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SECTION 1
SIGN UP

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 ”

4

Updated link: 
https://allotment-

staging.smartbilling.com/lo
gin 

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


SECTION 1
SIGN UP

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



SECTION 1
SIGN UP

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) 
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SECTION 1
SIGN UP

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
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SECTION 2
SIGN IN

Step 1: Access the HRS Contract & 
Allotment Management System and 
“Login (with Microsoft – Single Sign 
On)”

Step 2: Enter your email and 
password

Step 3: Click on “Sign in”
8

Updated link: 
https://allotment-

staging.smartbilling.com/lo
gin 

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


SECTION 3
UPLOAD CONTRACT

Click on the “Upload Contract” tab
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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
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SECTION 3.1
UPLOAD HOTEL 
CONTRACT
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 11

mailto:crewsupport@hrs.com


SECTION 3.1
UPLOAD HOTEL 
CONTRACT
Step 5: Check the general contract 
information and make any 
adjustments as needed 
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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

→ Supplier email 13

→ Rates

→ Hotel provides shuttle or not?

→ Transportation checkbox

→ Availability room

→ Early check-in/late check-out

→ Cancellation

→ No-show



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 
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SECTION 3.1
UPLOAD HOTEL 
CONTRACT
Step 7: 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”
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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
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SECTION 3.2
UPLOAD 
TRANSPORTATION 
CONTRACT
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


SECTION 3.2
UPLOAD 
TRANSPORTATION 
CONTRACT
Step 5: Check the Contract 
Information section and make any 
adjustments as needed 
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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 19

→ Supplier email

→ Rates

→ Penalty point



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 
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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 
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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 
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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
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SECTION 4
MANAGE HOTELS

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

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 
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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

25

Original content



SECTION 4
MANAGE HOTELS

Click on the hotel name to access 
and manage the contract 
information
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SECTION 4
MANAGE HOTELS

To edit the General Hotel 
Information section: 

Step 1: Click on “Edit” 

Step 2: Adjust the information 

Step3: Click on “Confirm”

27



SECTION 4
MANAGE HOTELS

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

→ Call the hotel

→ Email the hotel

→ Deactivate the hotel contract
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SECTION 4
MANAGE HOTELS

To deactivate a hotel contract: 

Step 1: Click on “Deactivate”

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



SECTION 4
MANAGE HOTELS

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 
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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) 31



SECTION 4.1
HOTEL DETAILS

→ Key Contacts Section includes: 
• Hotel contact information
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SECTION 4.1
HOTEL DETAILS

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
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SECTION 4.1
HOTEL DETAILS

To edit a hotel 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”
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SECTION 4.1
HOTEL DETAILS

To delete a hotel contact:

Step 1: Click on “Add new contact”

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

Step 3: Click on “Delete now” to 
proceed
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SECTION 4.1
HOTEL DETAILS

→ Amenities Section
• Hotel facilities
• Room facilities
• In-house services
• Accepted payment methods
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SECTION 4.1
HOTEL DETAILS

→ Reviews Section
• Ratings from corporate travelers 

regarding hotel infrastructure, 
services and amenities
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SECTION 4.2
HOTEL 
CONTRACTS
Click on “Contracts” to access the 
contract information

→ Contracts section includes:
• Contract period and expiration 

countdown
• Section filter
Tip: Click on “General Information”, 
“Rates”, “Settings” and “Allotment 
Management” icons to show hide 
each section
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SECTION 4.2
HOTEL 
CONTRACTS
→ General Information section 

includes:
• Arrival and departure
• Amenities
• Basic contract data
• Agreement details (expand each 

topic to access more info)
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SECTION 4.2
HOTEL 
CONTRACTS
To edit the General Hotel 
Information:

Step 1: Click on “Edit”

Step 2: Adjust the information

Step 3: Click on “Confirm”
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SECTION 4.2
HOTEL 
CONTRACTS
→ Rates section includes:

• Rate additional information
• Service details (rates and taxes 

breakdown)
Tip: Click on the information icon 
to see the rate condition details
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SECTION 4.2
HOTEL 
CONTRACTS
To edit the Rate Additional 
Information: 

Step 1: Click on “Edit”

Step 2: Adjust the information

Step 3: Click on “Confirm”
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SECTION 4.2
HOTEL 
CONTRACTS
To add a Rate: 

Step 1: Click on “Add Service”

Step 2: Enter the service name, 
select a code from the drop-down

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

43



SECTION 4.2
HOTEL 
CONTRACTS

44

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

 



SECTION 4.2
HOTEL 
CONTRACTS
To use an existing rate as a 
template:

Step 1: Click on “Add new rate”

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

Step 3: Adjust the information and 
click on “Confirm” 45



SECTION 4.2
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”
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SECTION 4.2
HOTEL 
CONTRACTS
→ General Settings section 

includes:
• Destination information
• Transit information
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SECTION 4.2
HOTEL 
CONTRACTS
To add a destination:

Step 1: Click on “Edit”

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

Step 3: Click on “Confirm”
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SECTION 4.2
HOTEL 
CONTRACTS
To remove a destination:

Step 1: Click on “Edit”

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

Step 3: Click on “Confirm”
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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

50



SECTION 4.2
HOTEL 
CONTRACTS
To add a communication email 
contact:

Step 1: Click on “Edit”

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

Step 3: Click on “Confirm” 51



SECTION 4.2
HOTEL 
CONTRACTS
To use an existing communication 
email contact as a template:

Step 1: Click on “Edit”

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

Step 3: Adjust the information as 
needed and click on “Confirm” 52



SECTION 4.2
HOTEL 
CONTRACTS
To delete a communication email 
contact:

