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@®Get Started
[Login)

https://web.travel.rakuten.co.jp/login e/

STEP 01:
Enter User
ID &
Password

Rakuten
Travel
> o [ ]
Password | | | Log In |

Dhd vou foreet vour password?
*Please enable cookies on vour web browser in order to Us s function.

Try the new REakuten Travel Extranet

System maintenance and other important
notifications will be displayed in this area

STEP 02:
Click
“LOQ Inn

NOTE%
You must change your
password
every 30 days.
Click here if you forgot

your password
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https://web.travel.rakuten.co.jp/login_e/
https://web.travel.rakuten.co.jp/login_e/

STEP 01:
Enter UserID &
E-mail address

for password
reset

@®Get Started

[Forgot Password)

Rakuten
Travel

(%

Please enter your login ID and E-mail address to issue & single use passhey.

If you hawve not registered an E-mail address for password reset please conact us.

Login ID |

E-mail

Send Single use passkey

Copyright @ 2013-2020 Rakuten, Inc. All Rights Reserved.

Contact Us: tn-intlhotel@mail rakuten com

Back to Login DJ

¢NOTE >
The password must be between
6 - 10 letters that contains both
alphabets and numbers

This function is not available If
password has been expired.

Please refer to page 92 in this case.
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D nformation

B Rakuten Super Point

Agreement [Property
Use)

@®Get Started
[Forgot Password)

IGeneraI

- B Property Information

[ 7 manual T FaCIy & Amenty
. ) B Cancellation Policy & Mote

B Operation & Confirm ) )

Commission & Cancellation Pelicy (For Japanes

Manual{pdf) B8 Date and Time Setting
B B2 Taxes and Fees

I Booking Data Analysis

B Monthly
B Daily
B Customer Review

ebzite)

I Hotel Property Edit

* ltems with asterisk appear on the hotel information page.
Please contact us if you need to change the hotel information.

B Log out

Star Rate 2 See Details(Star Rating) => *
Zip/Postal Code -

Address TOKYD "

Phone Number 0000200000000 *

Contact: Phone Number

RT Travel 05:0030000000000 *

Number

QDD000000D00

XNOTE %

password.

if needed

Please go to “Property Information” and
confirm an e-mail address to be used for reset

Please contact ITC to change the
e-mail address and PIC nhame

Fax N r for
Booking NOWication

Please contact us if you need to change the hotel information.

E-mail address fo

Booking Notice
E-mail address for Exmail Address bella@palace. co.id |
password recovery 2;;'; of person in charge{Alphabet st |

HomePage

(%
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Change
Status
(refer to
page 8)

Main menu tab

(%

Rakuten
Travel

[ _. Status
closs]

TED Information

Rakuten Super Point

Agreement (Propert

Operation & Confirm
Commissicn

Manual{pdf)

@DGet Started
[Main Menu Display]

Raokuten Travel Extranet

RT Travel 0S8

Mew Booking & Cancellation :0

Room Control

—

I Change Language : =English e

IIDLag aut I

Allotment Controls

Set Allecation and Black Out (Individual Room

Type)

Set Allecation and Black Out (All Room Types)
Set Plan Availability (HOTELONLY)

Extend Allotment

Rate Controls

MENU ({Plan / Room List)
Plan Rates
Base Rates
Aute Calculation Status

| Booking Controls

Retrieve Bookings
Search Bockings

Main Controls

Create New Room Category
Create New Accommadation Plan (HOTELONLY)

Create New Accommedation Plan
(PACKAGE/Freeword Description)

Create New Accommedation Plan
(PACKAGE/Mullilingual Set Phraze Description}

Define Cancellation Pelicy

Change Order

Upload Photos & Videos

URL Links

Change
language

log out
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@®Get Started
[“For Sale” Status]

CLOSE = STOP SELL
OPEN = FOR SALE

STEP 1:

please set to “CLOSE”

BEFORE editing any information,

STEP 2:

please set to “OPEN”

AFTER you have finished editing,
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@Property Information Registration
[Hotel Information)

Genera | Password

Property Information
Facility & Amenity
Cancellation Policy & Mote

Fassword (Extranet)
Fassword {Customer Credit Card)

Cancellation Policy (For Japanese Website)
Date and Time Setting
Taxes and Fees

Boocking Data Analysis Users
Monthly Custcmize Page
Caily Users” Voice

-

Customer Review reate New R-mail

T

Registered R-mail List [ Transmission Reserved |
Registered R-mail List [ Sent ]

Cancel Receiver's E-mail Address(Ta)

Change Sender's E-mail Address{From)

Register Mew Present

Registered Present List

The functions on the Hotel Information tab are used to set general
information about the property and manage some of the unique

property functions of Rakuten Travel
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@Property Information Registration
[Change Passwords)

B Log o
Genera I
Property Information Fassword (Extranet)
Facility & Amenity Fassword {Customer Credit Card)
Cancellation Policy & Mote

Cancellation Policy (For Japanese Website)
Date and Time Setting
Taxes and Fees

Booking Data Analysis Users
Menthly Customize Page
Caily Users” Voice

-

Customer Review reate New R-mail

T

Registered R-mail List [ Transmission Reserved |
Registered R-mail List [ Sent ]

Cancel Receiver's E-mail Address{Tao)

Change Sender's E-mail Address{From)

Register New Present

Registered Present List

Your account has two passwords, one for the Extranet

and another one to access customer credit card information (CIT External)
NOTE:x
Extranet passwords expire every 30 days,
Account for CIT External deactivates after 90 days of inactivity

(%
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@Property Information Registration
[Change Passwords)

Changing Passwords Refresh the account
for [Extranet] for [CIT External]

Reminder Email for Inactive user

@ mail.payvauit.global.rakuten.com
H‘n‘llﬂanlfulrmlﬂillalﬂ Subject : Reminder Email for Inactive user

Hello Rakuten-123456,

Password Change This is an email from PayVault Team, Rakuten, Inc.
to remind your CIT External user will expiry in 7 days.

New Pazsword | |

Username: Rakuten-123456

Mew Password(Re-enter) | |

Please login before the expiration date or click an th

Flzase enter the password more than & and less than 10 characters. There will be no other reminders after thi-s email.
Back To Tep Best Regards,
¥NOTE:% Rataton e
Do not forget the Account for CIT External deactivates
Extranet passwords expire passwords| tter 90 davs of inactivit
If you forget them, please arter ays or inactivity
Please change your password recovery . eﬁur?tuﬁr_\ dtc;‘te or .
' ' refer to page 5 & 74) clickon the linkin thé e-mail o
before it expires ( automatically refresh your account

R CONFIDENTIAL 12



@Property Information Registration
[Facility and Amenities Description)

Cancellation Policy & Mote

Cancellation Policy (For Japanese Website)
Date and Time Setting

Taxes and Fees

i Booking Data Analysis [ Users

Menthly Customize Page
Caily Users” Voice
Customer Review

Create Mew R-mail

Registered R-mail List [ Transmission Reserved |
Registered R-mail List [ Sent ]

Cancel Receiver's E-mail Address{Tao)

Change Sender's E-mail Address{From)

Register New Present

Registered Present List

In order to set a description of the facilities and amenities at your property,
use the ‘Facility & Amenity’ option from the ‘Hotel Information’ tab

(%
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In these fields, your hotel information is required.

@Property Information Registration
[Facility and Amenities Description)

o |_his is Test property,

| Less Than 100 Letters

This appears under your hotel name.

Parking | [Not Availzble

| Less Than 100 Letters

Facilities

[eeach
[]#arine Sport=
[ Tennis
[Gor
[Ccyding
[ skiing
[ skating
[Jrekking
[Jamusement Park
[ 200
Museumn
[Jaquarium

Attractions

Services

Other Services

Sightseeing/Leisure |

Less Than 100 Letters |

v [Jcamb
[[satellite Channel
[JPay Movies [[Jeathrobe
Jearv [ stirpers
[] Telephone [safe
[IModular Jack

[JFax

[Juan

[]wireless Intemet

[refrigerator

Mini Bar

Hair Dryer

[]oesk Lamp

[[Jiron (Lending)

[Jco player

[] Humidifier

[] transformer (Lending)

Room Amenities

[Jshampoa
[[]conditioner
[] Toathbrush

[Jrazer

[[Jshower Cap

|

Barrier-Free
Facilities

Special Services
(Upto3)

Other Privileges

Credit Cards*

Credit Card

[(Jrestaurant []8eauty Salon

[Jcafe [ Fitness Club

[]sky Lounge ] swimming Pool (Open during summer)
[Jear Lounge [Jswimming Pool (Open year-round)
[Jear []outdeor Swimming Poal

[nighe Club [ Tennis Court
[raracke []8arbecue Area
[Jeublic Large Bath []8usiness center
[sauna

[reds park

[Jeakery

[shopping Arcade
[Jvending Machine

[[Jcoin-Op Laundry
[]shared washing machine (Free of charge)

[rets allawed [JRoom Service [ Babysitter
[Jieundry Service [ Wiake-Up Call

[CJcomputers [ Express Delivery

[rax

[ intemet Access (E-mail) ] Maney Exchange

| Less Than 100 Letters

MISCELLANEOUS | [

URL

Update

| Less Than 100 Letters

| Less Than 100 Letters

| Less Than 100 Letters

[[Barier-free Room[ ]
O O
O O
O O
O O

[Jweicome Drink

[coupons

[JGreen Tea
[Jtewspapers
[JEarly check In
[]Late check-Out

Less Than 100 Letters

[Avisa
[z * Credit cards entered here will appear
American Express| o1 English hotel information page.

Diner's Club

Master Card

| Less Than 100 Letters

Point Collection

Frequent Flyer

| Less Than 100 Letters

| Less Than 100 Letters

&l

| Less Than 100 Letters

| Less Than 100 Letters

-a RT Travel OSURL(Less Than 80 Letters)

This URL will appear on the English site.

* Less Than 2000 Letters
Please start a new line when sentences get too long.

* Place a check mark when you don't want to release it to the public.

[] closed

Please do not use HTML tags.

