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DWP (DIGITAL WORKFLOW PLATFORM — GENERAL PRINCIPLES AND BENEFITS “—*

1 DWP is just a platform to be used by Hotels or NH BU Admin to manage certain
communications between NH and the Shared Service Center (SSC) that
currently are handled by email-

- Thus, by using this new process, we will be much more efficient as:

* We will have fully auditable workflow for issues and queries resolution
* Able to retrieve and display images of all scanned/ingested and
uploaded documents along with stored information, resolution/query

input and document history
JAs from go live date, any item to be resolved for following workflows (WF) will
be covered through DWP:

* Petty Cash

* Front Office reconciliation
* Prepayments

e Customer remittances
 Billing discrepancies

BUILDING UP THE NEW NH NH



DWP (DIGITAL WORKFLOW PLATFORM — GENERAL PRINCIPLES AND BENEFITS “—*

Hotel user will be able to access the items for WF’s above either from the link
on the received email or directly logging on a regular basis into the DWP tool
(web access).

However, it is important to remark that resolution of the issue escalated MUST
be done all the time through DWP tool , that will allow the user to attach
documents, include comments and selected buttons to communicate to the
SSC.

BUILDING UP THE NEW NH NH
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“DWP — Document Types”

RESPONSIBLE

SSC HOTEL
ACTION TO | ACTION TO
TAKE TAKE
Document type (Business l’ l’
Transactions) UPLOAD | UPLOAD
TODWP | TO DWP
| WD
1. Credit Card Discrepancy X
2. Cash Discrepancy X
3. Bank deposit X
4, Petty cash X

BUILDING UP THE NEW NH NH
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“DWP Document type: Credit Card Discrepancy” FRONT OFFICE -

v SCC on a weekly basis uploads credit cards discrepancy and assigns to the hotels for
their review

v’ The hotel must:
» Review latest version of excel template/-s attached (Attachment section)

- B C 5] E F = H

File Name ES10 0027 (002).xIsm

Card Type EUROCOMEX_Month

Day 2015 Year 2015

Co Code ES10 BA 0027

Currency EUR

Total Deposit Received

SAP Documen t Number

Unpaid Inveicesfinvoices Mot Part of Deposit 2.892.91 Deposit without

SAP Documen t Numb ~ [Doc Type |~ |[Doc Date| .| [Card Ty ~ | Amount | - |[Inveice Numbe ~ [HOTEL COMN ~ 4TS

Fan0s70633 LS 0903 2005[ WISA 108,80 4027002920 ELIROCOME » 27.0

Fian0s7oe13 LS 09.03 2015[ WIS4 02,80 [4027002307 ELIROCOME = 031

Fianos7oe1E LS 09.03 2015[ WIS4 02,80 [4027002306 ELIROCOME < 12.C

Fan07 79915 b 2803 2015[ VIS4 17E. 94 [4027004355 ELIROCOME = 17 .C

FE007 99 I 28032005 VISA 62,02 [4027 004356 ELROCONER T5.C

FB01064080 I 23042005 VISA 233,680 [4027006053 ELROCONER T5.C

F01260807 K. 0052075 VIS 94,67 (4027007494 ELRDCOME R 30.0

Fo0TzE22r K. 16,05, 2075 VISa 68,42 4027008069 ELRDCOME 30.0

a0t 2470 K. 29.05. 2005 VISA 142,20 (4027008971 ELRDCOMER 21.C
1| FE0Erzan I, 29.05.2075| VISA 42,19 [4027008972 ELRDCOMER 22.0

FE0Trze1a1 I, T.05.2075 VIS A 127,49 [4027500565 CHARGEBACK EL

FE0Tr43333 03 12.06. 2005 VISA 122,38 [4027010097 ELROCOMER 21.C

» Update the template, save new version, reattach to the case (Attachment section)

» In case there are Credit Cards payment made for AR invoices, attach one
additional template:

Payment Invoice Last 4 numbers of thr |Supporting doc
Co code BA |Customer Namddate Amount number Credit Card credit card provided?
ES15 0332 |TOURICO |25.08.2015| 2.966,62 | 169214|VISA [##++++2357 |'ves

» Always provide the requested information in New Comment section:

New Comment:

test comment

» Return to SSC

BUILDING UP THE NEW NH NH
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“DWP Document type: Credit Card Discrepancy” FRONT OFFICE —

v’ SSC on a weekly basis uploads credit cards discrepancy on the platform and at the end
of the day an email summarising all the open cases is sent to the generic email address:

italsharedservices.com
S5C - Administration - Mew Notification

o Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message

Do not reply to this email address.

Dear colleague,

The following item has been sent to you in the 1ast 24 hours and require your action *

Active link ReadCnly Link URN: BU Business Area ID Business Area Name Document Type Workflow Reason:

(RIR) - CC
Discrepancy/fPennding itlems
on holels CC account + updated
overvew attached

ES10NH COLLECTION

~ick He . o 2EE " "
Click Herg Click Here 8800000255 SPAIN 0094 EURCEUILDING

(RIR) Credit Card Discrepancy

Flease click on the “Active Link" in case you want to perform the action: in case you just want to read the case, click on “Read Only Link™

It you want to see all your pending notifications that need your action glick he.fe.‘*._

Flease take action before 3 working days, If no action is taken you will receive a reminder.

