14th International Conference for Plant
Mitochondrial Biology
2026 Kagoshima

Accommodation and Tour Reservation Platform
Operation Manual

How to create an aCCoOUNt  =--=-===mmmmmmmm oo oo 2
How to book an accommodation -----------=--=-=-=--mmmmmm e 3
How to make reservation for Tour(s) ----------=-===-==-=mmmmmmmmmm oo 4
How to Confirm and Change Accommodation/Tour Reservation(s) --------- 5
How to Cancel your Accommodation / Tour(S) ----------=--=-====-=-mmmmmmmmmmmmo 6
How to make Payment (Credit Card Only) -------=--=--=-mmmmmmmmm oo 7
Output of Invoice and Reservation Confirmation -------------------=-----------—-- 8

Contact Information 9




How to create an account

1.Click the green button “New User" in the top left corner of the screen.
2.Please read the required information and click on "Registration for New Users.*
3 Conflrm Customers' Personal Information Protection Pollcy and click the "Agree" button
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4.Fill in required fields, and click on “Confirm your input"

5.After confirming the entered information, click on “Submit this form"
= An automatic reply email (A) will be sent to the registered email address.
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How to book an accommodation
1. Click on the ‘Accommodations'

2. Select the number of guests in a room (1 person or 2 person)

LosouT

3) Canceliation poticy

3. A list of hotels will be displayed, click the ‘Reservation' button for your desired hotel.

4. Check the box for your desired night(s) of stay.

5. Review “Travel Terms and Conditions” and check the box, click “Confirm your input”.
6. Review your reservation details and click “Submit” (finish reservation).

7. Hotel reservation is completed.
= An automatic reply email (C) will be sent to you." An automatic reply email (C)

J
I IPS 2026 Fukuoka — Official Accommodation Booking Portal {n“/ I IPS 2026 Fukuoka - Official Accommodation Booking Portal €_£ s This email is being sent automatioally by Nippon Travel Agency.
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Dear N e—

We have recsived your request for hotel r

on payment so please procesd to payment. **

n: SGL (Breakiast included)
ber of guests: 1

ol
Num
Rate: JFY 13,000

Business Hours: :30-17:20 (Clased on Sat. Sun & Public holidsys)




How to make reservation for Tour(s)
1. Click on the ‘Tours'

2. A list of tours will be displayed. Click the ‘Reservation' button for your desired tour.

0 A Tour “Fulcuoka Area ite Shrine Tour
IPS 2026 Fukuoka — Official Accommodation Booking Portal gtﬁﬁ ‘ A day tour (9:00-17:20). Please click the ITINERARY for more details.
b Eukuoka Area Slanetariums & Meteorite Shrine Tour ITINERARY
S NEW USER
Tours o™
© it personal Lunch Tax nchudad JEY . .
S e Maximum 45 people, minimum 20 people for each tour. included 16.000 =ozemaEt
e Reservation deadiine: 15 May 2026
Payment deadine: 15 May 2026
Applicants will need to pay the fees in advance of the deadiine through the NTA portal, 8 Excursion 1 ing the History and Culturs of Kyushu®
by credit card only. An Afterncoen tour (14:00-17:15). Please click the ITINERARY for more details.
o Alltours will depart from and retun to the Hotel Okura Fukuoka
= Application Enjoy local specialty Steamed Eel cuisine for lunch!
Castie Town and River Cruises MINERARY
B Accommndatior
i [—— e
“The tour wil be cancelled f there are less than 20 bookings with payment on - The number -
urs deadline 1 Sep and NTA will send a notice to cancel the tour via the NTA portal Oryyylmmidd) —
and refund the credit card payment to the applicant
% Confirm/Change pay PP Momeals 12 ncheded JPY 20z68/08026 - meservation
Cancellation policy
20% of the four fee — 10 fo & days before the tour. B Exeu 2 ist Temple Bairinzan Bodaiji with Planetarium and Lefji
Parsonal Information 30% of the tour fee —— 7 10 2 days before the tour Matsumoto's Paintings"
Protection Policy 40% of the tour fee 1 day before the tour. A A 12-00.17-100. B ok the ITINERARY fo aetan
50% of the tour fee 0n the tour day, before starting time n Afternesn tour ( g I Fiease click the rmers damis
100% of the tour fee ——— After the tour staris / No show. Enjoy Kaiseki cuisine (Traditional Japanase Course) for lunch!

Buddhist Temgle Bairinzan B
ITINERARY

jii with Planetarium and Lew Matsumoto's Paintings

R The number
Conditions serve
Rate Date o Re:
Lyyyyimmrde) S

3. Fill in required fields, adding participant(s) name(s).
4. Review “Travel Terms and Conditions” and check the box, click “Confirm your input”.
5. Review your reservation details and click “Submit” (finish reservation).

6. Tour reservation completed.
= An automatic reply email (F) will be sent to you.

Cancellation policy IPS 2026 Fukuoka — Official Accommodation Booking Portal {llﬁj
20% of the tour fee 10to 8 days before the tour. ‘ e
30% of the tour fee 7 to 2 days before the tour.

