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SECTION1

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.

l

HRS BECOMEASUPPLER | @& LOGIN

( REGISTER )
\_ /

HRS

GROUPS WORK DESKS

Create an account
SEARCH fING STYLE

Where do you want to go? ik/Boardroom

( FASTSEARCH )
\
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REGISTER
o
-

e
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BOOK GLOBAL MEETINGS AND
WORK SPACES IN ONE GO.

/

!
3.
I

Please note: If you already have an account, simply click “Login” to log into HRS CONNECT.



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

> HRS

SECTION1

CREATE
ACCOUNT

Step 3: A verification
link will be sent to the
email address you
provided.

HRS BECOMEASUPPLIER | @& | LOGIN ['\ REGISTER /.:1‘

HRS

GROUPS WORK DESKS

Verify your email address
SEARCH fING STYLE
Where do you want to go? You're almost done! An account verification emai ik/Boardroom
s sent to the following email address:

- "\.
( FASTSEARCH ) test@test.com
\ V4

BOOK GLOBAL MEETINGS AND
WORK SPACES IN ONE GO.

e - 4
Please note: The account verification email is sent from hrs-noreply@hrs.com
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HRS

SECTION1

ACCOUN I You're almost there! Verify your account now to reserve spaces for your

next event.

VERIFY ACCOUNT

Step 4: To complete your
registration, click 'Verify
Email' to confirm your
account.

'S

If the above button does not work, please copy the link into your browser’'s address bar:

e - 5
Please note: The account verification email is sent from hrs-noreply@hrs.com
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SECTION 2

SEARCHPAGE
OVERVIEW

Step 5: To display
booking options in the
U.S. format, click the
globe icon and choose
“12-Hour Format | Miles'.

l

BECOMEASUPPLIER | & | LOGIN

24-Hour Format | Kilometers

> HRS

MEETING ROOMS GROUPS WORK DESKS

v/ 12-Hour Format | Miles

PARTICIP

FAST SEARCH SEARCH NOW

“WORK SPACES IN ONE GO -
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SECTION 2

SEARCHPAGE s
OVERVIEW T

Step 6: Choose your search
option:

FEEDBACK

* 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 = V V O RK SPACES lN ONEGO

more than 10 rooms.

Please note: The ‘Work Desks’ option is not currently in scope
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SECTION3

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.

>t HRS
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Let us know your meeting needs

29 Dec, 2024

ADD ACCOMMODATION

s E I o N 3 E 30 DEC‘ 2024 (Mon)
c I 9:00 AM - 6:00 PM
Meeting

(9:00 AM - 6:00 Participants: 30
M) Meeting Room 1 MEETING ROOM 1

Time: 9:00 AM - 6:00 PM

Particivant Time: 9:00 AM - 6:00 PM
E articipants .
A R H Room ¢ ity: 30 people et AR
0 + Room setup: Classroom

Projector 1 for video projection -
Wifi - Pin

Projector

Screen for video projection

Step 9: Use the toggle button to - e wit

include additional meeting :::M

requirements like accommodations, C Coffes and snacks bresk
catering, and equipment. Choose I Li?ﬁsa333;2°5£§ed??fﬂf°rb"ﬁe‘
the pencil icon to modify more I e
meeting specifics. Lcna " S ———

Step 10: Review the criteria e conrenee e

summary and select “Search Now”
to view the venue results list.
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SECTION 4
FIND VENUE

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.

X HRS

200 Venues found

earched for: meeting room

Ne rk, Unit

33 Hotel

S 0.4mi

Hotel - Request pricing

NoMo SoHo

} 0.6 mi

2St rooms

New York, Unit

The James New York- NoMad

(I Bookines

Clifton

Request for offer

Request for offer

Request for offer

DYKER HEIGHTS

BUSHWICK

10

FEEDBACK
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SECTION 4
FIND VENUES

Step 13: Select the meeting
room nhame 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”.

o

7

33 Hotel

33 Peck Slip , New York, United States 10038

DAY 1
8 Jan, 2025
Participants: 10

9:00 AM - 6:00 PM
Room setup: U-shape

FEEDBACK

Alcove Request for offer
4
I N JUE

""g Participants: 10 people (40 max) INCLUDED IN OFFER:
\j Size: 92.90 square metres / 1000 square feet

&1 Alcove
]
4
L. 9:00 AM - 6:00 PM
g/
| Room setup: U-shape
Wil

=M Participants: 10 people (40 max)
‘\? Size: 92.90 square metres / 1000 square feet

V/ Meeting rooms

v/ Equipment

DAY 2

9 Jan, 2025
Participants: 10

1"
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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.