Many thanks for your cooperation

Kind Regards %

NH Hotels Shared Services Center

v’ At the same time a new case is created under «My Cases» in real time:

Fasamney |

L | 9 betps. preprodcocumentilonmanigerusa. 3+ m ACEWELLF IV G ] 22 DIWP i Hatel: [ * o

accenture

Waork Quews Management | Uipload Search | Adminntration

. FRONT NH COLLECTION EURDBUILDING

i) Wiorkow

Exra Cutsion - 2200000255 ) Credit Caed ES10 A8 SPAIN 004 112018 RiR) - CC

BUILDING UP THENEW NH | BERSIORES




“DWP Document type: Credit Card Discrepancy” FRONT OFFICE ¢
u

v'Pops up the following screen enter user name and password

E=REC
C’ https://preproddocumentflowm.. O v @ AccenturelL.. & | (& DWP NH Hotels Login ‘
H + T k

DWP NH Hotels

Log On Digital Workforce Platform
Your one-stop-shop for your invoice/document processing and management activities. This tool provides you and your team with the features and functions necessary to

Username sort, perform data entry, and to inifiate the necessary workflow to process your invoices and documents easily and quickly
l galipienzo [ ’ )
Password | Forgot Password? / /
|00..0.00| l &

Log On & \

v'DFM will open the case or URN.

BUILDING UP THE NEW NH NH



“DWP Document type: Credit Card Discrepancy” FRONT OFFICE _,l

v’ Clicking on the case, the hotel can see the message from the SSC and download the file
received:

NWelcome:, FRRONT NH COLLECTION EUROEUILDANG L ool
O B Back i S5 Redsct 4 Back o S5C R Ak sign Save Dwaf
ﬁ:éi—e s Owder Craabed -
Db fro M0
]
- X- pl heres
ol el ST

Merwe Cormmem:

- Comments History:

C.SDiE . DB O - |Fn1"lul,_ulllg,g_l-- EIAMIE'E'-T

(R - GO Discrepancy P ennding ibémes on hotels $O account +
e ated OneEr

L = 5 fgarienst 1

EUROBUILDING] N ATTACHMENT, CREDIT CARD
DISCREFPANCY FILE, PLEASE RESPOND

e achs prego - | Fri 301 12016 7-51:07 AM CST

BUILDING UP THE NEW NH NH Hc




““DWP Document type: Credit Card Discrepancy” FRONT OFFICE t—ll

v’ Once the file has been reviewed and filled in with all the necessary information MUST
be saved as version 2 and attached to the case again:

Welcome: FRONT NH COLLECTION EUROBUILDING Logout

MY R Ras OO/ - MR Basrk in OO5S - Acewin o yvah
UK&BAXWOOOLU Rl & BaK 0SSO0 Re-ASSN odave Lrafl

" URN: 8800000255
0] Genersl Hestory Exira Queshon Altachments
HEC
*  Credit Card Issues Template ARDI 0420 APRIL TO OCTOBER 2015x08d ¢ sobs preago 2016 7 7
24) A8 :
E Credit Corg tssues_Templste AROI 0430 _APRIL TO OCTOBER 2015 FRONT 0094 . FRONT NH COLLECTION VIR016 80122
ERSION 2 xisd (24) k8 EUROSUILDING AM

BUILDING UP THE NEW NH NH ¢
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“DWP Document type: Credit Card Discrepancy” FRONT OFFICE -
v' In the general tab, a New comment must be added and then press OK & Back to SSC:

Aelcomme FIRONT NH COLLECTION EUVROBLIILCHMNG L Sl

e Save Drafl
o~
A ac hirenits [%
T e st ~ard D TuT Totat
SuTgmney Coocle [= n] i HOT ESParla Y
R = Db i
Budchi ds
Busane-ss Lt =,
Sursimess S O < 1 DILLECTEC ELNRCEILNILD S
= Sice Cneated
= of Salkes Oorder Cnsa
mhe ar
Cabe bo 3 Fanlls
o al e
= of GOEr BEemes
New Coamimes s (
B AT TACHMEM LEASEF D THIE HNE TEMFLATE WITH
O T
ot

BUILDING UP THE NEW NH NH



“DWP Document type: Credit Card Discrepancy” FRONT OFFICE —

v’ Then, the case is send back to the SSC, and there is no further action related to that
case for the hotel:

accenturennerations

Work Queus Management | Upload | Search | Admimsiration

Welcome: FRONT NH COLLECTION EUROBUILDING « | Lagout

| Workfigw

N0 Cases

My Cases L\)

BUILDING UP THE NEW NH NH HOTEL GROUF



“Document type Bank Deposit” FRONT OFFICE —

Deposit slip should be uploaded in the tool at the same day that the Bank deposit is
done

Example Deposit Slip to be sent as attachment:
BBVA

As minimum, once a week the hotel should deposit the daily cash received from
clients in the bank

The period included in the Bank deposit should be indicated on the deposit slip

v In the Case, the following concept should be specified:

FO CASH + Period of the cash transaction that have been deposited dd/mm — dd/mm +
Company SAP code to which it belongs + Hotel SAP code (Business Area) + Center City,
for example: FO CASH 01/01 — 01/01/2014 ES010031 ALMERIA.

BUILDING UP THE NEW NH NH



“DWP — Document Type: Petty cash” HOTEL MANAGER/ FRONT OFFICE s

Submission Check Point:
Monthly template should be UPLOADED no later than D+1 (12:00h)
The exact date of the expense should be informed in the template.
The correct concept of the expenses should be selected.
One line in the template should be one expense.
All the expenses should have supporting document.

The amount informed in the template should be the total amount of the invoice/ receipt
(non deductible VAT).

