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Section 1

Create account
Step 1: Visit HRS CONNECT and 

enter your email to create a new 

account. In the next tab, click on 

“Sign up as a booker or planner”.

Step 2: Enter your name. All 

communications will be sent to the 

email address you provide.

Please note: If you already have an

account, simply click “Login” to log into

HRS CONNECT.
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Section 1

Create account

Step 3: For SSO, enter your company


domain and click “Continue.” You will


be redirected to your company’s SSO


login to sign in with your corporate


credentials.

Please note: If you already have an

account, simply click “Login” to log into

HRS CONNECT.
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Section 1

Create account
Step 4: A verification code link will 

be sent to the email address you 

provided.

Please note: The account verification


email is sent from hrs-noreply@hrs.com
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Section 1

Create account
Step 5: To complete your registration, 

enter the code in the code window in 

HRS CONNECT, mentioned in the 

previous page.

Please note: The account verification

email is sent from hrs-noreply@hrs.com
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Section 1

Login

Step 6: To login to your account, you 

enter the email or username 

belonging to your account on the 

login module, then you can choose 

either to login via one time password 

emailed to you or login with 

password instead. You can always 

reset your password if you forgot it.

Please note: The account verification

email is sent from hrs-noreply@hrs.com







Section 2

Search page

overview

Step 7: Set your preferences:

→ Language Selection: you can change 

the interface language by clicking the 

hamburger menu in the top menu.

→
Profile Settings: By clicking on profile, 

you can update your personal details. 

These settings will be used in system-

generated emails and communication.
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Section 2

Search page

overview

Step 8: Choose your search option:

→ Meeting Rooms: Select to search for


meeting spaces. Bedrooms will be an


optional add-on with this selection.

→ Groups: Select "Groups" for sleeping


accommodations of more than 10


rooms per night.
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Section 3

Define criteria &

search

Step 9: Enter the meeting destination,


date, number of participants and


seating style.

Step 10: Click “Plan Details” to 

further define the meeting 

requirements.
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Section 3

Define criteria &

search
Step 11: Use the toggle to select either Individual

Pricing or a Meeting Package.

→ With Individual Pricing, you can configure and

price each component of your meeting

separately.

→ With a Meeting Package, you bundle the

meeting room, standard equipment, food, and

beverages, depending on the duration of your

meeting, for example half-day or full-day.

→ If a meeting room is required and more than

10 people are attending, the Meeting Package

is automatically preselected.

→ Use the pencil icon to adjust services or add

additional services.

Step 12: Review the summary and click “Search

now” to view the list of available venues.
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Section 4

Add venues to

shortlist

Step 13: Scroll to see venue results


based on meeting criteria.

Step 14: Click on the name of the


venue to view the profile.
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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

Benefit loading

Step 16: Negotiated corporate benefits


are displayed directly on eligible venue


cards in the search results, including


selected free benefits, discounts, and


VIP perks. Select “View All” to open the


complete benefit list, grouped by

category; no benefit badge is shown


when no benefits are available.
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Section 4

Find & reserve

locations

Step 17: Refine your hotel search by

selecting specific brands, chains, or


star ratings that match your

preferences.

Step 18: Choose how you would like

to sort your results, either by


“Recommended” (curated

suggestions) or by “Distance from the

searched location.”
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Section 4

Add venues to

shortlist
Step 19: Select “Request for offer” to

shortlist additional venues*.

Step 20: Once shortlist is completed (with

a minimum of 3 venues), select “Go To

Request” to request multiple offers.

Step 21: Click on the hotel name to see

hotel details.

* Please note: To increase your odds of

receiving acceptable bids, you must

select 3-5 venues on the shortlist.
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Section 4

Find venues

Step 22: Click on the meeting room


name to view space details. Scroll to


view venue description, amenities,


and more.

Step 23: 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.
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Section 5

Request offers
Step 24: Select the payment type for each

service: “Paid centrally” or “Paid by attendee on-

site.” For example, meeting services can be paid

centrally while accommodation is paid by

attendees at the venue.

Step 25: For bedroom requests, select “Book

accommodation as call-in allotments” if

attendees should reserve their rooms

individually from the allocated room block.

Step 26: Select “Add comment” to provide

specific instructions for the accommodation, or

enter general information for the venues before

selecting “Request offer. Note that comment

fields won't be priced.
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Section 5

Request offers
Step 27: 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 28: Select “Request offer” to send the

request to the selected venues.

Step 29: You will receive an email confirming that

your request was submitted to the business email

address in your profile.

* Please note: Option Date refers to how long

an offer will be valid once received.
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Section 5

Review records
Step 30: 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 31: 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.

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 header of your

dashboard.
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Section 5

Select offer
Step 32: 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.
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Section 5

Select offer

Step 33 (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

Edit requests

Step 34: After sending a request, select


“Edit request” from the booking overview


to update details such as dates, location,


participants, accommodation, meeting


rooms, equipment, food and beverage, or


additional services. On the search results


page, venues from the original request


remain selected, but you can remove them


or add other venues before resubmitting.
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Section 6

Edit requests

Step 35: In the Comparison View, you


can see each offer version and


compare the changes. Previous offers


remain available and can still be


selected, so editing the request does


not remove the original offers.
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Section 6

Confirm & manage

bookings
Step 36: If your company requires approval

above a defined booking amount, enter the

designated approver’s email address and select

“Add approver” and “Send to approval.” The

booking remains pending until the approver

accepts or rejects the request.

Step 37: Complete the required additional

information, including the entity name, attendee

type, and confirmation that you are acting in

accordance with your company’s travel policy,

before selecting “Confirm & Book.”
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Section 6

Confirm & manage

bookings
Step 38: 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 39: Review the modification and


cancellation conditions.

Step 40: If all is correct, select “Confirm &


Book” to complete your booking.
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Section 6

Confirm and

manage bookings
Step 41: 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.
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Section 6

Book again

Step 42: To create a new booking based


on a previous one, select “Book again”


from the three-dot menu in the Follow-up


or Meetings & Groups section, under


either Upcoming or History, or open the


booking details and select “Book again.”

Review and update the copied


information before submitting the new


request.
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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://corporate.hrs.com/connect-kno


wledge-base
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