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Service Confirmation: Introduction/Features — ExronMobil

* GEP Service Confirmation allows our service suppliers to submit their invoice charges electronically for
ExxonMobil approval via an internet portal; while also providing a robust suite of features and efficiencies.

Free of charge to Supplier
Web Based (no additional tools to be installed)

One platform for Agreements, POs, Service Confirmations and Payment Status

Online Purchase Order visibility including closed POs

Online Agreement visibility including SMCs and Rates

Online PO Acknowledgement

Supplier can self-register multiple users

Suppliers can withdraw pending submissions for correction

Suppliers can send reminders for pending approvals

Mass upload of Service Confirmations via Excel template

Copy previous Service Confirmation to create new SC without having to rekey

Rejected SCs can be corrected and resubmitted

Live monitoring of Service Confirmation status

Suppliers receive email notifications for PO and SC activities
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Allows communication between EM and Supplier via 'Comments'




Ex¢onMobil

PO received and Services performed Service Confirmation SC Approved by GEP emails invoice EM Payables Invoice Paid
Acknowledged by by Supplier as per created and submitted ExxonMobil in GEP to EM Payables Processes Invoice
Supplier in SMART by PO for approval in GEP by (SES Created in SAP) upon SC Approval In SAP
GEP Portal Supplier

Supplier attaches their invoice
in PDF or TIF format while
including the word 'Invoice'
anywhere in the file name



Ex¢onMobil

When utilizing ERS (Evaluated Receipt Settlement), invoices will be automatically generated once the Service
Confirmation has been approved by ExxonMobil within GEP.

PO received and Services performed Service Confirmation Approved by Electronic Invoice Invoice Paid
Acknowledged by by Supplier as per created and submitted ExxonMobil in GEP automatically
Supplier on SMART PO by Supplier for (SES Created in SAP) created in SAP
by GEP Portal approval in GEP
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ExxonMobil will initiate an invitation to the supplier’s key contacts for registration

@pplier will receive an email from GEP (@gep.com):\

Press ‘Click Here’ in the email to proceed with the
registration.

Dear

You have been added as the contact of for
ExxonMobil.

Please Click Here to create your user account.
In case you have already created your login credentials, please ignore this message.

In case of any queries, please contact GEP Support at the following:
Phone:

USA: +1 732 428 1578

Asia: 491 22 61 372 148

Europe: +42 022 59 86 501

Email:

Su .com

Regards,
GEP
To Avoid emails going to spam or junk folders

To ensure you receive all emails from support@gep.com in your inbox, please mark this email address as safe. Sender email address

Ex¢onMobil

can be marked safe by adding it in the safe senders list, contacts list or your address book.

/Supplier will be redirected to a new webpage:

~

Press the ‘Register Now’ button if you do not have
an existing SMART Account.

If you are already registered to use Payment Status,
select ‘I have a SMART account’ *

Ex¢onMobil

Hi Supplier

You have been invited by URT_ExxoyiMobil to be a supplier ahd represent Exxon Test Supplier

o

Thanks,

— SMART by GEP Team

4
Supporting you from United States, Asia and Europqd e, Be sure you are Iogged
>
Phone: out of your GEP/Smart
e maE account before selecting:
Europe:+42 022 59 86 501 h SMART A c
Asia:+91 22 61372 148 avea ccount

Australia:+61 285 181 914
UK:+44 203 478 6123

Email: Support@gep.com
\ ")




SeceConfifmationsREgISESHONNNNNNNNNES  Ex¢onMobil

Complete all the required fields on the ‘Primary Registration Press ‘Click here’ within the activation email to be directed to
Form’ page and click ‘Submit.” An activation email will be sent the SMART Login page. Upon activation, a confirmation
to the Supplier’s registered e-mail address. email will also be sent.
E)KOI'\MObi' Thu 6/27/2019 11:03 AM
SU @gep.com
Primary Registration Form = Language T . - Action required: Activate your GEP Smart account

Username * Pipes_Supplier i i
pipes_supplier@dc.com Dear Supplier ',

User Emait *

FRitacrdt eesssssssssnnene ) vep

Thank you for filling the Registration form. Before we can activate your account one last step must
SR IEOOI, e be taken to start using GEP Smart.
Mobile Number Select IS0 Code «

In order to activate your account, please visit this URL:

Primary Contact Information

Jane

o . On clicking user is directed to
Lase Name® Gibbs Click here ’—-ﬁ SMART log in page l
Company Eman = DC Pipes
Primary Business Phone Number*  coc ccc Suensien Please note-you must complete this last step in order to use the GEP Smart account. You will only
Contact’s Business Rlegion Amaericas 5 need to visit this URL once.
Contact's Category E ]
Yiene Zone (UTC-03:30) Chennal, Koata, Mumbsi, New Do - Thanks & Regards,

GEP

Ex¢onMobil

\= —/\ /




_ Ex¢onMobil

Once the confirmation is received, you can log in to SMART through the URL -

If you already have an account with GEP SMART, you can

login with your existing ID. Then if you need to simply add S mn RT by GEP

'Service Confirmation' to your existing profile, please submit T T arr———
an inquiry via email using the instructions at the end of this
presentation. G

Forgot Username?

For technical issues once logged in, please contact GEP ©, password
support within the GEP platform.

Forgot Password?

LOGIN

NOTE: Google Chrome or Microsoft Edge are the recommended browsers to
access this website. You will have issues if using Explorer.



https://smart.gep.com/

Search Existing

Purchase Orders and GEP Help
Search/Download Service Confirmations Supplier Forms Contacts/Training
Agreements/Contracts Create Bookma%s] Materials

EXO"MObiI (!mlag Sourcing  Contract Purcl!sing Invoige Supp/Iier \\m j= 5 g

DRAFT (5 ACTION PENDING (99+ FOLLOW UP (17) . VleW our User
Acknowledge ® 99 ( Not implemented for PZofiIe
POs EM
My Tasks
Submit Service
Confirmations +
Create Document Name Document Number Supplier Purchase Type Order Total Pending On Pending Since
0
View your B GEP AMB Order66 POAM2200000629 Standard 3,100.00 03/19/2021 12:00:16 AM 320 Days 2 Hour
C Supplier
ompany Profile GEP AMB Order68 POAMZ2200000631 Standard 1,000.00 01/06/2021 09:21:35 AM 391 Days 18 Hol
profile/Add
Contacts GEP AMB Order67 POAM2200000630 Standard 21,000.00 01/06/2021 08:59:30 AM 391 Days 18 Hot
GEP AMB Order53 POAM2200000452 Standard 1,000.00 09/16/2020 05:05:57 AM 500 Days 21 Hou
Invoice Payment AMB_4410810985 AM4410810985-002 Standard 34.00 08/06/2020 11:16:22 PM 544 Days 3 Hour
Status 4 b
Submit invoice
inquiries Rows PerPage: 10 » 1-50f5




Service Confirmation: Support/Training Materials — ExonMobil

« To access the GEP Help Center Click the(?)at the top right side of your GEP banner
» For access and technical issues - click to email support@gep.com
 For Training, click ‘Help Center’ (it may take a little time to load)
« Make a selection from the categories listed on the left (recommend Supplier Management or Procurement)
« Alisting of your available training materials will display (including this training package)

EXO“MObiI Shop  Contract m Invoice  Supplier  Analytics Search H &2 ® @

o Y

TELEPHONE
Portal User Manuals and Video Tutorials US +1732 428 1578
Europe +42 022 598 6501
. Mame Type
Sourcing " Asia 49122 6137 2148
Service Confirmation - Supplier Guide Manual Australia +61 28518 1914
Contracts UK +44 203478 6123
— . - ) ) Manual
Service Confirmation - Supplier Guide - NextGen Canada +1-416-482-2900
Supplier Management [28] Manusl China +86-21-3115-9119
Mass_Upload_Template_Field_Descriptions_supplier +86-21-3115-5061
| 1
' :
: Procurement : EMAIL
N i

] support@gep.com
Release Motes

User Interface Upgrade

Help Center [0
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Service Confirmation: Supplier Profile - Adding Contacts  Ex¢:onMobil

You can add new internal contacts as well as edit existing contacts

» Select ‘Supplier Profile’ on the left banner of your GEP Screen

» Then select ‘Contact Information’ from the list

* To update an existing user, click on their name from the list

» Before assigning a Primary Contact, be sure they are first invited and showing status of ‘Registered’
« To add a new user, click ‘Create Change Request’ (continued on next slide)

BASIC DETAILS ~ CONTACT INFORMATION (11) (10 Registered, 1 Non Registered )

*indicates required fields

w IDENTIFICATION
INFORMATION

NOTE:

* Primary Contact
Receives email
notifications for
new and changed

v SUPPLIER SOURCE
INFORMATION ]g)

w CERTIFICATES Full Name Screening Status Email ID Language Primary Phone No. Mobile Number

J REGISTRATION O FirstName LastName LO; Registered xomcatalog.enablement@gep.com English

INFORMATION

gp Registered bickshal.geral@gep.com English mmmn

O I User A Jones

e I
SI;JI?L];:I?EF w LOCATION INFORMATION o I User B Smith I D,  Registered 123@gep.com English POS
rofile .
w CONTACTINFORMATION [m) I User C Katz I 0 Registered ankit.srivastaval@gep.com English ¢ Prl m a ry Co nta Ct ca n
- BUSINESS INFORMATION [m] I User D Fox I .—_O;a Registered Venkataraman.subramanian@gep.com English be a 'S ha red' ema i I
< TRANSACTION TYPE d ¢ to allow mUItlple

tol5 of 11 ¢ < Pagelof3 > >

w MARKETING INFORMATION

/ SUPFLIER COLLABORATION
SPACE

v NOTES AND ATTACHMENTS

> BUSINESS INFORMATION

> TRANSACTION TYPE

Click here to add one person as 'Primary '
Contact' only after they are showing as
'Registered'

CLOSE | SAVE ‘ CREATE CHANGE REQUEST

users to receive
GEP notifications




SeNicEConmBtoniSIPRIETRINISSANINGCONEES ExconMobil

After clicking ‘Create Change Request’, select ‘Add New Contact’

> CONTACT INFORMATION (2} (1 Registered, 1 Non Registered ) @ Add New Contact

*indicates required fields

» Enter the required fields noted with *
» Select ‘Contract Manager’ as the Default Role for users that will acknowledge Purchase Orders and submit

S . . .

ervice Confirmations.
Ez  Add New Contact

/ /
e P
re S S a Ve *indicates required fields
First Name* Last Name* E-mail Address*
. Default Role

Designation (Optional) Contract Manager -
Primary Business Phone (Optional) Extn S;Z‘;Zf:[;y Business Phone Extn Fax No.
1SD Code (Optional) .
Please Select - Mobile Number (Optional)
[ Send Invitation CANCEL SAVE

* Then press Submit to send
the Change Request which
will be auto-approved after
a few seconds.

| DELETE | | SUBMIT ‘ ‘ SAVE AND EXIT CLOSE | SAVE |

\@

Full Name Screening Status Email ID Language Primary Phone No. Mobile Number Role

]

* Select the saved User and
then press ‘Invite’ at the far
right.

FirstName LastName S, Registered xomcatalog.enablement@gep.com English




Ex¢onMobil

-

\_

GEP Service Confirmation

~

Purchase Orders

/




Service Confirmation: PO Acknowledgement — ExronMobil

Prior to submitting a Service Confirmation, the PO (Service type) must have been Acknowledged in GEP.

