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Basic Guidelines and Rules To Keep In Mind When Using the Brand Cloud 

• Property Marcomm (or any responsible person) would need to get approval from GM before 

placing an order on the Brand Cloud

• For Hotel Operational Collateral in the collateral tab, there is no need for ONYX approval. 
Templatolio (TT) will approve and artwork will be directly given to hotel post TT approval

• Operational Collaterals marked (G) in the collateral tab are Group order items. These items 
that are ordered by ONYX Procurement for properties in Thailand in large amounts. All 
Items marked G, are not charged for artwork by TT as they are generic and need no 
customization.

• All Business Card artwork orders will not be charged by TT nor counted in the billing

• For Sales & Marketing Collateral e.g. Hotel fact sheet, MICE fact sheet, Hotel/Resort brochure, 
Wedding brochure and Advertisement, ONYX approval is required over and above TT’s 

• TT’s working hours are 10am till 7pm IST Monday-Friday. Request you to please therefore order 
your creatives accordingly

• The orders in the ‘Saved’ tab will be available for 90 days and the Final artwork (PDF) will be 
available on the platform for 3 years

• For any queries, the chat button can be used or you can get in touch with us at 
onyx.marketing@templatolio.com





Property Optional Creative Agency Support Services Fee*
Should a hotel require a new campaign/ collateral/ template/ map to be created, Templatolio can work with the 
hotel to create the required campaign/ collateral/ template/ map as a creative agency.  For each requirement 
and basis the below , TT will first share in pro-forma invoice for hotel to approve before initiating artwork. *

*The hotel will need to share a Creative Brief with Templatolio and give Templatolio min 5 to 7 working days for 
delivery of per core creative concept, 7 days for the concept delivery of a menu, 48 hours for adaptions and 7 days 
for map creation. 
* For each Creative Concept requirements, Templatolio will provide a minimum of 3 designs/concepts for client to 
choose from 
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le Promotional/Communication Idea – Please advise what do you want to communicate/ what are you 

aiming at selling/ promoting

We would like to promote our special Christmas log cake with secret Amari recipe 

The Offer/Fact Points/USP’s/Points of Importance – What is the offer/ promotion/ what are you 

selling/ promoting?

- We have various style of cake for guest to choose from

- Takeaway service

- Gift box+gift wrapping

- Special festive price

- Free Christmas card

Audience – Target Markets- Who do you want to share this information with? Who are your prospective 

consumers?

- In-house guest

- Walk - in guest

- Corporate (Corp: Gifting market)

SMP’s – Selling Main Proposition- What are the main reasons that a customer would want to buy/show 

interest in what you are marketing?

We are offer a homemade cake with secret recipe in healthy, vegan, diabetic friendly, gluten free, and allergy free baking

Call to Action – How would you want the consumer to get in touch with you? Do you want them to call, do you want 

them to visit the website or your social media ?

To order, Contact us @                                  - Tel: +66 xxxx xxxx

- Website: www.amari.com - Email: xxxxx@amari.com

- Or talk to one of our Amari Host

Mandatory Details Required on Collateral- What is the information that you MUST have on the 

communication. ?

Promotion period

- Price

- Small description of product

- Product photo

- Contact detail : email, tele no., website

Channel of Communication – what are the various adaptations that you would like of the core creative, once it is 

approved. Do you need tent cards, fliers, electronic signature, standee, hoarding, adverts., mailers, Facebook ads, Facebook posts, 

Facebook banner, Google ad banners, website banners, website landing pages etc., online media banners. Please specify.

- Poster - Digital on hotel screen

- Flyer in outlet and lobby

- IPTV screen

- EDM

- Facebook ad and post

Deadline for Creative Submission Date of Activation: When do you want to start 

marketing the campaign. The offer is available from when to 
when?

10/11/20

15/11/20

Client: Project:

Hotel: ONYX Contact:

Date:

Nuengnuch Log cake for X'Mas

xxxxx@onyx-hospitality.com 

30/10/20 

http://www.amari.com/
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Promotional/Communication Idea – Please advise what do you want to communicate/ what are you 

aiming at selling/ promoting

The Offer/Fact Points/USP’s/Points of Importance – What is the offer/ promotion/ what are you 

selling/ promoting?

Audience – Target Markets- Who do you want to share this information with? Who are your prospective 

consumers?

