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Project This document only provides guidance on how the new tool works from a technical standpoint (how to use it)
and does not aim to provide the supporting business practice on when it should be used and by.whom

{1t CA 2IN¥eRdEpodeSAPK Ioriis a user interface that Sodexo employees outside of the Buffalo Service Cente
network can use to connect directly into SAP. The screens and data that a user can input into Fiori are customized bas
onthatushad aSOdzaNAGe | 00Saaod

AccessingAPFiori: Currently Fiori is being used in conjunction with the Qatized Billing Project. The users of Fiori will
0S | adzaSi 2F | C{ BtnSSRIEKAAPSERRAREDAO¥AAY G2 {!'t Ay
contractual billing.

AllUFS userm the USA Campus, USA Healthcare and all Canadian segments will see the menu option bWEBW

which will lead them into SAP Fiori. However, this meption will only allow access for UFS users who have had Fiori
access setup by an Operations Accountant. Operations Accounting will setup new Fiori users via the Info Security Forn
available on SodexoNet.

The new menu optioin UFSo accessSAFFiorican ke seen below.

Unit Financial

»

»

»
Biking (Chent In-house) ’ New - Non-Contractual Invoices
Bdling Setup (Chent In-house) ’ New - Biling Memos
Bdling (Sodexo) » New - Invoice Payments
Biling Setup (Sodexo) ’ New - Deposits
Vending ’ New « A/R Tacking
Vending Setup » New ~ Credit Memos

Reports

If a user does not have SAP Fiori access, they will be brought to a screen like the one below. If the UFS user feels they
should have access to SAP Fiori, they should reach out to the Operations Accounting Team for further research.

Fiori imeout: Like most Sodexo applications, SAP Fiori will log a user out for
inactivity. After 1,800 seconds of inactivity (30 minutes), SAP Fiori will log the user
out. If this happens, a screen will pop up asking the user to authenticate their
information. The user should populate their UFS ID and Password to continue.

TIPS occered, 0 £ 15 not secure Y0 send 3
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Landing Screenf the user does have access to SAP Fiori, they will be brought to a new screen like the one below. This

will be opened automatically in a new browser window. Eagp> ~ 2ANi) &déthe screen is clickable and will take the

user furtherinto Fio® ¢ KS ¢Af Sa (GKFG | dzaSNJ Oy &aSS Aa RSLISYyRSyl
the SAP security team. If a user claims that they are unable to see the cdlesciah Info Security form will need to be
completed to adjust their security access. These forms will be completed by Operations Accounting and processed by
the SAP Security Team.

& CHRIS MAJEWSKI v

Q

The menu bar will appear ail subsequent
CA2NR aONBSyao /fA0]
Logistics (SD) always return the user to the Landing Screen.

Logistics (SD)

¢tKS dzaSNRa ylyYS ¢
upper right hand of the screen clicking
this will provideadditional menu

options.

Billing Statistics

User Preferences Displays the server

information and language settings for
the user (noreditable). It also allows &
user to change the theme/colors of
P, e SAP Fiori.

not used with Centralized Billing.
This option lets a user customize
which Tile(s) they see on their :
Landing Page if they have access tq i [ —
multiple aps based on their security
access.

1
‘9‘9 Personalize Home Page

L Open App Findeg Currently not used

&8 Open App Finder

Log Offg This menu option will safel with Centralized BillingThis menu

log a user out of SAP Fiori once option lets a user find other apps that
iKS8 QoS O2vYLX SGS ‘ (D Log Off they have security access to which dq
it. not have a Tile present on the Landin
Page.

The Tile in the screenshotbelaw ¢ . Af f Ay3 {GFGAaiAOaés A& dza SRFoF 2 NJ & dzo "
purposes of the Centralized Billing Project and the creation of contractual invoicing, the user should click the Billing
Statistics Button to continue.

sodexd Q= & CHRISMAJEWSKI v
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Logistics (SD)

Clicking this button will take the user into a subsequent screen which will s
GKAOK . AffAy3 /2yGNyOGaeg GKSe& OF
Fo2@S GKS g2NR a5dz8¢ NBLINBaSyaa i
or past due billingtatistics.

LUYouve \wis)

Billing Statistics
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Billing Statistics Module Contract Summary Screefter clicking on the Billing Statistics button, the user will be taken
G2 GKS &/ 2y iNY Ol {dzYYFI NB {ONBSy¢d ¢KS LJzN1I2&S 2F (KA

O

G2 SYOGSN)I adFriA@80AO¥RT2NYBRRYKAKOE @dREFT Ay GdzNYy ONAYy3I
t I ySEDOTAY3I 2y |y aLO2yé Ay GKS [STO I IYyR tlhyS@ gatt C
selected.

