Icons, Menu Tabs, and Links.

(= Escapia Vacation Rental Suite 7.2 - Windows Internet Explorer

e e 50 88 018

Reservations Front Desk Contacts Housekeeping Units Service Accounting Admin Fri., Jun. 12, 1:08:53PM

Home
-~
:‘i" " Escapia Support
eﬁ:’a—pla ONE 1-800-372-2742x 3 Mon-Fri: 5am - 5:30pm PST
Reawisdasaase) [Fvaning) (Hetedsa miotes Support@escapia.com Sat: 10am - 2pm PST
y Press Release: Escapia Names the Top Ten Vacation Rental Satisfaction EscapialET Terms of Use
Superstars 6/9/09
It's no secret, at Escapia we LOVE guest reviews. We feel that guest reviews are one of the most powerful tools vacation “ esa—a_p|a NET®
rental managers have to differentiat themselves from the rest of the pack. Guest reviews drive additional bookings by giving
online travelers the confidence they need to book your vacation rentals. In fact. our data shows that the ratio of bookings Online Unit Distribution Made Easy
for units with reviews is 41% higher than for those without reviews.
That said, we wanted showcase some vacation rental managers that are guest review superstars, so we compiled a top ten
list of vacation rental managers who are getting the highest satisfaction ratings from past guests. The ratings, done using
the EscapiaOne ratings and review system, are 100% verified to come from past guests and reflect the opinions of more than ¥
50,000 quests 1
And the winners are.._(drumroll please!)
« Mountain Vista Luxury Rentals (t ™) [
«+ Cannon Beach Property Inc. (Cannon Beach, OR) S 7
« Taylor-Made Deep Creek Vacations (Oakland, MD)
« ResorticaHawaii.com (Kamuela, HI)
+ Sliding Rock Cabins (Elijay, GA)
« Coastal Escapes (Cambria, CA) “ e
+ BeachFront Only Vacation Rentals (San Diego, CA) efa_pla com
+ The Vacation Company (Hilton Head, SC)
« Paim Island Resort (Cape Haze, FL)
+ South Padre Beach Houses & Condos, Inc. {South Padre Island, TX). Visit Bng'
Congratulations to our winners; and job well done for taking excellent care of their guests and giving vacation rentals a great
reputation!
Click here to read the entire press release Dynamic Systems checks,
envelopes, 1099 forms, and ‘
= 7 other supplies.
EscapiaNET: New partner JackRabbit Systems! 6/3/09 | L |
== Y @
JackRabbit Systems provides the BookDirect™ lodging accommodation search engine. which is embedded into high-traffic.
local, and regional websites throughout the United States and Canada. The BookDirect system automatically collects rate
and availability information from the Escapia inventory and displays this information on a partner host websits. This way
consumers can easily browse lodging options in the market. Consumers then click a "BookDirect” button, which redirects
them to ClearStay.com, where they can finalize their resenation. In so doing, BookDirect drives highly-qualified traffic to
participating lodging accommodations and creates a seamless bridge between the accommodation and the guest.
To take advantage of this partnership, please opt-into BookDirect and ClearStay.com on the EscapiaNET partnership
page (Admin > Setup > EscapiaNET > Network Partners) and select JackRabbit and ClearStay.com as a partners v

Notice the “Trusted Site” icon located at the bottom right of the home page
window.

Using Home Page Icons (Located across the top of your Home Page)

D Reservation Grid: The Reservation Grid provides you with an overview of
the current Bookings, Holds, and Reservations. You will be able to see at
a glance which units are available for rent or lease. In Chapter 2 you will
learn what types of tasks you can execute from the Reservation Grid, as
well as how to look up information.

Calculator: Available for your calculating convenience.
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|~§J Calendar: Allows you to view bookings for past, present, and future
dates.

|~B:JTJ Find Contacts: After selecting the Find Contacts Icon, you can search for
all contacts that are currently stored in VRS, or locate a contact within a
specific department. When searching for contacts, returning guests will
automatically populate.

[@ New Contacts: You can create a contact for a selected department,
or search for a current contact that is already in VRS.
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Using Home Page Menu Tabs

Reservations

Eront Desk  Contacts

Housekeeping  Units

Service Accounting

Admin

There are 6 main Menu Tabs on your Home Page. Below are the main
categories within each tab.

Reservations Units
e New Reservation e Units
¢ Reservation Grid e Unit Groups
e Reservation Grid Search e Locations
¢ Find Reservation e Pricing Plans
e Find Hold e Verify Pricing
e Setup ¢ Classic Rates
e Reports e Seasons
e Owner Contracts
e User Reviews
e Reports
Front Desk Service

Check In Guest

Service Orders

e Check Out Guest e New Service Order
e Generate Booking e Reports
Correspondence e Setup
e Reports
Contacts Accounting
e Find All Contacts e Chart of Accounts
¢ Find Contacts by Role e Journal Documents
e Create New Contacts e Processing Booking Revenue
e Create New Contacts by Role e Manage Batches
e Reports e Accounts Receivable
e Accounts Payable
e Banking
e Statements
e Set-Up
e Reports

Housekeeping

Mange Housekeeping

Administration

Set-Up

Vacation Rental Suite (VRS)
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e Reports e Reports

Customer Home information and Updates

L1, Knowledge Base Training Release Notes

In the main section of the customer home you will find valuable information
about your VRS. Some of the things you will see in this section are:

Notifications & Updates: Information regarding new features, upcoming
releases, new partner announcements, events, and programs. Be sure to check
back here often as the homepage is updated multiple times through the week.

