Brand Happening at Sephora Manager User Manual SEPHORA

Overview Happening at Sephora Manager (H@SM) is a platform that allows store leadership and brand partners to
book and manage Beauty Services, events, and brand visits. This manual outlines how to navigate the
H®@SM platform.

Table of OVBIVIBW «.eeeeiee et ettt ettt et e et e st e st e e ate e st e e s atee s seesaate e as e e e st eesaseesaseeeasee e aseeamseesaseeaaseeansseeansaeanseesnnneannseesnseennses 1

Contents ACCESSING H@SIM .ttt et ettt et sttt st st s e e st st e s ae e e atesatesatesateeateemteeatesateeaeeeaee 1
H@SM NaVvigation IMENU OVEIVIEW .....ccc.eecueeiieriiierieeieeiteeteesteesteesee e et esseesbeesbee bt e st e st esseenseesseenseesseenseenseenseenseen 1
NOLIfICALION OVEIVIEW ..eiiiiiiiieeeieeeiee ettt ettt e et e et e s ette et e e st e e sabeesnseeaateaneeesaseesnseeenseesnseeenseesnseesnsaesseean 2
Events and ESV Availability OVEIVIEW ......cocuiiiiiiiiiiieiieiee ettt ettt ettt et e bt be e b e bt esbeenseenaees 2
BOOK @ NEW EVENE OF ESV ...ttt ettt ettt s e et e et e et e e s ate e s nstessaesnsbeesnsaesnsaesnsaesnseean 7
Approved and Rejected Brand BOOKEed EVENTS .......cocuiiiiiiiiiiiiiieiieeeeee ettt 1l
CaNCel AN ESV OF EVENT ...ttt st st n s sr e n e st 12
Reschedule and/or edit Visits and FSC EVENTS ....c..cciiiiiiiiiiiiniiieicienteecree ettt 13
BOOKINGS OVEIVIBW ..eeevieiiiieeieeeiie ettt et e s ette s teesateesteesatessteasssaeanseesnseesnsseeasseesnseesnseesnssesnnsassnsesanssesnssesnns 15
RESOUICES ...ttt e e s e e e b s e s aa e s aa e s aaesaae e 17
CONTACT e e e e s s a e e e e b s a e saa e saesaae e 17

Accessing e Each brand has a unique H@SM login link. To keep logins secure, brand leadership maintains login

H@SM information.

e Brand Leadership: Your brand’s unique H@SM link is available in your Brand Visit Survey Folder in
Box (document title Happening at Sephora Manager). If you need help accessing your Brand Visit
Survey Folder, contact your Category and Brand Operations Manager.
e Brand Partners: Contact your leadership for access.

H@SM The H@SM navigation bar has the following tabs available for managing your visits in the upper left-

Navigation  hand corner.

Menu

Overview

User Manual

SEPHORA Atelier Cologne Notifications Availability Bookings Resources

H@sS MANAGER

Notifications

e Displays all visits associated with the brand. Each visit card displays the store number, visit type, date
and time, and world of the visit.

e View the status of visits (e.g., Approved, Rejected, Store Cancelled, Brand Cancelled, No-Show).

e Sort and/or filter by visit date, visit status, country, store, event type, and world.

Availability
e View availability for multiple stores (up to 10 stores) and book visits.

Bookings
e See the calendar view of H@SM in either a daily, weekly, monthly view
e View all visit types (pending review, scheduled, and/or no-showed).

Resources

e Links to external resources reside here.

e Access Brand Education Portal, policies and guidelines, training and onboarding, additional H@SM
resources, and store visit resources.
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Notification

