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Logging Into the Extranet

To log into the extranet, open up your internet browser and enter in the address below. You will be
directed to the Orbitz Worldwide Extranet where you will enter in your username and temporary password
sent to you via e-mail. We recommend that you copy and paste the temporary password directly into the
password field; our extranet is case sensitive.) If you did not receive your user information or if you need
assistance logging in, please contact us at 866-925-6700. Once you have entered in your user
information, click on the SIGN IN button. You will be directed to the Orbitz for Hotel Summary Page
(below).

Orbitz Worldwide Extranet Address: http://extranet.orbitz.com/

Orbitz Worldwide Distribution Center Status
Summary:

You will land on the Orbitz Worldwide Distribution Center Status Summary page every time you
log into the extranet. This page contains all of the tabs and links used to navigate throughout the extranet.

Tabs

CRBITZ \/
| Fruﬂln | Inventory  Confirmations Promation Management Reports  History Users
DISTRIBUTION CENTER Summary | Taxes | Fees | Amenties | Photos | Descrigtions
Test Property
Crverall OFFLINE Property's inventary is MOT svailable. Call Orhitz Q8 ta take it online.
Confirmstions Mo unfiled Mo unfiled confirmations exist for this property. Mone.
Promations Mo submitted  There are no newy submitted promations avwaiting approval for this property. Mone,
Distribiution Selected Land Rates Available
Channel channels Channels
Contert Submitted Changes have been submitted to the Orhitz G4, Make More Chandes
OMH cortent i MOT in sync with selected channels
Content stored & managed in Orbitz YWorldwide Distribution Center More
Inventary nia Inventory stored and managed in OhiH. Mane.

The TABS on top of the page take you to the main page of the corresponding area listed on the tab. The
links below the tabs take you to a specific subcategory within the highlighted tab.

MAKE MORE CHANGES : Whenever you log into the extranet to make “content” changes (this ONLY
applies to changes made within the PROFILE TAB) you must:

Click on "MAKE MORE CHANGES " button

GO to the page where you want to make your changes and update the information.

Save your changes at the bottom of the page you are working on prior to leaving the page.

4. When you save your changes you will be taken back to the Orbitz for Hotel Summary page where
you will need to =ubmit your changes so they can be reviewed prior to being displayed on any Orbitz
Worldwide distribution channels.

5. Your submitted changes will be reviewed and approved within 24 hours
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WORLDWIDE
Profile Tab:

Taxes:
Here is where you will manage your hotel’s property level and room level taxes.

You can view the list of existing taxes at the top of the page and choose to edit them by clicking the Tax
Type link.

If creating a new tax entry, click on the Create New button and proceed to the Add/Edit Taxes section.
Here, you will select your tax type in the drop down box at the top (State, County, City, Local), choose
how you would like them applied (Per Night, Per Person Per Night, Per Stay, Per Person Per Stay), what
level (Property or Room) and then enter the tax amount in the corresponding box, ether as a % or a
monetary value. The “Property Level” taxes are those taxes that apply to ALL rooms, “Room Level” taxes
meaning those taxes that are applied to a specific room type. If you have created a Room Level tax,

you will also need to navigate to the Room Type Set  up page and assign this tax to the specific

Room Type .

If you wish to set up taxes to begin or end in the future, populate the Effective Date or End Date within the
Specific Dates section. When setting an Effective Date, please keep in mind that the tax will be based on
the customer STAY dates, not the booking dates, so the tax will be collected for any booking made with
stay dates starting after 12:00 AM (0:00) of the Effective Day. If you set up an End Date, the system will
collect the tax for any bookings that occur up until 11:59 PM (23:59) of that date.

For seasonal or reoccurring taxes, navigate to the bottom of the page to the Month Range section and
enter a range(s). You have the ability to create up to 4 unique date ranges witch will occur during the
same dates each year. The Month Range cannot be used concurrently with the Effective and/or End
Dates.

test thomas
Any property level taxes and charges specified below will be applied to a property’s rates automatically.
Taxes List
C Show Active Show All Show Inactive
Select | Tax Type Application Level Amount Start Date End Date Month Range Status ¥
.l State tax Per MNight Property 11.00 % Oct 13, 2008 Jun 30, 2010 No Active List of existing taxes
|:| State tax Per Night Property 13.00 % Jul 01, 2010 Mis No Active

Add/Edit Taxes

Add a new tax or edit an exizting tax in the section below . All the fields are mandatory.

*Tax/Charge Type: . State = d V-i

“Tax Application: [ PeergI'rt V

‘Level [ Property |

“Fax/Charge Amount: @;13.{}[}- .I % O ) | iSO
Dates: Specific Dates:

x - Specify the Effective Date or the End Date
Effective Date: (O ma @|ul v |1 w2010 [

End Date: & wa O
Specif
I.;;;:I.I.i"g date Month Range From - ‘i_d Click + fo add another month range. Up to 4 ranges are allowed
ranges
*indicates required field
Orbitz Worldwide Confidentia
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By clicking on the Fees link in the Profile tab, you will be able to view a list of all the fees that have been
created for the property. To view the Fee Details, click on the Fee Name in the list box and all the
information related to that specific fee will be displayed below.

Fee Name Link

Fees List
_Hame * Fee Type Application Amount Taxable Charged At Status ¥
List: Cleaning Fee hlzid Fee Per Stay =050 Mon-taxable Checkout ACTVE
Fees Reszort Fee Feszort Fee Per Might =000 Mon-taxakle Checkout ACTVE
Amenities:

1. Click on ‘Amenities’ link located directly underneath the “Profile” tab.

e This Amenities function is for search purposes only as this is NOT a complete list of
all the amenities at your hotel.

* When a guest is looking for a hotel in your area and selects certain amenities to
search hotels by, your property will pop up if the selected amenities apply at your
hotel.

2. Checked boxes indicate amenities that are at your property.

» Additional Amenities refers to any amenities your property has that are not listed
here.

Photos:

1. Click on the “PHOTOS" link located directly underneath the “PROFILE” tab.

2. This page allows you to upload 50 images that will be used on the Orbitz.com property details
screen. Those image types are: Property logo, thumbnail photo, exterior photos, room
photos, restaurant photos, amenity photos and recreation photos.

3. The extranet allows for one logo, one thumbnail photo and 8 of each of the other photo types.

4. You can add or change your photos at any time by e-mailing your new photos
(recommended) to hotelsupport@orbitz.com or by adding them in yourself.

* Toadda photi)_you must delete the existing photo (if one exists) first by checking the
Check to Delete | box first and then click the orange SAVE button at the bottom of the
page.

* Next, you will then select the button adjacent to the photo type you want
to add. Then select the photo on your computer and click the OPEN button. Repeat
this for all the photos you wish to change and then click on the SAVE button at the
bottom of the screen once you are finished

« All photos must be in a .gif or .jpeg photo format. And no larger than 300 X 300 pixels

» Please DO NOT change the exterior photo. You MUST e-mail any exterior photos to
hotelsupport@orbitz.com with your hotel name in the subject line along the word
“Photo” and we will add the photo in for you.