Knowledge Base: Search or browse through our knowledge base full of “how
to” and troubleshooting articles.

Training: View training videos, read through training curriculum and FAQs
(Frequently Asked Questions), as well as view the training schedule and log in
to training classes.

Release Notes: View the features and fixes that were included in past
releases.

Vacation Rental Suite (VRS) 18



Unit 3: VRS Default Information

Entering Business Contact Information
Admin > Setup > Business

= Escapia Vacation Rental Suite 7.2 - Windows Internet Explorer

Hnwaﬁ-‘;"iomee Support Account  (Togef | |_%J |jJ \EJ ‘B;*IJ @J

# Reservations Front Desk Contacts Housekeeping Units Service Accounting [EXduli]

Business (Account Code: DemoVR)
Company Name

Physical Address

Hawaii Homes

Address Line 1
Company Slogan 2270 Kalakaua Blvd
|Unforgettable Wacation Home Rentals AT s
ress Line
Primary e-mail
support@escapia.com city State/Province/Region
s e sdis
Secondary email Honolulu HI
|emorslejz@escapia com AT
Postal Code  Country
Phone Numbers 96815 United States ¥
Business ¥ ||+ (800) 372-2742 [Fu.s. number
Mailing Address
Fax || =1 (206) 685-5860 [Fu.s. number Same as physical address
| Business » [“1u.s. number
Business v | [Fu.s. number
Rl
(GMT -08:00) Pacific Time v

AEIJLISI for Daylight Savings Time

Enter your “Company Name”

Enter your “Company Slogan”
Enter your “Primary Email” address
Enter your “Phone Number(s)”
Enter your “Address”

Select “Save”

The information in bold is required to move forward in VRS. When entering
your company email, make sure to use an address that is checked frequently, as
your online reservation hold alerts will be sent there.

Please Note:

This information tied directly to Web Portal Contact Us information. Changes
made in this section will appear on the Portal site.
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Entering General Default Reservation Settings
Reservations > Setup> Reservations

{= Escapia Vacation Rental Suite 7.2 - Windows Internet Explorer

o T TS

Fri,, Jun. 12, 1:26:15PM

Pricing Strategy Prorating Rounding

Weekly Rate Divisor Monthhy Rate Divisor
@Use'Advancad'Pncmg Engine - = Round Rate@
L?T‘mghts () Mumber of nights | 30 +

() Use Classic’ Pricing Engine

() Use ‘Advanced’ Pricing Engine, if not

rated use ‘Classic’ Pricing Engine Thresholds
Weskly Rate Threshoid Monthly Rate Threshold

(2 Length of month

(O Use 'Classic' Pricing Engine; if not - |: :l %

rated use ‘Advanced Pricing Engine Oenabled [~ &lnignts [JEnapled | = %|nights
. - Step-Rate Threshokis

primary P"’"_'“ K Weskly Step-Rate Thrashakd Manthly Step-Rate Threshold

Front Desk Pricing |¥ FlEnabicd % | nights [JEenabled 315 | nights

Min, Online Resarvation Hold Duration

Alow Csts Alow Dogs Defautt Chack-In Time
No v Mo | 4100 PM 5 3% | nights

Allow Smoking Default Check-Cut Time Defauk Sort By Then By

No [ 11:00 AM & | Hamesamenty (] | Rents v/

O Require creation/selection of default payment account during new reservation

Travel Insurance Configuration: Opt Out

Cancel Save

Bookings:
o Select “Use ‘Advanced’ Pricing Engine (The ability to select either
‘Classic’ or ‘Advanced’ Pricing is for clients that were implemented prior
to the Advanced Rate Engine being available.)

o Select the “Weekly Rate Divisor”

o Select the “Monthly Rate Divisor”

e Select Weekly & Monthly Thresholds

e Select Step Rate Thresholds if applicable
Restrictions:

e Select the Cat, Dog, or Smoking restrictions if any

Front Desk:
e Enter the Default “Check-In Time”
e Enter the Default “Check-Out Time”

Online Reservations & Availability:
e Select the minimum nights required for a guest to make a reservation on
line.
e Select the default sort order that units will be sorted by on your website

Miscellaneous:
e Put a checkmark in the miscellaneous box if you require your
reservationists to take payment information when creating a reservation.
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If this is selected, the reservationists will not be able to complete the
reservation process without out obtaining the payment information.

e Select “Save”
The information you’ve enter in the General Reservations Setup window will
affect all the units in VRS. You have the option to change the reservation

settings for a specific unit in the “Unit Details” screen located at (Admin > Setup
> Unit > Unit Details).
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Unit 4: VRS Tasks

Adding a New Season
Admin > Setup> Seasons or Units > Seasons

& Escapia Vacation Rental Suite 7.2 - Windows Internet Explorer

e oot 0| 6 () 3 )

# Reservations Front Desk Contacts Housekeeping Service Accounting Admin Fri., Jun. 12, 1:33:04 PM
ox e ) — e e—

Seasons

Seasons are named ranges of dates that are used when setting up rates, cerrespondence, and charge templates.

| Action ~ + Add Season
[] Hame Perigds

1 Alvear

[] Group Summer
[ Holiday

1 Low

] Mecallum Spring
[ McCallum Winter
[ off Peak

[ peak

[] Pre-Holiday

[ spring Break
[] Thanksgiving

0 of 11 selected

[ P I P O P R S P P
=

Setting up “Seasons” is one of the first steps in establishing your rates.
Seasons will regulate what rates apply in a specific season. In the seasons
window you will see a list of established seasons. To add a new season, select
the “Add Season” button on the right side of the window.

