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SAP MM PROCUREMENT PROCESS INTRO
Characteristics

General concepts

Unique ERP Tool for all the
PTP process

Standardized process.

Unique category tree for all
BU’s.

Goods receipts (GR)

The receptions (goods,
services) must be done via
SAP.

The GR implies an automatic
accounting.

Purchase orders (PO)

All purchase orders (PO) must
be done via SAP.

PO’s must be done before the
service is done / goods
received.

Approval flow.

Invoices

Vendors must include the PO
number in the invoice to be
accounted.

Any discrepancy between GR
and invoice will generate an
automatic incidence in SAP.

f Procure to pay dept manages
the Master Data in SAP.

Fast centralized reporting.
k Real time info.

PO, GR, Inventories......
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SAP MM PROCUREMENT PROCESS INTRO

Participants
COPERAMA
Responsible for negotiating prices
and nominated vendors
i

W=

MDM (PTP AREA)

Responsible for the SAP MM
Module data

ADMINISTRATION
(PTP AREA)

Responsible for accounting
invoices

BUSINESS PROCESSES
MM

Responsible for training and giving

support in everything related with

the procurement process

A " &
MINOR ANANTARA AVANI g&‘;jm,_ ¢@axs TH  nicoiecion  mhow TI\/OLI

HOTELS | OTESREsoRTs-stas  HowsSReots  —cowscrion— oM HOTELS T grels HOTELS xereis s aesonis



SAP MM PROCUREMENT PROCESS INTRO
Concepts

Company Code

Legal name of the Hotel Company . E.g.: DKO1 NH STANDGADE APS; ES10 NH
HOTELES ESPANA SA; DEO1 NH HOTELES DEUTSCHL. GMBH ...

Purchase Organization

Set of centers that belong to the same region.
E.g.: DK10 Hovedstaden; DE12 Bremen Niedersachsen...

Business Area

SAP Hotel/Central Serv code. E.g.: 1010=NH Collection Copenhagen.
Every hotel has its own warehouse structure.

Vendor

A person or company that sells goods or services to us, in SAP every vendor
has an SAP number, and it is unique for all the company.

Master Data

Master data is the core data that is essential in SAP, it is created centrally, it
remains over time, but it is updated on a regular basis. E.g.: Vendor is a type
of master data that is used for creating purchase orders.
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Warehouse

Physical warehouse in a business area. E.g.: 1001 Kitchen. SAP Users only can
see warehouses, but the warehouses are related with a COCE except the
general warehouse.

Material

Every article or service that Minor Hotels Europe & Americas procures, stores....
It is the company's central source for reporting and accounting

Transaction

A transaction consists in a code of letters, numbers, or both.
You use a transaction code to go to any task or get a report in SAP.
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SAP MM PROCUREMENT PROCESS INTRO
Overview
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SAP MM PROCUREMENT PROCESS INTRO

Master Data Management: vendors & materials request in SAP Mo,
;' ~ ‘Q{A
.. . . . . . o 13
The process and timing of requesting vendors and materials in SAP is schematically as follows: “‘,‘“\L\‘A g
Ty oS
Y01y
vend ® Approves or rejects
Vendor endor the request Vendor is
AL o/ ki d available in SAP / \
need MADE IN SAP working days to P!
make the decision* :
Since the process can take
4 days (or 8 if it's vendor +
material), if you want to
have it available on time,
the best way to achieve it
. ) * Approves or rejects is to plan in advance!!!
Material r?a::;ails the request SAP End Material is /
need MASE IN SAP * 4 working days.to User available in SAP
make the decision*
¢ © |7
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SAP MM PROCUREMENT PROCESS INTRO
Supplier Data Management: vendors classification

We can classify our vendors depending on 4 characteristics:

1 =H=
@l * Type of agreement we have with them

Invoice classification by Minor Hotels Europe & Americas

e * Way of invoicing

* CAPEXvs OPEX

1) Vendors classification according to the type of commercial agreement with Minor Hotels Europe & Americas:

