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Please activate your account via your company

e-mail
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Then you will receive an E-mail to activate your
account
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Please click the button and create the
password according to instruction
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Please click “Continue” to go to the booking
page
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Please click your name then go to the
Personal-Essential Information page to check
and supplement your information
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Travel Booking & Management
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FaiJ Booking

— BEIEEE Hotel searching
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RIEFZEDITER, BHEMAIE, A AR ARFER, {EX... ERES

o HEEWRE/ EREE

Choose “Domestic hotels”/ “International hotels”
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Select destination; check-in/check-out date etc. m  mz  um  em
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Click “Check availability” to get specific hotel room rates
o RLEEEITEERBFEMNS o

Click “Book” to book your preferred room rate
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FiJ Booking

— thiGBIERRIE Negotiated hotel identification
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Hotels with " Company Preferred " on the side of the
name are L 'Oreal Company negotiated hotels
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FiJ Booking

— RIS TS ZEBRE Screen hotels based on price
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® Employees can screen hotels by price in

order to find a hotel that fits their Budget Disam1e
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FaiJ Booking
— sAIEITER4E R Hotel order creation
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Please pay attention to cancellation
policy to avoid unnecessary penalty if
you did the credit card guarantee.

o MBHHTE
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If the booking is required guarantee, please fill the

credit card information and click “Confirm to book”
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ZTBIE, NMEA, BUBBERIERSF

Check hotel; guest; cancellation policy information etc.
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* = Mandatory information
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C|ICk “Submit” when all information is correct
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FiJ Booking

— #BHTIREE Out of budget warning

(7) SMfEiI RS ¥1283
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The hotel budget of each employee has been maintained in the reservation system, so if
the hotel reservation exceeds the standard, the popup will reminder.
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FiJ Booking

—HEREITEIAZSEE Hotel order status checking

BRRAESTE

Click “Detail” go to the order detail page
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Q, 021-56700698
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BENTREE-HRANTR EERNTR
Go to the “Order Management™ “My bookings” to check your :
Orders [ilE=1 FiS
® R EABEITR
Choose “My hotel bookings” =
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Search by information, e.g. guest name or check-in date —
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Click “Search”
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FiJ Booking
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FniJ Booking
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— ¥ZRYE Flight searching
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Welcome to myCWT

Travel Booking & Management
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Please click “Search”

o EEHAM, BHEpE, HABHES

Please select departure city; arrival city; departure date etc.
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fiJ Booking

~ RS EEE Flight information checking o e -

B ¥50 + ¥120
fTZEEI(20KG)

¥ R bR LS (10B19H A=)  ssosnrsam

e 7
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EEEEES O L (00:00-12:00) (O &4 (12:00-14:00) (O F4F (14:00-18:00) () Bl (18:00-24:00) 7 S
BiAREESE O L (00:00-12:00) O 4 (12:00-14:00) (O T4 (14:00-18:00)  [J B (18:00-24:00) EITFIRITESE: 8KG, |AME, RPESE 17ZEA(20KG)
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a8l O 5m O +8n O ER O FFnE O n O 10 Omn O ER T, LS, S ETR0KE)

HERmik: O Sy

- . . S8 £
HJIEMUS100 07:00 2/)\if20454n 09:20 e
mﬁg@ﬁm\ﬁ:ﬁ ItEEERIET2 " HESTHERRET2 iB ¥50 + ¥120 w452

« TR S2 4457 .
o AL VTEIEFREEAIIE
e Click “Booking” to select the
A 2022-10-17 07:00 Bil(FZ), ¥ 136/ A 2 | - .
JTIL?‘EJSSLE% = | 2022-10-19 03:00 BI(RA), ¥ 226 A B ¥50 + ¥120 «410 (umosRE ﬂlght you want
5 1ZH(0KG)

RSN, & BEHOA -

El| =t RLi B ) E

o BARETRYE", 1T EEEINRFIFRM

You could click “Ticket restrictions”; “Baggage allowance” to
check details
o SEEZRMN BEEHEEMNRM

Click “More” to get other fare-basis classes

150 years in travel
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FniJ Booking

- SIER{E{NIRER Lowest logical fare reminder

AISEFEERFEAMYIT : (FI/52/\aTH)
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® MNERENERRINMITA AR ARIE L RERMETEIR
ARERlE LN RIS AIHER
If the flight you choose isn’t the lowest fare, system
will remind you the LLF flight which within 2 hours
before and after your original flight
o RL VAT EESEREMMRIE
Click “Rebook now” to book LLF flight
o EEFEIREIEH RE HREFE R
Or choose a reason code and click “Continue my
booking”
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¥miJ Booking