The Left Hand Pane shows all of the Billing Contracts that a useg
has access to. Clicking on a Billing Contract causes that Billing
/ 2y GNF O Qa RSiGlFIAfa G2 3ISH RA

65492001 PATIENT DAY RATE HYBRID

Contract Description

65492001 600093895

Contract Number
CC Name: ST MICHAEL'S MEDICAL FO..
Customer: 100010615 ST MICHAEL'S M._...

Cost Center Name: ST MICHAEL'S MEDICAL FOOD

Customer Number: 100010615

Customer Name: ST MICHAEL'S MEDICAL CENTER

Contract: PATIENT DAY RATE HYBRID

Due Date: 09/23/2016 Contract Number: 600093895

Accountant Responsible: TRAVIS SMITH

45689001 600093596
Contract Number

CC Name: HHC-KINGS COUNTY HOSPI. .. Bi||ing Schedule (T) MMDDYYYY
Customer: 100007663 NYC HEALTH &...

Settlement From Settlement To Billing Date Status
Contract: PATIENT DAY RATE HYBRID
Due Date: 09/24/2016 08/27/2016 08/02/2016 09/22/2016 Invoiced

09/03/2016 09/09/2016 09/23/2016 Due
10703001 600093097 09/10/2016 09/16/2016 09/24/2016 Open

Contract Number

The Contract Summary Screen also offersadeéunctionality. If a user has multiple Billing@racts, they can search for
a specifidBilling Contracfor many) using these search tools. A user can search for any of the following items: Cost
Center NumberCost Center Nameé\/R (Sold TaZustomeMNumber, or Billing Contract Number.

Contracts (14 < Contracts (1) < Contracts (14)

—
65492001 . O
Cost Center Name w Cost Center Name '

If left blank, all active Billing 65492001 600093895 Cost Center Names can be
Contracts will be displayed in the CC Name: ST MICHAEL'S MEDICAL FOOD searched by typing text here or by
Left Hand Pane (default setting). Customer: 100010615 ST MICHAEL'S MED . using the drop down menu to
A= Contract: PATIENT DAY RATE HYBRID select a cost centarame.

Due Date: 09/23/2016 Due Date: 09/23/2016

49689001 6%&92&?&3 If a Cost Center Number, A/R 45689001 6%&92&?&2

CC Name: HHC-KINGS COUNTY HOSPI... Customer Number or Billing Contra CC Name: HHC-KINGS COUNTY HOSPI...

Customer: 100007663 NYC HEALTH &... number is populated here, the list 0 Customer: 100007663 NYC HEALTH &...

Contract: PATIENT DAY RATE HYBRID contracts will be refined. Click the Confract: PATIENT DAY RATE HYBRID

Due Date: 09/24/2016 Red X button is cIicked, it will Due Date: 09/24/2016

terminate the search.
10703001 600093097 10703001 600093097 «
Contract Number Contract Number
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Contracts are defined as Billing Contracts in SAP (setup and modified by Operations Accounting) which are not in a

AT EA

blocked status and use one thie specialized billing materials which require billing statistics (see an Operations
Accountant for additional details on these topics).

Active contracts are always sorted in the Left Hand Pane by order of the most past due contract at the top of the list to

the one due furthest out in the futer showing at the bottom of the list. Dates colored in red are past due and require

immediate attention from the Fiori user to ensure that the invoice is created on the correct contract date and revenue is
recognized at the correct point in time.

¢KS ydzYoSNJ ySEI

g2

Contracts (14) represents the number of contracts in the

This arrow will
return the user to
the Landing Page.

Cost Center Name

left hand pane. This number watljust
downwards if a search criterion has filtere
active contracts out of the current display.

65492001 600093895 ~

Contract Number

CC Name: 5T MICHAEL'S MEDICAL FO._.
Customer: 100010615 ST MICHAEL'S M.__.
Contract: PATIENT DAY RATE HYBRID

[ue Date: 09/23/2016 \ Contracts are shown in order or Dus

Date with the oldest items (most
past due) showing towards the top

45689001 60( of the st
Co

CC Name: HHC-KINGS COU HOSPI...
Customer: 100007663 NY EALTH &. ..
Contract: PATIENT DA TE HYBRID

Due Date: 09/24/2016

10703001 600093097

Contract Mumber
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Once a Fiori useselects a menu option from the Left Hand Pane, the data on the Right Hand Pane will change. The top
section of the Right Hand Pane repeats the information on the Icon selected from the Left Hand Pane. Below that
summary section the Billing Schedule frame Billing Contract will appear. The data which appears in the summary
section above and the Billing Schedule below are controlled by Operations Accounting.