33 Hotel

33 Peck Slip , New York, United States 10038

DAY 1

8 Jan, 2025
Participants: 10

DAY 2

9 Jan, 2025
Participants: 10

0
| 9:00 AM - 6:00 PM
I Room setup: U-shape

ap

' 9:00 AM - 6:00 PM

Room setup: U-shape

Participants: 10 people (40 max) INCLUDED IN OFFER:

Size: 92.90 square metres / 1000 square feet
/' Meeting rooms

FEEDBACK

\/ Equipment

Participants: 10 people (40 max)
Size: 92.90 square metres / 1000 square feet

( compare ) GO TOREQUEST

12



SECTION 4

ADD VENUES
TO SHORTLIST

e ¢

Step 16: SeleCt ”RequeSt for 1 ‘),‘ '7‘4-" Refinéryi-lot.eiNewYork é
offer” to shortlist additional Sk
venues*. R
S‘tep 17: Once Shortlist iS 3 i _, | Miljlflinil.iﬁl;fmierr{er\fYorkTimesSquare

completed (with a minimum of 3
venues), select “Go To Request”
to request multiple offers.

GO TO REQUEST

. . . . 13
*Please note: To increase your odds of receiving acceptable bids, you must select 3-5 venues on the shortlist.
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() REQUEST OFFER

SECTIONS
REQUEST OFFERS

OPTION DATE

30 Dec, 2024 (Mon) 9:00 AM = 6:00 PM -

Meeting Room

Step 18: The option date* is set to a e 900 A SO0 . o

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.

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

Food & Beverage

ABOUT MEETING

YOUR DETAILS

x  Pinboard

Wifi

& BEVERAGE
x Coffee and snacks break

x Lunch as 3-course menu or buffet

including one soft drink

x Unlimited conference drinks (full

day)

REQUEST OFFER
By proceeding you accept the HRS & 3

14



X HRS 1

2 HRS (P Booknes | & | @ ve~

1 1day 24 hours

S E c TI o N 5 Compare and select venues
45 N - : -
i : § i

SELECT OFFER

Step 21: If a venue can accommodate
the request, you will receive an offer e e S
confirming the space available and
pricing.

\ FEEDBACK ‘

* 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.

Please 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

15
header of your dashboard.
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849 6th Avenue, New York, United States 10001

5 .
YOUR DETAILS Q  Emily Rock '.‘l'i l,l'.k Kimpton HOTEL EVENTI

@ emilyrock@sanofi.com S

> +1234 567 8900
30 Dec, 2024 (Mon) 9:00 AM - 6:00 PM -
PAYMENT Sel desired hod Hem——e
elect your desired payment metho
INFORMATION Ventana | $2,000.00
9:00 AM - 6:00 PM - 30 people

Direct payment to venue

Step 23: Before booking your chosen h e
venue, obtain a Purchase Order (PO) s -
through eBuy for the total event cost. o s
Important details to keep in mind: ancELLATIN 1603 obmows o e e 18, SO0 P Y L ——

CONDITIONS $600.00
Important note: If you miss the above cancellat f T (full day)

« The provided quote does not include taxes or

additional fees. o TotalPrice $5,000.00
- Request a PO up to 40% higher than the quoted T . e —
amount to account for variations. (021 days
« Room rates and meetings costs are fixed, taxes P SR
and incidentals are covered in the blanket amount. % Upto7 days pror to meeting
« Be sure to respond to the offer before it expires, % Upto 1 day priort
as shown by the countdown timer. % Below 1day

« 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).

