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For both Banyan Tree, Angsana, Dhawa and Cassia websites, we are using Drupal CMS. 

 

 

 

1.1 Secure CMS access 

There are two layers of security to ensure secured access to the system.  
 
For C1 properties, your office networks have been granted secured access to the system. You 
should be able to enter Drupal CMS when connected to your office network.  
 
For non-C1 properties, you will need to install OpenVPN by following the instructions below. 

Once you have installed and connected to OpenVPN, you will be able to enter the Drupal 

CMS. 

 

1.2 Logging into the system 

Following are the two levels of log-in required:        

1.2.1 OpenVPN Access (only implemented after website launch) 

Go to the OpenVPN website and download the OpenVPN installer by clicking on the 

“Download OpenVPN” button. (Please ask your property IT manager to assist you if you are a 

new user to the CMS) 

https://openvpn.net/client-connect-vpn-for-windows/ (Windows users)  

https://openvpn.net/client-connect-vpn-for-mac-os/ (Mac users) 

https://openvpn.net/client-connect-vpn-for-windows/
https://openvpn.net/client-connect-vpn-for-mac-os/
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Once installed, you should be able to see the OpenVPN icon appear at the bottom right tray of 

your computer. Click on the inverted arrow and you will find the following icon. 

 

 
 

Right click on the icon, and click ‘Connect’. Enter the hostname of the server – 54.250.7.19 – 

and click “Continue” to proceed. 
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Next, enter the username and password provided in the email from HQ and click “Connect”. 

 

 
 

Upon successful connection, the icon will have a “green tick” to show that you have 

successfully logged into the VPN. You can proceed to login to the Drupal CMS. 
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Note: Please make sure to disconnect from the system once you have finished updating your 
website content. 
 

 
 

1.2.2 CMS Login Page 

 

Brand CMS (Live) Login URL CMS (Staging) Login URL 

Banyan Tree https://www.banyantree.com/user/login https://bt-eks-

banyan.jam247.dev/user/login 

Angsana https://www.angsana.com/user/login https://bt-eks-

angsana.jam247.dev/user/login 

Cassia https://www.cassia.com/user/login https://staging.cassia.com/user/login 

Dhawa https://www.dhawa.com/user/login https://staging.dhawa.com/user/login 

 

Insert your credentials to log into the CMS. 

If you have issues logging in or forgotten your password, please contact the HQ Ecommerce 

Team (ecommerce@banyantree.com)to reset your password. 

  

https://www.banyantree.com/user/login
https://bt-eks-banyan.jam247.dev/user/login
https://bt-eks-banyan.jam247.dev/user/login
https://www.angsana.com/user/login
https://bt-eks-angsana.jam247.dev/user/login
https://bt-eks-angsana.jam247.dev/user/login
https://www.cassia.com/user/login
https://staging.cassia.com/user/login
https://www.dhawa.com/user/login
https://staging.dhawa.com/user/login
mailto:ecommerce@banyantree.com
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Once you log in, you will see the CMS dashboard with the admin navigation menu on top. 

Click Manage > Your content to manage your website pages. 

 

2.1 Dashboard 

Your Content dashboard is where you manage all the content on your website. You can filter 

content by: 

 

 Title (you can type in part of a page title to search) 

 Hotel (if you manage multiple properties) 

 Content Type (e.g. Room, Offer, Restaurant, Venue) 

 Published Status (new content you create will be Unpublished until HQ publishes it) 

 Language 

 

Note:  

 Changes made in CMS will not be visible in live site until HQ publishes.  

 Properties are not allowed to unpublish or delete any pages. Please inform HQ E-

Commerce Team if you need to remove pages from live site.  

2.1.1 Standard Page Titles 

Some page types have standardised titles across all properties. Please do not change these titles: 

 

 Offers 

 Accommodation 

 Dining 

 Experiences 

 Spa & Wellbeing 

 Facilities 

 Location 

 Weddings & Honeymoons 

 Wedding Venues 

 Wedding Packages 
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 Meetings & Events 

 Gallery 

 

 

You can find these pages by typing the title into the search and clicking Filter. For example, if 

you are looking for your Accommodation list page: 

 

 
 

 

2.1.2 Adding/editing content 

This is where you can add new items or edit existing items and their translations. 

 

 
 

2.1 Creating a New Content Item 

Click on ‘Add Content’. On the next page, choose the content type to create.  
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Adding a new page will bring you to the editing screen for that content type.  
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2.2 Explanation: Content Types 

These are templates for specialised content pages with data input. They include: 

 

 Hotel / Property (property homepage and details) 

 Offer (for individual offer pages, such as Best Available Rate or Stay More, Pay Less) 

 Experience (for individual experience categories, such as Local Attractions) 

 Accommodation / Room (for individual rooms, suites or villas) 

 Restaurant (for individual dining outlets) 

 Venue (for individual meeting or wedding venues) 

 Article (for blog articles and pages with embedded content) 

 

All other pages fall under the Basic page content type, including pages that list rooms, offers and 

dining outlets. 

 

2.2.1 List Pages 

List pages are those that list and link to multiple items. For example: 

 

 Accommodation: Lists all the rooms/suites/villas on your property 

 Dining: Lists all your dining outlets 

 Wedding Venues: Lists all your wedding venues 

 

For all list pages, the individual items need to be created before they can be added to the list. 

 

For example, if you want to add a new room, you have to create the room first before you can 

link it as a card from the Accommodation page.  
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2.3 Components 

Our CMS uses component-based design, allowing you to easily create a variety of pages and 

rearrange components for new layouts. 

Those highlighted in blue are components that display data entered on other parts of the CMS, 

and cannot be manually edited. 

2.3.1 List of Property Components 

 M02 – Banner 

 M03 – Large Video: For uploading a video to play on the site 

 M04 – Carousel: A photo carousel with or without captions and links 

 M06 – Horizontal Card: Text with 1-2 images, with or without links 

 M07 – Paragraphs Row: Two paragraphs side by side, text-only 

 M08-M09 – Cards Row: Row of 1-3 images with text below 

 M10-M11 – Rooms Cards: Row of 2-4 rooms 

 M11 – Restaurants Cards: List of restaurants 

 M12 – Spa Treatments Carousel: For spa treatments 

 M12a – Carousel Flat: Card carousel, all cards same height 

 M12b – Carousel Expanded: Card carousel with centre card expanded 

 M13 – Quote: For adding quotations 

 M14 – Webform: Contact forms and others 

 M16 – Hotel Key Details 

 M16b – Room Key Details 

 M18 – Gallery Preview: Preview of gallery pages 

 M19 – Property Hero: Hero banner for all pages 

 M22 – CTA Bar: Horizontal bar with contact details and CTA link 

 M23 – Experiences Grid: Grid of all your Experiences 

 M31 – Transport & Points of Interest: Nearby transportation and attractions 

 M32 – Facilities and Services: Facilities and services at your property 

 M33 – Restaurant Details 

 M36 – Terms and Conditions 

 M39 – Map 

 M41 – Paragraph: Simple formatted text block 

 M42 – Tabs: Allows tabs of M06 blocks 

 M44 – Blog Details: Blog articles or inserting custom HTML code 

 M45 – Promotion Popup: Adding popups to a page 

 M46 – Embedded Widget: Embedding iframes 

 U04 – Venue Configurations 

 U08 – Venue Summary 

 U05 – Hotel Venues List: List of the venues at your hotel 

 U09 – Accordion 

 U12 – Full Gallery 

 U15 – Property Venue Summary 
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M02 – Banner 

M02 banner components are among the most versatile and are used on many pages. They are 

full-width banners that can be set with or without an image, text, and CTA links. 

 

Main uses: 

 Text-only introductions to pages 

 Banner features 

 

Variation with text only 
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Variation with image and link 
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M03 – Large Video 

For uploading a video to play on the site. Note that you will need to upload both a video and a 

thumbnail, or else the component will not appear. 

 

 

M04 – Carousel 

A photo carousel with or without captions and links 

 

Main uses: 

 Photo galleries on individual rooms and dining pages 

 A different format for featuring particular rooms or restaurants. Content for this 

component will need to be manually entered.. 
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M06 – Horizontal Card 

Text with 1-2 images, with or without links. It is the only component that can auto-generate a 

booking engine link with parameters such as room type or offer rate code. It is mandatory on 

individual room pages and offer pages with booking links. 

Main uses: 

 Page introductions with images 

 Individual room descriptions with booking link 

 Individual offer descriptions with booking link 

 Anywhere you wish to add a block with both text and image 

Note:  

DO’s DON’Ts 

 When there are more than one M06 

– Horizontal Card stacking on top of 

each other, always alternate between 

‘Row’ and ‘Row Reverse’. This can be 

changed in the ‘settings’ by clicking 

on the ‘gear’ icon.  

 Do not use more than three M06 

Horizontal Card in a page. If more than 

three M06 Horizontal Card is required, 

you are recommended to use M08-09 

Cards Row component or any other 

appropriate components. 

 

 

There are different configurations of the design of the cards depending on the brand. 

M06 Configuration Banyan Tree Angsana Cassia Dhawa 

a. Enable/Disable image 

shape overlay 
   



Default: Disabled 

b. Change shape overlay 

colour  

(Brand colours only) 

   

Default: Lavender 

c. Change content 

background colour 

(Brand colours only) 

  

Default: None 


Default: None 

Each configuration is elaborated below.  
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a. Enable/Disable image shape overlay  

It refers to the shape of the image on the card. Some brands are required to express their 

unique branding with the shapes used on webpages. Here are the options for each brand:  

B
a
n
ya

n
 T

re
e
 

 
None (Rectangle) 
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None (Curved rectangle) 
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Disabled (Rectangle) Enabled (Trapezoid) 
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Disabled (Rectangle) Enabled (Hourglass) 
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b. Change shape overlay colour (Brand colours only) 

For Dhawa only, you may change the colour of the shape whenever appropriate. Here are 

the options:  

   
Lavendar (Default) Tangerine Purple 

  

 

Peach Burgundy  
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c. Change content background colour (Brand colours only) 

For Cassia and Dhawa only, you may change the colour of the shape whenever appropriate. 

Here are the options: 

 

Cassia – Background Colour Variants 

  
None (Default) Cassia Yellow 

  
Bubble Gum Pink Cobalt Blue 

 

Dhawa – Background Colour Variants 

 
  

None (Default) Lavendar Tangerine 

   
Purple Peach Burgundy 
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Note:  

DO’s DON’Ts 

 Use different combinations of colours 

to express the brand uniqueness 

where appropriate.  

 When choosing the shape colours and 

background colours, DO NOT use the 

same colour for both. Or else, it will be 

hard to see the image. 

Good Example Bad Example 

  
When there are more than one M06 – Horizontal Card stacking on top of each other, always alternate 

between ‘Row’ and ‘Row Reverse’ 

Good Example Bad Example 

  
Do not use more than three M06 Horizontal Card in a page. If more than three M06 Horizontal Card 

is required, it is recommended to use M08-09 Cards Row component or any other appropriate 

components. 
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Good Example Bad Example 

  
For Cassia and Dhawa, use different combinations of colours to express the brand uniqueness where 

appropriate. 

 

Good Example Bad Example 

  
For Dhawa, when choosing the shape colours and background colours, DO NOT use the same colour 

for both. Or else, it will be hard to see the image. 
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Variation with 2 sliding images 

You may add up to 2 images in M06 Horizontal Card component. Users can switch between 

images using the slider. 
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M07 – Paragraphs Row 

1-2x M41 paragraphs side by side. Text-only.  
 
Main uses: 

 Facilities page for facilities that don’t have images 

 Anywhere you want to add some short text without images that only stretches across 
half the page. 
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M08-M09 – Cards Row 

Row of 1-3 images with text below and optional CTA. An image is required.  

Main uses: 

 Facilities page for facilities with images 

 Format for displaying various items with images and/or CTAs.  

There are different configurations of the design of the cards depending on the brand.  