— 1JTER(SE#ZXT Check order information @ smsmsi

2022-11-15 07:00 09:15 2022-11-15 GFHE S R TFEI0KG)
(A330/340) 5 oasas Lig
BR/IVEE EEERAIAT2 STFERWUIAT2
® 1:;'_ Xjﬁﬂxﬂf ﬁRE1n:u\ﬁ- s
Check flight; passenger information etc. e e
* — ~
o - Miﬁl}ﬁ _ _ 1 g WEm . 5 v Ry sl P
* = Mandatory information 44 71050 (58 T ALS O
& ‘- IRS5%5: 24 ER2MRSER0
. Eﬂ j—{I Eﬁlﬁ FOMEMU  BEEiEEY % v
EDIT = Modifiable information ﬂﬂ o — p - .
STHERE AR, AR e A7

mERN  FEEHRVRSEYR TSR PN I REF R ASurname/Given name middle

namefg T

BEX

Project ID

o FATEERWATR, RE“4iTE

Click “Submit” when all information is correct
MIAER

= o B
B =oms b HRkiTE

il H

() #Bmz hiipsine
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FiJ Booking

— EHLIRAZ Submit to approve
HiltiEsL op o BEE IRV

—  Click “Approve now”

*

(T g B -

iTEE:20929132901367748 TS IRTREST BREHY¥287 AR—— UDE ¥2158.7 ZHEEREAL  PNR: KSPYS
O HEE: B AT

SRR AHEARTIAE.

Must choose "Approve now”, otherwise the

flight fare you booked may be invalid due to not

il "% submitting in time.
7 === ”
e e o iR
’ /  Click “Submit to approve”
BT R | SEi(0) CoHE#t  EitREE ° ;ll]':':' EJ_,':I:.'%%EE Bﬁ'{q:*&_t
ST 2 T lESL JraT
TeePmE nEETe ERUIT (Attachment)
s BHEE FE AL iEEm e HEGAE  icia= SR BIE - EU:IL 9'%3 JPG/PNG
N RS .
@® 20929132901367748 1.2!1_1/2022 B2 ig—dbm 2022-12-1107:45 CA15 ¥2130.00 I$éj< ’ P D F/\/\/\O rd/ExceI
e - STHFR/INRBEBIT 5M
841t ¥0.00
iz yd i AEAR Al ZEEEHE,
J:%Bﬁ(it:‘ SR TR %ﬁ{i %ﬁiﬁ1ﬂ%ﬂﬁg*&ﬂﬂ%§ﬁﬁ
o
- Must finish the step of "Submit to
= approve”, otherwise the order can
not be submitted successfully and

the flight fare you booked may be
invalid due to not submitting in time.
CWT 150 years in travel
y 4
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{TEAESTE Order management
—1JEAEIF) Order checking

cWT EHR EBERNE BFE BEREE (S8R)

iTRER

HAniTR
AN

iTEBPMER]L

TAGER

= =N

EFrESE

EN | % | #5M (0) sz | 20 I

o HANITREER-HKITREEEEN
1JE
Go to the “Order Management”- “My
bookings” to check your orders
o WEITRRES
Check order status
* RALITHESHANITRIFE

Click order number and go to order

Welcome to myCWT detalls page
BANSRiTe BABEETR

FiEiTe &#%d0 HBEE0 HEEO

FALA A2 HEE: 1772 S - /S
TTERZERY: 28 T 258 AT £HP
Ev/ER BN B HTEE || 20220022 |-| 2022-09-29

SHEXCEL
iTRE FeHLA Eiiy ER/ERR Edize—id) JEREEN TRERE] TS B
g - dbm
20929135768397149 CA1590 B EEN 2130.00 202123;:053’29 BHE SRBEE

2022-12-12 08:55
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{JTEAESIE Order management
— {E24HA Online exchange

