RESAVA

PROPERTY MANAGEMENT & SERVICES

Resava Property Management: Owner’s Manual

On your personal pages on the Resava web-site you may control and administrate your
apartment; our advanced and modern Property Management System helps you to monitor
your economy, rentals and maintenance of your apartment from wherever you are in the
world!

This Step-by-Step Guide takes you through the processes you need to follow so that you
can start managing your property and account online;
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Step I. Getting started

Once you’ve received your Welcome letter, logging on is easy. Just follow the steps below:

1. Ready

All the information you need is found in your Welcome Letter which contains:

- Your E-mail Address: The e-mail address that you have registered with at Resava.

- Your Password: The password you have been given, which you are advised to

change once you have logged in successfully your first time. (See editing my password in this
manual.)

2. Set
The Resava website can be found at; www.resavaholidays.com

) Resava Holidays - Mozilla Firefox

Arkiv Redigera Visa H

@ 2 C | httpi//resavaholidays.com/ - [ M- Google o

2! Mest besokta % Kom igan Senaste nytt 5 Bangkekpost.com : Br... [l Latest news - CB Richa...

Google |omodation-phulket Bokmarken 0 - | Autofyll - /4 [ accomodation [2] phuket @4 - () Loggain -

|} Resava Holidays

Insert the Resava websiteyddress into the address location in your browser:
www.resavaholidays.com

3. Go!
- As soon as you have entered the Resava website address
(www.resavaholidays.com), and are on the site, you are ready to Log in...
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Step Il: Logging in

Logging in... as simple as it can get!

2) Resava Holidays - Mozilla Firefox
Arkiv Redigera Visa Historik Bokmarken Verktyg Hialp

- om 7 -] (28~ Gocgle 2|
|2 Mest besskta @ Komigdng & Senastenytt i Bangkokpost.com: Br.. & Latest news - CB Richa..
Q:ogle I 4\ B Dl [ Sidewiki - £3 Bokmarkens 1 - ] Autofyll - & <, - (I Loggain -

J Resava Holidays

Ssak onine for best afers
Check in:

28/05/2010 8
Check out:

omezot0 )

Persons: B 2 -

Destinations rtments Activities  Dea ers Galleries  Travel Trade  Contact Us
Apa | ‘—4\ i = | | |\

Prom. Code:

Guest Log In
Email: (8 Password:

Property Management & Services >>

Holiday Apartments in Thailand

Stay in one of our Phuket holiday apartments and enjoy a number of benefits comparad with a traditional hotal
enom

Under the booking engine on the lower left hand side of the home page window (first page
when you access the website) you will find the “Guest Log In” function:

In “Guest Log In” you should enter:

ken Verktyg
p/jresavaholicays.com/ v7 <] [~ Googe |

Hislp

1- your E-mail and
2- your Password

nytt 5, Bangkokpost.com:Br.. 3 Latest news - CB Richa

Galleries__ Travel Trade  Contact Us
a2l lg)

Guest Log in
Email: (2 Password:

B ' N Ry fodr
Ee = i Check in:

il - Z 2052010 [}

Check aut:

04/06/2010 @

Persons: @ 5

Prom. Code:

Stay in one of cur Phuket holiday zpartments and enjoy a number of benefits cempared with a traditional hotel
1
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Have you forgotten you Password? Or are you experiencing trouble logging
in?

Discover the “I Forgot My Password” function: The “Forgot Password”

Guest Log In
Email: (&) Password:

| Forgot My Password Sien Up

At the bottom of the “Guest Log In”, you can find the “I forgot my Password” function. If
you forgot your password, if you cannot log-in for a reason or another, please use this
function.

How does “I Forgot My Password” function work?

Guest Log In
Email: (&) Password:

| Forgot My Password Sien Up

) Resava Holidays - Mo. "l Firefox

ktyg Hialp

resavaholidays.com/
£ Mest besokta 4 Kom iging gkokpost.com: Br.. & Latest news - CB Richa...