M08-09 Configuration Banyan Tree Angsana Cassia Dhawa 

a. Change image shape 

overlay 
    

b. Change shape overlay 

colour  

(Brand colours only) 

    

c. Change content 

background colour 

(Brand colours only) 

    

Each configuration is elaborated below.  

a. Change image shape overlay  

It refers to the shape of the image on the card. Some brands are required to express their 

unique branding with the shapes used on webpages. Here are the options for each brand:  
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None (Rectangle) 
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None (Curved rectangle) 
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None Balance Energize Thrive 
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None Hourglass Circle Triangle 
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Note:  

DO’s DON’Ts 

 Use “none” (rectangle) for all cards OR 

use all different shapes  

 (Dhawa only) when there are less than 3 

cards, TURN OFF the shape to “None”  

 Do not use same shapes (except 

rectangle) for all cards 

 Do not choose some cards with shapes 

and some cards without shapes 

 

 

 

b. Change image shape overlay colour  

 

If you have chosen a shape for the image overlay, you may configure the colour of the 

shape.  Here are the options for each brand:  
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Not applicable 
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Not applicable 
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Cassia Yellow Bubble Gum Pink Cobalt Blue 
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Lavender (Default) Tangerine Purple Peach Burgundy 

 

When choosing the shape colours and background colours, DO NOT use the same colour for 

both. Or else, it will be hard to see the image.  
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c. Change content background colour  

 

You are able to configure the background colour of the text.  Here are the options for each 

brand:  
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Default – Transparent  
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Default – Orange 
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Cassia Yellow  Bubble Gum Pink Cobalt Blue 
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 (Default) Lavender Tangerine 

   
Purple Peach Burgundy 
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Examples of the entire component 
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with different shapes, shape colours and content colour 

 

without any shapes or content colour  
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M10-M11 – Rooms Cards 

Row of 2-4 rooms. When you add a room card, it will automatically fetch data from that 

individual room. Single cards will not show up at all, so be sure to have at least 2 per row. 

Main uses: 

 Listing all rooms on accommodation page 

 Featuring rooms on property landing page and other pages 
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M11 – Restaurants Cards 

List of restaurants. When you add a restaurant card, it will automatically fetch data from that 

individual restaurant. 

Main uses: 

 Listing all restaurants on Dining page 

 Featuring restaurants on property landing page and other pages 
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M12a – Carousel Flat 

Card carousel with the same height for all cards. 

Main uses: Offer pages where there are at least 3 offers. 
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M12b – Carousel Expanded 

Card carousel with centre card expanded. 
 
Main uses:  
 

 Highlighting other pages on property landing page  

 Listing spa treatments on Spa Outlet pages 
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M13 – Quote 

For adding quotations with an optional vertical image. 
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M16 – Hotel Key Details 

Unique to property landing pages. Information is automatically pulled from data entered in your 

property’s Details tab, and cannot be directly edited. 
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M16b – Room Key Details 

Unique to individual Accommodation pages. Information is automatically pulled from data 

entered in the room’s Common tab, and cannot be directly edited. 

 

M18 – Gallery Preview 

Preview of your photo gallery with a link to the full gallery. Photos have to be manually inserted. 
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M19 – Property Hero 

Hero banner for all property pages, with optional background image. This component includes 

the breadcrumb menu. It should be the first component on every page you create.  

This is where you should put the page title. 

Tip: when the text on image is too hard to read, you may adjust the opacity of the image to 

make it more readable.  

1. Click on the gear icon 

 
2. Flag the ‘Opacity’ checkbox  

 
3. Adjust the opacity by dragging the sliding bar  
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Variation with no background image 
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Variation with background image (adjustable opacity) 
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M22 – CTA Bar 

Horizontal bar with contact details and CTA link.  

Main use: 

 Meetings & Events, Weddings & Honeymoons pages for lead generation. 
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M23 – Experiences Grid 

Automatically populates all your Experiences pages. This grid automatically updates whenever 

you add a new experience. It cannot be directly edited. 
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M31 – Transport & Points of Interest 

Nearby transportation and attractions. Information is automatically pulled from data entered in 

your property’s Details tab under the Transport and Points of Interest sections, and cannot be 

directly edited. 

 

 

M32 – Facilities and Services 

A list of facilities and services at your property, with icons. Information is automatically pulled 

from data entered in your property’s Details tab under the Facilities & Services section, and 

cannot be directly edited. 

 

M33 – Restaurant Details 

Unique to individual Restaurant pages. Information is automatically pulled from data entered in 

the restaurant’s Common tab, and cannot be directly edited. 
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M36 – Terms and Conditions 

A text-only block for information that you want to be displayed in full. Background colour can be 

adjusted as needed. 

Main uses: 

 Listing offer terms & conditions 

 Listing venue equipment and services 

 COVID-19 travel advisories 

 

M41 – Paragraph 

A wide column of text with several header options for titles and body text, and ability to change 

text alignment. Text can be formatted and hyperlinked. Clicking on the gear icon allows you to 

change the size of the title and set the paragraph text alignment. 

Main uses: 

 Text-heavy sections or pages 
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 Standalone headers 
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M42 – Tabs 

For displaying information in tabs. These can include one or more M06 components. Refer back 

to M06 Horizontal Card section for the different variations. 

 

 

  



 
49 

 
 

M44 – Blog Details 

Blog component with a title, subtitles with icons, image, embedded HTML content and 

WYSIWYG text area. 

Main uses: 

 Blog posts 

 Text-heavy content 

 Embedded HTML content 
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M45 – Promotion Popup 

A popup that appears on the page after a specified number of seconds. It can include an image, 

description and CTA, and you can set the maximum number of times it appears for each user. 

Main uses: 

 Highlighting promotions 

 Notifying visitors of important travel advisories 
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M46 – Embedded Widget 

For embedding iframes. Title field is needed for it to appear, but you can just add a space. Title 

size and text alignment are adjustable. 

Main uses: 

 Social media feeds 

 VR tours 

 

U04 – Venue Configurations 

Unique to Venue pages. This shows the venue capacities for various seating arrangements. 

Information is automatically pulled from data entered in the venue’s Common tab, and cannot 

be directly edited. 
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U05 – Hotel Venues List 

A list of all the venues at your property. You can configure this to show either Meetings or 

Wedding venues (or both) by clicking on the gear icon on the component in the page builder. 

Information is automatically pulled from data entered in the various venues’ Common tabs, and 

cannot be directly edited. 

 

 

U08 – Venue Summary 

Unique to Venue pages. This displays details about the venue such as its size, max occupancy, 

and a link to a floor plan if any. Information is automatically pulled from data entered in the 

venue’s Common tab, and cannot be directly edited. 
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U09 – Accordion 

This text-only component helps you condense a lot of information in a small place, where users 

can expand each item to view more details. 

Main uses: 

 Listing different experiences on the individual Experience pages 

 Listing important information such as hotel policies 

 

Example with further details on Experiences page 

 

 

Example on Accommodation page 
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U12 – Full Gallery 

A full photo gallery to showcase images of your property. This is the main component on the 

Gallery page. You can also use it as a photo album on custom pages, for example if you had a 

property event and want to create a microsite including lots of photos from the event. 

 

 

 

 

U15 – Property Venue Summary 

An overview of the venues offered by your property. Total Accommodations is the total number 

of rooms, suites and villas you have, while Meet and Feed refers to the maximum number of 

guests you can host and feed at the same time. 

Information is automatically pulled from data entered in your property’s Venue tab, and cannot 

be directly edited. 
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U19 – Hotel Single Location Map 

This adds a map of the area with your property marked out on the map. It cannot be directly 

configured. It gets coordinates from the Geolocation tab when editing your main property page. 
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TBC 
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3.1 PROPERTY HOMEPAGE & DETAILS 

 

 

Hero banner with property name 

and location (3.1.7.1) 

Two images of your property with 

a short intro. (3.1.7.2) 

Property details, social media, 

awards and press. (3.1.4.4-5) 

Banner(s) to highlight parts of the 

website. (3.1.7.4) 

Featured accommodation. 

(3.1.7.5) 

Regional or property highlights. 

(3.1.7.6) 

Property menu (3.1.2) 
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3.1.1 Editing Property Homepage 

Select ‘Hotel / Property’ under Content type and click Filter. Click ‘Edit’ to open the editing 

screen. 

 

 
 

 
 

 Name: Your property name 

o This should be your full property name, e.g. ‘Banyan Tree Nanjing Garden Expo’, 

and not ‘Nanjing Garden Expo’. 

o This is also where you can add/remove opening dates for pre-opening hotels, 

indicate that your hotel is temporarily closed, or edit a translated name. For 

example: ‘Banyan Tree Puebla (Opening Q4 2021)’ 

 External Link (for hotel websites that are not hosted on banyantree.com or 

angsana.com, such as Buahan.) 
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3.1.2 Property Menu 

The Property Menu is where you can manage your menu links. You can rearrange menu items 

by clicking on the grey icon on the left and dragging them to the position you want.  

 

 URL: The page the link leads to. This can be an external website, or you can start typing 

to select an existing page.  

 Link text: How a link is displayed in the menu. 

 Page type: The page category.  

 

Please do not touch the URL fields for existing pages unless they are wrong. Most properties 

have the same page names. You won’t be able to tell which one is yours, like in this example: 

 

 

3.1.2.1. Linking new pages 

As an example, if BT Samui wants to link a new Sustainability page: 

 Include your property name in the new page’s title: ‘BT Samui – Sustainability’ 

 Go to your property menu in the CMS and click ‘Add another item’ 

 Under URL, search for and select ‘BT Samui – Sustainability’. This will link the page. 

 For Link text, put ‘Sustainability’ 

 Go back to edit the Sustainability page’s title to just ‘Sustainability’ 

 The page will remain correctly linked in the menu. 
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3.1.3 Property Settings 

3.1.3.1 Configuration  

Under the Common tab are your hotel configuration details: 

 

 Tags: Select the type of property this is: Beach, Mountains, Urban, Culture, Nature 

 Destinations: Ignore 

 Region: Africa, Asia-Pacific, Europe, North America, South America 

 Location: Select your city, or select country if your city is not available. 
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3.1.3.2 Booking Engine Settings: 

 

 
 

 Booking CTA label (Pre-opening hotels only): ‘Book Now’ 

 Booking URL (Pre-opening hotels only): Link to the booking form: 

 

For Banyan Tree:  

https://www.banyantree.com/booking (EN) 

https://www.banyantree.com/cn/booking (CN) 

 

For Angsana:  

https://www.angsana.com/booking (EN) 

https://www.angsana.com/cn/booking (CN) 

 

For Cassia:  

https://www.cassia.com/booking (EN) 

https://www.cassia.com/cn/booking (CN) 

 

For Dhawa:  

https://www.dhawa.com/booking (EN) 

https://www.dhawa.com/cn/booking (CN) 

 

 

 Hotel Code: Your SynXis hotel code 

 Theme Code: BTSBE for Banyan Tree properties, ANSBE for Angsana properties, CASBE 

for Cassia properties and DHSBE for Dhawa properties 

 Config Code: BTSBE for most Banyan Tree properties, ANSBE for most Angsana 

properties, CASBE for most Cassia properties and DHSBE for most Dhawa properties 

https://www.banyantree.com/booking
https://www.banyantree.com/cn/booking
https://www.angsana.com/booking
https://www.angsana.com/cn/booking
https://www.angsana.com/booking
https://www.angsana.com/cn/booking
https://www.angsana.com/booking
https://www.angsana.com/cn/booking
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 Room Code: Ignore 

 Currency: By default, visitors who click Book Now on your pages will see hotel rates in 

their local currencies. If you want them to see a specific currency, you can override that 

here. 

 

Several properties have their own unique config code. Check with your internal reservations 

team if you are unsure. 
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3.1.4 Property Details 

3.1.4.1 General Details 

Under the Details tab are hotel details that will be shown on your landing page under the hero 

banner. 

 
 Tripadvisor ID: If any 

 Tripadvisor widget: If any 

 Address: The property’s address 

 Phone: You can add up to 2 phone numbers for queries 

 Fax: Optional 

 Email: For general queries 

 Email RFP Wedding: For queries about weddings 

 Email RFP Meeting: For queries about meetings & events 

 

 
 

 Check in & check out times: For consistency, please use the same time format as the 

example (e.g. 3:00 pm instead of 15:00) 
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 Facilities & services: Select from the list. Hold down Ctrl (PC) or Command (Mac) to 

select multiple items. Try to limit to 12 or fewer. 

 

 

3.1.4.2 Property Awards and Press 

This section appears under the hotel details bar on the landing page. If you have no awards or 

press, the section will not be visible. 

 

The Awards section is located under Facilities and Services on the CMS. 

Click ‘Edit’ or ‘Add Award’ under the Awards section. 

 
 

If you want to add an award with a logo, click Add media to open the image library. 
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Search for the award to see if the logo is already uploaded. Select it and click Insert Selected. If 

there is no existing logo, contact HQ and send any image files you have. This is to avoid 

multiple properties uploading duplicate logos for the same awards. 

 

 
 

 

 Title: Type in the name of the award. 

 Year: If the award name already has the year, you can leave this blank. This field is 

shared across all translations. 
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Under the Press section, you can add links to good reviews or other press coverage of your 

property to appear on the property homepage. 

