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Type of suppliers
(According to the way they invoice )

PAPER & SCANNED 
INVOICES

ELECTRONIC INVOICES

WEB EDI

Payment release for Portal Vendor Invoices
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When we search for the attached invoice and

we found no invoice, it can be possible that we have

a payment release from a Portal Vendor invoice*.

* If you want to check if a vendor is a portal vendor you can use SAP transaction ZMM_VENDORDATA

Payment release for Portal Vendor Invoices
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In order to start using “B2B Conecta”, you need to enter the following URL and log in with our access credentials*: 

https://www.b2bconecta.com/nh/login.htm

*If you do not have the credentials, please open a JIRA ticket and select the following category at the NH SERVICE DESK
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To download an invoice, you must select the option “Invoice Query”.
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You will see the screen shown below:

You can include one Hotel’s name or several 

Hotel´s name separated by the symbol | .

You can can select a specific country to show all the 

orders created by hotels from this country.

You can include one Invoice number or 

several invoice numbers separated by 

the symbol | .

You can include one Order

number or several order numbers 

separated by the symbol | .

You can include one reception number

or several reception numbers separated 

by the symbol | .

You can include one packing slip 

No. or several packing slip No. 

separated by the symbol | .

You can include a minimum

and máximum amount
You can can select a specific Invoicing 

date date using only the Invoicing date 

from filter or you can select a period of 

time using both options Invoicing date 

from & Invoicing  date to. 

You can can select a specific invoice date 

using only the Invoice date from filter or you 

can select a period of time using both options: 

Invoice date from & Invoice date to. 

You can can select a specific invoice´s status to show all the orders with this 

status. 

You can include one Supplier’s

name or several Supplier´s name 

separated by the symbol | .

You can can select a specific 

country to show all the invoices 

sent for this country.
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Once you have the desired filters selected, you have to click on the buttom Search, located in the lower right margin of your screen to

see the results
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The results will appear in the screen as seen below.

To download the PDF you only need to click on the PDF format in the Options Column
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If you have any further questions or if come across an incidence which is not contemplated in the current guide, please, do 

not hesitate to contact the electronic invoicing specialist of your country/region. To this effect, see below the email addresses:

Spain: Einvoicing.spain@nh-hotels.com

Italy: Einvoicing.italy@nh-hotels.com

Germany: Einvoicing.germany@nh-hotels.com

Benelux: Einvoicing.benelux@nh-hotels.com
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2. Click in the name WF we want to substitute

3. Click in “Create substitute”     .

1. Inside Workplace menu, click in “Settings” and “Maintain 

substitute”.
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4. A new window will apear, and we sil search the SAP user we want to be

the substitute. We can search by SAP User, by last or first name…. , aftef

finding the substitute click in it in order to select it
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6. Indicate the validity of the substitution and click substitution 

active.

7. Save

9. Later we can activate or deactivate substitute, just in the Workflow menu: Settings Workflow settings 

Activate-deactivate substitute. 

8. A new sindow will appear where we can confirm the

substitute is activated.
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We can also approve PO in the app SAP Fiori

More info about how to install or the manual of this 

app in the Nh Digital Knowledge Workplace:

www.nhorganization.com

How to delegate Workflows in SAP
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THANKS!