Season Name

Dates
a4k Add Dates
Start Date End Date Deseription
= [E
0of1 selected

From the “Open Season” window you will need to enter the following
information.

Enter the “Season Name”

Select the “Add Dates” button on the right of the window
Select the “Start Date”

Select the “End Date”

Enter the “Description”

Select “Save”

To Delete a Season
¢ From the “Seasons” window, put a checkmark in the box next to the
desired season
e Click on the bold “Action” pull down bar
e Select “Delete”

Vacation Rental Suite (VRS) 22



To Edit a Season

e Highlight the desired season with your mouse and click
o Make the changes
e Select “Save”

Adding a New Location
Admin > Setup> Locations or Units > Locations

f‘ Escapia Yacation Rental Suite 7.2 - Windows Inte

o rr——E SOl

# Reservations Front Desk Contacts Housekeeping WUIEM Service Accounting Admin Fri., Jun. 12, 1:35:17PM

Units > Locations

4 Mew Location :

Locatien Description City State/Prov. Country Mesrest Airport Defeult
Beach Condos Do Not Use Lahaina HI United States  HIl

Big Island Hawaii Homes Kahuku HI United States  KOA ¥
Heavenly Homes - Waterfront DO NOT USE Waikoloa HI United States  KOA

Navarre Beach DO NOT USE

Navarre Beach FI United States  PNS
Test DO NOT USE seattle wa United States  sea
5 location(s) found

A location can be described as the company or agency name. There should be only one
location in the “Locations” window above at all times. This is usually established for you
by Escapia. For the location (company or agency), you have the option to establish

three “Categories” which are searchable by your customers via the internet. Within each

of the three categories, you can create as many “Options” as you need to describe each
of the categories.

Creating a New Category

Admin > Set-Up > Locations

From the “Locations” window above, click on the “New Location” button on the right.

Open Location

Location Mame Drascription

Categaries
Categary 1
City State/Province,Region Country Category 2
United States w Category 3

Mearest Airport [code]
[J Default Lacation

Cancel Save

For each category you can describe specific characteristics or features of the property or
area. All three categories are searchable in the VRS Reservation Grid, in the VRS
Manage Unit Screen, and on your Escapia consumer/portal website. The key to

creating categories is to keep it simple. The following is an example of how to effectively
use categories and options.

Category 1 = Area
Option: West Beach
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Option: North Shore
Option: East Ridge

Category 2 = View

Option: Water
Option: Mountains
Option: City

Category 3 = Hot Tub/Pool

Option: Hot Tub Yes
Option: Pool Yes
Option: None

Each category and option that you create will be unique to your business needs.

Click on the ADMIN tab

Click on the SETUP menu

Select the LOCATIONS option

Click on the DEFAULT LOCATION record to view its settings

In the OPEN LOCATION screen, on the right side are three CATEGORIES
Double click on any of them to open the category and change its settings

Open Category

Category Mame Crescription

I.ﬂ.rea

Options
Action - 1 Blewy Option
|_ Text Crescription

[T Wourtsin -
[T Beach
[ wine Country -

0 of 3 selected

Cancel | Save |

In the CATEGORY NAME field - Enter a Category Name
In the DESCRIPTION field — enter a description of the category if needed
o If the category name is self explanatory and does not need further
elaboration — leave the field blank
Click the SAVE button to save the name information
Double click on the category again to make option setting changes
To add an option — click the NEW OPTION button
In the OPTION TEXT field - Enter an Option
In the DESCRIPTION field — enter a description of the option if needed
o If the option text is self explanatory and does not need further
elaboration — leave the field blank
Click the SAVE button to save the Option information
Click the SAVE button to save the Category Information
Click the Save button to save the LOCATION changes
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Managing Units
Units Tab

(= Escapia Vacation Rental Suite 7.2 - Windows Internet Explorer

Fri,p Jun, 12, 1:37:38 PM

Unit Code  Location Address1 ity Category 1 Category 2 Category 3

| | | a0 Lacations v | [ | Ine fiter) ~| [motiten | [Ino fiter) v

Office
[[no fter] | [Zlenly show active units ] Only show Units with no active contract Shovw pictures Shove detalled information

Action w 4 New Unit

Almost Heaven (7005 Terra Drive E , Waikoloa, HI 96738) 2

Unit Code 2110 | [Location Big Island
Agent Escapia Demo | | Property Location iaikoloa
Phone +1(203) 783-0001 | | Sleeps 10
Base Rale Starting at $250/night | | Bedrooms 3

awaii Kai (12345 Hllo Avenue , Kapaa, HI 99525)

| Unit Code #8324 | | Location Big Island
Agent Cylan Peterson | | Property Location Kohala
! | Phone +1(203) £25-1212 | | Sleeps 1
Base Rale Starting at $565/night | | Bedrooms 4

4 My Aina (74 Easy St | Wailea, HI 98104)

Unit Code E205 | | Location Big Island
Agent Escapia Demo | | Property Location izikoloa
Phone +1(203) 783-0004 | | Sleeps 8
® | Base Rate $L,050 a night | | Bedrooms 4

awaii's Special Edition (123 Anywhere Ave  Oahu, HI 11114}
Unit Code E800 | | Location Big Island
Agent Buehner Fry | | Property Location Kohala
Phone +1(508) 555-3676 | | Sleeps 4
Base Rale $100-145 Per Day | | Bedrooms 1

Stately View (123 Peach Street Waikoloa, HI 88104)
Unit Code <333 | | Location Big Island
Agent Escapia Demo | | Property Location ik oloa
Phone +1(508) 783-0007 | | Sleeps E]
Base Rate Please call | | Bedrooms 4

