
Chef or person ordering should contact the 
unit's RAM or the Sodexo Call Center to 

determine if a contracted Sodexo Vendor 
exists for the product/service.*

Unit should contact the AP 
Department 

(sl.accountspayable@sodexo.com) to 
determine if the vendor already exists 

in the AP system.  

Complete a  "Vendor Action 
Request" form (VAR) and 

submit to the AP Department 
via  email with all required 

paperwork.

Vendor is set up
AP will link access to this 

vendor within WorkCenter.

Vendor DOES 
NOT exist in AP

Vendor already 
EXISTS in AP

Contact the AP Department 
(sl.accountspayable@sodexo.com) and 
advise that you are now using a Sodexo 

contracted vendor by completing a 
"Vendor Action Request" form (VAR), so 
that AP can verify this vendor is in our AP 

system and link access to your unit.

Determine if the Contracted 
Supplier is electronically enabled 

using the "Master Electronic 
Supplier List" on SodexoNet*

YES
 electronically 

enabled

NO
Supplier Exists, but is 

not electronically 
enabled

Sodexo Contracted 
Supplier is Found

Use the Supplier Customer Number 
Request form to request supplier 

set-up in master data (PIM).

Pay Type must be "CLIENT PAY"

Once the Supplier Customer Number 
request i s submitted, notify your 

units AP/Accounting person to link 
the vendor to your unit to receive 

your EDI Invoices.
This should be done right away.

Sodexo Contracted 
Supplier is not Found

Finding/Adding a Sodexo
Contracted Vendor:

*Please refer to the "Guide to Find a Sodexo Contractor Vendor" and "Vendor Action Request 
(VAR) Form and Procedures" on Sodexo Live Spark for more detailed instructions.

Request AP to l ink access to 
this  vendor within 

WorkCenter

https://spark.slcloudapps.com/2023/09/27/guide-to-find-a-sodexo-contracted-vendor/
https://spark.slcloudapps.com/2023/09/27/vendor-action-request-var-form-and-procedures/
https://spark.slcloudapps.com/2023/09/27/vendor-action-request-var-form-and-procedures/
https://spark.slcloudapps.com/
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