e The Notifications section displays the status of all your visits across all stores.
Overview e View approved events, rejected events, cancelled events/ Education and Sales Visit (ESV), and no-
showed events/ESVs.
e Sort the notifications by visit date or request date.
o Filter the notifications by visit status, the country, by store, visit type, event type, and world.
e Events Only:
o Toview additional details of approved events, select the “View Details” button.
o If you see that an event was rejected and you want to submit a new request directly from
this view, select the “New Request” button.
e To clear a notification out of the queue, select the “X” on the far right.
E-Espmljragé Armani Beauty Notifications (6 Availability Bookings Log Out
Notifications
Sort: Most Recent v Brand Visit Status v Country v Store v Event Type v World v
»5& Brand Event / Wed, Mar 23, 2025, 9:00 AM - 12:00 PM (PST) / Makeup, Fragrance
Embarcadero #382 / Brand Event / Mon, Mar 20, 2025, 9:00 AM - 2:00 PM (PST) / Fragrance, Makeup
Reason for rejection: Scheduling Conflict
Comments: We unfortunately can't accommodate your request. Would Tuesday, March 21st at the same time waork for you?
[ canceveo ]
Laurel Village #1168 / Education & Sales / Fri, May 9. 2025, 12:00 PM - 4:00 PM (PST) Hair
y Plazadale #202 / Brand Event ina Box / Wed, Mar 4, 2025, 12:00 PM - 3:00 PM (PST) / Makeup
[ canceieo ]
Union Street #196 / Brand Event / Wed, Mar 1, 2025, 1:00 PM - 6:00 PM (PST) / Hai
ation: Brand Booked Too Many Visits lew Reques!
Con We nol;ce you've booked five \‘;\ventsy this week. To ensure fair access and availability for other brands,
we're unfortunately canceling this booking.
Fashion Place #618 / Education & Sales / Thu, Jan 18, 2025, 12:00 PM - 6:00 PM (MT) / Skincare
Events and e Booking availability starts one hour after a store’s opening hours and ends one hour before a
ESV store’s closing hours.
Availability e  H@SM reflects brand visit availability based on the store’s operating hours.
Overview

Step | Action

navigation bar.

1 To see availability for a single store or multiple stores, select the “Availability” tab in the

SEPHORA

H&ES MAMNAGER

Armani Beauty s (B

Availability

Bookings
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Step

Action

2

In the full-page Availability view, select “United States”. For ESVs, select “Education & Sales,”

then the world.

Reminder: Brand partners should only schedule one ESV per brand/per week/per store.

Availability  Bookings

Availability

See Brand Visit Availability

Select a country

£ United States ) Canada

Select a brand visit type

Brand Event Brand Event in Box

Select a world

O Makeup
O Fragrance
O Hair

QO swincare

Select up 1o 10 stores to view and compare availability

b ~ | or  Searchby City & State or Zip Gode

For Events, select one of the two options for event types.
e Store-led Brand Event
e Store-led Brand Event-in-a-Box
Then select up to two worlds if you will be eventing in a multiworld category.

Armani Beauty

Avsitability

Availability

See Brand Visit Availability

Select a country

£ United States ) Ganada

Select a brand visit lype

Salect up to 2 workds
O nakevs

[ Fragrance

0 war

[ skincare

Select a brand visit title

Select up to 10 stores to view and compare availability

~ ar

User Manual
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User Manual

Step | Action
3 In the store dropdown menu, search for the store(s) by name or by store number. You can
also search for groups of stores in the same area by typing in the city, state, or zip code of
the area you are looking for.
Search by Store Name or Number
Select up to 10 stores to view and compare availability
|:>.0;\'E.H= ~ ar Search by City & State or Zip Coda
Powell - 58
Search by City, State, or Zip Code
Select up to 10 stores to view and compare availability
oY SLOME ame or store numbe e ar :_.;’an |I iy : o g ‘
San Jose, CA
San Francisco, CA
Santa Clara, CA
Santa Cruz, CA
Santa Barbara, CA
Saratoga, CA
4 Select “Add” next to the store(s) of your choice. The selected stores will appear in the right-

hand menu that says, “Selected Stores.”

RA  mtolior Cologne | Nolfications  Availability  Dockings R
Availability
Selected Stores (310)
Select Up 10 10 SL0rES 10 View AN COMPATS AvaRALAity
160 Broacway #0118
Ve Hewak NY
Scet by Closest Distance St Street 20310
160 Braadway #1118 - aaaaa
s “ ' = 42HD AND MADISON 0304
J— |
PrS—— |
u [ €=
e o
prispegnt
15T 8 BROADWAY #0364

Note: You can select up to 10 stores when viewing availability.

