
USER MANUAL



Table of Contents
Articles........................................................................................................................................................ 3

Manual Booking Process - Tutorial ............................................................................................. 4

Bringing an Invoice to a Zero Balance .....................................................................................12

How to customize and turn / off transaction receipts with Authorize.net ..........................18

ResortCerts.com Vacation Certificates .....................................................................................20



Articles

Page 3Tutorials



Manual Booking Process - Tutorial

The Manual Booking Process (Phone Reservations) / Rate Quoting Workflow

Lodgix.com Vacation Rental Manager is a full-featured vacation rental management tool
designed to help track and manage your vacation rental properties. The entire process
below can make a manual guest booking in <60 seconds. There are quite a few steps in
the process of making a manual booking, that's why we always recommend to
ENCOURAGE GUESTS TO MAKE ONLINE BOOKINGS WHENEVER POSSIBLE!!

Add Booking & Phone Inquiries w/ Rate Quoting

Phone inquiries are still quite common. Lodgix.com has a built in rate quoting feature that
allows for quick and easy access to rate data when you need it. When a guest calls for an
availability inquiry or rate quote or calls to book your vacation rental, the first step in Lodgix
is to open the availability calendar, check availability and begin the rate quoting or
reservation process.

Making a reservation / generate a rate quote using the calendar
tape

Select the date and number of nights on the calendar tape. A dialog window with options to
Book, Quote or Block will display.
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Mousing over the Total link will display a breakdown of the rental charges / fees that you can
relate to your guests if questioned (see next image). Additionally, if you have per person rates
enabled, entering the number of guests will dynamically update the rate so your quote is
always accurate!

Continuing the Reservation Process..

Click the "Book" button to advance to the next step of the manual booking process.
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This is the heart of creating a new reservation. All of the fields are pre-populated with the dates
and # of guests that were selected on the availability calendar.

Note: You can also access this screen and enter the dates / # of guests manually at any
time by clicking on the Reservations > Create Reservation menu item.

Follow the sequence of six steps outlined above.

1. Click on the "select existing guest or add new guest" link and enter the guest name
and email address. The system will automatically filter the results while you are
typing to alert you if the guest is already in the system.

2. Confirm the start dates and end dates of the reservation
3. Enter the number of guests. (Note: if making this booking manually you will have to

choose and confirm the property as well)
4. If this is a non-profit group, click to make the group "tax exempt" and ask for the

state tax exemption number from the guest
5. From the drop down apply any discounts you have setup in the system.
6. Click "Create Invoice"
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If the reservation was successful, then a message will appear saying "Reservation successfully
saved" and a new tab will be presented which can be clicked to view the invoice which has been
created (#2). A link to the "Guest Control Panel" (#1) is also presented. The next step is either
to go to the invoice and review / modify it to meet your needs or go to the guest control panel
and enter or confirm the guest mailing address.

Most folks tend to go to the Invoice first to make sure the invoice makes sense and then head
over to the Guest Control Panel to complete the reservation.

The first step is either entering the guest mailing address or confirming with the guest that the
address on file is still the correct address. Click on the Guest Name at the top and confirm or
enter contact data.
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Billing Data Entry Form

Once you've entered or verified the guest contact details, click on the Invoice tab at the top of
the screen and review the check-in / check-out times and make any modifications for the guest
if necessary. Next open the Billing Tab and request the guest payment details (#2) and process
or record the payment within the Transactions window (#3).

Billing data can only be saved if you have a payment gateway setup and configured correctly.
All guest credit card data is saved on the servers of payment gateway, assuring PCI compliance

for both the vacation rental manager and Lodgix.com.

Billing Data - Safe and Secure
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One the credit card PAN (primary account number) is entered and saved, the data is encrypted
and masked (represented by XXXXXX). You will never need access to the actual credit card
number again.

Process the Credit Card

The Process Payment button will only be visible if the payment gateway has been setup and
configured correctly. Clicking on Process Payment pops a payment window. The Record
Payment button should only be used when recording a payment made outside of Lodgix (check,
cash, etc.).

Process & Record Payment Window

1. Enter the amount of the payment. The "Amt to Confirm" button will enter the
required confirmation amount automatically for you.. The "Balance" button will
enter any remaining balance amount.
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2. Click "Process Payment". The application will communicate with the payment
gateway using tokenization and charge the guest's credit card. Funds will be
deposited into your bank account in 24-48 hours, depending on the terms you have
with your payment gateway / merchant account provider.

