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Event management

Sign in as an organizer in your
professional area

As an organizer you will need to access this URL:
https://www.nh-hotels.com/en/event-tool/organizer/login

(i) The password corresponds to that of your Outiook

Reset your password

You must always log in with your email and password (the email
must be the one that the hotel/CRO/GEM uses to access My
Event Space, not an individual corporate email). If you don't
remember the email for the access, you can open a JIRA MINOR s AVANI il cmaxs  TH nhow VoLl
(slide 40).

(VPN connection is needed)

Meetings & Events Companies Agencies Discover More

Discover Meetings & Venues Types Minor PRO Business Exclusive portal for Sustainability
Events Programme travel agents
. Industries Minor PRO Blog
In order to reset the password, you must have the VPN activated. Discover Comparies  Discover Agencis
) Success Stories
Request a quote Help for Companies Help for Agencies
Innovative Tools
Offers

Help for Meetings Services

Event Type

MINORPRO Legal Notice | Cookie Policy | Privacy Policy | Social Media | NH Hotels Company

€ 2000-2025 MINOR HOTELS EUROPE & AMERICAS | Santa Engracia 120. 28003 Madrid, Spain
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LOG IN - ORGANIZER

Once you log in, you will see a message like this. This happens
because the website performs a cleanup of events that were
created in My Event Space but were eventually Cancelled or
Rejected in TMS, in order to automatically remove them and
avoid errors.

Please do not take any action or refresh the page when this
message appears—just wait, and all your events and/or the
option to create a new one will appear shortly.

MINOR HOTELS | My Event Space

Optimizing your events

We are performing an automatic optimization. This may
take a few minutes. Please don 't refresh the page; your
events will load automatically when complete.
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Sections

New event: Booking File (Ex. MB0123456789)

Events search: You can fiter by Booking File (Ex.
MBO0123456789), it must contain the letters MB followed
by 10 numbers, without leaving spaces.

Convention ID: Only numbers, 10 digits (Ex. 1234567890)
Status:

« Al

* Past date (expired events)

e Operating (events that are active at that time and
customers can book)

* Draft (Events that have been started to be edited but
the URL has NOT been created)

MINOR HOTELS | My Event Space
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In the table the organizer will see the events that they have Total: 22 Events.
created with their user.

Actions Event name Status Booking file number Convention ID Creation Start date End date Country City Type
. .
.
SeCthrlS m the table- @ © vemAVERSIC.  Pastdate  [MBOOOI36303) [0109268103] 10/11/2022 26/06/2023  30/06/2023  Germany Leipzia Meetings
@ TEST CGW 3 Operating [MBO0O04074943) [0137409228] 30/09/2024 08/02/2025 10/02/2025 Spain Barcelona Sport
. . . .
* Actions: Y Edit t (pencil dra ) or See
ons: You Ccan dn everl [WIT); or d (2] TEST CGW 4 Operating  [MB0004074944] [0137409290] 30/09/2024  18/01/2025 17/02/2025 Spain Madrid Incentive
Created event @ 0 EDAYS CALEN.. Operating  [MBOOO4074954) [0137409624) 01/10/2024  08/12/2024 14/12/2024 Spain Madrid Cocktail
@ G CALENDARIO .. Operating  [MB0004074950] [0137409429] 01/10/2024  30/10/2025 02/12/2025  Spain Madrid Meetings
* Event N:
en arrle @ 3 DIAS - ANAN Operating [MBOO04075039] [013741M23] 10/10/2024 2312/2024 25/12/2024 The Netherlands Amsterdam Meetings
TEST WEB MA.. Operating [MB0O0O04074809] [0137406040] 03/09/2024 01/M/2024 02/1/2024 Spain Madrid Cocktail
.
« Status: All / Past Date / Operating / Draft
.
@ 0 10 DIAS 2 MES... Operating [MBO004074947] [0137409430] 30/09/2024 2712/2024 06/01/2025 Spain Madrid Leisure
. B ] . g Fﬂe N ] r () MORE THANZ.  Operating  [MBOOQ4074810] [0137406103] 04/09/2024  O1/11/2024 12/12/2024  Spain Madrid Rooms o
@ TESTUATITD Draft MB0O004075189 [0137412975] 2110/2024 21/10/2025 25/10/2025 Spain Madrid Meetings
.
e C tion ID
onvenuaon
Showing 1 to 10 of 22 entries Results per page: 25 2 3
.
* Creation Dat
on e
e Start Date
Actions Actions

 FEnd Date

e Country

+ City

* Event Type: Cocktail, Leisure, Meetings, Incentive, etc.
* Hotels: Numbers of hotels included in the MB

MINOR HOTELS | My Event Space
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GREATE A NEW EVENT

How to create an event?