SMP’s – Selling Main Proposition- What are the main reasons that a customer would want to buy/show 

interest in what you are marketing?

Call to Action – How would you want the consumer to get in touch with you? Do you want them to call, do you want 

them to visit the website or your social media ?

Mandatory Details Required on Collateral- What is the information that you MUST have on the 

communication. ?

Channel of Communication – what are the various adaptations that you would like of the core creative, once it is 

approved. Do you need tent cards, fliers, electronic signature, standee, hoarding, adverts., mailers, Facebook ads, Facebook posts, 

Facebook banner, Google ad banners, website banners, website landing pages etc., online media banners. Please specify.

Deadline for Creative Submission Date of Activation: When do you want to start 

marketing the campaign. The offer is available from when to 
when?

Client: Project:

Hotel: Contact:

Date:



1. Hotel Places Order
2. Email With Order

Recd By TT
4. TT Approves Orders

(Max.72 Hours)

5. ONYX Approves 
6. Hotels Receives  
Email With Order  

Artwork Link

7. Hotel Downloads  
Artwork And Sends  To 
Printer OR Uses  The 

Approved Jpeg

Hotel

Templatolio (TT)

ONYX 

10/01/2
020
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Order & Approval of  Sales & Marketing Collateral Template Process Flow

Remark: Sales & Marketing Collateral include Hotel fact sheet, MICE fact sheet, Hotel/Resort brochure, Wedding brochure and Advertisement

http://www.templatolio.com/


1. Hotel Places Order
2. Email With Order

Recd By TT

4. TT Approves Orders

(Max.72 Working Hours) 

after inputs, if any.

3. TT Works With Hotel  
Team To Request For 

Inputs Etc if any

5.     

If Onyx Needs To Edit  

Order Further/ Has  More

Changes- ONYX  Does Not 

Approve or Deny The Item,

Instead ONYX Writes A 

Comment On The Order In The 
Comment Area.

Eg. Onyx@ Hotel: please do xxx 
OR Onyx@TT: please do XXX

9. 

Hotels Receives  Email 
With Order  Artwork Link

10. 

Hotel Downloads  Artwork & 
Send  To Printer Or Uses  The 

Approved Jpeg

10/01/2020 www.templatolio.com

8.

ONYX 

Approves Order Using 

The History Tab

Denial / Additional Changes in Sales & Marketing Collateral Template  Order – By Onyx  

Remark: Sales & Marketing Collateral include Hotel fact sheet, MICE fact sheet, Hotel/Resort brochure, Wedding brochure and Advertisement

Hotel

Templatolio (TT)

ONYX

6 . 

TT Checks All Pending

Orders On A Daily Basis And

Works With The Hotel, If 
Required To Get ONYX 

Suggested Changes 
Done . 

7 . 

Once All Changes Are Done 

As Per ONYX Comments, 

TT  Informs ONYX To 

Approve The Concerned 

Order. 

48 to 72 hours

Platform 
Changes

http://www.templatolio.com/


1. Hotel Places Order
2. Email With Order

Recd By TT

4. Hotel Confirms all 

changes done on 

template and gives a go 

ahead. 

3. TT Works With Hotel  
Team To Request

5.     

TT forward final file as PDF of the 
hotel approved collateral 
using same email chain of 
hotel convo to ONYX

8. 

Hotels Receives  Email 
With Order  Artwork Link

10. 

Hotel Downloads  Artwork & 
Send  To Printer Or Uses  The 

Approved Jpeg

10/01/2020 www.templatolio.com

Denial / Additional Changes in Sales & Marketing Collateral Template  Order – By Onyx 

Remark: Sales & Marketing Collateral include Hotel fact sheet, MICE fact sheet, Hotel/Resort brochure, Wedding brochure and Advertisement

Hotel

Templatolio (TT)

ONYX

6 . 

ONYX revert with their 
inputs/ changes/ 

approval to TT

7 . 

TT makes changes if required 
and share back with 
ONYX. If no changes, 

approval recd, TT shares 
artwork offline with 

hotel 

48 to 72 hours

Changes that 
need offline 
support. 

48 to 72 hours

http://www.templatolio.com/


1. 

Hotel Places Order

2. 

Email With Order

Recd By TT

3. 

TT Approves Orders

(Max.72 Hours)

4. 

