The website can be found at http://www.floridavipvacations.com/
Logging In

· Click ‘Home Owner Login’ (far right of the menu bar).

· Enter your Username and Password.

· Click ‘Click to Login’ button

· If you ever forget your password you can have it emailed to you by clicking the option on the login page

(1) Main Menu

The options available are as follows

· (2) Booking Villa Menu – Add a new booking for this villa, update or delete an existing booking for this villa

· (3) Edit Villa Menu – Allows you to update all details of that villa i.e. villa details, description, pictures, villa owner login details

· View Villa – view the villa as it is displayed on the website

· (4) Availability Calendar 

· Main Menu – Takes you back to the sites home page

(2) Booking Villa Menu

This menu contains the following three options

· (5) New Booking – Add a new booking to this villa (a search is done to ensure that the villa is available for the dates you request)

· (6) Update/Delete Existing Bookings

· (4) Availability Calendar

(3 Edit Villa Menu

Everything in this menu is pretty straightforward. The only points worth noting are

· Edit Villa Details – one option allows the Villa Status to be changed. Changing it to Not Available will mean the villa DOES NOT appear in any searches done either by the public on the front page of the website or on the management search.

· Edit Villa Description –This is now made up of a text editor which allows you to change the text size, text colour, font etc etc. What you type here and the style you put it in is how it will appear on your villa description page so well worth having a play around with. 

· Edit Villa Pictures – You can upload up to 8 of your property. I have made it as straightforward as possible but if anyone has any problems then please ask myself rather than the management company. The only stipulation is that each image is under 150 KB in size. 

· Edit Villa Owner Details – Allows you to amend your login name, password and contact email address. 

· If the username is changed the system automatically checks that the new username doesn’t already exist. There are also some special characters you cant have in the username such as @ or “ or spaces

· You can now have up to four email address’s linked to your account, so when an event such as a booking is added, updated or cancelled, the management will be emailed as well as all the address’s entered here.

(4) Availability Calendar 

The availability calendar shows the villas availability for the next 12 months. There are buttons at the bottom of the screen that allows the calendar to be moved forward or backward 12 months. Nights in which the villa is booked are coloured in either blue or pink. Blue represents that the booking has been confirmed, pink that the booking is provisional.

(5) New Booking

When choose to enter a new booking, you will be brought to the date validation screen. If you have chosen the date previously on another screen it should already be input otherwise it would default to the 1st January 2007 (this will be changed shortly). You can also change if the booking is to be entered as a provisional or confirmed. Once you are done click the ‘Confirm Villa Availability’ button.

The system will check that the chosen dates are all available for that villa. If they are then the dates will be booked to ensure no one else sneaks in and takes them and you will be passed to a party details page. If any of the dates are already taken then a relevant error message will be shown. 

On the party details screen you can add the party name, contact address, telephone number, email address, extras and any comments. Once done you can either add the details to the booking or cancel it. Please note, if you fail to complete this screen, the dates for the villa will still show as booked until cleared by the system (can take up to 24 hours).

(6) Update/Delete Existing Bookings

This screen will display all the bookings made for the villa. Information displayed for each booking includes the booking id, arrival date, customer name, booking status, who made the booking and the date it was created. Each entry will also have a radio button which when clicked selects that booking by clicking the ‘Edit Booking’ button at the bottom of the page.

This edit-booking screen will resemble that which was shown when the booking was originally made (see heading (5)). From here you can add/edit the party name, contact details, extras, the arrival date and number of nights stay, and the booking status.

If any of the dates are to be changed, when the ‘Update Details’ button is clicked, the system will validate that the new dates are either part of the existing booking or are already free and available. If any of the dates are already booked by another booking a message will be displayed and the booking dates will remain as they were.

At the bottom of the screen there is also an option to cancel the booking or if the booking has previously been cancelled then you have the option to reactivate it. Again in the case of re-activating a cancelled booking, the system will first check that the dates are all still available.