To create an event, the first thing to do is to make sure that the MB and Convention IDs are active and correctly configured in TMS. The event
must be in Confirmed status.

Once we have reviewed this, we must enter the MB in the New Event field and click on Create event:

New event

Booking file number
) X + Create event

MINOR HOTELS | My Event Space



GREATE A NEW EVENT

Section 1: New event information

On this section you can find the basic
information of the event from TMS: event name
in TMS, the Booking File number, the Status,
Country, Event Type, creation date or dity,
among others.

We will also see in the URL and preview section
a warning message that tells us that we have not
yet created any URL.

In this section it is not necessary to do any
action, it is only informative.

MINOR HOTELS | My Event Space

TNH (&S]

Home Organizers

New event

(i) Al fields marked with *

Details

me TMS

[TEST UAT IT DRAFT]

0137412975

URLs and preview

=

m

z
<

management NH ZURBAMNO events

'S Y
| € Back |
h A

are mandatory

Status

Booking file number
Draft
[MBOOO4075189]

MEETS Spain Madrid 21/10/2024

i)} This event is in draft state. No URL has been assigned yet
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GREATE A NEW EVENT

Section 2: Booking
1. Configure the Minimum Length of Stay.

2. The days on which the event starts and ends
travel automatically from TMS.

According to the dates are selected, an example
of the calendar that will be shown to the client

appears.

3. The cut-off day travels by default from TMS

Home Organizers management > NH ZURBANO events > New event

Booking

Booking window & Event dates

Minimum days of stay * ° 1 o days

Booking Start date Booking End date
Friday, 01/08/2025 Sunday, 31/08/2025

Start event date * End event date *

t23 sunday, 31/08/2025

Start event dat
E Friday, 01/08/2025

Cut-off days 10/10/2025 Within 349 days

*This information must match what has been configured in TMS to avoid discrepancies and availability errors

MINOR HOTELS | My Event Space

CUSTOMER DATES SELECTION PREVIEW:

uuuuuuuuuuuuuu

L T we h
D [} D
=] D ] =] D
(] o o ] )
o D s} ]
=) o
Pl sednct Chech-in date

(D This choice of event dates will result in the one month type
calendar:
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GREATE A NEW EVENT

Section 3: Room Occupancy

8.

Select the maximum occupancy per person in each room

Select the maximum number of rooms available for book during a
reservation

Select the order in which the hotels will appear to the client (when
there is more than one). Once this is done, you will see an example of
how the client will see the search engine.

If you click on Customize booking you can select a minimum number
of stays, maximum number of people per room and maximum
number of rooms per reservation for each hotel of the event. You can
also include or not the hotels in booking landing.

Select “Include in booking” if you want to add the hotel to the event.

If you click on “Show starting Price” and then select the currency,
you can add a price from which clients can make their reservations.

You can choose between Distance to the event Venue (for example,
the closest to the event that will take place at the Royal Palace of
Madrid or the one recommended by NH)

Click "Save and continue editing" to save the settings for this section.

Home Organizers management NH ZURBANO events > MNew event

Rooms occupancy

CUSTOMER ROOM BOOKING PREVIEW.

Max. people per room * Max. rooms available to book per reservation *
e~ =

Unlimitea mlimites
\!f = Qz u ed

1 Adult only Limited to

Max. 2 adult e s

(] You need to check in TMS if the configuration is the same as here.

