
The MEII form should start to be used for missing EDI invoices as of 10/01/2023.   

 

If you have an EDI invoice that has not come into WorkCenter within 5 days of the invoice date, go to Sodexo Net to 
access The Market Connection, https://us.sodexonet.com/home/tools-x0026-resources/purchasing-and-ordering/the-
market-connection.html.  If you go to the Sodexo Net home page, you can also search for The Market Connection.  Scroll 
down to the “Quick Links” section on the right hand side and choose “Missing Electronic Invoice Investigation Form” 
(MEII). 

 

 

Once in the Missing Electronic Invoice Investigation Form (MEII), choose “Request” to start completing the form.  

 

 



Within in this form, you must enter a good contact phone number.  All fields with an “ * ”, is required and you must 
enter something in that field. 

Under the “Missing Invoice Resource” field, choose “YES” for the question “Did you check for your invoice using the AP 
dashboard?”.  This will open up more fields for you to enter in vendor information, invoice information, etc. 

 

Under Vendor number, you must enter the correct SAP (NOT LAWSON) Vendor number for the vendor.  Do NOT enter 
the three leading zeros “000” in this field.  If you do not know the correct SAP vendor number, go to WorkCenter, under 
“Vendor Group” for you MBU, it will show you’re the SAP Vendor number for each vendor linked to your unit. 

 

If you DO not see the vendor you are looking for, contact corporate AP (sl.accountspayable@sodexo.com) and ask them 
to link this vendor to your vendor group.  Once this has been done, refresh your screen and find the SAP vendor number. 

For this example, we are going to use “Charlies Produce”, SAP Vendor #1763747.   

Back to the MEII form, enter “1763747” and the system should automatically show you the SAP vendor number and 
name, choose it and it will auto populate the form. 

 

 

 

 

 

 

 

 



Continue to enter in data on the form, Enter in your SAP Cost Center number.  If you do not know it, again, refer back to 
WorkCenter, under “Supplier Account”, the go to “View” and you will see your SAP Cost Center number, for this 
example it is SAP Cost Center Number “0093127001” 

 

 

Enter your SAP Cost Center number in the filed on the MEII form, again, do NOT enter any leading zeros.  You will notice 
that your unit name will appear, select it and the system will auto populate. 

Enter in the invoice number EXACTLY as it appears on your invoice, invoice date, invoice amount.  For GL Code, ALWAYS 
use 60647000, Misc Supplies.  Again, once you enter in this GL code, it will appear and select it.  Enter in your Customer 
Number as it appears on your invoice.  

You can add another invoice, for this vendor only, if you need to.  If this is the only invoice and the only vendor you have 
an issue with, you can go to the Comments/Special Instructions section and enter any comments you want but MAKE 
SURE you enter, this is for a Sodexo Live unit.  You can also MUST attach a copy each invoice entered on the MEII form.  
Once done, hit the “SUBMIT” button. 

If you hit the “Save” button, it does NOT go to Sodexo, the system is assuming you will come back to it for editing and 
adding additional information to “SUBMIT” later. 

 

 

 

 

 

 

 



If you have multiple missing EDI invoices for multiple vendors, you can enter the invoices for your first vendor, then 
there is a button to “ADD VENDOR” to choose another vendor and the EDI invoices that are missing for that vendor, all 
within the MEII form. 

 

 

Once you have submitted your MEII form to Sodexo, you can also go back to the MEII home page, and you will see your 
request(s) that you have submitted.  You can also go back later to see the state of each request, so you know when to 
expect the invoice to come into WorkCenter via EDI, comments, etc. 

 