For the first time: check if all the information is accurate
For changing the information: please contact ITC

CONFIDENTIAL
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@Property Information Registration

[Review Hotel Information]

|| Genera | | Password

Fassword (Extranet)

Facility & Amenity Fassword {Customer Credit Card)
Cancellation Policy & Mote

Cancellation Policy (For Japanese Website)

Date and Time Setting

Taxes and Fees

i Booking Data Analysis [ Users
Menthly Customize Page
Caily Users” Voice

-

Customer Review reate New R-mail

T

Registered R-mail List [ Transmission Reserved |
Registered R-mail List [ Sent ]

Cancel Receiver's E-mail Address{Tao)

Change Sender's E-mail Address{From)

Register New Present

Registered Present List

Use the “Property Information” function
to review the initial information provided at registration
*NOTE¥
If you need to change the information, please contact ITC
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@Property Information Registration

[Review Booking Data)

Genera | Password

Property Information

Facility & Amenity

Cancellation Policy & Mote

Cancellation Policy (For Japanese Website)

Fassword (Extranet)
Fassword {Customer Credit Card)

Date and Time Setting
Taxes and Fees

Booking Data Analysis Users

Menthly Customize Page
Caily sers’ Woice

-

o

1y

-

Customer Review reate New R-mail

T

Registered R-mail List [ Transmission Reserved |
Registered R-mail List [ Sent ]

Cancel Receiver's E-mail Address{Tao)

Change Sender's E-mail Address{From)

Register New Present

Registered Present List

To review a historic record of your bookings on a monthly or daily basis,

please select either of these options
¥NOTE %
This does not confirm the monthly invoice amount.
To check the invoice, please refer to page 89
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®Room Category Management
[Creating New Room]

Allotment Contro Booking Controls
Set Allocationgnd Black Out (Individual Room Retrieve Bookings
Tvpe) Search Bookings

On the “Room Control tab,”
click “Create New Room Category” [~ lusincontrors

I Create Mew Room Category l
n (HOTELONLY )

Baze Rates Create New Accommodation Plan
Auto Calculation Status (PACKAGE/Freeword Description)

Create Mew Accommeodation Plan
(PACKAGE/Multiingual Set Phrase Description)

Defing Caprellatiog Policay

SNOTE
Room types are not sold to users but are linked to
Accommodation Plans.
Room types can be linked to both <PACKAGE> and
<HOTEL ONLY> accommodation Plans

CONFIDENTIAL
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®Room Category Management
[Setting Basic Info]

Room Category

ST E P ] : {Acceptable characters are 1234887820

(%

uuuuuuuu [select {Optional) |
COd e Category [select {Optional) |
View [Select (COptional) |
Bed Type [ 5elect (Optional) |
A [Select (Optional) |
Free Input (Japanese) [
I Free Input (English) e I
Free Input {Simplified Chin

raditional Chinese) [

Input (Korean) [

mmmmmmm

STEP 2:
.., | Add description of the room type in English.
“== | Filling in the English fields is mandatory

CONFIDENTIAL 19



®Room Category Management
[Setting Basic Info]

STEP 5:

Set PAX, extra bed
charges, and child
settings for
<PACKAGE>
(TAXIS/C Inclusive)

Bed Type

lﬁl Package

STEP 6:
Click “Save”

STEP 7:
Click
“Extend Allotment”

STEP 3:
Set bed type for
<PACKAGE>
plans

NOTE
If bed type is
not guaranteed,
please select
ROH

(%

STEP 4.
Set minimum and
maximum PAX +
child settings for

<HOTEL ONLY>
Exclude child
(without bed)
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®Room Category Management

[Setting Basic Info]

% SAMPLE condition:«
- 2 Queen beds

% SAMPLE condition:x
- 1 King bed

(%

. 1Dauak . . 1zingle Zeingle 3shgle 1Dounle
. Mlnlmum 1 adult _ « Minimum 1 adult }':ﬁ ) [ ’j_f_ E
+ Maximum 4 people with beds o - Maximum 3 people with bed el ":j Bl | ok
- Maximum 2 children allowed without beds o~ - 1 child allowed without bed L 5 5 “O" ‘ 5 ;
- No extra bed can be used - 3rd person must use extra bed |— e T e
- Total PAX 6 people - Price for the extrabed is $100 | ’E }:D{ COCD)
(TAXI S/C Inclusive) - Total PAX 4 people 1 King bihers " ool 2 00en
) | 1 | 1
O O O O (TAXI S/C Inclusive) ® o o o)
Pax B | rotes oy Pax B oner oy
/T |1 Pai~ |6 el | ES——r E— —
lﬁlj«ﬂﬁse lﬁlﬂaja;e
Bed . Bed
HMJt 2 An
ril-.:'lll:l (2 - 12 years ald) I1 | |4 | H:qm (2 - 12 yemrs old) |Th | I1 = |
Wi Sed P Pax ¥ Wemses P R
I:l Extra Bed Suarames usD + Op= Exira Bied Cuaranes E WED + 1P
Without Bed N Without Bed
wi':_l:;f;; years okl Tim :2;;12 years okd)
% & Intanks [0- 1 yesrs okd) + 'E"r“;'rs.{-:l-uearsl:-lcl: +
Mazimum Pax | Room Bad 4 P Mazimum Pax | Room Bad -
;E:'l'm-l 2 P ;E:m 1 Pax
Toial [ Pax Tokal 4 Pax
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®Room Category Management
[Setting Initial Allotment)

STEP 1:

Select the room type to set

allotment

STEP 2:
Click “View”

(%

\
\W

[1: 2

1:217

e | View
Sell Through : - (Mo Inventony)

Select until which month
and year the Room Type will

STEP 3:

be sold

Allotment

Szl Through YN

S ‘\ STEP 5:
Click “Save”

STEP 4:

Set number

of rooms

that can be

sold

CONFIDENTIAL 22




®Room Category Management
[Edit Allocation & Set Black Outs)

h:ﬂi I Informat =-=.| Room Control |-:= nanc -| |8 Loy out |

Allotment Controls Booking Controls

‘ Set Allocation and Black Out (Individual Room ‘ Retrieve Bookings

Type) Search Bookings
Set Allocation and Black Out (All Room Types )

Set Plan Availability (HOTELONLY?)
Extend Allotment

Rate Controls Main Controls
MENU {Plan / Eoom List) Create Mew Room Category
Flan Rates Create New Accommodation Plan (HOTELONLY)
Baze Rates Create Mew Accommodation Plan
Aute Calculation Status (PACKAGE/Freeword Description)

Create Mew Accommeodation Plan
(PACKAGE/Multiingual Set Phrase Description)

*<NOTE:x
In order to change the allotment and availability of existing room categories:

Change [IENEIELEEILTY -> Edit “Allocation & Black Out” (Page 24)

Change [ILEELRTE > “Allocation & Black Out (All Room Categories)” (Page 27)

R CONFIDENTIAL 23
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®Room Category Management For One Room
[Edit Allocation & Set Black Outs] [

Allocation & Black Out

Show Mow ®) Show Room Category "For Sale” () Show All

Room Category :

B
- |ﬁ|dp—mk D CITY VIEW with KING bed{1-2 Pax including kids)}-2021/12/31})
B

STEP 1:

|ﬂlsup{| ! Superior 285sqm{-2020/12/31)

Select the room T cupt: Superior wiple 30sam( 202011231)
Cq teg o r to ed it _E_g_ |ﬁ| dp-mwi ! Mountain View with King Bed{1-3 Pax including kids)-2021/12/31)
y E |ﬂ| dxov-guesn ! SPECIALITY OCEAN WIEW QUEEN{1~SPAXM-2021/11/20)

| (<
_ e |ﬁ|5u|}k ! Superior KING 30sgm{-2020/12/31)

;]

|ﬂ| testD002 | West Wing Supericr Garden View Double Room D{-2020/12/31)

— ) (<
_ e |ﬁ| ov-king ! CITY VIEW with KING bed{1-3 Pax including kids){-2021/01/31}

B
B T8 gixas: 0 Light Room King bed (24sqm)-2020/12/21)
B

|ﬁ| dxov-king | SPECIALTY CITY VIEW KING{1-4PRAXM-2021/11/20)

L |ﬁlsuite ! Suite rcom S0sgmd{-2020/127/31)

B
=
B
BE

e |ﬁ| testd1 ! East Wing Executive Park View Double Room D afd{-2020/12/21)

|41l Room Categories

I 0000000000 0O0]

XNOTE%
If you wish to close all
room categories, please STEP 2:

refer to mge—27 I B Enter Aliocation & Black Out_ | I G CIiCk
“Enter Allocation & Black Out”

R CONFIDENTIAL 24




®Room Category Management [N
[Edit Allocation & Set Black Outs] Sl

Allocation & Black Out Rate & Meal =

Sell for <Way of Sales> For HOTELOMNLY and PACKAGE Set Details ==

Room Category supd ! Superior 25sgm
Room Information with Bathroom and Toilet'Free Wifi. 1 Double bed. 1CHDYO STE P ] :
Rate Type HOTELONLY : Rate/Pax .
PACKAGE : Rate/Rocom Se I eCt e Ith e r
Sales Period -2020-12 / (1} H ” . (1 ” u
Daily” basis or “Weekly-bulk” basis

Weekly-Bulk Amendment | >:<NOTE>:<
Check the next slide for “Weekly-bulk” basis

I Daily Amendment

2020 01020304050607 080910 11 12

% Previous 2020407 - 2020408 =

21 22 23 24 25 28 27 28

Tue Wed Thu Fri Sat Sun Men Tue Wed Thu Fri Sat

STEP 3: anccation (8 |2_J|_J_J|E 1| J|B J|EJ|E]|EI|EI|E]|E_]

Click Allocation Occupancy (B)

“Update” Availablity (A-B)
Apply

to Save Bladck Cut @ @
Mot Apply IL
changes JL\

oo -

=
Bl

0

3

O
oM

+ PAGET!