Orbitz Worldwide Confidentia
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Descriptions:

Property

The first 35 (approx] words of the text entered below will appear in the
results with the complete description displayed on the details scregh. Character limit: 4000

Located in the center of Waikiki - The CHLNA =
East i1z a 445-room first class hotel, short

stroll to Waikiki Beach. The hotel features

three restaurants, pool, whirlpool spa, meeting
rooms, fithess roowm and business center. The beaaas
hotel is convenient to the Diawond Head side of
Waikiki, Kapiolani Park, Zoo and hgquarium. Jog :J

1l mance tlam B Te T st Tl T dammamoo

Rooms

Belowy is an example of howe & room description wil appear on-line. "Suite” is the
text ertered into the "name ftype" field and the text that follows is the text entered
in the "de=cription" field:

Suites: Al zuites have individual heat and A0C and are decorsted in relaxing
earth tones.

Mame {type Descrption (character limit: 10000

Two Bedroom Sute |Ocean VWiew Suite 1 king or 2 queen il
beds, bhalcony,Kitchnette includes
stovetob/oven, refrigerator,

-

Please review all of this information for grammar, spelling and accuracy and make any necessary

updates.

1. Click the “Descriptions” link located directly underneath the “Profile” tab.

a. This page is a digital brochure for your property (please note that text boxes have

character limits).

b. The Property section should be a complete overview of your hotel as these are the main

promotional points for Orbitz Worldwide customers.

c. The Room section allow you to give details about your room types you are offering on
Orbitz such as square footage, general amenities, and bedding for each room type (Note:

Room names should match those in the “Inventory”

d. NOTE: The Amenities section will be removed shortly

this section will not be displayed on any of OWW si

; any information added in
tes. The Amenities section should

include a complete list of ALL your hotel's amenities. This should include all of the
amenities listed in the ‘Amenities’ section under the profile tab as well as all other

amenities at your property.

e. The Dining section can include on-site or off-site restaurants and should include such
descriptions as cuisine type; hours of operation and location (please include distance

from hotel if the restaurant is off-site).

f.  The Meeting section should include the square footage for your meeting rooms and
additional amenities of the meeting space such as audio-visual or any additional services.

g. The Location section includes three separate areas:

i. Areas served: should include all small and large cities within a 15-mile radius of

your hotel.

ii. Area airports: should include all small and large airports that serve the hotel
iii. Location description: should include a general description of the area around
your hotel, including local attractions such as museums, amusement parks,

recreation, etc.

2. Click the Save button located at bottom of screen once you have completed any changes to your

descriptions.

Orbitz Worldwide
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Inventory Tab:
ORBITZ

WaORLDWIDE _Profile | Imrnnturf omaotion Ma ports
DISTRIBUTION CENTER Rate / room type combinations | Ratetype setup | Room types setup

Rate/Room Type Combinations

e Click the ALLOCATION AND PRICING link that corresponds with the room type that you want to
view. This link is found in the middle of the blue box in the center of the screen.

Rate . - .
Rate I'room types Foom code Status Allocation and pricing Foom tax f charge applied
Standard 125 active

Three Bedroom Suite - 2
king bed and 2 twin bed Ea28 active allocation and pricing
and 1 sleep sofa

Add room: Ho more rooms available to be added  Edit existing room type in BEoom type setup.

 What is displayed next is the weekly calendar. This will display the current week first and always
with in a Monday through Sunday format.

Orbitz Worldwide Confidentia
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Inventory Functions

Single week view | —”W\-

| P revious week
8 Ao 1026 Ary 0 Select Week: | Aor 26, 2010- May 02,2010 v | WALIAS

Mon, Apr 26, 2010 Tue, Apr 27, 2010 Wed, Apr 258, 2010

Allocation
A —mm» Dynarmic rooms
B—I-— Static rooms
C — & | Foomzzald 0 0 0
D — & | Rooms svsil 4 4 4

Pricing

([ single 10000 |evr [10000 |ewr |[100.00 |Eum

([ Range 1(0-2) 1500 | EUR 1500 |Eur | |1500 |EUR
F ————»< Rangez2-10) EUR EUR EUR
G —m—m— Rt Plg discount 10 % 10 % 10 %
H—Ir Diay Pkg discount ﬂ,{, ",.{. “;'E. P

Stay Settings Click the &l icon to enter Stay Settings detailz for Static rooms

| ———— |mMinLos lnone % |@ ||none v|@ |[none v| @ [none (v
J —————— | MaxLOS lnone v |none v | lnone | [none v
K ——————pp | 2dv Purchase | none | % | | none | | | none % | | none % |
L ————— | Release Time |Odays +| |Odays '+ |Ddays %| |Odays |
M— c12 ] O O] ]
N—— c1o O 4 [l L
O— stopsal ] | O ]

Allocation
A. Dynamic Rooms : This number represents the total number of dynamic rooms available for
booking on Orbitz Worldwide branded web sites. If you want to reduce your available rooms, you
will subtract the number of rooms you want to remove from the number in the box, leaving the

Confidentia
rev. April 2010
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remaining rooms (i.e. You have 10 rooms and you want to remove 5 so you will change the
number in the top box to 5). To add rooms you do the opposite, adding the number of room to the
number in the box leaving the new total.

Static Rooms : This number represents the total number of static rooms available for booking on
Orbitz Worldwide branded web sites. Rooms within this allocation bucket can’t be adjusted.
Static room allocation will be decremented before the dynamic room allocation.

Rooms Sold : This will identify the total number of rooms sold from the allotted allocation for each
calendar day. The total number will include both Dynamic and Static number of rooms.

Rooms Available: This will identify the total number of rooms still available to sell for each
calendar day. The total number will include both Dynamic and Static number of rooms.

Pricing

E.

Single, Double, etc .: These are the NET rates for each room. All dates must include single and
double rates. For rooms with triple or quad occupancy you must either fill in the triple and quad
rates or enter in an extra person charge if one applies at your property. Failure to enter in this
information for triple and quad will result in double rates being applied for Triple and Quad rooms.

NEW! Age based pricing and senior pricing: These are NET rates for each room that are
specifically set up for child and senior age ranges. Rows for each age range are dynamic and
reflect the settings from the Rate Type Setup page.

Pkg. discount : This is the percentage discount that will be applied to your package rates. The
value displayed will reflect what has been set up on the Rate Type Set page. You also have the
option to build separate rates and inventory for packaging. If you would like to build separate
rates and inventory for packaging please contact your local Market Manager.

Daily Package Discount: This field allows you to override the Rate Level Package discount by
providing a daily override. By using this field, you have the option to modify it at a daily and/or
weekly level. Setting this field to 0 will eliminate any package discount from being applied on that
date.

Stay Settings

K.

Min LOS: This is a stay restriction you can set for up to 25 days (i.e. - a 2 night setting requires a
booking of at least 2 nights). If the check-in day has a min LOS and the stay days are equal to or
greater than the number of min LOS nights, rooms with be available. If stay days are less than
the min LOS number, rooms are unavailable.

Max LOS: This is a stay restriction you can set for up to 25 days (i.e. - a 10 night setting requires
a booking of no more then 10 nights). If the check-in day has a max LOS and the stay days are
equal to or less than the number of max LOS nights, rooms with be available. If stay days are
greater than the max LOS number, rooms are unavailable. The default value displayed in this
field for each day will reflect what has been set up at the property level.

