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EMEA - Butachimie Procedure
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1.Objective and scope

1.1 Objective of this procedure

The objective of this procedure is to explain the Butachimie process and any additional steps that may be necessary to complete it.

1.2 Scope

The scope of this procedure includes all Butachimie employees due to their new HR system.
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2. Reference Documents
Monitoring File for Butachimie Profile Creation

Process for Butachimie After leaving Solvay HR systems

Process for Non Concur Users - Butachimie (French)

 

https://docs.google.com/spreadsheets/d/1f9JvLAjuXPne0_wSSwVaRko96s6OaIYTYgbOUBWlbqs/edit?usp=sharing
https://docs.google.com/presentation/d/1_WxBzb2_V_yAAbr4De-Qa4l4onI_OHd76BqvhLDLEiM/edit#slide=id.g17afdf5bde_0_47
https://docs.google.com/presentation/d/17XtcbIgJxl-42wf4GkeZRU0HtKgPL2SOlfBcAqeI164/edit#slide=id.ga1add3298_17_0
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3. Definitions
T&E  – Travel and Expenses

SC  – Service Center

EMEA  - Europe, middle East and Africa

Traveller  - Employee that creates an expense report

HR - Human Resources
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4. Introduction
From January 1st, 2018, Butachimie left Solvay HR system (SAP systems: PP2 for Org Chart & PP9 for Payroll) and moved to their own HR 
system.

As employees are no longer available in the Org Chart, which is the system that provides information to Concur tool, it no longer will work 
accordingly. For this reason, a new process was created.
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1.  

2.  

3.  

5. Solution

5.1  New Butachimie Process

A specific solution was proposed to manage newcomers and changes regarding employee information and Concur:

Our Butachimie point of contact -  - will send a form and the bank details of the users to our Ahlem Ouersighni or Celia Roux
Helpdesk inbox which we analyze, verify if all fields are complete and transfer to D&A team for vendor creation.
We won’t be able to check the hierarchy, therefore a file, that has the same format from the one coming from PP2, with the 
information of the employees, will be provided by Ahlem and integrated in Concur by the IS team, generating a Concur profile for the 
users.
The payments are made on Wednesdays at 9am by the CICC team, the submissions come from their Concur profiles. We also 
verify if everything that was pending is paid for the week that has passed.

 NOTE : The password for Butachimie users differs - the IS member who creates the profile will send an email directly to the user with the 
new password.

This process is still being stabilized by the IS (technical) team. When there are issue regarding profiles/accounting for Butachimie keep Laure
 and  in copy.nce Trebossen Sergey Loginov

Butachimie users don't have access to Solvay One, they have Single done through Vmware.

5.2  Butachimie external users

As externals legally can not have access to the Concur system per the original design discussions in core model, it is recommended the 
externals follow the same process as all other externals:  Non Concur process

One thing differs from the Non Concur process which is how the expense claims are paid. Payments team runs a variant which includes a 
range of 900000 to 999999 and with the company code ZFR9 for all normal Concur Butachimie payments. You may notice all vendors in 
WP1 for Non concur are created with 9XXXXX which means this variant will grab also Non Concur Butachimie pending payments.

They run this variant on Tuesdays at the start of the day with value day for the Wednesday that follows.

If it is an  on behalf , proceed with normal Butachimie process for the vendor creation, however the Concur external assistant for booking
profile will not have traveler role.

 

https://docs.google.com/document/d/1JQmFeEOQTc0CdoGC7oGLJj17_8d9RoYEqfhnCzpSZNw/edit?usp=sharing
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6. Profile creation

6.1 Vendor creation

Since we do not have access to Butachimie employee's HR information (including bank details), we receive through Ticket the request from 
our Butachimie point of contact - Ahlem Ouersighni or - to create a vendor in SAP (WP1 system) which will include this information.Celia Roux

Once we receive it, we check the documents attached:

Form for vendor creation
Bank details document

Example ticket #1497641:

We put the information of the user in our Record file and send to the Data & Analysis team (Group = PTP D&A EMEA) for the subgroup 
Vendor Creation.

They will directly inform Ahlem of the vendor number. 

6.2 Concur profile creation

Upon vendors have been created, Ahlem or   will reach us a second time through ticket. Celia Example:
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In this ticket she attaches a file that was built by the IS team. This file is originally filled with all accounting information. The remaining fields 
will be completed by her such as employee ID, email, manager...

Upon a first verification of this file (to make sure all information is correctly set up) we send it to the IS team. They will upload the information 
in Concur which will create the profiles. IS will then provide the login details directly to the user .by email

Once we obtain the information that the profiles are created we analyze if the information is correct. In Concur we extract the following report 
which allows to obtain all profile information of specific users.

 Path to the report:1)

  

 Name of the report:2)
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 Copy the employee IDs, in the Employee tab, from the file that Ahlem sent.3)

 Add each one to the filter of the report and execute.4)

 

 Compare the information on the report with the information of the file that Ahlem sent. 5) If everything is correct, proceed with informing her, if 
not, return to IS team to request correction.