NOMINATED!
SUPELIERS

Vendors without agreement with NON-NOMINATED
Minor Hotels Europe & Americas. SUPPLIERS
We can work with them to cover _

an operational need, but we must
redirect these consumptions to
nominative vendors if possible.

o\

ol

Vendors  with a commercial
agreement with Minor Hotels Europe
& Americas (Coperama), at the HQ or
BU level, and this agreement defines
prices, rappels, delivery time and
frequency, etc. It is mandatory due
to our purchasing policy to prioritize
working with these vendors.
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SAP MM PROCUREMENT PROCESS INTRO
Supplier Data Management: vendors classification

2) Vendors classification according to the invoice classification by Minor Hotels Europe & Americas:

FI SUPPLIERS

No PO number to be included in the invoice.

Provides any of the following types of goods/services:

Insurances

Utilities (services, waste removal, water, gas, electricity)
Data lines, telecom costs (Mobile and land lines)

Hotel and Parking Rents

Operational taxes WiFi Services
Emballage/Packing materials Car leasing
Post and Courier Expenses Fuel cost for cars
Vouchers for lunch for employees TV and Radio licenses
Condominium expenses Airline or rails tickets

In SAP: Industry code B##

FI

MM SUPPLIERS
Ind code A

The PO number is mandatory

to be in the invoice.
Suppliers that do not provide services
included in the list.

In SAP: Industry code A##
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SAP MM PROCUREMENT PROCESS INTRO
Supplier Data Management: vendors classification

3) Vendors classification according to the way of invoicing:

ELECTRONIC INVOICING
PAPER INVOICING
WEB EDI
INVOICE h
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SAP MM PROCUREMENT PROCESS INTRO
Procurement execution: Purchase Order (PO)

A Purchase Order (PO) is the only valid way to request a merchandise or a service from a supplier.

Main features of the PO:

1. The PO must be done at the moment the need arises in the hotel, as general procedure, always before the merchandise
is received or the service is done.

. Itis strictly forbidden to make orders by mail, phone...
. PO must be made by SAP and will generate a number started in 45x... for Opex or 8... for Capex.

. Suppliers receive these orders through their mail.

o b WwWN

. The PO number must be included by the vendor on the invoice.

To consider: some orders (IT, maintenance & projects, marketing, supplies & recurring operating expenses) are subject to a release
process, in which you are the first approver. In the following link you can consult the approval flow for MM in hotels.

MM Approval Wokflow
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https://nhorganization.nh-hotels.com/content/mm-approval-wokflow

SAP MM PROCUREMENT PROCESS INTRO
Goods Receipt (GR) Management: general concepts

The reception implies an accounting entry.

Reception in SAP must be done as soon as the goods / services are received in the hotel.
It is necessary to write the reception number on the delivery note / packing slip.

There is a tolerance to receive a percentage greater than the amount requested 99%.

If the reception exceeds the tolerance limit, the user must modify the requested quantity.

vV VYV VY V V V

If the reception is not done on time or correctly you will have invoicing incidences (pay attention to next slides).

)
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SAP MM PROCUREMENT PROCESS INTRO
Procurement Process: pain points

Goods/Service need Purchase order Goods received or Reception in SAP
creation in SAP Service done

Ly
Vendor is not delivering, or R | didn't” make the
material delivered /service = reception in SAP.

Vendor or material is
not in SAP!!!
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SAP MM PROCUREMENT PROCESS INTRO
Invoice travel

Vendor’s Administration office:

Vendors MUST send the invoices to NH invoice@epsportal.com
with all the data required by Minor Hotels Europe & Americas
provided in the invoicing instructions and in every PO PDF.

Lisbon document processing center:

The invoice header checker (hotel data, fiscal data, PO, ...).
@ OK - Process the invoice for posting.

& KO > Reject to vendor informing him by mail about the rejection reason.