Adv Purchase : This is your advance reservation setting (i.e. - 2 days requires a 2 day advance
reservation on ALL bookings). A customer is required to search and book for stays prior to the
advance reservation days loaded for any of the stay dates. If multiple days within a stay range
have an advance reservation requirement, the consumer’s search must be far enough in advance
to cover the longest advance reservation setting.

Release Time : This setting releases your inventory once the allotted time setting has been
reached. Currently, release time is based on 8:00 P.M. local hotel time. The property will show

Orbitz Worldwide Confidentia
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unavailable if a release time is set. For example: A 1 day release time for today’s date means
that the rooms are available for booking up until 4pm yesterday. A 0 day release time is the same
as not having any release period.

. CTA: Closed to Arrival: If check-in day has a CTA on it, property is unavailable. If a stay through

includes CTA, rates will be available.

CTD: Closed to Departure: If check-out day has a CTD on it, property is unavailable. If a stay
through include CTD, availability is not affected.

Stop Sell : Check this box to close out your inventory for a particular date. Any and all stay dates
that include a stop sell make the room unavailable. Stop sells implemented for any day
immediately go into effect for a stay date range that includes that stop sell day.

Expand/Collapse ( i , "): Clicking on this box will expand the Stay Setting section to allow you
to view the settings for the Static rooms. The same values are available for Static rooms as
Dynamic (Min LOS, Max LOS, Advanced Purchase, Release Time, CTA, CTD and Stop Sell).

Navigation Tools : All the navigation tools are found in the blue boarder that sits on top of the
weekly calendar:
» Previous Week : navigates to the week prior

* Next Week: navigates to the following week

e Select Week: This drop down box allows you to navigate to a specific week. Drop the box
down, select your week and then click the FIND button.

Making Inventory Changes

There are three ways to make changes to your rates and inventory:

Single Week change : Navigate to an individual week using the navigation tools located in the
“blue” bar just above the week. Make changes to one day or multiple days within the week and
then click the orange SAVE button at the bottom of the page.

Save and repeat for next week : This button allows you to save changes made in one week to
the next week. However, it will not function from week to week to week. For example, if you
change the available rooms on Wednesday August 15 and select the Save & Repeat button, it
will save the change and show you that it has changed the available rooms on Wednesday
August 22 to match. However, if you then select the Save and Repeat function again, the
available rooms will not change for Wednesday August 29. You will need to click Save to make
the change in the database.

Multiple Week Changes: Click theMuti-week view link located on the top left of the weekly calendar.
That will direct you to the screen below.

Orbitz Worldwide Confidentia
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1

single week view | mult-week view /\

FROM week of: | Aug 09, 2010-Aug 15. 2010 (v | 710 week of: | Aug 16, 2010-Aug 22, 2010 |~ | ML

Mondays Tuesdays Wednesdays Thursdays Fridays Saturdays Sundays
Allocation

Dynamicreoms | [2 | [2 | [2 | [2 | [2 | 2 | 2 |
swiewoms 2| 2| 2| 2| 2| 2| 2|
Rooms sold 0 0 0 0 0 0 0

Reoms avail 4 4 4 4 4 4 4

Pricing

Single [100.00 Jeur | [10000 |eur | [10000 |eum | [10000 |evr | [10000 |eur | [10000 |Euvr | [10000 |EuRr
Double [150.00 |eur | [150.00 |eur | [15000 |eum | [15000 |eur | [15000 |Eur | [150.00 |Eur | [150.00 | Eur
Triple [17000 |eur | 17000 |evr | [17000 |eum | [17000 Jevr | [17000 |Eur | [17000 |Eur | [170.00 | Eur
Quad 000 |evr | 000 Jewr | [000 Jewr |00 Jewr | (000 JEer (000 JEsr | 00D |EWR
Extrs adult [0o0  Jeum | [o00 Jesm | (000 Jeumn (000 Jevr | 000 |Eur | (000 |EUR | (000 |EuR

Range10-2) | [1500 |ewr | [1500 |er | [1500 R | [1500 |evm | [1500 Jeur | [1500 |Eevr | [1500 | eur
Range2(3-10) | [000  Jewr | [000  |er | [000 |ewr | 000 Jevm | (000 Jer | [000  Jevr | [000 | eur

Senior 000 [evm [000 e | 000 ]eun EUR ELR 000 |ElR  [000  |EUR
Rt Pkg discount 10 % 10 % 10 % 10 % 10 % 10 % 10 %
DayPrgdiscount | [10 | 9% [0 | [0 | R [0 |= R [0 ]=
Stay Settings Click the &l icon to enter Stay Settings details for Static reoms

Min LOS |none A4 | -+ |none A4 | & |none A4 | & |none A4 | a |none A4 | a |none \v{| a |none vlﬂ
Maz LOS | none W | | none W | | none W | | none W | | none W | | none W | | none ¥ |
Adv Purchase | nane b | | none b | | naneg b | | naneg b | | none b | | none b | | none b |
Relesse Time | [Qdays v [Ddays v| [Ddays v| [Ddays +| [0days v| [0days v| [Odays v
cTA a a a (| (| (| O

CTD O a a O O O O

m Click the "save” button to save these settings

1. Select your date range using the drop down boxes in the blue bar directly above the week.

2. Set up the rates, inventory and restrictions on the week in front of you. Every week selected
in the date range drop down boxes will look EXACTLY like the week you have on the screen
in front of you once you save your changes at the bottom of the screen.

3. Be aware that changes in the multi-week area will override ALL your previous rates,
inventory and blackouts.

4. Stop sells will not be overridden when using the multi-week function. To remove stop-sells
you must use the single week view.

Rate Type setup
» Click on the Eatztype zetup link under the INVENTORY tab

 To add a new rate, click the QLIS putton.

Orbitz Worldwide Confidentia
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e On the following screen (below) you will fill in all of the details for your new rate

1. Rate Application: will this rate apply to land-only, package or both; land and package

requests?

Rate Code: Type in the specific code for your rate.

Rate Description: (i.e. Standard, Package, Opaque, etc.). Type in the name for your rate

code.

4. Rate Type: (All-Inclusive, Non-refundable, Special, Standard)

o If the rate type is a PACKAGE you will select the rate type of SPECIAL with the drop
down box and then select the package type with the drop down box below the rate
type box.

5. Rate Inclusions: Allows you to describe any additional items that are included as part of the
customer stay. (Example: “Park Passes”, “Gratuity”) Please do not enter meal related
information in this space but instead use the provided Meal Type options described in #6.

6. Select Meal Plan Type : Select up to 5 different Meal Type options to describe what is
included in the rate.

7. NEW! Age Based Pricing: This section provides the ability to create up to 4 age policies, 3
for children and one for seniors.

o Min. number of adults required to apply child prici ng: You can use this field to set
up a minimum price requirement that would be charged PRIOR to applying child
pricing. If you have a minimum requirement of 2 adults, all your reservations made
for that rate/room combination will collect at least a double rate prior to applying child
rates, even if only one adult is traveling as part of the reservation.

o Number of children allowed to stay free  : Allows you to set up a maximum number
of children that could be counted free per room. Provides the ability to limit how many
children can be free as part of a specific reservation. This field will correspond with
the “Free” column next to the age ranges.

o Child Age Rages 1 — 3 : Indicate each child age range by selecting a minimum and
maximum age value from zero to 17 (inclusive).