A =8 S E5an] ot B

B

1]885:20929135768397149 ITpRAEBHE SIhIESE ZIEE¥ 2130 —
O BNER: IEEENRSAT

RERT: ThRBRS AR S NS SR M.
1688 20929135768397149

An=JARIE95583
BRILIHZTEITIATRIE |
RIfrzs), HERE
B AR )

iTE MEAF 2% L BRIUEE
zio%z_-;gzos:ss W FEEHCAI590 gl?;; S ;;;;Eﬁm-ﬁ £ BB
3, BEESESELA
® ﬁl&j:%“ EE 1%&%” B == e A
Select “Exchange”
o BEENERER
A Select exchange reason = Lesmewe: -]
i SH-4SZ /=18
myCWT only can support first ¢ Jiﬁ:':’j‘ﬁ 'ﬁﬁf El 'HH HEHEA
time exchange, if you need Select new travel date e e -
second time exchange, please i) i—‘.fﬁ“]:%ﬁ”
reach out service team. A ‘e
Click “Submit [z |
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{TEAEETE Order management

— SEAEERARME Choose new flight

7 EEAM BB dbR (12B13B AZ)  foommtirs Az

4 12-10F7% 12-11/3H 12-12[F—

12-13F— 12-14]F= 12-15FF0M
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BYEEES] O £F 00:00-12:00) (O B4 (12:00-14:00) O T4 (14:00-18:00) [ Bk (18:00-24:00)
BB ES] OUFERLE OfrERE REVEED] OssEms OOEmilE
fn=AREH D=

ff PEEEECA1564 07:45 225459 10:10
I HRTBYERIINEF HEITFERAT2 IEFEEERAATS
off FEERHAZ=CA1590 08:55 2/iio5san 11:20
I HASSIERIINE T HETFERRUAT2 I EEELIATS

£ Y
B ¥0 + ¥120 (0
TEA20K0)

ST Y
B ¥0 + ¥120 M)
TZH(20KG)

ESHE .

EZE .

150 years in travel
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o EEAENAIMIHER
Check information of the

flight which is able to be

exchanged

o EEMMIIHAE TR
Select new flight and click

“Book”

*

B,
The exchange fee is depended on
original ticket restriction. If you

have any special case, please
reach out service team for
consulting.

CWT confidential and proprietary. Do not distribute. | © 2022 CWT 21



ﬂ'ﬁ I Order management

IEALTERS B Check exchange order information

HEITRER BT
SANHER
2022-12-12 08:55 11:20 2022-12-12 ? - T - ’_E _\_Eg
U e ﬁlml;lEvWHJL:!/jS égﬁwmma S0 YR W 1TFHI(20KG) @ *,(Xjﬂﬂ;f)I ! BR {I:“U\_J-
Check flight; passenger information etc.
= B 2022-12-13112 ;g;52022-12-13 ) ‘ - . * = M\iEID'j
CA1508 UHERHIHT2 HEEIATS = YR it * . .
3 = Mandatory information
IEEER
FA A TRESE AT
BT THent | 54 v 1 a5 000 (38) x|
EERSTCA  DHEEEv X v
FIAER
pei! i pro ® FEE1:|’U‘EELA?1%I /\\\i EEE‘Z T%
CI|ck “Submit” when all information is correct
ESiEE
) BiEm BRESIE
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{TEAEETE Order management

— HHIR3AE Submit to approve

LS

® &R SZANEEHY

___— Click “Approve now”

1155:21013165979105543
BERREMAREREAE  SEEEH

HESR EEaLd

RS IMTRGSM SIAA— SUOREi¥0 HEEELE, JEEeiy0 Sy 0 HEps DA

o KT TRAEHY
/  Click “Submit to approve”
/| o MNEIEHEERMI

/ IR T

iTeaEie RE L
ST BiEx  SEEb o) SEl SRS
FAGEIN R
iTEABPMER]L MZ=iTeg
iTes BRETE k= REANERy  {TRESEE 1752 FEEEIE] AIE Nt e
AAER
nkiam @® 20929132901367748 17:21/; ggziij Big big—dtm 2022-12-11 07:45 CA1564 ¥

iz |

AR P e

/|
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/
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(Attachment)
-BFEZ: JPG/PNG
- 142 PDF/Word/Excel

- HERINREEBISSM
*

Must finish the step of “Approve
now” and "Submit to approve”,
otherwise the order can not be

submitted successfully and the
flight seat you booked may be
invalid due to not submitting in
time.
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{TEAESTE Order management
— (EIBZE Online refund
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Go to the “Order Management”- “My
A v | R EI - | e eupE - e | bookings” to check your orders
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{TEAEETE Order management

— (£2BZE Online refund
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o FEFEERH

Select refund reason

® REIRE

Click “Submit”

&ifl,

The refund fee is depended on

original ticket restriction. If you
have any special case, please
reach out service team for
consulting.
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{TEAESTE Order management
—1JEAEIH Order checking
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FniJ Booking

