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X HRS

SECTION1
SIGNUP

Step 1: Access the HRS Contract &
Allotment Management System and
click on “Login (with Microsoft —
Single Sign On)” to register

Step 2: Click on “Sign up now ”

HRS

Log in to your account

( LOGIN (WITH MICROSOFT - SINGLE SIGN-ON)

Sign in with your email address



https://allotment-staging.smartbilling.com/login
https://allotment-staging.smartbilling.com/login

X HRS

Verify your email address

SECTION 1 g
SIGN UP

billing

Step 3: Enter your email address

Attention: The email domain must
be @airfrance.fr or @klm.com

Step 4: Click on “Send verification
code”

Step 5: You will receive an email with
a verification code 5



X HRS

SECTION1
SIGNUP

Step 6: Enter your verification code
Step 7: Click on “Verify code”

Step 8: Once your email has been
verified successfully, complete the
following fields (create a password,
enter your name, last name,
company name and display name)

.billing
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SECTION1
SIGNUP

Attention:
The passwords must:
- Be between 16 and 64 characters

- Have at least 3 of the following:
- A lowercase letter
* An uppercase letter
* A number
* A symbol




X HRS

SECTION 2
SIGNIN

Step 1: Access the HRS Contract &

Allotment Management System and
“Login (with Microsoft — Single Sign
On)u

Step 2: Enter your email and
password

Step 3: Click on “Sign in”

HRS

Log in to your account

( LOGIN (WITH MICROSOFT - SINGLE SIGN-ON)

Sign in with your email address



https://allotment-staging.smartbilling.com/login
https://allotment-staging.smartbilling.com/login
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SECTION3 Y HRS DASHEOARD HOTELS  TRANSPORTATION -
UPLOAD CONTRACT

HOTEL CONTRACT TRANSPORTATION CONTRACT

Transportation Contract Upload

Click on the “Upload Contract” tab

Select afile to upload your transportation contract.

Company
Air France
Contract QOptions Related Original Contract Number

Original contract

Amendment

Allowed file types: .pdf (PDF files)
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SECTION 3.1

UPLOAD HOTEL
CONTRACT

Step 1: Click on the “Hotel Contract”
tab

Step 2: Select “Original Contract”
OR

“Amendment” and enter or select the
contract number from the down list

10



X HRS

HOTEL CONTRACT TRANSPORTATION CONTRACT

Hotel Contract Upload
U I L o A D H 0 I E L Select a file to upload your hotel contract.
c o N I RAc I Company Contract Type

Step 3: Click on the box or drag and
drop your contract (Only PDF files in
English are accepted)

Step 4: Click on “Upload file”

Attention!

For contracts in other languages, please
send the PDF to crewsupport@hrs.com n



mailto:crewsupport@hrs.com

X HRS

SECTION 3.1

UPLOAD HOTEL
CONTRACT

Step 5: Check the general contract
information and make any
adjustments as needed

12
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SECTION 3.1

UPLOAD HOTEL
CONTRACT

Tip: Data to be verified
Contract number
Validity start/end
Station (IATA Code)
Supplier name
Supplier address
Supplier phone

N2 N N N R A 2

Supplier email

N2 2N N N A A 2

Rates

Hotel provides shuttle or not?
Transportation checkbox
Availability room

Early check-in/late check-out
Cancellation

No-show

13
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SECTION 3.1

UPLOAD HOTEL
CONTRACT

Step 6: Check the service rates,
make any adjustments, click on
“Delete” or “Add Rate Period” to
remove or create service rates as
needed

14
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SECTION 3.1

UPLOAD HOTEL
CONTRACT

Step /: Check the allotment
overview, make any adjustments,
click on “Delete” or “Add Period” to
remove or create different allotment
periods as needed

Step 8: Click on “Confirm”

15
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SECTION 3.2

UPLOAD
TRANSPORTATION
CONTRACT

Step 1: Click on the “Transportation
Contract” tab

Step 2: Select “Original Contract”
OR

“Amendment” and enter or select the
contract number from the down list

TRANSPORTATION CONTRACT

Transportation Contract Upload

16
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S E c T I o N 3 2 HOTEL CONTRACT TRANSPORTATION CONTRACT
[ ]

Transportation Contract Upload
Select a file to upload your transportation contract.
TRANSPORTATION

Step 3: Click on the box or drag and drop
your contract (Only PDF files in English)

Step 4: Click on “Upload file”

Attention!