BUILDING UP THE NEW NH NH
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“DWP — Document Type: Petty cash” HOTEL MANAGER/ FRONT OFFICE s

v Monthly template should be UPLOADED no later than D+1 (12:00h)

accentureoperations

Work Queue Management Upload Search Administration

Single Work [tem

Manual Upload

@ Upload
(OtC) Manual Inveoice creation request Upload Mh ND CEJ.SES

{OTC) Metting Upload Mh

(RiR) Fixes Assets request Upload Nh

{RtR} GL Journal Entry Request Upload Nh
| (RtR) Petty cash Upload Nh |

(RiR) Prepaid Upload Nh

(RiR)} Redistribution request Upload Nh

(RtRAOIC) Balanc elexpense transfer requestUploadtH

BUILDING UP THE NEW NH NH
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“DWP — Document Type: Petty cash” HOTEL MANAGER/ FRONT OFFICE s

NH HOTELES ESPANA, SA

v

v

BUILDING UP THE NEW NH NH



T~

“DWP — Document Type: Petty cash” HOTEL MANAGER/ FRONT OFFICE ——

v'The case has now been created and there are no further actions from hotel to be taken:

accentureoneration:

Work Queue Management || Upload | Search | Administration

: oo L\) Welcome: FRONT NH COLLECTION EUROBUILDING (IN- Legout
Manual Upioad
4 Upload RN

(OtC) Manual Invoice creation request Upload Nh ¢ 5500000254 RIR) Petty cash SPAIN 0054 Normal Imee &

(QTC) Netting Upload Nh

{PtF) TAE Upload Mh ) )
R e tems per page: |10 W
(FRIFR) Fices Assets request Upload Nh . !
{Rift) GL Joumal Eniry Request Upload Nh
(RtR] Petty cash Upload Nh

(Rift) Prepaid Upload Nh

(RRift) Redistribution request Upload Nh

(RIFRUIOLC) Balancefexpense transfer requestUploadhH

-y - - ———— s

accenture |

Work Queue Management Jpload Search Administration

Welcome: FRONT NH COLLECTION EUROBUILDING

o Workflow

No cases

My Cases [}

BUILDING UP THE NEW NH NH Hc
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“DWP — Document Type: Petty cash” HOTEL MANAGER/ FRONT OFFICE s

v'The SSC might request additional information which could be missing after reviewing the
files received, in this case under my cases it will be appear again the original Unique
Reference Number:

accenturennerations

Work Queue Management | Upload | Search | Administration

Welcome: FRONT NH COLLECTION EUROBUILDING

Workflow

My Cases

BUILDING UP THE NEW NH NH



““DWP — Document Type: Petty cash” HOTEL MANAGER/ FRONT OFFICE

v'Hotel goes back to the case and looks at the latest comment, in this case SSC is
requesting to attach an additional receipt:

Welcome: FRONT

~ S
OK 8 Back 10 SSC Reject 8 Backto SSC  Re-Assign Save Draft
LJ
8 00 A
Business Unat SPAIN
réa 0054 NH COLLECTION EUROBUILDING

My Cases > 8800000254

Date fr
N .
jorkflow and ) t
ssign to P
o eee Moa: s a New Comment:
wEDS ¥ TEL
IF © RBICS240
1 1M i
WOKIC 3
212016022414
¢ 4 ie
NHOUOS160%53%
1O JONWL BURGFA
1 8 20 JUR 23
CERTIFICACION 3% 72 ‘
} a3 of RECTE Comments History:
acust OE REC
§.1 348 LA 2 Fri Y1172
Et
Fri

BUILDING UP THE NEW NH NH Hc



“DWP — Document Types: Petty cash” —

v'Hotel goes to the tab attachments to include a new attachment in .pdf format
accentureoper

Work Queue Management Upload Search Administration

Welcome: FRONT NH COLLECTION EUROBUILDING Logout
My Cases = 8800000254
OK&Back 10 SSC Reject&Back1o3SC  Re-Assign  Sawe Draft
k = URN: 8800000254

{) Genersl History Extra Question Aftachments

v After select, the new attachment is included in the case. Attachment cannot be removed
once uploaded. If something is attached by mistake, it will be held in the case for audit
purposes, however several files can be attached without limit.

BUILDING UP THE NEW NH NH HOTEL GROUP



“DWP — Document Type: Petty cash” HOTEL MANAGER/ FRONT OFFICE s

accentureoperati

Welcome: FRONT NH COLLECTION EUROBUILDING Logout
My Cases > 8800000254

v Optionally hotel writes a comment and press OK & Back to SSC

New Comment:

YES. THE MISSING RECEIPT HAS BEEM ATTACHED. T

BUILDING UP THE NEW NH NH



“DWP — Document Type: Petty cash” HOTEL MANAGER/ FRONT OFFICE s

v After sending the case, the folder my cases is empty again:

accentureoperations

Woark O&It Management Uplaac Search Administration

Welcome: FRONT NH COLLECTION EUROBUILDING

Workflow
No cases

My Cages

BUILDING UP THE NEW NH NH
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“DWP — Document Types”

RESPONSIBLE

SSC

HOTEL

ACTION TO TAKE

ACTION TO TAKE

|

UPLOAD SEND
TO DWP EMAIL
Document type - Business * =R
Transactions — y
1. Customers Remittances X
2. Prepayments
3. Billing discrepancies X

BUILDING UP THE NEW NH

NH




“DWP — Document Type: Remittances” FRONT OFFICE g

°

source

DWP email ingestion = ARCollectionsNH@digitalsharedservices.com

» Any remittances send by the customers and their supporting documents, commission

invoice, debit notes sent as usual to ARCollectionsNH@digitalsharedservices.com
mail box.

» SSC will create a case, to clear the open invoices and will reconcile customer
account.

BUILDING UP THE NEW NH NH HOTE
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“DWP — Document Type: Prepayments” FRONT OFFICE ¢

v'SSC check bank statement and identifies a prepayment
v'SSC create a case with all information available at bank statement.

v'An email notification is sent to hotel generic mail box.

From: DWP.mailer.Nh @digitalsharedservices.com Sent:  martes 15/03/2016 12:34
To: =
Cc
Subject: S5C - Administration - Mew Motification
S L0 2c 0 30 41 5161+ 7 1 B 1+9: 1 10 I 18- | 13+ | 13- | 14 | 15 | 16+ | 17 ( 18 | 19 | 20 | ‘ZL+ | 22 | 23 | 24 1 25+ | 36 | 27+ | 2B+ | 25 | 30 |31 132 | 33 1 34 | Jade
K RN XN EE KN XN N RN NN AN KN KRR R TS O RE X N TR T XMy ZN TS IR KN TP TR TR TR TN RF- THRF JNRF TRF-THKF TRRF TNRE-TNKE HREXRF 5;
Y

Do not reply to this email address.