Unit Code <400 | | Location Big Island
Agent Escapia Demo | | Property Location Kohala
Phone +1(508) 783-0003 | | Sleeps 4
3 | Base Rate Please call | | Bedrooms 2

&& Coastal Haven (  Kohala HI 30210)

Unit Code F204 | | Location Big Irland

Agent Escspis Demo | | Property Location Kohala

Phone +1(508) 783-0012 | | Sleeps Gl
4 |Base Rate Please cill | | Bedrooms 4

.. Golfers (Pretty Street Unit #5102, Waikoloa, HI 12345)

Unit Code G102 | |Location Big Izland

B | Agent Escspis Demo | | Property Location ik oloa

Phone +1(908) 783-0013 | | Slaeps 5

b o T~ | Base Rate Rates from $175 to 3275, | | Bedrooms 2
] B m&“ Heavenly Home (123 1st Ave 5. Kohala, HI 91204) .
22 Units Found 123 NEXT
Done =il /' Trusted sites o v

When adding a New Unit, the first window you will see is the “Manage Units” window.
Here you can view unit information at a glance, as well as search for units based on the
locations or categories you have selected in the search section at the top of the window.
When you move your mouse from one property to the next, you will notice the property
will be highlighted and ready for selection. You can go directly to unit information by
clicking on the property picture. By clicking on the blue hyperlink to the right of the
picture you can view the unit information as it is seen on the website.

If you have multiple property pages, you will see the word “NEXT” located at the bottom
right for selection. You can go to a specific page number by clicking on the desired
number.

e Click on the ADMIN button
e Click on the SETUP menu
e Click the UNITS option

Vacation Rental Suite (VRS) 25



Adding a New Unit

There are five (5) steps to adding a new unit. To add a new unit, click on the “New Unit”
button on the top right side of the “Manage Units” window. This will open the “New Unit
Wizard” — Step 1 of 5.

Step 1

(= Escapia Vacation Rental Suite 7.2 - Windows Internet Explorer

# Reservations Front Desk Contacts Housekeeping Service Accounting Admin

Fri.; Jun, 12, 1:38:42PM

New Unit Wizard - Step 1 of 5

Unit Code Friendly Unit Name Location Office Tax District
[ || | [ setect) % | [Main Office »| [Hawaii [w]
Rental Agent Default Address Line 1

| Account, Support v| | unspecified v‘ | | [ Address Verified
Markating Headline (les= than 77 characters) l'”“*ff‘ﬁs Line 2 |

Short Description (less than 256 characters) City State/ Province/Region

ZIP{Postal Code

Long Description (Jess than 4096 characters)

Country

| United States v
Latitude Lengituds

T

Unit Phone - Line 1

[ |Flus. number

Driving Directions Unit Phane - Line 2
. |Flus number

Done =il ' Trusted sites #100% -

e Enter the “Unit Code”
e Enter the “Friendly Unit Name” (Seen on customer correspondence)
e Enter the “Marketing Headline” (This will appear on EscapiaNET partner sites if

you participate in EscapiaNET. Ex: Gorgeous beach front home with hot tub and
bay windows.)

Enter the “Location” of the Unit
Enter the “Office”

Enter the “Tax District”

Enter the “City, State, Zip”
Enter the “County”

Enter the “Unit Phone”

Select “Next”
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Like always, the more information you enter into VRS, the better it will be for your
correspondence and records. Although the “Short & Long Descriptions” are not in bold,
it would benefit you to enter them, as the “Short Description” will be seen in “Unit
Information” in the “Location” tab, and the “Long Description” will be seen in the unit
description on the website.

Step 2

New Unit Wizard - Step 2 of 5 (Unit test)
betaits “

Bedrooms

Lofts Bathrooms

B

|05 |w|

Room Drescription [less than 256 characters)

King Beds
0w

n
=]
o

B
<

e/ Twin Beds

Quesn Beds
o «

Eunk. Beds
0w

Drouble/Full Beds

Sleeper Sofas

Other Bads Squars Fest Maximun Dccupancy
Stories Garage Size Year Built | | |4
| unspecified | | unzpecified | | | Gining Seats Amenity String
Kay Code Lockbaox Cade COther Code Irnport Code | | | |

Telephone Account (Line 1)

Telephone Account (Line 2)

Electricity Account

Wiaber Account

Matural Gaz Account

Cable Account

Satellite Account

Intermet Account

Garbage Account

Heating il Account

Other Account 1

Other Account 2

Custom Fields

Custornl ushomm Customs Custord Customb
| || [ I I |
Zustormnt Custom? Zustomd Zustomd Custam1l
I [ I I |
Categories
Area Property Type Yiew L unit is available for Monthly Lease
|Puako v| |Resor‘t Houzes vl |Oceanfront vl D Unit is For Sale ;
_@ {-back l n.ext 3 l

In Step 2 you will enter the specific details about the unit such as number of bedrooms,
bathrooms, etc.