® O O
L0 o0 o 0 0 0 0 ©
I

\] STEP 2:

For daily basis, check the dates you want
to change, and edit the inventory level or
set the Black Out to “Apply”/’Not Apply” |

| BUpdate |

(%




®Room Category Management For One Room
[Edit Allocation & Set Black Outs] et/

Allocation & Black Out

E:L:gr =Way of For HOTELOMLY and PACKAGE Sst Details == STE P ] :
STE P 2: Room Category dp-cwk - CITY VIEW with KING bed{1-2 Fax including kids) -
Se |ect ;l:;n; 1jr| ;:nrmatinn -4:; TEE:;:T_: ﬂrﬂﬂ Eil:-'uar-sn-:.kir;.:aa Se I eCt e |the r
date ackacE:  RawReom / “Daily” basis or “Weekly-bulk” basis.
Sales Pericd -2021-12 >:< NOTE>:<
rang_e for Daily Amendment || Weekly-Bulk Amendment Check previous slide for “Daily” basis
edits I
\ Period : 2020/10/08 - [2020/12/31 O MMDD)
STEP 5: Day of Week : 2l B won B Tue B wed B e B Fri [ 52t M 5
CI iCk Allocation : O Notamens ® amena[s | Room I
“Update” Black Out : O ot amend O appty ®) not appty STEP 4:
to save Change allocation and/or Black Out Status
changes = HNOTESX
\] If you wish to close, check “Apply” at Block Out
STEP 5:
R Click “Update” to save changes CONFIDENTIAL 26




®Room Category Management AL Roar
[Edit Allocation & Set Black Outs) Category

Allocation & Black Cut ==

Set Allocation and Black Out (All Room Types)

ol e | oo STEP 2:
rgoe;tytoue 2022 EII:;:IEIE D304 050607 08 09 10 11 12 D / Mq ke

. Show How Show Room Category “For Sale™ Show All q I Ioca ti o n
want to edit and/or

\ Sun Man Tue Wed Thu quCk OUt

status
changes
%f il Alloestion E|_n= 5 E|_n= 5 E|_n= 5

If you wish to close,

~ VIEW with KING » v
?..:G:1_gu|:|-£:-r.fhziklth,_i:|:; Blag: Cut D Mot Apply D Mot Apply D Mot Apply @ Mot Apply @ Mot Apply CheCI( Apply for
HNOTE* ® spply ® apply ® Apply O apply O apply Block Out
° ()
If you wish to Ellhe T ossten [t Fo=t | [r fo=t | [t Fo=1 | [t Jo=t f[1 Jo=s
g dix34:0 Light Room King bed D - . l:::l - . D S @ Ny— @ S
Close S eCIfIC [34sqm) Black Cut Not Apply Mot Apply ot Apply Mot Apply ot Apply
p © pply ® acply ® Apply O apply O apsly STE P 3:

rpolzrdnscéarteefgro;g’ Total llocation 31-0=91 91-0=91 51-0=91 31-0=91 51-0=91 91-0=91 C I i C k

page 24 Update UPDATE UPDATE UPDATE LPDATE LPDATE E “ UPDATE " to
save

Allocation & Black Qut == %NOTEX
White/blue/pink box = “For Sale” Grey box = “Stop Sell changes

R CONFIDENTIAL 27
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®Room Category Management
[Extend Allotment)

hli'ﬁ I Inform H"li| Room Control |% |8 Log out |

Allotment Controls | Booking Controls
Set Allocation and Black Out (Individual Room Retrieve Bookings
Type) Search Bookings

Set Allocation and Black Out (All Reom Types)

Set Plan Availability (HOTELONLY)
I Extend Allotment i

Rate Controls Main Controls
MENU {Plan / Eoom List) Create Mew Room Category
Flan Rates Create New Accommodation Plan (HOTELONLY)
Baze Rates Create Mew Accommodation Plan
Aute Calculation Status (PACKAGE/Freeword Description)

Create Mew Accommeodation Plan
(PACKAGE/Multiingual Set Phrase Description)

Define Cancellation Policy
Change Order

Upload Photos & Videos
URL Links

In order to extend the allotment of an existing room category,
please go to “Extend Allotment”

CONFIDENTIAL
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®Room Category Management

[Extend Allotment)

Extend Selling Period

STEP 1:

SeleCt the | [select Room -

room category

to extend, and
click “View”

Extend Selling Period

|su|:u:|: Superior 25sgm v

supd: Superior 25sgm / with Bathroom and Toilet/Free Wifi. 1 Double

STEP 2:
Select the date
of sell through,
and number of

rooms for sale

STEP 3:

. Iy ” Allotment I Sell Through LYY
Click “Save

N\

Save

(%
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®Room Category Management
[Base Rates)

|.“=='= I Informat .--=.| Room Control |-Hi nanc -| |8 Loy out |

Allotment Controls Booking Controls
Set Allocation and Black Out (Individual Room Retrieve Bookings
Type) Search Bookings

Set Allocation and Black Out (All Reom Types)
Set Plan Awailability (HOTELONLY)
Extend Allotment

Rate Controls Main Controls
MENU {Plan / Eoom List) Create Mew Room Category
Flan Rates Create New Accommodation Plan (HOTELONLY)
Baze Rates Create Mew Accommodation Plan
Auto Calculation Status (PACKAGE/Freeword Description)

Create Mew Accommeodation Plan
(PACKAGE/Multiingual Set Phrase Description)

Define Cancellation Policy
Change Order
Upload Photos & Videos

*NOTE%
Room categories are not sold independently but are linked to accommodation plans.
By setting the “Base Rates” for room categories, you can use the auto calculation function to
control the rates of the accommodation plans

CONFIDENTIAL
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®Room Category Management For Room
[Base Rates) “{Daity) "

STEP 1:
Select the Room Category you want to set rates for

Base Rates /

Select Room e View

STEP 2:
Click “View”

(%
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®Room Category Management For Room
[Base Rates) “{Daity) "

STEP 3: -
tes
Select
“ . ” [deho=123: DELUXE DOUBLE ROGM | View
Dq I Iy Amend ment \ deluxeiZd: DELUXE D'C.ILIEIILE RO{OM § with Bathroom and Toilet/room all
>:< NOTE>:< S&ll Through 2020010021
Ref‘?r to a e 35 for I Daily Amendmeant I ‘Weakly-Bulk Amendment |
Weekly-bUIk | froor. o] ] 02 05 04 05 05 07 02 09 o4 412
Amendment”
1 12 13 <
Ti Sun Maon Tue We
b qfb b |fBoo [ipoo  [{poo ]ipoo |k
Rakuten Rate (Gross) 2 Pax/ Room 0 0 0 aJ 0 aJ 0 fo [l Il M || =0 ||Ese ]|[zs0 | E
STEP 5: 3 Pax / Room | ez o o o o
Click “Save" Package Rate{MET) 1-2 Pax / Room b Ilfo Il |35 lpes J|ps |5 |k
\ Save Edit Allotment == 1
STEP 4:
Select the

date & PAX, and input rate into the box

CONFIDENTIAL 32
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®Room Category Management For Room
[Base Rates) “{Daity) "

Base Rates

[d=hn=123: DELURE DOUBLE ROGM | View

>:< SAM PLE >:< deluxeiZd: DELUXE DOUBLE RCOM / with Bathroom and Toilet'room all
< H OTE L O N LY> Sell Through 2020/ 10531
It q I Iows you to Daily Amendment Weekly-Bulk Amandment
input each PAX rate.| = L

(1-3 PAXRatein |
. e 1 2 2 = 5 i} T ] 9 10 11 12 13 14
thls Case) Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed
1Pax/Room [0 J J 0 P b fjo  flleo [jpoo ipso  [iPso  [lpoo  [|lo0  ||]2oo |
Price below the decimal point Rakuten Rate (Gross) 2 Pax/ Room fo || ||fo [lzoo  |{oo  ||ese  ||se (oo ]|Roo |[Eoeo |
might be changed depending on 2 Pax/ Room b oIl [{pooJjBoo g0 Jjp Jjoo  ]|pooJ|poo ]
the currencies Pactage Rste(NET) |  1-2 Pax/Room R | ] [
< >
Save Edit Allotment ==
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®Room Category Management For Room
[Base Rates) “{Daity) "

Base Rates

>:< SA M P LE >:< ldeuf:l?:;?;:U;ELﬁiB:ﬂi:‘;imﬂm { with Bath ru-un|1 and Tuile-tl'rniwa.ll
< P AC K AG E > Sall Through 2020/10/31
It o n Iy q I IOWS you to Daily Amandmeant Weakly-Bulk Amendment
input total price, =

iﬂClUding q" TAX 2020-10 |

P 1 2 3 4 5 i 7 B 5 10 11 12 13 14
Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Men Tu Ved
It your property requires tPaxioom [0 |6 Jlo o b b b Jaw Jlpwo Jlpso J|pso Jpoo | J|pm ]
Resort Fee/Service Charge Rakuten Rate (Gross) 2 Pax / Room 0 0 0 0 b | | l|zoo  J|Roo  ]|so  J|{Rso  [{koo  [|[eoe  [|Roo |k
It must include in <PACKAGE> rate as well 3 Pax / Room 5 . x 3 o Ik Ik e e B b 1w /po /po
Package Rate{MET) 1-2 Pax /! Room 0 i ] 0 E

Save Edit Allotment ==

CONFIDENTIAL 34

(%



®Room Category Management For Room
(Base Rates) ook

Base Rates
STEP 1:
[dehme123: DELUXE DOUBLE ROOM | View I [
deluxeiZ3: DELUXE DOUBLE ROOM § with Bathroom and Toilet/room all ¢ Se Iect th e Roo m

Sl Through 2020010031

Weekly-Bulk Amendment

Category you want
to edit for, and

Daily Amendment I

2020/12/31

Period From: [2020/10/08 M T on. Tue. Wed. Thu. Fri. Sat. Sun. CI ick “View”
Tax & Service Charge, Currency [After Tax] Inclusive Tax, Inclusive Service Charge, EUR
1 Pax / Room 2 Pax / Room 3 Pax / Room -
O DO Mot Amend @ Amend STE P 2
Rakuten Rate|Gross) 200 | [oo |  Boo n

Select
“Weekly-bulk

Tax & Service Charge, Currency [After Tax] Inclusive Tax, Inclusive Service Charge, EUR Amend ment"
() Do Mot Amend ®) Amend 1-2 Pax / Room XNOTEX
B o ' Refer to page 32 for
“Daily Amendment”

Save Edit Allotment ==
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®Room Category Management For Room
(Base Rates) ook

Base Rates
[d=he=123: DELUXE COUBLE ROOM | Yiew
deluxeiZd: DELUXE DOUBLE RCOM J/ with Bathroom and Toilet/room all
Sell Through 202010731 >:< N OTE >:<
_ <HOTEL ONLY>
STE P 3: Daily Amendment Weekly-Bulk Amendment It q I |OWS you tO inpUt
Select Period From: 0200008 | T B M Ma Duen. e Dwes. D D | each PAX rate

“Amend,” and <PACKAGE>

input rates for It only allows you to
both/or N [After Tax] Inclusive Tax, Inclusive Service Charge, EUR i.n put t.otal price’
<Hotel Only> | O oo v s @ mrars 17 T . including all TAX

Rakuten Rate|Gross) 00 | Roo | Boo

< PACKAGE > | ‘\ If you wish to create
room category with

Tax & Service ChﬂM [After Tax] Inclusive Tax, Inclusive Service Charge, EUR d iffe rent PAX for
<PACKAGE>

.STE“P 4: . Package Rate(NET) \ I (C Do Mot Amend ®) Amend |1{:»J.:|--2 Fax / Room II p|eCISQ ContGCt ITC
Click “Save

‘ Save Edit Allotment ==
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®Room Category Management