Dear colleague,

The following iterm has been sent to you in the last 24 hours and require your action.

Active link ReadCOnly Link LIRN: BU Business Area ID Business Area Name Document Type ‘Workflow Reason:
Click Here Click Here 7700000007 SPAIN o002 ES.](];:;:(;%EZ)’:D DE (OtC) Prepayments Prepaym(e?ﬂtt?!ﬁlgmice not
created yet
Flease click on the "Active Link™ in case you want to perform the action; in case you just want to read the case, click on "Read Only Link".
If you want to see all your pending notifications that need your action,click here.
Flease take action before 3 working days. If no action is taken you will receive a reminder.
Many thanks for your cooperation.
Kind Regards
NH Hotels Shared Services Center
MAE Bt e e L il i - e -

v'By clicking on active link hotel log in DWP to resolve the case.

BUILDING UP THE NEW NH NH ¢




“DWP — Document Type: Prepayments” FRONT OFFICE ¢
u

v'Pops up the following screen enter user name and password

E=RE0A X )

(é https://preproddocumentfiowm.. @ v @ AccenturelL.. @ & DWP NH Hotels Login

N7

nH IOTEL GROUI HH : : nnow Hesperia

DWP NH Hotels
Log On . Digital Workforce Platform
Your one-stop-shop for your invoice/document processing and management activities. This tool provides you and your team with the features and functions necessary fo
Username | sort, perform data entry, and to inifiate the necessary workflow to process your invoices and documents easily and quickly
l gsiipienzo i /\
Password | Forgot Password? /
|00..0000| l g

Log On &

v DFM will open the case or URN.

BUILDING UP THE NEW NH NH ¢



“DWP — Document Type: Prepayments” FRONT OFFICE

accenture

Work Queue Management Upload Search Administration
Welcome: Ismael Galipienzo Logout
= 7700000007
Image is not available or Image is in wrong
status. OK & Back to SSC Reject & Back to S5C  Re-Assign Save Draft
 URN: 7700000007 ’
Guidance
To create an invoice
U-Sa'elal *, History Extra Question Attachments
Header Information [Workflow Authorisation Flow DummyLines]
Document Type: (OtC) Prepayments
Company Code: ES10 NH HOTELES ESPANA, S.A
Drocument Reference 031215/STATUS.A
Diocument Mumber o.oo
Receipt Diate: 3152018
Document Amount 0.00 EUR
Document Mumber (SAP) 1500050066
Additional Fields
Business Unit SPAIN
Business Area oooz2 MH CIUDAD DE ZARAGOZA
Country SPAIN ES
Priority Mormal
SAP Document Type BM
Customer 1D [SAF)
temn Description PREPAYMENT
N
Ebrs Mk FEAD b dnbn
£ »

v'All information about prepayment is on header URN.

BUILDING UP THE NEW NH NH




““DWP — Document Type: Prepayments” FRONT OFFICE

J Key fields

v'Long text: customer name and remarks on bank

transfer.

v Amount: amount paid by the customer.

v'Posting date: bank transfer date

Entry Date {SAP system date)
Local currency

Local currency 2

Local currency 3

Localizer! Booking File

(127312015

[EUR

lq:ng Text

TRAMSFEREMCIAS; MY

Posting Date ﬁj 12202015
Posting ey |EII

Clearing/Billing Date
Account
Amount in local currency 2

Amount in local currency 3

|£33'E?jj

[0.00

0.00

Amount in local currency

Assignment
Text

SAP User Name
Clearing Doe

Payment/invoice Date

|
|
|
|
|
|
[-522.18 l
[1512030002378002 |
PGIES ZARAGOZA 5 L]
[xaccscooosT? |
| |
| |

BUILDING UP THE NEW NH NH Hc




“DWP — Document Type: Prepayments” FRONT OFFICE ¢

v'Hotel check prepayment and creates in TMS/NHS

v'To resolve the case.

v'Click on line information to edit the case.

Work Queue Management | Upload | Search | Administration

Welcome: Ismael Galipienzo Logou!
(OtC) Prepayments Workflow = 7700000007
) N 4 =]
OK & Backto S5C Reject & Backto S5C  Re-Assign  Save Draft
Assignment 1512030002378002
i
|. SAP User Name XACCECO008TT
il Clearing Doc
I
i Payment/invoice Date I:I
i
!
\ Line Information
! || | | | | I v | || & | |
| | | | | | || [ | | N |
| | | | | | | [ | | ER |
[ [ [ | [ | [ | [ wl | [ = | |

BUILDING UP THE NEW NH NH HcC




“DWP — Document Types: Prepayments” l

v'Hotel indicates invoice number
v'Invoice date

v'Choose the appropriate match code, in our example “billed”

Line Information

\EPAYMENT CREATED

v'Save your work ' s .. .

OK & Back to SSC Reject & Back to SSC Re-Assign
' i T

Save coding

W orkflow Comments

Assign to POGC:

MNew Commernt:

Comments History:

m r- OTC - All Business Units/Areas (Mansger) | Tus
ar 8 B:27:52 AM CST

=) repaymenti/invoice not created yet

LA to i.galipienzo - Process Lead]

BUILDING UP THE NEW NH NH HOoTE



“DWP — Document Type: Prepayments” FRONT OFFICE ¢

L VERY IMPORTANT

v'Click on ok & back to SSC, to close the case.

accenture

Work Queue ManagenEnt

Upload Search Administration

ggkflow = 7700000007

Heject & Back to 35C  He-Assign Save Draft

|

||

||

|
N | |
v'SSC will take care of the case.

BUILDING UP THE NEW NH NH HOTE



“DWP — Document Type: Prepayments” FRONT OFFICE ¢

v'If we go to our cases.