— EBFFRLT International flights

® I ERE CWT  ER ENNE EENE  ENEE (SBR8) DR
Choose “International flights”

o EFRHAM, BRI, HARBHEIE
Please select departure city; ¥ ERENEET

arrival city; departure date etc.
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team for consulting.
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FiJ Booking

— ElfFiTE4%ERE International order creation

® 1:? Xjﬁ}'bﬂf Eﬁﬁﬁzlu\ﬁ'
Check flight; passenger information etc.
e *=MEIN
* = Mandatory information
S e v
EDIT = Modifiable information Aﬁ

° FRIBEEMATIR, RE"EMITH

C|ICk “Submit” when all information is correct

mz—ﬂibl : BE%J 1¢’="E ;u_:\o
Slnce the fare rules of international ticket is
complicated, the flight fare; restriction (etc.) will be

reviewed by back office when you submit the order.
Please refer to final flight quotation and ticket
restriction (etc.) which is shown in Quotation e-mail.
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FniJ Booking

— EfFiITERINSEIf International order status checking
o ERERRTEE, TEMERENEREE  om —

After creating international order, the initial order
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FiJ Booking

— ElIPREHERAS International approval submission
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Click “Approve now” Click “Submit to approve”
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FiJ Booking

— EfFiITERINSEIf International order status checking

o REXEH#E, ITRINSHEFEH

After submitting to approve, order status is “Wait BT TS EN 1 GEE0  GERO
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FniJ Booking
_EFMTEREF=5IN International Booking Notice
1. EBRITRXPR TER B NIRA, HERXMIZE, MESKRFEIATRENBRMASE, BIAT

REERHE, MAKEHE, SATHE, RESHBANGEL. TRENGAIERS, &r

2. BfR1T1E, BRERMENTRTE, B EBHNEEFTESTINCG, LLMBEVZIE, M
1B XL E B RIE R

3. N RRI S BB NPT AGE AR EE S EGIEH, MENEEEERM T EFFR
{Eiﬁgﬁﬁ%‘&iﬁﬁ%lﬂ%ﬂ%%d}ﬂﬁmo FINFEARMMEETEN — AR LRMEEZN, £F
a THE.

4. KK EREER T B R BT, FIREIERRA/NAENE, BEEAREFINERFR RN HEmiE
FUAEETE S HIF B .

5. Il ZEMHERREEEE, MRKEBRNMBEREALZENRATIALZHE, PARKHE
BUEMBEEHE. AMUAMTERRLTERIAN, BFRIANGHERERKFNAERMPE LR

AEREFRPIE, BEAEE, HERNEKRZT/NABD. IMNENBKRTAT:

400 678 6893 (HREIZEMA$&EFT Call in China)

86 21 23211041 (IE5M4&¥$] Call from abroad)

ElR Domestic: lorealdom.cn@contactcwt.com
ElfE International: lorealint.cn@contactcwt.com
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FiJ Booking

EFRTEATE T ESEIN International Booking Notice

1. International orders are only allowed to be submitted during working hours. After successful submission, we will receive the
guotation sent by service team, and please reply to issue the ticket after confirmation. then the team will issue the ticket manually,
and send the final itinerary. The itinerary contains the ticket number, indicating that the ticket has been issued.

2. For international travel, please try to book at least 7 days in advance so that you can have enough time to prepare additional
documents, such as transfer visa and health certificate

3. Please check whether personal information and flight information are correct before issuing the ticket, and whether correct
passport information has been added before booking. Avoid being unable to handle check-in due to problems such as name
identification. In addition, some midnight flights need to leave the night before and need to be careful when booking.

4. If you have not received the quotation feedback for a long time, please contact the service team by phone to check, so as to
avoid delay reservation due to mailbox and other external reasons.

5. The deadline of international ticket issue is very important. If you fail to confirm and reply within the time limit after receiving the
guotation, the flight will be cancelled and need to be rebooked. Therefore, if the itinerary changes and cannot be confirmed, please
contact the team again to update the flight and quotation after confirmation.

If you have any questions about international flights, please contact the offline team for assistance. The contact information is as
follows:

400 678 6893 (FREIEMAIRFT Call in China)

86 21 23211041 (1RHMA&#T Call from abroad)

ElR Domestic: lorealdom.cn@contactcwt.com
EIPFE International: lorealint.cn@contactcwt.com
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