TT Works With Hotel  
Team To Request For  

Inputs Etc If Any

Paul Receives Email  With 
Order Post Tt’s  And Nuch’s

Approval
6. 

Hotels Receives  Email 
With Order  Artwork

Link

7.

Hotel Downloads  
Artwork And Send  To 
Printer OR Uses The 

Approved Jpeg

10/01/2020 www.templatolio.com

5. 

TT Will Approve The 
Order

Ordering Operational Collateral Template Process Flow

Hotel

Templatolio (TT)

ONYX

http://www.templatolio.com/


1. 

Hotel Writes To ONYX, With A 
Cc To TT, Requesting A New 

Campaign Or Creative 
Requirement. 

3. 

TT Understands Requirement, 

Shares A Creative Brief  If 

Required & Reverts Back With A 

Confirmation Of Requests & 

Associated Fee For The Request

1/03/2020 Www.Templatolio.Com

Creative Agency Support Request Process

HotelTemplatolio (TT)ONYX

4. 

Hotel Shares All Additional 
Details Requested / A 

Completed Creative Brief As 
Well As The Various Types Of 

Adaptations It Requires

5.

. TT Team Takes A Max Of 5 
Days To Share 3 Core Creative 

Options For The Hotel To 
Choose From.

( 3-5 Days) 

9. 

Hotel Gives Approval On 
Final Concept Jpeg 

ONYX To Be Kept As A Cc In All Emails To Ensure Corporate Alignment And Enable Inputs From Them If And When Required 

2. 

Onyx Approves/ Gives Inputs 

On The Hotels’ Request For 

The New Campaign/ Creative 

Requirement Maintaining TT 

As A Cc On The Email

6. 

Hotel Chooses One Option And 
Provides Tt With Detailed 

Changes As Needed.  ONYX 
Needs To Be Cced On This Email 

So That They Can Co-approve

7. 

Should ONYX Have Any 
Inputs Or Comments, ONYX 

To Share Those With The 
Hotel On The Email . Tt Will 

Take Note Of ONYX 
Recommendations

8. 

TT Makes The Required 
Changes  On The Chosen 
Option & Shares Jpeg For 
Approval With The Hotel 

(48 Hours)

10. 

ONYX Gives Approval 
On Final Concept Jpeg 

11.  TT Shares All Required 
Adaptations With Hotel

(48 Hours)

12. Hotel Gives Approval 
On All Adaptations

13. TT Artwork And Also 
Enables On The Amari 

Brand Cloud (48 Hours)

http://www.templatolio.com/
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Brand Cloud
Training Manual

1.03.2020
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1. Login to Portal Using Your Specific Allocated ID

User ID: demo
Pwd: demo

• Logins are property specific and permission, access, logo’s, images etc are defined as per the login used
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2. Choose any creative from existing categoryPart I

• Advertising Templates
• Collaterals
• Sales and marketing 

Raise query to 
clear any doubts
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3a. Choose required category 

Search Bar

Select 
required 
category
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3. Choose required category

Select 
required 
category

Search Bar
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4. Customize the creative as per your requirement

Please check the 
Product Details 

before 
Customizing any 

Template to 
match what you 
are looking for. 
Print specs are 
also provided 

here

Ensure the template 
chosen is the correct 

one

Write any additional 
information that you 

wish to share with the 
TT team when they 
approve/ check the 

order

Press 
Customize/Localise to 

place an order
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Editable fields in 
the template

5. Customization Template Basics

Login based 
shopping cart 
for previous 
and saved 

orders

Access to preview, re-
order, re-use all orders on 

the Amari brand cloud

Search Bar

To save an order till next time

Finish editing and move 
to placing an order

Magnify canvas

Settings
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6a. Customization of the Template Using Flexible Fields

Customize the content 
➢ Three fonts have been frozen

▪ CmPrasanmit : Thai
▪ SimHei : Chinese
▪ CostaPro : English

➢ Size of font can be changed as 
required

➢ Line space is as per need
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• Wherever it shows too much text (image1) you can adjust the text box by pulling it downwards and moving up 
and down (image2). 

• Or you can leave it as it is TT team will work on it.

