SOHA Facility Reservation Manual

This manual summarizes how to reserve, check, and cancel reservations using the
SOHA Facility Reservation Form (https://form.run/@sohafacilities).

1. Overall Flow of Use

1) Access the form.

2) Enter the required information and submit.

3) Receive the confirmation email and check the details.

4) If necessary, make changes or cancel.

2. Make a Reservation
2.1 Accessing the Form

e Access the following URL in your browser: https://form.run/@sohafacilities
e If the form does not display correctly, clear your browser cache and reload.
e Recommended browsers: Google Chrome, Safari, Microsoft Edge

2.2 Description of Input Fields

1. Name / Company Name / Email Address
a. Enter your own name, (company name), and email address.

Note: If there is a typo in your email address, you will not receive the
confirmation email, so be sure to double-check.
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2. Phone Number and User Information
a. Enter a phone number that can be reached in Japan.

EiEE S/ Phone Number ()

07001010000

b. If you are using the facility with guests, select “Yes” and enter the names
and contact information (phone number and email address) of users
other than yourself.

ZTARANUNDOF A DF | Are there any additional guests other than
yourself?

Yes No

ZTAEANUAN DR 4 [ Full name(s) of additional guest(s

1. Taro Yamauchi
2. Kenji Soha

Y

ZTARANUNOF A EHK ST | Contact information of additional guest(s)

1. 080-0101-0000 / taro.yamauchi@gmail.com
2. 090-0101-0000 / kenji.soha@gmail.com

3. Select a Facility



a. Select the facility you plan to use from the list.

Note: If you will use multiple facilities, you must submit the form separately
for each facility.

FRAFEDNDRR—X%ER LTIV, [Please select space(s) you plan

to use. B3

Hahakuan

Atelier (Gallery)

Atelier (Study Room A)

Atelier (Study Room B)

Atelier (Study Room C)
Atelier_Coating(2%%)
Atelier_Electric Kiln(E5ZE)
Atelier_Space Only_1(&7F D & _1)
Atelier_Space Only_2(3ZFFd #_2)
Atelier_Space Only_3(3ZFT D #_3)

Atelier_Space Only_4(3ZFT D #_4)

4. Select Date & Time
a. After you select a facility, reservation fields specific to that facility will
appear automatically.
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b. Click the calendar icon and choose the required duration (minutes).
e.d., 5 hours =300 minutes
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c. Select the desired start time on the calendar. The calendar is displayed
in 1-hour increments, and the end time is set automatically.

e.g., For a 5-hour reservation, select “10:00” as the start time — slots for
“10:00-15:00” (5 hours) will be reserved automatically.

Note: In this example (5 hours), start slots after 18:00 will not appear on
the calendar as it would exceed the maximum available time of the
facility (22:00) otherwise.
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Notes:

e Available hours: 8:00-22:00 (maximum 14 hours)

e Time slots that already have other reservations cannot be
selected.

e “Atelier_Space Only_1-4" is a shared space where up to 4 people
can use it at the same time. If slot “1” is not available, check
whether slots “2-4” are available.

5. Items to Confirm
a. Check the information on bringing in equipment, photo/video permission,
and carefully read the terms of use.
b. If you plan to bring equipment, select “Yes” and describe the items.



WA FEOHES - #E23DFEE [ Will you bring any equipment or machinery
into the facility?

Yes No

WA FE DM - HE2ZD A [ List of equipment or machinery you plan to
bring in.

CT=7NY =
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Permission to share photos/videos on social media or websites

| accept
| don't accept

FARKW~DRERER | Agreement to Terms of Use
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| agree to the above terms

6. Submit the Form
a. Review the information you entered, then click “Submit”.
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| agree to the above terms

b. A completion screen will appear, and an automatic reply email will be
sent to your registered email address.



SOHA Facility Reservation Form

Thank you!

Please check your email address to confirm the details of the date and time
of your reservation.

3. Check Your Reservation Details

1. Open the automatic reply email and confirm the details (facility name, date/time,
etc.).

2. If needed, click “Add to Google Calendar” or “Add to Outlook Calendar” to add it
to your schedule.
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Thank you for your reservation.
Your booking has been confirmed as follows:

[B18] 2025410824 H (%) 10:00 - 15:00 (Asia/Tokyo)
[Ef#%] SOHA Project
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4. Change or Cancel a Reservation

1. Click the “Reservation details (F #95£#0) ” link in the confirmation email.
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2. On the page that opens, choose either “Change reservation” or “Cancel

reservation”.
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If changing: select the date/time again on the calendar, confirm the changes,

and click “Confirm the changed date and time”.
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4. If canceling: confirm the details and click “Yes”.
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5. After completing a change/cancellation, a confirmation email will be sent again.
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5. Troubleshooting

e If you do not receive the confirmation email: check your spam/junk folder.

e [f you cannot open the form: try a different browser.

e If you submitted incorrect information: submit again with the correct information
and cancel the old reservation.

6. Frequently Asked Questions (FAQ)

Q1. Is it possible to reserve for the whole day?

A. Select a duration of “840 minutes.” If the “8:00” slot is available on your
desired date, you can reserve for a full day. If you want to reserve for more than
2 days in a row, please contact the YFO staff <mail: v -n10.com>.

Q2. If | want to reserve again after canceling, what should | do?
A. Submit the form again using the same form URL.

7. For inquiries

e Email: vg@y-n10.com
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