Billing Statistics Module

45689001 PATIENT DAY RATE HYBRID

Contract Description

Cost Center Name: HHC-KINGS COUNTY HOSPITAL ThlS Summary SeCtion detail iS

Customer Number: 100007663 identica| to the information
Customer Name: NYC HEALTH & HOSPITALS found in the Icon in the Left
Contract Number: 600093596 Hand Pane.

Accountant Responsible: MARYANN BAUMGART

The Billing Schedule i
where the user can

Settlement From Settlement To Billing Date Status see the status Of eacl‘
08/27/2016 09/02/20186 09/22/2016 Approved BI”Ing Record in the
09/03/2016 09/09/2016 09/24/2016 Temp Glosure B||||ng p|an and take

Billing Schedule (8) MM/DD/YYYY

09/10/2016 09/16/2016 091252016 Due further action.

@ RSTrdzA G GKS . AffAy3a {OKSRdzZ S gAff aK2g 0(0KS QuaNNBYy (
Billing Records (indicated by eith@pproved, dnvoiced, 2 NJ ¢ ¢ SYLJ / £ 248 dzNB¢ &G+ Gdzao |y
wSO2NRA O6AYRAOI G SWhilétie Billing SchadulSwill oflylishoiv dz&ve Rillihg Records by detfailt
complete Hling Plan from the Billing Contract will be loaded into SAP Fiori. To view other dates, simply use the search
functionality indicated below.

Billing Schedule (4) The search function can be activated by

click the calendar icon. This will bringup a < December 2016 >
Settlement From Settleme| | i . .

interactive calendarThe first mouse click Sun Mon Tue Wed Thu Fri Sat

f . . .
1a/a0te 1200929 will select the first date in the range that 48 27 w e
ULz 12/16/20) the user wants billing dates from and the oB .
12/17/2016 1212320, second mouse click indicates the second L
. -~ 50 11 12 13 14 15 16 17

1219412016 123020, date in the range that the user wants billin

dates to. 51 18 19 20 21 22 23 24
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A Fiori user should click on the click oe ®illing Record that they want to interact with in the Right Hand Pane.
5SLISYRSyYyG 2y (GKS a{idliddzaé¢ 2F GKIG ftAYS AGSYZ RATFTFSNEBYy

The different Statuses, their meanings, and buttenabled for each status are listed below:

1

Duec This is the next Billing Record in the Billing Plan that the Fiori user has to take action on. It is the only
active record in the Billing Plan. A user cannot skip to the next Open item in the Billing #l&meuDue item is
addressed.

o0 Buttons Enabled; Enter Statistics, Skip Billing Date.
Open- No action is necessary. This is a future date in the billing plan which cannot be interacted with until the
OdzNNByYy G a5dz2S¢ LGSY A& | RRNBaaSRo

0 Buttons Enabledc None.
Temp Closure When the Temp Closure status appears on a billing record it means that the Fiori user skipped
creating an invoice for that particular week because the client did not need to get billed for some reason.

o ButionsEnabledReolSy o62yfé AT GKS ySEG .AffAy3a wSO2NR

no buttons will appear when selected).

Savedc This status occurs when a user enters statistics but does not submit them. Saved functionality is used ir
situationswhen&C A 2 NA dzaSNJ gl yia (G2 arg@gS GKSANI LINPaINBaa od
for billing. No action will be taken until saved statistics have been submitted.

o0 Buttons Enabled; Enter Statistics, Submit Statistics.
Submitted ¢ Submittedstatistics have been submitted into SAP for billing. An Order Preview becomes available
for the Fiori user to review prior to invoice creation.

o Buttons Enabled; Order Preview
Reviewed¢ This status will display after the Order Preview button has beeked for a Billing Record in
Submitted Status.

0 Buttons Enabled; Approve, Reject.
Approved¢ When a sales order is in approved status it means that Fiori is waiting to receifrieahi@voice
001 FTNRY {!td LT (KS Ay @ube@&iladleduntilthe éollodioghay RérgealyK S .
AM). If the invoice is not a Hybrid, clicking the refresh button on the browser should make it change to the next
status.

o Buttons Enabled; Order Preview.
Invoicedq This is the final status for a speciBilling Record in a Billing Schedule. The final invoice can be
retrieved from Fiori (and/or BRIO).

o0 Buttons Enabled; Invoice Preview, Order Preview.

SAP Fiori Functionality Instructions
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Billing Statistics Module Submitting Statistics¢ 2

0S3AAY &adzoYAUGGAYS

oAt EAYI &

the Right Hand Pane. In the lower right corner of the screen, click oBrtex Statistics button to proceed.