Select the number of “Bedrooms”

Select the number of “Lofts” if applicable

Select the number of “Bathrooms”

Enter the “Maximum Occupancy” allowed for the unit
Select the three appropriate “Categories”

Select “Next”

The categories that you select in this window were created when you set up “Units &
Locations” (Admin > Setup > Locations or Units > Locations). You will need to set up
the categories before entering units so that they can be selected and you can move
forward in VRS. The “Utility Account” fields allow you enter account numbers and
contact information. The “Custom Fields” can be used as you like.
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New Unit Wizard - Step 3 of 5 (Unit zzzz)

Rates

Display Rate

Check-In Time Smoking Allovied Display Address to the web

‘ H Inherit frem Business | ¥ | | Inherit from Buginess |V ‘ | Inherit From Business % ‘

Check-Out Time Cats Allovied Allovs Confirmed Backing from EVRN

‘ H Inherit from Business |+ | Inherit from Business | v Inherit From Business
Dogs Alloved

[[] Exclude this unit from the Reservation Grid Inherit from Business %

cancel Aback ] next p

e Enter the unit “Display Rate” (Visible to the customer)
e Verity the settings in the “Policy” section

The “Inherit from Business” policies come from the “General Default Reservation
Settings” located at (Reservations > Setup > Reservations). To change a default policy,
do the following:

Click on the “Inherit from Business” drop down menu
Select “Use This Entry”

Change the policy to the desired state

Click on the “Save” button on the bottom of the window
Click on the “Next”
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Step 4

New Unit Wizard - Step 4 of 5 (Unit test)

Floor Plans

click to add
picture

Site Plan

click to add
picture

Map

click to add
picture

Exterior

click to add
picture

Interior

click to add
picture

Panoramic

click to add
picture

cancel l

4 I.Jack l

néxt » I

In Step 4 you will see six (6) types of picture box’s, such as Floor Plans, Exterior, etc.
This does not limit you to having only six (6) pictures. You can upload as many pictures
as you’d like, as long as you upload them in the correct box. To upload a picture, do the
following:

Click on the box that correlates to the type of picture you're uploading

Click on the “Browse” button and located the desired picture

Click on the “Upload” button

Type in the “Picture Name” if desired

Select the picture “Display Order” if you've loaded multiple pictures for one type
Type a “Picture Description” if desired

Click on the “Save” button located under the picture description box

Click on the “Save” button at the bottom of the window

You can select which picture you'd like your customers to see as the primary photo
when they select a picture type from the web site. The remaining pictures will remain as
thumbnails until they are clicked on, at which time they will become larger for viewing.
The “Exterior” picture will be the primary picture used in the “Manage Units” window.
When loading pictures, it is recommended that the picture is no larger than100KB and in
JPG form. Avoid saving pictures in bitmap form because they are too large and can
provide VRS challenges within your site. To help speed up the process of loading
pictures, it's recommended that you have your property pictures pre sized and saved in
a folder. Once the pictures have been loaded, you're ready to select the Amenities for
the unit.

Step 5
| NewuUnitWizard -StepSofS(Unittesy |

Living | Entertainment |Kitchen |Family | Outdoor | Comvenience | Culture | Geomraphic |
[ coffee grinder OFax [CJHigh-Speed Internet
defauit | Click the default button to restore £4dd the fallowing new
the default values for this page: Business Amenity:
T
cancel_:' 4 back j save and complete J

Amenities are for description purposes and are currently not searchable via the web site.
Selecting the appropriate amenities for each unit will allow reservationists to search for
units based on these selections when making a reservation. The Amenities you select
are seen on the units web page, as well as in customer correspondence.
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Adding a New Contact
Find Contacts ICON > All Contacts ng

Find All Contacts

Eirsthiama Leckama Chy Shalesolabe iRl
All Foles v
Ebialiaickesy £ Ehopeibomber iy e 3|
e es |
11 Ll punber _sts;i"gaie  EndDate -
2l = =~
All Offices % 5 s B i
| Action = 4 Mew Contact I
[] Full Name City State ZIF Email Phone Humber Created Roles
D Marguerite - vacation@provencevwest.com +1 (206) 656-6360 GE2005 |
D Bart Abernathy hart38Emsn.com +1 (2147 349-4963 2[2352005
|:| Guest Account guesti@escapia.com +1 (206) 686-6360 AM92003  Customer, Crwvner
D Support Account supportf@escapia.com +1 (206) 656-6360 1M6/2003  AgencyAdmin, Agent, Uker ...
D _:_\ Arlan Ajmes fabulouscontractsi@hotmsil com +1 (808) 5551212 3M02005  Customer
I:‘ ALD LA kihsdafiEplsjdidsd com +506 (506) 8323093 2M252005  Member
[] Jeannine Antypas Loz Atos CA 94024 artypasi@sheolobal.net +1 (B50) 945-6321 411452004 Customer
D Sandra Atherton Wyailuku HI 96793 ag.mauifverizon.com +1 (50&) 244-9051 3M0/2005  Customer
D Jo-Ann Bacher shacher@hacl.com +1 (410) 555-1212 2[24/2005  Prospect
|:| weolfyang Baere whaereffiescapia.com +1 (7721 333-3333 8/252005 Customer
D Bill Bender bl e nennoy CoMm +1(251) 555-1212 G/302005 Customer 3
=
0 of 50 selected 12345 BMEXT

When adding a New Contact, you'll want to make sure the contact is not currently in the
VRS database. This will eliminate repetition and expedite your processes. From the
“Find All Contacts” window do the following:

e Enter “First Name”
e Enter “Last Name”
e Select “Search”

The search filter on the top of the window allows you to search by using filters such as a
phone number, date range, role, and etc. If there is more than one page of contacts you
will see “NEXT” on the bottom right of the window. If the name submitted has a match,
the database will alert you of the possible match. You may also get an alert if your
customer has been blacklisted. There are two steps to entering a new contact. The first
step is to select the customer in the list below (if they are in the VRS database), or select
the “New” button on the bottom right of the screen to move forward.