[Quick Review]

W| Room Control |I Finance |

(B Log out |

Allotment Controls

Set Allocation and Black Out (Individual Room
Type}

Set Allocation and Black Out (All Reom Types)
Set Plan Awailability (HOTELONLY)

Extend Allotment

Rate Controls

MENU {Plan / Eoom List) |

Plan Rates
Baze Rates
Auto Calculation Status

]
i Booking Controls

Retrieve Bookings
Search Bookings

[
i Main Controls

Create Mew Room Category
Create New Accommodation Plan (HOTELONLY)

Create New Accommodation Plan
(PACKAGE/Freeword Description)

Create Mew Accommeodation Plan
(PACKAGE/Multiingual Set Phrase Description)

Define Cancellation Policy
Change Order

go to “MENU (Plan/Room List)”

To quickly review and edit the allocation & rate information for Room Categories,

(%
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®Room Category Management
[Quick Review)

Main Controls

STEP 1: S O e B [@ STEP 2:
Click " | Selecta
“Room Category” Iﬁ | o registered room
tqb | Accommaodation Plan Category and

- - (11 ”
Status Pericd Category Sort I k S h
Al (Al ] [l 1 oA < CliC earc

TOP = KMenu

d

STEP 3:
From here, you can change
“For Sale/Stop Sell” status and go editing “Base Rates” & “Allotment”

|4""\ﬁ | supd: Superior 25sgm
noteLonLy IETEEETS b | with Bathroom and Toilet/Free Wifi. 1 Double bed. 1CHD{D-8yrs) can stay i} sharing existing beg with adults for
free.
G For Sale Sell Through: 2020/12/31 | |

(%
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Agenda

@Accommodation Plan Management

Page 39 - 68

(%
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@Accommodation Plan Management
[Creating Accommodation Plans])

| Room Control |m |8 Log out |

Allotment Controls | Booking Controls
Set Allocation and Black Out (Individual Room Retrieve Bookings
Type) Search Bookings

Set Allocation and Black Out (All Reom Types)
Set Plan Awailability (HOTELONLY)
Extend Allotment

Rate Controls Main Controls
MENU {Plan / Eoom List) Create Mew Room Category
Flan Rates Create New Accommodation Plan (HOTELONLY)
Baze Rates Create Mew Accommodation Plan
Aute Calculation Status (PACKAGE/Freeword Description)

Create Mew Accommeodation Plan
(PACKAGE/Multiingual Set Phrase Description)

Lefine Cancellation 5uli|:'_..r
Change Order
Upload Photos & Videos

<NOTE %
There are two types of Accommodation Plans:
<HOTEL ONLY> - Selling room only
<PACKAGE> - Selling room plus air ticket

CONFIDENTIAL
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@Accommodation Plan Management
[<HOTEL ONLY> Accommodation Plans)

STEP 1: | | |
Set the dqtes the Accommodation Plan Basic Information

plan is available

to book

Sale=s Type Hotel Onby

/ /

Booking Period From 2020010008 |™[AM1Z __|:00JsT To[ao2ifon31 ™ [PM 11 __|:55 JST

STEP 2:

Set the dates the

N /L

Staying Period From Q02010710 |™  To[z02tfoa/E |
guest can stay
Closed to Arrival Cutoff O Do Nt Apphy @ Apphy At Day(s) Bafore Arrival
STEP 3:
Length of & . ) )
Set Cut off ddte Hes?rtmmn:ay (O Do Not Apphy ® Apphy  Min, 2 |mightis)  Max.[ | Mightis)
fO r CheCk- In Plan Rate Auto Calculation © Do Not Agpty ® agpty  [Discount % | |15

(Bazed on Baze Rate)

STEP 4. * [ o chiose "D Mok Agaoly” you can update e Plan Rate dinecily
|}

Set minimum or Rakuten Super Points @ Bo Net APWGAPW IZ‘
mGXimum Iength “ The oost of Fskuien Super Poirs 1 e respors IRy of e property * Agpilkes only to Jaganese She

of stay
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@Accommodation Plan Management
[<HOTEL ONLY> Accommodation Plans)

STEP 5:

To set the
Accommodation
Plan rate based on
the Room Category
“Base Rate”, use
this function

S EXAMPLE:%
To create 15% off plan,
set
“Apply”
“Discount %"
“1511
As shown on the picture

Accommodation Plan Basic Information

Sales Type Hotel Onby

Booking Period From 2020010008 |™[AM1Z __|:00JsT To[ao2ifon31 ™ [PM 11 __|:55 JST

Staying Period From Q020/10/10 |™  To[z02tfoa/ze |1

Closed to Arrival Cutoff O Do Nt Apphy @ Apphy At Day(s) Bafore Arrival

'ﬁz :tg:;t?c_fns;a ¥ (O Do Not Apphy ® Apphy  Min, Nightts)  Max. [ | Might(s) Applylng Rakuten
Super Point is subject

Plan Rate Auto Calculation O Do Mot apply ® gty [Diszount % T to override commission

(Bazed on Baze Rate)

* I you choose "D Mot Apply” you can update the Plan Rate dinscil

Rakuten Super Points

@ Do Mot Apphy ':::' Apphy |Z|

* The cost of Rakeuten Super Points ks e nesponsioliiy of e propey -~ Applies only o Japanese She

R

\

If you would like to
offer, please contact
ITC about additional
Super Points

CONFIDENTIAL 42




@Accommodation Plan Management
[<HOTEL ONLY> Accommodation Plans)

STEP 6:
Please contact
ITC about
creating a
“Secret Plan”

Websties to Sell Through

“Websites to Sell Through”
is currently not functioning

N

cret Plan

@ Do Mot Apphy O Apphy Password {Optional) |:|

“ Agplies onily fo HOTELONLY [ Japanese Ske)

STEP 7:
Select the
payment
conditions for the
plan

"

Payment Options

[Payment by Customer]

O Mo Prepayment D If a Customers Credit Card iz NOT reguired

“ Mo Depos O AVENCE Payment can be changsd 1o he Cusiomers CTeol Card
O Prepayment (partial or totaly by Customer

“ Your property can change 2 Deposk or Advance Fayment o fhe Credil Card i ihe Bime of booking
[Payment by Rakuten Travel |

O Online Card Payment
* Prayment will Es2 e R0 J0ur propserty from Rzkuten Traves

to guarantes the booking, please check this box.

STEP 8:
Check and apply
the desired
Cancellation
Policy.

To create
cancellation
policy, please
refer to page 57

(%

Cancellation Policy

[Cancellation Policy Setting List] “Cance'ston po setting wi

[ Regular ]
[5: 7 dizys first night moshow Full night : RegulznP43] |
**ou must s=t one Re on policy

ar cancellation policy

[ Seasonal ]
Add more sessonal cancellstion policy +

* Plang Base Paligy Will D2 JU0maticaly 3polied FRer &nending Me 00ging D2rod of e SCCOMMOaztion plan

Restore Cument Setting

-ree input = |

C transiates plan tor you

STEP 9:
Click “Save and
select contents
(input method)”

“Multilingual Set Phrases = description database

/

Save and Enter Contents {Free input)

Save and Enter Contents (Multilinguzl Set Phrases)
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@Accommodation Plan Management RSN

Plan

[<HOTEL ONLY> Accommodation Plans) e,

Accommodation Plan Description

Enter the Plan Title

and Plan Description
P //

in English -
S ey e s e s s XNOTE>% o
Filling in the English Plan Title & Description

. . in English will be
fields is mandatory N reflected to Booking

Confirmation Voucher
Plan Title & Description

STEP 2: in Japanese will be
Click “Save” and reflected to User
move to “Link Room Interface
types to Plan”

Plan Description

x

Save Link Room Type to Plan ==
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@Accommodation Plan Management B

to

[<HOTEL ONLY> Accommodation Plans) R

ation Plan

STEP 1:
Select the Room
type and

Link Room Type to Plan

supk: Supenior KING 30=gm View I

u FB10770: Best Availsble Hate
a CCO m m Od qtl o n / J107T0: (HOTELONLY) Best Available Rate

Booking Pericd: 201600804 - 2018/08/04, Staying Period: 2016/08/04 - 2018/05030

plq n 7 supk: Superior KING 30sqm / with Bathroom and Toilet/Free Wifi. 1 KING bed. 1CHD{D-4yrs) can stay in sharing existing bed with adults for free.
Sell Through : 2020012731

then press “View”

Breakfast D Include @ Exclude

STEP 2: Dinner ':::' Includs @' Excluds
Set the meal and
children conditions 1%

for the Child (Without Bed) @ Acceptable (Exclude from Pax) O Mot Acoepted (Exclude from Pax)

combination of
room and plan \
then click “Save” N
and move to [ tcmmmmm |

“Accommodation
Plan Rate” CONFIDENTIAL 45
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@Accommodation Plan Management Rasaiias

ation Plan

[<HOTEL ONLY> Accommodation Plans) BEEEE

STEP ] : Accommodation Plan Rate (Dqlly)
Confirm the Room [4582060: Bext available plan | [Sue: S room Sisgm =

A5E2060: (HOTELONLY) Best available plan

ty pe q n d Booking Pericd 2015/10/04 - 2020/12/31, Staying Period 2015710004 - 2020012721

suite: Suite room 30sgm f/ with Bathroom and Toilet/Free Wifi. 2 Queen beds. 2CHD{0-4yrs) can stay in sharing existing bed with adults for free.

GCCOm mOdation Period 20E0/12/31

p I q n 7 Daily Amandmant Weekly-Bulk Amendment .

then press “VieW” 2020 ':'1'32'33'3'4-'35'3'5':‘7'2‘3';9.1.'2.1112

2020 Oct Mesxt }-“_|

STEP 2. [Asrher Tax] Inclusive Tax, Inciusive Ssrvics Charge, EUR 01 0z 03 04 05 06 07 08 0% 10 11 12 13 14

u Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun: Mon Tue Ned
Updqte Rq kuten 1 Pax / Room 0 0 0 0 0 0 0 0 oo (koo ||oo ||poo |{poo |{poo |

=
the per P AX for the Rakuten Rate 2 Pax / Reom 0 0 0 0 0 0 0 0 eo ||Bso |ifeso {fso ](Pse J|pse ]
d t t h (Grose Rete) 2 Pax / Room 0 o 0 i] 0 0 0 o poo  |poo  [|poo /oo [|Boo  [lfoo |
q es o C qnge 4 Pax / Room

STEP 3: Rack Rate Unnecessary to update

. “ ” (Gross Retel Rack Rate function is not in used
Click “Update” to save ( SIS IOEIOTESE)
changes and move to

Meal

“Accommodation Plan O|lo| ol o|o|o
Availability Control” [ ‘ . :

R _ - To update a range of dates please press “Weekly-Bulk
Update Accommedstion Plan Availability Control ==

LAS Amendments”(Next Page) - 46




@Accommodation Plan Management
[<HOTEL ONLY> Accommodation Plans)

STEP 1:
Confirm the Room
type and
accommodation
plan,
then press “View”

Accommodation Plan Rate

Accommod
ation Plan

Rates (Bulk)

[4EE305D: Best availzble plan

| [suite: Suite room Slsgm

Wiew

STEP 2:
Select date range
to edit and which

days within that
range to change
(i.e.only
Saturday&Sunday)

»

STEP 4.
Edit meals setting

[

45382060: (HOTELONLY) Best available plan

Pericd 2020/12721

Booking Pericd 2015/ 10004 - 2020/12/21, Staying Pericd 201510004 - 2020012431
suite: Suite room 3sgm / with Bathroom and Toilet/Free Wifi. 2 Queen beds. 2CHDO{0-4yrs) can stay in sharing existing bed with adults for free.

