QUICK GUIDE NH

HOTEL GROUP

MM Prepaid Maintenance Contracts
All MM Users / Administration Users

SCENARIO A: CONTRACTS WITH MONTHLY INVOICING (REGARDLESS OF THE ANNUAL AMOUNT):

1.- This type of expenses have to be reqgistered:
* One purchase order for each invoice (12 months — 12 Purchase orders)

2.- The user has to use:
* A maintenance material in categories 055901, 054401 or 051901 (Account 6 — Expense)
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3.- How to introduce the purchase order:
» Regardless of the type of vendor (paper, portal or EDI), it is mandatory to enter one order per each invoice.

4.- How to do the goods receipt:

when the service has been supplied.

* The corresponding goods receipt must be made during the corresponding month (12 purchase orders — 12 good receipts),
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Details.

SCENARIO B: CONTRACTS WITH INVOICING FOR PERIODS LONGER THAN ONE MONTH:

ORDER TYPE B.1: Prepaid Maintenance Agreements with amount above €750 Quarter, €1,500 Semester, €3,000 year.
*Please, see at the end of the document, the equivalent in local currency):

1.- This type of expenses have to be registered:
* One purchase order per each invoice, all of them at the beginning of the contract.

2.- The user has to indicate:

» The exact period of accrual of each invoice in the field "texts".

» The user has to use materials of categories 052001 to 052019 related to a 48 account (Balance), so that the expense can be
properly balanced by Administration.

3.- How to introduce the purchase order:

* Regardless of the type of vendor (paper, portal or EDI), it is mandatory to enter one order per each invoice, all of them at the
beginning of the contract.

4.- How to do the goods receipt:

+ Regardless of the type of vendor (paper, portal or EDI), all the services have to be received in SAP.

» The goods receipt of each of the purchase orders corresponding to the same contract must be made during the month of the
beginning of the contract.

These expenses goes to a balance account and Administration will post the expense each month.
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Details.

ORDER TYPE B.2: Prepaid Maintenance Agreements with amount below €750 Quarter, €1,500 Semester, €3,000 year.

*Please, see at the end of the document, the equivalent in local currency):

1.- This type of expenses have to be reqgistered:
* One purchase order for each invoice

2.- The user has to use:
* A maintenance material in categories 055901, 054401 or 051901 (Account 6 — Expense)
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3.- How to introduce the purchase order:

» Regardless of the type of vendor (paper, portal or EDI), it is mandatory to enter one order per each invoice. The user will enter
as many Purchase orders as invoices have to be received, according to the billing period indicated in the contract.

4.- How to do the goods receipt:
* The corresponding goods receipt must be made during the corresponding month, when the service has been supplied.
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This policy is also applicable for all prepaids going through FI posting.

*Equivalent in local currency:

EGE  Euro/Argentine Peso

CHF Euro/Swiss Franc

CLP Euro/Chilean Peso
NY Euro/Chinese Renminbi
(0] Euro/Colombian Peso

Euro/British Pound
Euro/Hungarian Forint
Euro/Mexican Pesos
Euro/Romanian Leu
Euro/United States Dollar
Euro/Uruguayan Peso
Euro/Venezuelan Bolivar Fuerte

(o] (o]
©

Codigo ISO  pescripsion __________________________________________________________ llocalcurrency

4.500
275
175.000
1.850
790.000
200
77.500
5.500
1.200
250
7.500
180.000