There are no more action pending for our side.

accentureonerations

Woark Oglt Management Upload Search Administration

Welcome: FRONT NH COLLECTION EUROBUILDING

o Workflow
Exdra Gusstion NO Cases

My Cases

BUILDING UP THE NEW NH NH



“DWP — Document Type: Billing discrepancies” FRONT OFFICE ¢

v'SSC identify a billing discrepancy
v'Discrepancy arise from:
» Customer remittance advice (invoice partially paid)

» Customer statement or recovery call from SSC (invoice not paid)

» Rejection or blocked invoices in voxel. (invoice not paid)

v'SSC upload all billing discrepancies on DWP.

Each billing discrepancy will generate a single case to be resolve by the hotels.

BUILDING UP THE NEW NH NH HOTEL GROUF




“DWP — Document Type: Billing discrepancies” FRONT OFFICE

v'An email notification is sent to hotel generic mail box.

From: DWP.mailer.Nh@digitalsharedservices.com Sent: martes 15/03/2016 12:34

To “ I
Cc
Subject: 55C - Administration - New Motification

AN N K KN XN XN RN XN KN RN KK KRS (TNRS (CNRF TN RF MRS CENRY XN RS CMRE :ANRY INKF CINRF THRF SNRF-TNRF:TNKETNRF TNRF TNRF:ANRF INKF-TNRE THRE CNRE-TNRE:T

Do not reply to this email address.

Dear colleague,

The following item has been sent to you in the last 24 hours and require your action.

ES10NH CIUDAD DE (01C) -

ZARAGOZA

created yet

Active link ReadOnly Link LRM: BU Business Area ID Business Area Mame Document Type ‘Waorkflow Reason:

Click Here Click Here 7700000007 SPAIM oooz (OHC) Prepayments Frepaymentiifinvoice not

Flease click on the "Active Link™ in case you want to perform the action; in case you just want to read the case, click on "Read Only Link™.
If you want to see all your pending notifications that need your action click here.

Flease take action before 3 working days. If no action is taken you will receive a reminder.

Many thanks for your cooperation.

Kind Regards

NH Hotels Shared Services Center

v By clicking on active link hotel log in DWP to resolve the case.

BUILDING UP THE NEW NH NH




“DWP — Document Type: Billing discrepancies” FRONT OFFICE ¢
u

v'Pops up the following screen enter user name and password

E=RE0A X )

(é https://preproddocumentfiowm.. @ v @ AccenturelL.. @ & DWP NH Hotels Login

N7

nH IOTEL GROUI HH : : nnow Hesperia

DWP NH Hotels
Log On . Digital Workforce Platform
Your one-stop-shop for your invoice/document processing and management activities. This tool provides you and your team with the features and functions necessary fo
Username | sort, perform data entry, and to inifiate the necessary workflow to process your invoices and documents easily and quickly
l gsiipienzo i /\
Password | Forgot Password? /
|00..0000| l g

Log On &

v DFM will open the case or URN.

BUILDING UP THE NEW NH NH ¢



“DWP — Document Type: Billing discrepancies” FRONT OFFICE

. ) =1l
OK & Back to S5C Reject & Back to S5C Re-Assign Sawe Drafi
[ = -
I URM: 7710000022 I v

_‘_,Gere'el = History Extra Question

Header Information [Waorkflow Authorization Flow 1 DummyLine]
Document Type: iC ) Discrepancy
Company Code: D4T1530361_HOTEL EXPLOITATIEMAATSCHAPFILI DIEGEM MW
Document Reference 4202041852
Document Mumbear BED2100004107020181
Document Date 02022015
Reoceipt Date: 28042016
Document Amount 122.00 EUR

Additional Fields.
Busimess Unit BEMELLIX
Busimess Area o202 MNMH BRUSSELS CITY CENTRE

. . JUMBOD TOURS ESPAT

Sustomer 10 e (SA -
Customer Mamsa ( Pl A SL SU
" — " client confirms that this invoice hawve to be L
=m meserptien nvoiced to JUMBC TOURS FRAMCE S.A o
Request Date |21 0452015 |
Local curmrency |EL,:! |
Amount im local currency |125 oo |
Raferencse Key 1 (Reservation p——————
Fumber) [1272502s |
FPartially Paid |:|
Discrepancy Reason ||‘.—' ssing Inwoice Information |

Line Information

< Cire ote = Mo bCe S Crepanc wtio »

[ — - — I 1 I 1

v'All information about discrepancy is on header URN.

BUILDING UP THE NEW NH NH HOTEL GROUF




““DWP — Document Type: Billing discrepancies” FRONT OFFICE

L Key fields

v'Document Reference: Invoice number.
v'Document date: invoice date.

v'Document Amount: invoice amount and currency
v'Customer id / customer name

v'Item discrepancy: Reason for billing discrepancy,

customer does not agree on prices, customer fiscal .

is not correct...

v'Reference key 1: TMS reservation number

v Partially paid: if this check box is flagged means
the customer the invoice partially, if it’s unflagged

the invoice is fully unpaid.

iy

—J

Header Information [Workflow Authorisation Flow 1 DummyLineg]

Document Type:

Company Code:

[OHZ) Discrepancy

BED2 0471530361_HOTEL EXPLOITATIEMA

Document Reference

4202041858

Document Mumber

BEO2100004 107820181

Document Date

0222016

Receipt Date:

26/04/2016

IEI ocument Amount

123.00 EUR

Additional Fields

Business Unit

Business Ares

BEMELUX
0202 MH BRUSSELS CITY CER

Customer IDVMame (SAP)

JUMBO TOURS ESPA?

