
 

 

 
 

2022/23 Dynamic Contract Booking Process Guide 
 

TOUR OPERATOR: NUBA 
BOOKING CODE: NUBAVRM 
 
STEP 1:  

• Visit the resort website – www.viceroyhotelsandresorts.com/riviera-maya  

• Once on the website, click the “BOOK NOW” button located in the top right-hand corner of the 
page.  

 

 
 
 
 
STEP 2:  

• Once you’ve clicked on the “BOOK NOW” button, you will be able to check live availability using 
your tour operator booking code (listed at the top of this document).  

• Ensure that you have entered the requested dates and number of clients travelling. 

• Under “CODE TYPE”, ensure that you select “PROMOTION” from the drop down and then enter 
your tour operator booking code in the “CODE” box.  

• Then click on “CHECK AVAILBILITY” 

• *Troubleshooting - by having your TO code in PROMO you are still eligible for promotions. 
“Promos” can be found higher up the page, above BAR so ensure that you scroll down the webpage 
to see all available and valid promotions.  

• **Troubleshooting – if you see a pop-up which asks for AGENT ID/COUPON CODE, this can be 
minimised by clicking arrow next to “code applied”  

 

http://www.viceroyhotelsandresorts.com/riviera-maya


 

 
 
 
STEP 3:  

• You are now able to check live availability covering all available accommodation types for your 
client’s requested holiday dates.  

• Special offers will automatically show on the screen resulting in the cost per night (EXCLUDING 
Taxes & Fees), and you are able to double check the special offers by clicking on “Rate details”. 

• Once you’ve found the accommodation type you require, click on “BOOK NOW” to see the Taxes & 
Fees information. 

• You can also select filters for your booking – click on “Show Filters” and the drop down will appear. 
See below screenshot for an example. 

 

 
 



 

 
 

 

 
 



 

 
 
 

STEP 4: 

• Once you’ve found the accommodation type that is suitable for your clients, click on the “BOOK 
NOW” button in the box of the requested accommodation type. 

• You will then be taken through to the meal plan options. More details below! 

• The system will show you a complete costings breakdown on the right-hand side.  

 

 
 

 
 
 
 



 

 
STEP 5:  

• ENHANCE YOUR STAY - you can now select the meal plan required for your clients. You have the 
option of selecting Lunch Dinner Meal Plan and the All-Inclusive package.  

• You must click on “ADD DETAILS” and it will allow you to select how many guests for each 
option.  All guests MUST be on the same meal plan and for all dates of their stay. 

• *Troubleshooting - the system will allow you to select less so it’s imperative that you select the 
same meal plan for all guests in the room. 

 

 
 

 

 
 

 
 



 

 
STEP 6: 

• FOR CLIENT DETAILS – GUEST 1 Contact Info First Name and Last Name - enter clients name here 
ONLY.  Enter your operator email and telephone number in the contact info.  There is a drop down 
that says “ADD GUEST (OPTIONAL)” for 2nd guest if needed (first green arrow). 

• You also have the option of “adding a room” at this point. 

• FOR AGENT DETAILS – please enter your details into the Contact info address and email fields so 
that we know that it was you that has made the booking. Do NOT enter your client’s email address 
or postal address details! 

• *Troubleshooting - please IGNORE the black box that advises “SIGN IN FOR A FASTER BOOKING” as 
well as “I would like to create an account”. Please IGNORE the tick box.  

• Policy information is also shown at the bottom of this page for reference.  

• Once all details have been entered, click on “CONTINUE” at the bottom of the page.  
 

 
 



 

 
 
 
STEP 7: 

• You are almost done! This page is a review of the booking that is about to be confirmed, including a 
breakdown of all costings, taxes and fees.  

• Ensure that you scroll down to the bottom of this page to the “ACKNOWLEDGEMENT” box and tick 
that you agree with the “Privacy terms”.  

• Click on “COMPLETE BOOKING”, or you do have the option to “START OVER” if you need to.  
 

 
 



 

 
 
 
 
 
 
 
 
STEP 8: 

• Once you’ve clicked on “COMPLETE BOOKING”, you will come to a confirmation page detailing the 
reservation reference, a breakdown of the booking costs, and the opportunity to change the 
reservation if you need to.  

• Once you have confirmed a booking you can use the link on the confirmation email that will be sent 
to you to View/Modify the reservation, to cancel or to amend the dates at any time. 

 
 
 
 
 
 
 
 
 