Administration Manila’s office:
The invoice will be tried to be posted checking with the data in SAP:
@ Invoice matches SAP data = Invoice posted and ready for payment.

-°Invoice does not match SAP data = Invoice incidence will be created in SAP to ask for extra info to the hotel to post the
invoice.

HOTEL:

The hotel must manage the invoicing incidents to give the information requested by the SSC to post the invoice or request a
Credit Memo if it does proceed.

& " ﬁ% | 14
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SAP MM PROCUREMENT PROCESS INTRO
Invoicing incidences: general concepts

What is an incidence?

An incidence is a discrepancy between the reception done by

the user and the invoice billed by the vendor.

Till the incidence is solved the invoice will be BLOCKED FOR
PAYMENT. So, to avoid any service problem, we must solve

incidences as soon as possible.

& Vendor

Invoice
Payment

Invoice

4

SAP user

U

Purchase Order

U

Goods arrives or

& service is done g

SAP user

U

GR in SAP
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SAP MM PROCUREMENT PROCESS INTRO
Invoicing incidences: general concepts

Generating an incidence is the only communication channel that the CS or supplier (in case the supplier it is a portal or EDI vendor) has to

ask us about a discrepancy observed between the invoice and the existing GR in SAP.
Until we solve the invoice incident, the invoice can not be processed and therefore paid.

Therefore, solving an incident is simply to MAKE A DECISION on who is right in this discrepancy, and for that we will have to have as much

information as possible about the case under study.

Accept the invoiced quantity

Request a Credit Memo Contact with Administration

Accept the invoiced price Make a Goods Receipt

A ¢ G | 16
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SAP MM PROCUREMENT PROCESS INTRO
Invoicing incidences

Where can | see if | have any incidences?

When the system detects a discrepancy between the GR and the invoice, it
triggers a workflow in SAP and the user receives an incident notification in
their SAP Business Workplace. Then, the user must review the incident and
once resolved, the invoice is posted/released for payment and the workflow

ends.

[Z puesto de trabajo  Tratar Pasara Carpeta Entomo Opciones Sistema  Ayuda
o | <l eae SF @
Business Workplace |
FPMensaje nuevo () Buscar carpeta () Buscar documento [ Agenda T Listas distrbucion
i ot Q@@ ([TE)(E) @ELE JE
v ntrada

Workflow 3
Identific.  Ejecutable Tiulo

+ = Documentos no leidos 0
v Documentos 45

(= SAP Easy Access Menu for Hotel Employees ESMD.EUROB

9 | -] « @ 2R DNLH TF 0=
‘ SAP Easy Access Menu for Hotel Employees ESMD.EUROB

REE fowmd | v -

» DFa\jfces

~ [ SAHMenu

4 lick&Hire
4 MM
’ TMSforHotels

ELFELE

Status Proveed  Nombre Proveedor “ Division |

» I workflow 3

'51020511] % Parked Invoice Incidence: 5109578114 2020 © 834 ANTONIO DE MIGUEL SA ES11NH COLLECT. PALACIO BURGOS |
* I Entradas atrasadas 0 51823502 %,  Quanttty Incdence Invoice: 5109637105 2021 () 1544  OLEOSALGADO SA ES11NH COLLECT. PALACIO BURGOS |
* [ Mensajes de fecha 0 50290616 %, Parked Invoice Incidence: 5109515514 2020 @ 1101  TELEFONICA SOLUCIONES DE INFORMATIC ES11NH COLLECT. PALACIO BURGOS |
+ [ Entradas erréneas 0
» € Salida

» ¢B Dacumento pendiente
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SAP MM PROCUREMENT PROCESS INTRO

Invoicing incidences

Price incidences about invoice nr

+ 2
B Manual Receive

Actions ribbon: actions we can take to solve the incidence depending on the type of incidence.