For new Purchase Orders and Change Orders to existing POs, an email notification from smart@gep.com will
be sent to the Supplier (Primary Contact) requesting PO acknowledgement similar to below:

...................................................................................................................................................................................................................................................................................................................

---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Supplier,

This is to notify you that Purchase Order: POAM4410809902 sent from ExxonMobil is now available in your SMART login account under 'Tasks' for acknowledgment.

Please login to SMART using below link to view the PO:

https://smartuat.gep.com/Order/ManageOrder/create?dd=YnBjPTOOMTAwWMyZKkY zOxNiM INDA | &oloc=107&cc=90Q1 VeldGY fdxeQcyerMgyQ=—=&b=0

Please do not reply to this email address. For any further issues with this PO, please contact the buyer as per his/her contact details in the PO.

The information in this communication is only for the use of the addressee(s). If you are not an intended recipient, you are hereby notified that any use, disclosure, or copying of the information
is prohibited. If you are not an intended recipient, please notify the sender immediately

Ex¢onMobil

Using the link in the email, you will be taken to GEP where you will be able to see your POs requiring
acknowledgement.


mailto:smart@gep.com

Service Confirmation: PO Acknowledgement  ExyonMobil

When someone other than the primary contact will acknowledge Purchase Orders:

* Click on ‘Purchasing’

* Then select ‘Order’

* Select status ‘Sent to Supplier’

* C(Click on the desired PO within the ‘Document Name’ column

L]
ExonMObII Catalog  Sourcing Contract Invoice Supplier Search Q

Documents

ORDER |RETURNNOTE  SERVICE CONFIRMATION  ASN

My Tasks All Supplier Acknowledged Sent To Supplier Sent To Buyer Cancelled Draft Supplier Accepted

643 419 196 16 6 5 1

Create —

lfOFﬁ Document Name Tl Document Number Purchase Type Created.. 17| Total ... Status Close Order S... Created.. 7.
Supplier
Profile Search Search
RPP004032022004 RPP004032022004-002 Standard 02/04/2022 3,585.16 U... Sent To Supplier Open 02/04/2022
RPP004032022003 RPP004032022003-002 Standard 03/04/2022 3,585.16 U... Sent To Supplier Open 03/04/2022
RPP004032022003 RPP004032022003-001 Standard 02/04/2022 3,585.16 U... Sent To Supplier Open 02/04/2022

RPP004032022002 RPP0O04032022002 Standard 02/04/2022 3,585.16 U... Sent To Supplier Open 02/04/2022




Service Confirmation: PO Acknowledgement  ExyonMobil

POs requiring Acknowledgement will reflect the status of 'Sent to Supplier’
» The full PDF Version of the PO is available in ‘Notes & Attachments’ on the left side and in

‘Comments and Attachments’ on the top right corner
 If no further review is required, you can press 'Acknowledge Order

S——— T —
« om:m_mwsm- ]

Ta?
Home _
>= ~ BASIC DETAILS
;ﬁ Basic Details * Indicates mandatory fields
My Tasks
. . Order Mumber Order Name der i 1ase Type Creation Date
Line Details AM4510485328 AMB_4510485328 1 Jcon 01/19/2022
Create SuPphEr Details Original lssue Date Supplier Acknowledged Date Currency
01/19/2022 - uso
Q Inco Terms
E&
Supplier
Profile Invoicing And Delivery...
Notes & Attachments
~ LINE DETAILS

Get Help

Additional Details I
LINES

Team Members

[ Indicates mandatory fields m @

Line (1)
o7 Line Tl ERP Line Reference Num... 7| T 11 ItemN.. 7| Line Description Tl Supplier ltem ... 1] Category 1 Qu.. 1) UoM 11 Line Status 11 Unit Pric
+ 1 10 Mat.. TOSCA 1010 500.00 Performan..  Sent To Supplier 10.00
4 »
Rows Per Page: 10~ 1-10f1

Manage Optional Fields

~ SUPPLIER DETAILS

Print Preview Acknowledge Order




Service Confirmation: PO Acknowledgement  ExyonMobil

Within Notes & Attachments - Click on the blue link in the ‘Name’ column to view the PO PDF attachment

Fs
< ORDER: AMB_4510485328 sooooouso ~ BN |
f NOTES & ATTACHMENTS
»=
* Indicates mandatory fields
Basic Details
Line Details
Name Type Classification Shared Ex... Added On Added By File size
My.Tasks Supplier Details V
Search Search Search Search Search
+ Inco Terms
Create v AMB_4510485328_2022-.. <pd{tachment S&P Standards and Proc... 01/19/2022 34 KB
Invoicing And Delivery...
L] »
]
El& Notes & Attachments Rows Per Page: 10 ~ 1-10f1
Supplier
Profile
Additional Details
Team Members I » ADDITIONAL DETAILS N

* Indicates mandatory fields

Date Supplier Code

o AMB 4510485328 2022-01-19_12_05_46_673%e1-c92..
Street City |
Postal Code

You will receive a 'Download' pop-up where you can
click the link to 'Open File'

~ TEAM MEMBERS

* Indicates mandatory fields

Print Preview Acknowledge Order




Service Confirmation: PO Acknowledgement  ExyonMobil

00010 1.740.70

BILL S.& A. perform 1st Half PM on Linco
Rel. ord. against contract 4600102702 tem 00010

» The EM request for services should provide the BILL 5.8 A perform 1t Half PM on Linco
n a m e Of t he E M Se er Ce Ap p rove r fo r ea Ch PO (It |S g;s‘:;l::rhgg g.t;irgzorfg?g:ent perform 1st Half PM on Lincoln Lubrication System & check Logger
best to obtain the approver’s full EM email address N-LINE LUBRICANT FILTER
9" SPIN ON FILTER, SP MODEL
tO e n S U l'e a CCU l'a CY) Service Entry Sheet receiver / Field Contact / Timesheet Approver Details

Name: Molly Wilson
User ID: MXWILSO
E-Mail: molly.x.wilson@exxonmobil.com

* You should also refer to the PO PDF which may
. . . Location of work: Compressor Repair
include the Service Approver Name/Email Address s i work O S o OffS4e? -On-Site
Start Date: 2/9/2021

Planner/Requester Details

Note: The Service (SES/SC) Approver’s email address Name: Jane Bessolo

User ID: JXBESSO

will be used as the 'Field Supervisor' in your Service E-Mal: ane.x bessolo@exxonmabil.com
C -ﬁ rm atlo n S U b m ISS I O n Requestor name/Tel. no: Order no. : 20724038 Equipment tag : 10652339
on

For maximum value of: 1.740.70

Tot. net val. excl. tax USD 1,740.70




Service Confirmation: PO Acknowledgement  ExyonMobil

* Once reviewed, acknowledge the by PO pressing the ‘Acknowledge Order’ button
* A 'Success' message will appear to confirm the acknowledgement
» This step will need to be repeated for all your POs with status 'Sent to Supplier' before submitting any SCs

= EXO"MObIl Catalog M Invoice  Supplier U &2 @ @
< ORDER: GEP G9R Order25 1,000.00USD | i More [ \
Note:

>z « BASIC DETAILS Each time a PO is
I * Indicates mandatory fields Upd ated by EM the

Supplier Details Order Number Order Name Order Contact Qrder Author Purchase Type Creation Date

PQ0719000469 GEP G9R Order25 : Standard 07/16/2019 h b k
1 status changes bac

Original | Dat Supplier Acknowledged Dat c 11 . 11
Invoicing And Delvery. v P e to "Sent to Supplier

T and needs to be
i il PN
e ~ SUPPLIER DETAILS Manage Optional Fields ac kn OWl ed g ed
e mandatory e again before SC
e e e e submission is
\_ allowed. )

Team Members

(&) SUCCESS!

Print Preview

Acknowledge Order

The Order is acknowledged.

0K
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Senvice Confirmation: CreationMethods — ExgonMobil

There are two primary methods to create/submit Service Confirmations in GEP

« Manually create the SC against the Purchase Order (Using Order) which we will cover first

« Mass upload functionality (Using Excel) which allows multiple invoices to be loaded at the same time and
against multiple POs. (Using Excel is helpful for submissions with numerous Service Numbers)

You can also ‘Copy’ an existing SC to create a new SC if the original SC applies to the same Purchase Order

Service Confirmation Using Order
Using Excel
e
L SERVICE CONFIRMATION Create
Create Draft Approval
Approved Draft Approval Pending Cancelled Rejected Withdrawn 1) 807 269
Supplier
& 995 807 269 36 21 8 i
Supplier
Profile
P.. Order Name Submitted|

Documen... P... Order Name Submitted by Field S... Service... Total V... Submit... Pu...

D AM4470.. AMB_44108 3ill spitzer,




_ ExgonMobil

Each Service Confirmation contains 4
sections:

Basis Details: Service Confirmation
header information including Supplier
Invoice Number and ExxonMobil
Approver

Additional Details: Invoice Date (Not
future dates).

Notes and Attachments: Invoice and

support documentation

Line Details:

* Lines containing service numbers,
dates and amounts being billed

* Accounting information

<« SC-02:22-05822

~ BASIC DETAILS

€rViCe CONNIMation Number

5C-02:22-05822

Qrder Number
AM4470936209

Supplier Name

Created On *
02/23/2022
Enter Tax At

Line

Local Reference Number

< SC-02:22-05822

I’_‘ADDITIONAL DETAILS I

|||||||

02l2212022

< SC-02:22-05822

I INOTES AND ATTACHMENT§| I

v  Name

v EXM Invoice 8339.pdf

“

< SC-02:22-05822

Line Details

10. PM on Linciln Lubricator System

uom

LINES ACCOUNTING

EXM Invoice 8339.pdf

PERFORMANCE UNIT (D)

Service Confirmation Name
ServiceConfirmation3 for AMB_4410936209

Order Name
AMB_4410936209

Field Supervisor
Molly Wilson (molly....

Submitted By

Tax (USD)
0.00

Posting Date

Description Type

Attachment

Rows Per Page:

Subline Number  Supplier Personnel Name Description

@

e Ship To
(D  0DAD BEAUMONT REFINE...

Supplier Service Confirmation Number

8339

Currency
usD

Work Location
Submitted On *
02/23/2022

Additional Approver(s)

Final Entry

Shared Externally

~ 1-10f1

@

Ship To Address
1795 Burt Street.Beaumon..

