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ACCESS THE PORTAL 

 
Through the email sent by Areias do Seixo, you will be provided with a link that will allow you to set 
up your access: 
 
1. Click on the link 

 
 

2. Insert the email address and click ‘send code’ 
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3. You will receive a new email in your inbox with the subject ‘HOST Owners - Login 

Authentication Code’, containing the access code. 
 

4. Return to the portal and enter the code provided in the ‘E-mail validation code’ box. Set a new 
password, confirm the password, then click on the ‘continue’ button. 

  
 

5. Enter your email address once more, as well as the new password, then click on the ‘continue’ 
button. 

 
 

6. From this point onwards you can simply use the link bellow, to access the portal: 
https://mobile.areiasdoseixo.com/OwnersPortal/  

 
 
 
 
 
 

https://mobile.areiasdoseixo.com/OwnersPortal/
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When accessing the portal, if the same account is associated with different users, you will need to manually 
select the property in the top-right corner, using the search bar – it will correspond to the second option in 
the list; otherwise, this step will not be applicable. 

 

 
 

On the mobile version, the property is selected on the hamburger menu, in the top-right corner – this will 
also correspond to the second option in the list. You will need to tap the cross to close the window and begin 
navigation.  
 

  
 

HOMEPAGE 
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NAVIGATING THE PORTAL 
 

HOMEPAGE 
 
 

 
 

1 – Main menu  

2 – Notifications / Messages 

 
 
 

MAIN MENU 
 

 Homepage Communication between Areias do Seixo and Owners 
Notifications 

 Documents Relevant documents 
(e.g., contracts and biannual rental reports) 

 Data and Statistics Statistical data on the bookings related to the Villa 
(e.g., number of bookings, number of nights sold) 

 Reservations 
 

Make new reservations  
View existing reservations 

        guest reservations 

       owner reservations 
 Current Account Current account 

Payments to be made 
 Rents 

View issued rent statements 

 
 

 
 
 

1 
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MAKE NEW RESERVATIONS 
 

- In the main menu, click on the calendar icon 

  
 
- Click on the ‘New Reservation’ button, located in the upper right corner 

 
 
- A new window will appear displaying the calendar for the current month 

  

 
1 – In the calendar, you can view the occupancy status for the selected month: 

Green: available nights 
Red: unavailable nights 
 

2 - Select the ‘Occupant’ field as appropriate: 

‘Owner’ – if the booking is for the Villa’s owner 

‘Guest’ – if the booking is not for the Villa’s owner  
 
If the reservation is for a ‘Guest’ and not for the ‘Owner’, it will be necessary to fill in the required 
personal details by clicking the pencil icon. 

 
 

3 - Enter the desired check-in and check-out dates, as well as the expected times for each. 

1 2 
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4 
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4 - Enter the number of adults and children (Cr2). 

 
 

5 - Add the desired extra services through the ‘Charges’ field: 

 
Click on the + icon 

 
 
A new window for extra charges will appear automatically 

    
 
A – Add charge 
B – Select the desired service 
C – Choose the service date 
D – Select the quantity 
 
Available charges: 
Surf 
Nespresso Coffee  
Vegetable Garden Box L 
Vegetable Garden Box S 
Transfer Standard Roundtrip 1/2 pax 
Transfer Standard Oneway 1/2 pax 
Transfer Standard Roundtrip 3/6 pax 

Transfer Standard Oneway 3/6 pax 
Transfer Premium Roundtrip 1/2 pax 
Transfer Premium Oneway 1/2 pax 
Transfer Premium Roundtrip 3/6 pax 
Transfer Premium Oneway 3/6 pax 
Serviço limpeza / Cleaning Service  
Pequeno-almoço / Breakfast 

 

6 - Add notes to the reservation, when necessary or applicable, in the ‘Notes’ field located below 

the calendar. 

B A 

C 

D 
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Examples: 
1 - If the ‘Transfer’ charge is added, it is useful to provide the flight number and/or the estimated 
time of arrival. 
2- If you need an extra service not listed in the charges, e.g., baby seat, crib, etc. 
 
NOTE: An automatic confirmation email is generated for each reservation made. If this is not 
received, the owner should contact us to report the issue. 

 
 

 
 


