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1. Get started

To start up the Supplier Portal you go through the following steps:

1. Go to supplier.sunwebgroup.com. We recommend to use Firefox or Google Chrome.

2. On the login page you can login with the username and password provided by Sunweb
Group.

3. When you are logged in, you can change your password in the right upper corner
when clicking on ‘change password’.

Welcome in the Supplier Portal! On the homepage you will see the following:

Sunweb Group Welcome I Logout

Change password

Wizlcome I, Vou were |35t seen 3t 13052019 10:565:23

Contracts (0) Bookings (0)

In this manual we will continue with the part for Finance where you have now access to.
If you cannot chose for Finance, please contact the Accounts Payable department via
AP@sunwebgroup.com.
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2. Invoice messages

Click on ‘Finance (amount of new messages)’ on the homepage, to continue to the
Finance menu. Then you can see 4 tabs on top of the screen, where Finance is already
selected and on the left side of the screen you will have a menu with the Invoice
overview (amount of new messages). Please click on this Invoice overview.

Here you will find 2 subtabs ‘Invoice overview’ and ‘Invoice messages’. Click on ‘Invoice
messages’ to find all messages. You will see the below screen.

The new, unread messages will be shown bold, after reading them they will stay in the
list of invoice messages, but with a normal font.

Sunweb Group Welcome S~ Logout

Change password

Finance (447)

Invoice overview Invoice messages

[ Actions ~ | Filter messages by ~ « & 12 3 % W

Invoice overview (447}

SUBJECT STATUS RECEIVED DATE &

54 invoices have changed to a new status Approved 11/05/2019 04:25:03
54 invoices have changed to a new status Registersd 11/05/2019 04:35:03
145 invoices have changed to a new status Approved 10/05/2019 04:40:03
14E invoices have changed to a new status Registered 10/05/2019 04:40:02
37 invoices have changed to a new status Approved 09/05/2019 04:50:04
38 invoices have changed to a new status Registered 09/05/2015 04:50:02
2 invoices have changed to a new status Paid 08/05/2019 04:55:08
14 invoices have changed to a new status Approved 08/05/2019 04:55:07
14 invoices have changed to a new status Registersd 08/05/2019 04:55:07
98 invoices have changed to a new status Rejected 08/05/2019 04:55:06

There are 5 different status changes in the column ‘status’ where you can receive a
message for:

- Registered (step 1 of processing your invoice)

- Approved (step 2 of processing your invoice)

- Paid (step 3 of processing your invoice)

- Deducted (step 3 of processing your invoice)

- Rejected (your invoice has been rejected by our system and will not be processed)
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The column ‘received date’ shows the date that the message was created.

In the right upper corner you can switch pages.
1 2 3 = =

When you select your message(s), you can choose to mark your message(s) in the
taskbar as read or as unread.

Invoice overview Invoice messages

Actions Fiter mezsages by -

Mark as Read
Mark as Unread

qeoe a new status

In the taskbar you can also filter on read/unread messages and received date of the
messages.

Invoice overview Invoice messages _

Filter messages by -
ReadUnread All r
Received Date

4 involces have changed to a new status

[ B B

When you click on the subject of the message, then you will get an overview of the
invoices that have been changed to the new status related to that message.

The screen for the invoice overview will be explained in the next chapter.
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3. Invoice overview

There are two ways to go to the invoice overview:

1. Via ‘invoice messages’ as mentioned in chapter 2. Invoice messages.
2. When clicking on the subtab ‘Invoice overview’

When you have used the first way, then you already get an overview of the invoices
which were changed from status in the message you had clicked on.

For example we clicked on the message ‘1 invoice has changed to a new status’ with the
status ‘approved’, then you will get the following screen:

Sunweb Group Logout
Change asswors
_
. o statua Yourrt
Invoice overview
Al @ Our ret
Invoice penod From Unil inct
Registration period From 20072025 | Uniilind.
‘Setted Paid period From Untilinet.
searen Getcsv

ree YOUR REF OUR REF DESCRIETION IMVOICE DATE REG. DATE BAID DATE CURRENCY AMOUNT REJECTED REASGN STATUS #
o ST 23072025 EuR 207585 Pending
EUR 4549612

13896800 220702025

Irvaico STRF1307 13897. 22702025

Invoica STRF1308 13697203 2210712025 EUR 6.599.4 Pandng 3t

When you have used the second way, then you can make your own filters.