&

Itern Descrption

client confirms that this invoice have to be y
nvoiced to JUMBD TOURS FRANCE S.A. L¥

Request Date
Local currency

Amount in local currency

[21/0412018

|ELH

Reference Key 1 (Reservation
Mumber)

|

|

[123.00 |
—1

IFar.iaI y Paid

U

Discrepancy Reason

Missing Invoice Information |

BUILDING UP THE NEW NH NH




““DWP — Document Type: Billing discrepancies” FRONT OFFICE

—_— L I—I
OK & Back to SSC  Reject & Back to S5C Re-Assign Save Draft

Business Unit BEMELLIX

Business Area 020z HH BRUSSELS CITY CENTRE
. . JUMBO TOURS ESPAT?

Custom O e [SA

Customer IDVMame (SAF) A SLSU

client confirms that this inveice have to be

o ~
tem Description nvoiced to JUMBO TOURS FRANCE S.A.

Request Date |21'E-4-'23'E- |
Local currency |EL.=! |
Amount in local currency | 123,00 |

Reference Key 1 (Reservation pp—
w1 imesens [12725028 |

Mumber)
Partizlly Paid (]
Discrepancy Reason |r.-' ssing Invoice Information |

Line Information

ar Tuna ®

II—-‘I.-CI-IQEiFl-‘.:‘De Cats V_ . . I

Save coding

v'Hotel reviews customer comments about the discrepancy.

BUILDING UP THE NEW NH NH HoOTE




“DWP — Document Type: Billing discrepancies” FRONT OFFICE

v'In this particular case customer requires new invoice to another fiscal
data.

LY | - 4 I—I
OK & Back to S5C Reject & Back to 55C Re-Assign Save Draft

Business Unit BENELLX
Business Area o202 MH BRUSEELS CITY CENTRE
. . JUMBO TOURS ESPAT
= Dy = [SA
Customer Mamea { P} ASLSU
¢ Descrint client confirms that this invoice have to be Y
=M escnphien nvoiced to JUMBD TOURS FRANCE S.A.  w

Reqguest Date |21'E—4-’23'E- |
Local currency |EL=-'. |
Amount im local currency | 123,00 |

Reference ey 1 (Reservation
Mumber})

Fartially Faid

O

Discrepancy Reason |r.-' ssing Invoice Information |

Commission Discount

Crrigimal Imvoice is Correct

Others

Wrong % Discount

Wrong Charges | arenders ~redit Mote Is . T ——— e Mierrana ey Besnlebion
v e ¥

Save coding

BUILDING UP THE NEW NH NH




“DWP — Document Type: Billing discrepancies” FRONT OFFICE ¢

v'Action to take:

Cancel invoice in TMS and invoice correct PID: for this example
customer requires Invoice to JUMBO TOURS FRANCE, instead JUMBO
TOURS ESPANA.

L
DK & Back to S5C Reject & Back to SSC  Re-Assign Sav%mﬂ
Busimess Unit BEMELL
Business Aresa Dz0z2 MH BRUSSELS CITY CENTRE
JUMBO TOURS ESPAY

Customer IDFMame (SAP) .
- A A SLSU
client confirms that this invoice have to be

tem Diescrption nvoiced to JUMBO TOURS FRAMCE S.A.

Lo
o

Reguest Date |2 10472016 |
Local currency |EL=!'. |
Amount in local currency | 123,00 |

Reference Key 1 (Reservation J———
. 12725828

Mumber)
Fartially Paid |:|
Discrepancy Reason |r.-' ssing Invoice Information |

Commission Discount
Original Invoice is Correct
Others

Wrong % Discount

Save coding

BUILDING UP THE NEW NH NH HOoTE




“DWP — Document Type: Billing discrepancies” FRONT OFFICE ¢

v'To resolve the case:
Select from the drop box reason WRONG INVOICE DATA

It’'s mandatory to click on Amended and inform credit note a new
invoice generated.

Discrepancy Resolution it’s a free text to communicate SSC the action
taken.

Line Information

Error Type * H:e: Cradit Mote Issued New Invoice |ssued Discrepancy Resolution
.42E-E'T'\r'\r'\r'\r' .ew invoice issued to Jumbao :'I

Save coding

v’ Save coding.

BUILDING UP THE NEW NH NH HOTEL GROUF



““DWP — Document Type: Billing discrepancies” FRONT OFFICE ¢

v Click on go back to SSC to finish the case.

i ) LU=l
QK & Back to 35C JReject & Back to S5C  Re-Assign Save Draft
Business Unit BEMNELUX

Business Ares 0202 MH BRUSSELS CITY CEMTRE

. . JUMBO TOURS ESPA?
Custom ] =
Customer IDiMame (SAP) ASLSU
client confirms that this invoice have to be

o A
tem Liescrption nvoiced to JUMBO TOURS FRANGE S.A.  w

v’ After sending the case, the folder my cases is empty again.

accentureonerations

Work Oglt Management Upload Search | Administration

Welcome: FRONT NH COLLECTION EUROBUILDING

o Workflow

Exdra Quastion NO Cases

My Cases

BUILDING UP THE NEW NH NH ¢



“DWP — Document Type: Billing discrepancies” FRONT OFFICE ¢

v'In cases that the hotel do not agree with the customer reasons.
hotel will select from error type from drop box the following items.

** Original invoice is correct

s* Others
In those cases discrepancy resolution reason is mandatory to complete.

Amended tick box can not be flagged as no new invoices are created.

Line Information

orsmat inoioe s coret [ S L] || |

Save coding

BUILDING UP THE NEW NH NH HoOTE



“DWP — Document Type: Billing discrepancies” FRONT OFFICE ¢
| S

v'The hotel can add supporting documents to the case if does agree with customer

o Vouchers

o Email confirmations.

o Any document that SSC will need to collect the invoice pending.

v' To attach files or pdf documents

v' Click on select upload the document from your PC.