Google | apartment for rent+ v | * Sak ~WGA Dela~ L) Sidewiki ~ 9 Bokmarken~ 121~ -] Autofyll + &[5, apartment [E] for [E] rent [6] phuket &~ () Loggain -

| Resava Holidays

Forgot password

Forgot your password? Enter your login smal below. WING send you an mail with a link 1o resst your password,

E-mail or Username:

]

Losing or forgetting a password can happen to anyone. By clicking on the “I Forgot my
Password function, a new window appears asking you to insert your e-mail (this is the same
e-mail address that appears on the Welcome letter you have been sent — the E-mail you
have registered with Resava). Once inserted, click on “Reset Password” and you will receive
an e-mail (to the e-mail address inserted above) with instructions on how to proceed next.
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= | _—» Insertthe email your registered with
Resava

| ___—» Press Reset Password

Forgot password
Forgot your password? Enter your login email below. We will send you an email with a ink to

E-mail or Usemname.

A message will confirm that an email has been sent to your email.

Print

Forgot password

An email has been sent to helenﬂ.-ﬂ.cum describing how to obtain vour new password.

You will then need to go to your email and you will have received an email like below...
Example of the email that will be sent to you:

SRESAVA

Password reset information

Hello, Helena!

You recently requested to reset your password. To change your password, please follow the link below:
https://www.resavaholidays.com/elina/resetpwd?user=helena.xxx@xxx.com&c=8srroqmdo066z22kfwwugsmuwm?77kvmk&redire
ct=~/home/welcome

If you did not reset your password, please disregard this message.

Kind regards,

The Resava Team
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Please note that if you have not received this email, it might have arrived in your “junk” or
“bulk” email section, please check.

This email contains a link. By clicking on the link in blue, a new window appears where
you will be asked to enter a “new password” and to confirm this new password (“confirm
new password”). Enter your “new password” and “confirm” this “new password” and click
on “Change password”. This will “log you” into your account.
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Step lll. Website Navigation: Where you can find what
you are looking for

Finding your way around the website is easy! This step will give you a short overview of
what you can find and where. At the next step, Step IV, you may search by functions and
questions that you may have.

After you have successfully logged in, you will have access to your personal account pages,
putting you in charge of all the information concerning your property; your

own bookings, if you rent your property: visitors bookings, and many other important
functions.

The Welcome page is the first page that will appear after you have logged in.

Arkiv Redigera Visa Historik Bokmarken Verkiyg Hjalp

@ - holidays.com/elinafhome/welcome 27 | |28~ Google Pl
2| Mest besokta % Kom igdng & Senastenyit & Bangkekpest.com: Br.. =, Latestnews - CB Richa..

Google = | M sok - 4B Delar || Sidewiki - ¥ Bokmarken- 3 - -] Autofyll - & < - (U loggain
“ Resava Resort % | || Resava Holidays Online Bookings. ... X | +

Welcome, Helena Mandeus! Helena Mandeus

B7 - One Bedroom Apartment - @ 20108 Remove from rental market
== Ear o
3 =] =] o B3 EE I~

Book your stay today!
Test

B7-51:2B - Sunset -

«  June 2010 ? »

News 7 e 2 12
14 (16 16 17 (18 18 20
21 22 23 24 25 26 27
28 29 30 1 2 3 4
5 8 7 & 9 10 N1

The Welcome page will give you access to all the information you need. On this page you
find information about your property and you are able to manager your bookings to name a
few functions.

On the Welcome Page you can access all the following information relating to your
property and manage your property and its bookings. Below is a sample list of
available actions:
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- You can view your property description: A word description and a photo album

- Check your property’s availability

- You can see the current booking made to your property

- You have a calendar overview of your property availability

- By using the menu bar at the top of the “Welcome page” you have complete access:
your profile, your account statements, your booking history and your messages.

The menu looks like this:

Helena Mandeus
Welcome Mr./Mrs. Menu
Availability
Your property’s calendar
photo album

hitps:/ fwww resavaholidays.com/elina home/welcome \ 77 11 [*9- Google

Bangkokpost.com : Br.. = Latest news - CB Richa...
39 sok - o B Nelaw Sidewiki - $3 Bokmarkenw £ + -] Autofyll + S
~ Resava Resort \ o] [ Iles)(a Holidays Online Bookings. ... x | + |
\
Wel\&me, Helena Mandeus! Helena Mardeus
Y

B7 - One Bedroom Apartment - ©/2010 | Remove from rdptal market

Remove from rental market
Book your stay today!
Test

« June2010 ? »

/ /

Your/property Your property’s status: on or off market

Description of
property &
amenities
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From the Welcome’s page top menu you can access all of your “Profile” information
(that is where you keep all of you personal details such as your contact details and banking
details, but also your “Account Statements”, “Booking details”, and “Messages”.