40% of the tour fee 1 day before the tour. Tours

50% of the tour fee On the tour day, before starting time. New Reservation - Confirmation

100% of the tour fee ——— After the tour starts / No show. ® EditPersonal
Account Informat

An automatic reply email (F)

195 2000 Fbecks Tt Bsarvation ©

You are kindly requested to agree to our "Travel Terms and Conditions" before making LOGOUT Name of Tour ; u?'e'c""iem"ce fonphiioiaiics Blaciamus Zhc SoneS e
a reservation. Click on "Travel Terms and Conditions” and save the page that appears.
If you wish to have your documents delivered by mail, please contact us. Departure 2026/06121
Date
* " " - e

Flelds with * are required. . Application Name1 ahinsininntax included(JPY 16,000)

Name of Tour A. Pre-Conference Tour “Fukuoka Area Planetariums & Meteorite | —

Shrine Tour" - Comments
B Accommodations
Departure Date 2026/06/21 Total Amount JPY 16,000
Total Amount
Ta e

Name1 * Tax included(JPY 16.000) v Add another name {Submit (finish reserving) [Submit (continue reserving tours)
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o e
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4 )
Travel Terms and 81 hereby acknowledge that | have saved, understand and agree to
Conditions the terms and conditions.
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Reaistration Historv



How to Confirm and Change Accommodation/Tour Reservation(s)

1. Click the “Confirmation/Change” button.
= A list of reservations will be displayed.

2. Click the ‘Modify' button to transition to the registration screen with the details reflected fro
If you would like to make some changes, please modify them accordinalv.

IPS 2026 Fukuoka — Official Accommodation Booking Portal
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m , Fukuoka Kokusal Center )

Pegsonal Information
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Click each ttle 1o Sort the following 1able.

= View Confirmation sheet(Payment Information)
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Name Amount Modify Cancel
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3. “Confirm your input” and click “Change Reservation”

pon Geadine 15 143y

1) Accommodation Fees
n. per night, Inciusing

4. The modification is complete.
= An automated email (D) will be sent to you.
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& Confirm/Change
@ Payment

Personal Information
Protection Policy

Accommodations

Registration Number
Accommodation
Address

Booking plan
Number of guests
Rate (per person)

Namet *

Night(s) of Stay *

Comments

Total Amount

Change Reservation - Confirmation

n2
Ark Hotel Royal Fukuoka Tenjin
3-13.20, Tenjin, Chuo-ku, Fukuoka city
SGL (Breakfast included)
1
4BV 13,900

——

2026006117 (Wed)
2026/06118(Thu)
2026/06/19(Fri)

Night(s) of Stay *

Comments

Travel Terms and

3

Fields with * are required.

h2

Ark Holel Royal Fukuoka Tenjin
3-13-20, Tenjin, Chuo-ku, Fukuoka city
SGL (Breakfast included)

7

JPY 13,900

JPY 41,700

Add another name

2026/06/17(Wed) (9)
2026/068(Thu) (9)
2026/06M3(Fri) (9)
2026/06/20(Sat) (10) +JPY 3,300
2026/06/21(Sun) (10}
2026/06/22(Mon) (10)
2026i06/23(Tue) (10)
2026i06/24(Wed) (10)
2026/06/25(Thu) (10)
2026/06/26(Fri) (10
2026/06/27(Sat) (10) +JPY 3,300
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| hereby acknowledge that | have saved, understand and agree
to the terms and conditions

Registration History

| IPS 2026 Fukuoka — Official Accommodation Booking Portal {'-ﬁ/
Accommodations Ghange Reservation
Thank you for your reserv;
DL A confirmation notice will be sent to you by e-mail
click hiars to view your registration

Registration History
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An automated email (D)

IPS 2026 Fukuoka Accommodations(Change of Reservation) D imsexx
=" Summarise this email

fukuoka_ec@nta.co.jp

“This emailis being sent automatically by Nippon Travel Agency:
Please contact ips 2028@nta.co 1 you were not aware that you were going {o.

Dear M. Nodir Tes,

We hive received your request o shangs your hoiel reservation. Thank yau.

We nisve changsd your resarvation s requested. Plesse chack the

Operation Time: 2025/12/05 13:16:05
Inquiry Number. 0137184738618
Regisiration Number: n2

Accommedstion: Ark Hotal Royal Fulkuoks Tenin
cress: 31320, Tenjin, Chus-y, Fukuske sity
Phone: +21-92.7242222

Bockig plan; SGL (Breakfast inciuged)
Number of guests: 1

Rate: JPY 12,900

Nam i

Night(s)of Stay
2028000017 (wec)

Totzl Amaunt: JPY 41,700

Comments:

Kyushu Corporate Sales, Nippon Travel Agensy Go, LTD.