Billing Schedule (8) MM/DD/YYYY
Settlement From Settlement To Billing Date Status
08/27/2016 09/02/2016 09/23/2016 Invoiced
09/03/2016 09/09/2016 09/24/2016 Invoiced
09/10/2016 09/16/2016 09/25/2016 Due
09/17/2016 09/23/2016 09/26/2016 Open
09/24/2016 09/30/2016 09/30/2016 Open
10/01/2016 10/07/2016 10/07/2016 Open
10/08/2016 10/14/2016 10/14/2016 Open
10/15/2016 10/21/2016 10/21/2016 v Open v

Enter Statistics  Skip Billing Date

Clicking Enter Statistics will change the display in the Right Hand Pane. The Summary Section at the top of the Right
Hand Pane will display the Settlemenbfr, Settlement To, and Billing Dates from the Billing Record which was

selected. In the lower section, the Fiori user will now see two tafed 2 y i NI O
683AY SyiSNAYD YaEl Rya (iKSa

dza SNJ a4 K2 dzf R
Right Hand Pane.

The back arrow on the Right Hand Pane will take th
user kack to the first screen where the Fiori user sa

{GFraAaGAOae

Iy R
/ RYNINS IOGIK { 2T (AR

stics

the complete Billing Schedule for this contract. ~
5455TUUZ Campus Board Bill
Contract Description
Contract Number: 600094097
Billing Date: 09/25/2016
_ _ This tab (clickable) takes the Fiori user to the sectiq
Service Dates: 09/10/2016 to 09/16/2016 . . . L.
where they can enter their required billing statistics
/ The number above the text indicates the number of
5 0 line itemsbelow which require stats.
Contract Statistics One Time Lines
Total Items - (5) T
10 Meal Plan 10
Line ltem
Residents Meal Plan A:
Board Days Meal Plan A: 7.000 N
- . . - =
SAP Fiori Functionality Instructions sodexo Page 7
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To enter statistics, a user simply needs to scroll down and click on each line item. Clicking on the line item willabring up
dialog box asking the user to enter their statistics. After entering these values the user cagitther choose to click
the save button to save the completed values or click the cancel button to return to the prior screen.

Total ltems - (5) Edit Contract Statistics

Residents Meal Plan A

10 Meal Plan . ‘.IR
~— |
Board Days Meal Plan A
7.000
14 Meal Pan Clicking anyplace in the red box will take t
user to the screen to enter statistics.
Resents el Fan s 1 The cancel button will take the user back t
the prior screen without accepting any
Edit Contract Statistics C TR chanaes that were made.

Total ltems - (5)

Residents Meal Plan A

After entering statistics, click the save

button and the values on the prior screen |..°
eal Flan A: 500 will be updated to reflect the values which
I were entered.

500 10 Meal Plan

Board Days Meal Plan A Res

7.000 /

save () Cancel 14 Meal Plan 2

Once a user has ented statistics for all of the line items for their Billing Contract, the user must then choose if they
wish to Save or Submit the statistics using the buttons on the bottom of the screen.

Saving the completed statistics is an optional step. Saved statés#cmerely parked, partially completed records. A
Billing Record in saved statis merely parked for further adjustment before submission. This would commonly be used
in scenarios where a Fiori user only has some of the statistical information neetét o action will be taken on

saved statistics until submitted.

If the Save button is clicked the Fiori user will be taken back to the Billing Schedule. Once the user is ready to submit
their statistics, all they have to do is click that Billing Readlidk on the Enter Statistics button in the lower right corner
of the screen, make any necessary adjustments, then click the Submit button.

/| tA01TAY3a GKS {dzoYAl odzild2y AYRAOI GS& ( KSuhmittidesitts Nthtistiss K |- L
notifies SAP that the statistics are final and ready for invoice calculation and processing.

5] Save Statistics ' Submit Statistics

SAP Fiori Functionality Instructions Page 8
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Once statistics have been submitted, the Fiori user will be returned to the Billing Schedule. The status of the Billing
Record wil bdO K Yy 3SR i 2 The{nebs¥p it theSfdess is for the Fiori user to preview the Invoice Request
that was created. Click the only buttevhich should be availableOrder Preview to continue.

Billing Schedule (9) MIM/DD/YYYY
Settlement From Settlement To Billing Date Status
08/27/2016 09/02/2016 09/23/2016 Invoiced
09/03/2016 09/09/2016 09/24/2016 Invoiced
09/10/2016 09/16/2016 09/25/2016 Submitted
09/17/2016 09/23/2016 09/26/2016 Open
09/24/2016 09/30/2016 09/30/2016 Open

Order Preview I

Clicking the Order Preview button will open gaeate browser windowvhich will display a draft version of the invoice
based on the statistics which were submittétaft invoices are not live system invoices and should not be distributed

to our clients.The draft can be saved, exported, and emailed@sropriate prior to approving the draft for invoice
creation. Draft Invoice imagensill displayestimated sales taxes which may change when the final invoice is issued.