 

 Title: Name of the publication, e.g. Travel & Leisure, Forbes 

 Year: Year of the review 

 URL: Link to the review, if available 

 

 
 

These should be reviews made within the last 5 years if possible. 
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3.1.4.3 Social Media 

 Type: Options: Facebook, Instagram, Youtube, WeChat, WeiBo, LinkedIn, TikTok, 

Twitter, DouYin, XiaoHongShu, Line, Medium, Vkontakte, Pinterest 

 Link: Link to the social media channel 

 QR Code: For WeChat and other social media channels with QR Codes 

 

 

 

If you want to add a social media channel not listed here, contact HQ. 
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3.1.4.4 Nearby Transportation 

Under Transport, add information on the nearest airport, train stations, bus stations etc. Click 

Add Paragraph with icon to insert a new item.  

 

 

 

 Icon: Ignore  

 Title: e.g. Phuket International Airport 

 Body: Short description including distance and how long to get there from your 

property.  
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3.1.4.5 Points of Interest 

Add a few attractions and important landmarks near your property. 

 

 Icon: Ignore 

 Title: Name of attraction 

 Body: Short description (try to keep this to 1 sentence. You can use the Experiences 

section of your property website to go into more detail on local attractions.) 
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3.1.5 Property Card 

The Card tab is where you edit the data that will be shown for your property in the Banyan Tree, 

Angsana, Cassia or Dhawa hotels menu, as well as the hotels listing page. 

 

 
 

Note that this image will appear as a portrait (vertical) image on desktop, but square or 

landscape (horizontal) image on mobile and tablet. The image should be versatile enough to 

look good in different dimensions. 

 

You can add more than 1 image here, which users will be able to swipe through on the hotel list 

page. Try not to have more than 4. 
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3.1.6 Venue Tab 

This tab populates data on your Meetings and Weddings landing pages. 

 

 Total space (m2): The total event space you have in square metres 

 Sqft: The total event space in square feet  

 Largest Ballroom: The maximum number of guests that can fit in your largest ballroom 

(leave blank if you do not have any ballrooms) 

 Meet & Feed: The maximum number of guests you can host and feed at one go 

 Total Accommodations: The total number of rooms, suites and villas you have 

 

NOTE: The numbers in these fields cannot have decimals or you won’t be able to save the page. 
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3.1.7 Property Homepage: Page Builder 

This tab lets you edit the page components and preview the changes live. (The M36 Terms & 

Conditions block is the exception.) 

 

 
 

HQ will build the initial page structure before handing over access.  

 

Required Components (please do not remove or rearrange these) 

 M19: Hero banner with a masthead image, the property name and its location 

 M06: Hotel introduction with 1-2 images OR M02: Hotel introduction, no image 

 M16: Hotel key details (address, contact, check in/out times, social media, awards, etc). 

The data is auto-generated from what you put in the Details tab. 

 M02: Banner (to feature a page you want to highlight, e.g. rooms, meetings & events) 

 M10-11: Rooms Cards (list 2-4 featured rooms/villas)  

 M12B: Carousel (to showcase a series of items, e.g. regional highlights) 

 

For properties with a photo gallery (put this as the last component) 

 M18: Gallery preview 

 

Click the edit icon (pencil) next to each component to edit it. When you have finished editing 

the property page and other details, be sure to click “Save (this translation)”. 

 

You will know a page has been saved when you are redirected to the Dashboard with a note 

saying that the page has been saved. If not, check that all mandatory fields (marked with *) 

have been filled in.  
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3.1.7.1 Hero Banner (M19) – Required 

 

 

 

 

  

All M19 banner images should be 

1920x1080px.  

Image should show the property 

exterior, and not be too bright so 

that the property name is readable 

on top of it. 

If needed, you can click on the 

gear icon (circled) to adjust the 

image opacity so that the text is 

more visible. 

Property Name 

The city and country of your 

property 

Leave blank 
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3.1.7.2 Property Introduction (M06) – Required 

 

 

 

 
 

 

 

 

 

 

Note:  

Two images (max width of 1000px) for the 

introduction.  

The second image you select or upload will 

be the first image shown on the slideshow. 

Title 

Introduction to your property. Note that 

past a certain length, the image(s) will 

expand to fit, which may result in blurry 

images if the uploaded source images are 

not large enough. 

On other pages, you can use the gear icon 

to choose whether the text is left of the 

image (‘Row’) or right of the image (‘Row 

reverse’). For this page, leave it as the 

default ‘Row’. 
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DO’s DON’Ts 

 When there are more than one M06 

– Horizontal Card stacking on top of 

each other, always alternate between 

‘Row’ and ‘Row Reverse’. This can be 

changed in the ‘settings’ by clicking 

on the ‘gear’ icon.  

 

 For Cassia and Dhawa, use different 

combinations of colours to express 

the brand uniqueness where 

appropriate. 

 Do not use more than three M06 

Horizontal Card in a page. If more than 

three M06 Horizontal Card is required, 

you are recommended to use M08-09 

Cards Row component or any other 

appropriate components. 

 

 For Dhawa, when choosing the shape 

colours and background colours, DO 

NOT use the same colour for both. Or 

else, it will be hard to see the image. 

 

Good Example Bad Example 

  
When there are more than one M06 – Horizontal Card stacking on top of each other, always alternate 

between ‘Row’ and ‘Row Reverse’ 

 

Good Example Bad Example 

  
Do not use more than three M06 Horizontal Card in a page. If more than three M06 Horizontal Card 

is required, you are recommended to use M08-09 Cards Row component or any other appropriate 

components. 

 

Good Example Bad Example 
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For Cassia and Dhawa, use different combinations of colours to express the brand uniqueness where 

appropriate. 

 

Good Example Bad Example 

  
For Dhawa, when choosing the shape colours and background colours, DO NOT use the same colour 

for both. Or else, it will be hard to see the image. 

 

3.1.7.3 Hotel Key Details (M16) – Required 

 
 

This component is auto-populated from data entered under 3.1.4 and cannot be edited in the 

page builder. The edit icon is greyed out. 
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3.1.7.4 Banner (M02) 

 

 
 

 

On the homepage, you can use it to highlight parts of your website and draw visitors there (e.g. 

Offers, Meetings & Events, Weddings). We have set it to Accommodation as default. 

 

 
 

Select or upload an image 

(1920x1080 px) 

Banner title 

Click the gear icon to select 

the text alignment (left, 

right, centre) 
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A short writeup that goes over the banner 

You can add a link to one of the other pages. 

Note that for translations, the language directory 

goes in front. E.g. for the Chinese page, the link 

would be /cn/malaysia/kuala-

lumpur/accommodation 

Label: What the link says 

Target: As a rule, set internal pages to ‘Open in 

same tab’ and external pages (e.g. booking 

engine) to ‘Open in new tab’ 
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3.1.7.5 Featured Rooms (M10-M11) 

 

 
 

To feature rooms you want to draw attention to. We recommend listing 3. 

 

 

 
 

 

Once you have linked a room here, any changes to the room name will be automatically 

updated. 

 

  

Type in the search box to find and select 

the room you want to add. It will show 

you all the rooms associated with your 

property. The individual room page will 

first need to be created (ref 3.3.1). 
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3.1.7.6 Regional Highlights (M12B) 

 

 
 

 
 

 

 

Title of the carousel 

Background image. We have uploaded 

one as default, but you can delete it and 

upload your own. 

Click to edit the carousel items. 
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Click to edit the individual carousel items. 

Select or upload a vertical image.  

You can select the background that will 

show when this item is in the centre of 

the carousel. 
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Title of the item 

Label: What the link says 

Caption 

Link to another page in your website 
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3.2 OFFERS 

Note: Individual offers need to be created before they can be added to the Offer list page. 

3.2.1 Individual Offers 

3.2.2 Adding and Editing Offers 

To add an offer: Your content > Add content > Offer. To edit an existing offer, click on the Edit 

button next to the item. 

 

 Title: Offer name 

 Hotel 

 Categories: If this is part of a groupwide offer category (e.g. Best Available Rate), select 

it from the dropdown. If not, select ‘None’ 

 Start date: When the offer begins 

 End date: When the offer expires 

 Minimum stay night (Optional): Minimum nights of stay 

 Rate code: Offer rate code. (Leave blank if there are multiple sub-offers) 

Image, description, 

booking link 

Offer-specific T&C  
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3.2.3 Offers: Page Builder 

 

Components 

 M19: Hero banner, optional 1920x1080 image 

 M06: Description with 1-2 images and Book Now button (optional for offers needing 

direct email/phone reservation.) If there are multiple sub-offers, use a separate M06 

block for each. 

 M36: Offer Terms & Conditions 
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3.2.3.1 Offer Description and Booking (M06) – Required 

 

 

 

If it is a single offer and the rate code has been added in the “Common” tab, you may use 

Button Type “Book offer” instead: 

Offer description 

1-2 images 

Button type: Booking 

Label: Book Now 

Rate: Offer rate code 

Room: Ignore unless the offer applies to only 

one room type 

Arrive / Depart: Arrival and departure dates 

(based on number of days from today) for 

managing advance bookings and minimum 

stays. E.g. if a 7 Day Advance Purchase offer has 

a minimum stay of 2 nights, put ‘7’ in Arrive and 

‘9’ (7+2) under Depart. That way, the earliest 

day they can book will be 7 days from now, and 

their departure date must be at least 2 days later. 

Target: Open in new tab 
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3.2.3.2 Sub-offers 

Some Offers have multiple sub-offers (e.g. Advance Purchase, Stay More Pay Less) that can all 

be put on the same page. You would just need to add multiple M06 blocks and use a different 

rate code for each booking link. 

Note:  

DO’s DON’Ts 

 When there are more than one M06 

– Horizontal Card stacking on top of 

each other, always alternate between 

‘Row’ and ‘Row Reverse’. This can be 

changed in the ‘settings’ by clicking 

on the ‘gear’ icon.  

 

 For Cassia and Dhawa, use different 

combinations of colours to express 

the brand uniqueness where 

appropriate. 

 Do not use more than three M06 

Horizontal Card in a page. If more than 

three M06 Horizontal Card is required, 

you are recommended to use M08-09 

Cards Row component or any other 

appropriate components. 

 

 For Dhawa, when choosing the shape 

colours and background colours, DO 

NOT use the same colour for both. Or 

else, it will be hard to see the image. 

 

Good Example Bad Example 
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When there are more than one M06 – Horizontal Card stacking on top of each other, always alternate 

between ‘Row’ and ‘Row Reverse’ 

 

Good Example Bad Example 

  
Do not use more than three M06 Horizontal Card in a page. If more than three M06 Horizontal Card 

is required, you are recommended to use M08-09 Cards Row component or any other appropriate 

components. 

 

Good Example Bad Example 

  
For Cassia and Dhawa, use different combinations of colours to express the brand uniqueness where 

appropriate. 

 

Good Example Bad Example 

  
For Dhawa, when choosing the shape colours and background colours, DO NOT use the same colour 

for both. Or else, it will be hard to see the image. 
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3.2.3.1 Offer Terms & Conditions (M36) - Required 

Use this to list any offer-specific terms and conditions, such as booking/stay period. 

 

3.2.4 Offers List 

This page lists out all the offers for your property. 

We have two different templates depending on how many offers you have. 

 

Variation 1: For 1-2 offers 

  

Offer description with Read More 

link to individual Offer 

General Terms and Conditions 

(applicable for all offers and 

bookings) 
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Variation 2: For 3 or more offers 

 

 

 

For variety, you could also highlight one or two offers using the M06 blocks and use a carousel 

below that for the rest.  

 

 

Carousel of different available 

offers 

General Terms and Conditions 

(applicable for all offers and 

bookings) 
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3.2.5 Offers List: Page Builder 

 

Components:  

 M19: Hero banner  

 M06 (if 1-2 offers) | M12A (if 3 or more offers): Offer list 

 M36: Terms & Conditions 

3.2.5.1 Hero Banner (M19) – Required 

Image: Optional 

Title: Offers 

Subtitle: Your property name 

3.2.5.2 Offer list - Required 

For 1-2 offers (M06) – refer to 3.1.7.2 

 1 horizontal image 

 Brief description 

 Read More button with link to individual offer 

 

For 3 or more offers (M12A) – refer to 3.1.7.6, but note that this is 12A (carousel flat) and not 

12B (carousel expanded) 
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 1 vertical image 

 Brief description 

 Read More button with link to individual offer 

Note:  

DO’s DON’Ts 

 When there are more than one M06 

– Horizontal Card stacking on top of 

each other, always alternate between 

‘Row’ and ‘Row Reverse’. This can be 

changed in the ‘settings’ by clicking 

on the ‘gear’ icon.  

