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SECTION 1
CREATE 
ACCOUNT
Step 1: Visit HRS CONNECT 
and click ‘Register’ to create 
a new account.

Step 2: Enter your name, 
email address, and create a 
password. All 
communications will be sent 
to the email address you 
provide.
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Please note: If you already have an account, simply click “Login” to log into HRS CONNECT.

https://newwork.hrs.com/
https://newwork.hrs.com/


SECTION 1
CREATE 
ACCOUNT
Step 3: A verification 
link will be sent to the 
email address you 
provided.
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test@test.com

Please note: The account verification email is sent from hrs-noreply@hrs.com  



SECTION 1
CREATE  
ACCOUNT
Step 4: To complete your 
registration, click 'Verify 
Email' to confirm your 
account.
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Please note: The account verification email is sent from hrs-noreply@hrs.com  



SECTION 2
SEARCH PAGE 
OVERVIEW
Step 5: To display 
booking options in the 
U.S. format, click the 
globe icon and choose 
‘12-Hour Format | Miles’.
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SECTION 2
SEARCH PAGE 
OVERVIEW
Step 6: Choose your search 
option:

• Meeting Rooms: Select to search 
for available meeting spaces.  
Sleeping accommodations will be 
an optional add-on with this 
selection.

• Groups: Select "Groups" for 
sleeping accommodations of 
more than 10 rooms. 
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Please note: The ‘Work Desks’ option is not currently in scope



SECTION 3
DEFINE 
CRITERIA 
& SEARCH
Step 7: Enter the meeting 
destination, date, number of 
participants and seating style.

Step 8: Click “Search Now” to 
further define the meeting 
requirements.
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SECTION 3
DEFINE CRITERIA 
& SEARCH
Step 9: Use the toggle button to 
include additional meeting 
requirements like accommodations, 
catering, and equipment. Choose 
the pencil icon to modify more 
meeting specifics.

Step 10: Review the criteria 
summary and select “Search Now” 
to view the venue results list.
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SECTION 4
FIND VENUES

Step 11: Scroll to view 
venues results based 
on the meeting criteria.

Step 12: Click on the 
venue name to view the 
venue’s profile.
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SECTION 4
FIND VENUES

Step 13: Select the meeting 
room name to view space 
details. Scroll to view venue 
description, amenities, and 
more.

Step 14: To request an offer 
or shortlist the venue, select 
“Request for offer”. 
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SECTION 4
ADD VENUES 
TO SHORTLIST
Step 15: To add more 
venues to your shortlist, 
select “Back to Results” to 
shortlist additional venues 
from the list.
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SECTION 4
ADD VENUES 
TO SHORTLIST
Step 16: Select “Request for 
offer” to shortlist additional 
venues*.

Step 17: Once shortlist is 
completed (with a minimum of 3 
venues), select “Go To Request” 
to request multiple offers.
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*Please note: To increase your odds of receiving acceptable bids, you must select 3-5 venues on the shortlist. 



SECTION 5
REQUEST OFFERS

Step 18: The option date* is set to a 
default of 7 days. You can adjust the 
option date as needed by clicking 
within the date field.

Step 19: Select “Request offer” to send 
the request to the selected venues.

Step 20: You will receive a request 
confirmation email to the business 
email address in your profile.

14*Please note: Option Date refers to how long an offer will be valid once received.



SECTION 5
SELECT OFFER

Step 21: If a venue can accommodate 
the request, you will receive an offer 
confirming the space available and 
pricing. 
• Note: The expectation is for hotels to 

respond within 48 hours of request date, but 
the system will allow for up to 72 hours.

Step 22: You can view a summary of 
offers in the comparison view. You 
can select to see more information.

15Please note: You will receive an email notification every time a new offer is received. To view all your offers, simply click on Bookings in the top-right 
header of your dashboard.



SECTION 6
PURCHASE ORDER
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Step 23: Before booking your chosen 
venue, obtain a Purchase Order (PO) 
through eBuy for the total event cost. 
Important details to keep in mind:
• The provided quote does not include taxes or 

additional fees.
• Request a PO up to 40% higher than the quoted 

amount to account for variations.
• Room rates and meetings costs are fixed, taxes 

and incidentals are covered in the blanket amount.
• Be sure to respond to the offer before it expires, 

as shown by the countdown timer.
• If sourcing on behalf of someone else, we 

recommend to submit the requisition in ebuy on 
their behalf (as a future development, the catalog 
would be opened right in ebuy).