Next Step: Send a Confirmation

Send Confirmation

The "Conversations" tab within the guest control panel is an important component of running a
streamlined vacation rental business. Once a reservation has been confirmed (via payment of
the reservation deposit), the next step is to email the guest a confirmation. Lodgix supplies a
default confirmation and a default invoice. You can use the default templates right out of the
box or you can edit them and tweak them for your specific business. All communications with
the guest control panel are logged.

Email Window Options
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This is the modal window that appears when sending a guest an email. In this example, you
can see that the system has dynamically generated a confirmation and attached it in PDF
format. The property owner has appended a standard confirmation response to save time and
then it's just a matter of hitting the "Send" button.

Communication Log

The communication with the guest is logged and hyperlinks are made available to the vacation
rental manager for easy viewing of any attached documents as well as the text of the email
itself.
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Bringing an Invoice to a Zero Balance

Many times throughout the week I encounter Lodgix.com customers that are not using best
practices when it comes to guest reservations and invoicing. As a vacation rental owner
myself, I cannot fathom how a vacation rental business owner can manage their business
effectively if they aren't accurately recording the payments and refunds associated with
each rental.

Each invoice has a status, that status can be:

1) Unconfirmed

2) Confirmed

3) Paid-in-Full

4) Refund Owed

An invoice is in an unconfirmed state of the guest has not paid the reservation deposit
requirement which must always be set up within the Universal Rules area of the
application. For most properties, the reservation deposit requirement is 50% of the rental
charges or 100% if the rental is <30 days to arrival.

For example, if today is January 7th and a reservation is made today with a June 7 arrival
date, then 50% of the rental charges would be due now to make the reservation. The
invoice will remain in an unconfirmed status until the 50% is paid. THE INVOICE WILL
ALWAYS TELL YOU WHAT PAYMENT AMOUNT IS REQUIRED TO BRING THE INVOICE TO A
CONFIRMED STATUS.

All invoices with an "Unconfirmed" status are displayed in the pending reservations area of
your dashboard. There should never be reservations that are in the past with an
unconfirmed status. That means you as a business owner are not matching the real world
transaction with the invoice transaction, and it will make your vacation rental accounting
very difficult in the long term.

The invoice is always your point of reference. If you receive a check in the mail for a
payment, it must be recorded against the correct invoice. If you owe a security deposit
refund to a guest after departure it must both be matched against the invoice and recorded
within the invoice to ultimately bring that invoice to zero.
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Pending Reservations Example (BAD)

This is an example of a property owner who is NOT CLOSING OUT EACH INVOICE AND
BRINGING IT'S BALANCE TO ZERO. If today is January 7th, 2011, then every single one of these
reservation is in the past and these all show that the guest still owes the property owner
money. This is evident because the reservation is in a pending status. This means that the
reservation is in an "Unconfirmed" status, and the payment was not made to confirm the
reservation. But that can't be true, because these reservations are over!!! So either the property
owner did not collect enough money (unlikely) or the property owner collected the money and
failed to record it correctly on the invoice (likely).

Pending Reservations Example (GOOD)

The property owner is using best practices. If today is January 7th, 2011, all of his reservations
are in the future. That means each of those reservations has yet to occur and are not confirmed
because the property owner is awaiting payment or has received payment and has not had
time to record it (check, cash, etc.)
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Refund Due (BAD)

This property owner has a lot of reservations that are showing as being owed a refund. Some of
these invoices are from early 2010. It is highly unlikely that the guest has not received their
refund because the property owner would be in a lot of hot water if they were intentionally not
refunding security deposits. It is more likely that the property owner experienced some damage
and refunded only a portion of the security deposit or simply failed to record the refund at all. If
only a portion of the deposit was refunded, then the remaining amount which the invoice
shows as being owed to the guest needs to be countered by adding a "breakage fee" to the
invoice and applying it versus the deposit amount that is showed as being owed.
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In this example, the property owner $742.00 in rental charges (item #1) that are due + payment
of the $100.00 security deposit, so $842.00 is due (item #2). However, for some reason the
property owner processed another payment of $100.00 (item #3), resulting in a credit balance
in both the rental charges and the other deposits columns. Thus the guest is currently owed
$200.00

The guest departs and the property owner notices the guest broke an expensive lamp and did
not report it. Per the property owner's policies, she wants to retain $50.00 of the $100.00
security deposit and must update the invoice appropriately.