SODEXO, INC & AFFILIATES

SERVICES TROY UNIVERSITY TROY PROFORMA INVOICE
RENDERED TO: STEWART
STEWART HALL

g s 19 MEAL PLAN
RESIDENTS X BOARD DAYS X RATE §15,400.00 $15,400.0
Residents Meal Plan C - 200,000

BILL TO: A MAKE CHECK PAYABLE TO: Board Days Meal Plan C - 7.000

ATTN: DR JIM BOOKOUT SODEXO, INC & AFFILIATES Rate/Day - $11.00

241 ADAMS ADMINSITRATION BLDG PO BOX 536022

TROY, AL 36082 ATLANTA, GA 30353-6922 21 MEAL PLAN
RESIDENTS X BOARD DAYS X RATE $77.000.04 $77.000.0

Resudents Meal Plan D : 1,000,000
Board Days Meal Plan D : 7.000

Rate/Day : $11.00
99 MEAL PLAN
RESIDENTS X BOARD DAYS X RATE $1.925.00 $1.926.00
Meal Plan E : 25 000
TERMS ACCOUNT NUMBER | COST CENTER ORDER DATE ORDER NO Board Days Meal Plan E : 7.000
15 DAYS DUE:10221/2016 16047 54391002 100672016 400980901 Rate/Day : $11.00 . .
e T T — A standard disclaimer states that
SR O 02016 THROUH Estmated saes ta(es) are depiayed or §f | pgtimatedtaxes maychangeon the
informational purposes.
Tax amounts may change on the final . H H
10 MEAL PLAN sty
RESIDENTS X BOARD DAYS X RATE $38.500 538 500.0 nvoice. fl nal Invoice.

Residents Meal Plan A - 500.000
Board Days Meal Plan A : 7.000
Rate/Day - $11.00

14 MEAL PLAN Order previews can be saved, printed

RESIDENTS X BOARD DAYS X RATE $26,950 $26,950.04
Board Days Meal Plan B - 350.000

Redrts Heal Pl . 7,00 and/or exported using these tools.

Rate/Day - $11.00

$159,775.00

SAP Fiori Functionality Instructions Page 9
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Once the Order Preview button has been clicked, the status for the Billing Record will change to Reviewed. This status
indicatesthat the Fiori ser hageviewed the Order Preview for accuracy. The Fiori user can now decide whether the
order should be approved or rejected by using the Approve or Reject buttons below.

Orders which are approved are submitted to SAP for invoice creddioce the Appve button is clicked, the Fiori user
will be asked to confirm that they want to create the invoice. Once this button has been clicked, the user will no longer
have the opportunity to modify any data which drives the final invoice.

Billing Schedule (10) MM/DD/YYYY [
Settlement From Settlement To Billing Date Status
08/27/2016 09/02/2016 09/23/2016 Invoiced
09/03/2016 09/09/2016 09/24/2016 Invoiced
0911072016 09/16/2016 09/25/2016 Invoiced
0911772016 09/23/2016 09/26/2016 Reviewed
09/24/2016 09/30/2016 09/30/2016 Open

Approve  Reject | Order Preview

Confirm

Clicking yes will confirm that the invoice

Are you sure want to approve and create this invoice ? accurate and ready for

creation/processing. Clicking no will

Yes No I cancel the approval and take the user
back to the prior screen.

Once a user approves the invoice, the Billing Record will now change to Apptatued s

If the billing is strictly census based, the user can simply click the refresh button on their browser to progress #i the fin
A0S LT GKS oAffAYy3 Aa | Gl @80NARR LYy@2A0S¢€3 (K& CA 2NN
invoice copy6AM ESTAN Operations Accountant can advise whether or not the invoicing is a Hybrid Invoice or not.

Billing Schedule (10) MMDOYYYYY E
Settlement From Settlerment To Billing Date Slatus
08272016 22016 082372016 Invoiced
09032016 Oov2016 092472016 Invoiced
08102016 0ar6/2016 02252016 Invaiced

Q9N T2016 02372016 092672016 Approved
Q2472016 03072016 02302016 Due A

Order Prewview

SAP Fiori Functionality Instructions Page 10
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Once the Invoice has been created, the status will change to Invoiced. This is the final step in the billing process. In
Invoiced satus the Fiori user has two buttons they can click on.

The Order Preview button will allow the Fiori user to view the sales order that was approved to create the final invoice.

The Invoice Preview button will bring up a copy of the final invoice iparate browser window. The final invoice can
be saved, exported, and emailed as appropriate. This invoice image can, and should, be distributed to the client for
payment. Note that invoices created through Fiori can also be retrieved through BRIO as well.

Once a final invoice has been created, the Fiori user can no longer make changes to it. Any invoice cancellation reque:
should be submitted to the Operations Accounting team for research and processing.