Step 1: Click on “Edit”

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

Step 3: Click on “Confirm”
53



SECTION 4.2
HOTEL 
CONTRACTS
→ Allotment Management section 

includes: 
• Allotment Overview
• Schedule Overview
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SECTION 4.2
HOTEL 
CONTRACTS

To edit the allotment:

Step 1: Click on “Edit Allotment & 
Release”

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

Step 3: Click on “Confirm”



SECTION 4.2
HOTEL 
CONTRACTS

56

A confirmation message will be 
displayed and the allotment will 
be amended accordingly

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



SECTION 4.2
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”



SECTION 4.2
HOTEL 
CONTRACTS

58

The new release rule will be 
added to the allotment overview



SECTION 4.2
HOTEL 
CONTRACTS
The schedule overview displays 
the allotment usage

Tip: Use the date range and 
weekdays filters to narrow down 
the list quickly
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SECTION 4.3
HOTEL ACTIVITY 
LOG
Click on “Activity Log” to see all 
changes made to the hotel 
contract
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SECTION 5
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 
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SECTION 5
MANAGE 
TRANSPORTATION
Click on “Filter”, enter the 
information to narrow down the 
search and click on “Apply”
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SECTION 5
MANAGE 
TRANSPORTATION
Click on the transportation provider 
name to view and manage the 
contract information
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SECTION 5
MANAGE 
TRANSPORTATION
By clicking on the buttons on the top 
right you can: 

→ Call the transportation provider

→ Email the transportation provider

→ Deactivate the transportation 
contract
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SECTION 5
MANAGE 
TRANSPORTATION
To deactivate a hotel contract: 

Step 1: Click on “Deactivate”

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



SECTION 5
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 
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SECTION 5
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

67



SECTION 5.1
TRANSPORTATION 
DETAILS
Click on “Details” to access Key 
Contacts
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SECTION 5.1
TRANSPORTATION 
DETAILS
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



SECTION 5.1
TRANSPORTATION 
DETAILS
A confirmation message will be 
displayed and the contact 
information will be added to the 
list
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SECTION 5.1
TRANSPORTATION 
DETAILS
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”

71



SECTION 5.1
TRANSPORTATION 
DETAILS
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”

Step 3: Click on “Delete now” to 
proceed 72



SECTION 5.2
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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SECTION 5.2
TRANSPORTATION 
CONTRACTS
→ General Information section 

includes:
• Basic contract data
• Agreement (expand each topic to 

access more info)

• Invoicing and payment

• Transportation

74



SECTION 5.2
TRANSPORTATION 
CONTRACTS
To edit the General Information 
section: 

Step 1: Click on “Edit”

Step 2: Edit the specific field 

Step 3: Click on “Confirm” 
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SECTION 5.2
TRANSPORTATION 
CONTRACTS
→ Station section includes:

• Station information
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SECTION 5.2
TRANSPORTATION 
CONTRACTS
→ Vehicle Information section 

includes:
• Vehicle details
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SECTION 5.2
TRANSPORTATION 
CONTRACTS
To add a vehicle:

Step 1: Click on “Add Vehicle”

Step 2: Enter the required 
information

Step 3: Click on “Confirm”
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SECTION 5.2
TRANSPORTATION 
CONTRACTS
To edit the vehicle information:

Step 1: Click on the Ellipsis and 
select “Edit Settings”

Step 2: Adjust the information

Step 3: Click on “Confirm”
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SECTION 5.2
TRANSPORTATION 
CONTRACTS
→ Rates section includes:

• Rate additional information
• Rate details
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SECTION 5.2
TRANSPORTATION 
CONTRACTS
To edit the rate additional 
information:

Step 1: Click on “Edit”

Step 2: Adjust the information

Step 3: Click on “Save”
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SECTION 5.2
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”
82



SECTION 4.2
TRANSPORTATION 
CONTRACTS

83

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

 



SECTION 5.2
TRANSPORTATION 
CONTRACTS
To use an existing rate as a 
template:

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

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

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



SECTION 5.2
TRANSPORTATION 
CONTRACTS
To delete a rate: 

Step 1: Click on “Add New Rate”

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

Step 3: Click on “Confirm”

85



SECTION 5.3
TRANSPORTATION 
ACTIVITY LOG
Click on “Activity Log” to see all 
changes made to the transportation 
contract
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SECTION 6
DASHBOARD

Click on “Dashboard” to access:

→ Overview Dashboard

→ Allotment Utilization 
information

→ Tasks
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SECTION 6
DASHBOARD

→ Overview Dashboard section 
shows the most important 
KPIs including:
• Open Tasks
• Active Contracted Hotels
• Contracted Rooms
• Allotment Utilization

88

Tips: 

1. Use the toggle to show or hide this section

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



SECTION 6
DASHBOARD

→ Allotment Utilization section 
includes:
• Allotment utilization graphic
Tip: use the buttons on the top 
right to: 

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

• Use the filters options to 
adjust the graphic

• Download data 89



SECTION 6
DASHBOARD

→ Task section includes tabs 
showing :
• Open tasks
• Resolved tasks

Tip: 

Hover over the missing 
information to see the list of 
missing contract items
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SECTION 6
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 91 and 92)
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SECTION 7
CONTACT

92

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

crewsupport@hrs.com


SECTION 7
FEEDBACK

93

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”



SECTION 7
FEEDBACK 

94

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 

Attention! 

You can check the status of your submitted by clicking on 
the Feedback tab on your Dashboard (consult page 89) 



SECTION 8
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/


96

THANK YOU
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