Work Queus Management Upload Search Administration

My Cases = 7710000022
OK & Back to SSC  Reject & Back to S5C

Fartially Paid

Discrepancy Reason

Line Information

| Commission Discount o | (|

Save coding

Workflow and Comments

Assign to POC: *

New Commeant-

Mo Attachments

BUILDING UP THE NEW NH NH




“DWP — Document Type: Billing discrepancies” FRONT OFFICE ¢

v'In case that the discrepancy is related to invoice blocked in voxel.

hotel will select from error type from drop box.
** Others

Task to do:

v’ Hotel has to go to voxel web edit the voucher and sent invoice.

Line Information

= * e B e T Micrranenmy B acnlfinm

S5ave coding

v Complete info on DWP save and go back to SSC

v’ End of the case.

BUILDING UP THE NEW NH NH HOTEL GROUF



“DWP — Document Type: Billing discrepancies” FRONT OFFICE ¢

| S
v Important note:
Please select correct error type if requires a correction in TMS:
Commission discount Line Information

Wrong % discount

Crriginal Imvoice is Correct

Others

Wrong Charges Wrong % Discount
Wrong Charges
Wrong Rate

Wronge invoice Data

Assign to POG: ™

Hew Comment:

To remember : amended flag box and credit note are mandatory

Wrong rate

U OB TSESSE

Wrong invoice data

If the discrepancy does not require a correction in TMS select only:

L Original invoice is correct

L Others

To remember : filled out discrepancy reason is mandatory in this case [ 1

BUILDING UP THE NEW NH NH HOTE
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“DWP — Document Types”

RESPONSIBLE

SSC

HOTEL

ACTION TO TAKE

ACTION TO TAKE

|

UPLOAD SEND
TO DWP EMAIL
Document type - Business * =R
Transactions — S
1. PO not released X
2. Vendor Master Request
3. Line splitting X

BUILDING UP THE NEW NH

NH




“DWP — Document Type: PO not released” HOTEL MANAGER ¢

| S
v'SSC cannot post the invoice because PO is not released. The goods/services are ordered
without approval of the PO. SSC will inform the hotel manager:

accenture operations Digital Workforce Platform
Work Queue Management Upload Search Administration
‘Welcome: Ger Opbergen Logout
% Search
Simple Search Advanced Search
[uRn ~|  [1010485057 Search
#
Export
Result to
Exce
\ 1010485057 AVICOLA VELASCO SL 3182016 {PtP} - Invoice /PO Mot Yet released in SAP Workflow

Items per page:

v Click on the URN number

accentureoperations Digital Workforce Platform
Work Queue Management Upload Search Administration
Welcome: Ger Opbergen Logout
% Search
Simple Search Advanced Search
[urn v]  [1w010485057 Search
"
Export
Result to
Excel
\ 1010465057 AVICOLA VELASCO SL 3182016 (PtP}) - Invoice (/PO Mot Yet released in SAP Workflow

BUILDING UP THE NEW NH NH ¢




“DWP — Document Type: PO not released” HOTEL MANAGER

v'You can see the details of the invoice:

accenture

Digital V

Work Queue Management | Upload | Search | Adi

Simple Search = 1010465057

ministration

‘Welcome: Ger Opbergen

VELise

AVICOLA VELASCO, 5L
CARRETERA N-VI KM 84,6
CAMING SAN BARTOLOME SiN
40150-VILLACASTIN - SEGOVIA
E-mail :info@huevosvelasco.com
Teff. 921028200 Fax: 921028201

NH HOTELES ESPARA. 5.4,
Ci ALFONSO GOMEZ, 32
20027-MAGRID

MADRID Nif. ASB511882
HOTEL NH MINDORO

www. hugvosvelasco.com Pagina 1 de 1
Fhm,a Fecha | Cliente [ Facturacion | Forma Pago — TRepresentanta | Gobrador
FARI1708 ‘zmzﬁmm\mmmsa ‘Mensual REPOSICION 120 DIAS |12C
Vencimiento: 301062015
Codigo | Descripeion Lote | Cajes  [cantidad|UM | Precio | Iva| Importe
Albarén| N° ALBH0156 de 17/0272015 (4501251818) B |
000216 ‘HUEVOS WMORENGS L GRANEL 1403 2 s M1z 1300) 04) 7800 |

usG

L)

Edit
= URN: 1010465057
(i ] General History Aftachments
= Header Information [Workflow Authorisation Flow]

Document Type: (PtP) MM Invoices

Company Code: ES10 NH HOTELES ESPARA, S.A
Document Reference 4501251918

Document Number FARMT09

Document Date 2/29/2016

Receipt Date: 3/312016

Document Amount 8112 EUR

Document Number (SAP)

AVICOLA VELASCO SL
CTRA. NACIONAL VI KM 84800:40150.VILLACASTIN; Spsin)

Supplier ID (SAP]

Logout

Work Queue Management | Upload | Search

PtP) MM Invoices Workflow > 1010465057

Administration

Welcome: Ger Opbergen

/1

N = = Nl

= Comment

Viise®

AVICOLA VELASCO, S L

Wy

7

NH HOTELES ESPARA. S

CARRETERA N-VI KM 84.6 C/ALFONSQ GOMEZ, 32 04 MAR 2015

CAMING SAN BARTOLOME SIN 28027-MADRID

40150-VILLACASTIN - SEGOVIA MADRID Nit: AS8511882

E-mail : info@huevosvelasco com HOTEL NH MINDORQ

Teil. 821028200 Fax; 921028201

Wi hUEVOSveLaseo,com Pagina 1 de 1
Factura. Fecha [ Cliente | Facturacién | Forma Page ] Cobrador
FARIT708  |204022016 (70190033 | Mensual | REPOSICION 120 DIAS |12¢

Wencimiento: 30/08/2016

Godigo | Descripcion

Albaran| N° ALBHO156 de 1710212018 (4501251918)
000215 HUEVOS MORENOS L GRANEL
|

Lot | Gajps  [antaad| U | Proci | iva] imporie

|
78,00

2 80| i 1,300 04

Share = "
OK & Backto SSC Reject & Backt0 SSC  Re-Assign  Save Draft
Workflow and Comments
= New Comment:
PO is approved please post the invoice
~
or
~

