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STEP1 

 
 
Please login using your 6 character 
Supplier Code provided in the email 
inviting you to submit rates. 
 
The password is the same as the 
password for AOT Supplier 
Manager. If you do not have this 
password, please email us at 
gsrates@aot.com.au. 
 
NB: The password is case 
sensitive. 

 
 

 
 
 

STEP2 

 
There are 4 main sections to the 
contract; please complete each 
section in order commencing with 
Review Property Details. 
 
 
Each page site navigational buttons 
to move forwards or backwards 
throughout the site. You can select 
SAVE at any time and return to 
complete the online contract. 

 

 
 

STEP3  

 
 
Click here to Select Property. 
 
If a chain login is in use, there will be 
multiple properties listed, please first 
select the property you are 
completing the contract for. 

 

 

Step 1: LOGIN 

Step 2: NAVIGATION 

Step 3: SELECT PROPERTY 

mailto:gsrates@aot.com.au
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STEP4 

 
The system will prepopulate any 
section where we already have this 
information. If a section is pre-
populated it will be greyed out and 
uneditable. If you need to change 
any of this information please email 
gsrates@aot.com.au.  

 
 

STEP5  

 
Please enter your BSB in the format 
123-456. Please do not enter any 
spaces or dashes in the Account 
Number. 
 
Please enter your ABN – we are 
unable to transact with your property 
unless we have this information on 
file. Please select your tax type from 
the drop down box 
 
Then select Save or Next.  

 
 

 

STEP6  

 
If you offer fixed price breakfast 
options, please select the breakfast 
option from the drop down box and 
enter the cost in the space provided. 
If you do not offer fixed price options 
please leave this section blank.  
 
Complete the details relating to 
Parking and Internet. 
 
If your parking or internet option is 
not listed here, please choose the 
closest option then email 
gsrates@aot.com.au with the full 
details.  
 
Then select Save or Next.  

 

Step 4: EDIT GENERAL INFORMATION 

Step 5: EDIT FINANCIAL INFORMATION 

Step 6: BREAKFAST/PARKING/WIFI COSTS 

mailto:gsrates@aot.com.au
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STEP7  

 
In this section Seasons are to be set 
for your room rates that must cover 
the entire contract period. You will be 
unable to proceed to entering room 
rates until every date in the year is 
covered by a season.  
 
Every date within the contract 
period must have a rate.  
 
Once all dates are covered, the 
orange warning below the summary 
heading will disappear.  

 

 
To enter a season with its own 
name, for instance, NYE or School 
Holidays select Other and enter the 
name of your choice. The season 
can have multiple date ranges.  
 
Select Other from the Seasons 
Name drop down list. A free type box 
will appear. Please enter the name 
of the season here. You must have 
left a gap for the Season to not 
overlap existing seasons entered.  
 
The example has a gap in the in the 
Low Season date ranges to allow a 
New Year’s Eve rate. 

 

STEP8 

 
New Suppliers 
If you are new to the AOT Hotels 
program you will be asked to add 
your room types to the contract.  
 
Select Add New Room. 

 

Step 7: SEASONS 

Step 8: ROOMS 
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Existing Suppliers 
If you have previously provided rates 
in the AOT Hotels program, the 
previous room types will be listed.  
 
You can edit the details if they have 
changed. You can also delete 
existing rooms and add new rooms if 
required. Select the button to 
complete the action required.  
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Enter the number of 
Adults and Children 
allowed in the room 
(please keep this as 
concise as possible).  
 
Choose Maximum Adults 
from the drop down box 
(you will need to enter 
rates for the number of 
adults you select here. 
 
Enter Existing bedding 
including all beds in the 
room that can be used in 
the cost of the room (this 
may include Sofa Beds).  
 
Enter Additional Bedding 
(you can enter costs for 
these in the rates 
section). 
 
Apartment Style Room 
Features. To answer Yes 
to this question, the room 
must have every feature 
listed here as standard. If 
the room does not have 
every feature you must 
leave the question 
answered as No. 
 
Select the Room 
Servicing option that 
relates to the room type. 
Keep your answer as 
simple as possible.  

 
 

 
 Step 8: ROOMS (CONTINUED) 
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STEP9  

 
The page has a heading 
indicating which room 
type you are entering 
rates for. The Seasons 
that you have entered are 
listed above the rate grid.  
 
First choose the Season 
from the drop down list. 
Then choose the meal 
basis. Start with room 
only. Enter the nett nightly 
rate in each box that 
relates to the occupancy 
in the room. Leave the 
Min Stay at 1 (nights) or 
enter the minimum night 
stay for this room type.  
 
You may enter a rate 
code if your system uses 
these, otherwise leave it 
blank. Then select Save 
Rate.  
 
If you want to enter a B&B 
Rate do not enter Bed & 
Light Breakfast and Bed & 
Full Breakfast – only offer 
one B&B rate 

 

 
Entering a Long Stay 
Rate 

 
After entering a nightly 
rate, it is recommended to 
offer a reduced rate for 
long stays, typically for 7 
nights or more.  
 
Repeat the same process 
as per above, then 
change the Min Stay to 7 
or more nights. Then 
select Save Rate.  
 