 

 For Cassia and Dhawa, use different 

combinations of colours to express 

the brand uniqueness where 

appropriate. 

 Do not use more than three M06 

Horizontal Card in a page. If more than 

three M06 Horizontal Card is required, 

you are recommended to use M08-09 

Cards Row component or any other 

appropriate components. 

 

 For Dhawa, when choosing the shape 

colours and background colours, DO 

NOT use the same colour for both. Or 

else, it will be hard to see the image. 

 

Good Example Bad Example 
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When there are more than one M06 – Horizontal Card stacking on top of each other, always alternate 

between ‘Row’ and ‘Row Reverse’ 

 

Good Example Bad Example 

  
Do not use more than three M06 Horizontal Card in a page. If more than three M06 Horizontal Card 

is required, you are recommended to use M08-09 Cards Row component or any other appropriate 

components. 

 

Good Example Bad Example 
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For Cassia and Dhawa, use different combinations of colours to express the brand uniqueness where 

appropriate. 

 

Good Example Bad Example 

  
For Dhawa, when choosing the shape colours and background colours, DO NOT use the same colour 

for both. Or else, it will be hard to see the image. 

 

3.2.5.3 Terms & Conditions (M36) - Required 

 For general T&C that apply to all offers 

 This component allows you to bold, italicize, underline or link text as needed 
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3.3 ACCOMMODATION 

In this guide and on the CMS, ‘Rooms’ includes rooms, suites or villas. 

Note: Individual rooms need to be created before they can be added to the Accommodation list 

page. 

 

3.3.1 Individual Rooms 

 

 

  

Hero banner, image optional. 

(3.3.4.1) 

Room description and 

booking button (3.3.4.2) 

Room details (3.3.1) 

Optional photo carousel 

(3.3.4.4) 
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3.3.2 Adding and Editing Room Details 

To add a room: Your content > Add content > Accommodation/Room. To edit an existing 

room, click on the Edit button next to the item. 

3.3.2.1 Name and Property 

 
 

 Title: Room name 

o This should match the name in the booking engine).  

o For new rooms, include your property name for now (e.g. ‘BTKL – Banyan Tree 

Suite’) so you can find it easily when adding it to the list. 

 Hotel: Your property 

 

3.3.2.2 Beds, Capacity, Size, Views 

 
 

 Bed types: One or more bed types from the dropdown menu, including options like 

‘King or Twin’ or ‘2 King’. Contact HQ if you need any that are not listed.  

 Room capacity: Number of adult guests. 

 Room size: Include both sqm and sqft 

 Vistas: One or more views. Contact HQ if you need more. 
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3.3.2.3 Amenities and Floor Plan 

 
 

 Features and amenities: Add as needed from the dropdown menu. Contact HQ if you 

need more.  

o These should be generic unbranded terms, e.g. ‘Private Heated Swimming Pool’ 

vs ‘Private 100 sqft heated relaxation pool with ocean views’. Those details can 

go in the room description instead.  

 Floor plans: Upload in PDF or image format 

 

3.3.2.4 Booking Details 

This section affects the Book Now buttons on the cards in the Accommodation List (3.3). 

 Room code: The booking engine code for this room 

 Booking URL (Pre-opening hotels only): Link to the booking form 

 Link text (Pre-opening hotels only): Book Now 
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3.3.3 Room Card 

 

 

 Summary: Card description for the room that will appear on the Accommodation List 

page (3.3.5) 

 Thumbnail Gallery: 1-3 card image(s). If you add more than one, users can swipe 

through. This function only works for rows of 2 rooms.  

If you don’t have any image for the room, you will need to use a placeholder image 

instead. 

 

Don’t use bathroom images as the first card. You can click ‘Show media item weights’ to 

rearrange the images. (first image = 0, second = 1, etc.)  
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3.3.4 Rooms: Page Builder 

 
 

 

Components 

 M19: Hero banner, optional 1920x1080 image 

 M06: Description with 1-2 images and Book Now button (optional for pre-opening 

hotels) 

 M16: Room key details (auto-generated from data you added in the Common tab) 

 M04 (Optional): Carousel (Photo gallery: put any additional images here) 

 M10-11 (Optional): Rooms Cards (list 2-4 other rooms/villas at the property) 
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3.3.4.1 Hero Banner (M19) – Required 

If including a hero image, it should be 1920x1080px. 

Title: Room name 

Subtitle: Ignore 

Description: Ignore 

 

3.3.4.2 Description (M06) – Required, but optional for pre-opening hotels with no images 

 

 

Refer to 3.1.7.2 on how to fill in image, subtitle and description, then add a Book Now button 

(pre-opening hotels can leave this out): 

 

 

Select ‘Booking’ as the button type 

Label: Book Now 

The SynXis room code for this room 

Ignore – leave as default 

Change Target to ‘Open in new tab’, as 

the booking engine is an external link 



 
102 

 
 

Note:  

DO’s DON’Ts 

 When there are more than one M06 

– Horizontal Card stacking on top of 

each other, always alternate between 

‘Row’ and ‘Row Reverse’. This can be 

changed in the ‘settings’ by clicking 

on the ‘gear’ icon.  

 

 For Cassia and Dhawa, use different 

combinations of colours to express 

the brand uniqueness where 

appropriate. 

 Do not use more than three M06 

Horizontal Card in a page. If more than 

three M06 Horizontal Card is required, 

you are recommended to use M08-09 

Cards Row component or any other 

appropriate components. 

 

 For Dhawa, when choosing the shape 

colours and background colours, DO 

NOT use the same colour for both. Or 

else, it will be hard to see the image. 

 

Good Example Bad Example 

  
When there are more than one M06 – Horizontal Card stacking on top of each other, always alternate 

between ‘Row’ and ‘Row Reverse’ 

 

Good Example Bad Example 

  
Do not use more than three M06 Horizontal Card in a page. If more than three M06 Horizontal Card 

is required, you are recommended to use M08-09 Cards Row component or any other appropriate 

components. 
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Good Example Bad Example 

  
For Cassia and Dhawa, use different combinations of colours to express the brand uniqueness where 

appropriate. 

 

Good Example Bad Example 

  
For Dhawa, when choosing the shape colours and background colours, DO NOT use the same colour 

for both. Or else, it will be hard to see the image. 

 

3.3.4.3 Room Key Details (M16B) – Required 

This component is auto-populated from data entered under 3.3.2 and cannot be edited in the 

page builder. 

 

3.3.4.4 Photo Carousel (M04) – Optional 

If you have at least 3 more images to showcase, you can add them in a photo carousel.  

Click Edit Carousel Items to open up the list, and click the edit icon to edit the items. 
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3.3.4.5 Other Rooms (M10-M11) – Optional  

You can add a M10-M11 carousel to upsell other rooms at your property. Refer to 3.1.7.5. 

 

3.3.4.6 Image Arrangements 

There are 3 areas where you can add images: 

 M19 Hero Banner (Optional – 1 large image of 1920x1080px) 

 M06 Description (Required – at least 1 regular image under 1000px wide) 

 M04 Photo Carousel (Optional – 2 or more regular images) 

You can use different arrangements depending on how many and what sort of images you have. 

Only rules to follow: 

 M06 always needs an image. If you have only 1 image, it should go here 

 No bathroom/toilet images in the hero banner or as the first slide of M06. 

 

 

 

Select or upload an image 

Ignore the rest of the fields 

Click Add Block to add another carousel 

item for additional photos. 
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3.3.5 Accommodation List 

This is where all your property’s rooms, suites and villas are listed. If your property also has 

Residences, you can create another page like this that lists your residences instead.  

 

 

Hero banner 

Introduction to your property’s 

accommodations (3.3.6.2) 

A list of all the available 

accommodation types. Each row 

can hold 2-4 items. More items = 

smaller cards. (3.3.6.3) 

Early Arrival / Late Departure and 

Cancellation policies, as well as 

any other general info related to 

accommodation. (3.3.6.4) 
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3.3.6 Accommodation List: Page Builder 

 

 

 

Components:  

 M19: Hero banner with masthead image 

 M02: Introduction 

 M10-11: Rooms cards – each set can show 2-4; add as many as needed. Card size will 

adjust based on how many are in a row, so if you want to highlight some rooms, you 

can put those in sets of 2 or 3 instead of 4. 

 U09 (Optional): Accordion (for Early Arrival/Late Departure policies, Cancellation 

Policies, additional beds, charges for young children and other important info) 

  



 
108 

 
 

3.3.6.1 Hero Banner (M19) – Required 

 Title: Accommodation 

 Subtitle: Your property name 

 

3.3.6.2 Introduction (M02) – Optional  

 

Text-only banner introducing your property’s accommodations. Same as 3.1.7.4 but leaving the 

image and button sections blank. 

 

3.3.6.3 Room list (M10-M11) 

Each component displays 2-4 rooms in one row. Use as many as needed to display all the rooms 

in your property. 

 Rows with only 1 room will not show up. Each row needs at least 2 rooms. 

 If you have 9 rooms, you can use a 3x3 grid; if you have 8 rooms, you can use a 4x2 

grid, or go with 3x2+1x2 for more variety 

 Rows of 2 allow image slideshows in the room cards and are good for featuring more 

expensive rooms. 

 

Refer to 3.1.7.5 on how to add rooms. 
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3.3.6.4 Information and Policies (U09) 

 

Add any important information for guests. E.g. early arrival / late departure policies, cancellation 

policies, smoking/alcohol policies, charges for additional beds.  
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3.4 DINING 

In this guide and on the CMS, ‘Restaurants’ includes restaurants, bars and any dining 

experiences (e.g. In-Villa Dining, Destination Dining). 

Note: Individual outlets need to be created before they can be added to the Dining list page. 

 

3.4.1 Individual Restaurants 

 

 

 

  

Hero banner 

Introduction with 1-2 images 

Dining outlet details (auto 

generated from 3.4.2) 

Optional photo carousel 
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3.4.2 Adding and Editing Restaurants 

To add: Your content > Add content > Restaurant. To edit an existing outlet, click on the Edit 

button next to the item. 

 

 Title: Restaurant/outlet name 

 Hotel: Your property 

 Reservation URL: Optional link where guests can make reservations 

 Cuisines: Select one or more from the dropdown menu. Contact HQ if you need more. 

 Dress code: Select from dropdown menu 
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3.4.2.1 Mealtimes 

Add mealtimes and operating hours as needed 

 

 
 

 Icon: Ignore 

 Title: Mealtimes (Breakfast, Lunch, Dinner, etc.), occasions or days (Mon-Thur, 

Weekends, Public Holidays, etc.) 

 Body: Opening times. Use the same time format as the example (12 hours, am or pm) 

 

If the outlet is temporarily closed, you can leave the Title field blank and put ‘Temporarily 

Closed’ in the Body field.  

 

3.4.2.2 Menu 

Upload your menu in PDF format only. If you have multiple menus, you can combine them into 

a single PDF file for upload.  
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3.4.2.3 Contact Details (Optional) 
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3.4.3 Restaurant Card 

This is how each dining outlet will appear on the main Dining page (3.4.5).  

 

 

The content in this card is pulled from 3.4.2 as well as the Card tab: 

 

 Thumbnail Gallery: 1-3 card image(s). If you add more than one, users can swipe 

through. 

 Summary: Card description for the outlet that will appear on the Dining page 

 

3.4.4 Restaurants: Page Builder 
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Components 

 

 M19: Hero banner, optional 1920x1080 image 

 M06: Description with 1-2 images OR M02: Description, no image (optional for pre-

opening hotels). 

 

Note:  

DO’s DON’Ts 

 When there are more than one M06 

– Horizontal Card stacking on top of 

each other, always alternate between 

‘Row’ and ‘Row Reverse’. This can be 

changed in the ‘settings’ by clicking 

on the ‘gear’ icon.  

 

 For Cassia and Dhawa, use different 

combinations of colours to express 

the brand uniqueness where 

appropriate. 

 Do not use more than three M06 

Horizontal Card in a page. If more than 

three M06 Horizontal Card is required, 

you are recommended to use M08-09 

Cards Row component or any other 

appropriate components. 

 

 For Dhawa, when choosing the shape 

colours and background colours, DO 

NOT use the same colour for both. Or 

else, it will be hard to see the image. 

 

Good Example Bad Example 
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When there are more than one M06 – Horizontal Card stacking on top of each other, always alternate 

between ‘Row’ and ‘Row Reverse’ 

 

Good Example Bad Example 

  
Do not use more than three M06 Horizontal Card in a page. If more than three M06 Horizontal Card 

is required, you are recommended to use M08-09 Cards Row component or any other appropriate 

components. 

 

Good Example Bad Example 
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For Cassia and Dhawa, use different combinations of colours to express the brand uniqueness where 

appropriate. 