319.50USD ~ L-T Comments | : More

Go To Line Details

Basic Details

Description
MW0223 Supplier Training

Supplier Code
50025658

Purchase Type
Standard Services

External Id

319.50 USD - | i More

Additional Details Y@

Added On Added By

02/24/2022 BILL SPITZER & A

>

Notes And Attachments




Service Confirmation: Basic Details — Field Descriptions  Ex¢onMobil

Service Confirmation Number: Auto generated GEP ID » Order Number/Order Name: EM Purchase Order #
Service Confirmation Name: Auto generated by GEP but can « Field Supervisor: EM Approver (Required Field)
be edited by the supplier adding key information «  Work Location: Optional field for Supplier text
Supplier Service Confirmation Number: Supplier « Created By: Supplier username
Reference/Invoice # (Required Field, Maximum 16 Characters) - Enter Tax At: Only entered for one exceptional case
Description: Optional field for Supplier text - Additional Approvers: Only when requested by EM
& SC-02:22-05822 0.00 USD - | i More
~ BASIC DETAILS Go To Line Details =
Service Confirmation Number Service Confirmation Name * Supplier Service Confirmation Number * Description Q
SC-02:22-05822 ServiceConfirmation3 for AMB_441093620 8339 MW0223 Supplier Training
Qrder Number Order Name Currency Supplier Code
AMA4410936209 AMB_4410936209 usb 50025658
[ ]
Supplier Name Field Supervisor . Created By
Molly Wilson (molly.... Work Location
Created On * Purchase Type Enter Tax At * Tax (USD)
02/23/2022 Standard Services Line 0.00
®
Additional Approver(s)
Select External Id Local Reference Number
[ ]

Print Preview
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To create the SC, press:

e« +/Create

* Service Confirmation
* Using Order

Using Order

Using Excel

Create

Draft
2 807

Supplier

Profile

Approval §

269

/ GEP wiill present a listing of all your Acknowledged POs

* When the desired PO is found, select ‘Use Order’
* When you use the ‘Search’ option to locate a PO, include the SAP/ERP system prefix followed by the
10 digit PO # as shown in the examples to the left below:

~

Example:  AMA4XXXXXXXXX

EU4Xx000x0axcdixx
AP Axxxiaxxxxx
G D4 XXXXXXXXX
S 84X XXXXXXXX
G 34 XXXXXXXXX

\_

M
EXO“MObIl Catalog  Purchasing  Invoice  Supplier

&

rdV\
(&)

MANAGE - ORDER

AMB_4410698794

—/ SUPPLIER ACKNOWLEDGED

(€)

Order Number : AM4410698794 | Order Total : 4,250.00 USD | Order Contact Creation Date : 01/10/2020

GEP G9R Order1 for SPREQ_NC_003

“./  SUPPLIER ACKNOWLEDGED

rgrx
(&)

Order Number : POG92300000940 | Order Total : 5,700.00 USD | Order Contact : ProcBuyer 01 DOAG 10 | Author : ProcBuyer 01 DOAG 10 | Creation Date : 03/08/2021

GEP G9R Order1 for Req_CPPServices_NC_01

—/ SUPPLIER ACKNOWLEDGED

Search

Dms@@

USE ORDER

USE ORDER

USE ORDEEV




Required Fields:

Supplier Service Confirmation Number:

Enter your company’s Invoice/Reference Number (Alpha/numeric field without spaces, punctuation or leading zeroes -
maximum 16 characters per SAP limitation)
Do not submit multiple Service Confirmations for the same invoice (search GEP for any for prior submissions that are either
still active; or check Payment Status to see if already paid)

Field Supervisor:
This will be the ExxonMobil Service Approver (Can be an individual or a Group)

Verify the approver name presented is correct and update if needed (See slide to Change Approver)

‘Enter Tax At’ and ‘Tax’ Fields:
Do not change the default values (only one exception for 'USA-ERS')

& SC-02:22-05822

v BASIC DETAILS

Service Confirmation Number

SC-02:22-05822

Order Number
AM4410936209

Supplier Name

Created On *
02/23/2022

Additional Approver| (s)
Select

Service Confirmation Name *

ServiceConfirmation3 for AMB_441093620

Order Name

AMB_4410936209

Field Supervisor
Molly Wilson (molly....

Purchase Type
Standard Services

External Id

Work Location

Go To Line Details

Description
MW0223 Supplier Training

Supplier Code
50025658

Created By

Enter Tax At *
Line

Tax (USD)
0.00

Local Reference Number

=

: More

Print Preview m Submit

x»onMobil

-

\_

When finished press
'Next' to move to
‘Additional Details’

~N

J




SeNicEConfiimation BSICRESIERCISOSAPRIOERIN ExconMobil

On the Basic Data Screen - Click on the existing 'Field Supervisor'

Field Supervisor
Molly Wilson (molly....

1) Press the Trash Can to delete the 2) Type the new approver name  3) The new approver is now
existing Approver or email address in the ‘Add populated.

Member’ field, then click on the * Press Save

appropriate name selection

from the lookup.

Note: If you do not delete the original
approver, the SC will require both users to

/ H /
approve (see also ‘Additional Approvers’)
ADD FIELD SUPERVISOR(S) ADD FIELD SUPE RV|SOR(S) ADD FIELD SUPERVISOR(S)
@ Users O Groups ® users O Groups

@ Users O Groups

Add Member Add Member

Add Member

jane b ) )
Mw Molly Wilson (molly.wilson@exxonmobil.com) m| JB Jane Bessolo (jane.bessolo@exxonmobil.com) ]

Jane Bessolo (jane.bessolo@exxonmaobil.com)

Show Lookup




Service Confirmation: Basic Details - Group Approver  ExonMobil

On the Basic Data Screen - Click on 'Field Supervisor'

Field Supervisor
Molly Wilson (molly....

« Select ‘Groups’, then press ‘Yes’ to * Search/Select the Group Name and press ‘Save’
allow removal of the existing user

ADD FIELD SUPERVISOR(S)

ADD FIELD SUPERVISOR(S) (O Users @ Groups

@ Users QO Groups Add Group

serv

Add Member Serv.Conf - Test Group -
Serv.Conf - Test Group 01
MW Molly Wilson (molly.wilson@exxonmobil.com) [ Serv.Conf_Test_group01

Serv.Conf_NextGenUI

-

Show Lookup

sa SFS Annrnwer SFR Annrnver

Cancel | Save

Your selected Users will get removed. Are you sure you want to proceed?

* Fleld SUpeFVISOI' nOW Field Supervisor
diSpIays the Group Serv.Conf - Test Gro...
Name




Service Confirmation: USA -ERS Tax Condition  ExgronMobil

/ Applies only to: USA - ERS (AMP, S8P, G9P) for taxable goods/services provided within states \
where ExxonMobil does not have a Direct Pay Tax Certificate

Within the Basic Details tab of the SC:

1) ‘Enter Tax At’ field - Select ‘Header’ from the drop down
2) ‘Tax field enter the total Tax Amount

Enter Tax At * \ Tax (USD)

Header - 19.60

[ < Reminder: All Non-USA countries should ignore these 2 tax fields ]




Service Confirmation: Create SC - Additional Details  ExonMobil

 Preferably create the Service Confirmation within 10 days after service was performed to guarantee on time
payment

* Invoice Date field should remain blank

« Posting Date is used for accounting purposes and should be left blank

 Final Entry is only available to the Approver to prohibit further charges to be submitted against the associated PO
* Press 'Next' to continue

¢ SC-02:22-05822 0.00USD . | More

v ADDITIONAL DETAILS

Invoice Date Posting Date Final Entry

B
Print Preview m Submit




Service Confirmation: Create SC - Notes & Attachments  ExronMobil

Here you can upload up to 5 total attachments (1 Invoice, 1 Proof of Delivery & 3 Backup documents)

* The Invoice attachment cannot exceed 7 MB and must include the full word Invoice anywhere in the file name;
and is the only attached file that can contain the word Invoice (1 Invoice per SC).

» The Invoice attachment file name should be alpha numeric with no special characters; and cannot contain a
‘period’ anywhere in the name except to have it precede the .pdf.

» The Proof of Delivery document required must be a separate file named “Attachment”.

* Any further support documentation that you need to send with the invoice & Proof of Delivery should also be a
separate file named Attachment. 3 non-invoice attachments can be included up to 20 MB each.

¢ SC-02:22-05822 X3 0.00 USD - U hore KRemlnders: \

v" The invoice attachment should be
uploaded first, and the file name must
contain the full word ‘Invoice’ or you will
not receive payment

v" The invoice file must be uploaded as .pdf
or .tif format and cannot exceed 7 MB

v All SC require Proof of delivery to be
included and the file must be named
“attachment”

v" Notes and External Link are not utilized.

Instead use ‘Comments’ (if needed) to

communicate information

Invoice and Support documentation

must be in separate files )

NOTES AND ATTACHMENTS

File Upload Notes




Seivice Confirmations CresisSCEENEPERISENNNN Ex¢conMobil

This example represents a PO with one line item released from an Agreement containing established Service Numbers
* Some POs contains multiple line items
* You can only submit charges to one PO line per SC
» Therefore, a separate SC is required for each PO Line item
* Ignore this initial error message about the price (The price/amount will be automatically calculated based on your
further input)

> Select: + Add Sublines

1 Error - Line 10: Price field should not be blank < >
Line Details B GeTo Basic Details *
10. PM on Linciln Lubricator System
Ling Type o Chuantity Price (USD) Line Valug (LSO Tam (USD)
Amount Based Service PERFORMANCEUNIT (1) 1.00 0.00 0.00 @ o000 [ ]
Line Total S0 “onsumed Date Start Date Completion Date Category Contract Mumber
0.00 - O o - (D 2825 4600102702
Contracted Subline Value (LISD) Non Contracted Subling Value Ship To Ship To Address Raferonce Invoice Number
0.00 @O o000 (D) ODADBEAUMOMT REFINE.. 1795 Burt Street Beaumon,., - .
=
LINES ACCOUNTING [ ]
[ ]
[ ]
Add Sublines
(o]
Rows Per Page: 10 1 n




iSeivice Confifmationt CrEse SCESUBIESINNINNN ExgonMobil

In GEP the ‘Supplier Item Number’ refers to the ExxonMobil ‘Service Number’ (SMC)

For Purchases Orders released from an Agreement you will be presented with the 'Contracted Lines' from which you

can select each Service Number by clicking the check box to the left of each required service item

GEP will only display up to 50 lines of Service Numbers (see next slide for further instructions on how to search)

Select all the service numbers by clicking the box to the left of each item before pressing 'Add'

&

ADD SUBLINES

Selected Subline(s)

Add Blank Subline(s)

Contracted Lines

[~ |

Q| O

O O d

al O

a

Description ¥

Supplier...

Description

2825-

2825-

2825-

2825-

2825-

2825-

2825-

2825-

4

Downstream Engineer...

Downstream Engineer...

Downstream Engineer...

Downstream Engineer...

Downstream Engineer...

Downstream Engineer...

Downstream Engineer...

Downstream Engineer...

Supplier Item Number

000000000008309583

000000000008309584

000000000008309585

000000000008309586

000000000008309587

000000000008309588

000000000008309589

4600102702-00010

Item Number

Short Name

Labor-ST-Service Technician

Labor-ST-Shop Rates

Labor-0OT-Service Technician

Labor-OT-Shop Rates

Labor-DT-Service Technician

Labor-DT-Shop Rates

Mileage

eSES-LUBRICATOR MAINT L...

Subline Type

Rate Based Service

Rate Based Service

Rate Based Service

Rate Based Service

Rate Based Service

Rate Based Service

Rate Based Service

Amount Based Service

»




Service Confirmation: Create SC - Service Numbers  ExgonMobil

* You can utilize the search field to quickly locate and select the service numbers contained in the Agreement
* If your Agreement contains more than 50 Service Numbers, you are required to use this feature to search for any

Service Numbers not presented in the initial list display (it is helpful to

| Q |
Description R

Supplier Item Number

£ ADD SUBLINES

to have on hand)

Item Number

Manufacturer Name

Manufacturer Part Number

Short Name

@ ADD SUBLINES

Selected Subline(s)

Add Blank Subline(s)

Contracted Lines

Supplier It... =

' Press the 'drop-down' to then select 'Supplier tem Number' as the search criteria

8309589

Supplier.. Description

2825 - Downstream Engineer...