Image 1 Image 2

Too much 
text

Text box 
adjusted 

6b. Due to too much text- System Alert Setting
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6c. Customization of the Template Using Flexible Fields

Replace Images/ Logos
- Click and enter the image asset 

area
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7a. The Amari Image Asset Gallery

Use Property Specific Images

• Templatolio also provides backgrounds, graphic elements and access to an image library
• You can also place a link to a specific image in the order if you have a specific image you would like to place

Find property logo 

• To upload an image, please share your image with ONYX 
E-Commerce for approval before uploading on the 
platform (5-7 days for approval process depending on quantity of the 

image) 

• Upload an image from your desktop
• Access images that You have used in the past
• Access the Asset image bank
• Search for a  specific image

Use Templatolio Provided Images Via Search Bar
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7b. Cropping an image before insertion

Use cursor to 
select the portion 
of the image you 

required. The crop 
box is fixed to the 
proportion of the 
image area of the 
template and can 

only be cropped in 
that proportion. 

Depending of the 
type and size of 

the template, the 
system will 

automatically 
check resolution

Finish Cropping to 
insert in template
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8a. Placing An Order

Click on I accept the conditions once the 
Proof Check has been done.  Then Click 

on Continue Icon

Press Finish Editing To 

Place an Order

Zoom In or Zoom 
Out as required to 

proof.

Click here to enlarge 
and print if required
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8b. Saving the jpeg of your order to share with a team member 

1. Zoom In to the 
maximum and 

2. Right click on the image 
and save image to your 

desktop
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9. Proceed to Checkout Option

Once you have checked your 
Shipping details kindly click 

Proceed to Checkout

Save your work, edit your work or 
copy your work
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10a. Confirmation of Order

Additional instructions/ clarification on the order 
can also be written here. This will provide the 

approving entity with the required information so 
that the order can be approved accordingly. 

Press to confirm 
order
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10b. Confirmation of Order

Click to expand and 
save as jpeg if 

required
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11. Email to TT Recd for Every Order, for Quality Check

1. All Property Hotel Orders are recd by the Templatolio (TT) 
Platform Editorial Team

2. The TT team edits and order to ensure grammar, brand 
compliance, marketing appeal etc

3. For Templates & Sales & Marketing Orders, once approved, 
the corporate team gets an email informing them that TT 
has approved the order, the corporate team then approves 
the order

4. For Operational Collaterals, once TT approves the order. 
These do not require corporate approval

5. An email with the final output artwork download link is sent 
to the initiator of the contract

6. Artwork never expires and can be found on the order when 
accessed through the history tab
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The registered email, will now receive the High-Res PDF link / JPEG file (for web/ social / mobile) for the 
approved creative.

Order can be downloaded from the link

12. Email recd by Hotel Placing Order with Final A/W

Once the Order has been Approved, you 
will see a PDF file to download.
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13. Downloading File

(This link can be directly send to the printer for prints / JPEG file can be directly uploaded)

Click on the link to download. Save the file to 
view or forward this email to your printer for 

the print
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14. Artwork from History Tab

Once the Order has been Approved, you 
will see a PDF file to download.
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Login to Portal
(Marketing Manager)

Choose any creative from existing series
(mailer, poster, social media post etc)

Customize the creative as per the 
requirement

Once the creative is complete, Templatolio will automatically 
receive a mail for the Approval

Templatolio will then go through the 
customised / localised creative and proof 

check for the client 
(Templatolio Quality Check)

Once the Quality check is completed, Templatolio will then 
approve the creative

(If needed, Templatolio will edit the creative and then approve)

The registered email, will now receive the High-Res PDF link / JPEG 
file (for web/ social / mobile) for the approved creative.

END

This link can be directly send to the printer for prints / JPEG file can 
be directly uploaded

Templatolio will check with the client if there are 
any further changes to be made as directed by the 

higher management.

Hotel can also download a PDF file to get the 
creative approved by the higher 

management
(Marketing Head / GM / Owner)

Any further changes should be passed on to 
Templatolio before the creative is approved

Login to Portal
(Hotel Marcom/Responsible 

person)

Choose any creative from existing series
(mailer, poster, social media post etc)

Customize the creative as per your 
requirement

Once the creative is complete, Templatolio will automatically 
receive a mail for the Approval

Amari Brand Cloud Work Flow
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Templatolio Technologies Pvt. Ltd.

3rd Floor, Plot 269/4, Phase IV, 

Udyog Vihar, Sector 18

Gurugram 122015