 

Good Example Bad Example 

  
For Dhawa, when choosing the shape colours and background colours, DO NOT use the same colour 

for both. Or else, it will be hard to see the image. 

  

 

 M33: Restaurant details (auto-generated from the details you added in the Common tab) 

 M04 (Optional): Carousel (Photo gallery: put any additional images here) 

3.4.5 Restaurant List 
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3.4.6 Restaurant List: Page Builder 

 

Optional introduction to your 

property’s dining outlets and 

experiences 

Each card in this list pulls data 

from the restaurants previously 

created in 3.4.2. 
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Components 

 M19: Hero banner, optional 1920x1080 image 

 M02: Description, no image (optional for pre-opening hotels). 

 M11: List of restaurants 

 

3.4.6.1 Hero Banner (M19) – Required 

 Title: Dining  

 Subtitle: Your property name 

 

3.4.6.2 Introduction (M02) – Optional 

 

Text-only banner introducing your property’s dining outlets and experiences. Same as 3.3.6.2. 

 

3.4.6.3 Restaurant list (M11) – Required 

Unlike the Rooms cards, this component will contain all the restaurants for your property. Click 

or type to select your restaurants in the order you want them to show up. 
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3.6 FACILITIES 

 

 

 

 

 

 

 

3.6.1 Facilities: Page Builder 

Introduction to your property’s 

facilities 

A list of your property’s facilities 

(3.6.1) 

List of facilities & services pulled 

from property details page (3.1.4) 
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Components: 

 M19: Hero banner, optional 1920x1080 image 

 M02 (Optional): Description, no image (optional for pre-opening hotels). 

 M32: Facilities names  (auto-generated from Details tab of your property landing page at 

3.1.4.1) 

 M08-M09: List of facilities in card format with images (1-3 per row) 

 M07: Alternate text-only card format for facilities that have no image (1- 2 per row) 

 

Note: If you add an item in the M08 block without an image, it will not show. Check this block if 

you have any missing facilities. 

 

3.6.1.1 Hero Banner (M19) – Required 

 Title: Facilities 

 Subtitle: Your property name 

 

3.6.1.2 Introduction (M02) – Optional 

Text-only banner introducing your property’s facilities. Same as 3.3.6.2. 

 

3.6.1.3 Facilities names and icons (M32) – Required 

Auto-generated from data in the Details tab (3.1.4.1) 
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3.6.1.4 List of facilities (M07) – For those with no images 

 

 

 

3.6.1.5 List of facilities (M08-M09) 

Banyan Tree/ Angsana example 

 

Cassia example 

Facility name 

Facility description 
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[placeholder] 

Dhawa example 

Note: 

 Do not use the same colour for the shape and content background  

 Do not use the same colours for shapes and content background in consecutive cards.   

 

 

 

 

 

When there is 1 card in the row When there are 2 cards in the row 

  
 Do not turn on any shapes.  

 Content background colour should 

be default purple.  

 Only use Hourglass shape/ Triangle 

shape.  

 Alternate the shape colours and 

content background colours.  

When there are 3 cards in the row 

 
 Use all 3 shapes – Hourglass, Triangle, Circle (no specific sequence)  

 Alternate the shape colours and content background colours.  
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In the M08-M09 block, click on the 

pencil icon to edit individual facilities 

An image is required for the card to show 

up. (If there is no image for this facility, 

use a M7 Paragraphs block instead.) 

Facility name 

Facility description 
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3.7 EXPERIENCES 

Each Experience page is a category page including multiple items. E.g. ‘Destination Dining’ might 

list the different destination dining experiences you provide, like in the example below. 

Note: Individual Experiences need to be created before they can be added to the main 

Experience list page. 

 

3.7.1 Individual Experience Page 

 

 

 

  

Use the U09 accordion to list 

other experiences in this category. 

You can start with a short intro to 

the page, or use this to highlight 

certain experiences in one or more  

M06 blocks. 
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3.7.2 Adding and Editing Experience Pages 

To add: Your content > Add content > Experience. To edit an existing experience, click on the 

Edit button next to the item. 

 

 Title: Name for the Experience page 

 Hotel: Your property 

 

Under Themes, select one from the list that fits the page best. You can start by compiling 

experiences that your property provides, and grouping them based on similar themes, e.g. food, 

attractions, cultural experiences. 

If more than one theme might apply to the group, choose the one that’s closest or most specific. 

E.g. If it is a collection of cultural activities, choose ‘Cultural Immersions’ instead of the generic 

‘Activities’. The ‘Activities’ and ‘Attractions’ themes are for those that don’t fit anywhere else. 

 

List of Banyan Tree Themes: 

 Activities: General category for things you can do, e.g. rides, dances, classes 

 Attractions: General category for things you can see and visit, e.g. popular beaches, 

museums, landmarks 

 Cultural Immersions: Cultural activities and experiences related to the destination 

 Curated Itineraries: Suggested travel schedules and travel guides 

 Experiences at Banyan Tree: Things to do and experience at your property 

 Family Retreats: Experiences for families, especially those with children 

 Festivals: Local cultural/religious/social celebrations and important events 

 Flavours of the Earth: Dining and other culinary experiences 

 Into the Blue: Water sports, cruises, diving, marine activities 

 Romantic Getaways: Romantic experiences for couples 

 Treasures of Nature: Natural attractions and sights 

 Treks and Tours: Exploration, group tours, hikes 

 

Angsana Themes: 

 Activities at Angsana: Things to do and experience at your property 
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 Cultural Infusions: Cultural activities and experiences related to the destination 

 Explorations: Explorations, hiking, natural trails, city tours etc. 

 Family Escapades: Experiences for families, especially those with children 

 Festivals: Local cultural/religious/social celebrations and important events  

 Itineraries: Suggested travel schedules and travel guides 

 Local Activities: General category for things you can do, e.g. rides, dances, classes  

 Local Attractions: General category for things you can see and visit, e.g. popular 

beaches, museums, landmarks 

 Water Activities: Water sports, cruises, diving, marine activities 

 Wellbeing: Experiences aimed at fostering mental and physical wellbeing 

Note: These categories were created based on what each brand’s properties currently offer. If 

you want to create a new Experience page that doesn’t fit any of these themes, you can contact 

HQ for assistance. 

 

3.7.3 Experience Card 

These will appear on the Experiences list page (3.7.5). 

 Thumbnail Gallery: Upload 1-3 3x4 card image(s) (recommended: 600x800px) 

 Summary: Short caption describing this page 
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3.7.4 Experiences: Page Builder 

 

Components 

 M19: Hero banner, optional 1920x1080 image 

 M06 (Optional): Page description/intro with 1-2 images OR M02 (Optional): 

Description, no image  

 M06 (Optional): Experience(s) highlight with 1-2 images (as many as you want)  

 U09: Experiences list and details 

3.7.4.1 Hero Banner (M19) – Required 

Image: Optional 

Title: Name of the Experience category 

3.7.4.2 Introduction (M06 or M02) – Optional 

You can add an introduction to the experience 

 

3.7.4.3 Highlights (M06) – Optional 

You can feature certain experiences in one or more M06 blocks. 
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Note:  

DO’s DON’Ts 

 When there are more than one M06 

– Horizontal Card stacking on top of 

each other, always alternate between 

‘Row’ and ‘Row Reverse’. This can be 

changed in the ‘settings’ by clicking 

on the ‘gear’ icon.  

 

 For Cassia and Dhawa, use different 

combinations of colours to express 

the brand uniqueness where 

appropriate. 

 Do not use more than three M06 

Horizontal Card in a page. If more than 

three M06 Horizontal Card is required, 

you are recommended to use M08-09 

Cards Row component or any other 

appropriate components. 

 

 For Dhawa, when choosing the shape 

colours and background colours, DO 

NOT use the same colour for both. Or 

else, it will be hard to see the image. 

 

Good Example Bad Example 

  
When there are more than one M06 – Horizontal Card stacking on top of each other, always alternate 

between ‘Row’ and ‘Row Reverse’ 

 

Good Example Bad Example 

  
Do not use more than three M06 Horizontal Card in a page. If more than three M06 Horizontal Card 

is required, you are recommended to use M08-09 Cards Row component or any other appropriate 

components. 
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Good Example Bad Example 

  
For Cassia and Dhawa, use different combinations of colours to express the brand uniqueness where 

appropriate. 

 

Good Example Bad Example 

  
For Dhawa, when choosing the shape colours and background colours, DO NOT use the same colour 

for both. Or else, it will be hard to see the image. 
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3.7.4.4 Experiences List and Details (U09) – Optional 

 

Here you can list multiple items without images but with additional details.  

To edit each item, click on the pencil edit icon next to the U09 – Accordion component.  

Click ‘ADD BLOCK’ to add a new accordion item, or click the pencil icon to edit an existing 

item. Here you can give it a name and description.  
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You can click ‘Edit Items’ to add details for each of these items: for example, the price, 

timing/duration, or website link.  

For formatting reasons, try not to add more than 3 items. 
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3.7.5 Experiences Category List 

 

 

 

 

3.7.6 Experiences Category List: Page Builder 

List of experiences 

you offer (3.7.6.3) 

Introduction (3.7.6.2) 
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Components 

 M19: Hero banner, optional 1920x1080 image 

 M02 (Optional): Introduction 

 M23: List of Experience types you offer 

 

3.7.6.1 Hero Banner (M19) – Required 

Image: Optional 

Title: Experiences 

Subtitle: Your property name 

 

3.7.6.2 Introduction (M02) – Optional 

Text-only banner introducing your property’s experiences. Same as 3.3.6.2. 

 

3.7.6.3 Experiences list (M23) – Required 

This component cannot be directly edited, but whenever you create or edit a new Experience 

page in 3.7.1, it will be automatically updated here. 
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3.8 SPA 

 

 

 

As most of the spa-related content will be in the Spa section of the website, the Spa & Wellbeing 

landing page on most property sites is a simple page with a hero image, short intro and a link to 

the Spa Outlet page. 

For properties that provide non-spa wellbeing experiences and activities and would like to 

feature them here, you can contact HQ to ask about a customized page to meet your needs. 

 

  

Introduction with link 

to Spa Outlet page 

Hero banner 
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3.8.1 Editing Your Property Spa Page 

 Title: Spa  

 Hotel: Your property 

 

 

3.8.2 Page Builder 

 

Components: 

 M19: Hero banner with a masthead image, page title and property name 

 M02: Introduction to the spa, with a CTA link to the spa outlet page. 

3.8.2.1 Hero Banner (M19) – Required  

 Image: 1920x1080px 

 Title: Spa & Wellbeing 

 Subtitle: Your property name 

3.8.2.2 Introduction (M02) – Required 

Text-only banner with link to your Spa Outlet page. Refer to 3.1.7.4. 

Don’t forget to click “Save (this translation)” once all the changes have been made.  
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3.9 WEDDINGS & HONEYMOONS 

 

 

 

3.9.1 Editing Weddings & Honeymoons page 

 Title: Weddings & Honeymoons 

 Hotel: Property name 

 

 
 

3.9.2 Page Builder 

Introduction 

CTA Contact Us bar 

Intro and link to Wedding Venues 

Optional quote from a wedding 

couple, etc. 

Intro and link to Wedding Packages 

Hero banner 



 
139 

 
 

 
 
Components  
  

 M19: Hero banner with masthead image, page title and property name  

 M02: Introduction, no image 

 M22: CTA Bar (request for proposal) – optional for pre-opening 

 M06 (1-2 images) or M02 (no image) (Optional): Description and link to Wedding 
Venues page  

 M13 (Optional): Quotation, text  

 M06 (1-2 images) or M02 (no image) (Optional): Description and link to Wedding 
Packages  

 M06 (1-2 images) or M02 (no image) (Optional): Description and link to Honeymoons 

3.9.2.1 Hero banner (M19) – Required  

 Image: 1920x1080px 

 Title: Weddings & Honeymoons 

 Subtitle: Your property name 

3.9.2.2 Introduction (M02) – Optional  

 

Text-only banner introducing your property’s weddings. Same as 3.3.6.2. 
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3.9.2.3 CTA bar (M22) – Required  

 

 

 

3.9.2.4 Wedding Venues/Packages lead-in card (M06) 

 
 

 

 

 

Your property Weddings contact 

(email or phone) 

This link is to our general Weddings 

RFP form; do not change 

Label: Get in Touch (do not change) 
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Link to Wedding Venues page 

1-2 images. To update card image, 

click on “Select Media” 

Label: Read More 
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3.9.2.5 Quotation (M13) - Required 

You can add a relevant quote from staff or a wedding couple. 