4

Supplier Item Number

000000000008309589

Item Number

Short Name Subline Type

Mileage Rate Based Service

3=

Enter the Service Number in the search field and press Enter

When the item displays, select it by applying the check mark to the left

Then search for the next Service Number the same way and apply the check mark
Continue searching/selecting until all Service Numbers are retrieved

You can keep track of how many have been selected under 'Selected Sublines'

Then press 'Add'



Service Confirmation: Create SC - Subline Details  Ex¢onMobil

» The selected Service Numbers are now imported into the Service Confirmation
» The error message is alerting you to input the service dates for each line item
 Scroll to the right to input the service date fields

6 Error Counts - Subline 10.1: Start Date field should not be blank < 0
Additional text Ia
O
LINES ACCOUNTING
M Contracted Sublines Add Sublines % ]E[ f|1_~|
®
Subline Number ~ Supplier Personnel Name Description Supplier Item Number Item Number Short Name
10.1 - 2825 - Downstream Engineer..] 000000000008309584 - Labor-ST-Shop Rates
®
10.2 - 2825 - Downstream Engineer..] 000000000008309586 - Labor-OT-Shop Rates
10.3 - 2825 - Downstream Engineer..] 000000000008309589 - Mileage
4 > )
®

Print Preview Go to Basic Details



Seivice Confirmations Create SCESublines I ExxonMobil

* You can opt to enter each date range individually or you can use a special feature to apply the date range to
all service lines at one time using the 'Apply to All' feature

* Press the 'Apply to All' icon

* Enter the Start and Completion dates

« Select 'All' lines

* Then press Save to adopt the dates into the SC

LINES ACCOUNTING /

M Contracted Sublines Add Sublines 53 ] [Ry
Apply To All
Subline Number  Supplier Personnel Name Start Date Completion Date Ship To 5 Edit Multiple Lines
Lvos o 0] SELECT LINES
101 - MM/DD/YYYY MM/DD/YYYY 00AO BEAUMONT RE - s -
(my Consum f:.--. T . I
102 = MM/DD/YYYY MM/DD/YYYY 00AO BEAUMONT REH 000 ~ MDA © -
B 101-2825
Start Date @ mphetion Date 0] Dievwngtriarm
103 - MM/DD/YYYY MM/DD/YYYY 00AO0 BEAUMONT REF ez ~ N0 - Enginasting R
1 and Consulting Services
Rows Per Page: 1 B 102-2825-

Reset | Cancel l

Print Preview Go to Basic Details




SeVicE ConiimatonCIEsiESCRSURIERERISIINNN ExgonMobil

 Scroll back to the left to enter the quantity associated with each service line (for negative/credit lines, click here for
requirements)

» The contracted unit price for each line will already be populated and cannot be modified

Check your Service Start and End Dates if the rates are not matching your invoice as they are adopted from the
agreement based on the rate effective dates. Contact your Agreement owner if rates are not correct.

6 Error Counts - Subline 10.1: Start Date field should not be blank < D>
LINES ACCOUNTING
M Contracted Sublines Add Sublines g @[ [ﬁ
Subline Number ~ Supplier Personnel Name Subline Type uomMm Quantity Price (USD)
[ ]
101 - Rate Based Service ~ hour 2.00 65.00
10.2 Rate Based Service ~ hour 1.00 112.50
103 Rate Based Service ~ Miles 77.00 1.00 °
1 —
Rows Per Page: 1 : 1 [

Print Preview Go to Basic Details



SevicSConfifmationCIESISSCRSIBINESINNNNN Ex¢onMobil

 Continue scrolling to the far right on the 'Lines' tab if you need to add information in
‘Comments’ (such as Canada-S8P tax information) by pressing 'ADD’

« Otherwise, comments are not needed or required
 If complete, click the 'Accounting' tab

/
/

LINES ACCOUNTING

M Contracted Sublines Add Sublines ?@ w ®
Subline Number ~ Supplier Personnel Name Contract Number Contract Reference from Order Additional text Comments
10.1 - 4600102702 Yes - ADD r ®
O 10.2 - 4600102702 Yes - ADD
10.3 - 4600102702 Yes - ADD
4 3 ®
Rowsperpage: 12| 1 [ |n

o

Print Preview Go to Basic Details




Service Confirmation: Canada Tex (S8P/ERS)  ExgonMobil

Upstream Canada using NAPES/S8P utilizes the ‘Comments’ field within the GEP SC Sublines to provide the tax
details for ERS Service Confirmation submissions. This is to allow GEP to transmit the appropriate tax code to SAP
upon SC approval. This applies to Canada/S8P/ERS transactions only.

The 2 character Canada tax code must be provided, while also following an exact format that begins with the word
TAX, followed by a colon “:“, as shown in the 2 examples here:

Add:
o TAX:T5 If you have GST 5%
o TAXTS If you have GST 15%
o TAX:NT If you have No tax applicable

« Additionally, the tax details must be the first 6 characters within the comments
* You may add other comments following the tax details, but the tax details must come first
» To begin press the word ‘ADD’ (then follow the instructions on the next page)

LINES ACCOUNTING

M Contracted Sublines Add Sublines 5, Tl 1y

Subline Number  Supplier Personnel Name

ADD

O 10.1 - 00010 4600102702 Yes




Seivice Confirmation: CanadaTax (SSR/ERSIIIIINNNN  ExconMobil

« Select the ‘Service Confirmation’ section of the Comment box

 Share with Internal Users and Suppliers (should already be selected)

» Type the tax details first. Example: TAX:TS

« Continue on the same line with any comments after the tax details if needed
* PressPost’

Note: If you add a new comment after the tax details are posted, the tax details must be retyped at the beginning of
the comment box, then followed by your additional comments.

The tax details must be the first thing that SAP sees when the approved SCis transferred to SAP for SES Creation.
Otherwise, SAP will omit the tax information.

|.,;E_| COMMENT

Order o
AM44170936209

Service Confirmation o
5C-03:22-05883

TAX:TS Overtime to cover mechanical issue.

Attachments

03

Share With CANCEL m




Service Confirmation: Create SC-Accounting — ExronMobil

* View the 'Account Assignment Category' column

* If the field in this column displays 'U-Uknown', you are required to add the Accounting details

* If the field in this column is blank as shown below, no action is required in the Accounting tab and the
SCis now available to Submit

* Itis recommended that you first go back to review the entire SC for accuracy/completeness including
the appropriate attachments and that the file name includes the word ‘Invoice’

LINES ACCOUNTING

M Contracted Sublines

o) °
Line v Description v Split v Split Number Y Quantity ? Account Assignment Category v GL Account V Cost Center
10.1 2825 - Downstream En... PERCENTAGE Split1 2.00 - - - ®
10.2 2825 - Downstream En.. pERCENTAGE Split1 1.00
10.3 2825 - Downstream En... PERCENTAGE Sphﬂ 77.00
4 » ®

Print Preview




Service Confirmation: Accounting - 'U-Unknown'  ExronMobil

*  When the Account Assignment Category displays 'U-Unknown' on the Accounting tab, it means that the charge
codes will vary for each service. The Supplier is required to obtain this Accounting information from the EM
Service contact for the specific services provided corresponding to each SC submission.

« Supplier is then required to enter the Accounting details for every line item of the SC (use the 'Apply to All' option to
save time keying repetitive data such as Account Assignment Category)

Note: The accounting information is sometimes already captured somewhere on your SC attachments or contained in
the EM request for services. However, do not rely on a previous invoice or service confirmation for this information.

Accounting details required for Unassigned POs include:

 Account Assignment Category (Cost Center, Network Order, Internal Order, Plant Maintenance)
 Cost object keyed in the appropriate column

Plant
Maintenance =
Vi s
Work Order
LINES |  ACCOUNTING Ml LINES ACCOUNTING
I Contracted Sublines e I Contracted Sublines %
i e - Solit Nomber uantit Account Assig Y 6L Account Y tf \ = Y
ne Y Descr Y st Y splitNumi Y auentiy Y cecosic Wi Y Descr. Y splt Y split Number Y Quantity Y  Account Assig.. Y 6L Account W Cost Center Y internal Order Y n
-Cost Center

101 2825-Down.. pgg_ Split1 1.00 U-Unknown = NP-Network O...

— 101 2825-Down.. pgR Split1 1.00 CC-Cost Center 0047809103-Ex,V,Srv}.] 0000101138-Sour W... -
OR-Internal Or...
102 2825-Down.. pgg . Split1 1.00 U-Unknown

PM-Plant Main... S 10.2 2825 - Down... PER.. Split1 1.00 CC-Cost Center 0047809103-Ex,V,Srv...] 0000101138-Sour W...

) n 4 ;

Rows Per Page : 1 I: n

Rows Per Page :

Note: If the field remains with 'Unknown’, the SC will submit to GEP successfully; but will fail upon EM Approval



Service Confirmation: Create SC - Review/Submit  ExronMobil

» Please review each section of the Service Confirmation for completeness and accuracy

» The 'Print Preview' is a useful tool to review your entries; or you may elect to download and/or print it to include
with your invoice files

« The SC total should match your company’s attached invoice total (+/- tax)
* If you are not ready to submit yet, you can choose the option to 'Save' at any time

» SCs that are saved can be retrieved in GEP under Purchasing/Service Confirmation/Drafts
» Ifthe SCis complete, press 'Submit'

¢ SC-02:22-05822 319.50 USD vl | & More

v BASIC DETAILS Go To Line Details =
Service Confirmation Number Service Confirmation Name * Supplier Service Confirmation Number * Description

SC-02:22-05822 ServiceConfirmation3 for AMB_441093620 8339 MW0223 Supplier Training

Order Number Order Name Currency Supplier Code

AMA4410936209 AMB_4410936209 usD 50025658

Supplier Name Field Supervisor Created By

Molly Wilson (molly.... Work Location

Tax (USD)
0.00

Created On * Purchase Type Enter Tax At *

02/23/2022 Standard Services Line

Additional Approver(s)
Select

External Id Local Reference Number

Print Preview




Service Confirmation: Create SC-Reminder  ExronMobil

Upon submission, you will receive this warning message

If you are an ERS supplier, please do not attach any invoice, since will be automatically generated by the
system once the SC is approved (manually adding an invoice will generate a delay in the payment).

If you are not set up for ERS (Automatic Self-Billing), you are required to include your company issued
invoice as an attachment within the Service Confirmation.

This is a reminder to not only include the invoice attachment, but to ensure the full word Invoice is part of
the invoice attachment file name

This is a reminder to include Proof of Delivery document as a separate file named “Attachment”
If you have correctly attached a properly named invoice, press 'YES'
If the attachment is missing or incorrectly named, press 'NO’ to remedy and resubmit

/N WARNING!