For contracts in other languages, please
send the PFD to crewsupport@hrs.com

17



crewsupport@hrs.com

X HRS

SECTION 3.2

UPLOAD
TRANSPORTATION
CONTRACT

Step 5: Check the Contract
Information section and make any
adjustments as needed

18
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SECTION 3.2
UPLOAD

TRANSPORTATION

CONTRACT

Tip: Data to be verified
- Contract number

- Validity start/end

— Station (IATA Code)
- Supplier name

- Supplier address

- Supplier phone

- Supplier email
- Rates
- Penalty point

19
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SECTION 3.2

UPLOAD
TRANSPORTATION
CONTRACT

Step 6: Check the Vehicles section,
make any adjustments, click on
“Delete” or “Add Vehicle” to remove
or add other vehicle types as
needed

p{]



X HRS

SECTION 3.2

UPLOAD
TRANSPORTATION
CONTRACT

Step 7: Check the Rates section,
make any adjustments, click on
“Delete” or “Add Rate Period” to
remove or add rates as needed

21
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SECTION 3.2

UPLOAD
TRANSPORTATION
CONTRACT

Step 8: Check the Penalty Point
Value section and enter/adjust the
information as needed

Step 9: Check the Transporter
Useful Contacts section, make any
adjustments, click on “Delete” or
“Add Contact” to remove or add
other contacts as needed

22
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SECTION 3.2

UPLOAD
TRANSPORTATION
CONTRACT

Step 10: Click on “Publish” to make it
available immediately

OR

Save the contract as a draft to verify
and finish later

23
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SECTION 4
MANAGE HOTELS

Click on the “Hotels” tab to find all
hotel contracts

AC Hotel Raleigh Downtown

9 Glenwood Avenue, Raleigh

Use the search functionality to find
the contract on the drop down or
enter the one of the following:
provider name, email, city, country or
contract number

24
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SECTION 4
MANAGE HOTELS

Click on “Filter”, enter the
information or check mark specific
items and click on “"Apply” to narrow
down the search

D% HRS DASHBOARD  HOTELS  TRANSPORTATIONS v  MERGEHOTEL  UPLOAD CONTRACT

Air France ~ LAYOVER ~

HOTEL FILTERS

HOTEL CHAIN

HOTEL STARS

Min stars

HOTEL LOCATION

Original content

HOTEL FACILITIES

24nh Reception
Breakfast included
CAMNCELLATION POLICY
Free Cancellation

HOTEL STATUS

Active
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S E c T o l S%¥HRS  DASHBOARD  HOTELS  TRANSPORTATION »  UPLOAD CONTRACT
I N Air France v LAYOVER v
MANAGEHOTELS

Search Results (5)

Click on the hotel name to access N

and manage the contract § W gy
information i — "

ITC Maurya ITC Windsor

Diplomatic Enclave Sardar Patel Marg, New Delhi 25 Windsor Square, Golf Course Road, Bengaluru

Contracts 1 bt Contracts 1

26



X HRS

(©) ITCMaurya (HRS ID: 171252) ONO)
SECTION 4 et
[ anuradha kumar@itchotedsin  [] 83 1166325240 |8 83 M16113333 5 Internal note
' = i | -— ; .::-:-f;-“-_ AWM= i e " 1 |
MANAGE HOTELS g™ ’ 2l “

To edit the General Hotel
Information section:

Step 1: Click on “Edit”

(=) EDITHOTEL GENERAL INFORMATION

Step 2: Adjust the information

UPDATE HOTEL INFORMATION
Step3: Click on “Confirm” SUCCESSFULLY

27
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SECTION 4 Tt
MANAGE HOTELS -

By clicking on the buttons on the
top right you can:

- Call the hotel
- Email the hotel

- Deactivate the hotel contract

28
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(©) ITC Maurya (HRS ID:171252) @ (=)

SECTIONA4 e
MANAGE HOTELS \

To deactivate a hotel contract:

HOTEL DEACTIVATED

Step 1: Click on “Deactivate” Q
©

Step 2: Set one specific period to deactivate

the hotel contract or select “Deactivate a

hotel indefinitely until reactivated”

Step 3: Enter a comment and click on
“Submit” 29
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SECTION 4
MANAGE HOTELS

SAVED DEACTIVATE SETTING

(<) ITC Maurya - DEL (HRS ID: 171252) EEEED O)

Diplomatic Enclave Sardar Patel Marg, New Delhi, 110021, Indla Call hotel Email hotel
(A cre.itcmaurya@itchotels.in ] 931166325240 @93 116113333 [3 Internal note

A confirmation pop-up will be
displayed and a message will be
added with the deactivation period
— the hotel won't be available on
the platform to be booked during
the defined period

30
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SECTION 4.1
HOTEL DETAILS

Click on “Details” to access more
information about the hotel

- Description Section includes:
» Hotel description
* Map
« Opening hours
 Additional information

Tip: Flags indicate source of
information (HRS or Air France)

ITC Maurya - DEL (HRS ID: 171252) e (=)
Diplomatic Enclave Sardar Patel Marg, New Delhi, 110021, Indla
B credtemaurys@ichotelsin  [] 93 1168325240 B 8311613333  [3) Internal note

DESCRIPTION

WHAT ARE WE LIKE? HOTEL LOCATION

Nearby Airports: Indira Gandhi International Air, 14 Kilometers, , Local Att

Corporate Offices

Nestled in greenery in the heart of Delhi, ITC Maurya

nd G
telin of ITC Maurya is
ong been the favoured accommodation of
s from across tt d. ITC Maurya's
ndian and ir

n Nort

cuisine, recognized as one of the "World's B
t Traveler Gold Standard. ITC Maurya i

US Green Building Council (
category).