¥ Automatic Receive &P Contact with Admin 77 Credit Memo Request ' Invoice WF History

(=) Accept Price T2 Credit Memo Request ) Invoice WE History

Type of incidence

< Quantity incidences about invoic

B | Incidences about parked invoice nr 5108240079 2018 treatment

BSManual Receive ¥ Close Lines 5 Subsequent Delivery 2P Contact with Admin = Invoice WF History

Create... ! Additional info about what Administration
Attachment list Invoice Document No. r|5108240079_‘;2018 | CY | cannot find in the GR or the PO (It does not
Arivate note , % ] R apply for Quantity or Price incidences).
Send b /mm “ Naie =
Relationships HE BE
Waorkflow b Vendor 7332 COMUNICA MAS A AGENCIA DE PUBLICIDA/ E-28002 MADRID Spain Please add line ftem for Marzo a Mayo 2014. Invoice number 14.07.02620 7
Company Code  |ES10 NH HOTELES ESPARNA, S.A.
> e [ ———
We can see the scanned Business Area 0094 ES10NH COLLECTION EUROBUILDING Document Date  |30.08.2018 | |
invoice (this option is Text ' TRADUCCION BROCHURE NHC EUROBUILDING | Reference \CFC18-2392
not available for EDI & Gross inv. amnt 65,34 | [eor  ||D)PO Line Missing (PO Consumed M)Budget exceeded
Portal Vendors) | R Type of parked
g incidence
MINOR € & / | 18
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SAP MM PROCUREMENT PROCESS INTRO
Invoicing incidences

Incidences about parked invoice nr 5108240079 2018 treatment

Data about the PO reference in the invoice (it can be
in blank in Parked invoices). Here we will see the PO
affected the materials affected, quantities prices... It

depends on the type of incidence we have.

E.G.: In quantity incidence we will see the PO
guantity, the GR quantity and the Invoice quantity, in
Price incidences we will see the PO Price, the GR

Price and the invoice Price.

Purchasing... Item iMateriaI jPO Text 'Quantity
4503111145010 05000979 TRADUCCION BROCHURE NHC EUROBUILDING 1,000

V... Received
PC 0,000

\
1 -
|
l

We can access to display PO (transaction ME23N)

|# .| Pedido esténdar 4500082228 creado por NH Victoria Palace

Resumen documente acvo | ) 2 85 Dvisualzacen de mpresdn  Mensges [ el paremetrz.pessonal

| Pedia esindar ~|[esoonzzaae] proveedor 1101 TELEFONICA SOLUCIONES | Facha doc. [04.04.2014
B Gbecern
SR s.Pes 1 P Matend Tatbrv. Ct.. U.. TFeentrega Prcnets Mon..por PP Gupoat. Ce.
| [ o = o0sooo70e  PRIMER TRIMESTRE 1UN D 05.04.2014 280,80ET 1 UN Sogorte Wo. ES10NE VICTORIA PAL .

0 B 05000708 MANTENMIENTO 1UN D 05.04.201¢ 620,928 1
30 K 05000708 PAY PER PRINT 3° TRIMESTRE 1UN D 05.04.2014

@B D8 O 8D &

UN_ Soporte Wo. ES10MH VICTORIA PAL
g8, 69Em 1 UN Soporte Wo. ES10KH VICTORIA PAL .

Planf.nec.adic.

Hruce e~ (=)
Datos del materal unwgv:m L M M Factura Condiiones gnﬂﬁn ﬁ Textos Direccidn Mg Co...

(5[ %)08) 68 .) (B¢ G e (18 (6))(E ) (&)

Tat.brv.”| CMv | Documento materal Pos Fecha contab, © Cantidad UMP 2 Imparte ML ML Referencia

HOTELS - RESORTS -SPAS Hotels & Resorts COLLECTION HOTELS

Ctd.costes nd.adquss. T Cantidad en UMPP Ctd.CIA en UMPP UM
Do osarms s s e v i A o e - elum
;? E“mm | eS| : E i 2:;‘,: :: RINER TRIMESTRE i ; (0 m
Activ. Recepadon facturas . 1 UN = 643,59 EUR 1 uN
MINOR 4 ® 19
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SAP MM PROCUREMENT PROCESS INTRO
Invoicing incidences: report ZWF_MM _IV_LOG

Incoming Invoice Verification with WF Info

@ [

| Invoices Selection
Company Code
Business Area
Vendor
Invoice Document No.
Year
Created ON

| Status Selection

—
I -
)
=

to
to
to

[ =

)

o

DO IT YOURSELF!