Your property Information Description: Your Property Photos and Description on
your welcome page.

On your welcome page you find information on your property/ or properties if you

own multiple properties. There is a small detailed written description of your property (or
property category) with a photo gallery displaying photos of your property (or property
category).

i, 2o

One Bedroom Apartment -
Sunsst 1 Bedroom ioder apartment with comfortabie and high qualey furture, flat screen and a fully squipped
kitchen. Dining area and a comfortable living room area. Extra bed is available on request.

Amenities
A Condtioning iy room Cable TV Coffee
fited Kitchen Hig ack Make-uplshaving mi
Reading lamp Rollaway bed allow ed Room with sitting area Safety depost box Telephone Wardrobe
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“My Bookings” on your welcome page are your own current bookings.

On your welcome page you find information on your own bookings in “My Bookings”
(This appears only when and if there are bookings made by you to the property).

Here you will see reference numbers and dates displayed for your convenience. These
references correspond to bookings you have made, and by clicking on a reference you can
access your booking information in full.

uest Lounge - Mozilla Firefox

2 Mest besokta @ Kom igang & Senaste mytt 5 Bangkokpost.com: Br.. & Latest news - CB Richa.
Google ] $0 sk - BB Dee- ) Sicewiti - ¥ Bokmarken- = - £ Autotytl - & & - @ Loggain

% Resava Resort

| ] Resava Holidays Online Bookings, ... x | +
1

Welcome, Helena Mandeus! T

Yo

B7 - One Bedroom Apartment - @208 Remove from rental market

: O [t imie |
e R e

Book your stay today!
Test

B7-51:2 8- Sunset ~

« June2010 ? »
DEES [s: s ]

My bookings

RIGEVUSIS2 27022008 01352005

CECYNEGASE 03M52005 23352005

The “Availability Calendar"
What does the “Availability Calendar” do?

The “Availability Calendar” gives you your property’s actual status for any given day. It
tells you whether you property is available, booked by a client, booked by you or if it is not
available to the market (off the market).

By looking at this availability calendar you are able to know at any given date if your
property is available, or if it has been booked. This calendar, at a glance gives you an easy
way to view you property’s availability and status.

This calendar also allows you to block your apartment for private use. In order to do so, you
simply click on the date of your arrival, and then the date of your departure, after which
“Book now” will appear below.
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idays.com/elina/home/welcome

£ Mestbesokta @ Komiging 5 Senastenytt 5 Bangkokpostcom:Br.. & Latestnews - CB Richa.
Google ~| #Psok - | @ Dele- " Sidewiki - ¥¥ Bokmrken- £ = ] Autofyll = &

7 Resava Resort | | Resava Holidays Online Bookings, .. X |

Welcome, Helena Mandeus!

Your DDBC Property

Helena Mandeus

©12010 |  Remove from rental martet

- () Loggain Book your stay today!
Test

B7-51:28- Sunset -

« June 2010 ? »

o[l ru Jwe T [ e T sa s
EIHEE [

7 8 9 10 11 12 13

B7 - One Bedroom Apartment -
~ Sfe|Gl=Fale]=]c:

- O [ remove rom rental market

1+ [l el 47 gl e =0
21 22 23 24 25 28 7

Book your stay today!
Test

The calendar
indicates the day,
week, month, year
and availability

The availability calendar functions according to the following principal: first click sets a
start date for a stay, the second click (only allowed on a date ahead of the start date) sets
the end of the stay, highlighting all the days in between. A third click clears the previous
selection, and sets a new start date, and so on.

For owners of multiple properties the welcome page will show the various properties, as will
the availability calendar. For multi-property owners, the availability calendars are individual
to each property. By pressing on the arrow if you own multiple properties, you can from a
drop down menu select the property for which you would like to see the availability
calendar.
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Status Colour Codes

26 27 25 29 30 31 1
2 2 4 5 & T 8
9 10 11 12 13 14 15
16 17 418 19 20 21 22
23 24 25 26 27 (23 28
o 1 2 2 4 & 6

Promotion Code:

B Inuse forailable
Boaoked Off the madet
Maintenance By owuner

In use: The client/guest has “Checked-in” to your property, your property will be red until
the guest checks-out

Booked: Your property has been booked by a client/ guest

Maintenance: The property is off the market for Maintenance

Available: Your property is currently available.