Show full des:

OPENING HOUR{ | [ # E @ ADDITIONAL INFORMATION

Monday
] Tuesday 24 hour access

Wednesday 24 hour access

© @

Call hotel Email hotel
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ITC Maurya - DEL (HRS ID: 171252) [ #rrrance |

SECTION 4.1 CEEEERE
HOTEL DETAILS

KEY CONTACTS [ ~rFranc I::IIIADD NEW CONTACTVH::I

MS BENITA MS DIKSHA MR DIVYANSHU MR JITENDER
Gen Manager Ac g Point ot Contact tor the Air Fr roice Front Office Manaz

- Key Contacts Section includes:
- Hotel contact information

tion Manager

32



X HRS
SECTION 4.1
HOTEL DETAILS

KEY CONTACTS [ #rrrance

To add a hotel contact:
Step 1: Click on “Add New Contact”

Step 2: Enter the required information

Step 3: Click on “Confirm”

A confirmation message will be
displayed and the contact information
will be added to the list

FIRST NAME LAST NAME

General Manager

Q M-111-1M

general.manager@email.com

( ADDNEWCONTACT )

33



(<) ITC Maurya - DEL (HRS ID: 171252) [#rrwics |
B Diplomatic Enclave Sardar Patel Marg, New Delhi, 110021, Indla
S E c I o N 4 1 cre.iten itchotel 93116632 5240 |@ 93 11613333 Internal note
I [ ]
DETAILS CONTRACTS ACTIVITY LOG

KEY CONTACTS [ #rrrance

(=) EDITKEY CONTACTS

To edit a hotel contact:

Step 1: Click on “Add new contact”

E Delete Contact

Step 2: Click on the Ellipsis and
select “Edit Contact”

Step 3: Adjust the information and
click on “Confirm”




X HRS

(=) ITC Maurya - DEL (HRS ID: 171252) (s |

SECTIONA.1
HOTELDETAILS

KEY CONTACTS [ wrrrance I::‘{-ADD NEW CONTACT-V-‘.::I

(=) EDITKEY CONTACTS
To delete a hotel contact:

Step 1: Click on “Add new contact”

& Edit Contact
HOTELKEY CONTACT DELETION

Step 2: Click on the Ellipsis and @

E Delete Contact

select “Delete Contact”

You are about to delete this key contact entirely from the
system. Are you sure?

Step 3: Click on “Delete now” to (omen | (D
proceed

CONTACT DELETED 35
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ITC Maurya - DEL (HRS ID: 171252) [#rraance.

SECTION 4.1

DETAILS CONTRACTS ACTIVITY LOG

HOTEL DETAILS

AMENITIES

HOTEL FACILITIES

= Elevator

« 24h Reception

- Amenities Section
- Hotel facilities
« Room facilities
* In-house services
* Accepted payment methods

1, Ind

3 Internal note

ROOM FACILITIES

or the disabled

IN-HOUSE SERVICES ACCEPTED PAYMENT METHODS

lassic concierge service Diners Club
Center Visa
Ma
American Express

at reception Japan Credit Bureau (JCB Intl.)

36
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SECTION 4.1
HOTEL DETAILS

- Reviews Section

- Ratings from corporate travelers
regarding hotel infrastructure,
services and amenities

(<) 1ITC

Maurya - DEL (HRS |

)

Delhi, 11

DETAILS CONTRACTS ACTIVITY LOG

REVIEWS

9 100% of guests recommend this hotel

Excellent

Bathroom

How comfortable the beds are

Room size

Cleanliness of the hotel

Value for money

Room facilities

D:171252) [nnrece

1, Indla

Nallur S. - Business traveler

Courtesy of staff, cleanliness and breakfast

37
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(©) ITCMaurya (HRS ID: 171252) &3 ®
SECTION 4.2 e —
. [5) anuradha kumary @itchotelein ] 831166325240 B 93 116113333  [2 Intemal note

Click on “Contracts” to access the

contract information CONTRACTS
- Contracts section includes: T e
- Contract period and expiration
Countd own GENERAL INFORMATION [ rmice |
° Section filter ARRIVAL AND DEPARTURE

