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SECTION 1
CREATE 
ACCOUNT
Step 1: Visit HRS CONNECT 
and click ‘Register now’ 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://connect.hrs.com/
https://connect.hrs.com/


SECTION 1
CREATE 
ACCOUNT
Step 3: A verification 
link will be sent to the 
email address you 
provided.
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Please note: The account verification email is sent from hrs-noreply@hrs.com  

test@test.com

t@test.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: Set your 
preferences:
• Language Selection: you can 

change the interface language 
by clicking the globe icon in the 
top menu.

• Profile Settings: By clicking on 
the profile icon, you can update 
your personal details. These 
settings will be used in system-
generated emails and 
communication.

 
6



SECTION 2
SEARCH PAGE 
OVERVIEW
Step 6: Choose your search 
option:

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

• Groups: Select "Groups" for 
sleeping accommodations of 
more than 10 rooms. 
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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 select 
Individual Pricing or Meeting Package. 

• With Individual Pricing, you can configure and price each 
meeting element separately.

• With Meeting Package, you can bundle meeting rooms, 
standard equipment, and food & beverage based on your 
meeting duration (i.e. half day or full day).

• If a meeting room is required and there are more than 10 
participants, Meeting Package will be pre-selected for 
you.

• You can use the pencil icon to adjust or add extra 
services.

Step 10: Review the 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 and 
your company policy*.

• Venues labeled “Corporate negotiated” 
means your company has a negotiated 
corporate agreement with the hotel.

• Venues labeled “Corporate 
discounted” means no corporate rate 
exists, but HRS has partnered with the 
venue to offer a Meeting Consortia Rate 
(MCR). 

Step 12: Click on the venue name to 
view the venue’s profile.

10*Please note: Prices are calculated based on the negotiated rates with T&Cs.



SECTION 4
FILTERS & 
SORTING
Step 13: Refine your hotel 
search by selecting specific 
brands, chains, or star 
ratings to match your 
preferences.

Step14: Choose how you 
want to view your results—
either by Recommended 
(curated suggestions) or by 
Distance from your 
selected location.
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SECTION 4
FIND VENUES

Step 15: Click on the 
meeting room name to view 
space details. Scroll to view 
venue description, 
amenities, and more.

Step 16: To request an offer 
or shortlist the venue, select 
“Request for offer”. 

If you have already decided, 
you could also submit a 
booking request from here.

12



SECTION 4
ADD VENUES 
TO SHORTLIST
Step 17: 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 18: Select “Request for 
offer” to shortlist additional 
venues*.

Step 19: 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 20: The option date* is set to a default 
of 7 days. If more time is needed, you can 
request an option date extension.
• Select “Extend Option Date”, choose a new date, and confirm. 

The venue is notified and must approve the extension before the 
offer can be booked.

Step 21: Select “Request offer” to send the 
request to the selected venues.

Step 22: You will receive an email confirming 
that your request was submitted to the 
business email address in your profile.

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



SECTION 5
REVIEW RECORDS
Step 23: If a venue can accommodate the 
request, you will receive an offer confirming the 
space available and pricing. 

• The expectation is for hotels to respond within 48 hours of 
request date, but the system will allow for up to 72 hours 
(excluding weekends).

Step 24: In case the offers do not fit your 
preferences, you can forward your request to 
additional suppliers. You can also change the 
destination of the additional suppliers.

16Please 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 5
SELECT OFFER
Step 25: You can view and compare 
offers in the Comparison View to 
evaluate pricing, terms, and 
availability. 

• Select an offer to confirm your booking. 

• If offer adjustments are needed, click the 
“negotiate” button to request a negotiation 
directly from the offer. 

• You can use negotiations to request revised 
pricing or propose updates to cancellation or 
deposit terms.

• Once submitted, the offer status updates to 
“Negotiation Requested”, allowing you to track 
progress directly in the comparison view. 17



SECTION 5
SELECT OFFER
Step 25 (continued): You can 
review negotiated offers in the 
Comparison View.

• Successfully negotiated offers display 
the savings amount and percentage 
directly below the total price.

• Updated pricing reflects the supplier’s 
approved response to your 
negotiation request.

• Select the preferred offer to proceed 
with confirmation.
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SECTION 6
CONFIRM & 
MANAGE 
BOOKINGS
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Step 26: Define the payment method.

• Either provide or select your billing 
address, or

• If your company is an HRS PRIME 
customer, select the corporate 
payment account

Step 27: Review the modification and 
cancellation conditions.

Step 28: If all is correct, select “Confirm & 
Book” to complete your booking.



SECTION 6
CONFIRM AND 
MANAGE 
BOOKINGS
Step 29: Review your booking 
confirmation and manage your 
reservation from the confirmation page.

• From this page, you can download a PDF 
contract for records and internal 
approvals.

• The PDF contract includes all booked 
services, pricing, terms, and contracting 
details. 

• If changes are made to the booking, an 
updated version of the PDF is generated 
automatically. 20



SECTION 7
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://corporate.hrs.com/connect-
knowledge-base. 
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https://corporate.hrs.com/connect-knowledge-base
https://corporate.hrs.com/connect-knowledge-base
https://corporate.hrs.com/connect-knowledge-base
https://corporate.hrs.com/connect-knowledge-base
https://corporate.hrs.com/connect-knowledge-base
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