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User guide for the Excel file for nominative orders of 
Ticket Restaurant® vouchers
Grand Duchy of Luxembourg

1. The file

The file includes:

· 1 line per beneficiary.

· Every line is composed of 31 columns.

2. The columns 

	Column
	Description  
	Number of positions
	Column format

	Column A (T)

Do not change
	Type of entry 

(E: never change!)


	1


	Text



	Column B (P)
	Type of product 

(TL for the Meal Vouchers and SL for the Ticket Compliments® Supreme Award gift vouchers)


	2


	Text



	Column C (NUM)
	Your customer number, which must be aligned to the right, consists of 2 to 7 figures, e.g. 12345. If you don't know your customer number, please contact customer services.


	7


	Number



	Column D (SUF)
	Your suffixes in 4 positions maximum (e.g.: 9999). The suffix defines where the vouchers can be used, delivered and the order invoices sent. The suffix is 1 by default


	Max. 4


	Number



	Column E (M)

Do not change
	Currency (E for EUR)


	1


	Text



	Column F (DATE)
	Desired delivery date in 8 positions (DDMMYYYY: 

E.g. 01012012 or 1012012 for 1st January 2012).  

To be changed every month for the Ticket Restaurant® order! The date is calculated as follows: "Order reception date (before 15:00) + 4 working days" according to the delivery days. 
Deliveries are made in Luxembourg from Monday to Friday 

N.B.:

1. You can leave out the zero before the date

2. Don't use any "slashes", dots or dashes when writing the date.


	8


	Number



	Columns G, H, I

(LEV 1, 2, 3)
	Sort criteria: Lev. 1, 2, 3.

You don't need to fill in these columns. You might want to fill them in if you want to make a distinction between the slips for workers and employees (column G) and between the various internal departments (column H) of each group.  

NB:

A maximum of 5 positions per sort level.                                                                       This is only required if you want to create breaks, with page breaks and subtotal, in the distribution slips attached to the order.

Example:                                                                                                                                            Level 1 = 00010 (employees)    Level 2 = 00011 (HR dept.)

Level 1 = 00010                         Level 2 = 00012 (accounting)                                  Level 1 = 00010                         Level 3 = 00013 (production)               Level 2 = 00020 (workers)         Level 2 = 00021 (building 1)                                    Level 2 = 00020                         Level 2 = 00022 (building 2)                                                                 

N.B.:

1. Lev. 2 is a subdivision of Lev. 1; Lev. 3 is a subdivision of Lev. 2

2. Leave these areas empty if they aren't used.


	3 x 5


	Number



	Column J (PP)

Only for 
Ticket Restaurant®
	Employer participation in the value of the voucher, indicated in euro cents. This varies according to the voucher's face value. (E.g.: EUR 5.60 become 0000560).

N.B.:

Please do not use dots or commas.
Leave empty if you are ordering Ticket Compliments® Supreme Awards.

	7


	Number



	Column K (LIB)
	The description that will be entered on the distribution slip (max. 50 positions). This list will allow you to check how many vouchers every person receives.

Example: 

The beneficiary's first name and surname, number, etc.                                            


	50


	Text



	Column L (VALTOT)

Do not change

Automatic calculation
	The total value of the envelope's contents (the face value per ticket multiplied by the number of vouchers per beneficiary: column M x column N).

	9


	Number



	Column M (VF1)
	In this column, enter the face value of a voucher in euro cents (E.g.: EUR 8.40 becomes 840 euro cents).
	8


	Number



	Column N (Q)
	Amount of VF1 vouchers

It varies according to the number of days worked.

NB:

1. The maximum amount of vouchers per envelope is 35. If this is exceeded, several envelopes will be automatically created.

2. The maximum number you can enter in column N, per beneficiary, is 99. If a beneficiary has the right to more than 99 vouchers, another line must be filled in for this person.


	2


	Number



	Columns O to V

(VF2, Q2, VF3, Q3, VF4, Q4, VF5, Q5)
	These columns are necessary for those who want to receive vouchers of a face value different from that of VF1 in the same envelope. If you only have one face value per envelope, these columns are irrelevant.


	VF: max.8

Q: max.2 


	Number



	Column W (LINE1)

(Optional)

Cover page
	You must specify here which details you want to appear on the first line of the cover page (voucher with no value) of the envelope. You can put the name of your company or institution.      