Receivedon: 22 Oct

o DECLINE
7 days 10 hours Respond by: 29 Oct, 2024 at ¢

16
*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.
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SECTIONG

PAYMENT

YOUR DETAILS

PAYMENT
INFORMATION

2 Emily Rock
@ emilyrock@sanofi.com
Q +1234 567 8900

Select your desired payment method
Direct payment to venue

Corporate payment

i)
’ ”l‘i i & Kimpton HOTEL EVENTI
(el 849 6th Avenue, New York, United States 10001

30 Dec, 2024 (Mon) 9:00 AM - 6:00 PM -

Ventana | $2,000.00
9:00 AM - 6:00 PM - 30 people

1x Projector

1x Screen for video projection
1x Pinboard
Wifi

DETAILS

Step 24: Once you have obtained 0% Cofesandsnacks ek $90000

30 x Lunch as 3-course menu

a PO, you can proceed with the e S

CANCELLATION 100% free-of-charge until Mon, Nov 18, 6:00 PM (EST)*
30 x Unlimited conference drinks

"Confirm and Book" process. oo 15 v v (g e

Sanofi's preferred payment NN -~ 500000
method is “Corporate Payment”. e e o
You must select this option, m——

which will trigger the Coupa Pay ¥ DSkl

process.

By proceeding you accept HRS Terms & Conditions,

p to 1 day prior to meet

Below 1 day prior t«

Receivedon: 22 Oct, 2

7 days 10 hours Respond by: 29 Oct, 20

| DECLINE CONFIRM & BOOK

. . . . . 17
Please note: Selecting "Direct Payment to Venue" means that payment will be made by you directly at the venue upon arrival.
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1 b Kimpton HOTEL EVENTI

849 6th Avenue, New York, United States 10001

PAYMENT Select your desired payment method
INFORMATION

) Direct payment to venue
30 Dec, 2024 (Mon) 9:00 AM - 6:00 PM

Corporate payment
BioTech Solutions, 4

Ventana | $2,000.00

9:00 AM - 6:00 PM - 30 people
Q [searct 1x Projector Free
1x Screen for video projection Free

BioTech Solutions, 1x Pinboard Free
4500 Innovation Way, Suite 210, Newton, MA 02458, USA Wifi [

FOOD & BEVERAGE
60 x Coffee and snacks break $900.00

BILLING ADDRESS

BioTech Aventis

30 x Lunch as 3-course menu
or buffet including one soft  $1,500.00

Step 25: Type the name of the

appropriate Sanofi entity into

MODIFICATION &
CANCELLATION
CONDITIONS

h of your original booking volume (inc

drink
30 x Unlimited conference drinks

P $600.00

the corporate payment search

bar. A drop-down menu will B, -
appear—select the correct s o
entity from the list.

p to 7 days prior to meeting

$5,000.00

Includes taxes and fees

By proceeding you accept HRS Terms & Conditions,

until Sun,

; Received on: 27

o DECLINE CONFIRM & BOOK
7 days 10 hours Respond by:

18
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SECTIONG

PAYMENT
DETAILS

Step 26: Enter the Purchase
Order (PO) number.

PAYMENT
INFORMATION

MODIRICATION &
CANCELLATION
CONDITIONS

7 days 10 hours

Select your desired payment method

Please fill the below detaills

100% free-of-charge unti! Mon, Nov 18 ¢

important note

Received on

Respond by

Please note: eBuy will be integrated with HRS connect for automatic PO generation at a later date.

60 x Coffes and snacks break $900.00
30 x Lunch a3 3-Course menuy
or buffet including one soft  $1,500.00
arink
30 x Unfimited conference drinks

(ht cay) 90

$5,000.00

udes taves a3 fees

ot 5T Tewwe b Comitmes,

19
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SECTIONG

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.

PAYMENT Select your desired payment method

INFORMATION

Please fill the below details

MODIRICATION &

CANCELLATION
CONDITIONS

100% free-of-charge

mportant note

7 days 10 hours Res

1 Mon, Nov 18 ¢

30 Dec, 2024 tvon) 200 AM - 500 PM -

TG SO0
Vertana | $2.000.00
00 AM - 500 PM - 30 paople
1x Projecior
1x  Screen for video projection Free
1x Pinbosrd Free
wh Froe
FOOD & BEVERAGE
x Coffes and snacks break $900.00

x Lunch a3 3-Course meny
o buffet including one soft  $1,500.00

$5,000.00

s a3 fee

=7 Terwn b Conitmes.