New Contact Wizard - Step 1 of 2

First Name Last Name
z z
E-mail address Phone Mumber

U.S. number

Contact Mame Type E-mail ZIF Code Fhone Mumber
ZESCAPIA | z=0wner Owner  Zownen@escapia.com +1 (206) 849-4848 OpEn...
The contact information you provided is similar to the above existing contacts. Select a contact from the list above, or Pty

click "open" if one of these existing contacts is the one you are looking for. Click"Mew.." ifyou are sure this is a new
contact.

cancel I
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After selecting the “New” button, you will be taken to the screen below where you will
enter the customer contact information. The more customer contact information you
enter, the richer your customer correspondence can be.

New Contact Wizard - Step 2 of 2

‘
Contact Name Company

| e | st | & | |

Title First M, Last Suffix

Address Line 1
Prirnary e-mail |

| Addresz Line 2
Secondary e-mail | |

S |City |StatefProvincefRegion
| Home A | | |U_S. number
. ZIP/Postal Code
|Bu3|ness V| | |U_S. number
i w
| Muobile: | | | [¥]u.s. number Country
| Fa v | | | (]S, number | Urnitec! States hs |
Cifice [ cantact is on our Mailing List
Unspecified v .
__p Ul contact has rented here in the past  Import Code
[ contact is on our Customer Blacklist
Motas

cancel l dﬁack l | zave and complate |

Verify the “Contact Name"

Enter the customers “Primary e-mail address”
Enter the customers “Phone Number(s)”

Enter the customers “Contact Mailing Address”
Capture any additional information you can
Select “Save and Complete”
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Creating a New Owner Contract
Accounting> Setup> Owner Contracts or Units > Owner Contracts

Owner Contracts

Conlract Mo, Contract Slatus Uil Code  Owner Office
| [motive sl | | [no fiter] v| [nofiter] | [Search ] [_Reset
Processing Method  Contract End Date From Contract End Date To Sorl By
| [no fitr] v [ | Cortract Mumber % |
Action = ¢ Mew Cortract
Contract Type Contract Dates Status Unit(s) Owner(s)
O CNR-00000 STE 1172004 - 21412007 Active D304 Dan Rather
O CcHR-00001 STE 17172004 - 43012012 Active EEE10S Dan Rather , Mg Ryan
O CcHR-00002 STE 17172004 - 12/31/2010 Active E201 Robert De Niro
O CcHR-00003 STE 17112004 - 12/31/2010 Active ABC, G102 Britney Spears
O CHR-00004 STE  1/1/2004 - 12/31/2010 Active G205 Joe Pesci
O CNR-00005 STE 1172004 - /872007 Active A229 Juiia Roberts
O CNR-00006 STE 17172004 - 12/31/2010 Active K263 Meryl Streep
O cNR-00007 STE  1/1/2004 - 12/31/2010 Active B205 Harrison Ford
O CHR-00008 STE 17172004 - 12/31/2010 Active 3z Jimmy Stewart
O CHR-00009 STE 17172004 - 12/31/2010 Active R119 George Clooney , Harrison Ford
O CHR-00010 STE 17112004 - 12/31/2010 Active L200 Jennifer Lopez
O CHR-00011 STE  1/1/2004 - 12/31/2010 Active W60 Dick Clark
O CcHR-00012 STE  1/1/2004 - 12/31/2010 Active Ha3e Albert Einstein
O CcNR-00013 STE 17172004 - 12/31/2010 Active ng1 Brad Pitt
O CNR-00014 STE  1/1/2004 - 12/31/2010 Active 6663 el Gibson
O CHR-00015 STE 17172004 - 12/31/2010 Active 1126 Bill Gates
O CHR-00016 STE 17172004 - 10/31/2010 Active 308 Sean Connery
O CHR-00017 STE 17172004 - 12/31/2010 Active 208 Sylvester Stalone
O cHR-00018 STE 1112004 - 12/31/2010 Active B104 Jamie Lee Curtie
O CcNR-00019 STE  8/1/2005 - 12/31/2010 Active 1220, ms_001 Homer Simpson
O CNR-00020 STE 17172004 - 12/31/2010 Active T457 Steve Martin
O cNR-00021 STE  1/1/2004 - 12/31/2010 Active K503 Albert Einstein , Jack Nicklaus.
O CcHR-00022 STE 17172004 - 12/31/2010 Active F204 Ed Mclahon
O CHR-00023 STE 17172004 - 51172008 Active 441 Bette Midler
(O CHR-00024 STE 17112004 - 12/31/2010 Active 400 John Volta
Contracts 1-25 of 82 1234 NEXT

At the top of the Owner Contracts window above you have the option to search for
contracts that are currently in VRS by using filters. If you want to delete a contract,
select the appropriate radio button next to the desired contract, click on the bold “Action”
menu bar and select “Delete”. If there is more than one page of contracts you will see
“NEXT” at the bottom right of the window. To create a new contract, select the “New
Contract” button on the right side of the window. This will take you to the New Contract
Wizard — Step 1 of 3.

Step 1

Contract and rental dates

Contract Type Contract Start Date Contract End Date
| Short Term Exclusive b | | v v
Rental Start Crate Rertal End Cate

=l =l
c-ancel I n-extb l

Select the “Contract Type”
Enter the “Contract Start Date”
Enter the “Contract End Date”
Select “Next”
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The Rental Start Date and Rental End Date are used when promotional rates are being
used for the reservation. This will designate what time frame the promotion was
offered and when it can be used.

Step 2
New Contract Wizard - Step 2 of 3
Units
Unit Code Location Address Status

Mo Units have been added to this contract. ¥ou must specify at least one unit before proceeding.