Select “Show Availability” once you have added all the stores you wish to view to your
queue.
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User Manual

Step

Action

5

In the next screen, view the availability for all the stores included in your search. The default
availability view is a monthly view. In the upper right-hand corner, toggle to “Week” or to
“Day” to see a stacked weekly or daily availability view.

e White spaces indicate there is availability for booking

e Red spaces indicate that days/times are fully booked

e Grey spaces indicate that there is no availability
Note: Times displayed are based on the store’s local time.

The “My Criteria” section in the upper left corner is an at-a-glance view of the number of
stores you have selected, along with the visit type you are looking at availability for, and the
world(s) you have chosen.

Monthly Availability View
If view availability for a different month, select the left or right arrows next to the month
range to move back or ahead a month.

O-E[Ai Armani Beauty Motifications (8 Availability Bookings
Availahility Available to book @ Fully booked Mot avallable Times ssstorslocal | Month | Wesk Day
My Criteria Edicriteria ¢ March 21 - April 22, 2025 >
Selected Stores: 1010
P AP
Visit Type: Brand Event M T w T F s -3 M T w T F s 13 3 M T w T F 5 s M T w T F 3 M
Worlds: Makeup. Fragrance 2 22 23 24 25 26 271 26 1 2 8 4 &5 6 7T 8 9 10 11 12 13 14 15 16 17 148 19 20 2 2

Powell ¥58 (PET)

Street, San Francisco, GA 84102 1)

Volume Cada: &

Embarcadero #382 PST)

2 Fr o Genter, San Francisco, GA 8411

o e ¢ II II II II
Emeryville #116 [PST)

26 Biay Street, Emeryvile, GA 94608 {1
Berkeley #1200 ST —.
1785 reet, Berkeley, CA 84710 1}
Fashion Place #6158 (¥T)

6191 5. State Sireat, Munay, UT 8410 [
Volume Cado: B
Station Park #1210 1)

2 Nerth Esst Promentory. Farmington, UT 84025 (0]

Volume Coge: G

=

=h

=f

Downtown Salt Lake #742 (MT)
50 Sauth Man St, #123, Sait Laka City, UT 84101

=h

=
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Step Action

5 Weekly Availability View
(cont) | To view availability for a different week, select the drop-down carrot next to the week
range to select a new week or use the left/right arrows to move back or ahead a week.

Avalabic to ook @ Fuly booked  © Notavaiable Tenes e ciore el Month | Week | Day
Editeriteia ¢ March 21 - March 27, 2025 - >
ores: 8110
Brand Evert mon e wED ™y PRl £ sun
5 Makeup, Fragrance 21 22 2 24 2% 2 F

Powell 458 ST}
33 Powel Street, Sar

Emeryville #116 PST)
526 Bay Strest, Emenyvile, GA 04508 W

1785 Fouth Streer, Berkeley, CA 84710 ]
voluma Gage: €
Downtown Salt Lake #742 (T)

St, #1723, Salt Lke Gity, UT 84101

‘Station Park #1210 1)
1 North East Promontory, Farmmingon, UT 84025 | (i

Daily Availability View
To view availability for a different day, click the dropdown carrot and select a new day, or
use the left/right arrows to move back or ahead a day.

RA  armani Boauty No

ns 8 Availability  Bookings

Availability Available to book @ Fully booked @ Mot available  Tines s storslocsl  Monlh  Wesk | Day

My Criteria Edit criteria £ Monday, March 21, 2025 >
ores: 1010
po: Brand Event

5. Makeup, Fragrance

900 9:30 10:00 10:30 11,00 11:30 1200 12:30 1:00 1.0 200 Z30 300 390 400 430 500 530 600 630 00 T30 HO0 HI0 900
AM MM M AM AM AM PM PM FM  PM BM PM P PM PM PM PM PN M PM P BM PM PM P

Powell #58 STy

=

Volur

L1}
&
]
L1}
Emeryvills #1165 PST)
Barkeley 11200 (PS1)
1785 Fourth Strest, Backsley, CA B4TH0 i
valuma Gads G
Downtown Salt Lake #742 IMT) _
5050 3, Sait Lake Gity. UT 84101 L1}
Fashion Place 7618 M)
81 o Siset, Muray, UT 8410 1)

