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What’s new?
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Effective December 1st 2025, the supplier request steps will change.

Process improvements include:

The approval workflow will be integrated into SAP and will be visible to users.

Access to a DUN & BRADSTREET database will be provided to facilitate searches.

Vendor request will be no rejected (except Coperama), in case missing or wrong info the request will be returned to the 
requestor to be corrected 



Transaction Vendor request
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Effective December 1st 2025, the supplier request process will change and will be carried out through the same transaction 

but it will change. Once you execute ZMM_VENDOR_REQ. The screen you will see is:

Vendor TAX number

Vendor country ISO Code

SAP centre code

Once filled these three mandatory data click in search so the system will return the vendors available with this data, if the

result of the search has too much results, you can adjust the search filling the rest of the data in this order: City, Region, BP 

name, Postal Code, Street name 



Transaction Vendor request

5MINOR HOTELS  |  New SAP MM transaction: Vendor request 

Case 1: Vendor appears in tab SAP and in green

Case 2: Vendor appears in tab SAP with a yellow triangle

Case 3: Vendor does not appear in tab SAP but appears in D&B tab



Transaction Vendor request
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Case 1: Vendor appears in TAB SAP and in green

In this case the vendor is available for the company code and purchase organization of the Business area filled. No action is needed.
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Case 2: Vendor appears in tab SAP with a yellow triangle

Vendor is available in SAP but no extended for your BA. So, you need to request the extension of the vendor. 

Select the vendor you want to extend and click in the button 
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Case 2: Vendor appears in tab SAP with a yellow triangle

Once you click Extend Vendor, you will be directed to a screen displaying the supplier’s preloaded data in SAP. You will need to 

navigate through the various tabs to complete the missing information required for the extension. Let us proceed tab by tab.

TIP 1: As it is an extension always select 

reason request 07

TIP 2: To make easier the processing of your request, be as explicit as 

possible when describing the need for this supplier.

Tab: Header data

In this tab, you will see the data currently stored in the system for this supplier. Only the payment terms will be editable, and you 

must complete the Reason Request field, explaining why this supplier is required.
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Case 2: Vendor appears in tab SAP with a yellow triangle

Tab: Bank Data

It will appear the bank details of the 

vendor already existing in SAP, if 

you need to add an extra bank 

account, please fill the data and click 

in the clip to attach the needed 

document. See how to do it in the 

next slide. 

If not needed go to the next tab.
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Case 2: Vendor appears in tab SAP with a yellow triangle

Tab: Bank Data. Attaching the documents

Once you click the paperclip icon, a new window will appear. In this window, click the yellow square, in the menu select Create…

and select Create Attachment (Step 1) and select the file you need to attach from your computer. After attaching the file: Click Save 

(Step 2) then click Back (Step 3).
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TIP: The attachment must be a PDF 
document and it must be saved 
locally on your computer. Documents 
stored in the cloud may cause an 
error to appear
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Case 2: Vendor appears in tab SAP with a yellow triangle

Tab: Purchasing Data

This tab will only appear in case you have selected an industry code A or X

In this tab, you have to fullfill two concepts:

The currency the vendor will use to invoice you 

The mail where the vendor want to receive the Purchase orders

TIP: Double check the purchasing mail is 

the correct one, if not the vendor will not 

receive the PO number that is mandatory 

to process the invoice
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Case 2: Vendor appears in tab SAP with a yellow triangle

Tab: Fiscal Data

In this tab, you will have to fill the mandatory fiscal data if it is needed by legal requirements of the vendor or the country.

If not needed leave it in blank

If you have doubts, ask your BU tax team.
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Case 2: Vendor appears in tab SAP with a yellow triangle

Once you have completed and reviewed the necessary data for the extension, click the Save button. Your extension request will be

created, and the system will provide you with a request number as confirmation.
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Case 3: Vendor does not appear in tab SAP but appears in D&B tab

Vendor is not available in SAP so you need to request the creation of the vendor. 