0 Senior Range : Static senior range 65+.

o Apply Indicator : Provides the ability to activate an age range. By checking this
indicator, you will dynamically add this range to the Allocation and Pricing page for
this room.

o Free Indicator : This allows you to select which child age range could be free. This
field will work with the number of children allowed to stay free to make sure that the
maximum number of free children is all from the age range that is indicated as
eligible for free.

8. Tax Inclusive: Select ‘Yes' if the rates provided already include taxes. The taxes entered in
the Taxes tab will be used in calculations to display the available rates without the taxes
included, instead, showing the customers only the Sell Rate. If you do not want the taxes to
be broken out of your rates on our customer sites, you can enter 0% as your tax rate on the
Tax page.

Selecting “No” will simply calculate taxes based on the net rate provided and add it to the
customers total at the end of the booking.

Please NOTE: When you set up your rate as Tax Inclusive you must enter a value on the Tax
page in order for the system to accurately display your rates to the customer.

9. Cancellation Policy: The cancellation policy can be set up in 3 different ways: All (Stay
Dates), Month Range, or Date Range. Multiple tiers can be set up for each cancellation type;
each tier can be made up for a specified date range with one of the following types of
penalties:

o0 An Amount: Flat amount reflected in supplier currency.

o Nightly Rate: Specify the number of nights and the % per night that should be
charged.

o On Percentage Basis : Specific % value of the total net rate for the stay dates.

2.
3.

Orbitz Worldwide Confidentia
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o Full Payment : Includes all charges for the booked stay dates (excluding Hotel Fees).
o Nothing : No cancellation penalty.
You will note that there is a spot for you to indicate what time, in your local time zone, to
which a cancel policy applies (Property Cutoff Time). That is, if your policy is 24 hours in
advance of 4 PM, you would select 1600 from the drop-down box. If the Rate Type selected

is Non-Refundable, any of the cancellation policies set up will be disregarded and all edits will
become disabled.

Orbitz Worldwide Confidentia
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Rais spplication: (T} Apply 1o lnd-only requests
O Appiy to packags reguesis
(=) Asply fo beth 1
1 *spply 1o Gk~ selact dissount o sgely for padoage reguah
10% '

= Ryls Code 1 —2

Standard -
(20 char mns - — | 3
Ratetpe |Sundad |
H paciage. whidt oy @————— 4
[SeectOne ¥
In shin rwte incluahve® ) Yes @ re

If}ﬂ. depcribe whal @ ncloded wEn Thes rabs;
' | fExampla - ‘Tneluties inas and prabuy”]
H this rate type incluces a meal plan or mupls dinng optons, please seiect up to § optons. from e field below,

( Select teal Pan Type Setectod Linal Plan Trpe

_6 : i

6 < | Broaidast =
ey ]

U, pombar of nduls required o apply child pricg | 2 w
Nurber &f ehidien alowed 1o stay fres 2 &

Age Ranges

o (0w [z ® e

Chid 3 s w0 = e

&
O o [Sdex w| [Sokba @ [lrme
[+1

Senicr (85 & Up)

8 —» Tmncusie @ves O

( Define Cancellation policy
We recommand snberng cancelation pobey information that bacomes more Severe 8a £ gefs closer to the sy datea
Stay Dotes Eraa O Moath range O Date rane
< canceled 0 1o [1 s days befors check-n, charge [Nightyrmte % wpio | 100% %) pernghitor (1 | wgnys) Kl

Property Cutof! time (Hotel local time)
"BHI:'_ Tirrsg Do
| 100 | GHT -0100 Ammlordsm, Rome, Parm, Madrd  on Day of Arreal

\
Orbitz Worldwide Confidentia
Extranet Training Guide rev. April 2010

13



CREITZ

WORLDWIDE

Cancellation Policy Setup
1. Select the dates the cancellation policy will apply to:
a. All (same policy will be applicable for all stay dates)
b. Month Range - Select the month and day for the From and To fields.

Stay Dates O an @ Morth range O Date range
171 From |June | (19 % To [June ¥| (19w

c. Date Range — Select the month, day and year for the From and To fields.
Stay Dates Oan O Marth range (®) Diate range

11 From |June W19 % 2008 % | To | June w019 | 2003 W

2. Next you will select the number of days to apply for the first tier of the policy. The first tier of
the cancellation policy will automatically start at 0 and you will select the “To” field from the
dropdown next to it. You can select values 1-90, 120, 150, 180 or “Booking”:

If cancelled 0 o | Select | days before check-in,

N =]

26
27
28 b

3. Once you have selected the dates applicable for your tier, you will select the type of

cancellation policy: An Amount, Nightly Rate, On Percentage Basis, Full Payment or
Nothing.

Mightly rate w

‘An amount
Mightly rate
On percentage basiz
Full payrnent

M aothing

a. An Amount - This option will allow you to select a flat amount to collect as part of
you cancel penalty. Enter the amount of your penalty in the text box. The penalty
will be displayed in the supplier selected currency.

An amount | of (1]

Orbitz Worldwide Confidentia
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b. Nightly Rate — This will allow you to specify the percent and the number of nights
you would like to apply to your penalty. The options for percent are from 1 to 100,
select your percent value and specify the number of nights in the text box. For
example, to set up a one night penalty, you would select 100% and type in 1 in the
text box.

Mightly rate | upto | T00% % | per night for Mictht(=1

c. On Percentage Basis — Selecting this option will allow you to enter a percent
amount to apply to the total net rate of the customer’s booking. Enter the % amount
in the text box.

On percentage basis % | upto % of net rate

d. Full Payment — This allows you to create a non-refundable cancellation policy tier.
e. Nothing — This option allows you to create a fully refundable cancellation policy tier.

Once you have created the first tier of your penalty, you can add additional tiers by clicking
on the plus button at the end of the row: +

Room Type Setup — choose various options to build a room description, not all
options need to be selected

1. Click on the Roomtypes setun [ink under the INVENTORY tab

2. To add a new room type click on the LU pytton.

3. Select the type of bedding combinations that are available for the room.

0 You can select a primary bed type as well as any additional options such as Murphy Bed.

o The full list of bedding options consists of the following: 1 Twin Bed (1 Single Bed), 2
Twin Beds (2 Single Beds), 3 Twin Beds (3 Single Beds), 1 Double Bed, 2 Double Beds,
1 Queen Bed, 2 Queen Beds, 1 King Bed, 2 King Beds, Murphy Bed, Sofa Bed, Sleep
Sofa and Bedding varies.

4. NEW! Minimum and Maximum number of children that can stay in the room

5. NEW! Minimum and Maximum number of Adults that can stay in the room.

6. Select the Total Minimum and Total Maximum number of guests that can fit in the room.

7. Select the room level amenities available for the room you are creating
0 The available amenities are displayed in alphabetical order and can also be viewed by

the first letter of the word by clicking on the alphabetical link with the letter you are
looking for.
o Highlight the amenity you want you add in the left hand box and click on the arrow button
in the middle of the two boxes. e
8. Define the room Category by selecting an option from the dropdown.
o Users will be able to select one Room Category from this list to represent their room.
9. Define the room Type by selecting an option from the dropdown.
o Users will be able to select one Room Type from this list to represent their room.