Tip: Click on “General Information”, |-
“Rates”, “Settings” and “Allotment
Management” icons to show hide

each section

38
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T 2 () ITC Maurya - DEL (HRS ID: 171252) (##reanc:)
S E c I o N 4 B Dij New Delhi, 110C ndla
o 325240 @93 3333 nt ote
H OTE L DETAILS  CONTRACTS  ACTIVITYLOG
GENERAL INFORMATION | arrrance |
c o N I RA c I s ARRIVAL AND DEPARTURE

N/A

- General Information section
includes:

* A rriva I a n d d e p a rt u re C"\_’Ob_’sg mu‘uma qm:u_ls INH - ahouml bemre the arrival time F_\IA "
« Amenities
° BaSiC Contra Ct data SERVICES INCLUDED IN ROOM RATE

- Agreement details (expand each
topiC to access more info) EARLY CHECK-IN AND LATE CHECK-OUT

f Hand sanitizie Airconditio

No MNo N/A No

BASIC DATA

AVAILABILITY OF ROOMS

39
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SECTIONA4.2

HOTEL
CONTRACTS

To edit the General Hotel
Information:

Step 1: Click on “Edit”
Step 2: Adjust the information

Step 3: Click on “Confirm”

(<) ITC Maurya - DEL (HRS ID: 171252) [##rwice

Diplomat
A cre.iten

DETAILS CONTRACTS ACTIVITY LOG

GENERAL INFORMATION | = France |

UPDATE HOTEL INFORMATION

SUCCESSFULLY

40



X HRS

(=) ITC Maurya - DEL (HRS ID: 171252) [###wict |
ECTIONA.
H OTE L DETAILS CONTRACTS  ACTIVITY LOG

RATES | ArFrANCE | | ADD SERVICE |

RATE ADDITIONAL INFORMATION

CONTRACTS

- Rates section includes:
- Rate additional information SO | .......... 18

» Service details (rates and taxes
breakdown)

Tip: Click on the information icon
to see the rate condition details

a1
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SECTIONA4.2

HOTEL
CONTRACTS

To edit the Rate Additional
Information:

Step 1: Click on “Edit”
Step 2: Adjust the information

Step 3: Click on “Confirm”

ITC Maurya - DEL (HRS ID: 171252) |

= Internal note

DETAILS CONTRACTS ACTIVITY LOG

RATES [ avoservice

RATE ADDITIONAL INFORMATION

ADD SERVICE

RATE ADDITIONAL INFORMATION

Normal % B I E %

nroom rate
shuttle b 1 the airport and the Hotel or ,inc ng and unloading gage, {pric ay trip, from hotel to airpor

m and breakfast app aff o sailable

. UPDATE HOTEL INFORMATION

SUCCESSFULLY

42
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SE CTI o N 4 2 (<) ITC Maurya - DEL (HRS ID: 171252) (&rrace ]
Diplomatic Enclave Sardar Patel Marg, New Delhi, 110021, Indla
. cre.itcmaul otels.in 6632 524 3 11 6113333 Internal note
HOTEL °

To add a Rate:
Step 1: Click on “Add Service”

RATES [~rraance | ( aopservice )

(<) ADDSERVICE

Step 2: Enter the service name,

Step 3: Enter the required
information and click on “Confirm”

43
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SECTIONA4.2

HOTEL
CONTRACTS

Attention!

- One service type can have multiple rates, simply click on “Add New Rate” to create a new
rate

- Rates can’t be changed - the system only allows to create a new rate for the same period -
this action will override the previous rate information

a4



X HRS

SECTIONA4.2

H o T E L DETAILS  CONTRACTS  ACTIVITY LOG
RATES [ arFrance | | ADD SERVICE |

To use an existing rate as a
template:

Step 1: Click on “Add new rate”

RATE ADDITIONAL INFORMATION | EDIT | «

LOGIS (LOG) I ADD NEW RATE 7_,—"|

ADD NEW RATE

LOGIS (LOG)

Step 2: Click on the Ellipsis and
select “Duplicate”

Step 3: Adjust the information and
click on “Confirm” SAVE CHANGE RATE SUCCESS




X HRS

SECTIONA4.2

HOTEL
CONTRACTS

To delete a hotel rate:
Step 1: Click on “Add New Rate”

Step 2: Click on the Ellipsis and
select “Delete”

Step 3: Click on “Confirm”

DETAILS CONTRACTS ACTIVITY LOG

RATES | ArFrancE | | ADD SERVICE |

RATE ADDITIONAL INFORMATION

LOGIS (LOG)

ADD NEW RATE

LOGIS (LOG)

Confirm Delete Rate

DELETE RATE SUCCESSFULLY

(e ) <

( apDNEWRATE )

46



X HRS

SECTIONA4.2

HOTEL
CONTRACTS

- General Settings section
includes:

» Destination information
« Transit information

(=) ITC Maurya - DEL (HRS

Dip c En at elh

[} .