Hotels

' MH Collection Amsterdam Flower Market
' Tivoli Doelen Amsterdam Hotel
f Avanl Museum Quarker
: NH Amsterdam Zuid
Order by default in event page web *

@ Distance to event venue

MH Recommends

4+ Back to top Sawve and continue editing

*This information must match what has been configured in TMS to avoid discrepancies and availability errors

MINOR HOTELS | My Event Space

i) This choice of room o
cccupancy selection

@ customize booking

@ Ccustomize booking

@ customize booking

@ customize booking

@D show starting pri

@D Include in booking | 15000

@D Include in booking | 15000

@ include in booking [ 1s0.00

@ Include in booking [ 1s0.00

4 There are mandatory fields not filled in or fields with errors

+ Back to first

sult in the full

ice & EUR ~
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GREATE A NEW EVENT

Section 4: Event Web Page - Contact Message

Here you can enter a message for the client to contact someone
when the organizer is not available. This can be another
colleague, the GEM, CRO, the organizer himself or whoever is
desired in each case. This text would be seen on the calendar,
once the client has selected the hotel.

Example texts:

Text 1: If you need in immediate assistance, you can contact us
by phone

Phone number: 666666666 (CRO NUMBERS will no longer be
included in any My Event Space)

Text 2: or by email
Email: test@minor-hotels.com
Text 3: Thank you!

Once the text is entered, an example will be displayed
below:

*This section is not mandatory.

MINOR HOTELS | My Event Space

Home Organizers management > Xiana IT HQ events > Modify event

Event Web page

u Portugues o

o= - - = -
;|: English = Espanol I l Italiano I l Francais | Edit available languages... v

BOOKING PROCESS -~

Contact Message (E;‘w Add a personalized message with a contact that users can turn out to in case of problems during the booking process

GEM Contact Message Il e s s o seyend he shom, s

If you need in immediate assistar 666666666 or by email test@minor-hotels.com Thank you!

Contact Message preview

If you need in immediate assistance, you can contact us by phone 666666666 or by email test@minor-hotels.com Thank you

13
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GREATE A NEW EVENT

Section 5: Header & “When?”

1. By default and depending on the type of event, an image
will appear for the event background, but this can be
changed to the image that the organizer wants.

You can select different images for the desktop version and
mobile version or the same one.

If you delete the pre-loaded image, the characteristics that
the image to be uploaded should have appear: “Use PNG or
JPG format max. 1024x600px or 10Mb for your mobile
custom image’.

MINOR HOTELS | My Event Space

Home

Organizers man agement NH ZURBANO events New event

14



GCREATE A NEW EVENT

Section 5: Header & “When?”

2. Event Name: It will be the name that is displayed in the event header, it does not have to be the same as
in TMS but can be modified.

3. Hero short description: A brief description of the event can be included, for example “The most
important technological event of the year will be held in Madrid next Novermber”. Maximum 200 characters.

4. Event Web Page URL: You can modify the event URL. The URL does not accept spaces. Please make sure
that the URL name is short, clear and very specific for the attendees that book. Do not include any signs like
marks, stress, “fi” or underscores as they are not web friendly. IMPORTANT: It can only be modified

once,
5. Header short date: The date of the event that will be displayed in the header can be entered in different
formats, for example:

*  Wed, Thu, Friljan 1 - Mar 31, 2025,

*  15/04/2025

*  May 20-22, 26 & 29, 2024.
6. About the event, “When?”: The date of the event can be included here again in the following formats:

*  Wednesday, Thursday and Friday between 01/01/2025 and 31/03/2025

*  April 23th 2025, 18:00

*  Friday May 20 - Sunday, May 22 & Thursday, May 26, and Sunday, May 29, 2025
7. Save: The added information must be saved. If any error is detected, a red box will appear indicating that
something is wrong and will take us to the error.

MINOR HOTELS | My Event Space

Home Organizers management NH ZURBANO events

88 enguan L ¢ - v

Event name * Short description

Event date * “When?" (Shoet date description)

sxampies below
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GCREATE A NEW EVENT

ABOUT THE EVENT & BOOK YOUR STAY

Section 6: About the event & Book your stay

EVENT LOGO

1. Event logo: This is optional. When you upload an image, a | sy 1t e e 0 0 e s s
crop module will open where you can select the section of e B b —
the image you want to display on the event page. The 2 Edit rop
characteristics that the image to be uploaded should have

apmar: “PNG Or JPG for.rr]at Mtl,l Square doppmg, ABOUT THEj\l/ENT Subtitle ABOUT THE EVENT Short description
maximum 1024x1024px. The logo will be centered inside a — o5 y

circle, so it is necessary that the image to be uploaded has oz —_— oz
a square crop and some margins to the edge”. : = =

2. About the event subtitle: Subtitle for the section. For [acur v s e e el
example, “Madrid Technology Fair”. This is optional i

3. About the event short description: Description of the
event and useful information for attendees. Maximum 560
characters. This is optional

MINOR HOTELS | My Event Space



GCREATE A NEW EVENT

Section 6: About the event & Book your stay

4. Info for “Where?”: For each event you must add
an "Event Venue", this will be the main location of
the event, which can be a hotel or a venue.