p{]
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@ BOOKINGS OVERVIEW

Towers Lotte New York Palace
C) BOOKING CONFIRMED B
Your booking is now confirmed. You should have received a confirmation email. il

Booking ID: 8183933908

MANAG E Offer made by: anna buffey 30 Dec. 2024
_— —_— MEETING ROOM
p Gold Room $2,500.00

EDIT BOOKING CANCEL BOOKING 9:00 AM - 6:00 PM - 30 people
1x Screen for video projection Free
1x Projector
Step 30: You can view booking 1x Pinboard
. . . Wifi
confirmation details and make VENUECONTACT

DETAILS +1212-930-7400 30 x Unlimited conference drinks

any changes on the Booking i $600.00

reservations@whotel.com
30 x Lunch as 3-course menu

O Ve rV I eW pa g e . or buffet including one soft  $1,200.00

drink
60 x Coffee and snacks break $900.00

i 100% free-of-charge until Mon, Nov 18, 6:00 PM (EST)* Total Price $5 200.00

CANCELLATION e Y ’ .

CONDITIONS Cancellation policy s taxes and fees
Important note: If you miss the above cancellation deadline, f may apply. The
percentages show you how much of your original booking volume (incl. taxes and
fees) you can reduce by reservation changes without a fee.

iS Terms & Con

21



Please authorise an invoice for purchase order 374538

SECTION 7 S———

To planner@sanofi.com

APPROVE HRS
INVOICE

Step 31: After service is
pI’OVId ed th e Ven u e Wl | | Send a N We a discrepancy in invoice no. 535054 issued for purchase order 374538 by provider FOUR SEASON SILICON VALLEY
invoice directly to HRS.

Request to release an invoice for purchase order 374538

Step 32: HRS will send you an
emall COntalnlng a “nk to your Please follow the link in the reservation here to release or reject the invo
digitized invoice. Click the link to
review and approve the invoice.

. . . . 22
Please note: You will receive an email from meeting@paperless.hrs.com.



mailto:meeting@paperless@hrs.com

X HRS

SECTION7?

Elements of approval page:

M A N A G E A N D MEETING MUMBER - MEETIMG TITLE
A P P R 0 v E SMART BILLING TEST QOMPANY N

Confirmation button for

saving decisions

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

Step 34: Switch the radio button o watnia:lvrp':wn
to the right to approve services '
or left to reject services.

23
Please note: You can forward the invoice to a second-level approver's email address for further review.
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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.

MOO00006 - TEST CY MEETINGCENTER £

MEET DEMO COMPANY

@ Services different to contract
Contracted Services
& Additional Service

Room rent

Parking

Contract No.

841026

TEST CY MEETINGCENTER

Contract PDF Contract amount  Invoice Amount Invoice PDF Invoice Status

2,684.84 B A Waiting for Approval

Approve all - Escalate to 2nd level m

$ 2598.00 ¢ 2,684.84
Difference between contract and invoice  $ 86.84 (+3.34%)

Apprive -

Price (EUR) Total (EUR) Invoices Services Price (EUR) Total (FUR)  Approve

150.00 Main hall with seating

Parking

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

COST ACCEPTANCE - FINAL APPROVAL
Payment information for services paid by the firm of Meet Demo Compan

Details of hotel and booking:

Hotel name: TEST CY MEETINGCENTER
Meeting name: TEST CY Meetingcenter
Contract number: 841026

Hotel — offer number:

Invoice number: 0210L/4

Meeting start: 30.09.2020 Meeting end:01.10.2020 Total days meeting: 1
Approved meeting expenses: 2628.00 E_UR :
The amount on the credit card is now approved by the customer for (final) debit.

Credit card details:

Bookings and payments for the approved hotel services are carried out on behalf of the company and only with the
company name and details set out in "Details for invoicing” by charging the added credit card. Only this credit card is
valid for the invoice.

The credit card must be debited in EUR.

Card number: XXXX XXXX XXXX 1716
Valid : 04/21

Card holder: ITELYA GmbH & Co. KG
Contact details:

Questions about invoicing and cost acceptance will be answered by:

HRS Support Team
Tel.: +49 (0) 9522 301 30 92 — Email: meeting@smartbilling.com

25
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SECTIONS -
ADDITIONAL SUPPORT P

HRS CONNECT USER
RESOURCE HUB

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/.



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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