Billing Schedule (10)

Settlement From

08/27/2016

09/03/2016

09/10/2016

09/17/2016

09/24/2016

Settlement To
09/02/2016
09/09/2016
09/16/2016
09/23/2016
09/30/2016

Billing Date
09/23/2016
09/24/2016
09/25/2016
09/26/2016
09/30/2016

MMDDIYYYY

Order Preview

Status
Invoiced
Invoiced
Invoiced

Approved

Due v

Invoice Preview

SODEXO, INC & AFFILIATES

SERVICES TROY UNIVERSITY TROY INVOICE
RENDERED TO: STEWART

STEWART HALL

TROY, AL 36081

USA
BILL TO: TROY UNIVERSITY MAKE CHECK PAYABLE TO:

ATTN: DR JIM BOOKOUT SODEXO, INC & AFFILIATES

241 ADAMS ADMINSITRATION BLDG PO BOX 536922

TROY, AL 36082 ATLANTA, GA 30353-6922

TERMS ACCOUNT NUMBER COST CENTER INVOICE DATE INVOICE NO.
15 DAYS DUE-10/22/2016 16047 54381002 10/07/2016 1001010038
DESCRIPTION AMOUNT SALES TAX TOTAL

09/16/2016

10 MEAL PLAN

SERVICES FOR 09/10/2016 THROUGH

Order previews can be saved, printed
and/or exported using these tools.

SAP Fiori Functionality Instructions
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Billing Statistics Module Rejecting an InvoiceThe Fiori user has an opportunity prior to final invoice creation to reject
the billing after viewing the order preview. When the order is in Reviewed status, two buttons are eqakedove or
Reject. If the Fiori user previews the order and believed there are errors in the amounts to be billed, that individual
can Reject the order and start the process from the beginning.

If the user is in Reviewed status and clicks the Reject button, SAP Fiori will ask the user why the invoice should be
rejected.The following options will appear:

1 Census Info Input Incorrectly The Fiori user had accidentally input incorrect statistical values prior to
submission. This in turn drove the billable amount to calculate incorrectly.

1 Stats Input in Error (Closed)Biling statistics for the week in question should not have been entered.
The cost center was either temporarily closed or should not have billed the client for that particular
Billing Record.

1 Incorrect Custom Lines The Fiori user either forgot to includecastom line to be included on the final
invoice and/or the data for the custom lines which were submitted was incorrect.

1 Revised Census InfpThe census information which was originally submitted was incorrect because
revised census information was reeed from either the system which houses the data.

1 Received Incorrect Rate in PreviegwWVhen the order was previewed the wrong billing rates were used
to calculate out the amount due. The user should reject the order and contact Opefatamunting to
review the rates which were used for billing.

1 Other¢ This catckall category is used when none of the reasons above apply toward the reason for

rejection.

Billing Schedule (11) MM/DD/YYYY
Settlement From Settlement To Billing Date Status
08/27/2016 09/02/20186 09/23/2016 Invoiced
09/03/2016 09/09/2016 09/24/2016 Invoiced
09/10/2016 09/16/2016 09/25/2016 Invoiced
09/17/2016 09/23/2016 09/26/2016 Invoiced
09/24/2016 09/30/2016 09/30/2016 Reviewed
10/01/2016 10/07/2018 10/07/2016 Open
10/08/2016 10/14/2018 10/14/2016 Cpen v

Approw Reject = Order Preview
|

Reject

Reject

Are you sure you want to reject this invoice request?

|

Yes Mo Census Info Input Incomectly

. Stats Input in Error (Closed)
The Yes button confirms the reason for

rejection and reopens the Billing Rect Incorrect Custom Lines
for new statistics. The No button cancelq | Revised Census Info
the rejection and returns the user to the
prior screen.

Recerved Incorrect Rate n Preview

Other
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Billing Statistics Moduleg Skipping a Billing Datefhere may be times whenFori user should not bill for a particular

Billing Record in their Billj Schedule. A prime example of this wouldiddeena Universityis on their semester break

and Sodexo is not providing service. Or, perhaps a weather related incident forced a temporary closure of one of
{2RSE2Q4 20l GA2yad wEEBNRAECSEA B8RSV KS QB2BRYydaSKSAK?2
wSO2NR RSaLAGS GKS FIrOG GKIG AdQa AyOfdzZRSR Ay GKS . Af

¢2 &a1ALI I . AffAYy3d wSO2NR o651 4GS0 GKS CA2NR dzad SNJ &ic2 dzf F
in Due status. Clicking this button vdduse an additional dialog box to appear asking the Fiori user why the particular
Billing Record should be skipped. The user should select the reason which best applies to their situation from the list
below:

1 Temp Close ScheduledThis reason should be selected when the cost center was temporarily closed but the
closure was planned. Examples would include semester breaks and/or holiday related closures.