[ add Unit ko Contract

Owners

MName Percentage Ownership Frimary Financial Owner Hold Payments

Mo Owners have been added to this contract. You must specify at least one contact as an owner before proceeding.

[ add Cwner to Contract |

Eancel I 4 back ) nzxt )

In Step 2 you will combine the Unit(s) and the Owner(s) in the contract.

e Select the “Add Unit to Contract” button on the right

e Put a checkmark in the box next to the desired “Unit” or Units that you want to
connect to the Owner Contract.

e Select the “Add Selected Units” button

e Select the “Add Owner to Contract” button

e Put a checkmark in the box next to the desired “Owner” or Owners that you want
to connect to the Owner Contract.

e Select the “Add Selected Owners” button

New Contract Wizard - Step 2 of 3

Unit Code Location Address Status
LT101 Big Island Kona HI 99999 Inactive
B111 Big lsland 202 Liberty Sreet Molokai HI 98110 Inactive

Add Unit to Contract

Name Percentage Ownarship. Primary Financis| Owner Hold Payments

George Clooney 50 %[0 v J- n O O
Humphrey Bogart 0w J. % (@] O

& Financial Ownership Shared Equally

Add Owner to Contract

cancel Aback_) next )

If you have selected multiple owners, you will not have the option to select the
“Percentage of Ownership” for each owner.

e Select “Percentage Ownership” if there is more than one Owner on the contract
e Select the “Next” button
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Step 3

New Contract Wizard - Step 3 of 3

Processing Method  Tax Posting Period TAC Posting Period  Maximum Service Order Amount

| Payment v | [Prorated v [Prorates w| | 0.00]

Limitto 100 % [% of rent until Revenus Processing Date is prior to
Do not process any revenue until % of rent is received.

Contract Charge Templates

4 New Contract Charge Template
Neme Order  Doc. Template Amt Calculated Net Posting Period Min/Max Stay Start Date End Date

No Charge Templates have been added to this contract

cancel ) dbsck ) | save and complete |

Next you will create the “Charge Templates” for the contract. Charge Templates need to
be created before you attempt to create an Owner Contract because you’ll need to
select them in Step 3.

e Click on “New Contract Charge Template” button on the right of the window in
Step 3 to select the appropriate Charge Template information for the Owner
Contract.

Charge Name (Displayed on Dwner Statement)

Application Calculation
Customer Type Upon Cancellation Amount Calculation Method
Rerter Keep v | 0.0000| | [select] |

[

Crmier
Guest of Owner
Cwvrier Referral W

Apply this type to boakings with a minimum of

day(s) and a maximum of I:l days Journal Document Template Paosting Period

[=elect] W [=elect] ¥
Effective Start Date End Date

07iz7/2005 (T o7is02005 [T

[ Cancel | [ Save || Delete |

Type in the “Charge Name” (Displayed on the Owner Statement)
Select the “Customer Type”

Select the “Cancellation” option

Enter the “Minimum & Maximum” number of nights
Enter the “Effective Start Date”

Enter the “Effective End Date”

Enter the “Amount”

Select the “Calculation Method”

Select the “Journal Document Template”

Select the “Posting Period”

Click “Save”

Click “Save & Complete”
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Creating a New Booking Charge Template
Accounting > Set Up > Charge Templates

After selecting the “New Charge Template” button on the right side of the Charge
Template window you will be able to create a new Booking Charge Template.

e Select the “Charge Template Type”

e Enter the “Template Code”

e Enter the “Charge Description” (Visible to Customer)

e Make sure the Charge Template is set as “Active”
Calculation

Charge Template

Charge Template Type Template Code  Charge Description (Visible to Customer)  Active
Miscellansous Booking Charge v Yes |
Amount ‘Calculation Method
[ unit Cost Template ’—u_uu‘ W V‘ [ Notto Exceed l:l
Journal Document Template Posting Date
| isekect] v | [[setect v
Charge Calculation Order
[ Group this charge with rent on correspondence.
e Enter the “Amount”
e Select the “Calculation Method”
e Put a checkmark in the “Not to Exceed” box and enter an amount if needed
o Select the “Journal Document Template”
e Select the “Posting Date”
e Select the “Charge Calculation Order” if desired

When using the Charge Calculation Order, you are selecting the order in which charges
will be calculated in a contract. By putting a checkmark in the box next to “Group this
charge with rent on correspondence” you can combine (roll up) additional charges into
rent for a total on the customer correspondence. In VRS all booking charges will be
itemized for you.
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Application

Application
o= (]
N Apply to Specific Dates %
| Business v| ‘Yes v| Include this charge amount in deposit El
Effective Start Date  Effective End Date
|U1fuﬂfzuus =Y [Jinclude taxes on this charge in deposit
(Can also be used to include taxes when this charge
Quote Start Date is included in deposits via Deposit Template setup)
Reservation Type Upon C; i | " | "
»
Qwner =]
Guest of Owner
Owner Referral ¥
Apply this charge to bookings with a minimum stay of l:l day(s) and a maximum stay of l:l days

e Select business as the “Scope” (if you want the template to be available for all
Units)

e Select “Auto Apply” yes if needed (This will default to “No”)
e Select the “Reservation Type”
e Select “Cancellation” policy
e Enter the “Effective Start Date”
e Enter the “Minimum & Maximum” nights if needed
e You can also choose whether or not to include the charge amount in deposit
and whether or not to include taxes on the charge in deposit
Tax

Taxation
I his charge is taxable.

If the Charge Template you're creating will be taxable, place a checkmark in the box
next to “This charge is taxable” and select the appropriate options.