In item #5 she creates a new fee and calls it a "Breakage Fee" and then chooses to assess the
fee against the security deposit (Item #6). IT IS VERY IMPORTANT IF YOU ARE WISHING TO
REDUCE THE AMOUNT OF SECURITY DEPOSIT REFUNDED that you first create a fee and assess
the charge against the security deposit and not rental charges. In step #7 she sets the amount
of the fee at $50.00.

The result is that you can see that a breakage fee has been added to the invoice for $50.00
(item #1), but has been paid for from the security deposit monies already collect (item #2) and
thus all that is owed to the guest is the remaining $50.00 of the security deposit and the
$100.00 which the property accidentally overcharged the guest (item #3) resulting in a total
credit due to the guest of $150.00 (item #4).
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Guest Refunds

Because the property owes the guest a refund for both the security deposit ($50.00) and an
overpayment of rental charges ($100.00) two separate refunds must be recorded to bring this
invoice to zero balance.

Step #1: Press the Record Refund icon

Step #2: Enter the amount of the refund

Step #3: Choose whether to apply the refund towards the security deposit or rental charges

Step #4: Choose the refund method

Step #5: If via check, record the check # of the refund

Step #6: Press "Record Refund"
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The transaction history of the invoice will update and you can now see that the balance of the
Other Deposits column has been reduced to zero after the security deposit refund has been
recorded. Now all that is left is to issue another refund for $100.00 and apply it towards the
rental charges balance.

The final invoice now accurately reflects what transpired with this particular guest. The invoice
now has a zero remaining balance (item #1) and reflects the rental charges refund due to the
overpayment and both the rental charges and the security deposit accounts have a zero
balance.

This invoice is done!!
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How to customize and turn / off transaction
receipts with Authorize.net

Authorize.net will automatically email your guests a "Customer Receipt/Purchase
Confirmation" each you process a transaction.

Turn on / off the email receipt.

Step #1 - login to the Authorize.net virtual terminal and click on the Settings menu item

Step #2 - Click on the Email Receipt menu item
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Step #3 - Under Enable Email Confirmation, turn on / off the option for auth.net to
automatically email your customers

Step #4 - Customize the header and / or the footer of the receipt that is emailed to the guest
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ResortCerts.com Vacation Certificates

Through Lodgix.com, we are able to purchase bulk vacation certificates through
ResortCerts.com. Purchasing these certificates from ResortCerts.com directly costs $599.00
for a 7 night stay at a resort of your choice. Thus the retail value of the certificates is
$599.00. However, that doesn't mean you can expect $599.00 a week type of
accommodations. In many instances your certificate will score you a spacious condo or
town home that would rent for $150 to $300 a night at other locations. There really are
some great resorts available IF YOU DO YOUR RESEARCH AND FOLLOW THE INSTRUCTIONS
IN THIS ARTICLE!

What exactly are resort vacation certificates?

Basically it's a way to move excess inventory at timeshare resorts. The timeshare resorts would
rather make something than leave the units sit empty and make nothing. The certificate are
always good for a weekly stay typically from Friday to Friday or Saturday to Saturday.

Typically there are very few additional costs, outside of the cost of the certificate. However,
many times they will ask for a $50.00 to $150.00 deposit and most resorts will charge a daily or
a weekly fee for use of the Internet. In some locations there may be a fee to park your car.

From their website:

"A Resort Vacation Certificate (“Certificate(s)”) is a certificate redeemable for 7-night stays at
many resort properties worldwide*.The Certificate(s) is designed to be used for off-peak/
off‑season travel, although accommodations may be available throughout the year. Peak
seasons can vary according to destination. IMPORTANT: Certificate(s) are for promotional pur-
poses and cannot be resold for cash or other consideration.

I don't get it, what's the catch?

The catch, if there is one, is two-fold:

1. Inventory during peak travel times may be limited
2. Typically they will ask you to sit through a time share presentation in exchange for

cash, gas cards, gifts, etc.
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The good news is that with some research, you can typically find some great units at any time of
the year and turning down the timeshare presentation is just a matter of saying "thanks, but no
thanks". As the owner of Lodgix my family uses these certificates twice a year and we've never
attended a timeshare presentation. Typically after you register and check- in, the front desk will
point to another desk (manned by an appointment scheduler) and they'll require you go to that
desk to get your keys, parking pass, etc.. They aren't dumb, so they make sure that some
important component of your stay must be picked up there.