Option 1. If you want the Event venue to be a hotel,
you must select the "Include as event venue" box
and always enter a name, for example, Reception,
Ceremony, Banquet, etc.

MINOR HOTELS | My Event Space

Organizers management

Home

:-E English 0

“Where?" (Short event venue description)

e
©

EVENT VENUES

* MNH ZURBAND events

L

— e ] —
i) No event venues are added

EVENT VENUE 1: NH Leipzig Messe

Activity Name

@ Other place not hotel

o
4 Back to top |‘_
N

Ti] Delete

Add event venue hotel

@ Add event venue

(:) Main Event Venue @

In case of more than one event venue, it is mandatory that all off
thern have their activity name

s \.i € There are mandatory fields not filled in or fields with errors.
ave
i T Back to first

17



GCREATE A NEW EVENT

‘“Where?" (Short event venue description)

Section 6: About the event & Book your stay

® . ‘. = e i e
O s tmmm | O | @ s
4. Info for “Where?”: For each event you must add an
"Event Venue", this will be the main location of the event, £ cumnr veswus s HeETG N fan Tabsk I s o o o
which can be a hotdl or a venue
'S} EVEWT VEMUE 2 CEREMONY City Hall @D Hein Bvent verue (1) 4 Advance [0 Delete A~
Option 2. If you want the Event Venue to be another place, Event Venue image
you must select "Add event venue" in the “event venue 2"
box. In this case you must add the name of the activity, the e e
name of the place and the coordinates. You can search by a
street, city, postal code or by coordinates. Also, you can add
a image of the event venue. & Choose resources
*On the next slide, we explain how to find the I x
coordinates of a location.
5. Save: The a_dded, jnfonr]aﬁon must m Saved. H aIly [] Street, number, city, postal code ‘ 9 Search by coordinates

error is detected, a red box will appear indicating that
something is wrong and will take us to the error.

MINOR HOTELS | My Event Space
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HOW TO FIND THE COORDINATES

Then this other page will open. Click on the right button on the location with the red

symbol

Museo Soro

=& A B f§ &£ X Q. Search along the fouté ® Gas | BY EVcharging | o Hotels |
Best 15min 3Imin  Th7m  19min T gles
] e T TRAFALGAR
Type the event address in the Google search engine and a map o [Yourtosaen S
H G
. . o S 7 v Quevedo & J
like this will appear. 0 [caese a3 cromver e e isdapitons
. Chamber{ °
@  Add destination $ 2 i 3
5 p ° L
- s 5 ® 4 2
Koty no Options  bAgiilera © San Bernardo 2 o 5
© af Ganzitos
X < Bilbao & c've:w-is Zapatos
Go gle calle santa engracia 3 X & Q 5] send directions to iPhone @ Copy link i i
) N i ) L Resannene
A viaC.de Serrano 15 min -4 Sesderma Skin and Beauty
All  Images Videos Neb Books Finance Tools Fastest route, despite the usual traffic 4.9km CeanQMcﬂ:vt:i»Cen"o
o 7 = X Center Barcel 9
— Details " 4
Coldn’ O ba&
MiiN Korean Cosmetics a & sh
A B viaP.odelaCastellana 17 min BoUtque & Treatments b () enla tienda &
Quevedo© Eétad Mus Rubén Dario & ; 2 3 ‘Cosmetics ca Nacional
stacion Museo Nufiez de Balbo' e traffi 6.2km de Espafia M +
‘Chamberi $ H Recoletos ©F] O
‘3 S’u ég i y CHUEGA lecoletos -
3 : . s , .
g % 3 i B 1M07AM—11:38AM 31 min %, Chueca & Google ()
& 2 o b @ T ® “, 3 ot
& S ®© - ElCorteInglés 2 & L. Man data ©2024 Inst. Geoar. Naclonal Gooole  Soain  Terms  Prvacy  Send Product Feedback  200me—— 4
W ° 2 Serrano 47 N-f
San Bemardo & 0 g 2 ° 2 zZ
v S R ]
- < 2 € > 3
Bilbao e % * 2 T
= & © =
% B 0 s & . . o . .
Norso MRS Click on the coordinates and they will be copied. Just go back to the organizer page and
Museo del Romanticismo 3 0 .
Restaurante Bel Mondo ﬂl t ﬂl Odl]l
o
e them into the modules.