DETAILS CONTRACTS ACTIVITY LOG

GENERAL SETTINGS (/7 race

DESTINATIONS

andhi International

andhi International

1, Ir

Hotel

Hotel to

Airport

ID:171252) [#=F

B Internal note

00:00:00

a7
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S E CTI O N 4 2 () ITC Maurya - DEL (HRS ID: 171252) [sronce)
atel . New Delhi, 110021, Indla
. 9 al note

Bec 0@ 240 B 9311613333 [ Internal note

H o T E I DETAILS CONTRACTS  ACTIVITY LOG

GENERAL SETTINGS (st | <D

CONTRACTS —

(—) EDIT GENERAL SETTINGS

© Corporate divisions

To add a destination:
Step 1: Click on “Edit”

Step 2: Select a destination from
the drop down and click on “Add”

UPDATE HOTEL INFORMATION

Step 3: Click on “Confirm” SUCCESSFULLY

48
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S E CTI O N 4 2 () ITC Maurya - DEL (HRS ID: 171252) [sronce)
atel . New Delhi, 110021, Indla
. 9 al note

Bec 0@ 240 B 9311613333 [ Internal note

H o T E I DETAILS CONTRACTS  ACTIVITY LOG

GENERAL SETTINGS (st | <D

CONTRACTS

Layover_01.01.2018 - 31.01.2026 (Current) [ Expirein 85 days
ITC Ma - DEL

To remove a destination:
Step 1: Click on “Edit”

(<) EDIT GENERAL SETTINGS
- Corporate divisions

DESTINATIONS

Step 2: Click on the Ellipsis, click
on “Delete”

UPDATE HOTEL INFORMATION

SUCCESSFULLY

Step 3: Click on “Confirm”

49
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SECTION 4.2
HOTEL
CONTRACTS

- Communication section

- List of key hotel contacts to
receive email communication
based on days of the week, time,
including exceptions and related
subject

CONMMUNICATION | ~=rrance

50



X HRS

|:| D: 171252) [ AIRFRANCE ]
SECTION 4.2 Q
o 113333 [ Internal note
DETAILS ACTIVITY LOG

HOTEL
CONTRACTS

To add a communication email @ EDiTcommnacATion
contact:

Step 1: Click on “Edit”

COMMUNICATION [ arseance

Step 2: Enter the email, status,
days of the week, times and check
mark the types of communication

UPDATE HOTEL INFORMATION
SUCCESSFULLY

Step 3: Click on “Confirm” 51
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SECTIONA4.2

HOTEL
CONTRACTS

To use an existing communication [y
email contact as a template:

Step 1: Click on “Edit”

COMMUNICATION [ #rrrance

Step 2: Click on the Ellipsis and
select “Duplicate”

UPDATE HOTEL INFORMATION
SUCCESSFULLY
Step 3: Adjust the information as

needed and click on “Confirm” 52
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T 2 (=) ITC Maurya - DEL (HRS ID: 171252) [anrusct ]
Enclz Ihi, 11 ndla
S E c I o N 4 . cre. 93 3333 nternal note

HOTEL
CONTRACTS

TO d elete a commun |Cat|0n ema Il (<) EDIT COMMUNICATION
contact:

Step 1: Click on “Edit”

COMMUNICATION [ #rrrance

Day of week

¥ Mon B2 Tue B2 wed BF Thu [BF Fri @) sat

Step 2: Click on the Ellipsis and
select “Delete”

UPDATE HOTEL INFORMATION

SUCCESSFULLY

Step 3: Click on “Confirm”

53
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SECTIONA4.2

HOTEL
CONTRACTS

- Allotment Management section

includes:
« Allotment Overview
- Schedule Overview

DETAILS CONTRACTS ACTIVITY LOG

ALLOTMENT MANAGEMENT

ALLOTMENT OVERVIEW

Contract Period Status Room type Wed

® Open

SCHEDULE OVERVIEW

Created

Comment

EDIT ALLOTMENT & RELEASE

Release schedule (days)

EDITRELEASE |

Rooms available

54

Sun




X HRS

SECTIONA4.2

DETALS ~ CONTRACTS  ACTIVITYLOG
H o I E L ALLOTMENT MANAGEMENT [ arerance |
c o N I RA c I s ALLOTMENT OVERVIEW ‘ EDIT ALLOTMENT & RELEAS!