You may repeat this 
process to offer extended 
stay rates eg 28+ nights.  

 

Step 9: RATES 
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Step 9: RATES 
 

 

 
Entering Rates for 
Different Nights of the 
Week 
 
When entering rates the 
option ‘Rates Valid All 
Nights’ box is ticked. 
Untick this box and a new 
option appears to select 
nights of the week.  
 
Untick the nights of the 
week the rate is NOT 
valid for, then select Save 
Rate.  
 
The page will display the 
rates entered – the nights 
the rate is not valid for is 
faded.  

 

The warning also advises 
the nights that have not 
had a rate entered. 
Repeat the process 
entering rates for the 
other nights. Sun-Thur & 
Fri-Sat is the 
recommended split. No 
more than 2 splits are 
recommended. 

 

 
Once all Seasons and 
Room types have rates 
saved, the summary 
screen will allow you to 
proceed to the next 
section.  

 

Step 9: RATES (CONTINUED) 
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STEP10  

 
The first room name 
entered will be 
preselected, however you 
can choose a different 
name if you do not want 
to offer an allotment for 
this room type. It is highly 
recommended to offer 
allotment year round, 
however this is not 
mandatory  

 

 
A summary will be 
displayed by room type so 
you can check what has 
been entered. Select Edit 
if you need to make a 
correction, or Delete to 
start again. Repeat the 
process for additional 
room types by selecting 
Add General Allotment 

 

 
The next option is to enter 
allotment for Defence 
Relocations. The booking 
patterns and needs for 
Defence Relocations are 
very different to everyday 
Government bookings. 
Please read the 
instructions provided on 
the page. Then select 
Add Relocation Allotment. 
Only offer Relocation 
Allotment if you are in a 
Defence Relocation area. 

 

 
The process is the same 
as for General Allotment. 
The release back periods 
are 30 and 14 days to suit 
the booking patterns of 
Defence Relocations. The 
allotment must be valid 
for all days of the week.  
Select Save when you 
have completed this 
section.  

 

Step 10: ALLOTMENT 
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STEP11  

 
If a Child Policy already 
exists in our system for 
your property (be it 
through our Leisure 
division or just 
Government) it will be 
prepopulated. The same 
policy will be carried over 
for period of this contract. 
If you want to make 
changes please email 
gsrates@aot.com.au. 

 

 
If a child policy does not 
exist in our system you 
will be required to select 
one. The Standard AOT 
Child Policy option will be 
preticked or you may 
create a new child policy. 

 

 
Government 
Cancellation Policy 
 
The cancellation policy 
has been set by the 
Government and is 
automatically applied to 
your property based on its 
size and location. Once 
you have read through 
the policy please select 
Next.  

 

Step 11: POLICIES 

mailto:gsrates@aot.com.au
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Government Needitnow 
Policy 
  
Please read through the 
information provided and 
make your selection. If 
your property provides 
rates to our 
www.needitnow.com.au 
site, we recommend you 
opt in to have these rates 
and inventory available to 
Government travellers.  

 

STEP12  

 
The next page is the 
Submit Contract page. 
Each section is listed here 
to allow you to check 
what has been entered. If 
there is a red cross next 
to a section there is data 
missing from your 
contract and you will not 
be able to submit your 
contract until completed. 
Click the link next to the 
red cross, the site will 
take you to this section to 
complete the missing 
data.  
 
YOUR CONTRACT IS 
NOT YET SUBMITTED. 
 
Once all sections are 
complete it is 
recommended to preview 
the contract by selecting 
the Preview Contract 
button. 
 

 

 

Step 12: SUBMIT CONTRACT 

http://www.needitnow.com.au/
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This screen may look 
different depending on 
the browser and what 
PDF viewing software you 
use. If the PDF is not 
shown here, please click 
the link to download the 
file.  
 
Once you have finished 
reviewing the PDF please 
select the Go Back button 
at the bottom of the page 
to return to the Submit 
Contract page.  
 
YOUR CONTRACT IS 
NOT YET SUBMITTED 

 

  

 
Please accept the Terms 
and Conditions by reading 
the statement and ticking 
the box. The contract is 
unable to be submitted 
until this box is ticked.  
 
Please enter name, Title 
& Position of the person 
submitting the contract. 
 
Once all sections are 
complete, the T&Cs box 
is ticked, and the 
name/position/company 
has been entered, select 
the Submit button. 
 
This will send the contract 
to AOT Hotels for review. 
You will also receive a 
copy of the contract in 
PDF format. 
 
The site will confirm that 
you have successfully 
submitted your contract 
with this confirmation 
screen. Your contract is 
now submitted.  

 
 

  

Step 12: SUBMIT CONTRACT (CONTINUED) 
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Your contract will be reviewed by AOT Hotels. We will reply to you with any questions or suggestions we may have to 
make your rates and allotment more suited to the Government business or to make your offer more competive so that 
you secure the highest sales for your property. Please complete the contract as soon as possible as contracts are 
loaded in the order they are received.  
 
Thank you for your time in completing the online contract. If you have any further questions or feedback please email 
gsrates@aot.com.au or call 03 9867 7233. 

 
 
 
 
 

-- END -- 
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