 

 
 
To create additional cards for Wedding Packages and Honeymoon pages: 

 

Click on the “Add Block” button at the bottom of the existing block 
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Select M06 – HorizontalCard from the list of the available blocks 

 

 

Note:  

DO’s DON’Ts 

 When there are more than one M06 

– Horizontal Card stacking on top of 

each other, always alternate between 

‘Row’ and ‘Row Reverse’. This can be 

changed in the ‘settings’ by clicking 

on the ‘gear’ icon.  

 

 For Cassia and Dhawa, use different 

combinations of colours to express 

the brand uniqueness where 

appropriate. 

 Do not use more than three M06 

Horizontal Card in a page. If more than 

three M06 Horizontal Card is required, 

you are recommended to use M08-09 

Cards Row component or any other 

appropriate components. 

 

 For Dhawa, when choosing the shape 

colours and background colours, DO 

NOT use the same colour for both. Or 

else, it will be hard to see the image. 

 

Good Example Bad Example 
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When there are more than one M06 – Horizontal Card stacking on top of each other, always alternate 

between ‘Row’ and ‘Row Reverse’ 

 

Good Example Bad Example 

  
Do not use more than three M06 Horizontal Card in a page. If more than three M06 Horizontal Card 

is required, you are recommended to use M08-09 Cards Row component or any other appropriate 

components. 

 

Good Example Bad Example 
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For Cassia and Dhawa, use different combinations of colours to express the brand uniqueness where 

appropriate. 

 

Good Example Bad Example 

  
For Dhawa, when choosing the shape colours and background colours, DO NOT use the same colour 

for both. Or else, it will be hard to see the image. 

 

Don’t forget to click on “Save (this translation)” once all the changes have been made 
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3.10 WEDDING VENUES  

Note: Individual venues need to be created before they can be added to the main Wedding 

Venues list page. 

3.10.1 Individual Wedding Venues 

 

3.10.2 Editing Wedding Venue 

 Title: Name of wedding venue  

 Hotel: Your property 

 

 

Introduction 

Venue equipment and 

services 

Summary of venue data 

Venue configurations 
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3.10.2.1 Venue details 

 
 

3.10.2.2 Floor Plan 

 
 

Click “Add Media” to select or upload a floorplan  

 

 

  

Types: ‘Wedding’ for wedding venues and 

‘Meeting’ for meeting venues. If a venue is 

used for both weddings and meetings and 

has the same description, images, details 

and configuration for each, add both. 
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3.10.2.3: Venue Configurations 

These are the various sitting arrangements in a venue. 

 

 Click on “Add Venue configuration” to add a new sitting arrangement 

 Click on “Edit” to update the capacity for the existing configuration  

 

 
 

3.10.3 Wedding Venue: Page Builder 

 
 
 
 
Components  
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 M19: Hero banner  
 U08: Venue Summary (data auto-generated from 3.10.2.1) 
 M06: Description with 1-2 images 
 M02: Description, no image (wedding venue, wedding package etc.) 
 U04: Venue Configuration (data auto-generated from 3.10.2.1) 
 M36: Equipment & services 

 M04 (Optional): Photo carousel 

3.10.3.1: Hero Banner (M19) – Required 

 Image: Optional 

 Title: Venue name 

 Subtitle: Your property name 

 

3.10.3.2: Venue Summary (U08) – Required  

 

Information is extracted from the data input in the venue’s Common tab (3.10.2.1) 

 

3.10.3.3: Introduction (M06 with images, M02 if no images) – Optional 

 

 

 

Note:  

DO’s DON’Ts 

 When there are more than one M06 

– Horizontal Card stacking on top of 

each other, always alternate between 

‘Row’ and ‘Row Reverse’. This can be 

changed in the ‘settings’ by clicking 

on the ‘gear’ icon.  

 

 For Cassia and Dhawa, use different 

combinations of colours to express 

 Do not use more than three M06 

Horizontal Card in a page. If more than 

three M06 Horizontal Card is required, 

you are recommended to use M08-09 

Cards Row component or any other 

appropriate components. 

 

 For Dhawa, when choosing the shape 

colours and background colours, DO 
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the brand uniqueness where 

appropriate. 

NOT use the same colour for both. Or 

else, it will be hard to see the image. 

 

Good Example Bad Example 

  
When there are more than one M06 – Horizontal Card stacking on top of each other, always alternate 

between ‘Row’ and ‘Row Reverse’ 

 

Good Example Bad Example 

  
Do not use more than three M06 Horizontal Card in a page. If more than three M06 Horizontal Card 

is required, you are recommended to use M08-09 Cards Row component or any other appropriate 

components. 

 

Good Example Bad Example 
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For Cassia and Dhawa, use different combinations of colours to express the brand uniqueness where 

appropriate. 

 

Good Example Bad Example 

  
For Dhawa, when choosing the shape colours and background colours, DO NOT use the same colour 

for both. Or else, it will be hard to see the image. 

 

 

Refer to 3.1.7.2 for M06 and 3.1.7.4 for M02. 

 

3.10.3.4: Venue Configuration (U04) – Required 

3.10.2 Wedding Venues List 



 
152 

 
 

   
 

 

 

 Title: Wedding Venues 

 Hotel: Your property 

 

 
 

 

 

 

  

Introduction 

List of wedding venues 

Summary of venue data 
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3.10.3 Wedding Venues List: Page Builder 

 
 

 
 

Components  
  

 M19: Hero banner   
 U15: Property Venue Summary 
 M02: Description, no image (wedding venue, wedding package etc.) 
 U05: Hotel Venue list 

3.10.3.1 Hero Banner (M19) – Required 

 Image: Optional 

 Title: Wedding Venues 

 Subtitle: Your property name 

3.10.3.2 Property Venue Summary (U15) – Required 

 

Information is extracted from the data input in the property homepage’s Venue tab (3.1.6) 

 

 

3.10.3.3 Introduction (M02) – Optional 

Text-only banner introducing your property’s wedding venues. Same as 3.3.6.2. 
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3.10.3.4 Hotel Venue List (U05) – Required 

Select ‘Wedding’ to show all wedding venues at this property (created in 3.10.2) 

 

 
 
Don’t forget to click “Save (this translation)” once all the changes have been made. 
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3.11 WEDDING PACKAGES 

 

 
 

 Title: Wedding Packages 

 Hotel: Your property name 
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3.11.1 Page Builder 

 

 

 

Components 

 M19: Hero banner  

 M02: Introduction, no image 

 M06: Wedding package (add as needed) with image and details 

 

3.11.1.1 Hero Banner (M19) – Required 

 Image: Optional 

 Title: Wedding Packages 

 Subtitle: Your property name 

 

3.11.1.2 Introduction (M02) – Optional 

Text-only banner introducing your property’s wedding packages. 
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3.11.1.3 Wedding Package Details (M06) – Required 

 

Refer to 3.1.7.2 for how to edit M06 components. 

Note:  

DO’s DON’Ts 

 When there are more than one M06 

– Horizontal Card stacking on top of 

each other, always alternate between 

‘Row’ and ‘Row Reverse’. This can be 

changed in the ‘settings’ by clicking 

on the ‘gear’ icon.  

 

 For Cassia and Dhawa, use different 

combinations of colours to express 

the brand uniqueness where 

appropriate. 

 Do not use more than three M06 

Horizontal Card in a page. If more than 

three M06 Horizontal Card is required, 

you are recommended to use M08-09 

Cards Row component or any other 

appropriate components. 

 

 For Dhawa, when choosing the shape 

colours and background colours, DO 

NOT use the same colour for both. Or 

else, it will be hard to see the image. 

 

Good Example Bad Example 

  
When there are more than one M06 – Horizontal Card stacking on top of each other, always alternate 

between ‘Row’ and ‘Row Reverse’ 

 

Good Example Bad Example 
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Do not use more than three M06 Horizontal Card in a page. If more than three M06 Horizontal Card 

is required, you are recommended to use M08-09 Cards Row component or any other appropriate 

components. 

 

Good Example Bad Example 

  
For Cassia and Dhawa, use different combinations of colours to express the brand uniqueness where 

appropriate. 

 

Good Example Bad Example 

  
For Dhawa, when choosing the shape colours and background colours, DO NOT use the same colour 

for both. Or else, it will be hard to see the image. 

 

Don’t forget to click on “Save (this translation)” once all the changes have been made. 
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3.12 HONEYMOONS 

 
 
 

 Title: Honeymoons 

 Hotel: Your property name 

 

 
 

 

3.12.1 Page Builder 

Various cards  

Introduction 
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Components 

 

 M19: Hero banner  

 M02: Description, no image 

 M06: Description with 1-2 images 

 

3.12.1.1 Hero Banner (M19) – Required 

 Image: Optional 

 Title: Honeymoons 

 Subtitle: Your property name 

 

 

 

  



 
161 

 
 

3.12.1.2 Introduction (M02) – Optional 

Text-only banner introducing your property’s wedding venues. 

 

3.12.1.3 Cards (M06) – Optional 

Text and image cards talking more about your property’s honeymoons. 

You can also add links to honeymoon offers and other related packages. 

 

 
 

Refer to 3.1.7.2 for how to edit M06 components. 

 

Note:  
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DO’s DON’Ts 

 When there are more than one M06 

– Horizontal Card stacking on top of 

each other, always alternate between 

‘Row’ and ‘Row Reverse’. This can be 

changed in the ‘settings’ by clicking 

on the ‘gear’ icon.  

 

 For Cassia and Dhawa, use different 

combinations of colours to express 

the brand uniqueness where 

appropriate. 

 Do not use more than three M06 

Horizontal Card in a page. If more than 

three M06 Horizontal Card is required, 

you are recommended to use M08-09 

Cards Row component or any other 

appropriate components. 

 

 For Dhawa, when choosing the shape 

colours and background colours, DO 

NOT use the same colour for both. Or 

else, it will be hard to see the image. 

 

Good Example Bad Example 

  
When there are more than one M06 – Horizontal Card stacking on top of each other, always alternate 

between ‘Row’ and ‘Row Reverse’ 

 

Good Example Bad Example 

  
Do not use more than three M06 Horizontal Card in a page. If more than three M06 Horizontal Card 

is required, you are recommended to use M08-09 Cards Row component or any other appropriate 

components. 

 

Good Example Bad Example 
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For Cassia and Dhawa, use different combinations of colours to express the brand uniqueness where 

appropriate. 

 

Good Example Bad Example 

  
For Dhawa, when choosing the shape colours and background colours, DO NOT use the same colour 

for both. Or else, it will be hard to see the image. 

 

Don’t forget to click on “Save (this translation)” once all the changes have been made. 
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3.13 MEETINGS & EVENTS 

Note: Individual venues need to be created before they can be added to the main Meetings & 

Events page. 

3.13.1 Individual Meeting Venues 

   

  

Venue summary 

Hero banner 

Venue introduction 

Venue configurations 

Venue equipment 

and services 
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3.13.2 Editing Meeting Venues 

This is the same as for Wedding Venues (refer to 3.10.2). 

The only difference is that instead of selecting Wedding under venue types, you select Meeting. 

 
 

 

 

 

3.13.3 Meeting Venue: Page Builder 

This is the same as for Wedding Venues (refer to 3.10.3). 

 

 
Components: 
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 M19: Hero banner 

 U08: Venue Summary 

 M06 or M02 (Optional): Venue description 

 M04 (Optional): Photo carousel 

 U04: Venue configuration 

 M36 (Optional): Equipment and services 

 

3.13.3.1 Hero Banner (M19) – Required 

 Image: Optional 

 Title: Venue name 

 

3.13.3.2 Venue Summary (U08) – Required 

Information is extracted from the data input in the venue’s Common tab in 3.13.1. It cannot be 

edited in the page builder. 

 

 

3.13.3.3 Introduction (M06 with image or M02 if no image) – Optional 

Venue description. 

 

Note:  

DO’s DON’Ts 

 When there are more than one M06 

– Horizontal Card stacking on top of 

 Do not use more than three M06 

Horizontal Card in a page. If more than 
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each other, always alternate between 

‘Row’ and ‘Row Reverse’. This can be 

changed in the ‘settings’ by clicking 

on the ‘gear’ icon.  

 

 For Cassia and Dhawa, use different 

combinations of colours to express 

the brand uniqueness where 

appropriate. 

three M06 Horizontal Card is required, 

you are recommended to use M08-09 

Cards Row component or any other 

appropriate components. 

 

 For Dhawa, when choosing the shape 

colours and background colours, DO 

NOT use the same colour for both. Or 

else, it will be hard to see the image. 