                                                                                                                                           E.g.: EDENRED
NB:

You can only enter a maximum of 40 characters per line. The unused columns will be left blank.


	40


	Text



	Column X (LINE2)

(Compulsory)
Cover page                                                                                                                                                  
	Here you must specify which details you want to appear on the second line of the cover page (voucher with no value) of the envelope. You can put the beneficiary's name.     

E.g.: André DUPONT

NB:

The names indicated in this area must correspond to the names in column K 


	40


	Text



	Column Y (LINE3)

(Optional)

Cover page                                                                                                                                                                                                                                                                                                  
	Here you must specify which details you want to appear on the third line of the cover page (voucher with no value) of the envelope. You can put the employee's registration number.     

E.g.: Reg. number: 1245


	40


	Text



	Column Z (LINE4)

(Optional)  

Cover page                                                                                                                                                                                                                                                                                                  
	Here you must specify which details you want to appear on the fourth line of the cover page (voucher with no value) of the envelope. You can put an unspecified message.

E.g.: Happy Christmas

	40


	Text



	Column AA (TITLE1)

(Optional)  

All vouchers with a value                                                                                                                                                                                                                                                                                                
	Here you can specify the details that must appear on the first line of every voucher (voucher with a value). You can put the name of your company or institution.

E.g.: EDENRED  

NB:

You can only enter a maximum of 40 characters per line. The unused columns must be left blank.


	40


	Text



	Column AB (TITLE2)

(Optional)     

All the vouchers with a value                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
	Here you can specify the details that must appear on the second line of every voucher (voucher with a value). You can put the beneficiary's name.

E.g.: André DUPONT


	40


	Text



	Column AC (TITLE3)

(Optional)    

All the vouchers with a value                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
	Here you can specify the details that must appear on the third line of every voucher (voucher with a value). You can put the registration number. 

E.g.: Reg. number: 1245

	40


	Text



	Column AD (TITLE4)

(Optional)   

All the vouchers with a value                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               
	Here you can specify the details that must appear on the fourth line of every voucher (voucher with a value). You can put an unspecified message.

Ex.: Happy Christmas


	40


	Text



	Column AE (L)
	Language code for the vouchers 

F for French, D for German, N for Dutch and B for vouchers that will be printed in French and Dutch

NB:

These letters must be put in capitals!


	1


	Text



	Column AF (INVOICE)
	You can put a message in the order file which must appear on the invoice, e.g. P/O_12345

NB:

This information must only be entered in the first line of the order for each new customer number!


	15


	Text




	IMPORTANT:

Ticket Restaurant uses an automated system allowing the order files to be easily processed. Therefore it is important that the files are correctly formatted. Please take into account the following points: 

· Please respect the page layout. Never change the file's format. Please don't add or delete any columns!

· Always enter the order in the first sheet (thumbnail) of the file. 
· Try to avoid blank lines in your file!

· Don't use commas, dots or slashes when writing the date (column F), the employer's contribution (column J), or the face value (column M).

· All the numerical information (figures) must be aligned to the right.

· The suffix, to be entered in column D, must be at least 0001 or 1 (aligned to the right).

· The file must be "new": Avoid titles, words in bold, etc.

· Values in euros must be entered in euro cents.

· Column K always contains the same information as column X
NOTE: The processing system will sort the file automatically based on the customer number, the suffix and the sort levels, and it will put them in ascending numerical order.




3. Sending the order

Once your order form has been correctly filled in, simply send it to us by e-mail to the following address: order-LU@edenred.com
In the text of your e-mail, please always mention the following 

(a) for which company you are ordering vouchers, 

(b) how many vouchers there are, 

(c) the total value of the order (total number of vouchers x the face value) and  

(d) the desired delivery date. This information allows us to check that the order is correct. 

After sending it, you will receive confirmation of receipt. If you still haven't received anything after half an hour, don't hesitate to call us on 26 10 27 75.

The only data you need to change every month is the desired delivery date (column F) and the number of vouchers per person (column N).

If you want to place an extra order (not nominative), please send it to our customer service at:  customer-LU@edenred.com
In order to avoid any security problems, please don't use web e-mail applications (e.g. Hotmail).
4. Contact us

If you have any questions or comments, you can contact:

CMTEAM

Tel: 26 10 27 75

Fax: 26 10 27 78 
E-mail: cmteam-LU@edenred.com
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