1f PO is non-ERS (not self-billing), please attach invoice under ‘Notes
lllll hment' section with keyword ‘Invoice’ in POF format




SENESCONIMAIoNICIERESCECOMPEEIIES Ex¢onMobil

Upon correct submission, you will receive a Success message

 Please note however; there are additional validations that occur during and after the EM approval process that
may require SC correction, rejection or cancellation

» Please monitor the status of your submitted Service Confirmations where you may see an approved Service
Confirmation that shows 'Rejected by ERP’ in the ‘Basic Details’ (See next slide)

(Note: The invoices for SCs ‘Rejected by ERP’ will not be visible in Payment Status)

() SUCCESS!

Service Confirmation Submitted Successfully




Service Confirmation: Create SC-ERPRejection  ExgonMobil

Example of where to look for ERP Rejection showing the SCis ‘Approved’ but the ‘Interface Status’ will show
‘Rejected by ERP’ with a small Comment Box containing the rejection reason (see further information /
instructions on next slide).

& SC-01:22-70183 754.80 CAD ~
VB v BASIC DETAILS
* Indicates mandatory fields
Basic Details y
Service Confirmation Number Service Confirmation Name Supplier Service Confirrmation Number Description Order Number Order Name
Additional Details SC-01:22-70183 ServiceConfirmation16 for AMP_44... C000174734
Notes And Attachmen... Currency Supplier Code Supplier Mame Field Supervisor Work Location Created By
CAD =
Line Details
Created On * Submitted By Submitted On * Creation Source Originating Source System Purchase Tune
01/28/2022 01/28/2022 SMART Portal - Supplier ® - ®
Enter Tax At Tax (CAD) Additional Approver(s) Last Modified By Modified On = External Id
Line 0.00 _ 03/25/2022
Local Reference Mumber Interface Status Source System Furchasing Organization Company Code ERF Reference Number
Rejected By ERP - = AMP-NA STRIPES 8005AMP-8005 Canada Procureme... 1552-1552 Imperial Oil (An Ontario ... -

Click here to view
Rejection Reason

Note: Making the ERP rejection reason available for Supplier view allows the Supplier an opportunity to avoid
future reoccurrence of missing or invalid information that cause recycle and payment delays.



Service Confirmation: Create SC-ERPRejection  ExgonMobil

Upon EM Approval in GEP, the Service Confirmation details are passed to SAP to create the Service Entry Sheet to
further allow payment. During this transmission is where certain validations occur that may result in the SES failing.
Some examples include:

« Not enough funds on the PO (“No overall limit for Unplanned Services exist”)
« Approver was not authorized (SC must be cancelled)

» Accounting/Cost Object is missing for Unassigned PO

« Accounting/Cost object is inactive (example: Internal Order is closed)

« PO or Agreement is waiting for Release/Approval

« Missing or incorrect Service Number (Service description (number, short text) missing in line A) where SC
must be cancelled to resubmit

While ERP Rejection reasons are now available for Supplier view in GEP; note however, the approver is required to
take the appropriate action.
* Do not resubmit a new SC to replace an ERP rejection unless the original submission is cancelled first and
EM advises you to resubmit (Some ERP rejections allow correction by the Approver where resubmission is
not required)
* You should reach out to the Approver directly via email if the ERP rejection status remains for more than 2
weeks without resolution.
* If you require further assistance with an ERP Rejection, you can submit an inquiry via email using the
instructions at the end of this presentation.



SeniceConfifmationsCresteSCRBIENESURINESINNEN Ex¢onMobil

*  When your PO or the service provided does not have an assigned Service number, you will need to add blank
sublines to submit charges. One subline is enough to summarize services provided.

Note: If you are simply missing a service number from your available catalog items, do not use Blank Sublines to
submit your charges. If this happens, you should contact us via EM Supplier Portal -> Service confirmation support to
request the Service Number be added/resent to your GEP Catalog. (Further instructions at the end of the
presentation).

~

* Select'Add
Sublines'

@ @ ADD SUBLINES
1 Add Sublines
i Then Select Add Selected Subline(s) Add Blank Subline(s)
B I a n k S u b I i n e(S) Add Blank Subline(s) Supplier Personnel Name Description Supplier liem Number tem Number Short Name

* You can press
the small blue £
arrow to expand S -
the view

\_ /



https://corporate.exxonmobil.com/procurement/exxonmobil-for-suppliers/service-confirmation/service-confirmation-support

SeNcEConfifmationsCrestieSCRBIENESIRINESINNNN E>¢onMobil

For Blank Sublines you will manually key or select each of the required fields

@ ADD SUBLINES
*Mandatory Fields: | V | Add Blank Subline(s)
[ Descr|ptlon —_ Free TeXt - Tank Installation - - 50% at PO Acceptance Rate Based Service I
- Select - -
* Short Name - Free Text o - : ] ) ) . .
ID B - - - - Select - -
* Subline Type - Always o - ) o .
Select ‘Rate Based’ for ‘ S
_ blank sublines y

 Scroll to the right to continue entering required fields



SeNcEConfifmationsCrestieSCRBIENESIRINESINNNN E>¢onMobil

[ \ Continue keying/selecting the required fields
*Mandatory Fields:
& ADD SUBLINES
° UOM — Type the Un|t Of Add Blank Subline(s)
Measure Wthh Wl” a”OW Sl FE R Subline Type uom Quantity Price (USD) Line Value (USD) T
you to then Sellect it from ] TR I o0 5000 5000 0
the result(s) displayed . B - - - )
. . 3 - Select v - X . X
within the field - ]
O - _ Seleat . - 0.00 0.00 0.00 o
. ID - elect - - 0.00 0.00 0.00 0
« Quantity - Enter 1 - :
O - _ Select - - 0.00 0.00 0.00 o

* Price - Enter the total

item amount Keep scrolling to the right to enter the Start and Completion dates

e Select Start Date

Supplier Personnel Name Consumed Date Start Date Completion Date

» Select Completion Date

\_ J :

02/01/2022 02/28/2022




SeNcEConfifmationsCrestieSCRBIENESIRINESINNNN E>¢onMobil

CMandatory Fle|dS: \ Supplier Personnel Name Category

« Further to the right in the Blank Subline is the - Select
'Category' field which is required

« Press 'Select' (you cannot directly key the category) _

. C||Ck on the Search icon Select Categories to Browse El

» Key the Category number* P e
 Select from the options presented (the duplicated
options at the top of the list are typically not g )

selectable)
* Press'Done’

() 2885- Purchase of tank maintenance services

Source to Contract > Craft Labor > Hard Trades > 2885 - Purchase of tank maintenance services

. . (0) 2885.001 - Purchase of tank maintenance services offsite (not at an XOM facility/property)
*NOte YOU can Open a new session Of G EP n yOU r browser to then Sea rCh for the PO Source to Contract > Craft Labor > Hard Trades > 2885.001 - Purchase of tank maintenance services offsite (not at an XOM facility/property)

and obtain the Category. Go to 'Orders' and search for the PO. Then scroll down to
the Line Details to locate the Category #

v LINE DETAILS
(O 2885.001
LINES
Source to Contract > Craft Labor > Hard Trades > 2885.001 - Purchase of tank maintenance services offsite (not at an XOM facility/property) > 2885.001

® 2885

Source to Contract > Craft Labor > Hard Trades > 2885 - Purchase of tank maintenance services > 2885

Line (1) (7 Indicates mandatory fields [E ®
v Line Tl ERP Line Reference ... 1| T.. 11 ItemN... 1| Line Description 11 Supplier Item ... 7| Category
v 1 10 Fixed v UNplanned ACC 00010 2885

4

K j Reset CLOSE Done ||




SeNcEConfifmationsCrestieSCRBIENESIRINESINNNN E>¢onMobil

» The Category field is now populated
* Press'Add' to import the blank subline(s) into the SC

& ADD SUBLINES
Selected Subline(s) 1 Add Blank Subline(s)
Add Blank Subline(s) Supplier Personnel Name Category Manufacturer Name Manufacturer Part Number Additional text
- 2885
O - Select
O Select
<
I O - Select
O Select
4 [ |

Cancel



SeNcEConfifmationsCrestieSCRBIENESIRINESINNNN E>¢onMobil

 After the blank Subline is added to the SC, you can scroll to the far right to add information
within Comments by pressing 'ADD' (common for Canada S8 ERS tax)

* If you determine you need to add more blank sublines, press Add Sublines

» Otherwise, you can continue reviewing, save and/or Submit

o
LINES ACCOUNTING
Add Sublines | 55 ] [Q
[ ]
Subline Number ~ Supplier Personnel Name Contract Number Contract Reference from Order Additional text Comments
O 10.1 Not Applicable - ADD

S
@

Rows Per Page : 1 : Al

Rows Per Page: 1 : M

Print Preview | Go to Basic Details |



SencEConfifmationsCesieSCRRISMEIFONINNEN Ex¢onMobil

» Purchase Orders that have specific services planned will have services already assigned to each PO Line item

» Upon SC Creation, you will be presented with the lines and services available for input where you will key the
quantities and dates directly in this screen

« This PO example has two services established (one for Straight Time/ST and one for Overtime/OT)

« SC-03:22-05894 voouso - B |
) 6 Error Counts - Line 100002: Quantity field should not be blank <
«
o) | 52 GoTo Basic Details
e Line Details B £ GoToBasicDetails
= I 100002 Labor-ST-Service Technician I W
My Tasks
Line Type: uom I ey Price (USD Lime Value [USD . ax (USD)
AF Rate Based Service HOUR @f o000 85.00 0.00 @ o000
Creste
Line Total (USD; Consumed Date Senbwe  Completonbme Category
o 0.00 - @] mMoDAYYY @ MMDDAYYY @ | 225
EE
e Cantracted Sublne Value (USD] MNon Contracted Subline ¥alue (USD, . —
LiE 0.00 @ ooo (D) 00AQ BEAUMONT REFINERY-MPP-3862 1795 Burt Street Beaumont, Texas, USA
=
ACCOUNTING
=)
tne W Descripton ¥ soit Y soit Number Y Quantity W | splitValue Y Toes W splt Tota W Requestes YW Source System W burchasing org W compenyCode+ W Plants W Account Assig Y L dccount Yo
100002 LaborST-Service Tech . pERCENTAGE Split1 0.00 0.00 0.00 0.00 Bickshal Exon UAT NON SS..  AMB-NA STRIPES D00TAME-000T USP.. 3862-8862 ExxonMo... 00AD-00AD BEAUMO... -
4 »
I 100003. Labor-OT-Shop Rates I o]
Line Type v | Quantity Price (USD Line Value (USD] ax (USD]
Rate Based Service HOUR @f  oo0 11250 0.00 @ 000 o]
Line Total (USD; Consumed Date | oseoee  compleiion e Category
0.00 - Df  MMDDAYYY @ MM/DDAYYYY @ | zs2s
Cantracted Subline Value (USD] N Mon Contracted Subline Value (USD; . Ship To Ship Ta Address
0.00 @ 000 (D) 00AD BEAUMONT REFINERY:MPP:3862 1795 Burt Street Beaumont, Texas USA
=
ACCOUNTING




* In this example we are only invoicing 5 Hours of Straight Time (ST) X

Enter the quantity of 5
Enter the Service Start and Completion Dates

 Since we are not submitting any charges for the second service item for 'OT', that item
must be deleted by pressing the trash can symbol at the right side of that line item