Sunweb Group B P SRS Logout
‘Change passwi rord
n o Your ot
» - voice types oico status four 1o
Aitypes Al status ourret
Booking prepayment Appraved
9 Conractualpayment Dequcisa
£ Pending
Reaistersd Regisiraiion period From | 200772025 | unti inc
Bmectna
8 Setiied Puid period From unt inct

searcn Getcsy

From both screens you can make your selections with the filters. You have the following
different filters:

- Invoice types

- Invoice status

- Your ref

- Our ref

- Invoice period

- Registration period

- Paid period

All filters will have a short explanation.
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Filters

Invoice types

There are 7 different invoice types and you can select all types:
Invoice types

¥ Alltypes

[¥ Booking prepayment
¥ Contractual payment
[ Deduction booking prepayment
¥ Deduction complaint

[¥ Deduction contractual payment
¥ Deduction marketing fee

¥ Invoice

Booking prepayment: these are all EB prepayments.

Contractual payment: these are prepayments according to the payment scheme in the
contract, deposits, guarantee or guaranteed (turnover) payments and other costs.
Deduction booking prepayment: these are all deduction related to the EB prepayments.
Deduction complaint: these are all complaints from our Customer Support department.
Deduction contractual payment: these are deductions of prepayments according to the
payment scheme in the contract or deductions of deposits.

Deduction marketing fee: these are credit invoices for marketing fee.

Invoice: these are all invoices that were send by you.

Invoice status
There are 6 different types of invoice status and you can select all types:

Invoice status

All status

Approved
Deducted
Paid
Pending
Registerad
Rejected
Settled

Approved: your invoice has been approved

Deducted: the credit invoice has been deducted from the payment

Paid: your invoice has been paid

Settled: your invoice has been fully processed and the payment is complete, through
offsetting with credit invoice.

Pending: your invoice has been registered in our system, but is only partly matched
with the commitments in our system. This can have different reasons, for example: the
bookingsnumbers are incorrect, the amounts are different between your invoice and our
system. It will take some more days before your invoice is approved as these need to be
checked manually by the Accounts Payable department.

Registered: your invoice has been registered in our system. When your invoice has this
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status for more then 1 day, then your invoice couldn’t match directly with the open
amounts in our system. This can have different reasons, for example: the
bookingsnumbers are incorrect, the amounts are different between your invoice and our
system. It will take some more days before your invoice is approved as these need to be
checked manually by the Accounts Payable department.

Rejected: your invoice was rejected and not processed by our system. The reason for
the rejection is given in the invoice overview. You have to resend your invoice again via
BaVel or in PDF format to PDFinvoice@sunwebgroup.com with the correct invoice
requirements.

Your ref
This is your invoice number.

Your ref

Our ref
This is the reference number given by Sunweb Group. For example 10563886.

Our ref

Invoice period
The invoice period is the invoice date of your invoice. When you click in the below fields a

calendar will be opened. You can also choose to type the date from and date till by typing
DD/MM/YYYY. You can search on a specific start and/or end date.

Invoice period From Lintil incl.

Registration period

The registration period is the registration date of your invoice. This date is 2-3 working
days (MO-FR excl. public holidays) after you have send your invoice to Sunweb Group.
When you click in the below fields a calendar will be opened. You can also choose to type
the date from and date till by typing DD/MM/YYYY.

You can search on a specific start and/or end date.

Registration From | 12/01/2017 | Until incl.
period

Paid period
The paid period is the payment date of your invoice. When you click in the below fields a

calendar will be opened. You can also choose to type the date from and date till by typing
DD/MM/YYYY. You can search on a specific start and/or end date.

Paid period From Until incl.

Get your results
When you have set all filters you need, then you can click on the ‘search’ button and your
results will be shown.