There is no need to wait for any report.

You can extract the open incidences in your hotel with the transaction
ZWF_MM_IV_LOG - Incoming invoice verification with WF info.

|1 Parked Invoices Status Parked to ﬂ

[ Quantity Incidence Status Qty to

["] Price Incidence Status Prc to

Processed by (User Name) = ]

Current Agent Incoming Invoice Verification with WF Info

HFEER 2FSFF B % @ & TE H g T workfowLogs 22 Current Agents B2, Incidences Detais =) Log Mode A% Timesheet Report 59 Cancel Credit Memo Request

_ - 1 B Descripc Kind Incid Doc.Header Text Inv. Doc. Mo. Document Date Current Agent Name ™ | Subst..|Company Code Business area Vendor Vendor Name Reason to send to SS Nominated Vendor Status Description Entered on  Created by Re
[Packjng Slip M'Lssiﬂg]1054082136 PAR_MNGR 5105691674 01.02.2022 SUSANA TLAGAN HL13 ML13 NH COLLEC BARBIZON PALACE 65867 CWS HYGIENE MEDERLAN... In processing by NH center 04.02.2022  ZJOBS_PO 61
Price Incdence 1010895609 POS_RPD 5105666854 31.12.2021 PAULIEN ARENS NL13 ML13 NH COLLEC BARBIZON PALACE 44619 IROM MOUNTAIN NEDERL... X In processing by NH center 15.02.2022  ZJOBS_PO 21
Packing Slip Missing 1054076717 PAR_NGR 5105684819 31.01.2022 JOSEPHINE DERICKS HL13 ML13 NH COLLEC BARBIZON PALACE 6000373  BEUK HORECA B.V./ 3542... X In processing by NH center 01.02.2022  ZJOBS_PO 32
Packing Slip Missing 1054076718 PAR_NGR 5105684820 31.01.2022 NL13 ML13 NH COLLEC BARBIZON PALACE 6000373  BEUK HORECA B.V./ 3542... X In processing by NH center 01.02.2022  ZJOBS_PO 32
Packing Slip Missing 1054090819 PAR_NGR 5105699874 09.02.2022 BARRY DAM HL13 ML13 NH COLLEC BARBIZON PALACE 9971 LOGOMOTION/ 1321 EG ... In processing by NH center 10.02.2022  ZJOBS_PO 2C
Price Incdence 1054092589 5105702893 10.02.2022 NL13 ML13 NH COLLEC BARBIZON PALACE 9604 ESPRESSO D'ITALIA BENE... In processing by NH center 18.02.2022  ZJOBS_PO FA
Quantity Incidence 5105709427 08.02.2022 HL13 ML13 NH COLLEC BARBIZON PALACE 9447 BIDFOOD/ 6710 BA EDE .. X In processing by NH center 18.02.2022  ZJOBS_PO T(
Price Incdence 1054016742 POS_RPD 5105631592 15.12.2021 AUTOMATIC POSTING NL13 ML13 NH COLLEC BARBIZON PALACE 9476 DIVERSEY BV/ 3504 AE ... X In processing by NH center 23.12.2021  ZJOBS_PO 92
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SAP MM PROCUREMENT PROCESS INTRO
Invoicing incidences

» Keep in mind the table below, it can help you have an overview of what is happening.

» Before requesting a Credit Memo or rejecting an invoice, please double check.

» If you need further help, please contact the S&T MM team via lJira. In the following link you will find help to select the correct
category where you should open the Jira ticket: JIJRA MM Structure.