Station Park #1210 (1)
144 Narth East Promaatory. Fasminglon, UT 54025
Volume Code: €

Note: To remove a store from this view, select the trash can icon to the right of the store
info card. To edit the criteria for the stores selected, select the “Edit criteria” hyperlink in
the upper left-hand corner. This will take you back to the previous screen where you can
edit the world, visit type, and store selection for an updated calendar view.
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Step Action

for booking and to plan your visit to multiple stores

Fully Booked
Embarcadero - #382 (PST)

Not Available

6 Use this overlapping view to determine which stores in your market/area have availability

Hover over the red space to see fully booked information.

Mon, Mar 21, 2025

Hover over the gray space to see “not available” information.

Stonestown - #632 (PST)
Mon, Mar 21, 2025

Hover over the white space to see what time ranges are available.

Wed, Mar 23, 2025

Available Time Ranges x Available Start Time x
Select a time range on the next step. Select a time range on the next step,

9:00 AM - 12:00 PM 6:00 PM

3:00 PM - 6:00 PM Powell - #58 (PST)

Powell - #58 (PST) Mon, Mar 21, 2025

Continue Booking
Continue Booking

Review the steps in the Book a New Event or £S5V section below to book your visit(s).

Book a New Step | Action

Event or ESV 1 From any of the Availability views (i.e., daily/weekly/monthly), select any available
date/time by clicking into the white space. Then select the “Continue Booking” button.

3:00 PM - 6:00 PM

Wed, Mar 23, 2025

Available Time Ranges X Available Start Time X
Select a time range on the next step. Select a time range on the next step.
9:00 AM - 12:00 PM 6:00 PM

Powell - #58 (PST)
Powell - #58 (PST) Mon, Mar 21, 2025

Continue Booking
Continue Booking
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SEPHORA

Step

Action

2

A full-page booking view opens with the visit type, world, store information, and date/time

of the visit pre-filled. To edit any of this information, select the “Edit” hyperlink.
e To see more dates, select the “Expand” hyperlink.

e To change the start and end time of the visit, select the drop-down menu and select

your preferred start and end time.
e Enter the number of brand partners who will be attending the visit
e Under Brand Contract Information:

(0]

If you are the person scheduling the visit, complete the information under
“Scheduling Brand Representative.”

The contact information under “Visiting Brand Representative” section
should be for the representative who will be attending the visit. (Note: This
section is optional, but helpful for stores in case the scheduling brand

partner is different from the visiting brand partner).
o Enter your sales goal for the visit (Event only)
o Enter the purpose/focus of your visit

Event Booking Page
[

SEFHORA
E Hes uanager Armant Beauty

Book a Brand Visit
Brand Visit Info

Erand Esent

.\lﬂcl‘-ﬂ Skncare

A58 [PET)

ret, San Franceco, GA 94102
Reglorc Mormwest | District: San Francisca | olume Sode: B

Date and Time Ex
Sutunday, Mirch 16, 300 AM - 12:00 PM

Saleet e start and and time

o v

00 AN 1200 FM

Brand Reps

How many Brand Faps wil b at the avent?

14

Brand Contact Information

Getwadding B Fepresirtative Wisiling Braeed Ragtanlitive

Sales Goal

Brand Visit Focus
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Step

Action

2
(cont)

ESV Booking Page

= E;,Efm’},ﬁ’.ﬁé Arwani Bty
—_

Book a Brand Visit
Brand Visit Info

Education & Saes
Makitg
Pawal - #58 PST)

33 Powel| Streed, San Francisco, GA #4102
Angion: Northwest | Distit: San Francisoe | Volumea Coda: B

Date and Time
Saturday. Maran 18, 9:00 AM - 1200 PM

Salact tha start and snd tims

vt v

500 AM 1200 FM

Brand Reps

Hew mary Brand Rops wil be at the svent?
Sciec Up 1o ¥

1+

Brand Contact Information

Sonecuing Band Feprsantative Visiting Brand Flapresertativa (o
First N F
L " Last Mar
Email Ak E
Fhing bt P

[ s the s contact information far the Scheduling Brard Repressnlstios and the Viiting Brand Representative

Brand Visit Focus
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Action

3.