At that time, they'll tell you about the great gifts that you can obtain by attending their
timeshare presentation Personally, I can't stand those presentations. I always say "No thanks",
and they say "ok, no problem, here's your parking pass or discount card, etc. and that's it. You
are done and fully checked in. Sometimes they'll call and sweeten the deal during your stay,
but since they call the room phone, we never answer. If you do decide to attend the
presentation, just beware it's a hard sell. You will have to tell them "No" many times. The gifts
they offer many times are worth hundreds of dollars, so it can be hard to turn down, but I just
don't like someone selling me something on my vacation!

Do resort vacation certificates expire?

Yes, they expire if accommodations are not booked before the “Book by Date” printed on the
Certificate(s), which can be up to 12 months from the date of purchase. IMPORTANT:
Certificate(s) cannot be extended beyond the “BOOK BY DATE”.

How do I redeem my certificate?

Visit http://www.resortcerts.com/redeem and enter the 12 character Certificate number to
search for accommodations. The Certificate will remain valid until: (1) it is redeemed by booking
an accommodation, or (2) it expires.
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How do I search through available resorts?

1. Select a location. The great thing about these certificates is that they are all over
the US and the World. If you are flexible in where you want to go and when you
want to go, and if you do your research, you can have an incredible time for almost
nothing.

2. Select a month. Some months will be grayed out. That means that resort has no
inventory for that month available. Other months will be click able but have few
choices or offer only "Upgrade" options. Inventory changes every week and varies
according to seasonality and demand. Check often!

3. No Charge Versus Upgrade. No charge means just that, there are no additional
nightly charges for reserving those rooms. Upgrade means you can pay an extra
price to get the room you want.
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How to get incredible deals using ResortCert.com Vacation
Certificates!

The most important item to getting a great deal is to check TripAdvisor reviews. Typically just
type "(insert name of resort) reviews" into Google and look for the listing for TripAdvisor.

The example above is for the "Silver Lake Resort" in Orlando, FL (actually it's in Kissimmee. The
first four results are results from TripAdvisor. Read the reviews and check their rating. the
guests will give you some valuable insight into the quality of the resort, how updated the units
are, great places to eat and get groceries, things to do, etc. Our family will only stay at resort
that have high number of great reviews from other guests. Keep in mind, people by their
nature are far more prone to post about poor experiences rather than incredible experiences.
So the reviews are skewed a little bit. However, the great resorts still have far more positive

reviews than negative reviews. If you seen review after review which has nothing good to say,
odds are good that you might have the same experience.

My family stayed at the Silver Lake Resort in Kissimmee from Dec. 10 -17. We got a huge 1500
square foot, two bedroom condo, with flat screen TVs, granite counter tops, king size beds, etc.
all at the no charge rate! The resort had a pool bar, incredible pools, kiddie pool., movie

theater, tennis courts, game room, kids activities and was five minutes from Disney World. It
was also a gated community so we all felt safe. My parents went with us, and we called ahead
and requested two units next to each other, which is great for the kids to run next door to see
grandma and grandpa!

We research probably 15 resorts and this one by far had the best reviews. We were asked very
politely if we wanted to save $150 on Disney tickets and sit through a timeshare presentation.
We declined and that was it. No pressure the rest of the week.

Page 23Tutorials



What accommodations can I typically get using my Certificate(s)?

All accommodations are for 7-night stays with a fixed check-in day and range in size from
studios to 2+ bedrooms. Many offer living rooms, dining rooms, fully-equipped kitchens and
laundry facilities. Resort locations are worldwide and based on availability. The Certificate(s) is
designed to be used for off-peak/off season travel, although accommodations may be available
throughout the year. Peak seasons can vary according to destination.

Typical search result display:

1. The more diamonds at the top, the nicer the resort (typically).
2. The size of the unit. Note: Single room hotels and 1 bedroom suites are the most

common. 2 berms are available, but it takes more sleuthing, some patience and
flexibility with your travel dates.

3. Available dates
4. Upgrade charge. If you find a resort you absolutely love and they aren't offering the

dates or the units they want at "no charge", make sure to click the upgrade tab and
see if they are offering the units and dates you want for a small upgrade fee. You
haven't paid anything for the certificates so it might be ok to spend $25-$50 a night
to get the unit you want, for the dates you want and the resort you want!

5. Click learn more to view more images, etc. on the resort.

Some resorts we've stayed at that have been great!

1. Massanutten Resort in McGaheysville, Virginia
2. Silver Lake Resort in Kissimmee, FL
3. The Historic Powhatan Resort in Williamsburg, VA
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