Daily Amendment Weekly-Bulk Amendmeant

Period

From: 2020/10/05 |3 Te:P020/10/08 |3 [dan Dlmen. Drwe Dwes Ume D BMsa Msun,
|

Tax & Service Charge,
Currency

[After Tax] Inclusive Tax, Inclusive Service Charge, EUR

]

Rakuten Rate(Gross)

D Do Nat Amen

v @ Amend 1

2 Pax / Rioom 3 Pax / Rioom 4 Pax / Rioom

Bso_ | Boo | ps0 |

Rack Rate|Gross Rate)

Unnecessary to update
Rack Rate function is not in used

STEP 3:
Update
Rakuten Rate
per PAX for
the dates
selected

R

~—

Breakfast (O Do ot Amend () inct. @) £yl
of Dinner D Do Not Amend ':::' Imc. @ Excl. I
STEP 5:
Update Accommodation Flan Availability Control == CI iCk “u pdqte” to save
— e
and move to

“Availability controls”

previously
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@Accommodation Plan Management [pessires
[<HOTEL ONLY> Accommodation Plans] [t

Availability

Accommodation Plan Availability Control

STE P 'I . I [4721305: BAR | [cvking: CITY VIEW with KING bed{1-3 Pax inchuding kic _ | View I
u .

H ’ Booking Pericd 2020/04/01 - 2020011430, Staying Pericd 2020:04/01 - 2020011730
Confl rm the / cv-king: EI'II:F 1.I'IEEI.IH:.I' with KING bed(1-3 Pax inclljr::::ng hirdmsif Shower Room and Teilet'Non-5mokingla
Room type an d Sl Through 2021/01/21
q Cco m m Od qtl o n Daily Amendmant Waekly-Bulk Amendment
plan, then press mf 0 02 003 04 05 05 07 08 09 10 11 12

“View”

STEP 2: N D 30 [ [ 0 o [

. Son S Ciosad | Closed | Ciossd | Clossd | Ciossd | Clossd | Ciossd | Clossd | Clossd | Clossd | Clossa | open | Open | Open | open | Cpen | Open | open
Decide whether | = o o e e e e e
to control Olololo/olololololo
availability by Olololololololololo

“Daily e e e e e e e e o e e et e e o
Amendment” or
by “Weekly BU I k Update Accommedation Flan Rate ==

Amendment”

R
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@Accommodation Plan Management [

ation Plan

[<HOTEL ONLY> Accommodation Plans)] st

(Daily)

STEP 2: Accommodation Plan Availability Control
“A"ocate P|qn [4721305: BAR | [cw-King: CITY VIEW with KING bedl1-3 Pax inchding ki __ | View STEP 'I -
»” 4721305: (HOTELONLY) BAR
| Invento ry  Booking Feriod 2020104101 - 2020/11/30, Staying Period 2020/04/01 - 202011120 | Confirm the
— nput available cv-king: CITY VIEW with KING bed(1-3 Pax including kids) / Shower Room and Toiletlon-Smoking/a
numbers of inventory e Room type and

“ ” Daily Amendment Weekly-Bulk Amendment \ qccommOthion
Stop Sell = SETCTLICE T | plan,

— if you wish to stop

T Fri 5 5 M T Wed T Fi 'm 5 o T -I “View”
“Closed to Arrivals” R Sype Tots 3 -1 5 3 3 3 3 5 ] 3 5 5 3 5 3 5 5 3 I
—To check here, no Asceme P e C_ - JC_ e e le—lEe_1e_Jl
CheCk-InS on thls day IS Siooen Samtus Closed | Clossd | Clossd | Clossd | Clossd | Clossd | Ciessd | Clossd | Clossd | Clossd | Clossa | Open | Open | Opsn | Open | Cpsn | Cpen | Open
allowed Olololo/olglald
oy AT im s |:| I:l |:| I:l |:| I:l |:| |:| I:‘ |:|
@ ” Clhomad to Depariores |:| D |:| D |:| D |:| |:| I:‘ |:|
Closed to Departures —

_ TO CheCk here’ no ’ﬂ:l_:: 1aiimg e SBooking LIMIET bo 23ro (30 will meam Bak Serre 15 mo Ivanbory bor s plam and IE will MOT B Soldd on B waisibe. IF mo valos 15 Sat for B SBooking LIMIES, S plam will b sodd undl i
check-outs on this day

iS G"OWQd I Lipdats Accommodation Plan Rate .‘=-I \ STEP 3:

Click “update” to save
changes
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@Accommodation Plan Management [

ation Plan

[<HOTEL ONLY> Accommodation Plans)] st

STEP 3_ Accommodation Plan Availability Control (BUIk)
“Allocate Plan P
|nventory" [4721305: BAR | [cwKing: CITY VIEW with KING bed[1-3 Pax indhuding ke _| Viewr ST.EP ] .
- InDUt available 4?2131}:;:: E:?.:ng?:im - 2020011430, Staying Period 2020/04/01 - 2020/11/30 Confl rm the
nllrj\:"nebnetrosr;f whlngs,a:li_lrza‘ild?g;dh;{;l‘dﬁ bed{1-3 Pax including kids) / Shower Room and Toilet/Non-Smoking/a Room type qu
Daily Amendment Weekly-Bulk Amendment q CCO m m Od q tl o n
“Stop Se"" From: [2020/10/09 To: 2020710709 ¥ : plqn’
_if you wish to stop rom: R020/10/08 [ Tor poa0/10/08  |F [Jan BMuwen. Uree Dwes [me [ then press
Se"ing, CheCk here N\ Allocate Plan Inventory 'D Do Mot Amend @Arrar-: 1] | Roomiz) \ “VieW”
|
“Closed to Arrivals” stop Sell O o Not Amend @ appiy O po Not Apply \ —1
N To CheCk here’ no Closed to Arrivals i O appry O by STEP 2'
check-ins on this day S :
iS G"Owed Closed to Departures ® Do Not Amend ) appty O Do Not Apply Set date rqr‘-ge
- | anddatesin
— To Check here’ no Update Accommodstion Flan Rate = ] . STEP 4;’: w.ant to edlt
check-outs on this Click “Update” to save (i.e. Monday
day is allowed - changes only)
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@Accommodation Plan Management
[<PACKAGE> Accommodation Plans]

hli'i”i I Inform H"li| Room Control |% |8 Log out |

]
Allotment Controls | Booking Controls
Set Allocation and Black Out (Individual Room Retrieve Bookings
Type) Search Bookings

Set Allocation and Black Out (All Reom Types)
Set Plan Awailability (HOTELONLY)
Extend Allotment

]
Rate Controls | Main Controls
MENU {Plan / Eoom List) Create Mew Room Category
Flan Rates Create New Accommodation Plan (HOTELONLY)
Baze Rates Create Mew Accommodation Plan
Aute Calculation Status (PACKAGE/Freeword Description)

Create Mew Accommeodation Plan
(PACKAGE/Multiingual Set Phrase Description)

Lefine Cancellation 5uli|:'_..r
Change Order
Upload Photos & Videos

URL Link=s
XNOTE>X

For creating a PACKAGE (AIR + Hotel) Accommodation Plan, select either:
- Free word Description — enter plan details in English
- Multilingual Set Phrase - use a database of phrases that can be automatically translated

CONFIDENTIAL
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@Accommodation Plan Management
[<PACKAGE> Accommodation Plans]

STEP 1:
Select Room Category to be

New Accommodation Plan
 Enter Pian ndo |

Enter Pian Detads  Ender Rate & Meal  Start For Sale (E08)

m))m))r—\\

sold with airfare S'i'EP 6-

To set the
Accommodation Plan
rate based on the Room

STEP 2:

Set the dates the guest can
book

Sell for <\Way of Sales> ® (78 | For PACKAGE

@ Show Room Catagony "For Sake” O g

B |G| dp-ovk : CITY VIEW wit
f_ |‘°"§_ | supd : Supsrior Z5sgmi-
i I_-‘P‘:-hﬂé-'l supt : Superior triple 3=

B | (78 | dp-mvk : Mountain View

Category “Base Rate”,

H |""_§ | deow-guesn : SFECIALI

% | (T35 | supk : Superior KING 30
-] |-‘°"*§;5| testDO02 : West Wing Su
H |.‘i§r| cw-king | CITY VIEW wit
B | [T | dehuxe22 : DELUXE DO
# | [T | dbx34 : D Light Room Kin

B |8 | dxov-king : SPECIALTY

STEP 3:
Set the dates the guest can
stay

use this function
(i.e. 10% discount from
base rate)

Room Category

\

OC®CO00000000

STEP 4.
Set minimum or maximum

# |[*8 | suite : Suite room S0sqn
-] |‘P"“‘§5| te=td1 : Esst Wing Exac 'l
“ay of Sales should De rasched batwesn Room TyEe and Flan _"I.:'E! Wl neot D ON Sale
Booking Period [z020/10/05 |- 2020012721 I‘YY‘(.-‘H WDD)

| I VY MDD
4

STEP 7:
Click “Enter

Staying Period [z020/12023 |- 2020012731

Length of Stay and limit to
number of Package plans to
be sold

STEP 5:
Set days before check-in to
stop sale

’Y Consecutive Nights

(0 Mot Apcly (@) Apply Min. M. Il

—* Max. Allocation(For Accommodation Plan)

@ Mot Apphy O Apphy Roorr.-'Ni;is}

Rate” to save

and move on

Cut-Off{For Accommodation Plan)
Plan Rate Auto Calculation (Based on Room
Rate)

D Nat Apphy @ Apphy Diays Pr‘m Ledging Data
| [10

(T) Mot Apply (@) Apply | Discount %
= If yiou chooss "Mot Apply”, default plan rate will be s=t a5

~_ N
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@Accommodation Plan Management
[<PACKAGE> chgmmodation Plans)

STEP 1: s
- PACKAGE English

Enter the Plan Titleand Plan |_—"" e

Description in both Japanesey — .. .

and EngliSh EFRRE TS L

STEP 2: -

Click “Enter Rate” to save
and move forward

(%
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@Accommodation Plan Management
[<PACKAGE> Accommodation Plans]

[You are NOW editing.]