. SC-03:22-05894
o= |

425.00USD ~ |3
3 Error Counts - Line 100003: Quantity field should not be blank <2
Gy Line Details B 5 GoToBasicDerals
om
2 100002, Labor-ST-Service Technician T
My Task:
oM  Quanity Frice (USD Line Value (USD) - 3 (USD)
Rate Based Service HOUR @ s 85.00 42500 @ oo0
+
Creats Lime Total (USD) . L Category
42500 - @ | stertpates ® | compietion pate+ [0 28
© | Eaisna B 0272772022 B
Supplier 000 @ o000
Profile
=
ACCOUNTING
2]
e W Description Y st N sglit Number Y Y W v W Requester W SoureSystem* W Purchasing Org. VW CompanyCode* W Plant* W Account Assig.. Vo v
100002 Labor-STService Tech... prreenTAGE Split1 5.00 42500 0.00 42500 Bickshal Exxon UAT NON S5 AMB-NA STRIPES 0001AMB-0001 US P_. 3862-3862 ExxonMo_. DOAD-00AD BEAUMO... -
4 »
100003, Labor-0T-Shop Rates \ ol
oM | oy rice (U Line Vaiue (U8 B ax (USD]
Rate Based Service HOUR @ | oo 112,50 0.00 @ o000
o]
Lime Total (USD) Consumed Date Start Date Completion Date Category
0.00 - (1 MMDDAYYY @ MMDDAYYY @ 2825
Contrar _ Non Contracted Subline Value (USD)  hipTe Ship To Address fererce
000 @ o000 (D) 00A0 BEAUMONT REFINERY-MPP-3862 1785 Burt Street Beaumont, Texas USA
addi
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The SC now only contains the one service item

» Check your invoice total to the SC Total

* From here you can go back to the Basic Details and review the entire SC
» Otherwise; if complete, you can Submit

« SC-03:22-05894 I Ep——

Line Details B 5 GoToBasicDetails
100002. Labor-ST-Service Technician
Line Type U0 . Quansity Price (USD) Lire Valoe (USD) N Tax (USD)
Rate Based Service HOUR @ 500 85.00 425.00 @ oo
Line Total (USD) Cenzun Jate P ::) Category Cantract Numb
42500 = a Start Date ™ ' Caompletion Diste * ' 2825 _
© | 557022 a 02272022 a
Cantracted Subline Value (USD . Nan Cantracted Subline Value (USD) . Ship Te Ship To Address Reference nvoice Number Reference
000 @ o000 (@ 0ODADBEAUMONT REFINERY-MPP-3862 1795 Burt Street Beaumont, Texas,USA - -
Additional text =
ACCOUNTING
)
Lne Y Description Y sl Y split Humber Y Cuantity Y | Selt Value W otexes W sout Tote W Requester W sourcesystems W PurchesingOra. W CompenyCode W Plante W hccount Assig. N GLAccount Y coste
100002 Labor-SFService Tech.. pERCENTAGE Split1 5.00 42500 0.00 42500 Bickshal Exon UAT NONSS..  AMB-NA STRIPES DOOTAME-0001 US P.. 3862-3862 ExxonMo... DOAC-D0AQ BEAUMO.. -
4 »
Rows Pur Page I —

Print Preview | Go to Basic Details H|
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This example shows a PO with two Line ltems containing both planned and unplanned services.

& $C-03:22-05969 0.00 USD - | % More f
14 Error Counts - Line 10: Price fiekd should not be blank <> ° Since you Can Only SmeIt to One

PO line per SC, it is best to first
) delete the PO line(s) that won’t be

Line Type uom Quantty | Price (UsD) Line Value (USD) Tax (USD)

Amount Based Service PERFORMANCE UNIT @ 1.00 0.00 0.00 @ 0.00

Line Total (USD) Consumed Date Start Date Completion Date Category Contract Number - -

- o - o - o = used ror the current submission
i

0.00 @ 0.00 (D 00AQ BEAUMONT REFINERY:MPP-3862 1795 Burt Street Beaurnont, Texas USA - -

=

e » Then to submit unplanned charges,
select ‘Add Sublines’ from the

remaining line item displayed.

* You will be presented with the

- Contracted service numbers from
S st =R 5 = o o which you will select and add to
o C R the SC

acted Subline Value (U Hon Contracted Subline Value shipTo Ship To Address
0.00 @ o000 (D) 00AD BEAUMONT REFINERY-MPP:3862 1795 Burt Street Beaumont, Texas,USA

*If you are only submitting charges to
the planned items, then delete both
SC line items to proceed to the
@ planned section shown in the next
o | | slide

\
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This is the 'Planned' portion of the Multi-Line PO showing two services linked to the chosen PO Line item

* You must press the trash can icon to delete any planned services NOT to be
included in the current SC.
» Then add the desired quantity and dates

I 200002. Labor-ST-Service Technician I o]

Line Type uoM Quantity Prica (USD) Line Value (USD) Tax (USD)

Rate Based Service HOUR D | 000 85.00 0.00 @ o000

Start Date Completion Date. Category
i MM/DD/YYYY @O  MM/DDAYYYY @D | 2825
Contracted Subline Value (USD) Non Contracted Subline Value (USD) —— m—
0.00 @ o000 (D) 00AD BEAUMONT REFINERY:MPP:3862 1795 Burt Street Beaumont, Texas,USA
=]
ACCOUNTING
EE]
ine W Description Y soiit Y split Humber Y quantity Y solitvalue Y Taxes Y split Total % Requester Y SourceSystem® Y Purchasing Org Y companyCoder Y Flant= W Account a
200002 Labor-ST-Service Tech—. pERCENTAGE Split1 0.00 0.00 0.00 0.00 Agnes Eder AMB-NASTRIPES ~ OUOTAMB-0001 USP.. 3862-3862 ExxonMo.. O0AD-DDAD BEAUMO.. -
4 »

I 200003. Labor-OT-Shop Rates I 0|

Line Type UoM Quantity Price (USD) Line Value (USD) Tax (USD)

Rate Based Service HOUR @ | 000 112.50 0.00 @ o000

Line Totel {USD) Consumed Date Start Date Completion Date Category

0.00 - @ MM/DDAYYYY @ MM/DD/YYYY @O 2825

Contracted Subline Value (USD) Neon Contracted Subline Value (USD) Ship Te Ship To Address

0.00 @ o000 (D) 00AD BEAUMONT REFINERY:MPP-3862 1795 Burt Street,Beaumant, Texas,USA

=]
ACCOUNTING

Note: You can include planned and unplanned items in the same SC but they
must be for the same PO Line number
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Service Confirmations with the following status can be used as a template to create a new SC
using the Copy feature (Note: The new SC must be for the same Purchase Order)

« Approved
« Cancelled
« Approval Pending
Search and select the existing SC you wish to copy

ORDER  RETURWNNOTE  SERVICE CONFIRMATION  ASN
Applied Filters: Field Supervisor (<)  Status (<)
Al Cancelled Approved
7 4 3
Service Confirmation Mame 11 Service Confir... Order Mumber Order Name Field Sup... Supplier Ser... Total Value Submitted On Purchase ... Status
Search Search Search Search
ServiceConfirmation10 for AMB_441093620..  SC-03:22-05940 AM4410936209 AMB_4410935209 Multiple Users MW031622 65.00USD 03/16/2022 Standard Servi.. | Cancelled
ServiceConfirmation2 for AMB_4410935680 SC-02:22-05855 AM4410935680-002 AMB_4410935680 Molly Wilson MW228 18.30USD 02,/28/2022 Standard Servi. Appraved
ServiceConfirmation? for AMB_4410936209 SC-02:22-05850 AM4410936209 AMB_44109356209 Molly Wilson MWO0228 14.70USD 02/28/2022 Standard Servi.. | Cancelled
I ServiceConfirmation2 for AMB_4410936209 I SC-02:22-05789 AM4410936209 AMB_44109356209 Molly Wilson MW021522 110.00 USD 02/15/2022 Standard Servi.. | Approved

When the SC is displayed, at the bottom right corner, press ‘Copy’ [ ] @) |



In Additional Details, the invoice & Posting dates will default to the original SC dates

» Please delete these dates and leave these fields blank (dates will be automatically assigned
when SC is approved)

Press ‘Next’ to move to ‘Notes and Attachments’

& SC-03:22-05983 23 110.00 USD - |t More

~ ADDITIONAL DETAILS

rvoice Date
02/15/2022 o]

» Upload the required attachments and remember to include the word Invoice in the invoice
file name Standard Process (non-ERS) submissions.

« ERS Suppliers do not have to attach the invoice (will be generated by the system).

* Press ‘Next’ to move to ‘Lines’

< sC-03:22-05983 20 110.00 USD - | % More

NOTES AND ATTACHMENTS
L ]

— B =
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This copied version of the previous Service Confirmation will retain all the original information for:
* Service Numbers

You can delete existing service lines by clicking the box to the left of the row and pressing the trash can
You can add more service lines by clicking ‘Add Sublines’

« Quantities (Adjust to match current invoice)

» Rates can be adjusted for non-contracted services

You are then required to enter the new service Start and Completion dates

Line Details

BE Go To Basic Details

10. PM on Lingiln Lubricator System
/
*%* Cahada
mount Based Service PERFORMANCE UNIT @ 100 110.00 110.00 @ o000
Line Totel (USD) Consumed Date
n -
i = 0)

Start Date Completion Date Categary Contract Number H
o - o - o b o202 eview/uUpdate eac
Mon Contracted Subline Vake (USD) Ship Ta Ship To Address Reference Invaice Number Reference Invaice Stat
@O 2500 (D) 00A0BEAUMONT REFINERY:MPP:3862 1795 Burt Street Beaumont, Texas,USA

- line ‘Comments’ with
=
o o tax details

MM/DD/YYYY MM/DD/YYYY
W Contracted Sublines Add subline} 55 [l [y
Subline Number  Supplier Personnel Name Description Supplier ltem Number Herm Number Short Name Subline Type o Quantity

i e - -
L OImMuTIEnLE

101 = n0 ITEM NUMBER Amount Based Service  w  EACH 1.00

I ] 102 - 2825 - Downstream Engineer_. 000000000008309583 - Labor-ST-Service Technician  Rate Based Service ~ HOUR 1.00

4 »
\ fowsPerpoge: 1] 1 [ ADD

Rows Per Page:] 10) « < 1 »[_n \ /
ubmit
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 Click on ‘Accounting’ and update if needed

» Review all your entries in each section of the SC, while ensuring the new Service
Confirmation total value matches your current invoice value

* When complete, press ‘Submit’

< 5C-03:22-05983 20 795.00 USD | More
Line Details B Go ToBasic Details .
10. PMon Linciln Lubricator Systern
Ling Type Y] Quentity Price (USD) Line Value (USD) Tax {USD)
Amount Based Service PERFORMANCE UNIT (0] 1.00 195.00 195.00 (O]
Line Tatal {USO) Consumed Date Start Date Completion Date Category Contract Number
195.00 - o - (O () 2825 4600102702
Contracted Subline Value (USD) Nen Contracted Subline Value (USD) Ship To Ship To Address Reference Invoice Number Reference Invoice Status L ]
85.00 @ 11000 (0] 00A0 BEAUMONT REFINERY:MPP:3862 1795 Burt Street Beaumont, Texas USA =
Additional taxt a
LINES ACCOUNTING
M Contracted Sublines :‘:'@
- []
Lne Y Descriptior Y spli Y split Number % Quantity W Solit value Y Texes Y splitTetal Y ¢ Y soucesystem= Y PurchesingOrg.. W CompenyCode= Y Plant™
0.1 no ITEM NUMBER PERCENTAGE Split1 110,00 110,00 000 110,00 Marina_ AME-MA STRIPES 0001AMB-000T US P 3862-3862 ExxonMo... 0DAQ-00AD BI
10.2 2825 - Downstream En..  pERCENTAGE Split1 1.00 85.00 0.00 85.00 Marina.. AMB-MA STRIPES 0001AMBE-0007 US P.. 3862-3862 ExxonMo...  00AQ-00AD BI
4 3 fo)
Rows Per Page R —
Rows Per Page: 1 \:I n

Print Preview Go to Basic Details
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» Mass Upload functionality allows multiple invoices to be loaded at the same time and against multiple POs
using Excel

 This process is very helpful for individual submissions containing numerous Service Numbers)
* Select

. +/Create

- Service Confirmation

- Using Excel
Note: there is a max 500 service lines that can be received

= EX(O"MObIl Catalog M Invoice  Supplier Q, EKO"MObII Catalog M Invoice  Supplier
~ I Service Confirmation I Using Order
ents ]
Using Excel
SERVICE CONFIRMATION
Draft Approval i
Approved Draft Approval Pending Cancelled Rejected Withdrawn Supoli 807 269
upplier
sz 36 995 807 269 36 21 8 Profile
Supplier
Profile :
P.. Order Name Submitted
w Tl Documen... P... Order Name Submitted by Field S... Service... Total V... Submit... Pu...
Payment
Status D AM4410...