Once you have entered all relevant information, select the “Book Now” button. You will
see confirmation that your ESV booking is confirmed or your event request has been sent
to the store.
e If you want to edit your request, select the “Edit” button.
e You can to cancel your ESV or Event request on this screen if needed. Select the
“Cancel Request” link and the store will be notified.

Event Request Confirmation Page

= SEPHORA  amani Beauty x
=

@ Brand Visit Request Sent

lindsay smith@gmail.com.

-
Wed, Mar 23, 2025 Cancel Rec
9:00 AM - 12:00 PM (PST)

Fowell - 58
33 Powell Street, San Francisco, CA 84102
Region: Northwest / Distriet; San Francisce ¢ Volume Cade: B

linds:
(215) 886-8888

Brand Event

Kelly Ancerson
Kelty Anderson@gmail.com
(321) B54.9870

Makeup, Fragrance
2,500

To promota our new spring collction!

Book Another Brand Visit

ESV Confirmation Page

E EEESPM": NO,E EAR Armani Beauty X

© Brand Visit Confirmed

You willreceive a confimation email at lindsay.smith&gmail.com.

[ uecouna ]
Wed, Mar 23, 2025 ol Recuest
9:00 AM - 12:00 PM (PST)

Powell - 58 El
33 Powel Street, San Francisco, CA 94102 ——
Region: Northwest / Distiict: San Francisco / Volume Goda: B Lingsay Smiin
vt findsay. smith@grmail com
Education & Sales Visit (215 BB8-a538

Kelly Anderson

Kelly Andersontigmail.com

Makeup
: (321) 654-9870

NA

Book Another Brand Visit

Select the “Book Another Brand Visit” button to be taken back to the Availability calendar
to continue booking the rest of your visits among the stores you have selected.

User Manual
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Approved and e Store leadership approval is only needed when brand partners request Store-Led Brand Events.

Rejected e Brand partners will receive an email notification when their request has been sent to stores, when
Brand Booked the request has been approved/rejected, or if their visit has been cancelled.
Events e All brand-led events must be approved before they happen to properly track reporting. Store

leadership will review and approve requests within 48 hours of receiving them to ensure brand

partners know they are approved to come in for the visit.

e FSC events and ESVs are automatically approved. Brand partners will receive email notifications

only if visits are cancelled or rescheduled.

Action

Image

When a brand partner requests a Store-Led
Brand Event, they will receive an email notifying
them that the request has been sent to the
store.

Email Subject
Thanks For Your Brand Visit Request, Armani Beauty

SEPHORA

Thanks For Your Brand Visit
Request, Armani Beauty

Brand Visit Type: Brand Event
@ Date & Time: Tuesday, April 2, 2024, 10:00 AM -
1:00 PM
Store: Sephora Pacific Commons
‘Confirmation Number: DIO983190340

Thanks for submitting a request for an event at our store!
‘We’'ll get back to you shortly.

e If store leadership rejects an event request,
the brand partner is notified via email that
the request was rejected. The email will
include a reason for the rejection. If the
store has included additional comments,
they will also be included.

e The rejection email is sent to the scheduling
brand partner’s email. If a visiting brand
partner’s contact information/email were
included at the time of booking, they will
also receive a cancellation email.

Email Subject
We're Sorry, Armani Beauty. Your Brand Visit Request Was

SEPHORA

We're Sorry, Armani Beauty. Your
Brand Visit Request Was Rejected

Brand Visit Type: Brand Event
'ﬁ Date & Time: Tuesday, April 2, 2024, 10:00 AM -
1:00 PM
Store: Sephora Pacific Commons
Confirmation Number: DIO983190340

Unfortunately, the store has rejected your request.