Plans will not be for sale until you click on "Edit Then Start For Sale”.

Sell for <\Way of Sales>

Flan Mame

Room Category
Room Description

Rate Type

STEP 1: saaros

45304072 : For PACKAGE

HOTELOMLY: —

FACHAGE: Year-End Flan

dxcv-king @ SFECIALTY CITY VIEW KING{1-4RAX)
with Bathroom and Toilet's

HOTELOMLY: Rate/Pax

FACKAGE: Rate/Room

2020010005 - 20201231

202011223 - 20212131

Set Meal Conditions

and Child Policy for —

Japanszs

MET Rat= Plan Rate will b= "07 first and sutomaticslly updated by the calculation based on Room Rats after 3 while.

room Rate
\ Tax & Service Charge

[METT] Incl.Tax & Sic

STEP 2:
Click “Start for Sale”

Breakfast ® 0o O Exa.
Meal Lunch O Incl. @ Excl.
Diner O it ® gx,
Child{2-12 years o ) @ sppiicabie O Not Appiicabie
Infants(D-1 yesrs ol ) ® appicabie O Nt Applicabie

to enter rates

@ Start For Sale

R

CONFIDENTIAL 54



@Accommodation Plan Management
[<PACKAGE> Accommodation Plans]

New Accommodation Plan

STEP 1:
Select “Daily
Amendment” or
“Weekly-Bulk
Amendment”

STEP 2:
If Daily, set the NET
rate for each day and

the meal settings
“Weekly-Bulk” for the next
page

STEP 3:
Click “Start For Sale”

(%

Accommod
ation Plan

Rates
(Daily)

Enter Fin Info  Enfer Flan Detads  Enter Raie & Mead B0 RSt s D)

@))@))@))

Sell for <Way of Sales> 4B8TETE1 : For PACKAGE Check dstzils of the Flan Name and Details==»=
PPPPPPP
PACKAGE: 3
loom Category dp-cvk : CITY VIEW with KING bed{1-2 Pax including kids)
'oom Descrip with Bathroom and Toilet/Non-Smoking/aa
ELOMLY: Rate/Pax
PACKAGE: Rate/Room
Booking Pericd 20200504 - 2020405-20
Staying Period 20200504 - 202005-20
I Daily Amendmm Weekly-Bulk Amendment I'
| 2020 01 02 03 04 05 06 07 &8 02 10 11 12

20200

I

o
s

MET Rate

45"
g
-
2
:
8
:E"
3
.
:
-

®® 0@ C|®|0O
@ @®O® 0o ®0 |77 =

@@O@O@O#Tn
®l@olelole|o] ||
@l@lol®@lo@|o|®]F]-
el@lol@lo@|o|®| -
®l@ol@|o®|o|F| |«
@l@lol®ol@|o 7|a
®@ol@o@o|| -
elelolelolelo] ||g
®®loj®o|®@0|2|F]|=
el@lol®@lo@|o||?|#]s

®|® |0 @ |0 |®|O
®|@® |0 @ |0 |®|O
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@Accommodation Plan Management
[<PACKAGE> Accommodation Plans]

Rate & Meal for Accommodation Plan

Accommod

ation Plan
Rates (Bulk)

(%

STEP 1: S
Setdaterangeand | = e
dates in that range N A
you want to edit (i.e.
weekday only) ——
STEP 2: — = -
Set NET rate and =
meal availability
STEP 3: E:J;g ese”ice [NETT] lrcl.Taxas:s:
Click “Update” and e wras: O s © oo O
start sale R

/
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@Accommodation Plan Ma
[Creating Cancellation

| Room Control ‘% B Log out

hagement
Policy]

To create/add cancellation policy, go “Room Control”
and click “Define cancellation Policy”

(%

Rate Controls | Main Controls
MENU (Plan / Room List) Create New Room Category
Plan Rates Create New Accommodation Plan (HOTELONLY)
Basze Hates Create Mew Accommodation Plan
Aute Calculation Status (PACKAGE/Freeword Description)

PACKAGE/Multilingual SEIt Phrase Description}
Define Cancellation Polic ]
Change Order

Upload Photos & Videos

Japsnese Website]

“Cancellation Policy(For Japanese

Cancellati
URL Links I

Website)” on Hotel Information

is currently not functioning

CONFIDENTIAL
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@Accommodation Plan Management
[Creating Cancellation Policy])

Define Cancellation Policy

Registered Cancellation Policy List ® availableonly ) All {including disabled) semzmran e

n-__—m pp——

afer 00000 on 6 days befone chadk-in date 100 % of full i

0o Cannalizton polley for BAR plan Doz azlizai 0160405 -
. Pt 28 (£EmE DIy Wi
e sz Will B2 UBET)
Cannaliz e 100 % ol igees
F1 singapare grand prog{irom .
000 Fl =pecial R _ niot st (same penEhy Wi 2016-08-11 1o 201E-0-15) Aumlizai 2

canceliation will be used)

STEP 1.
Click
“Register Cancellation Policy”
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@Accommodation Plan Management
[Creating Cancellation Policy)

STEP 2:
Create the name
of cancel policy

STEP 3:

RT Travel 05
TOP = Room Control Top

Define Cancellation Policy

Register Cancellation Policy
Cancellation Policy 1D *|0 will be assigned after cancellation policy was registersed

™A [ Cancellation Policy Hame | [Regulsr Cancellztion Policy 2020

T

Define the
penalty

Penalty Definition [Cancellation Deadline and Penalty]

[Pensalty] [100 . . % of [Full night |

[Ceadling] After *%:%% on **  days before ched-in date / penalty is applied

[Mo-Show Penalty] “options

STEP 4:
Select the
seasonality

STEP 5:
R Click “Register”

[Penalty] *%° % of |{same as cancellation) . . | “same penaity Wi cancefiation will be appilisd B
2t

P | Seasonality [Regekr ™

Registered Date

Clear| Back 1o List

NOTE>

Repeat this for creating peak or other policies
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@Accommodation Plan Management
[Setting Cancellation Policy )

Define Cancellation Policy

Registered Cancellation Policy List @® Available only All (Including disabled) Register Cancellation Polcy]
o | e penaty Dot —m-
Cancellation after 00:00 on 3 days before check-in date 100 % of full nights

3 days before check-in and

0001 noshow 100% of total night No-show not set (same penalty with Regular Available 2020/02/07 -
cancellation will be used)
100%deposit at the time of Cancellation anytime 100 % of full nights Reqular
o002 booking (Mon refundable and - Availlable 202002/07 -
MNon cancellation) Mo-show - LB R L

cancellation will be used)

Seasonality Setting

STEP 1:
Seasonality List (Application bazis: Stay Night Base) CI iCk (1] Seqsonq I ity Cq Iendq r”

Priority  Color Seasonality Mame

P1 . Paak ﬁ
F2 Reqular STEP 2:

* Grab and release whers you want to place and change priority.

| - | Click “Add Seasonality”

Add Seasonality e
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@Accommodation Plan Management
[Setting Cancellation Policy )

STEP 3:
Create name of the policy

Mame *Reguirsd

Add Seaszonality

‘Year End Policy 2020

STEP 4.
Define period of the
policy

STEP 5:
Click “Add”

Color Period

From

2020/12/25

To | 2020/12/31
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@Accommodation Plan Management
[Setting Cancellation Policy )

Seasonality Setting

Seasonality List [application basis: Stay Might Bass) View Seasonality in Calen
STE P 6: Friority Color Jeasonality Name < >
qug q n.d move u p/d?wn Pi ChristmasCancel11-10t011-12 = Sun Mon T
the policy for changing [~ = o s ety 20 BsE .
priorities R - —
XNOTEX P4 . Pesk = : —
The most strict cancel policy should Ps [ Cancelation Policy 12231007 =
be the first priority = =
e i  Canceliation Policy 11101112 =
P7 B 2018-12-20 to 2017-01-02 Akari B & 29 g
. . STE P 7 " . P 2016-11-10 to 2016-11-12 Akari {Chirstmas) =
Click “Back to Registered N et e e -
Cancellation Policy” a o ,,
\\ Add Seasonality

I Back to Registered Cancellation Policy |
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@Accommodation Plan Management
[Connhecting Cancel Policy & Accommodation Plan]

Room Control ~inance |8 Log out |
Allotment Controls | Booking Controls
Set Allocation and Black Out (Individual Room Retrieve Bookings
Type) Search Bookings

Set Allocation and Black Out (All Reom Types)
Set Plan Awailability (HOTELONLY)
Extend Allotment

Rate Controls Main Controls
I MENU (Plan / Room List}l Create Mew Room Category
Flan Rates Create New Accommodation Plan (HOTELONLY)
Baze Rates Create Mew Accommodation Plan
Aute Calculation Status (PACKAGE/Freeword Description)

Create Mew Accommeodation Plan
(PACKAGE/Multiingual Set Phrase Description)

Define Cancellation Policy
Change Order
Upload Photos & Videos

STEP .I: URL Links
From Room Control, select
“MENU(Plan/Room List)”
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@Accommodation Plan Management
[Connhecting Cancel Policy & Accommodation Plan]

Allgtment Controls Rate Controls Main Controls
[Sele | | BGa Go Selea | | 6o

Room Category | | |

Pariod Category Pilam List
[al | [&l Al =] [foEwma Search

]

3310068 2014005003 16:47:48
3795918: BAR with Breskfast

ITEFEIS 211 Days AP-15%0FF STE P 3 .
[

I797EI ILOS H0%OFF . “ ”
3B10402: 2016/08/04 10:08:30 C I |c k Sea rc h

IB10404: 2016/08/04 10:09:52
3510405 2016/08/04 10:11:05
3510427 2016/06/04 10:52:35
3510725 2016/06/04 16:19:49

TOP > Menu

STEP 2: |/

Select the plan you i —
wish to connect S e—

STEP 4.
Click the
B “BOOking Period” CONFIDENTIAL 64




@Accommodation Plan Management
[Connhecting Cancel Policy & Accommodation Plan]