Users need to fill the Travel profile otherwise they won't be able to book nor will the agency have their information.
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7. Butachimie in SAP
Since all employees have been marked as inactive in the HR information, in order to have stored all employee's information, a correspondent 
vendor is created in SAP that will contain details such as personal and bank information of the employee.

7.1 Analyse Vendor Master Data

To check the vendor information we need to follow the steps below:

1) Open transaction FK03 and search the employee (there is also a file with active Butachimie population with vendors in our  - Monitoring File
"Population" tab)

You can search the user by name:

You can search the user by vendor number:

And you can also use the advanced search icon:

 

2) After you confirm the employee name in the list that will be provided by the system, you should select all flags available in the transaction

https://docs.google.com/spreadsheets/d/1f9JvLAjuXPne0_wSSwVaRko96s6OaIYTYgbOUBWlbqs/edit?usp=sharing
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3) Click Enter and you will be able to see the employee’s master data

4) By clicking on the pages at the top, you will display more information such as the bank account to where the employee will always be 
reimbursed (unless it is asked by the user/Ahlem to change)
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7.2 Analyse Vendor line items

To verify what has been submitted by the user and to control if everything is paid, we enter the vendor of the employee and see all of the line 
items available.

The submissions that are made by the employee through Concur will be with the Type Q0 and the payments will be with the Type IX (AB are 
the clearings which means the submission and the payment are cleared together).

To make this check:

1) Open FBL1N transaction

2) Put the vendor of the employee (you can search in our  in the Population tab or search "=LASTNAME")Monitoring File

blocked URL

If you select “Open items” you will have access to items that are still open in the account
If you select “All items” you will be able to verify all expenses transferred from Concur to SAP and the payments performed
You can also add a date range to minimize the data loaded and obtain only specific information

 3) After you add the information click execute 

blocked URL

There are always two kinds of document types available inside the vendor of each employee:

Doc.Type: Q0

The Q0 is the reflection of the expense claim transferred from Concur to SAP. In the "Doc. Hdr Text" it will always appear the expense claim
key "00000 " followed by the employee ID " ".52720 78590315

Doc.Type: ZP

The ZP is the payment of the expense report performed by the CICC team.

https://docs.google.com/spreadsheets/d/1f9JvLAjuXPne0_wSSwVaRko96s6OaIYTYgbOUBWlbqs/edit?usp=sharing
https://lh3.googleusercontent.com/AgOMPREt7rxWhw-_GwzPQYk9DYMmkr0jkL-d87cOU4yN33BchGZyevE02yk--SBXsQL_sS-Zo78Ghw_xQAdfMtLDe6fjEUYFlJC4WwkeSXPXeUMh8V60DpR-NovPR3xbG164hFUl
https://lh3.googleusercontent.com/E5mVkrlIMeK5L294Ueu9wwMNEnFtpGXD7cJQGoJpwqe6Ta_we30YTq9Iyyg9hsT_zpzKySVyCtxW2yYODaw0NSrlfh36JBdC4EqVARlCGaNX6ydFkUED5S0CfS2U6PWrHQFV0zNI
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8. Weekly Payment Monitoring
On Wednesdays we verify if the amounts that were open, from previous Wednesday until the Tuesday of the current week, have all been
cleared.

We perform a series of steps to complete this monitoring.  Starting with the extraction of a Report in Concur to compare information of
submitted expense claims and payments performed in SAP system.

8.1 Previous payment issues encountered

Duplicated payments
Missing submission (Q0) in SAP system WP1

8.2 Concur Report Extraction

 Open Concur1)

 2) Reporting > Intelligence

blocked URL

 Follow the path below3)

 

 I4) n the dates, we put the extraction range...

From: Wednesday of previous week

To: Tuesday of the current week

5) Finish by clicking “OK”

blocked URL

This extraction will provide all of the paid expense claims starting on the last Wednesday and we use this report to compare what is paid in
Concur and what is paid in the SAP system.

 NOTE: In the second issue mentioned in heading, where the payments were not being performed, we discovered that the expense claims7.1 
appeared as paid in Concur tool however the information was never transferred to SAP and therefore not actually paid. This is the main
reason the monitoring was created and updated.

We need to register all of the extraction details in the  Monitoring File ("Payment Monitoring" tab).

 Copy and paste in the following columns:1)

blocked URL

 Fill the first 3 columns (A,B,C) with your initials, date of action and2)  extraction period

blocked URL

The vendor should fill automatically due to a function that will read the Employee ID and search it in the population tab. In case it is empty or
in error, please verify if the employee has Employee ID in the Population tab. If not, add it.

Now that we have the paid expense reports from Concur we need to check in the SAP system WP1.