 

Good Example Bad Example 

  
When there are more than one M06 – Horizontal Card stacking on top of each other, always alternate 

between ‘Row’ and ‘Row Reverse’ 

 

Good Example Bad Example 

  
Do not use more than three M06 Horizontal Card in a page. If more than three M06 Horizontal Card 

is required, you are recommended to use M08-09 Cards Row component or any other appropriate 

components. 

 

Good Example Bad Example 



 
168 

 
 

  
For Cassia and Dhawa, use different combinations of colours to express the brand uniqueness where 

appropriate. 

 

Good Example Bad Example 

  
For Dhawa, when choosing the shape colours and background colours, DO NOT use the same colour 

for both. Or else, it will be hard to see the image. 

 

 

3.13.3.4 Venue Configuration (U04) – Required 

Information is extracted from the data input in the venue’s Common tab in 3.13.1. 

 

 
 

3.13.3.5 Equipment & Services (M36) – Optional 

Here you can list any equipment, services, facilities and other information about the venue. 
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3.13.3.6 Photo Carousel (M04) – Optional 

Refer to 3.3.4.4 on how to edit a photo carousel. 

 

 

3.13.3 Meetings & Events landing page & Venue List 
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 Title: Meetings and Events 

Venue summary 

Hero banner 

Introduction to your property’s 

meetings and events 

CTA bar 

More information on your 

meetings & events 

List of your meeting venues with 

venue configuration. Unlike 

Weddings, which has a separate 

Wedding Venues page, meeting 

venues are all listed on the 

Meetings landing page. 
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 Hotel: Your property 

 

 
 

3.13.4 Meetings & Events: Page Builder 

 

 
 

Components  

 

 M19: Hero banner 

 U15: Property Venue Summary  
 M02 (Optional): Introduction, no image 

 M22: CTA Bar (request for proposal)  

 M06 (Optional – add as many as needed): Additional details with 1-2 images 

 U05: Meeting venues list 

3.13.4.1 Hero Banner (M19) – Required 

 Image: 1920x1080px 
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 Title: Meetings & Events 

 Subtitle: Your property name 

 

3.13.4.2 Property Venue Summary (U15) – Required 

Information is extracted from the data input in the property homepage’s Venues tab (3.1.6) 

 

 

3.13.3.3 Introduction (M02) – Optional 

Text-only banner introducing your property’s meetings and events. 

3.13.3.4 CTA Bar (M22) – Required 

 
 

 

3.13.3.5 Additional Details (M06) – Optional 

You can add additional M06 blocks to talk more about your meetings and events. E.g. talk about 

your venues, meeting packages, special offers and so on. 

Your property Meetings & Events 

contact (email or phone) 

This link is to our general Meetings 

RFP form; do not change 

Label: Get in Touch (do not change) 
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Note:  

DO’s DON’Ts 

 When there are more than one M06 

– Horizontal Card stacking on top of 

each other, always alternate between 

‘Row’ and ‘Row Reverse’. This can be 

changed in the ‘settings’ by clicking 

on the ‘gear’ icon.  

 

 For Cassia and Dhawa, use different 

combinations of colours to express 

the brand uniqueness where 

appropriate. 

 Do not use more than three M06 

Horizontal Card in a page. If more than 

three M06 Horizontal Card is required, 

you are recommended to use M08-09 

Cards Row component or any other 

appropriate components. 

 

 For Dhawa, when choosing the shape 

colours and background colours, DO 

NOT use the same colour for both. Or 

else, it will be hard to see the image. 

 

Good Example Bad Example 
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When there are more than one M06 – Horizontal Card stacking on top of each other, always alternate 

between ‘Row’ and ‘Row Reverse’ 

 

Good Example Bad Example 

  
Do not use more than three M06 Horizontal Card in a page. If more than three M06 Horizontal Card 

is required, you are recommended to use M08-09 Cards Row component or any other appropriate 

components. 

 

Good Example Bad Example 

  
For Cassia and Dhawa, use different combinations of colours to express the brand uniqueness where 

appropriate. 

 

Good Example Bad Example 

  
For Dhawa, when choosing the shape colours and background colours, DO NOT use the same colour 

for both. Or else, it will be hard to see the image. 
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3.13.3.5 Meeting Venues List (U05) – Required 

Select ‘Meeting’ to show all meeting venues at this property (created in 3.13.1) 

 

 
 

 
Don’t forget to click “Save (this translation)” once all the changes have been made 
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3.14 LOCATION 

 

 

  

Transportation and points 

of interest (auto-generated 

from 3.1.4.4-5) 

5-day weather forecast 

(hardcoded; inform HQ if 

wrong) 

 

Hero banner (3.7.1.1) 

Map showing the location 

of your property (3.7.1.2) 



 
177 

 
 

3.14.1 Location: Page Builder 

 
 

Components: 

 M19: Hero banner 

 M39: Map 

 M31: Transportation and points of interest (auto-generated) 

3.14.1.1 Hero Banner (M19) – Required 

Image: Show an image of the area around your property 

Title: Location 

Subtitle: Your property name 

3.14.1.2 Map (M39) 

 

The map is configured to display Tencent Maps in China and Google Maps for the rest of the 

world. (Note that the form fields currently include Baidu, but we’re removing that.) 

 

To find your Google Map coordinates 
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Search for your property in Google Maps. Right click on the red location pin and left click on 

the coordinates to copy them. 

 

 

If you are in China and unable to access Google Maps, the coordinates from Tencent Maps are 

the same. 

 

Paste in the latitude and longitude here. In the 

example above, the latitude is 3.15077 and the 

longitude is 101.71374. 

Your property name 

Ignore this – we are no 

longer using Baidu maps. 
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3.15 PHOTO GALLERY 

 

 
 

 

 
 

 Title: Gallery 

 Hotel: Your property 
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3.15.1 Gallery: Page Builder 

Use this page to showcase other images of people, places and experiences on your property 

and in the region.  

 

 
 

 

Components: 

 M19: Hero banner 

 U12: Full Gallery 

3.15.1.1 Hero Banner (M19) – Required 

 Image: Optional 

 Title: Gallery 

 Subtitle: Your property name 
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3.15.1.12 Full Gallery (U12) – Required 

 

To edit your photo gallery, click on the pencil icon on the U12 component and then click Edit 

Gallery Item. 

 

 
 

This will list out all the different images. You can click ”Add Block” to add more, or click on the 

pencil icon to edit an image. 
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This is what you see when you add or edit an item. 

 

 
 

 Image: To add a new photo, please click on “Select Media” 

o If there is an existing photo, please delete the existing image before you replace 

the existing photo with the new one 

o You can then either select an image from the media library or upload a new 

image. 

 Title: Optional image caption 

 Category: Select one image category from the list that best fits the image. We have five 

categories: 

o Destination: Images of the region 

o Sanctuaries: Images of your property  

o Experiences: Images of experiences at your property 

o Communities: Images of people (can be staff, local communities, guests, etc. 

Please get their permission before posting their photos on the site.) 

o Other: For images that don’t fit any of the above. 

 

 

 

Don’t forget to click on “Save (this translation)” once all changes have been made 

 

3.16 Sustainability 

3.16.1 Sustainability: Page Builder 

Use this page to showcase the sustainability policies and efforts your property has implemented 

to resonate with the company vision and mission.  
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Components: 

 M19: Hero banner 

 M02: Introduction  

 M06 (1-3 blocks): Sustainability topic description with image (or M02 if no images are 

available)   

 M04: Photo carousel (optional) 

3.16.1.1 Hero Banner (M19) 

 Image: Optional 

 Title: Sustainability 

 Subtitle: Your property name 

 

3.16.1.2 Introduction (M02)  

Text-only banner introducing your property’s sustainability initiatives. 

 

3.16.1.3 Additional Details (M06)  

You can add additional M06 blocks to talk more about your sustainability initiatives. E.g. talk 

about no-plastic policy, “Embracing the environment, empowering the people”, Green 

Imperative Fund, and so on. 

 

Note:  

DO’s DON’Ts 

 When there are more than one M06 

– Horizontal Card stacking on top of 

each other, always alternate between 

‘Row’ and ‘Row Reverse’. This can be 

changed in the ‘settings’ by clicking 

on the ‘gear’ icon.  

 

 Do not use more than three M06 

Horizontal Card in a page. If more than 

three M06 Horizontal Card is required, 

you are recommended to use M08-09 

Cards Row component or any other 

appropriate components. 
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 For Cassia and Dhawa, use different 

combinations of colours to express 

the brand uniqueness where 

appropriate. 

 For Dhawa, when choosing the shape 

colours and background colours, DO 

NOT use the same colour for both. Or 

else, it will be hard to see the image. 

 

Good Example Bad Example 

  
When there are more than one M06 – Horizontal Card stacking on top of each other, always alternate 

between ‘Row’ and ‘Row Reverse’ 

 

Good Example Bad Example 

  
Do not use more than three M06 Horizontal Card in a page. If more than three M06 Horizontal Card 

is required, you are recommended to use M08-09 Cards Row component or any other appropriate 

components. 

 

Good Example Bad Example 
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For Cassia and Dhawa, use different combinations of colours to express the brand uniqueness where 

appropriate. 

 

Good Example Bad Example 

  
For Dhawa, when choosing the shape colours and background colours, DO NOT use the same colour 

for both. Or else, it will be hard to see the image. 

 

 

3.16.1.4 Photo Carousel (M04) 

If you have more photos to showcase the efforts done by the property on Sustainability, use 

M04 Carousel to show the photos.  

Refer to 3.3.4.4 on how to edit a photo carousel. 
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187 

 
 

3.17 PROMOTION POPUPS 

To add a popup to a page, click Add Block and select ‘M45 Promotion Popup’. 

 

Visible after: Number of seconds before the popup 

appears 

Title: Header text 

Banner image: Optional image (as this is a small 

image, we recommend no larger than 920x518) 

Button: Optional CTA button with URL and label 

(the text that appears on the button) 

Description: Additional text under the header 

 

You can click on the gear icon to open up 

additional settings: 

Always show: (Not recommended) This causes 

the popup to appear every time the visitor goes 

to the page. If the box is left unticked, it will only 

show once until the cookie is cleared or expires. 

Position: Position of the popup on the screen. 

There are only two options: either in the centre 

of the screen or the bottom right corner 

Image side: Position of the image on the right or 

left of the text 
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3.18 BLOG ARTICLES 

You can use the Article content type to create a property blog, or standalone pages with long-

form text content or that requires formatted text. 

 
 

  

Blog header with optional image 

Embeddable content and/or 

formatted rich text content, with 

optional second column for 

social media sharing and other 

links. 

Additional text content if 

needed (plaintext) 
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3.18.1 Adding and Editing Blog Articles 

To add an article: Your content > Add content > Article. To edit an existing offer, click on the 

Edit button next to the item. 

 

 

 

 

 Title: Name of article  

 Hotel: Your property 

 Blog categories: TBA (Sustainability, Announcement, etc.) 

 Card thumbnail and summary (these are how the article will be listed on a main blog 

listing page.) 
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3.18.2 Blog Articles: Page Builder 

 

 

Components: 

 M44: Blog Details 

 M41: Paragraph (Optional) 

 

Some of the standard page components such as the image carousel are also available for blog 

articles, and you can add them in to break up the text. 

3.18.2.1 Blog Details (M44) – Required 

 Title: The article title 

 Subtitle: You can insert multiple subtitles under the title, with icons if you wish. 

 Banner: Optional large image 

 Caption: Optional image caption 
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 iframe: Optional embedded content. Note: Please avoid embedding videos from third-

party streaming sites such as YouTube, as they may be blocked in some countries. 

 WYSIWYG text area: The main article body goes here and can be fully formatted. 

 Host: Ignore this for property blogs – it is meant for Wellbeing hosts. 

 

 

 



 
192 

 
 

Clicking on the gear icon on the M44 component lets you choose between one and two 

columns. The one column version will not have the right hand column with the social media 

sharing links. 

3.18.2.2 Paragraph (M41) – Optional 

 Title: The section title 

 Content: Plaintext content 

 

 
 

 

Clicking on the gear icon for the component lets you customise the font by choosing from 

different header types for the title and body. You can also change the text alignment. 
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Language 

Primary Mandatory Supplementary 
Website page cannot exist 

without this language. This is 

the basis of the page creation. 

Any changes or updates to 

the site must be translated 

into this language 

It is good to have this 

language, depending on your 

market needs.  

English  Banyan Tree 

 Angsana 

 Cassia  

 Dhawa 

  

Simplified Chinese   Banyan Tree 

 Angsana 

 Cassia (Q4’23) 

 Dhawa (Q4’23) 

 

Korean   Banyan Tree 

 Angsana 

 

Others*   • Russian 

• Spanish 

• French 

• Japanese 

• Arabic 

• German 

• Vietnamese 

 

*Notify HQ and we can help set this up for you.  