1 Temp Close Emergencyf billing should not be created for a particular week because the cost center was
closed but it was not a planned event, this menu option should be chosen. Examples would include weather
related incidents.

1 Dispute/Negot Pending; This reason code shoule selected in the event that Sodexo is undergoing contract
negotiations with the client and a District Manager (or higher) decides that Sodexo should not bill for a
particular week.

f Dispute/Negot Waivedc ¢ KA & NBI 42y O2RS &K 2 deforer whéherdzintBodaxd G K S N
should bill for a particular week of service and that week should not be billed (District Manager or higher
approval preferred).

9 Other¢ This is a catchll reason code to skip a billing when the scenarios above do not apply.

Billing Schedule (7) MM/DD/YYYY
Settlement From Settlement To Billing Date Status
08/27/2016 09/02/2016 09/22/2016 Invoiced
09/03/2016 09/09/2016 09/23/2016 Due
09/10/2016 09/16/2016 09/24/2016 Open
09/17/2016 09/23/2016 09/25/2016 Open
09/24/2016 09/30/2016 09/30/2016 Open
10/01/2016 10/07/2016 10/07/2016 Open
10/08/2016 10/14/2016 10/14/2016 Open

Skip Bilhng Date - Biling Date

e Skip Billing Date - Billing Date
Skip Billing Date - Billing Date

Temp Close Scheduled

Confirm Cancel Temp Close Emergency

fipeichisget s After selecting a reason code, clicking Confirm will

Dispute/Negot Waived complete the Skip Date process. Clicking Cancel will
Other return the user to the prior screen (no action taken).

SAP Fiori Functionality Instructions Page 13

%
sodexo

QUALITY OF LIFE SERVICES



After confirming the reason code, the status for the Billing Record will change tp Téaure and the Fiori user can
proceed to the next entry in the Billing Schedule to submit statistics. A Fiori user must complete the Billing Schedule in
sequential order (oldest Billing Date to newest). The user cannot skip past unbilled Billing Rettwdsusing the Skip
Billing Date functionality. Using this feature will cause the next record in the Billing Schedule to change to Due status
allowing the user to input statistics.

A temporary closure which was accidentally input can be revered ttihext record in the Billing Record has been
LINEPOS&aaSR® ! o0dzidi2y 6KAOK NBIFR&a awS2LISyé¢ gAftf | LILISE NJ
dlrddzad hyOS GKS ySEG . AffAy3a wSO2NR avalablganhd dnDgethoNs ¢ 5 c
Accountant should be contacted for further assistance.

Billing Schedule (8) MMDD/YYYY
Settlement From Settlement To Billing Date Status

08/27/2016 08/02/2016 09/22/2018 Invoiced

09/03/2016 09/09/2016 09/23/2016 Temp Closure

09/10/2016 09/16/2016 09/24/2016 Dy=

09/17/2016 09/23/2016 09/25/2016

09/24/2016 09/30/2016 09/30/2016 of
10/01/2016 10/07/2016 10/07/2016 Opd

10/08/2016 10/14/2016 10/14/2016 O

If the next Billing Record
is in Due status, the
Temp Closure can be
reversed and put back
into Due status.

Reopen

Are you sure you want to reopen this billing schedule ?

Billing Schedule (9) MMDD/YYYY
Settlement From Settlement To Billing Date Status
08/27/2016 09/02/2016 09/22/2016 Invoiced

08/0312016 09/09/2016 09/2312016
081012016 0911612016 0912412016

081712016 0012312016 0912512016

0812412016 09/3012016 09/3012016

10/0112016 10/07/2016 10/07/2016 If the next Billing Record
10/08/2016 10114/2016 10/14/2016 is not in Duestatus, Fiori
10/15/2016 10/21/2016 10/21/2016 will not let the user

10/28/2016 10/28/2016

10122/2016 remove the Temp

Closure status.

Reopen

(D) Error

Are you sure you want to reopen this billing schedule 7

% Next Service date Is already processed, reopen not allowed.
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Billing Statistics Module; One Time LinesThe Fiori user has the ability to add additional <imee lines to their invoice

to bill additionalitems on their invoiceThis furctionality can be used when the Fiori user is entering their contract
statistics. To add a one time line to an invoice through Fiori, the user should go to the One Times Line tab from the Ent

Statistics screen.