Tribunal & @
t

Colon'®; G Serrano € yoi57quez e § .
loviciado © @ g 5 :
¢ Biblioteca Nacional Q" C:de Carac & I
_ erp de Espafia Museo Arqueoldgico & o = d & S
szadeEspafia < Renntntan & Nacional p : % ¥ Iy
TeRin e San Antaniayam CHUECA Map data ©2024 Google, Inst. Geogr. Nacional _ Terms %ﬁ “Zg O ‘g'
) C 21 ]
" A
Calle de Sta Engracia, 3 < -3 e "
. des @ ~
Chamberi, 28010 Madrid sty 40.42881,-3.69613 SALAM
Share § Diactions Share this location s
1
Remove this destination (
© Miseo del What's here?
Click on “Directions” s 7] E
Measure distance
-- e Cspunae— Misssh
Nacionz
A Recoletos ©F)
Chueca & Gasale
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GCREATE A NEW EVENT

Section 7: Event details PPt 1 PR
» : B I VU 8 = i ;
‘ i

Optional

1. Event details title: You can include a title about the details

2. Event long description: You can include a description of the
event. Maximum 2000 characters.

3. Event details gallery title: You can include a gallery of images of

the event

4. Save: The added information must be saved. If any error is
detected, a red box will appear indicating that something is wrong L
and will take us to the error.

Eé} Choose resources

4 Back to top ( Save and continue editing >

MINOR HOTELS | My Event Space
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GCREATE A NEW EVENT

Section 8: Event Schedule

1. Header phrase: You can add a subtitle on the schedule

2. Event schedule description: You can add a description
of the schedule. Maximum 2000 characters

3. Schedule image: You can add a picture of the schedule

4. Save: The added information must be saved. If any
error is detected, a red box will appear indicating that
something is wrong and will take us to the error.

MINOR HOTELS | My Event Space

EVENT SCHEDULE -~

britle

Event schedule description

Schedule image

m
P
c
0
ii
]|

@ There are mandatery fields not filled in or fields with errors.
4 Back to top Save and continue editing .
 Back to first
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GCREATE A NEW EVENT

Section 9: Media

MEDIA ~

1. Media Subtitle: You can add a subtitle on the media o

module. -~ |
2. Images: You can add several images. .

7.9

3. Youtube Link: You can add a YouTube links. e
4. Spotify link: You can add a Spotify links. o
5. Save: The added information must be saved. If any S oty e

error is detected, a red box will appear indicating that .

something is wrong and will take us to the error. | ‘ B pee | T o pelee

@ Add Youtube link @ Add spotify link

T Becktotor

MINOR HOTELS | My Event Space
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GCREATE A NEW EVENT

Section 10: Quote

You can add a phrase of up to 350 characters. auore
On the right, you can add the author and any Guote Author & Detail

related details: a date, a description...

Nomal ¢ B I U & = E

Enter the informaticn here

‘ Deetail

Save: The added information must be saved. If any

error is detected, a red box will appear indicating
that something is wrong and will take us to the
€ITor.