® po Nt Appty O & Bassword (Dot
Secret Plan pply () Apply  Password (Optiona) [ |

ST E P 5 : * Agpilles only b0 HOTELONLY (Japanese She)
At th e botto m Of [Payment by Customer]

O Mo Prepayment I:l If @ Customers Credit Card is MOT required to guarantee the booking, please check this box.
* Mo Deposh or nca Payment can be changed 1o fhe Cushomens Credlt Cand
the pqge’ Payment Options R .
@ P {partizl I by C
"rhreﬁ::f";za:n:e :;?;:n'm:f:z?:e':n:'e Coredlit Cand 2t e fime of booking
you can seiecC
L] L]
Ca ncel p0I ICIeS for [Cancellation Policy Setting List] “Canceliation policy sstting will not be update until the plan is saved.
[ Regular ] Check seasonality with setting period Restore 5
both Reg u Ia r a nd |5:IJT|"Z;\,fs first night moshow full night : Regular{P43) E— | Sl S
“fou must set one Feg polic

seasonal ones S s ey

[ Seasonal ]

——_— Cancellation Policy

[55: o refund=ble: 2016-12-23 1o 2017-01-0HF3%) | i |

Add more seasonal cancellation palk::'_.fﬂ

* Pians B2se Pollcy will be Suomaticaly 3pplied 3ter evending Be loging period of e 3coommodation pin

STE P 6: / Save Edit Contents ==

Click “Save”
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@Accommodation Plan Management
[Setting Cancellation Policy )

Registered Cancellation Policy List © Available only All (Including disabled)

STEP 9: [ o [ ke [ oo ] sesowin]
-
] [ Cancellation after 00:00 on 3 days before check-in date 100 % of full nights
Click the policy ID —_—
noshow 100% of total night not set (same penalty with g

No-show cancellation will be used)

STE P ] 0 . — gmﬁ?de'ﬁ” at;he;irg:a of ; Cancellation anytime 100 % of full nights Regular
u - B U U T A EED not set (same penalty with
CI iCk @ Ed it" DR No-show cancellation will be used)
Refer Cancellation Policy

STEP ]] - =<Previous  version 2 (latest) > Edit
Select Seqsonqlity Cancellation Policy ID | 0002

STEP 12: Seasonality
C"Ck “SCIVQ" \ Registered DaE

T

Cancel Save

(%
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@Accommodation Plan Management
[Accommodation Plan Quick Review]

W| Room Control |I Finance |

]
i Booking Controls

(B Log out |

Allotment Controls

Set Allocation and Black Out (Individual Room Retrieve Bookings

Type) Search Bookings
Set Allocation and Black Out (All Reom Types)

Set Plan Availability (HOTELONLY?)
Extend Allotment

Rate Controls : Main Controls

MENU (Plan / Room List}l
Flan Rate=s

Baze Rates

Auto Calculation Status

Create Mew Room Category
Create New Accommodation Plan (HOTELONLY)

Create New Accommodation Plan
(PACKAGE/Freeword Description)

Create Mew Accommeodation Plan
(PACKAGE/Multiingual Set Phrase Description)

Define Cancellation Policy
Change Order

Upload Photos & Videos
URL Links

To quickly review and edit the allocation and rate information
for Accommodation Plans, go to “MENU (Plan/Room List)”

CONFIDENTIAL
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@Accommodation Plan Management
[Accommodation Plan Quick Review]

STEP 1:

Search for a registered Accommodation Plan by using the functions
below or viewing all from “Plan List” and click search

Allgtment Contrals

[ Select

Rate Controls

Main Controls

| | Go Go [Select | [ 6o
|
Pariod Category Plan List sort l
[all | [alN | [3735518: BAR with Breskfzst |  [ID{Zto &) | Search
For i . r
ToE - ey Selling condition || Change Rates,
Sale/Stop . : : _ Link additional
sell Change Linked Room || and cancelation || Allocation, Child INK aaditiona
Types policy Policy Room Types
\\ \ — - =
cu-king: CITY VIEW with KING bed(1.3 Pax including ids)
Sell Throwgh: 2021/01/31 I !

(%
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Agenda

G&Confirming Your Bookings

Page 69 - 76

(%
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®Confirming Your Bookings
[Retrieve Bookings])

i Cancel Booking!

Allotment Controls

Set Allocation and Black Cut {Individual Reom Type)
Set Allocation and Black Out {All Room Types)

Set Plan Availability (HOTELONLY)
Extend Allotment

Rate Controls

MEMU {Plan !/ Rocom List)
Flan Rates

Base Hates

Auto Calculation Status

Ne'.l.' Eu-u::I':ing & Cancellation (13 STEP 'I :

Click here or
“Retrieve Bookings”

| Booking Controls

FE‘triE".-'E Beookings IC heck Mew or Cancel Booking!
Search Bookings

| Main Controls

Create Mew Room Category
Create Mew Accommaodation Plan {HOTELCHLY)

Creste Mew Accommaodation Plan [PACKAGE Fresword
Description)

Creste Mew Accommodation Plan [FPACKAGE/ Multilingual Set
Fhrase Desoxiption)

Cefine Cancellation Policy
Change Crder

Upload Photos & Videos
URL Links

CONFIDENTIAL
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®Confirming Your Bookings
[Retrieve Bookings])

Entry

:nn}:: carmol be confirmed i:‘.llj remisn as new bookings CheCk C red it Ca rd
ing Confirmation

information

Member Name

;, gt e o oy, R STEP 1:

Hotel Name [ . i
e TS — Refer to page 71 for the details
Check In 2017-03-07 [20:00} : T :

STE P 2 : Check Out 2017-03-09

CI - k Room Type Deune Quean Room with break
“ IC. :unbe;ol Guesl;:‘ Adult 2 Person(s) - >:< NOTEX
Verlfy c“‘" e sz, S Credit card Information will be deleted

Entrv’ ' : 7 days after the guest's check out date
by | (*JST 0:00 hours)

[Cancellabon daadline] after 00:()

Cancellation Policy [Cancellaton penalty] 100 % of i
[No-show penalty] not set (same

Rakuten Super Point

| Dute Prce Detad Rate Cnange| Selling Rate| Cancedaton No-Show |
W17 807
[Breakfast Included)] [Rate. 115 26MYR| ransfemng booking rfcraton
115 2BMYVR
| 20078308
[Breakiast Included) [Rete 115 26MYR| Transfemng booking infoaraston
115.25M7Y
|
Total Rate MYR 230.52

Not included:10 % service charge, 8 % VAT

| Plan Name [

Description [ CONFIDENTIAL
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®Confirming Your Bookings ot Exrern
[Check Credit Card Information]

Rakuten

Travel Rakuten Travel Extranet STEP ] :
Click “Credit Card

Retrieve Bookings

Information” in Extranet
STEP 2: “Retrieve Bookings” page

Vesify Entry

After Login page for CIT Processing Confirmation

External is shown, input e TeTcuom one M
your Username and R oot o
Password. e .

>:< NOTE>:< Card Information Tool External /
Please input your Username and S e
temporary password which is provided \ L
via Email for the first time log in ;

vvvvvvv

(%
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GConfirming Your Bookings
[Check Credit Card Information]

*XNOTE>X

1. Deadline for checking credit card information
You can check credit card information
from the date you receive booking until
*7 days after the guest's check out date (*JST 0:00 hours)
-Please check the credit card information before the deadline.

2. User accounts will be deactivated after 90 days of inactivity.
-Reminder e-mail will be sent to your registered e-mail address
in 7 days before the expiration date.

Please login to CIT External before the expiration date or

click on the link in the e-mail to automatically refresh your account.

3. Forget Password
If you forget the password or in case the account is locked,
please contact Hotel Support Desk (Page 92)
-Notification E-mail will be sent to you after account reset.

CIT External
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®Confirming Your Bookings
[Check Credit Card Information]

CIT External

Rakuten
NOTE %
We are not allowed to check You must change your password.
your ID password due to S
security reasons. R
Please Remember your own ID Enter Currant Password: |
and password. .
In case, if you forget your ID
and password, the account
must be reset, so please ~Ules of Password -
contact Hotel Support Desk 1. Minimum of 12 characters in.Iength.
(page 92) 2. Must have any character from: A-Z3.

3. Must have any character from: a-z4.

4. Must have any digits from: 0-95.

5. Must have special character from:! @ #
S%&[{()}]><?;+-_=
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Confirmed

®Confirming Your Bookings
[Check The Booking Detail]

Payment by Rakuten Travel, Online Card Payment

Hotel Hame
Booking Number
Check In

Check Qut

Room Type

Number of Guests

POOLSIDE GARDEM VIEW (FC)pgv)

Guest Name [Last/First]

Contact

Address

Cancellation Policy

Member Information

[Cancellation deadline] after 00:00 on 7 days before check-in date
[Cancellation penalty] 100 % of the first 1 night
[Mo-show penalty] not set (same penalty with cancellation wil be used)

Rakuten Super Point 2%,

Send E-mail:
Send E-mail directly to
the guest

Credit Card
information:
Check guests’ credit
card number

FLIGHT NO:
Guests’ arrival flight
number.

Date Price Detail Rate Change(Selling Rate) Cancellation No-Show
2020-12-05
[Mo Meals] [Rate:457.12USD) 487 13USD - -
457.13UBD
2020-12-06
[Mo Meals] [Rate:4E7.12USD) 487 13USD - -
457.13UBD
2020-12-07
[Mo Meals] [Rate:4E7.12USD) 487 13USD - -
457.13UBD
Total Rat usD 1401.39

otal ke Included : 14.962 % TAX
Plan Name RCBB({B1GSW) Special Rate with 3NTS AUG-DEC 2020(4750039)

Description

RCBB(B1G5V) Special Rate with 3NTS AUG-DEC 2020

| IMemo
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®Confirming Your Bookings
[Send E-mail]

Ta:

STEP 1:

___—| Fillout massage either
| in English or Japanese

Meszage XNOTEX
It does not allow to send URL

Sender

STEP 2:
Select/fill in your e-mail
) address

E-mail Address of the Sender

O00@

other

Confirm Message P

STEP 3:
Click
“Confirm Massage”

(%
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Agenda

®Edit Bookings and Viewing Customer Review

Page 77 - 84

(%
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©Edit Bookings and Viewing Customer Review
[Search Bookings)

Rakuten
Travel Rokuten Travel Extranet
Change Language :
I status
+ RT Travel ©S | | | Mew Booking & Cancellation :0
close]
T STEP 1:

9 Information B ———— REecaical

Rakuten Super Point
Agreement [Property
Use)

Click “Room Control”

Allotment Controls | Booking Controls

[ 2 M I Set Allecation and Black Out (Individual Room ] i
anua Type} Search Bookings

) ] Set Allecation and Black Out (All Room Types)
Operstion BGonfirm Set Plan Availability (HOTELONLY)
Lommission ™}
Manuslipdf) Extend Allotment STE P 2 .