10. If your room has a special name such as “New Yorker”, “Murallaziri” or “Maharaja”, and you
unable to find any matching terms in the available options, you may contact your Market
Manager for additional help.

11. Select room view
o Users will be able to select one Room View from the list to represent their room.

12. Select the number of bathrooms and bedrooms available in the room. Options are 1 through
10.

Orbitz Worldwide Confidentia
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13. Describe the size of the room by entering a specific numeric value in either Square Feet or
Square Meters.

14. Select the location of the room
o0 The available room locations are displayed in alphabetical order
o Highlight the room location you want you add in the left hand box and click on the arrow

button in the middle of the two boxes. s

o Once you have selected the room location (s), it will be displayed in the text box on the
right and be associated with the room you are creating.

0 You can select as many locations as you want to associate with the room but the Room
Description field is limited to only 50 characters and the selected room locations will be
counted towards that total number.

15. Select the “ROOM LEVEL" tax if one applies to this specific room type.

16. Once you have selected all of your applicable room attributes from the categories, all the
options will be displayed in the “Manage Room Description” text box in gray text.

17. Highlight the attributes in the Manage Room Description window and click on the INCLUDE
button to move them to the right hand side.

o0 As the default, the selected attributes will appear in the order you populate them.

18. The order of the room description categories can also be re-ordered by highlighting the term
and using the MOVE UP or MOVE DOWN buttons.

19. Once you are happy with the room description you created, click on Save at the bottom of the
page and proceed by adding the room to a rate type and set up the pricing and allocation and
you have in the past.

1 Select Room types setup
ADMINISTRATION SECTIONS

ORBIV ,

WORLDWIDE Profile Imﬂmnrf Confirmations Promotion Management Marku, Reports Histo: Users
DISTRIBUTION CENTER Rate f room type combingtions | Rate type setup | Room types setup

2 Click Add Room

Allen Test Hotel

Room code Room description Max Occupancyidin OccupancyRate types added to
120965 Hingkong's Adverture Classic Studio with Balcony E 1 Rack Rate testing rate
120966 1 BiF Courtyard - 2 gqueen bed or 2 king bed g 1 Flairview Rate Melanie Rate
ADD RODON ‘_

3 Select the type of bedding combinations that are available for the room.

Orbitz Worldwide Confidentia
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Rate types added to land

*No. + type of bed [] 1 twin bed (1 single bed) [ |1 doublebed [ ]1queenbed [ |1kingbed [ | murphy bed

Primary Bedding [] 2 twin beds (2 single beds) [_|2 double beds [w] 2 queen beds [v] 2 king beds [ | bedding varies
Configuration [J 3 twin beds (3 single beds) ] =ofa bed
] bunk bed

Add-on options:
[]1 twin bed (1 single bed) [ |1 doublebed []1gqueenbed []1kingbed [_]murphy bed

Add-On Options []2 twin beds (2 single beds) [ |2 doubls beds [ |2 queen beds [ |2 king beds [ | bedding varies
[] 3 twin beds (3 single beds) ] =ofa bed

[] sleeper =ofa
] bunk bed

4 Select the Minimum number of Adults, Children and total guests that can fit in the room.

Max no. Adultz Max no. Children (Children 17 and under)
Min no. Adults Min no. Children (Children 17 and under)

*Total Max no. guest 4 w | Total Min no. guest

5 Select the room level amenities available for the room you are creating

o0 The available amenities are displayed in alphabetical order and can also be viewed by

the first letter of the word by clicking on the alphabetical link with the letter you are
looking for.

o Highlight the amenity you want you add in the left hand box and click on the arrow button
in the middle of the two boxes.

Select Room Amenity Type
ABCDEFGHIJEKLMMOPQRETUYWRY Z

Selected Room Amenity Type

AMAFM radio
Accessible room
Air conditioning
Alarm clock,

1[5

Bathrobe

Bathtub

Bathtub seat

Bidet

Battled water bt

Barbeque giill:
i

6 Define the Room Category by selecting an option from the dropdown.

Orbitz Worldwide

Confidentia
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7 Define the Room Type by selecting an option from the dropdown.

8 If your room has a special name such as “New Yorker”, “Murallaziri” or “Maharaja”, and you unable to
find any matching terms in the available options, you may contact your Market Manager for additional
help

9 Select room view, users will be able to select one Room View from the list to represent their room

10 Select the number of bathrooms and bedrooms available in the room. Options are 1 through 10.

Mo. of Bathroom
Mo. of Bedroom

11 Describe the size of the room by entering a specific numeric value in either Square Feet or Square
Meters.

Room Size |IZI | | Square Feet w |

12 Select the location of the room
o0 The available room locations are displayed in alphabetical order

Select Room Location Type Selected Room Location Type

Annes ~
Ayay from the elevatar

Back. aof buildini
Club Level — |

Concierge floor
East
Executive floor
E sterior

Firgt floor

Front of building v

13 Select the “ROOM LEVEL” tax if one applies to this specific room type.

Tax / charge type | - T v |

14 Once you have selected all of your applicable room attributes from the categories, all the options will
be displayed in the “Manage Room Description” text box in gray text.

Orbitz Worldwide Confidentia
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Manage Room Description Room Description Display

Type of Bed: 2 queen, 1 king

|

< |

A maxitnum of 50 characters (including spaces) will be displayed.

15 Highlight the attributes in the Manage Room Description window and click on the INCLUDE button to
move them to the right hand side. In the example below, we have selected the Room Category of
“Contemporary”, Room Type of “Apartment”, Room Size, “200 Square Feet” and the number of
bathrooms/bedrooms “2BR/1BA”. As the default, the selected attributes will appear in the order you

populate them.

Manage Room Descrigtion Room&escripﬁon Disp&; l l l

%

Contemporary Apartment - 2BR/LBA4 200 S5q.Ft

Room Categomny: Contemporary
Room Type: Apartment

Mo, of BedRoom: 2

Mo, of B athR oarn: 1 ‘W

Room Size: 200 Square Feet

|

< |

A maximum of 30 characters (including spaces) will be displayed.

16 The order of the room description categories can also be re-ordered by highlighting the term and using
the MOVE UP or MOVE DOWN buttons.

Manage Room Description Room Description Display

Mo. of BedRoom: 2 ZER/1BL 200 3g.Ft |- Contemporary Apartument
Fiaarn Eategoy: Contemparary

Room Type: Apartment .ﬂm

S 2

If we highlight the Room Size and click the MOVE DOWN button twice, click on PREVIEW to refresh the
Room Description Display window and we end up with this:

Orbitz Worldwide Confidential
rev. April 2010
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Manage Room Description

Mo, of BedRoom: 2
Mo, of BathRoom: 1
Room Category: Contemporary
Apartrment
quare Feet

Room Typ

S
| w

Room Description Display
ZBR/1B4 - Contemporary apartment -| 200 Sg.Ft

17 Once you are happy with the room description you created, click on Save at the bottom of the page
and proceed by adding the room to a rate type and set up the pricing and allocation as you have in the

past.