Contract Period Status Room type Mon i Sun Created Comment Release schedule (days) Rooms available

Neutral 15

To edit the allotment;

Step 1: Click on “Edit Allotment & L L
Release”

ALLOTMENT MANAGEMENT

Allotment Overview

Step 2: Enter period, room type,
number of rooms, select open or
close, release rules and comment m—— T

Cancel

Step 3: Click on “Confirm”
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SE CTI ON 4 2 CREATE ALLOTMENT SUCCESSFULLY
[ )

H O T E L (<) ITC Maurya - DEL (HRS ID: 171252) (srrace

DETAILS CONTRACTS ACTIVITY LOG

A Confirmation message W|” be ALLOTMENT MANAGEMENT [ =it |
displayed and the allotment will ) ()
be amended accordingly

Tip: Click on the “book” icon to
see the comment

56
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SECTIONA4.2

HOTEL
CONTRACTS

To edit the release:

Step 1: Click on “Edit Release”

Step 2: Enter period, release
rules and comment

Step 3: Click on “Confirm”

DETAILS CONTRACTS ACTIVITY LOG

ALLOTMENT MANAGEMENT

ALLOTMENT OVERVIEW

Contract Period Status Room type

® Open

ALLOTMENT MANAGEMENT

Allotment Overview

Contract Period Status Room type

o Open Neutral

Manage allotment

Room release rules:

Mon

Comment

Created

Created

Comment

Comment

EDIT ALLOTMENT & RELEASE

Release schedule (days)

Release schedule (days)

EDITRELEASE |

Rooms available

Rooms available




X HRS

s E ‘ I Io N 4 2 CREATE ALLOTMENT SUCCESSFULLY
[ ]

HOTEL pr—y———
CONTRACTS ST

DETAILS CONTRACTS ACTIVITY LOG

ALLOTMENT MANAGEMENT | ~rrrance

The new release rule will be

ALLOTMENT OVERVIEW I‘"‘,_ EDIT ALLOTMENT & RELEASI p - EDIT RELEASE -;JI
.
added to the allotment overview s | Socmiype | Mon | mu | wea | u | o | sm | s | ot

® Open Neutral

Comment Release schedule (days) Rooms available

Close Neutral

® Open

58
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ITC Maurya - DEL (HRS ID: 171252) [arance
Diplomatic Enclave Sardar Patel Marg, New Delhi, 110021, Indla
. cre.itcmaurya@itchotels.in 93 116632 5240 @93 M 6113333 Internal note
H o T E I DETAILS  CONTRACTS  ACTIVITY LOG

The schedule overview displays
the allotment usage

Tip: Use the date range and
weekdays filters to narrow down
the list quickly

59
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SECTIONA4.3 © MoMarys s 1: 7252 oxc)
HOTEL ACTIVITY
Holc

Click on “Activity Log” to see all
changes made to the hotel
contract

[ anuradha kumar@chotelsin  [] 831166325240 |§83116M13333 [3 Internal note




X HRS

SECTIONS

MANAGE
TRANSPORTATION

Click on the “Transportation” tab and
select “Search” to find the contract

Use the search functionality to find
the contract via drop down or enter
the one of the following: provider
name, email, city, country or contract
number

61



X HRS

5% HRS DASHBOARD HOTELS TRANSPORTATION »  UPLOAD CONTRACT
SECTIONS =

MANAGE
TRANSPORTATION

Click on “Filter”, enter the TRANSPORTATION FILTER
information to narrow down the
search and click on “Apply”

VEHICLE TYPE STATUS

62



X HRS

3% HRS DASHBOARD HOTELS TRANSPORTATION *  LPLOAD CONTRACT

SECTIONS .

M A N A G E Transportations search ([T rr .
TRANSPORTATION

Click on the transportation provider
name to view and manage the
contract information

63



X HRS
SECTIONS - :

DETAILS  CONTRACTS  ACTIVITY LOG
TR‘ \NSPORT‘ \TION e
24H/7 EMAIL ADDRESS
Q4 N/A
i

By clicking on the buttons on the top
right you can:

- Call the transportation provider
- Email the transportation provider

- Deactivate the transportation
contract

64



X HRS

() YANGUAS VIAJES - SCL © @
S E c T I o N 5 N 4551 Quinta Normal - Santiago - Chile RrDeEd) B
=, 0

DETAILS CONTRACTS ACTIVITY LOG

MANAGE B
TRANSPORTATION [t

To deactivate a hotel contract:

Step ’l. CliCk On “DeaCtivate" TRANSPORTATION CONTRACT DEACTIVATED

Step 2: Set one specific period to deactivate
the hotel contract or select “Deactivate a
hotel indefinitely until reactivated” enter a
comment

Step 3: Click on “Submit” 65
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MANAGE
MANAGE
TRANSPORTATION