 Open SAP WP1 system and type transaction FBL1N1)

 Filter the file in the Status column by blank fields, these are the new payments we added from the Concur extraction2)

 Copy one of the vendors3)

 blocked URL

4) In the SAP transaction, put the vendor in the "Vendor account" and add Company Code "ZFR9" (Butachimie)

https://lh4.googleusercontent.com/5YJU03botjQ2uCeHZogR4CfNVTcINTGL-ITYvE4bzFWVdEVjgGaMMDHYy_lw0DY3Y-5FF2_U2lohDLYV5SJOT7ITCvaHWO0tvNsLcH6zfotIBpj8knbxCbPFK3oyutME2XSW6SN1
https://lh4.googleusercontent.com/qX5Xf5vjjLgDhrgOM1pf0OYfyV7K1zsWfX8Thaeq5W18vEcEl0aRzrg4G7O7cwNTsg2BFTnEWHYs8jIAGF3iA85nOFEytHEX6rI5l8B9Luju6vpJDGhrqeWAwDTIEcsy8JMktbQc
https://docs.google.com/spreadsheets/d/1f9JvLAjuXPne0_wSSwVaRko96s6OaIYTYgbOUBWlbqs/edit?usp=sharing
https://lh6.googleusercontent.com/7RN4zKDM7AnR5z-1EkMpnmDGTHLJcPebIK1g1lNOI3nLULo210LymHIsngqkMYuK5BAE71vISZnGbFiwUekoAHAoYqUW1s5yS1H8jgJ0am2fjRe869CIy8whH6eKjIjpFdARw_50
https://lh3.googleusercontent.com/_qYKA2J-QqQlTohkgx5ykmLz-e9f2kXV_f8zWrIEJPepmJjBE4pqCljUB9A4R96OgjA8hAACEICt4B5S86ryg0v8x6lHwrB51BflEK9ssjQvTz6xOQoXVfExGPAlkGPW7AqCWgIx
https://lh3.googleusercontent.com/WPewmxKHEWgz8VO7z2cftXLqb7VI8raC8jG_okSbD989fXGd_fxsEQvRkOXxsG3XqyqHK4hngkSFwRa9v5LpcT6Eo7GOujE0rFYAfFOq9h0Ka64eOQQVwLAMemKlVxn-zZJMxjqp
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blocked URL

 Select “5) All Items”, add all of the types below and execute:

 blocked URL blocked URL

 Look for the amount of the file in the SAP amounts6)

 blocked URL    blocked URL

 If it has clearing document it is paid, in case it doesn't confirm with the Payments team7)

 If you can not find the amount verify in Concur if it has  or  expenses8) private lodge

NOTE: Check step  for possible scenarios of issues that may appear.7.3

8.3 Possible Scenarios

During the payment monitoring there are some scenarios that may occur:

 When the expense claim is transferred from SAP to Concur the document type associated will be a Q0. If inside the vendor there is 1) no Q0
 it means it was not sent for payment -  what caused this issue.available confirm with IS

 If the  and open (red) the expense claim was correctly transferred from Concur to SAP, however it's .2) Q0 is alone not yet paid

 When there is a Q0 (submission from Concur) and a ZP (payment document) the payment has been performed and expense claim is no3)
longer open.

 If there are  then the submission document was duplicated into SAP and we need to  - FB02. However 4) two Q0 block one for payment if both
 then it means the payment has been performed twice and   (bankhave been paid (two ZP) user will need to refund one of the amounts

account: FR76 3005 6000 2800 2800 7103 378) - request our Butachimie point of contact to confirm with employee and follow the
. Finally we will need to .situation cancel the costs with FB05

 There is also the possibility of appearing  - could be a job that ran twice and therefore duplicated5)  double ZP (payments) with only one Q0
payments - .steps are the same as 4th scenario

 

 

> END OF OP <

https://lh4.googleusercontent.com/sLH72AzsKhrAJf2NlHkqx9nVVEwOsbr1xW2RvsVx4hr1kmMnD5H0sJk7B_TG2P1KnzcQDN2K2IBbd5EnWJVXXrGSTTe1x_G58RHsPQhxNl7mHKb7qfIhFo4Tg0r4myZfpiDBDoIs
https://lh5.googleusercontent.com/CbrURpHDsIhDQN0jCEPKbmdaDiCVgfG1RJjsA2TfiUych_dI6TGYul7_56fBOvOZbLn3tv_GZrb1UqzQ2wT8xyp96lHyq9WF6zx8r5CuOnQZlugQpKbNfGOQQtRtrTpHc5WDLXGD
https://lh4.googleusercontent.com/TPwSQNYXyIxvKXAu75wq_r4Z6c0dvZzHBOfVNXjp1gPGuMO5RkIBp7sHjoBIvAQ2WBEhGM51eU3lVNGGcqdBpaDC12cBNYT_tzimHqaSXMME1H0uekvwamZLrZ6gPbr_O_fHPo6P
https://lh6.googleusercontent.com/9IuY2wqnVFCguLcmBPeS2R50cZKNM5Cyzs7-ZTJdq4XlIHSPElzar_kCE5fxfSsNgLiYmM3DfbwhTyb5G4z-vapcMg0iIwVtpRtr4xIsbmrQ3NLQuYcC40wGVTdZCfFg671hOso0
https://lh5.googleusercontent.com/W1H675EvtWXYO7iQvmbG9jK7TeUNyw3HNRe3zHVTksecQ6ludwyyiIecVQquaW9XS_XZJW_XKpE1kgPQVIqpVtznjObRlFz5yO3njMYSxKwmjEnVSrU2SrKGn0LJlI9NuMqALlRg
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