EXAMPLE
The following room description set up in the Extranet:

“Walikiki 200 Sq. Ft - Deluxe Suite - Club Level 1BR/1BA - 2 double bed or 1 king bed and 1”

Manzge Room Description

: Square Fest
Room Category: Deluse
Foom Type: Suite

Room Location Type: Chub Level

Mo, of BathR oom: 1 ‘m
Wa. of BedFoom: 1
Type of Bed: 2 double, 1 king, sofa bed 'W

ad *

Rootn Description Display

Waikiki 200 5q.Ft - Deluxe Suite - Club Lewvel
1BR./1B& - Z double bed or 1 king bed and 1 sofa
hed

As seen on Orbitz.com and other Orbitz Worldwide web sites:

Average nightly rate Room description

LOW PRICE
CUARANTEE

® $128.00 bed o 1 king bed and 1 sofa bed

1 Review room cost

Hotel Phillips
Fkkk

106 West 12th Street,

Kanzas City, MO

Wiaikiki 200 Sq.Ft - Deluxe Sutte - Club Lewvel
1BRMBA - 2 double bed or 1 king bed and 1
sofa bed

Room details:

Orbitz Worldwide
Extranet Training Guide
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Confirmations Tab:

Find a reservation using a check-in date range and'or channel/storefront
Reservation status

Mew - Unconfirmed by property. Mo property confirmation number.

|:| Booked - Prior to guest departure date. Confirmed by property.

|:| Rollcack - Booking failure. Regervation cancelled.

|:| Pending - Booking failure. Cancellation pending.

|:| Cancelled - Re=ervation cancelled.

by check-in date range
Meonth Date Year Meonth Date Year

from | Apri |30 |»||2009 % | to|July v |28 '+ | 2009 v

by booking date
Manth Date fear Manth Date fear

from | January | |31 s |2009 % | to| Aprl |30 [»| 2009 v

Scroll to select or deselect channels
Select All| Unselect All

Affinion
Cheaptickets Lab
CheapTickets.com

= ~ Uge Ctrl + click for multiple channelz
corporateaaccess.com

ebookers Austria
eboalcers Belgium

[ SEARCH ]

Click the “Confirmations” tab at the top of the page to access the confirmations page.
2. Use the ‘Orbitz reservation number’ box or the date range boxes to locate reservations via the

Orbitz extranet.
3. To confirm reservations via the extranet click on the Orbitz # link to open the reservation and

enter in your confirmation number in the Supplier # box provided.

=

Date booked Check-in [ check-out Guest Humber of Rooms Confirmation 2 Channel Supplier £ Property £ Status  PavmentMethodd
21 May, 05 25 June, 05 - 25 June, 08 bookig, test 1 BEGY G orhitz.com - - Memwy Single Use Credit Card

Summary of Screen Appearance:
e Search results show # of reservations, up to 100 on a page with paging at the bottom for more
The results are sorted based on the following:

Orbitz Worldwide Confidentia
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» If search is by confirmation number, results will return exact match if it's a valid record locator.
» If search is by reservation status, storefront/channel and check-in date, results are grouped by

channel in alpha order then by check-in date

e If search is by reservation status, storefront/channel and by booked date, results are grouped by

channel in alpha order then by booked by date

» If search is by reservation status, storefront/channel, check-in and by booked date, results are
grouped by channel in alpha order, then by check-in date, then by booked date

Other reservation display information:

If a reservation is booked in a currency other than that in which what the rates were entered, the
reservation detail screen will show both the booked net rate currency (based on the exchange rate at
the time of booking) and the net rate currency that was entered into the inventory screens.

Status Cancelled
Cheds-in: 10 August, 10
Chede-out 11 August, 10
Guest nams: orbitzte=t, mulampaka
Date Bocked: 26 March, 10 3:44:52 PM CDT
Date Canceled: 26 March, 10 3:44:54 PN CDT
Nights: 1
Fussts Adults 0
Children (3} 1
Children (4} 1
Children (5} 1
Senior (65+) 1
Total 4
Rate type ABP-1ARZFC-Al Inclusive+Clazzic Room - 1 king bed
Rate Code ABP
Room Code: 4188
Datesirates Tue, Aug1l
net rate 110.00 USD
Inwentory type Static
Special request.  Non-smoking
Rooms total: 110.00 USD
Extra perscn Already included in rate if applicable
Taxes 13.20 USD (Includes taxes on fees if applicable)
Fees 124.00 USD (Click + to zee fee detailz)
Total 24720 USD

Orbitz Worldwide
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Promotion Management Tab:

Creating Promotions for your property helps you to increase bookings by creating discount or
value-add promotions specific to your property. Pr omotions are recognized through Special
Banners highlighting your property on Orbitz Worldw ide distribution channels. The following
pages will explain the step by step process to crea  te and submit a promotion for activation.

Promotions Set Up:
¢ Onthe PROMOTION MANAGEMENT tab select the type of promotion ($ off, %off, free night

or value-add) you would like to create from the promotion drop down box and then click on
the CREATE NEW button.

Test Property

Create new promotion
= Select promotion type and click the "Create new" button.
= After & promotion is submitted, Crbitz admin needs to approve it before t becomes active.

MHew promotion type

Select one A CREATE NEW |

$ Off or % off promotions

1 You will begin by entering in the Marketing Text (Required). This text highlights the
promotion on the display pages on Orbitz.com. The Marketing text will display on the
initial
search results, in the booking path when the guest books a promotional rate for your
hotel and
on the confirmation sent to the hotel and the guest.

Test Property
Marketing text
Shiort description (50 characters or less)

Mote: This maketing text appears on search results aswell asin promotional popup messages.
- Begin text with a capital letter
- Include savings

Description f code far hotel

Hote: Displays on the email or the fax resenation confirmation sent to the hotel. kiay be used by the hotel far internal promotion tracking.
Example: Fadid - Qotober Faking Prome

« Next, select the Promotion Details
0 Choose Discount from dropdown menu
0 Choose when discount should apply:
= All nights
= On arrival night only
= On last night only
= On specific nights (can choose one or multiple)
Orbitz Worldwide Confidentia
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0 Choose to have promotion “Exclusive” on Orbitz.com. The promotion will
display as “Exclusive” on Orbitz and its affiliated companies.

Promaotion Details

Dizcourt of | Select one w | will be applied to the following

Mights @ anmights O arivalight O'lastright O Specificnighton | MON | TUE | WED | THU | FRI  SAT | SUN

D This promotion is exclusively available to Orbitz Worldwide and its affilisted companies.

» Next select purchase dates. Options:
0 Purchase date range
0 Purchase any day
0 Advance Purchase or Last Minute
= You can choose to make “Guest must purchase at least x number of
days before check-in” or “Guest must purchase within x number of
days before check-in”
= # of days can be either one of the dropdown options or any humber of
days between 1 and 365.

Prometion Requirements
o Purchase Requirements

Purchase dates

O Guest must purchaze within the following date range

December | 11w || 2007w
to
December  w 12w || 2007 »

@ Guest can purchasze at any day

O Guest must purchase | at least w Select One | w | days before check in.