*Please note: Typical time to respond to an offer (Option Date) is 7 days. You can request an extended Option Date as shown in Step 18.

Excludes taxes and fees



SECTION 6
PAYMENT
DETAILS
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Step 24: Once you have obtained 
a PO, you can proceed with the 
"Confirm and Book" process. 

Sanofi's preferred payment 
method is “Corporate Payment”.  
You must select this option, 
which will trigger the Coupa Pay 
process. 

Please note: Selecting "Direct Payment to Venue" means that payment will be made by you directly at the venue upon arrival.



SECTION 6
PAYMENT
DETAILS
Step 25: Type the name of the 
appropriate Sanofi entity into 
the corporate payment search 
bar. A drop-down menu will 
appear—select the correct 
entity from the list. 
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SECTION 6
PAYMENT
DETAILS
Step 26: Enter the Purchase 
Order (PO) number.
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Please note: eBuy will be integrated with HRS connect for automatic PO generation at a later date.



SECTION 6
PAYMENT
DETAILS
Step 27: Review the 
payment information.

Step 28: Review the 
provided modification and 
cancellation conditions.

Step 29: If all is correct, 
select “Confirm & Book” to 
complete your booking.
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SECTION 7
CONFIRM AND 
MANAGE 
REQUEST
Step 30: You can view booking 
confirmation details and make 
any changes on the Booking 
Overview page.
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+1 212-930-7400

reservations@whotel.com



SECTION 7
MANAGE AND 
APPROVE
INVOICE

Step 31: After service is 
provided, the venue will send an 
invoice directly to HRS. 

Step 32: HRS will send you an 
email containing a link to your 
digitized invoice. Click the link to 
review and approve the invoice.
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Please note: You will receive an email from meeting@paperless.hrs.com. 

planner@sanofi.com

purchase order 374538

purchase order 374538

purchase order 374538 by provider FOUR SEASON SILICON VALLEY

purchase order 374538

mailto:meeting@paperless@hrs.com


SECTION 7
MANAGE AND 
APPROVE
INVOICE

Step 33: The invoice approval 
page provides an overview, 
highlighting any discrepancies 
between the invoice and the 
contract.

Step 34: Switch the radio button 
to the right to approve services 
or left to reject services. 
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Please note: You can forward the invoice to a second-level approver's email address for further review.

4200 Innovation Way, Suite 200 447 Madison Avenue, New York

$ $

$

$ $

$



SECTION 7
MANAGE AND 
APPROVE
INVOICE

Step 35: If all services are 
approved, select “Approve All” 
to confirm invoice.

Step 36: If any services are 
rejected, the hotel is 
automatically notified, and the 
rejection process is initiated.

24

Please note: Payment is only released to the venue after all services within the invoice are approved. 

4200 Innovation Way, Suite 200 447 Madison Avenue, New York

$ $

$ $

$



SECTION 7
MANAGE AND 
APPROVE
INVOICE

Step 37: After your approval is released, 
the invoice is sent to Coupa for final 
approval, after which payment will be 
released to the venue.

Step 38: If your Goods Receipt is not 
yet processed, please process GR. If 
everything matches, no approval in 
ebuy for the invoice should be required. 
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SECTION 8
ADDITIONAL SUPPORT
For support resources, visit our Knowledge 
Base, where you’ll find detailed video 
tutorials and answers to frequently asked 
questions (FAQs). 

It’s your one-stop resource to get the most 
out of HRS CONNECT. Access it anytime at: 
https://www.hrs.com/enterprise/sanofi-
knowledge-base/.
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https://www.hrs.com/enterprise/sanofi-knowledge-base/
https://www.hrs.com/enterprise/sanofi-knowledge-base/
https://www.hrs.com/enterprise/sanofi-knowledge-base/
https://www.hrs.com/enterprise/sanofi-knowledge-base/
https://www.hrs.com/enterprise/sanofi-knowledge-base/
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