The reason for rejecting the event request:
[dropdown reason]

The store provided these additional comments:
[insert comments]

We apologize for the inconvenience. Please go to
Happening At Sephora Manager to request a new visit.

e If store leadership cancels an event or ESV,
the brand partner is notified via email that
their visit was canceled. The email will
include a reason for the cancelation. If the
store has included additional comments,
they will also be included.

e The cancelation email will be sent to the
scheduling brand partner’s email. If a visiting
brand partner’s contact information/email
were included at the time of booking, they
will also receive a cancelation email.

Email Subject
We're Sorry, Armani Beauty. Your Brand Visit Was Canceled

SEPHORA

We’re Sorry, Armani Beauty. Your
Brand Visit Was Canceled

Brand Visit Type: Brand Event

ﬁ Date & Time: Tuesday, April 2, 2024, 10:00 AM -
1:00 PM
Store: Sephora Pacific Commons
Confirmation Number: DIO983190340

Unfortunately, your upcoming brand visit was canceled.

The reason for brand visit cancelation:
[dropdown reason]

The store provided these additional comments:
[insert comments]

We apologize for the inconvenience. Please visit
Happening At Sephora Manager to book a new visit
soon.
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Action Image
If store leadership approves the brand-led event
. . . . See You Soon, Armani Beauty! Your Brand Visit Request Was
request, a confirmation email will be sent to the Approved
scheduling brand partner’s email address. If a SEPHORA
visiting brand partner’s contact information was
included at the time of booking, they will also See You Soon, Armani Beauty! Your

receive a confirmation email. Brand Visit Request Was Approved
Brand Visit Type: Brand Event
ﬁ Date & Time: Tuesday, April 2, 2024, 10:00 AM -
1:00 PM
Store: Sephora Pacific Commons
Confirmation Number: DIO983190340

Your request was approved by the store. We can't wait
to see you soon!

Next Steps to Prepare for Your Event Day:
« Schedule an Education and Sales Visit (ESV) prior to
your event date (2-3 weeks in advance if possible).
+ ESVs focus on educating store employees by
building key consultation and selling skills; find ways
to connect your training focus to the upcoming event.

Cancel an ESV Step | Action
or Event 1 Brand partners can cancel ESVs and Events directly in H@SM. Go to the “Bookings” tab at
the top of the navigation menu.

Note: Events that are pending approval can be canceled if needed.

2 In the upper right-hand corner, select the store where you need to cancel your visit.

3 Find the visit you want to cancel on the calendar. Approved visits are a solid color-block.
Pending visits are striped color blocks.

Note: Approved visits and those that are still pending approval can be canceled by the brand
partner, if needed. Click into the space of the visit you want to cancel to open the visit
details.

4 Select the “Cancel Visit” button.

LN MAKEUR X
Armani Beauty - 1517
Brand Event in a Box
B Saturday, March 26, 2024
@ 2:00 PM - 600 PM 4 hrs

Brand Visit Information

Brand Visit Title
Armani Exclusive in-Store Event

Sales Goal
$2,500

Brand Visit Focus
We would like to sale as many make up palettes as we can!

Brand Rep Headcount

Scheduling Brand Representative
Lindsay Smith
Lindsay.Smith@armani.com
(301) 888-8888

Visiting Brand Representative
Kelly Anderson
Kelly.Anderson@gmail.com
(321) B54-9870

Note: Edits are not accepted within one week of the brand visit.

Cancel Visit
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Step | Action
4 e Once the visit is canceled, the scheduling brand partner will receive a cancelation
(cont) confirmation email.

o The pending/scheduled visit will no longer appear on your calendar.

o The visit will also disappear from the store’s calendar.
Reminder: Brand partners should cancel visits at least 48 hours prior to the visit date.
If a brand partner isn’t able to cancel the visit directly in H@SM within the 48-hour
window due to unexpected circumstances, brand partners can cancel a visit in the
H®@SM calendar any time leading up to the visit start time.

o Example: If an event is scheduled to start at 1:00pm, the event can be canceled

up until 12:59 PM.

If you are unable to cancel your visit in H@SM, notify the store via email to let them
know you’re unable to attend. Store leadership will take the next steps to ensure the
event has been canceled properly and that FSC has been notified of the cancelation.
If you’re unable to cancel your visit and you don’t notify store leadership that you can’t
attend, you will be marked as a “no-show” in the system.
The no-show status will be visible in the notifications tab of the brand partners and
stores H@SM page and will be reported to FSC.