65492001

Contract Number. 600093895

Billing Date: 09/25/2016

Service Dates: 09/17/2016 to 09/23/2016

; - the contractual invoice.
Contract Statistics Cnne Time Lines

Total ltems - (1)

Catering Event

Category: OTHER FOOD SERVICES
Post to Account: 70043000

PATIENT DAY RATE HYBRID

Clicking this tab will allow the Fiarser
to enter additional One Time lines. The
number on top of the represents the

number of One Time lines included on

Account Description: REVENUE-BANQUET & CATER

Contract Description

El

5,000.00

usD

To add a new one time line, the Fiori user should begin by clicking the Plus button. Clicking this butamseia dialog
02E (G2 FLILISIFENI LINBYLIWGAY3I GKS dzASNI 2 AyLidzi Ay F2NXEGA2Yy

The Fiori user should
select the GL account
where the billable
amount should post
here.The values in this
section change
dependent on the
Catkgory chosen.

The dollar amant to be
billed should be typed here
(no commas). Credits can
be given by leading the
ydzyo SNIcaA &k 3

New One Time Line

*Category: a

OTHER FOOD SERVICES v

The user should select the
general reason for including
the one time line here.

*Post to Account:

70043000 REVENUE-BANQUET & CATERING ~

*Invoice Description:

‘ Client Catering Even|]
*Amount:

2000.00

Save (N Cancel
|

The text that should
appearon the invoice itself
for the one time line should
be typed into this field.

screen without making any changes.

If the Fiori user is satisfied with the data for the One Time line
which was entered they can click the Save button to add it to th
invoice. Clicking the cancel button will return the user to the prig
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To change the data fa@ One TimeALy S 2y O0S A0 Qa &l SR | CA 2 Nike inednSheJ & A Y L
Right Hand Pane. ®will return the user to the dialog box where they entered the information and allow them to make
changes to the invoice text and/or amount to be billed

Information about the One Time Line is displayed here. T
Bold Text will be the texwhich prints on the invoice. The
GI/L posting account and dollar amount to be billed is
displayed in this box as well.

1 1
Contract Statistics Cne Time Lines

=}

Total Items - (1)

Catering Event 5,000.00

usD

Category: OTHER FOOD SERVICES
Post to Account: 70043000
Account Description: REVENUE-BANQUET & CATERING

Clicking anyplace in the
red box takes the user ne
back to the screen

Edit One Time | ine

The G/L account canno

which created the One
Time Lie.

*Post to Account:

*Category:
OTHER FOOD SERVICES

*Post to Account:

be changed in change
mode. If the account is
wrong, the One Time

Line should be deleted.

70043000 70043000

*Invoice Description: Descrnption:

‘ [catering Event Catering Event (Department Party)

*Amount:

5000 7000.24

Save (N Cancel Save (N Cancel

1 1
Contract Statistics One Time Lines

*Amount:

Total Items - (1) + W

7,000.25

UsD

Catering Event (Department Party)

Category: OTHER FOOD SERVICES
Post to Account: 70043000
Account Description: REVENUE-BANQUET & CATERING

Once saved, the
updated invoice text
and billable amount
will show on the prior
screen.

SAP Fiori Functionality Instructions Page 16

sodex*é

QUALITY OF LIFE SERVICES



Billing Statistic Modulec Deleting One Time Lines and Contract Statistics Liig#sP Fiori allows users to delete One
Time Lines and Contract Statistics Lines from an invoice prior to its creation.

One Time Lines if deleted will be permanently removed from the curnedtadl future invoiceslf the One Time Line
should appear on a subsequent invoice, the line must be recreated.

Deleted Contract Statistics Lines will be temporarily deleted from the current invoice. liiesevill appear on the next
invoice and must be deleted again if they still do not apply. If there are incorrect line items showing on the Contract
Statistics tab, please contact an Operations Accountant to make the necessary permanent corrections.

Note that deleting line items should be the final step prior to submitting statistics.

To delete an invoice line item, start by clicking the Trash button on the Right Hand Pane. Performing this action will
cause check boxes to appear next to each One Timmand/or Contract Statistics Line item. Simply click the check box
next to any/all line items which should be excluded from the final invoice and then click on either the Save Statistics or
Submit Statistics button. The line items which had the chexlds@bled will be removed from the Order and Invoice.

5 0
Contract Statistics ~ One Time Lines Clicking the Trash button enables the

delete functionality.

&

Total Items - (5)

>

5 0
Contract Statistics One Time Lines

Total Items - (5) I ] I

Clicking this X button while in delete
mode will cancel the delete functionality
(nothing will get deleted).

10 Meal Plan

Residents Meal Plan A:

Board Days Meal Plan A: 7.00Q

4 Meal Plan 20

Line ltem

s Meal Plan B:

Residents Meal Plan B: 7.0

A check in this box indicates that the ling v
item should not get billed on the final = . n
invoice.
Saving or submitting the statistics with
this box checked will remove the line
item from the invoice. This should be th¢
final stepprior to submission.
T 5 5 - &
SAP Fiori Functionality Instructions sodexo Page 17

QUALITY OF LIFE SERVICES