« Next select stay requirements.
o Define Length of Stay (default is 1 day)
0 Day of Arrival — choose one or multiple days that customer must arrive on in
order for promotion to apply
= Exception checkbox for day of arrival — can select if you want to have

promotion apply if the customer’s check-in date meets the arrival day
but the check-out date is outside of the stay date range. Exception
must be used with at least one day of arrival.

0 Define stay date range or all stay dates for promotion to apply.

Orbitz Worldwide Confidentia
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& Stay Requirements

Length of stay

Guest must stay at least | 1 night or select ~

Day of arrival

Guest must arrive on

Owmen Ome Owee Omu Oer Osar O s

D Check here to apply promation on arrival night when guest's check-in meets promotion stay dates, and guest's check-out stay falls outside of promaotion stay dates.

Stay date

@ Guest must stay within the following date range

| December | [ 11 v || 2007 1+
to
| December | | 12 W || 2007 | thiz end date is the check-out date and is not & walid stay date.

(3 Guest can stay st any day

« Blackout dates (optional)

Blackout dates

Select dates andfor date ranges
Please leave the =econd column empty if there i single date entry

[rate or [rate range 1
| v [ o [~ to | vl [ o [~

[rate or [ate range 2
| v [ o [~ to | vl [ o [~

[ate or [ate range 2
| v [ o [ ¥ to | vl [ o [~

[rate or [rate range 4
| v [ & [ ¥ to | vl [ o [~

[Date or Date range 5

| vl [ ¥ [~ to | vl [ ¥ [~

[Drate or Date range 6

| vl [ ¥ [~ to | vl [ ¥ [~

[Date or Date range 7

| vl [ ¥ [~ to | vl [ ¥ [~

[ ate or Date range &
| vl [ ¥ [~ to | vl [ ¥ [~

[ ate or Date range 9
| vl [ ¥ [ v to | vl [~ [ v

[rate or Date range 10
| vl [ ¥ [ v to | vl [~ [ v

[rate or Date range 11
| vl [ ¥ [ v to | vl [~ [ v

[ate or Date range 12
| vl | ¥ [~ to | vl | ¥ [~

« Lastly, you will enter in your room and rate types that apply to this specific promotion.
The promotion can apply to all room/rate types, or specific room/rate types.
- If the rate is set up to apply to both Land and Package rate contexts, you will have
the option to select to which context (or both) the promotion will be applied.
Orbitz Worldwide Confidentia
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Rate types
s  Apply promation to all rate types

{:} Apply promation to the following rate typeis].

123 - Standard (&I Channels)
Land Package Both
CTIA - Dep CTIX Rate [ CheapTickets.com | arbitz.com )
Package - Special (&l Channels)
Fomartic - Special (&l Channels)

Land Package Bith

{:} Apply pramotion to the follovwing rate ! room combination(=].

123 - Standard (A Channels)

Deluxe Room - 1 king bed
Land Package Both
Double Room - 2 gueen bed
Land Package Both
Fomantic Getaway Room - 1 king hed
Land Package Both
CTIH - Dep CTIH Rate [ CheapTickets com | orbitz.com )

Deluxe Roam - 1 king bed
Package - Special (&l Channels)

Deluxe Roam - 1 king bed

Doukle Room - 2 gqueen bed

Fomantic Getaway Room - 1 king bed
Ramantic - Special (AN Channels)

Double Room - 2 gueen bed
Land Package Bioth

Deluxe Roam - 1 king bed
Land Package Bith

Note: the particular storefront/channel to which a promotion is offered is displayed on the

screen.
You are now ready to review and submit your promotion. Click “I agree” in Agreement

area and then hit “SUBMIT".
Hitting save will save the promotion as Incomplete if you want to come back to it later.
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Agreement
Hatel agrees that the amount to be paid by Orbitz to Hotel for any reservation to which a promation
amount (as indicated above) has been applied shall be the net rate minus the promation amaount,

D | agree (required)

« Once your promotion is submitted the main promotion page will display. The submitted
promotion has now been assigned a “promo ID” link. This page also indicates promo
type, value, when the discount applies, LOS, purchase requirements, stay
requirements, blackout dates, status and a link for “show more details”.

* Your hotel's Market Manager will now verify the promotion is set up and calculating
correctly, and then activate the promotion.

* While the Market Manager approves the promotion, they can review all of the entries
and make any necessary adjustments before approving.

* You can determine the status of promotion on the page seen below. Promotion status
is indicated as either, submitted, denied, active, inactive or incomplete.

¢ Once your promotion has been approved it will display on Orbitz.com and its affiliated
brands.

View promotion

= Select promotion status and type, and click on the "iew" button.
= Click on pramation 1Dt view details.

Promation status Promotion type Current wiew for this property
Submitted w || Al w .‘Lﬂ_ Viewing all Submitted promeotions for this property.

Shovwy more detsils ==

Fromo ID | Marketing text | Type | Value | Hights LOS Purchase Requirement | Stay Requirement | Blackout Dates | Action performed - Status

Q54 Summer Sale Foff | $50 Last Might | 3 nights | &pply to all dates Apply to all dates Mo Created - Submitted

* EDIT any promotion that is in Active, Future or Expired status.
* Click on “Edit this Promotion” link and update any of the entries and resubmit the

promotion.
Orbitz Worldwide Confidentia
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Hotel Phillips
Pramotion ID %HGL2S

Promotion summary

Date lazt modified 11 June, 03 06:37 PM

Creator OTester

Updatad By alg=

Status Active

Change statuz to Inactive Click on the edit thiz promaotion link below to make inactive ar make changes

Dates and rates types

Purchase Dates Apply to all dates
Stay Dates Apply to all dates
Blackout Dates Mo blackout dates
Figte types Apply to all rate types

Promotion details

Pramotion type %% off

Promotion definition Muzt stay at least 1 night(=) to guality for 10% off per night.
Short marketing tet Test Promo

Exclusive to Orbitz Wioddwide Mo

and itz affiliated companies?

Sale Bigibla™ |:| Vs Market Manager approved

Promation is applied an Al nights=

Hotel Confimmation hdessage Test Promation

Pramotion applicable on Mo

partial stay dates for amival days

( Click here to Edit this Promotion )

Free Night promotions

* You will begin by entering in the Marketing Text (Required). This text highlights the
promotion on the display pages on Orbitz.com. The Marketing text will display on the
initial search results, in the booking path when the guest books a promotional rate for
your hotel and on the confirmation sent to the hotel and the guest.

* You will then enter in the Promotion Details. For a FREE NIGHT promotion select how
the free night should apply, either to the arrival night or last night of stay as well as
whether the offer is cumulative.

Orbitz Worldwide Confidentia
Extranet Training Guide rev. April 2010

28



CRBITZ

Select one % | free night will be applied to the following

Promotion Details

Mights () sprival Might (O Last night

Iz the free night cumulative?
(Example: Stay 3 nights, get 1 free; stay G nights, get 2 free)

[1 ‘es,this offer is cumulative

D Thiz promotion iz excluzively available to Orhitz Worldwide and itz affiliated companies.

* Next, define purchase and stay requirements, blackout dates and rate types to complete
your free night promotion.