Rate Controls | Main Controls N CI ick “Seq rch

MENU ({Plan / Room List) Create New Room Category

L]
Plan Rates Create New Accemmodation Plan (HOTELONLY) Boo kl ngs”

Base Rates Create New Accommedation Plan
Auto Calculation Status (PACKAGE/Freeword Description)

Create New Accommedation Plan
(PACKAGE/Mullilingual Set Phraze Description}

Define Cancellation Pelicy
Change Order

Upload Photos & Videos
URL Links
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©Edit Bookings and Viewing Customer Review
[Search Bookings)

Search Bookings

Search by Date

Conditions

IDEt& (2020 (08 |07 . |-[2020 . |[0% . |[0F |I

@ Staying Date 'D Booking Date ':::' Cancellation Date ':::' Check Qut Date

MNarrow Search

EHoTELONLY (Room Onty) EFHOTELONLY (Plan) B4 lPacKAGE (Room Only) .PACH:AGE

}

| |
(Place a check mark in the box when searching by the guest name and Ig#ging date}
DDEt&llﬂlﬂ [log .. |lo7 .| — (2020 .. ||0% ||1:n:-' |

Search by Number | |Booking Humber |:|I
Search by Hame Search

Back To Top

Select Staying Date or Enter Rakuten’s
booking number, and click “Search”

STEP 3:
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®Edit Bookings and Viewing Customer Review

[Search Bookings)

[Apply A Eadation Flan]

2020-12-15 (16:00})
2020-12-18
2020-08-28 09:37:35 AN

RCBB(B1GEV) Special Rate with 3NTS

1458 42150

Edit function is only available for <HOTEL ONLY> bookings.

STEP 4:

Click “Detail/Edit” for targeted booking.
¥NOTE3%
In case of No-SHOW or/and changing booking details,
please use this function to edit the bookings.
(The price is used for commission calculations.)

(%
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®Edit Bookings and Viewing Customer Review

[Edit Bookings)
| Hotel Information 3| Reom Control [0 11 ]

Allotment Cantrols

Booking Controls

Retreve Bookings
Search Bookings |

Sat Allocation and Black Out (Indmdual Room Typa)
Set Allecation and Black Qut (Al Room Types) |
Set Plan Availability (HOTELONLY)

Extend Allatmant

Confirmed

Payment To Hotwel

Hotiel Mame:
Booking Mumber = Fvalbod
Check In
A: If the Rate is incorrect: ———
Enter the correct rate and P RPN TRFLER e
Mumber of Guests Adult 3 Persoris) /Child D Personls

Guest Mame [Last/First]

Contact

STEP 5:

Click either
“Update
“Cancel”

“No-Show”
for each staying day
or Select either one
and click “Action”

B: If there is a cancellation:

KNOTE S = —
Edit booking is | I

available until '|5th of C: If there is a no-show

the following month

-5
Breakfast [nclused

Click “No-Show”

Rate ChangelSelling Rate)

Uipdate

LUpaate

Uipaste

of the checkout dates
. D: If CUStomer WiShes to Total Rate UsSD 375 (Incl. service chargs but not taxes)
<Package> bookings shorten the staying
cannot be edited period, click cancel for —— p——r—
the shorten date ——— rr——

Click “Cancel”

R

B D|C
Cancel MHo-Show >:<NOTE>:<
After editing, the
booking cannot be
back to original one.

I Cancellation ¥  Achon I
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©®Edit Bookings and Viewing Customer Review
[Viewing Customer Review Statistics)

STEP 1:
Click
“Hotel Information”

STEP 2:
Click
“Customer Review”

STEP 3:
Select Time period

‘/
‘\

e =

i General

Property |nformaticn

Facility & Amenity

Cancellation Policy & Note

Cancellation Policy (For Japanese Website)
Date and Time Setting

Taxes and Fees

i Booking Data Analysis

Diailay

STEP 4:
Click “Display”

;

i Customer Rewiew

B Log ol
Sample
rod: ¥ s el the tsma period
" - LAS ey
llllll
umber of replies ocation Room Service Equipment/Amenity judgement
v
B
Luoed appra

|Peri4:n-[:|: Pleaze select the time period.

Past one ywears

4_>| Display I

R

Back To Top
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©Edit Bookings and Viewing Customer Review
[Respond to Customer Reviews)

STEP 1: nance (sl
CIiCK | General | Password
“Hotel Information” e roperty Information e assword (Extranet

Facility & Amenity Password {Customer Credit Card)

Cancellation Pelicy & Note

Cancellation Policy (For Japanese Website)

STEP 2: Dste snd Time Setting

Taxes and Fees

CIiCk ~.J_ﬂm£ta Analysis | Users
“Users’ Voice” s pseca

Craily Users” Voice

Customer Review Create Mew R-mail
Registered R-mail List [ Transmission Reserved |

Registered R-mail List [ Sent ]

STEP 3: | Receiver's E-mail Address{To)

n . | Comment Display e Sender’s E-mail Address{From)
SeleCt Tlme pe rIOd deviews Count: 0 =r Mew Present
Period: Please select the time period. zred Present List
\p{m |-l o ]--[2020 ]-[8 ..]- I Comment Display I

STEP 4: Instructiens on how to use the Bulletin Boar
Click
Hcom ment Displqy” — Back To Top
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©®Edit Bookings and Viewing Customer Review

[Respond to Customer Reviews])

STEP 5:
Write response in
Japanese

STEP 6:
Click
“Enter Message”

Hotel's Comments

Member's Com
RERITCEALELE.
FEISFIH—EZFERRL.
EREBLELTT.

CMERR. HhF) I\
s ZFnEe. ZWEE
REL3TELLVELELE.

S¢NOTE %
For private
response, please
click “Send E-mail”

NOTE
For privacy and security reasons, do not use guests’ names in response comment.

(%
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Agenda

@Finance Controls

Page 85 - 90

(%
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@Fin_ance controls <PACKAGE>
[Finance Tab] ONLY

|
i Accounts

Credit Status
Bank Account

From the Finance tab, you can monitor credit status and
update the bank account information for <PACKAGE>

(%
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@Finance Controls PACKAGES
[Credit Status) ONLY

M - Bloooa ]
STEP 1:

— Click “Credit Status”
S <Dynamic Package>

If you wish to check Account Statement for
Bookins made through the sites registerad as "Payment To Hotel” are not shown he <H0te| On|y>, p|edse refer tO que 89

Rakuten Travel will remit the amount at the end of next month after fixed records.
"Date of Remittance™ in "Mot Remit” is a date on schedule.

— |pate @ Date of Remittance O Check In Day O Check Qut Day S

(2000 /(08 /|07 ]/ ~[2020 J/[o8 ]/ |07 ]/

Remitting Search
® mot Remit ) Remitted O Not Remit & Remitted

Status

Classifications @ DP

Booking | h

Number

Tl'ﬂa'ln Menu

STEP 2:
Select the months,
and click “Search”
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@Finance Controls
[Setting Bank Account Information)

<PACKAGE>

ONLY

Banlk Account Information

* Rakuten Travel will remit the amount based on the sales record to your bank account shown below. So please complete your bank
account and necessary information below.

* We will remit money to your bank account shown below. Please make sure your account information below is correct.(We are not
responsible for any failed or delayed remittances due to incorrect information. Please be sure to double check your completed
information. Thank you.)

* Once you complete information, you won't be able to change through your extranet. If alternations and corrections needed, please

|

Accounts

Credit Status
Bank Account

Location of your
Bank Account

contact us immediately. We will update them as per your request.

O Japan @ Overseas(Cut of Japan)

Beneficiary

Enter within 70 characters and
numbers

Beneficiary Address
(Country Required )

Enter within 100 characters and
numbers

(Country Required )

numbers

Branch Name

Enter within 200 characters and
numbers

Accounting Manager

Enter within 70 characters and
numbers

Enter within 100 characters and

Account Beneficiary Account | ‘ Enter within 34 characters and
Information | Number numbers.
| T <—Account information is
numbers
Bank Address Enter within 200 characters and

not editable.
Please contact ITC,
if you would like to

Accounting DR e | ‘ numboers Cha n ge the bq n k
Manager TEL [ | Enter within 32 numbers . .
FaX [ | |Enter within 40 numbers accou nt Informdtlon
L Enter within 150 characters and
* ATTENTION

* The below is example of valid letters, numbers and signs
* ABCDEFGHDKLMNOPQRSTUVWICYZ
* 1234567850

*()+,-

7

* Please note that all small letters, Reman numerals{1,II,etc.), signs{like '&') are invalid

Nest

Main Menu
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@Finance Controls
[Check Account Report)

URL : https://manage.travel.rakuten.com/providers-login

<HOTEL ONLY>

Rakuten Travel Extranet

STEP 1:
Access the link

Log in to Rakuten Travel Management System

Provider ID* D — STE P 2:
Input:

NOTE oo - Provider ID

If you have a problem logging in - Login ID

the page, please try the link or .
refer to contacts slide (page 92) N Password

STEP 3:

— Click "Log i

Forgot your Provider ID, Login 1D, or
Password?

d

(%
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@Finance Controls
[Check Account Report)

<HOTEL ONLY>

Rakuten Travel Extranet

*NOTE?®%

Home . Editing booking is available until
inventory ! Rale 5 Accounting report 15th of the following month of the
checkout dates.

Promotion > Target month

Booking management ﬁ 2020-05 ]6th Of eGCh month,
Invoice for previous month will be

Photos/Videos GVGi|CIb|e

Reviews >

Due date Summary:PDF Detail:CSV

I Accounting report I

STEP 4: STEP 5: _ _STEP 6_:
Click Select the target Click either file type
“Accounting Report” month
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Agenda

®Contacts

Page 91 - 92

(%
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®Contacts

Please contact ITC for

- Sales strategy & Promotions

- Plans, Rooms, Rate, and Rakuten Point
- Property Information Updates

- Monthly Sales Report

Please contact Hotel Support Desk (trv-intlhotel@mail.rakuten.com) for

- Technical Questions

- Login Problem

- Account Statement

- Guests’ Credit Card Issue

R CONFIDENTIAL 92


mailto:trv-intlhotel@mail.rakuten.com

Rakuten