E-mai: jps 2026@ma ey
Businass Hours: 0:30-

0 (Ciosed on Sat, Sun & Public holdays)

Address: 3F. 1410 Higashinie, Hakata-ku, Fukuoks 2120007, Japan



How to Cancel your Accommodation / Tour(s)

1. Click the “Confirmation/Change” button.
= A list of reservations will be displayed.

2. Click 'Cancel.

l 152028 Fukuoka - Official Accommodation Bookia Rarial Gane IPS 2026 Fukuoka — Official Accommodation Booking Portal
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B Application
Click Modify (Reg. No.) to confirm / change your record
* Do 21 - 26 June, 202 N = pan Click each title to sort the following table.
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Fukisoka intemasonal Congress Cener
+ Oficial webste Chick hare =5 View Confirmation Sheet(Payment Information)

B Accommodations
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Protectan boley ¥ Confirm/Change e on e pWEG Name Amount Modify Canc
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— — W Payment 2025/12/08 . Nedir JPY

Parsonal Information
Protection Policy Titems 111

1) Accommodation Fees
~ Pes person, per nignl,

ang breaktast

3. A confirmation screen will appear asking if you want to cancel the reservation.
If there are no issues, click [OK].

4. Cancellation is complete

= An automated email (E) will be sent to you. _
An automated email (E)

IPS 2026 Fukuoka Accommodations(Cancellation) © s

i - . = T
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How to make Payment (Credit Card Only)

1. Click the 'Payment’ button.

2. Click ‘Online payment by credit card’ and click 'Next

[Payment

4.Select the Type of Reservation (Accommodations or Tours) , check the box for [item(s)
to be paid and click “Application Details”. Confirmation Application Details provides
detailed billing information,

5. The 'Confirm Application' button will take you to Credit Card Information Page.

IPS 2026 Fukuoka ~ Official Accommodation Booking Portal =

l IPS 2026 Fukuoka — Official Accommodation Booking Portal {t."’ o —

7. Once credit card information is successfully processed:
= An automated email of payment confirmation will be sent.

Once the payment is completed, your accommodation booking is fully completed.



Output of Invoice and Reservation Confirmation

1. Click the 'Payment’ button.

2. E Click “View” and Reservation Confirmation Document.

BB Fioase mako cure to contim the paymant method I IPS 2026 Fukuoka — Official Accommodation Booking Portal

[Payment Method]

=\
i1 N

T— -
[ SFNEWUSER | Payment Information

©Edit Personal

B search Record
LoGouT | Tvme of Reservation ] <
| name —

| | ion
! Accommodations ®© a
¥ Confirm/Change
for ccounting purposes. —
View]
Personal In formation A
Totaction Folicy

n3 Accommodations Nodir Test JPY27.800  JPYO

3.Click either 'Invoice' or '‘Confirmation’ to output.
4. The recipient’s name and affiliation are inscribed as default; editing is also possible.

5. Click “View”, the document will be displayed on a separate screen. Please use the
“Print” option in the upper right corner to print or save as a PDF.

5 & Print J

20081208
Iveios: rumb e 99722-01 371 B-000472961 §-C00CD0EI-00

Inucice Registration Normber: T101 401 023408
Kyushu Cerporste Sales, Nppen Travel Agency Do, LTD.
Adress: 3F, 1-4-10 Heashite, Hskats-bu, Fukuioks
12-0007, Bpan

TEL: 491924610639

Ferscn in charge: Ayaka Tubai(Ms), Yosuke Masuda
R

IFS 2005 Fukuoka

Total amount due  Total amount paid to date  Balance of account
PYERSm YO Y 2500
Resistration Number Mame/Details Amount of payment Total amount
ACTITHN PV R8m
ic Hotel Fioysl Fukunica Tenjin (361 (Ereakast
025/12/5 | included)11 perscn(=)in & room 206,05/ FWed)o P
13800

i Hotel Fioys! Fukunk Teniin (S5L (Ereskiast
Q51277 | includedl) ] perscn(:in & room Q006061 BCThUX.FY
1380

Total smont due PYITEN | Oonsumplion tex | JPYL5EF
108 PYITEN | Oonsumplion tex | JPYL5EF
TRHCH for
taxexmmpt business entity PO | Ocnsumption tax o
Jpplicable taxrates | &K YD | Gensumplicn tax Fro
ARG
tas-enempt business entity Y0 | Bensumglion tax o
™ YD | Consumedicn e YO

* Raduced tax rate



Contact Information for Accommodation and Tour
Reservations

14th International Conference for Plant Mitochondrial Biology
2026 Kagoshima

Kyushu Corporate Sales, Nippon Travel Agency Co., LTD.

Address: 3F, 1-4-10 Higashihie, Hakata-ku, Fukuoka 812-0007, Japan
E-mail: icpmb2026_kagoshima@nta.co.jp

Business Hours: 09:30 AM - 05:30 PM

(Closed on Saturdays, Sundays, and Public Holidays)

Contact Person: Nick (Mr) , Yosuke Masuda (Mr)
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