Typology

Price Incidences

Quantity Incidences

Parked Invoices

Price incidences in NOT
NOMINATED VENDOR

Price incidences in
NOMINATED VENDOR

Quantity incidences

Packing Slip Missing
PO Consumed
PO Line Missing

The Supplier invoices higher prices
that the Good receipt in SAP

The supplier invoices more quantity
than we have made the GR in SAP

Administration can’t “find “ the line /
packing slip that is in the invoice

Responsible Accounted

The invoice is
correct

The invoice is
NOT correct
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Hotel Accept the invoice
and liberate the
invoice for the
MDM Team ves Ask for a Credit
(Blocked for payment
Memo
payment)
Hotel Accgptmg th.e
missing quantity
Hotel
Hotel No (Parked) Making the missing  Reject the
GR invoice
Hotel
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https://nhorganization.nh-hotels.com/content/jira-mm-structure

SAP MM PROCUREMENT PROCESS INTRO
Inventory: general concepts

* Theinventory is a detailed, ordered and valued list of the elements that make up the warehouse of a company at a given time.
* The inventory process has accounting consequences.
* The warehouse counts must be made at the times designated by the company.

* The inventory counting sheet must be completed without crossing outs, no corrections, not with pencil, and with clear numbers, and
must be signed.

* They should be done with great care, considering that we are counting in the same units that the inventory count sheet reflects
(verify with the prices).

Steps of the Inventory Process

¥ i - F ¥ X

Previous Introduce the Check and verify the Posting the
checks data in SAP introduced data differences

This process is fully documented in the Digital Knowledge Workplace (nhorganization.com): Physical Inventory Execution ]

s . & 22
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https://nhorganization.nh-hotels.com/content/physical-inventory-execution

SAP MM PROCUREMENT PROCESS INTRO
Procurement escalation matrix

The communication and escalation process between all the parties directly related to the Procurement Process shows a matrix with the

leading cases of interaction in procurement administration and explains how to behave in each of them.

You can fin these documents in our Digital Knowledge Workplace (Organization Portal):

[ Procurement Communication and Escalation Matrix ]

Reporter Responsible Channel  How to behave to this case?

The hotel will contact Coperama to escalate any quality or service issue arisen that

The nominated vendor does not cover the service

=
expectations due to quality or service issues Hote @‘ operama % can solve the problem with the actual vendor or providing an alternative.
Price errors detected before receiving the invoice (when — . Open a JIRA ticket in SAP MM (Materials Management) in category > Nominated
creating the order or consulting the database) g Hote % MDM ' Jira Vendors Data Base

Anyone receiving this request from the vendor must address the vendor to

The PO received by the vendor contains data different from | ;
) A E Supplier “operama Coperama (for Nominated suppliers only), so that the incident can be escalated to
the sianed with COPERAMA -2 b uppli @( perama % operama ( \
the signed with COPERA MDM by electronic correction.

R . S Vendo . .
Youbts about the status of an invoice 1 Suplier @i?e A % Anyone receiving this request from the vendor must address the vendor to VQ

Query

) | 23
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https://nhorganization.nh-hotels.com/search-page?Title=escalation&Language=All&Tags=&Area=All

SAP MM PROCUREMENT PROCESS INTRO
Support Channels

; Need help anyway? /,/

Contact us! \/ '/

* NH Support Portal
JIRA Service Desk. /

O

$ Microsoft Teams
If you need help to select the correct category of JIRA to be
opened, you have a helping document in the following link: Code to join the MM Calling group in MS Teams:
https://nhorganization.nh-hotels.com/content/jira-mm-structure 4m60ydo
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Keep learning!

Visit us at:

N » © | 25
MINOR anantara  AVANI ,:&t;wf e@axs TH  nicouecion  nhow TI\%OLI

HOTELS | TOTES-REORTs-StAS  Hots&Resos  —couscrion— T HOTRLS e


https://nhorganization.nh-hotels.com/

THANKS!
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