A confirmation pop-up will be
displayed and a message will be
added with the deactivation period
information — the hotel won't be
displayed on the platform to be
booked during the defined period

(5) YANGUAS VIAJES - SCL ©
N

4551 Quinta Normal - Santiago - Chile @ Phonecal Emall
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MANAGE
TRANSPORTATION

Click on the “Transportation” tab and
select “Contracts Management”

- Use the search to find contracts
by number, provider or type

- Contracts are organized by All
Contracts, Published and
Unpublished

- Click on the contract to access it
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SECTIONS.1

TRANSPORTATION

DETAILS

Click on “Details” to access Key
Contacts
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TRANSPORTATION -
DETAILS A

To add a contact:

Step 1: Click on “Add New Contact”
(on the key contacts session)

Step 2: Click on “Add new contact”
(on the edit contacts section)

Step 3: Enter the required information
and click on “Confirm” 69
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S E c I I o N 5 o 1 CONTACT CREATED SUCCESSFULLY.

TRANSPORTATION __
DETAILS .

A confirmation message will be
displayed and the contact

information will be added to the
list KEY CONTACTS (A rrance

M-11-1m

24H/7 EMAIL ADDRESS CONTACT NAME
T ion Manager

transportation.manager@email.com
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To edit a contact:

Step 1: Click on “Add new contact”

Step 2: Click on the Ellipsis and select
“Edit Contact”

Step 3: Adjust the information and
click on “Confirm”

CONTACT UPDATED SUCCESSFULLY.
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To delete a contact:
Step 1: Click on “Add New Contact”

Step 2: Click on the Ellipsis icon
related to the contact and click on DELETE CONTACT
“Delete Contact”

Step 3: Click on “Delete now” to
proceed
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SECTIONS.2

TRANSPORTATION
CONTRACTS

Click on “Contracts” to access the
contract information

- Contracts section includes:

- Contract period and expiration
countdown

« Section filter

Tip: Click on “General Information”,
“Vehicle Information” and “Rates”
icons to show hide each section
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TRANSPORTATION gt
CONTRACTS

- General Information section GENERAL INFORMATION (srmues)
includes:

- Basic contract data

- Agreement (expand each topic to
access more info)

* Invoicing and payment
« Transportation

eneral Information Vehicle Information Station
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TRANSPORTATION ==
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To edit the General Information GENERAL INFORMATION (s
section:

Contract numbe Status Start date End date Pena
CW2141633 Active  09.11.2024  30.11.2026 50

Step 1: Click on “Edit”

INVOICING AND PAYMENT

TRANSPORTATION

Step 2: Edit the specific field

Step 3: Click on “Confirm”

UPDATE TRANSPORTATION INFORMATION

SUCCESSFULLY
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CONTRACTS

- Station section includes:
- Station information

STATION [Frrice|
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TRANSPORTATION
CONTRACTS

- Vehicle Information section
includes:

* Vehicle details

VEHICLE INFORMATION [ ~rrrance
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To add a vehicle:
Step 1: Click on “Add Vehicle” ©) EorrveHicLe

Step 2: Enter the required

Step 3: Click on “Confirm”
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To edit the vehicle information:

Step 1: C“Ck on the E”|pS|S and (S) EDIT VEHICLE
select “Edit Settings”

Step 2: Adjust the information
UPDATE VEHICLE SUCCESSFULLY

Step 3: Click on “Confirm”
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CONTRACTS

- Rates section includes: 1) 8us - CoAcH oot

- Rate additional information
- Rate details onaore-sona0s  esciee

1.b) BUS - COACH

ADD NEW RATE

® active
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SECTIONS.2

TRANSPORTATION
CONTRACTS

To edit the rate additional
information:

Step 1: Click on “Edit”

Step 2: Adjust the information
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SECTIONS.2

TRANSPORTATION
CONTRACTS

To add a rate:

Step 1: Click on “Add Vehicle”
related to the desired vehicle

Step 2: Enter the required
information

Step 3: Click on “Confirm”

(<) YANGUAS VIAJES - SCL

N 4551

B jaime.

DETAILS CONTRACTS ACTIVITY LOG

RATES | nrrrance | ADD VEHICLE |

RATE ADDITIONAL INFORMATION

(=) ADDNEW RATE

SAVE CHANGE RATE SUCCESS
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SECTIONA4.2

TRANSPORTATION
CONTRACTS

Attention!