Click “Save”
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Adding a New Rate Rule

To learn how to set up Rate Rules and Pricing Plans, see the Advanced Rate
Engine Curriculum on the Training tab of the Homepage.

Creating a New Deposit Policy
Accounting > Set Up > Deposit Policies

In the Deposit Policy window you will see a list of current policies. You can search for a
specific policy by using filters, or delete a policy by putting a checkmark next to the
desired policy and select “Delete” from the bold “Action” pull down menu. To create a
new policy, select the “New Deposit Policy” button on the top right of the window.

Open Deposit Policy

Deposit Policy Name Effective Date Scope

v Buziness

Customer Typel(s) Cancellation Paolicy

Guest of Owner
Cravrier Referral %

Anply this policy to hookings that start from % 1o + | days after entry.

Deposit Templates
Action = 4= MNewy Deposit Template %j\
Deposit Mame Type Amount Due Caleulation  Due Date Caleolation Refund Date Caleulation

Mo templates are currently defined for this policy.

0 of0 selected

[ Cancel H Delete ] [ Save ]

Enter the “Deposit Name”

Select the “Effective Date”

Select the “Scope”

Choose the “Customer Type (You can choose multiple types by holding down
the “Ctrl” key and selecting them)

Enter your “Cancellation Policy” text if needed

e Enter the policy booking “Start and End Date”

e Click on the “New Deposit Template” button
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Open Deposit Template

Deposit Name Deposit Type Document Template G jon Journal Deposit Order
| [Booking v [1sekect v | [Isskect v [ oF

Amount and Dates | Refund Policies | Nonrefundable Schedule
Deposit Amount Calculation

Amount Calculation Method []Include Booking Fee(s)

| 0.0000] | select] ~| [include Booking Credit Card Fee(s)
[ Include Travel Insurance Charge(s)
[]Include Housekeeping Charge(s)

Deposit Due Date Calculation

Due Date Action On Due Date
[ || zetecn w/| [ o Action ~|

[ Cancel ] [ Delete ] [ Save

Enter the “Deposit Name”

Select the “Deposit Type”

Select the “Document Template”

Select the “Cancellation Journal Document Template”

After clicking on the “New Deposit Template” button you will be at the Open Deposit
Template window where you will enter Amounts, Dates, Refund Policies, and
Nonrefundable Schedules for the Template you're creating.
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Amount and Dates Tab

Amount and Dates | Refund Policies | Nonrefundable Schedule

Deposit Amount Calculation

= ion Method []Include Booking Fee(s)
0.0000] | [select | [include Booking Credit Gard Fee(s)
[[]Include Travel Insurance Charge(s)
[]Include Housekeeping Charge(s)

Deposit Due Date Calculation

Due Date Action On Due Date
[ |[1s=tect v | Mo Action v

Enter the “Deposit Name”

Select the “Deposit Type”

Select the “Document Template”

Select the “Cancellation Journal Document Template”
Enter the “Amount”

Select the “Calculation Method”

Enter the “Due Date”

Select the “ Action On Due Date”

Click on the “Refund Policies” tab

Amount and Dates ‘ Refund Policies | Nonrefundable Schedule

[[]Refund partial or full amount of this deposit if booking is canceled but unit is later rebooked during booking period

[[] Cancel booking ifthis depositis not paid

Refund Paolicy

If you put a checkmark in the box next to “Refund partial or full amount of this deposit if
booking is canceled but is later rebooked during the booking period”, this will populate
additional options for selection. You can designate a percentage of a refund to be
returned to the customer if the booking is rebooked. You can also set specific guide
lines for refunding deposits when a booking is rebooked for a lesser amount.

Vacation Rental Suite (VRS) 39



Nonrefundable Schedule Tab

Amount and Dates | Refund Policies | Monrefundable Schedule

=k Add Nonrefundability Threshaold

Date this amount becomes non-refundable |

‘ Ameunt that becomes nonrefundable

Ne nonrefundability threshalds have been defined in this deposittemplate. Click "Add Menrefundability Threshold™ to add a nonrefundability threshald if partions of this deposit
become increasingly nonrefundable as the arrival date approaches

Click on the “Add Nonrefundable Schedule” button on the right
Enter the “Dollar or % Amount”

Enter the “Time Increment” when the action shall be taken
Select “Save”

This completes the “Setup” curriculum of VRS software. Before you go through the
“Reservation” curriculum, it is recommended that you enter the appropriate information
into VRS so that the curriculum will make sense, and you will be able to see examples.
On the next page is a list of the recommended information.
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Pre-Reservations Information

Units (minimum of 3)

Rates (all rates that pertain to the above 3 units)

Seasons (all seasons that pertain to the above 3 units)

Owners (all owners that pertain to the above 3 units)
Correspondence Templates (minimum of 3)

Contact Names, Addresses, and Phone Numbers (minimum of 3)

If you’re having challenges entering the information into VRS, or if there are any
questions we can answer for you, please contact Technical Support.

Escapia Support

Training Material & Knowledge Base

Home Page > Training

Here you can view training videos, read training curriculum and FAQs.
(Frequently Asked Questions.)

Home Page > Knowledge Base
In the Knowledge Base you can....

1. Browse articles by topic
2. Search by a specific topic or question.

Technical Support Contact Info

e 1-800-Escapia (372-2742) x. 3
e support@escapia.com

Before contacting customer support, please have the following information on
hand so that we may assist you the best way possible:

1. Booking Number, Reservation Number, or other relevant information
2. Detailed description of the issue you are having
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