PO wiill not be approved, please reject invoice

¥ Comments History:

jesus.d pascua - PTP | Fri 3/18/2016 10:47:46 AM GST
(PIF) - Invoice /iiPO Not Vet released in
[Assigned to g opbergen - Process Lead] DUMMY TEST OHLY

InvoiceWorkerAccount | Tue 3/8/2016 1:24:40 AM CST

BUILDING UP THE NEW NH




““DWP — Document Type: PO not released” HOTEL MANAGER ¢

v'Send back to SSC as OK or REJECT:

accentureoperations

Work Queue Management Upload Search Administration

Weilco
(PtP) MM Invoices Workdflow = 1010465057

¥ =) C% 4 ‘ /1 ‘ — - ‘ ez Comment | Share = . =1
: OK & Back to SSC Reject & Backto S5C  Re-Assign Save Draft

BUILDING UP THE NEW NH NH




““DWP — Document Type: Vendor Master Request” HOTEL MANAGER ¢
u

v'In case SSC is not able to request a new vendor because some data (email address, bank
account or VAT number) are missing, the hotel manager has to contact the vendor for the
missing data and has to request the creation of the new supplier in SAP.

v'This is the message, double click on the URN:

accentureoperations Digital Workforce Platform
Work Queue Management Upload Search Administration
lcome: Ger Opbergen Logout
& Workfiow URN S — - = e o . —
EximiGuestion 8800000580 (PtP) Vendor ES10 11201 2016005 SPAIN 0027 11201 (PtP) -
My Cases Master Reguest VDMiEscalated t
NH - Creation
Reguest

BUILDING UP THE NEW NH NH ¢




““DWP — Document Type: Vendor Master Request” HOTEL MANAGER ¢

v'In this case the bank account is missing:

T Comments History:

FeederUser - | Mon 3/21/2016 4:50:08 AM CST
(PtP} - WDM//Escalated to NH - Creation Reguest
[Document routed to business user]

c.solis.prego - | Mon 3/21/2018 447238 AM CST
Miz=sing mandatery information to create reguest in SAP: bank account

v'You can find the image of the invoice in attachments:

i =
OK & Backto S5C Reject & Backto S5C Re-Assign Save Draft

L) General *: History Extra Question Attachments

Header Information [Workflow Authorisation Flow no Lines]
Document Type: (PtP} Vendor Master Reguest

Company Code: ES10 NH HOTELES ESPAFIA, S.A

BUILDING UP THE NEW NH NH




““DWP — Document Type: Vendor Master Request” HOTEL MANAGER ¢
u

v'Contact the vendor for the correct bank account and request the creation of the new
vendor in SAP via transaction /CCSHT/MM_PROVE_REQU.

v'Send back to SSC and add a new comment that creation has been requested:

A= =l
Ok & Back to 33C Heject & Backto SSC  Re-Assign Save Draft
Business Area 0027 NH LAS ARTES
Country SPAIN ES
Priority Mormal

ftem Description
Supplier Complexity

Workflow and Comments
Assign to POC:*

Hew Comment:
creation of new vendor has been requested

BUILDING UP THE NEW NH NH ¢




a

ccnture

In PtP Invoice flow user might be asked to enter line coding information in to respective line fields. This process will be handled by few simple rules in
DFM.

Line fields displayed for Fl and MM invoice will be different

Line information section will be visible only in case SSO user created the line before submitting query to Nh.

GEA user cant modify (increase or decrease) the line amount

GEA user can split within the line amount to create multiple line items with different coding combination

Negative amounts are accepted by the system, as long the sum of all line amounts will close exactly with the initial amount submitted by SSC

team.

uhwnN e

o Line Information

Split | Amount Text GL Account Cost Center Tax Code Comment
Save coding

56
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accanture

If you need to split any line items please use split button B i
o Line Information
Split - Amount Text GL Account -0t Center Tax Code Comment
EN === q S = = I ||
Save coding

1. Click on Add hutton and Fnter 15t value or rate vou want to snlit into.

Original line

Amount Text GL Account Cost Center Tax Code Comment
1,500.00  text 10000000 DEDBS515GS
New line

Amount/%% GL Account Cost Center Tax Code Comment

Split by : Text
I value h . 100 text . 10000000 E DEODG3515GS E . I

Add

Finish Cancel

57




accanture

2. Click on Add button to confirm second line or again split per amount or rate until
Amount for splitting is 00.00.
Once complete click on Finish button.

Criginal line
Amount Text GL Accoun Cost Center Tax Code Comment
1,500.00 text 10000000 DEDBS515GS
Split lines
% Amount Text GL Account Cost Center Tax Code Comment
— 6.67 100.00  text 10000000 DEDB9515GS
- -G66.67 -1,000.00 text 10000000 DEDG9515GS
- 160.00 240000 text 10000000 DEDB9515GS
New line
Split by Amount/S Texi GL Accoun Cost Center Tax Code Comment
I value el . 0.00 text . 10000000 E DEDG9515GS E . I
Add
Finish Cancel

58




accanture

3. When you have completed line splitting, new lines are available for coding updates.

-] Line Information

Split | Amount Text GL Account Cost Center Tax Code Comment
I:l < 100.00 [text | [10000000 | [= [DE069515GS | = | | | |
-1,000.00  [text [10000000 | [= [DE069515GS | [= | | | |

T S — o . -

Save coding

4. In case correction is needed you can always merge back the lines. Mark the respective
lines and click on ‘Merge Lines’ button .

- Line Information

Split = Amount Text GL Account Cost Center Tax Code Comment
U = 10000 [text | (10000000 | [= |DEDG9515GS = | | | |
M <« 100000 [text | (10000000 | = |DE0B9515GS = | | | |
Merge Lines Save coding

59
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