Reschedule
and/or edit
Visits and

FSC Events

User Manual

e If a brand partner needs to reschedule or edit an ESV or event, they can use the edit feature from the
visit confirmation page in H@SM or from the calendar view, but only if the brand partner booked the
visit themselves.

e Brand partners may edit visits up to one week from the visit date.

Accessing from the Confirmation Page
Select the “Edit” button in the upper right-hand corner.

H
H

EPHORA  prmani Beauty X

@5 MANAGER

@ Brand Visit Request Sent

You wi vea email at

Wed, Mar 23, 2025 Gancel Request

9:00 AM - 12:00 PM (PST)

Pawell - 58 3

33 Powell Street, San Francisco, CA 94102 o ard

Region: Northwest / District: San Francisco / Volume Code: B Lindsay Smith

y , lindsay smith@gmail com
Brand Event In a Box {215) 888-8888
Kelly Anderson
Kelly.Anderson@gmail.com
{321) 8549870

Makeup, Skincare
Armani Exclusive In-Store Event
$2,500

A

Baok Anather Brand Visit
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Accessing from the Booking calendar
* In the booking calendar, locate the visit you want to edit/reschedule and click into the colored time

block.

= A pop-up modal will appear with all visit details.

= Select the “Edit” button.

SEPHORA

APPROVED § MAKEUP I SKINCARE

Armani Beauty - 1517
Brand Event in a Box

B Wednesday, March 23, 2025
© 9:00 AM - 12:00 PM 3 hrs
~" RSVP: 0

Brand Visit Information

Brand Visit Title
Armani Exclusive in-Store Event

Sales Goal

$2,500

Brand Visit Focus
Lorem ipsum dolor

Brand Rep Headcount
3

Scheduling Brand Representative
Lindsay Smith
lindsay.smith@gmail.com
(215) 868-8888

Visiting Brand Representative
Kelly Anderson
Kelly. Anderson@gmail.com
(321) 654-9870

Confirmation Number

QX992YZLXZ

e Selecting “Edit” from either the confirmation page or the booking calendar will open a full-page view

of the visit details.

o Editable fields include the date/time, number of brand partners, brand contact information,

sales goal, and brand visit focus.

o Fields that cannot be edited are visit type, world, visit title, and store. If any of these fields
need to be changed, brand partners must cancel, then rebook.
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Brand Visit Focus

*  When complete, select the save changes button.

» |f a store booked a visit on behalf of the brand partner, the brand partner won’t be able to edit the
date and time. If a brand partner needs to edit a visit that a store booked on their behalf, the brand
partner must cancel and then rebook.

e FSC events are scheduled and pre-booked on behalf of stores by FSC. Although FSC events cannot be
booked by brand partners, store leadership can reschedule an FSC event or visit due to store
availability issues.

Bookings o Select the “Bookings” tab in the navigation menu to view all your scheduled visits in a calendar
Overview view.
e In the upper right-hand corner, select the store where you want to view your scheduled visits.
e You can view your visits in a Daily, Weekly, or Monthly view.
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Resources Refer to the Brand Partner Policy (Brand Portal > Tools & Resources > Guidelines > Brand Partner Policy)
for additional information about brand visits.
Contact ESVs Email BrandEducation@sephora.com and include the following information to the best of
your knowledge:
e For H@SM technical issues.
o Last known date and time system was working
o Date and time issue began
e For H@SM visit booking availability issues:
o Screenshot images of the impacted day/time within your brand H@SM calendar
for data not appearing how it should
o Date and time of visit
o Copy of email confirmation, if applicable
Events | Contact your Store Events Manager and include the following information to the best of
your knowledge:
e For H@SM technical issues:
o Last known date and time system was working
o Date and time issue began
e For H@SM visit booking availability issues:
o Screenshot images of the impacted day/time within your brand H@SM calendar
for data not appearing how it should
o Brand details (name, visit type, event title, etc.) if applicable
o Date and time of visit
o Copy of email confirmation, if applicable
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