 

 

4.1 Adding and editing other languages 

 Click on the “Content” link on the top bar 

 Now, click on the down arrow on the Edit button of the item you want to translate 

 Select “Translate” from the dropdown menu 
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 Choose the language you want to translate to from the dropdown menu under the 

Operations column and click Edit or Add. If you need a language that is not yet listed 

here, please inform HQ and we will set it up for you.  

 

  
 Clicking Add will create a duplicate of the English page. You can then replace the English 

text with the translated versions. 

o Note that some fields will not be editable as they are shared across translations, 

e.g. card images and operating hours of restaurants. 

 You can proceed to update the page as required 

 Note that any internal CTA links need to be edited to go to that language version of the 

page. E.g. instead of /link, the Chinese page equivalent would be /cn/link  

 
 

Click on “Save (this translation)” once done. 
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If you are adding a new language for the whole site, remember to add it in the language selector 

on your property details page. This will apply to the whole website. 

Pages will default to English if there is no version in that language. 
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4.2 Chinese Translation SOP 

4.2.1 How to request 

 

4.2.2 Vendor and contract details 

 Vendor: Shanghai MooYoo Translation Services  

This vendor is globally-appointed vendor with comprehensive glossary and brand 

knowledge for proper translations that suits our business needs as a group.  

 Master Contract is signed by HQ since 15 Oct 2021.  

There is no need for individual properties to sign additional contract.  

 Commercials: 

o Rate: CNY$540 for every 1000 words (individual negotiations available starting 

from 100,000 words)  

o Repetition rate: 33% of usual rate 

o SLA: 3000 words/day (inclusive of revisions)  

 Billing details: 

o Billed to property directly. Global HQ does NOT pay on property’s behalf.  

o Billing cycle: monthly, every 15th  

o Billing currency: CNY (for C1 properties); USD (for ROW)  

o Payment terms: 30 days  

Please ensure you follow the recommended budgeting guideline issued by Global E-

Commerce team such that this fees is catered for in your budgeting exercise.  
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4.3 Korean Translation SOP (Banyan Tree & Angsana only)  

As of April 2023, all Banyan Tree and Angsana properties are required to have all pages 

translated to Korean. This service will be provided by the global-appointed agency at a cost.  

4.2.1 Workflow and Lead-time 

 

*If the request exceeds 3000 words, please separately reach out to Vendor for the lead-time. 

4.2.2 How To Request for Translation in CMS  

1. After you have created the EN page, go to "Request translation" tab. 

 

2. Select "Korean" and click on "Request translation" button. 

 

3. After a successful submission, you should see the notification below: 
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4. You can check the status of the translation under "Current requests" at the bottom of the tab. 

The status should be "Sent" after a successful submission. 

 

5. When the vendor has completed the translation, the status will be updated to "Done". You 

may now review the translated page. 

 

6. If you find any issue with the translated page, please reach out to the vendor (Verztec): 

banyantree@verztec.com  

 

7. If no further issue, you may now close the request. First, click “Edit”. 

mailto:banyantree@verztec.com
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8. Under Status, select "Closed" and click on the "Save" button. 

 

9. The request status should be updated to “Closed” now.  

 

10. To live the translated page, send an email request to global to publish. 
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ecommerce@banyantree.com  

 

4.2.3 Cost and Billing 

4.2.3.1 Cost Details and Payment Terms 

 

4.2.3.2 Payment Flow 

 

 

 

  

mailto:ecommerce@banyantree.com
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Some guidelines for keeping our CMS media library well organised, and to make it easier for 

you and any future colleagues to find the images you need. 

 

5.1 Image Guidelines 

These dimensions are rough guides, as different screen sizes often display slightly different 

dimensions.  

However, image sizes should be close to the recommendations to avoid images that are too big 

(slowing down website loading time) or too small (will be blurry on screen). 

Likewise, file sizes are recommendations rather than hard limits – a banner image that is 1.2 MB 

would still be ok, but one that is 30MB will need to be significantly reduced. 

Banner Images (M19 and M02 only): 

 File type: .jpg 

 Recommended dimensions: 1920px x 1080px 

 Choose images that will work well with white text over them: e.g. darker, low contrast, 

less busy backgrounds 

 File size under 1MB 

Non-banner Horizontal Photos 

 File type: .jpg 

 Recommended dimensions: Between 920px to 1,200px wide 

 File size under 500KB 

Vertical Card Photos  

For property cards and Experience cards 

 File type: .jpg 

 Recommended dimensions: 600px x 800px to 840 x 1120 

 File size under 500KB 

Gallery Photos (For Gallery component on Gallery page) 

 File type: .jpg 

 Any dimensions, but should be no wider or longer than 2,500px 

 File size under 1.5MB 

Logos and icons (e.g. awards, SHA+ certification) 

 File type: .png or .gif 

 Check if the image already exists in the database. If not, contact HQ to upload 

 Recommended dimensions: 180px x 180px 

 File size under 100KB 
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5.2 Image Naming Guidelines 

As the Drupal CMS media library does not enable file folders, image names are the only way to 

organise images and identify which one belongs to your property. 

There is no need to rename the existing images, but going forward, this will be the image 

naming format: 

 

{brand-property}-{page_section}-{image-name} 

 

Examples: 

 bt-shanghai-dining-ming-yuan.jpg 

 btkl-rooms-sanctuary-suite.jpg 

 an-bintan-dining-hero.jpg 

 

It is especially important to tag images with your property since some hotels have the same 

room or restaurant names and may end up using the wrong photos. 

So for example if BT Phuket wants to see all their villa photos, they can just type “bt-phuket-

villas” into the media library search and see all the villa photos from BT Phuket. 

File names should be in English, lower case and have no spaces or symbols, including brackets. 

Separate words with hyphens.  

For SEO purposes, property names should ideally be spelt out but need not be the full name. 

e.g. “bt-shanghai” and “bt-nanjing” are ok, instead of “bt-shanghai-on-the-bund” or “bt-nanjing-

garden-expo”. 

 

Examples of what not to use: 

 banyantree-phuket-deluxe-room.jpg  

 DSC9102.jpg  

 Saffron restaurant copy(2).jpg  
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5.3  General Media Guidelines 

For Banyan Tree and Angsana 

When inserting a new image, do a search to see if it is already in the media library so as to avoid 

having a lot of duplicate files. 

When uploading a new image, add an image title and alt text.  

If you want, you can create more SEO-friendly alt text and titles, where the alt text describes 

what is in the image (e.g. luxury restaurant in doha at sunset). 

If not, you can just use the page name by default. 

 

 

 

For Dhawa and Cassia 

WIP 

 

 

 



 
204 

 
 

6.1 Website Updates: Standard Operating Procedure 

 After making updates to any page, be sure to click “Save (this translation)” to save the 

updated page as a draft  

 Note that these changes will not be live until HQ publishes the page to the server. 

 

 

 Send an email to HQ <ecommerce@banyantree.com> with the following details: 

o Property name 

o Name of updated page, and which languages 

o Changes made 

 We will aim to approve the changes within 5 working days and inform you when 

completed. 

 Please plan ahead as necessary to ensure that changes will be live by the time they are 

needed. 

If changes are urgent and need to be done ASAP, please put ‘Urgent’ in the email subject title. 

This should only be for changes that directly impact bookings and revenue. 

 

6.2 CDN Caching 

Our website uses the Akamai CDN to enable faster delivery of pages that visitors have 

previously visited. This means that changes to the live site can take up to 24 hours to be visible 

after they have been made. 

In cases where changes must be made urgently, we can purge the server cache. However, this 

increases the server load and thus our hosting fees, and should only be done if absolutely 

necessary, or if the changes are still not showing up after 24 hours.
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7.1 For new hotel openings: 

7 months before opening:  

 Inform HQ website and reservations teams of the new hotel opening 

 We will send you the latest content tracker sheet 

 Fill in your property details, focusing on: 

o Property homepage 

o Accommodation 

o Dining  

o Facilities 

o Location 

 If you do not have all the information, you can leave those pages blank. The only 

necessary page is the homepage. 

 

6 months before opening 

 Submit the file to us with images uploaded to a SharePoint folder (or as a zip folder, if 

you do not have access to SharePoint.) 

o Images should meet the criteria listed in 5.1. 

o Note that the site cannot go live until we have images. 

 We will review the file and contact you if there is anything unclear or that needs to be 

corrected 

 

5.5 months before opening 

 If everything is ok, we’ll let you know to send the file for translation to Chinese and other 

languages as needed. (Let us know if you do not have any Chinese translators.) 

 

5 months before opening 

 All website content files (images, text and translations) to be submitted to HQ 

 

4.5 months before opening 

 Website goes live. We’ll inform you and you can review and inform us of any changes 

that need to be made. 
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7.2 For hotel conversions 

 

4 months before opening:  

 Inform HQ website and reservations teams of the new hotel opening 

 We will send you the latest content tracker sheet to fill in. 

 

3 months before opening 

 Submit the file to us with images uploaded to a SharePoint folder (or as a zip folder, if 

you do not have access to SharePoint.) 

o Images should meet the criteria listed in 5.1. 

o Note that the site cannot go live until we have images. 

 We will review the file and contact you if there is anything unclear or that needs to be 

corrected 

 

2.5 months before opening 

 If everything is ok, we’ll let you know to send the file for translation to Chinese and other 

languages as needed. (Let us know if you do not have any Chinese translators.) 

 

2 months before opening 

 All website content files (images, text and translations) to be submitted to HQ 

 

1 month before opening 

 Website goes live. We’ll inform you and you can review and inform us of any changes 

that need to be made. 
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If your property is temporarily or permanently closing: 

 Inform HQ website, reservations, digital marketing and social media teams of the new 

hotel closure (all contacts are listed on the next page). 

8.1 Temporary Closure 

 Update the property title in the CMS to indicate that the hotel is temporarily closed. E.g. 

Banyan Tree [Hotel name] (Closed until Q2 2023) 

 You might want to update the landing page introduction to also mention the closure, 

and/or when you might be reopening 

 Social media team will work with you on making the necessary social media 

announcements and shutting down your channels if needed. 

8.2 Permanent Closure 

 We will unpublish the entire property website and remove it from the various listing 

pages. 

 Website will be unpublished within 2 weeks.  

 Reservations team will deactivate and remove your hotel from SynXis booking engine 

and related channels 

 Digital marketing team will make the necessary changes to our Google-related products 

such as Google My Business 

 Social media team will work with you on making the necessary social media 

announcements and shutting down your channels if needed.  
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Website Content – Updates and related matters 

Kelvin Chen, E-commerce Operations Manager (BTG, BT, BTE, BTV & DH) 

kelvin.chen@banyantree.com 

Angel Vong, E-commerce Operations Manager (AN, CA, FO, GR & HO) 

angel.vong@banyantree.com 

E-commerce Team (All) 

ecommerce@banyantree.com  

 

Accor, OpenVPN and E-Commerce IT-related matters 

Rowel Bughao, E-commerce IT Manager 

rowel.bughao@banyantree.com 

 

Digital Marketing – Google-related matters, global campaigns, digital media, SEO and other 

digital channels (e.g. TripTease/ Sojern/ TripAdvisor) 

Farah Sinjeri, Digital Marketing Manager 

farah.sinjeri@banyantree.com 

 

Reservations – SynXis booking engine updates and related matters 

Adeline Teoh, AVP Head of Commercial Support Services 

adeline.teoh@banyantree.com 

Keline Lim, Commercial Service Support Manager 

keline.lim@banyantree.com 

 

Media and Content – Social media, videos and brand communication matters 

Adhiyanto Goen, Head of Brand Communications 

adhiyanto.goen@banyantree.com 

Rachel Loi, Brand Content Manager 

rachel.loi@banyantree.com  

Alae Khaldi, Brand Communications Manager 

alae.khaldi@banyantree.com 

Eline Lee, Assistant Manager, Brand Communications 

eline.lee@banyantree.com  

 

Consumer Insights – Email marketing, Cendyn etc. 

mailto:kelvin.chen@banyantree.com
mailto:angel.vong@banyantree.com
mailto:ecommerce@banyantree.com
mailto:rowel.bughao@banyantree.com
mailto:farah.sinjeri@banyantree.com
mailto:adeline.teoh@banyantree.com
mailto:keline.lim@banyantree.com
mailto:adrien.lahoussaye@banyantree.com
mailto:rachel.loi@banyantree.com
mailto:alae.khaldi@banyantree.com
mailto:eline.lee@banyantree.com
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Titin Rohayati – Email marketing matters 

Joy Teo – Cendyn  

 

 


