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SECTION 1
ACCESS THE COUPA 
PORTAL
Step 1: Login to Coupa and 
navigate to the Catalog section

Step 2: Select HRS Meetings & 
Events. You will be redirected to 
HRS CONNECT to begin your 
meeting booking request. 
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Connect automatically creates 
an account if one does not 
already exist.

https://newwork.hrs.com/


SECTION 2
SEARCH 
PAGE OVERVIEW

Step 3: 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.

*Coupa configuration serves as the source of truth for user 

profile information and preferences upon login.
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SECTION 2
SEARCH PAGE 
OVERVIEW

Step 4: 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 5: Enter the meeting 

destination, date, number of 

participants and seating style.

Step 6: Click “Search Now” to 

further define the meeting 

requirements.
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SECTION 3
DEFINE CRITERIA 
& SEARCH

Step 7: 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 8: Review the summary and select “Search 

Now” to view the venue results list.
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SECTION 4
FIND VENUES
Step 9: 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 10: Click on the venue name to view 

the venue’s profile.

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



SECTION 4
FILTERS & 
SORTING

Step 11: Refine your hotel 

search by selecting specific 

brands, chains, or star ratings to 

match your preferences.

Step 12: 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 13: Click on 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.

12*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 how payment for each service 

will be handled. You have the option to 

toggle each service to be either pre-paid by 

the master company account, or on-site 
upon arrival

13*Option date is the window after receiving an offer when the venue holds the space for you to make your decision. If you make a booking before the option date, it is immediately binding. If 
you would like to book an offer after the option date, the supplier is required to reconfirm your request-to-book.



SECTION 5
REQUEST OFFERS

Step 20: Select “Request offer” to send the 

request to the selected venues.

Step 21: You will receive an email confirming 

that your request was submitted to the 

business email address in your profile.
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SECTION 5
REQUEST OFFERS

Step 22: Select “Edit Request” to update 

meeting details before making the final 

booking decision. 

Step 23: Review the updated information and 

save your changes. The updated request will 

be shared with suppliers for review.
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Note: You can modify request details without creating a new request, helping keep all communication and updates within Connect.



SECTION 5
REVIEW RECORDS
Step 24: 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 (excluding 

weekends).

Step 25: In case the offers are not fitting your 

preferences, you can forward your request to 

more suppliers.

16
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 26: 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. 

• Negotiations can be used 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 in Comparison 
View. 

17Note: Some services may display a “ Third Party " label, indicating that the service will be fulfilled by an external provider rather than directly by the venue.
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SECTION 5
SELECT OFFER

Step 27 (continued): Review negotiated 

offers in 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 the negotiation request. 

• Select the preferred offer to proceed with 

confirmation. 
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SECTION 5
SELECT OFFER

Step 28: To download a PDF of the offers, 

click the ellipsis and then download 

Step 29: From the pop-up, select whether 

you want to download a PDF of an individual 

offer, or the offer comparison
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SECTION 6
PURCHASE ORDER

20

Step 30: Before booking your chosen venue, 

obtain a Purchase Order (PO) through 

Coupa  for the total event cost. Important 

details to keep in mind:

• The provided quote does not include taxes, or additional fees 

therefore request a PO up to 40% higher than the quoted 
amount.

• Please add a comment to your requisition to ensure smooth 
approval flow: “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.

*Please note: Expired offers can be reopened by requesting a new option date in Connect. Additional extension requests can be submitted if the supplier does not respond before the 

response deadline. You can request an extended Option Date as shown in Step 18.



SECTION 6

PURCHASE ORDER
CONTINUED

21

• Step 31 (continued): In Coupa, do not use 

the Payment Agreement section unless 

instructed by HRS. 

DO NOT USE SECTION

21



SECTION 6
PAYMENT
DETAILS

22

Step 32: Once you have obtained a PO, 

you can proceed with the "Confirm 

and Book" process. 

Sanofi's preferred payment method is 

“Corporate Payment”, which will 

trigger the Coupa Pay process. 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 33: 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 34: Enter the Purchase Order 

(PO) number.

24
Please note: Coupa will be integrated with HRS connect for automatic PO generation at a later date.

Please fill the below details

PO Number

12345678

24



SECTION 6
PAYMENT
DETAILS

Step 35: Review the payment 

information.

Step 36: Review the provided 

modification and cancellation 

conditions.

Step 37: If all is correct, select 
“Confirm & Book” to complete 

your booking.

25

Please fill the below details

PO Number

12345678

25



SECTION 6
CONFIRM AND 
MANAGE 
BOOKINGS

Step 38: Review your booking 

confirmation and manage your 

reservation from the confirmation 

page.

Step 39: Download a PDF of the 

booking confirmation by clicking 

“download.”

26Note: Use Edit Booking to modify a confirmed booking. Booking changes can be requested up to 24 hours before the meeting. 
26



SECTION 6
CONFIRM AND 
MANAGE 
BOOKINGS

Step 40: Use Book Again to create a new 

request based on a previous meeting, helping 

save time when planning similar meetings and 

events.

Step 41: Review and update the pre-filled 

details as needed before submitting the new 

request. 

Note: Book Again copies the previous request setup and requirements, but does not copy venue selections, offers, or the previously booked hotel. A new sourcing process will be created for the 

request. 27



SECTION 7
MANAGE AND 
APPROVE
INVOICE

Step 42: After service is provided, the 

venue will send an invoice directly to 

HRS. 

Step 43: HRS will send you an email 

containing a link to your digitized 

invoice. Click the link to review and 

approve the invoice.

28Please note: You will receive an email from meeting@paperless.hrs.com. 

planner@sanofi.com

28

mailto:meeting@paperless@hrs.com


SECTION 7
MANAGE AND 
APPROVE
INVOICE

Step 44: The invoice approval page 

provides an overview, highlighting any 

discrepancies between the invoice and 

the contract.

Step 45: Switch the radio button to the 

right to approve services or left to 

reject services. 

29
Please note: You can forward the invoice to a second-level approver's email address for further review.

4200 Innova ti on Wa y, S uite 200 447 M adison Av enue, N ew York

$ $

$

$ $

$
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SECTION 7
MANAGE AND 
APPROVE
INVOICE

Step 46: If all services are approved, 

select “Approve All” to confirm 

invoice.

Step 47: If any services are rejected, 

the hotel is automatically notified, 

and the rejection process is 

initiated.

30
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

$ $

$ $

$
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SECTION 7
MANAGE AND 
APPROVE
INVOICE

Step 48: After your approval is 

released, the invoice is sent to Coupa 

for final approval, after which payment 

will be released to the venue.
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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://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/
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