Search

If you have more then 1000 results, you will be informed that there are too many
results. In this situation you need to limit the number of results by adapting the filters.
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With the ‘Get CSV’ button you can always export your results to Excel.

Get C5V

Then you will get the option to open or save your Excel file.
Opening InvoiceOvervi 1'

You have chosen to open:

ZL] InvoiceOverview.csv
which is: Microsoft Excel Comma Separated Values File (8,1 KE)
from: https://supplier.sundiogroup. com

What should Firefox do with this file?

& Open with IMicroso'Ft Excel (default) j
~ Save File

I Do this gutomatically for files like this from now on.

OK Cancel

Results

In the overview of the results we have the following columns:
- type

- your ref

- our ref

- invoice date

- reg. date = registration date
- paid date

- currency

- amount

- rejected reason

- status

- (empty)

When clicking on the column name then this column will be sorted (A-Z / Z-A, 1-9 / 9-1,
oldest date-newest date / newest date - oldest date).

In the column ‘rejected reason’ you can find the reason why your invoice was rejected
when your invoice has the status ‘rejected’. In all other situations this column will be
empty.

In the last ‘empty’ column you can find all attachments related to the particular invoice.
There are 3 different kinds of icon:

“£  Invoice
— E-mail

Payment specification.

An explanation per icon will follow below.
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Invoice

In case of the invoice type ‘Invoice’, you will get the option to open or save your invoice.

This is the invoice that you have send to Sunweb Group or it can be a credit invoice
created by Sunweb Group. In case of the invoice type ‘Deduction Complaint’, then the
credit invoice created by Sunweb Group can be opened or saved. These invoices are in
PDF

format.

Opening 10372764.pdf x|

You have chosen to open:

10372764.pdf
which is: Foxit Reader 7 (8,0 KE)
from: https: f{supplier.sundiogroup.com

~What should Firefox do with this file?

" Open with ICitrix Offline Plug4n Application Launcher {d... j
% Save File

[T Do this automatically for files like this from now on.

oK I Cancel

E-mail

In case of the invoice type ‘Booking prepayment’, you will get the option to open or save

your mail as an html file.

Opening 10261286.html x|

You have chosen to open:

2| 10261286.html
which is: URL:HyperText Transfer Protocol (318 bytes)
from: https://supplier. sundiogroup.com

~What should Firefox do with this file?

& Open with ICitrix Metaframe Server FTA (default) j
{~ Save File

[T Do this automatically for files like this from now on.

(6] 4 Cancel

In this mail you can see the specification of the EB prepayment. You can find the
bookings and amounts and also you can find the deduction date.
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In case of the invoice type ‘Deduction marketing fee’, you will get the option to open or
save your mail as an html file like the screen above for the EB prepayment. In this
specification of the marketing fee you will find the amount of the marketing fee and the
deduction date.

Payment specification

The icon for payment specification is always shown, but of course only a specification will
be shown when your invoice has been paid or deducted from the payment.

When your invoice is not paid or deducted yet, you will get the following screen:

Attachment not found

oK |

When your invoice has been paid, deducted or settled, you will get the option to open or
save the payment specification as shown in the screen below. The payment specification
is in PDF format.

Opening 10570081.pdf | x|

You have chosen to open:

] 10570081.pdf
which is: Foxit Reader 7 (78,0 KB)
from: htips:/fsupplier.sundiogroup. com

~What should Firefox do with this file?

™ Open with ICih’ix Offline Plug-n Application Launcher (d... j
¥ i Save File :

[T Do this automatically for files like this from now on.

0K I Cancel

When you need your payment specification in Excel format, then you go back to the
invoice overview. You select a certain paid period and click on ‘search’. Then you can
click on ‘get CSV' and your results will be opened or saved in Excel format.

When you did not marked any invoice, then the total of your results will be shown:
934 invoices in total 924,521,557 EUR

When you do mark 1 or more invoices, then the total of your results and the subtotal of
the selection of your results will be shown:

934 invoices in total 924.521,57 EUR
5 invoices selected 242,11 EUR
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The amounts will also be given in the different currencies. For example when you have
invoices in EUR and USD, then the totals and subtotals will be shown separately.
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