Select the vendor you want to extend and click in the button 
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Tab: Header data

In this tab, you will have to fullfill all the 

required data:

Case 3: Vendor does not appear in tab SAP but appears in D&B tab

TIP 1: As it is a creation 

NEVER select reason 

request 07 

TIP 2: If you are not a 

Coperama member NEVER 

select reason request 08

Once you click Create Vendor, you will be directed to a screen with several tabs. You will need to navigate through the various tabs 

to complete the missing information required for the creation. Let us proceed tab by tab.
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Tab: FI /MM

Payment terms: will be the standard ones for the company code of your BA. If needed it can be changed but you will need to 
attach the financial director (the same way as you attached the bank account documents)

Industry: This will determine the kind of vendor (FI, MM or FI&MM) you can only select the A, B or X types

Vendor Type: Select if the vendor is Capex, Mixed or Opex

Tax number

VAT Reg no

Reason request: select the reason why do you need the vendor

Reason comments: To make easier the processing of your request, be as explicit as possible when describing the need for this 
supplier.

Financial email: mail where the vendor wants to receive the financial information, communications, payment advices

Credit note mail: mail where the vendor will receive the credit memo request if it is the same of the financial mail, please fulfill 
with this data

Case 3: Vendor does not appear in tab SAP but appears in D&B tab
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Tab: Bank Data

You will need to complete the bank 

data information. For accounts with 

an IBAN, only this field is required. 

Once the information has been 

entered, click the paperclip icon to 

attach the supporting 

documentation. For instructions on 

how to do this, go the the next slide

Case 3: Vendor does not appear in tab SAP but appears in D&B tab
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Tab: Bank Data. Attaching the documents

Once you click the paperclip icon, a new window will appear. In this window, click the yellow square, in the menu select Create…

and select Create Attachment (Step 1) and select the file you need to attach from your computer. After attaching the file: Click Save 

(Step 2) then click Back (Step 3).
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TIP: The attachment must be a PDF 
document and it must be saved 
locally on your computer. Documents 
stored in the cloud may cause an 
error to appear

Case 3: Vendor does not appear in tab SAP but appears in D&B tab
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Tab: Purchasing Data

This tab will only appear in case you have selected an industry code A or X

In this tab, you have to fulfill two concepts:

The currency the vendor will use to invoice you 

The mail where the vendor want to receive the Purchase orders

TIP: Double check the purchasing mail is 

the correct one, if not the vendor will not 

receive the PO number that is mandatory 

to process the invoice

Case 3: Vendor does not appear in tab SAP but appears in D&B tab
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Case 3: Vendor does not appear in tab SAP but appears in D&B tab

Tab: Fiscal Data

In this tab, you will have to fill the mandatory fiscal data if it is needed by legal requirements of the vendor or the country.

If not needed leave it in blank

If you have doubts, ask your BU tax team.



Transaction Vendor request

2 1MINOR HOTELS  |  New SAP MM transaction: Vendor request 

Once you have completed and reviewed the necessary data for the creation, click the Save button. Your request will be created, and 

the system will provide you with a request number as confirmation.

Case 3: Vendor does not appear in tab SAP but appears in D&B tab
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Vendor does not appear in  the search

In the exceptional case that the supplier does not appear in the search, try refining the search by including all possible fields and 

confirming the details provided with the supplier. If despite that the supplier still does not appear in the search, you may request 

MDM to review this supplier by using the button
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Vendor does not appear in  the search

A new window will pop up and you have to fill all the data in the screen and click in the button 



Transaction Vendor request monitor: ZEY_VENDOR_REQ
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To check the status of your request you have to access to the transaction: ZEY_VENDOR_REQ

In the filter screen you can filter by several fields as shown below

TIP 2: TEAM: Select All to see the step 

where is your request

TIP 3: STATUS: Select  the In progress 

and completed box

TIP 1: Filter by Business Area (SAP center 

code) to see your hotel request.
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Once filtered this is the result of the report. You can see in which status it is your request and when is the last step managed

Request 

number

Team 

involved
Status

If your request is 

returned by one of the 

teams the request will 

return to the 

requestor. The 

requestor has to enter 

in this transaction and 

click in the vendor 

request number to 

amend what it was not 

correct, save it and the 

process will start. 

Transaction Vendor request monitor: ZEY_VENDOR_REQ

Reversion 

reason

Vendor 

name

Only in the case Coperama rejects you will have to create a new request, so it is important the reason 

request to avoid wrong rejections form Coperama



Next steps
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Last vendor and material request in SAP: November 24th 9:00 a.m. CET

No access to vendor and material request transaction between November 24th and December 1st. Plan in advance all your 
request

New transaction available December 1st

DON’T PANIC:

TOGETHER WE CAN HANDLE IT
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Thank You
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