SeniceConfirmationsivisssiplosd VIS EXCSIINEN Ex¢onMobil

For a Mass Upload, you will need to first download the template. Best practice is to download the

template for each mass upload to ensure you have the latest version

EEXO“MObi] Purchasing  Invoice  Supplier Q E [ & ® @
SERVICE CONFIRMATION EXCEL UPLOAD 2l i)

Download Template

The template is divided into 3 sections comprised of 32 columns (not all fields require populating)

h | h| : N h| h | h| h | h|
Basic Ss‘é‘?ﬂ'éir Service Order Field
; % Details i ; Group Additional Header
Header Details Action”  Reference CONfirmation  Confirmation Number™ Supenrisor* Name Approver Header Tax -~ .
= Name
N - ~ Y ~ A ' 3
. Parent Line Parent Line Parent Line Quantity/Eff Consumed Start End
PO Details =
* ererence * * *% *% *%
Number Number Type ort Date Date Date
Al Al N Al N Al N N N N N N ‘Sublme
_ . Subline Subline - Supplier Short Subline Subline Subline Subline Subline Subline Subline Subllne.
Service Details Tvpe* Reference Description* Item Name Quantity* UOM Price* Consumed Start  End Cateqorv* Accounting
yp Number Number** Y code* Date** Date** Date** gory Entity
Note:

o Each header field contains comments to further explain what is required.
o The starred fields translate to: mandatory* and conditionally** mandatory

Accounting Subline
Comments



SC Header

PO Information

ExsonMobil

Field Name/

Exxon SAP Fields Section Mandatory/Optional Description of the column
Column Name
Cell contains two options: KEEP IN DRAFT/SEND FOR APPROVAL. Supplier can create the
Action* Basic Details Mandatory service confirmation in draft status to further edit/submit in GEP; or directly submit the
document for approval.
e (DS Reizranae Basic Details Optional Supplier’s internal reference details
Number
Supplle'r Service External Number Basic Details Mandatory Supplier’s Invoice/Reference Number - Alpha_/numerlc field without spaces, punctuation or
Confirmation Number leading zeroes (maximum 16 characters)
Service Confirmation name Basic Details Optional Free text field. If left unpopulated defaults to 'Bulk'+ Supplier SC No
(value from column A) + Order No
PO# for which service confirmation is being created.
Order Number* Basic Details Mandatory Include 2 characters ERP System prefix and version number extension if applicable. Example:
AM4410935152-001
Field Supervisor* SC - Approver Basic Details Mandatory Email address of the Field Supervisor (Service Approver)
Group Name Basic Details Mandatory/Optional Group Name - Refer to 'Group Name Master Data’ tab within the template
Additional Approver SC - Approver Basic Details Mandatory/Optional Email address of the Second approver if applicable
Header Tax Basic Details Optional Applicable for US only. Leave blank unless info in Tax Details slide apply.
Header Comments Basic Details Optional Free Text Comments

Amount Based (unplanned)| Rate Based (planned)
Parent Line Parent Line

Parent Line Number* PO main line Line Details Mandatory Mandatory PO Line ltem
Parent Line Ref. Number Line Details Mandatory Mandatory Invoice line item reference
Parent Line Type* Amount / Rate based | Line Details Mandatory Mandatory Unplanned: Amount Based / Planned: Rate Based
Contract Number* Contract Line Details Optional Optional For unplanned/amount based line type, contract # is mandatory on the parent line and subline.
Quantity For unplanned/amount based line type, default value to be populated is '1"
Quantity/Effort* Line Details Mandatory Mandatory
For planned/rate based line type, key the actual to be populated.
Consumed Date* Line Details Mandatory Mandatory This field is mandatory only if line type is 'Materials'.
Start Date* Period Line Details Mandatory Mandatory To be populated with any date from PO Start Da.te until currgnt date. Normally, this should be
the beginning date to which the services apply.
End Date* Period Line Details Mandatory Mandatory To be populated with any date from the current date to PO end date. Normally, this should be

the end date to which the services apply.
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Field Name/

Exxon SAP

Column Name Fields Section Mandatory/Optional Description of the column
Amount Based (unplanned)
Parent Line Rate Basgd (plann_ed)
Parent Line - Sublines
Contre?cted Non-contract'ed/ not applicable
subline manual subline
Subline Type* Rate Based  |Subline Details| Mandatory Mandatory Not Applicable Rate Based, Amount Based and Materials are available on drop down; Rate Based is generally selected
Subline Reference Number Service line  |Subline Details| Optional Optional Not Applicable Reference number to the subline selected
Description* Shorttext  [Subline Details| Mandatory Mandatory Not Applicable Key the number ‘1" in this field as the Description will be derived from the PO.
Supsiter e Nurlber Service No.  |Subline Details| Mandatory Blank Not Applicable Service Number contained in the SAP Agreement (Download your Agreement Catalog from GEP to
' easily identify and copy to the Excel upload file)
g Short name B’;?iﬁ:z(;rr’@ggn Subline details| Optional Optional Not Applicable Enter a brief description of service provided to guide you once SC is submitted into the GEP portal.
=
E Subline Quantity* Quantity Subline Details| Mandatory Mandatory Not Applicable Number of units for the service provided
(-
e Subline UOM Code* Un Subline Details| Mandatory Mandatory Not Applicable Unit of Measure assigned to the Service Number as displayed from your GEP Catalog
15
()} Subline Price* Gross Price |Subline Details| Mandatory Mandatory Not Applicable Enter price of 1 fo'r all lines as a 'dummy price'. (Contracted Subline Price is always pulled from the
L contract irrespective of the value on the template.)
E Subline Consumed Date* Subline Details| Mandatory Mandatory Not Applicable To be left blank (Applicable only for Material Line type)
v St [ inni [
: " art Date . ; . Between PO Start Date and Current Date. Normally, this should be the beginning date to which the
St EEE service provided Sleeely| Mandatory Mandatory Not Applicable services apply and be the same date as entered in the PO Information section.
. End Date service . . ) Cannot be beyond Current Date . Normally, this should be the end date to which the services apply and
* 7
StilmsiEnd PE provided S2ieeene| Mandatory Mandatory Not Applicable be the same date as entered in the PO Information section.
: . . . . View the line details of the Purchase Order in GEP to see the PO Category and apply to all Excel line
*
Subline Category Mat. Group  [Subline Details|  Optional Mandatory Not Applicable itoms related to that PO
Account Accounting Category - Cost Center, Internal Order, Network Order, Plant Maintenance and WBS
SR AL (Eis7 Aéifggrgf;t SRz Optional Optional Not Applicable available in the drop down. Required for POs with 'U-Unknown' Accounting. Otherwise, leave blank.
el Ac\jg;l"_”;tmg Entity Cosgf;;t;r# Subline Details|  Optional Optional Not Applicable Corresponding value based on Subline Accounting Entity; If it is blank this field should also be blank
Subline Comments Subline Details|  Optional Optional Not Applicable Required for CA tax details. Otherwise, comments are voluntary.
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For Planned POs, the Service Confirmation mass upload template will be completed as shown below:

Header Details PO Information

Supplier Service Service - Parent ParentLine - .
Confirmation Confirmation Order Number* Field Supervisor* ﬁraor:ep Addlt::‘garl H(.eraa(’i{er Ccl;lr‘:?::rzls Line Reference Pa;?nt I;me QE;:;?/C‘B"::;T,?"
Number* Name ey Number* Number ype

SC-MassUPL24 AM441XXXXXXX aprprovername®@exxonmobil.com 1000002 Rate Based 1 06/30/202406/30/2024

-

Start Date** End Date**




Sevceconfirmationsivisssiplosd StnpIsnREd FORINN Ex¢onMobil

For Unplanned POs, the Service Confirmations mass upload template will be filled out as noted below:

Header Details PO Information

. . Service - . ParentLine . .
Supplier Service . - . Group Additional Header Header ParentlLine ParentLine  Quantity/ Consumed e -
Confirmation Number™ Confirmation Order Number*® Field Supervisor® Name Approver Tax Comments Number* Reference Type* Effort” Date** Start Date End Date
Name Number
SC-MassUPL24 1 AMA44TXXXXXXX  aprprovername@exxonmobil.com 10 Amount Based 1 06/30/2024 06/30/2024

Service Informati

. . Sl . .. . Supplier ltem Short Subline =t [ Subline Sl Subline Start Subline End Subline Subllm.e Subllm.e Subline
Subline Type* Reference Description Number Name Quantit Price* Consumed Date** Date**  Cateqo, Accounting  Accounting Comments
Number y* Code* Date** egory” Entity Entity Value
Rate Based Service# 1 1000001 1 H 100 06/30/2024 06/30/2024 2825
Rate Based Service# 2 1000002 1 H 110 06/30/2024 06/30/2024 2825
Subline . . Subline . Subline . . . Subline Subline .
Subline Type* Reference Description* S:IF:JPr:"f;el:f*m :I::; qu"::‘l:‘t; UoMm S:r?::f Consumed Sul:;:l)l:tee E:art SuBI;rt\:*End Cas:l bl::;* Accounting  Accounting C:;l::::ts
Number Code* Date** €9 Entity Entity Value
Rate Based Serviceline#1 123456 1 H 65 06/30/2024 06/30/2024 2825
Rate Based Serviceline#2 234567 1 H 45 06/30/2024 06/30/2024 2825
Rate Based Serviceline#3 345678 2 H 1 06/30/2024 06/30/2024 2825
Rate Based Serviceline#4 456789 2 H 1 06/30/2024 06/30/2024 2825
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Once the template for the unplanned PO is successfully uploaded, it is reflected in GEP on the Service Confirmation

screen as shown below:

LINE DETAILS

1.