Off the Market: Your property is off the market, which means that it is not available

for rental to clients/ guests on your request. You can however at any time change this.

By Owner: Your property has been booked by you.

Example:

The Calendar allows you to know the status of your property on any given date in real time.
On this sample calendar, your property is booked from the 11t of June which is the day on
which we are looking at the calendar by you (the owner). From the 28t of June till the 6tn
of July your property is available and therefore on the market.

You can therefore make a booking from the 28t of June. If you mouse passes over the
green dates on the calendar they become red. If you click on an available “green date” in
the calendar it becomes blue. By selecting available dates, a start and end date, "Book
Now" appears below the calendar. You can proceed to book through the availability
calendar your property for the available dates you have selected.

The "WK" field is counting the week number in the year (the first week of the year
beginning of January is week 1 and the last week of December is week 52).
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The Menu:

Helena Mandeus

The Menu gives you access not only to the information contained on the Welcome page as
seen above, but also to information concerning your Profile, Account Statements,
Bookings.

By clicking on any of these menu sections, you will access new pages with detailed
information:

Helena Mandeus Fromd
.

5

-
My Bodo
From: [1106200 | (5] Ter (1106200 | (7] (SR
e s e s s
no. Price
s s 1 o e e s

Account Statement
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Profile

Your “Profile” contains all your personal details. There are four sub-sections: “Basic
Profile”, “Addresses”, “Credit Cards” and “Identity Documents”.

The information will already be filled in according to the details you initially gave to Resava.
Please update this information if you find errors and regularly thereafter. Any change in your
address, e-mail, telephone number should be easily updated on these pages. You can also
update or add a credit card.

Ensuring that your information is kept up-to-date as much as possible will give you the
information that you need directly to you, quickly and easily. Do you have a new credit card
or would you rather that your balance should be charged to another card? Just insert the
details of that new card and your changes have been made!

My Bookings

My Bookings
Fram: [11/062008 Ir,_| Tao; [11/06/2009 ‘u_|

Iy Bookings Bookings on my property

Confirmation Property Persons Start date  End date Status Invoice Total

no. no. Price

TICIDYyWWETT 2 Bedroom apartment 1 110620058 25062005  Booked and Invoices £2 16000 ey
an first floor Confirmecd

1 items tatal.

Under “My Bookings” you will find the booking that you have made to your own property.
In the “Bookings on my property” you will find bookings made by others on your property.

Each booking has a confirmation number and gives you information on the booking dates:
start date/ end date, invoice number and total price.
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Account Statement

Start period; | 010172008 .ﬂ End period: | 22/02/2008 ,ﬂ

Account Suminaty Invoices
Date Do no. Turnower Recipient/Payer Description Balance
0109 32003 Starting balance 1]
22022005 Final balance: 1]

Your “Account Statement” allows you to control your balance at any time. You may see all
past transactions, your rental income and any outstanding bills. All invoices are found in
“Account Statement” and classified by date. They are there for your convenience whenever
you need them.

Step IV. Learning Functionality: What you can do on the

owner website

Your area of the Resava website allows you to easily communicate, manage and get an
overview of your property’s information, bookings, invoices, maintenance, and many other
areas.

Question: How do | see “My Bookings” for my property?
You can see the Bookings you have made to your property in either the “My bookings” on
the welcome page, or in the “Booking” section under the “My bookings” sub-section.
My Bookings
From: 11082008 | [5] Ta: 11082009 | G

Iy Bookings Bookings on my property

Confirmation Property Persons Start date  End date Status Invoice Total

no. no. Price

TICIDYyWWETT 2 Bedroom apartment 1 110620058 25062005  Booked and Invoices £2 16000 ey
an first floor Confirmecd

1 items tatal.

The “My Bookings” section on the welcome page gives you information on the current
bookings that you have made to your property. By clicking on the reference number, you
gain access to more detailed information for each booking.
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See the details of your bookings 2 O T
by clicking on their reference Q. Booking dataits
L3

number: ' |

My bodkings

RIGENUSISZ 27022003 010352005

CECYRMEGAST 03032003 230352005

Question: How do | Book my property?