Save

)

MINOR HOTELS | My Event Space
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GCREATE A NEW EVENT

Section 11: Contact

Home Organizers management > NH ZURBANO events > New
= Il Edit & b AU Se
s'.! Enalish 0 Edit available languages.. Vv

At least one direct event contact must be added so that clients can

contact the person in charge. You can add just an email or a phone

number. It is not necessary to add both. This section will appear at the
en.d Ofth.e event. If deSil‘ed, tWo contacts can be adde(i Contact module subtitle . Fonla-ct 1" Contact 2

*CRO NUMBERS will no longer be included in any My Event Space

You can add an introductory phrase in Contact module subtitle such

as... “If you require any further information, feel free to contact me. My — () 1ot con one o the osomns 2 e
contact details are:” or simply “organizer” or “contact person’”. e N
BR EN Vv
nhzurbano@nh-hatels.com =
Save: The added information must be saved. If any error is detected, a
red box will appear indicating that something is wrong and will take us
to the error.
4 Back to top -j'fr Save \‘l T VI Sy e e— K T e e T e e R i e -
.\ __/ o i

MINOR HOTELS | My Event Space
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HOW TO COMPLETE THE CONTAGT DETAILS FIELDS

* My Event Space for one centralized or decentralized hotel
Organizer’s name: if aplicable, it will include the name of the organizer
or it will include the name of the hotel if there is not specific name given.
Job Position: It is not a required field
Telephone: It will include the generic hotel number. Do not include the CRO number.
Email (mandatory) If aplicable, and if there is an organizar; it will include the email of the organizer
or if not, the generic new email from CRO: events@minor-hotels.com. Do not use any other CRO email.

* My Event Space Multi-property (including or not decentralized hotels)
Organizer’s name: It Will include the text Minor Hotels if there is not an specific name agreed.
Job Position: It is not a required field
Telephone: Do not include the CRO number. Of no number was agreed, include the telephones of the hotels as part of
the “description text” and complete this field with the following text: See numbers in the description
Email (mandatory) Include the emeail of the organizar if agreed, or include the generic CRO email events@minor-hotels.com

MINOR HOTELS | My Event Space

25


mailto:events@nh-hotels.com
mailto:events@nh-hotels.com
mailto:events@nh-hotels.com

GCREATE A NEW EVENT

Section 12: FAQs - =]

FAGE modube subdiths:

1. FAQs module subtitle: Include an introductory title
before the questions.

2. FAQ Question 1: Each question and its answer will be s G oeles
displayed in a single module. The "Save" button will not
be activated until the question and answer have been
completed. —

3. Question & Answer: The text will be valid from two B
characters in each module.

Save: The added information must be saved. Before clicking
this button all questions and their answers must have been

saved. _
+ Add question: By dlicking this button you can add the —
questions you need. To i

IMPORTANT: If all fields have been filled out correctly and you
click on "Save and create event web page", it will take you to the "o @
URL section and the event will change to Complete status.

MINOR HOTELS | My Event Space
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GCREATE A NEW EVENT

Once the event URL has been saved and generated, this box will
appear with the URLs

If you have created the event in a single language, only that URL
will appear, while if you have created it in several languages, all
the URLs will be displayed together.

We have several buttons in this module:

1

See event web page: opens the URL in a new tab and
displays the created event as a client will see it.

Copy URL: allows you to copy that URL.

Edit text content: takes you to section 5 (Event name) in
case you want to modify the name of the event that appears
in the header.

IMPORTANT:: if you click on the “Delete Event Web Page” button,
all URLs and the entire event will be deleted completely, so you
would have to recreate the event from scratch. The only way to
deactivate an event is to delete it completely using this button.

MINOR HOTELS | My Event Space

Home Organizers management > NH ZURBANO events > Modify event

3 DIAS - ANANTARA

(T_; All fields marked with * are mandatory

Details

Event name TMS Booking file number

[3 DIAS - ANANTARA] [MBO004075039]
Convention ID Typology Country City
01374M23 MEETS The Netherlands Amsterdam

| € Back \II

Status

Complete

Creation date

10/10/2024

URLs and preview

ES https:/nhuat-ecp-anantara.nh-hotels. com/es/eventsweb,/3-dias---anantara [/ See event web page

EM https/nhuat-ecp-anantara.nh-hotels com/en/eventswab,/3-dias-anantara [ See event web page

[ﬂ Copy all URLs / Delete event web page 1\}
.

iy

[) Copy URL ¢ Edit text content

) Copy URL ¢ Edit text content
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GCREATE A NEW EVENT

Languages g English o ‘ Edit available languages... ‘
g = -
The event can be in the seven languages that we have available 7) B e - = o ==
on the website. For this purpose, in the header there is a field _
that the organizer can open and select the languages they want. o - ML @ rr

The organizer must fil out all content in the new language, as
it is not copied or translated automatically.