Value-Add promotions

* For a Value-Add promotion you will begin by entering in Marketing Text (Required).

* Then you complete the terms and conditions, customer fulfillment requirements, and
supplier requirements. All of these fields are required

» Terms and conditions should contain all of the specifics of your promotion including
things such as stay requirements, room types, additional services or amenities provided
and any restrictions.

»  Customer fulfillment should contain instructions on what each guest needs to do to
receive the promotion (i.e. pick up breakfast voucher at time of check in). If the guest
does not have any requirements, then describe how the value-add will be received (i.e.
guest will be upgraded at time of check in).

»  Supplier fulfillment requirements should contain specific instructions to your Front Desk
on what needs to happen to execute the value-add (i.e. upgrade guest to one bedroom
suite at time of check in).
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Test Property
Marketing text

Short description (50 characters or less)

| Mote: Thiz maketing text appears on search results azwell azin promotional popup messages.

- Begin text with a capital letter
- Include savings

Description f code for hotel

| | Mote: Displays on the email or the fax resenvation confirmation sent to the hotel. May be used by the hotel forinternal promotion tracking.
Example: Pak10 - October Patking Fromao

Terms and condtions (1000 characters of less)

Customer fulfiliment requirements (1000 characters or less)

Muote: Displays on customers resercation confirmation. Deseribes how customer redeems offer. Example: Request free paking pass from front desk at chedein,

Supplier fulfilinernt requirements (1000 characters or less)

Mote: Displays on resenation confirmation sent from Orbitz to hotel. Dezeribes how hotel delivers offer. Example: Assign room on concienge level

» If you want to have a value add promotion apply if the customer’s check-in date meets
the stay date range but the check-out date is outside of the stay date range check the
“Exceptions” checkbox.

& Stay Requirements

Length of stay

Guest must stay at lesst | 1 night or select w

Day of arrival

Guest must arrive on

Owmon Otee Owen Omu O Osar Osuw

Exceptions
|:| Allowey wisitor to benefit from value add offer when hefzhe checks-in during promotion stay dates, even if part of hisher stay fallz outside of promation stay dstes
ay date

@ Guest must stay within the following date range
| December v | [12 | 2007 |

to
| December v | [13 (| 2007 s | this end date is the check-out date and is not & valid stay date.

() Guest can stay at any day

Orbitz Worldwide Confidentia
Extranet Training Guide rev. April 2010

30



CRBITZ

WORLDOWIDE

- Lastly, complete the purchase and stay requirements, and rate types. Note:
Value-Add Promotions CANNOT have blackout dates

Reports Tab:

WORLOW!DE d L v
OISTRIBUTION CENTER Daily Arrivals | Rate | Inwvertory | Delivery Settings | OnlineiOftline Log
Daily arrivals report

This report shoves all bookings and cancellstions per property for specified period (up to 90 days).

Select check-in date range (max 90 day span)

[Jure v| [16 %] [2008 v [september v] [12 v [2008 ]

Scroll to select or deselect channels
Select Al Unsslsct Al

Use Ctel + click for multiple channess

Dovwvnlosd this report Downlosd this report

b wiewy 52 & tab-delimited file: o viesw a3 an Excel spreadshest:
e S

.ilili IHI”I.

1. Click the ‘Reports ' tab.
2. Select areport to run by clicking a link from the tab bar (Daily Arrivals,
Rate, Inventory, Inventory Change Log, Competition )
a. Daily Arrivals : lists all bookings with date range selected
b. Rate: lists rates by day in date range selected
c. Inventory: lists available rooms by day in date range selected
d. Inventory Change Log : tracks all changes made in ‘Inventory’ by recording username,
date changed, date change was made to, and describes actual change.
e. Competition : lists all properties, and their lowest available rate, within a 15-mile radius of
your hotel who are also participating in the Orbitz Net Rate Program
f. Download the reports by clicking orange “Download ” button in each report screen
(except Inventory Change Log).
4. Click ‘Delivery Settings ' link in order to select to have any or all of these reports delivered to
your specified email address every Monday.
a. Enter your email address in box provided and check the appropriate boxes that
correspond with the report(s) you would like sent.
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Users Tab:

1. Click on the Users tab

2. Click on the orange L Ul button to add additional users.

3. Enter in all of the information including the e-mail address. The user I.D. and temporary password will
be sent, via e-mail, to the user’s e-mail address.

WL

Hamne and title
O o
Security information Create a user
a— name specific to
Contact information Fhe uﬁ (I -e-
Phone 1 Ext. g-nlt or Joe
| || J 3
- . Smith)
Leave as T —
. — Emai =
E- mal | Address
Addrezz 1
r - =
|° — |::n:r; States =

4. Inthe Users set up, the area below is where you determine which parts of the extranet each user can
view and modify. Each area that is checked allows the user to view and make changes in that area.
All unchecked areas can be viewed but NO changes can be made to those areas.

Set read [ write permissions for the user by clicking the checkbox below

Inventory Profile-content Confirmations
Reports Uzer

5. Once you have completed all of the information, click on the EEd N3 button

6. You may add as many users as you would like to your hotel's extranet profile. You also manage all
user access and you will need to delete any old user profiles.

7. If you would like to be notified via e-mail when changes have been made to your inventory or your
inventory is low, you will need to set up those notifications by clicking on the
Manage notification subscriptions putton. On the following screen, check off the notifications you
would like to receive and then click the SAVE button. You will only see this button after you finish
creating your user 1.D. and then go back into your user profile.

8. To reset your password, use the following link to access the Extranet homepage
(https://extranet.orbitz.com) and click on the “Reset Password” link, a temporary password will be
sent to the email address set up under your username. If you cannot remember your username,
please call 866-925-6700.
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Help:

If you are having trouble using any of the features described in this document or have questions
regarding any customer reservations, you may use the tool provided in the Contact Help section to get
answers via email or contact us at any of the following numbers:

For North or Central America: 866-925-6700 or 312-894-6897

For countries within Europe, Middle East or Africa: (011) 44-2-03-147-6507

For countries within Asia and the Pacific: (011) 61-2-8263-5199 or (011) 61-2-8263-5132

You can find this tool by clicking on the Contact Help link at the top of any Extranet page:

ADMINISTRATION SECTIONS
_— >
MB,” Extranet Guide | Contact Help | Sign out
WORLDWIDE

DISTRIBUTION CENTER

Clicking this link will launch the following window:

/= Orbitz Worldwide Distribution Center - Windows Internet E... E“:,@
£ | http:jfeghost 78, dev, 0. com: 3585/ helpfcontactHelp, html b

For inquiries about issues or general information about
the Orbitz Worldwide Extranet, please choose a number
that best fits your location:

MNorth or Central America: 866-925-6700 OR 312-894-6897
EMEA: (011) 44-2-03-147-6507
APAC: (011) 61-2-8263-5199 OR (011) 61-2-8263-5132

If you would like to submit an e-mail request about the issues you are
facing, click on the link to launch a question template: | Contact Us

Done €0 Internet +100% -

Some example subjects that are covered are: Orbitz Worldwide Credit Card problems, Denied Bookings,
General Hotelier Issues, Invoice questions, Rate, Fee or Tax issues and Stop Sell change requests.
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