- One vehicle can have multiple rates, simply click on “Add New Rate” to create a new rate

- Rates can’t be changed - the system only allows to create a new rate for the same period -
this action will override the previous rate information
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ADD VEHICLE

SECTIONS.2

TRANSPORTATION
CONTRACTS

To use an existing rate as a
template:

RATE ADDITIONAL INFORMATION

® active

ADD NEW RATE

Step 1: Click on “Add New Rate”
related to the desired vehicle b

® active

o active

Step 2: Click on the Ellipsis and
select “Duplicate”

Step 3: Adjust the information and
click on “Confirm”

Recoverable

Condition

Mandarin Oriental
or to any other hotel

ADD NEW RATE

on from

tion from

@ Duplicate

ﬁ Delete
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ADD VEHICLE

SECTIONS.2

TRANSPORTATION
CONTRACTS

To delete a rate:
Step 1: Click on “Add New Rate” ADD NEW RATE

RATE ADDITIONAL INFORMATION

® active

* active

o active

Step 2: Click on the Ellipsis and
select “Delete”

Step 3: Click on “Confirm”

RATE DELETED SUCCESSFULLY

Mandarin Orient;
or to any other hots

ADD NEW RATE

25

@) Duplicate

ﬁ Delete
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SECTIONS.3

TRANSPORTATION
ACTIVITYLOG

Click on “Activity Log” to see all
changes made to the transportation
contract

(=) YANGUAS VIAJES - SCL

N 4551 Quinta Normal - Santiago - Chile
(=B

J
DETAILS CONTRACTS ACTIVITY LOG

ACTIVITY LOG [rince |

2arSeats

© @

Phone call Email

86



X HRS

PORTATION + R L]
tia Bernini v EN
Al
S E c TI O N 6 e -
it n Hotels ms ization

Click on “Dashboard” to access:
- Overview Dashboard

= Allotment Utilization
information

— Tasks
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Overview Dashboard | o7 nov2025

D A S H B O A R D 4 Open Taaks B) Active Contracted Hotels /) Allotment Utilization

0 149 15,3 %
Newly created r of overall

Booked against allotment

. R 2
% HR! HOTELS  TRANSPORTATION wl e
s E E I I D N E . - ——
v To
Today

Tasks to be resolved

- Overview Dashboard section
shows the most important
KPIs including:

* Open Tasks

« Active Contracted Hotels
« Contracted Rooms

- Allotment Utilization Tips:

1. Use the toggle to show or hide this section

2. Use the dropdown to check the KPIs related to different
periods
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Allotment Utilization

SECTIONG
DASHBOARD

- Allotment Utilization section
includes:
- Allotment utilization graphic FILTER
Tip: use the buttons on the top R
right to:

« Reset zoom (if you zoomed in
or out when checking the
graphic)

« Use the filters options to
adjust the graphic

 Download data

DESTINATION

TRAFFIC DATE

0711.2025

0711.2025

o
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SECTIONG
DASHBOARD

- Task section includes tabs
showing :
* Open tasks
* Resolved tasks

Tip:

Hover over the missing
information to see the list of
missing contract items

In the contract upload, some mandator. formation is
asks P ¥

missing. Please provide the required information.
OPEN RESOLVED FEEDBACK
* Hotel HR! eral F;

JW Marriott Parg Vancouver / Luxury Hotels International of Canad - YVR, Smithe St
L R

Marenas Beach Resort - MIA, Collins Avenue
L. R

A SAS VILLA NAVARRE - PUF,, Avenue Trespoey
LAYOVER

tel Perpignan Méditerranée, Novotel - PGF,, Avenue General Leclerc
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SECTIONG
DASHBOARD

- Feedback session includes:

- All feedback provided on the
platform

Tip: Check this section to verify the
status of your feedback submission

Attention!

More information on how to provide

feedback on pages [NEGEGEGER

91
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SECTION 7
CONTACT

Contact our product team via the
“Feedback” button or contact our
team via email you have any
questions crewsupport@hrs.com

92


crewsupport@hrs.com

X HRS

SECTION 7
FEEDBACK

Note: You can provide feedback
about your experience on the
platform by clicking on the
“Feedback” button (available in
all pages)

Step 1: Click on “Feedback”

93
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SECTION 7
FEEDBACK

Step 2: Select the emoji that better
represent your feedback

Step 3: Select the related topic from
the drop-down options

Step 4: Enter your feedback

Step 5: Inform your email

PROVIDE FEEDBACK

Specific feedback

What is the nature of your feedback?
Choose a subject

Leave a compliment

We're all ears! What would you like to share with us?

Please leave us your email if you want to be contacted.
Email

( camceL )

Attention!

You can check the status of your submitted by click
the Feedback tab on your Dashboard (consult page

B
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SECTIONS
RESOURCES

We've built a Knowledge HUB page
specially for Air France to gather the
most updated information about the
HRS platforms, guide, video tutorials
and FAQs.

Visit the page to learn more!

95


https://www.hrs.com/enterprise/hrs-workforce-travel-knowledge-base-air-france/

X HRS

THANKYOU
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