In order to book your stay at your property, go to the "Availability Calendar” on the
welcome page. The calendar allows you to see the status of your property on any given
date and gives you an overview of you property’s availability, dates where it has been
booked by clients, dates when it is in use, dates when you have booked your property for
your use and also letting you know when it is available (on the market) or off the market.

To BOOK: Simply click the date of your arrival, and then the date of your departure, and
complete by clicking the "Book Now" button that will appear below. The dates that you

can select to book your property are green since green indicates that your property is on the
market and available. (If you have chosen not to rent out your apartment (or not rent it out
through Resava) the status should be “Off the Market”. In that case it can not be booked.)

Each time you book your property, you will receive a reference number and a confirmation

e-mail (sent the e-mail address that you have registered with Resava). After having booked

your property for the dates you wish to stay, your booking will appear in “My Bookings” (on
menu bar) and in “My Bookings” on the main page.
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Question: How do I check “My accounts”?
You can check your accounts by going to your “Account Statement” in the Welcome
Page menu bar.

Helena Mandeus

Account Statement

Start period: |16 02005 ‘u_l End period: |30/ 052008 \“_I

Accounit SUmmEry Imvioices
Date Invoice no. Turnowver Recipient/Payer Description Balance
Final balance: -BO9E .75
1 F0M 02005 200510001 003 -435.72 Wiater August -5, 085 75
2 2 M 02008 200510000615 -B371 laundey - 20th may -5,585.03

Your account statement allows you to check your balance at anytime. You have a Starting
Balance and a Final balance. You can also search by date for specific transactions. All
transactions are placed in chronological order. You can also see all of your invoices in the
“Account statement by going to the “Invoices tab”.

Invoices

Start Perind: (164052003 ‘u_l End Perind: |30/ 02005 ‘u_l

Account Summar Invoices

gice b Date Payment Date Total price Status
20031000061 5 211002008 211042008 B3.71 EUR Paic
200310001003 3001002008 30/ 0/2008 49372 EUR Paic
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Question: How do | update my contact details?

You should always make sure that your profile, which contains your personal details is
updated at all times. You find the link to this information on the welcome page menu
bar. Under “Profile” you find four sub-section, one containing your “Basic Profile”,

one containing your “Address”, one containing your “Credit Cards” and one containing
your “ldentity Document” details.

How do | update “My Profile”?

Your profile contains all of your personal details. There are four subsections to it, Basic
Profile, Addresses, Credit Cards and Identity Document. Please always make sure these
are complete and up-to-date.

Profile

Basic Profile

Addresses Credit Cards Idertity Documents

pefitarked with Asterisk (*) Are Reguired

Title:* Miss |

First Name: * Aleandra

Midclle Name:

Last Mame:* Finl

Date of Birth * 27101581 Celmmyy)
Helena Mandeus Gender Fenais B
Phone: + 44 2079376012

Mobile Phone: * + 44 7910559546

E-Mall 1 (Detautt). * apihli@e-hotelservices.com | This is alzo your uzer name to access this account
E-Mail 2:

[[] Allovee DOBC to send you special affers and our marthly nevesletter. “Your details will not be
shared with third parties.
Password, Change Passward

Save Changes & Continue:

Please Note! You can change your password by clicking on “change password” on the
“Basic Profile” page. When you click on “change password”, you will be asked for your old
password, and a new one. Please save this new password carefully. Then remember to save
changes and continue.
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How do | update my address?

Please go to your “Profile” and select the tab called “Address”. You have the option of
inserting multiple addresses and you can also decide to receive some correspondence (ex:
billing) to a particular address such as your office whilst sending other correspondence to
another address. (ex: your home address). Please always keep you address details updated.

Baszic Profile reddit Cards ldertity Documents

Label Address Line 1 Address Line 2 Province Postal Code City Country

Billing Address 18C Beauchamp Road =1 1pg loncon United Kingdom | Edit | Delete

Add New | Edit

Fieldz marked with asterisk (*) are required.

Latel * Select Type fiv] malaEiatER
Billiriy

Address line 1:*
Zontact

Address line 2: Redistration

StateProvince:
Postal code: *
City: ¥

Courtry: * Select Courtry [V]

Save Changes & Continue

You can select to receive different types
of correspondence to different places.
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How do | update my “Credit Card” details?