Event Web page

When a language has been selected but there are fields that are

not configured or have errors, an alert symbol will be displayed |

IleXt tO t:he laIlguage tO warn ﬂle Organizel" tl,lat tl,ley must EE English £ Espaol | ] itatizno | ) Francais B Portugues @ ‘ Edit available languages
review that language for the correct configuration of the URL.

MINOR HOTELS | My Event Space
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SEE EVENT WEB PAGE

MINOR HOTELS | My Event Space
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https://nhuat-ecp-anantara.nh-hotels.com/en/eventsweb/june-uat
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PRYMENT METHODS



AVAILABLE PAYMENT METHODS °®

Klarna.

AMERICAN :
B visa @) £ oo
mostercord

& Pay

[G Pay ' Paypal gs: @D rs Club UmonPa

MMMMMMMMMMMMMMMMMMMMMMM
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BEFORE SEND THE URL



il ¢

TEST THE MY EVENT SPACE BEFORE YOU SEND THE URL TO THE GLIENT

Test the Event Page (URL) & make a Test Reservation according to the manual:

v" Confirm Rate & Price displayed, as well as T&Cs (Step 1 & 2)

v Confirm Reservation

v Confirm ALL information in the Confirmation Email is correct

v" Confirm that the Room is correctly discounted in TMS

v’ Cancel Reservation

v" Review the room has come back to the Convention Group Availability
v" Send the URL to the client > only if the test is successful

MINOR HOTELS | My Event Space
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il ¢

IF MY EVENT SPAGE DOES NOT WORK VERIFY THE FOLLOWING

v" Make sure “Public” TMS4C is ticked

v" Verify Dates information is correct

v" Inform CUT-OFF date

v' Tick Retrieve changes

v" Ensure Rooming is allowed

Make sure there is not a receptive client in the evento (SAP-CRM). If there is, ERASE it
Don’t edit the evento in TMS while somebody else is doing it -> The tool won’t work
Ensure Cancellation Conditions are correct

Check Guarantee Conditions

Ensure the restrictions of the event are correct under the conditions tab, and click both conditions of
Don’t Verify Sales Close (conditions and overbooking)

Make sure Availability in Room Numbers & Guests by Room is correct

Generate the Event according to the Manual

AN N NI NN

AN

MINOR HOTELS | My Event Space
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Key Users My Event Space By BU (the way to contact must he the JIRA)

(=) Daniela Navarrete Lopez
7 d.navarrete@nh-hotels.com

2 Matias Martin Nunez
mm.nuez@minor-hotels.com ?

.

& Angel Espindola

a.espindola@minor-hotels.com

MINOR HOTELS | My Event Space

Paride Ritto, BUNE
p.ritto@nh-hotels.com
Umut Tiknaz, BUNE
u.tiknaz@nh-hotels.com

Sheila Punal, BUSE
s.punal@minor-hotels.com
Roberto La Vista, BUSE
r.lavista@minor-hotels.com
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HOWTO OPENA JIRA

MINOR HOTFI S FLIRODF & AMFRICAS / Wish (Frommarrs

=l Web (Ecommerce)

Welcome! You can raise a request for Web (Ecommerce) using the options provided.

Contact us about

My Event Space (older Customized Group Website)

If you have any questions or/and issue, please What can we help you with?
open a JIRA in this category and include all the
information:

* MB number B My Event Space - Reporting

Please indicate if you need Ad-hoc performance information
* URL of the event

o My Event Space - User & Password
W Userissues on the event portal, such as reset password, managing organizer accounts or creating users.

My Event Space Rates - Other Issues
Issues in rates that are not related to price discrepancies

e Screenshots with the issue

My Event Space Rates - Price Discrepancy
Issues related to event price discrepancy

My Event Space Rates - Missing Rates
Issues with rates not displayed at the event (discounts, price updates, etc.)

My Event Space - Payment & Guarantee
Issues in payments and guarantees of the event, including errors in transactions, validation of payment methods or management of deposits and
guarantees.

MINOR HOTELS | My Event Space 40


https://minor-hotels.atlassian.net/servicedesk/customer/portal/30/group/307
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