The “Credit Card” tab is found under your profile information. You have the option of adding
one or multiple credit cards to this section. The “Credit Card” section of your profile
contains your Credit Card details. If you would like to change the details of you card, if your
card has expired and you have received a new one, or if you would simply like us to charge
you on different card, this is where the details are entered.

Baszic Profile Addresses Credit Cards Idertity Documents

Hame on card Card type Card number Valid until
il htasterCard HAALAAAOT 2201 Edit | Delete
ikl WISA, FEAERAERAAAEZETT 1072008 Edit | Delete

Add New | Edit

Fieldz marked with asterisk (*) are required.

Card Type: * Select Card Type [v]
Card Mumber: *

Mame on Card *

walid Until: * Morth s | vear [s]

Biling Address: Mewy Address [v]
Address line 1:*

Address ling 2

StateProvince:

Postal code:*

City: *

Country: * Select Country [v]

Sawe Changes
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Question: How do | change my password?

If you would like to change your password, go to you Basic Profile under “Profile” in the
welcome menu bar. At the bottom of your “Basic Profile” page you will see a “Password”
section, and a link called “Change Password”. By clicking on it a window will open,

asking for your *“old password” and to insert a “new password” and to confirm this new
password a second time.

Once you have done so, remember to always click on “SAVE CHANGES & CONTINUE”
in order for any changes to take effect.

BEasic Profile Addresses Credit Cards

Fieldz Marked with Asterizk [+ Are Reguired.

Title:* Mr >

First Hame:* Heiki

Midddle Hame: Cravmier

Last Hame:* Hiisj&amp; amp; 2228, ry

Date of Birth:* 010152007

Sex: tlale [V]

Phone 1 (Default):* +123456

Phone 2: 554321

E-Mail 1 (Default):* heiki@exact ee

E-Mail 2: A P
Al DOBC to send you s :d PTOI ::OI " f——

shared with third parties.

Hew Password:

Password: Chandge Password

Confirm Hew Password:

Save Changes & Continue Save Changes & Continue
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Question: Where do | see what bookings have been made to my
property?
You can see the bookings that have been made to your property by looking at the

“Availability Calendar” on the Welcome Page or by going to Booking in the Welcome
page Menu.

. June 2008 ES The “Availability Calendar” aIIov_vs you to see the

T T T T T T 1 status of your property at any given time. To see
e R what bookings have been made to your property on
2 lelalzlalsle the Calendar look for dates in red (which means the
s 10 4142 18] 14 18] property is i_n use: that thg clients hav_e checked-in
16, 17, 18, 18, 20, 21, 22, or booked) in orange (which means clients have

booked your property). The “My Booking” section
allows you to see both the bookings you have made
to your property (“My Bookings”) and the bookings

23‘24‘25‘2512?‘28 29
o 1 2 2 4 & 6

Promaotion Code: made to you property (“Bookings on my property”).
B Inuse forailable
Baoked Off the marnket

Maintenance | 4 By owner

LR G LSS 4aLE U
~ vour departure, and complete by
Bookings clicking the "Book How" buttar that
swill appear below

[ February 2008 (8]
Wk Mo Tu Wfe Th Fr Sa Su
2R a2

(2SSOl = ol s - B - e )
o B el e G S et
18 19 20 21 22 23 29
25526 2'.-“ 28‘ 29‘ u

T PR R LR

Fram: | 22022008 | G To | 220242008 | G

oy Bookings Bookings on my property

Confirmation no. Property Persons Start date Endl date Status Invoice no. Total Price

RIGE"/S152 11 fir=t floar 2| 2702005 0110352008 Booked Invoices 75.00 EUR Wignny _|

ECYMEGASE T1 first floar ! 052005 230352008 Booked Invoices 1000.00 EUR _\ﬂEW_|

2 ftems total

By clicking on “Bookings on my property” you will be able to view bookings that have
been made to your property. You will also be able to see the bookings confirmation number
and its dates.
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PROPERTY MANAGEMENT & SERVICES

Question: Should I require help, who should I contact?
If you have any questions or require assistance, please e-mail:
reservation@resavaholidays.com.