Test Mixed K

Amount Based Service

Contract Limits

PERFORMANCE UNIT

256.61

Go To Basic Details

Other Limits

@
ve Tota C wd Da! tar rate - atege act Numbe
256.61 (.7) - O] O] O 2825
o o e - = - : : _ ' e Invoic . e Invoice Status
A A "nt Cote -
W Contracted Sublines Add Sublines 55, [ [
Subline Numb... | Description Supplier Item Number e Type M Jan ce
O 1.1 2825 - Downstream Engine... 8309586 Rate Based Service ~ HOUR 1.00 0.11
O 1.2 2825 - Downstream Engine... 8309585 Rate Based Service ~ HOUR 1.00 142.50
U 1.3 test line 1 1234 Rate Based Service ~ HOUR 1.00 44.00
O 1.4 test line 2 12345 Rate Based Service ~ HOUR 1.00 66.00
D 15 test line 3 8309583 Rate Based Service « HOUR 2.00 1.00
O 1.6 test line 4 8309584 Rate Based Service - HOUR 2.00 1.00
I—
»
Rows Per Page: 12 1 n
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To upload multiple SCs (invoices) in the same Excel file, make sure that the Header Details &
PO Information are populated just on the first row where each Invoice/SC begins

Header Details PO Information

) | 5 - | | | | | | F‘ar\ent bl F‘ar\ent Line‘ | b | b | | "
Supplier Service . . . Group Additional Header Header . Parent Line  Quantity/ Consumed
rmati Order Number* Field Supervisor® eferen Start Date™ End Date™
Confirmation Number™ Confi on om - Name Approver Tax Comments Line R € Type™ Effort™ Date™ .
MName MNumber® Number
SC-MassUPL24 AMA47X000000( aprprovername@exxonmobil.com 1000002 Rate Based & 1 06/30/2024 06/30/2024
SC-MassUPL25 AMA47X000000( aprprovername@exxonmobil.com 10 Amount Based 1 06/30/2024 06/30/2024
I A | A | A | A | b | A | hJ | A | A | b | h | A | | |
Subline Supplier Subline Subline Subline Subline
. P Short Subline Subline Subline SublineEnd Subline . . Subline
Subline Type™ Reference Description Item _ Name Quantity” LIDN: Price” Co;:;r:l.ed StartDate™ Date™ C oo Accuu!1h19 Ao?uuntmg Comments
Rate Based Service# 1 1000001 1 H 100 06/30/2024 06/30/2024 2825 P
Rate Based Service#2 1000002 1 H 110 06/30/2024 06/30/2024 2825 -
( Rate Based Serviceine £ 17 123456 T H ' 65 06/30,2024 06/30,2024 2825 )
Rate Based Serviceline#2 " 234567 "o H " 45 06/30/2024 06/30/2024 2825
Rate Based Serviceline#3 " 345678 o2 H " 1 06/30/2024 06/30/2024 2825
\_Rate Based Serviceline #4 " 456789 roo2 H " 1 06/30/2024 06/30/2024 2825 )y
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You can add a User Group as the approver (Ex: BKKPCA-USA) instead of an individual’s email. This will allow anyone
inside the chosen user group to apply the required approval for the Service Confirmation.

« Group Names can be found within the Excel/Mass Upload Template on the tab labeled 'Group Name Master Data’
« Copy the Group Name from the Master Data tab into the Group Name field in the Excel file
* When there is a group name entered, the Field Supervisor field can remain blank

9GEPSMART

Instructions:

Refer Group Name Master data to input the values in Group Name Column

Name

Project Category Approver

CPP Lead Approver Group
BKKPCA-CA

GY BSG SES Acceptors

Moble Sam Croft Wells Supervisors
Noble Sam Croft Wells Engineers
Bidding Center Team - BA

MEY Equipment

V:BS-MOH

Bidding center team - BKK
SRC-PCA

PCA INDIA NA
PCA.REF.ProcessTech
PCA.REF.S5M

» ... Additional field(s) ‘ Attachment(s) ‘ Master Data Location Master Data |Lroup Name Master DatJ

Al Al Al Al - Al bl bl Al

Action™ - Basic Details Reference Numbe - Supplier Service Confirmation Number - Service Confirmation Nam - Order Number” - Field Supervisor” Group Name - Additional Approv - Header T - Header Commen -

KEEP IN DRAFT 1 344517A Labour 584572713651-004 BKKPCA-USA

a4
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To add attachments you must use the 'Attachments' tab and reference the 'Basic Details Ref Number' from the Service
Confirmation tab, enter the file name for each invoices + format (ex: invoice.pdf,calculation.xlsx) to be loaded.

Note: The Invoice file name must contain the full word Invoice; and the file name typed on the Attachments tab
must include the ‘File Type’ extension (Example: .pdf or .xlIsx)

Service Confirmation

" Basic Details ‘S e e " Service ) ) ) Tal ) "Header
" Reference upp |er* fvice Lontirmation Confirmation " . Group Approve Header Comme
Action Number Number Name Order Number  Field Supervisor ~ Name 1 Tax nts
KEEP IN DRAFT ’ 2 test Unplanned contract limit - ExxonMobil123
KEEP IN DRAFT y 5 test other limit ExxonMobil123
b ServiceConfirmation
Attachment(s) / /

9GEP 51

Instructions:

After the spreadsheet is completed, create a 'Zip' file
containing all the files listed in the Attachments tab.
Provide the value in the reference fields #6m the service confirmation sheet to add the attachment (s) for the specific document The fi'e names il"l the Zip fi'e must match the
Attachment name listed in the Excel File

Basic Details Reference Number‘ Attachment Name

2 Invoice test.pdf If multiples files are going to be loaded for the same
> Invoice 32 tosl.pdf invoice add the files name separated by *, . ¢ Attachments PDE11
Ex: N -

invoice.pdf,timesheet0422 xlsx,nomination99. pdf

[ﬁ Invoice 32 test

[ﬁ Invoice test
» Attachment(s) [
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« After completing and saving the template on your local drive press the ‘Upload’ icon shown on the right here

SERVICE CONFIRMATION EXCEL UPLOAD 2

Upload Icon

» Then you will either press ‘Upload Documents’ or Drag and Drop to retrieve the Excel File template

« After the Excel File is attached as shown on the left, then click on ‘Add Attachments’

» Then again you will either press ‘Upload Documents’ or Drag and Drop to now retrieve the Zip file containing
the attachments

* Once the attachments are showing as uploaded, press ‘Done’

/ CREATESERVICE CONFIRMATION USING EXCEL

9 Upload Excel e Add Attachments(Optional) o Upload Excel o Add Attachments(Optional)

CREATESERVICE CONFIRMATION USING EXCEL

Drag and Drop file here O UPLOAD DOCUMENTS| Drag and Drop file here 9 UPLOAD DOCUMENTY
Suj

orted file formats:

.zip
Limited to file(s) of 100MB each.

Maximum 1 files can be uploaded at a time. Maximum 1 files can be uploaded at a time.

SC_20270713030529.xl 4]
e o} ¢ Attachments_PDF11 Uplozd in progress

-

Cancel Continue Back Cancel
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Once loaded, you will be able to monitor file errors in GEP under ‘Catalog

4

~

Note a file with errors will display

/

E)f(onMObll Ca!alog Purchasing Invoice Supplier

01/08/2022

F

01/14/2022 1 Plant Maintenance

000013727392

Incarrect Accounting entity.. Incorrect Accounting entity., Incorrect Accounting entity., Incarrect Accounting entity ..

Q = ® d
in red. The file can be selected e e——————— —
and downloaded to view the error s pond e

Failed ()
- P2P_NextGENUI_Supplier01 P2P_NextGENUI_Supplier01 | Request Time: 3/10/2021 5:20:39 PM | Completion Time: 3/10/2021 5:20:43 PM | Total Service Confi Service oju d Serv irmati
details.
SC_Upload_NextGenUl.xIsx
Success
P2P_NextGENUI_Supplier01 P2P_NextGENUI_Supplier01 | Request Time: 3/10/2021 4:40:55 PM | Completion Time: 3/10/2021 4:41:01 PM [Total Service Confirmation: d Sen firmations: 2 | sed Se rmati
«  Within the file, the Error log s
. . . . . P2P_NextGENUI_Supplier01 P2P_NextGENUI_SupplierQ1 | Request . 3/8/2021 5:35:42 PM | Completion Time: 3/8/2021 5:35:51 PM S Confirmati Service C | firmati
information will be displayed in
SC_20210210034623.xIsx
- Processed
the far right hand column
P2P_NextGENUI_Supplier01 P2P_NextGENUI_Supplier01 | Request Time: 2/10/2021 4:02:04 PM | Completion Tim 2/10/2021 4:02:25 PM | Total Service C Serv oL ed Se
% A ok b * h ] A b b
Subline Start Date Subline End Date Subline Category  Subline Accounting Entity Subline Accounting Entity Value Subline Comments Error Log
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At the top of your GEP Screen, select 'Purchasing'’

» Select 'Service Confirmation'

* You can then further limit the results by selecting a specific status
* You can further search by SC # or Purchase 'Order Number’ (for POs, you must include the System

Prefix XX)

* Adjust the columns you wish to see by selecting 'Manage Attributes'

* You can utilize the 'Filters' to further narrow your results (Filtering tips available on upcoming slides)

EXO"MOb“ Catalog Sourcing Contract M Invoice Supplier

« Documents

ORDER

RETURN NOTE I SERVICE CONFIRMATION IASN

Approved
1322

Service Confirmation Name

Supplier
Profile Search

|

Click the link to view
the actual SC details

Draft
1215

Service Confirmati...

Approval Pending
407

Order Number

Service_Confirmation AUTO_202202281650...

Service_Confirmation AUTO_202202281656...

ServiceConfirmation2 for AMB_4410935680

Search Search
SC-02:22-05844 AM4410698845-001
SC-02:22-05845 AM4410698798

SC-02:22-05855

AM4410935680-002

Cancelled

57

Field Supervisor

S2E_SC_BUYEROZ ...

S2E_SC_BUYEROZ ...

Molly Wilson

== Manage Attributes Y Filters

Search
Rejected Withdrawn
45 16
Supplier Ser... Total Value
SupplierSCNumb... 241.85USD
SupplierSCNumb... 285.00 USD
MwW228 18.30 USD

Submitted On

02/28/2022

02/28/2022

02/28/2022

Use to adjust
column view

Use Filters to
narrow results




SeVicConfiimationVOTRRSCSNNNNNNNN  Ex¢onMobil

 Drafts are a saved version of an SC created by the Supplier. Supplier can edit it. Drafts that are no longer
needed should be deleted to avoid potential duplication

« Approval Pending are the SCs awaiting EM Approval. SCs with Approval Pending can be retrieved by the
Supplier using the “Withdraw’ option if needed to make corrections.

» Cancelled SCs are initiated by EM Personnel usually due to technical issues that require a new SC to be
submitted by the Supplier (always review the Comments to see any actions that are required).

* Rejected SCs require Supplier review and action to either make corrections (re-edit) and resubmit, or to delete

» Withdrawn SCs would have been initiated by the Supplier and would normally be edited and resubmitted.

v" If the withdrawn SC is no longer needed, you must delete; otherwise, it will count against the remaining PO
value and potentially cause issues with future submissions against that PO

EXO"MObll Catalog  Sourcing  Contract M Invoice  Supplier Q

« Documents

ORDER  RETURNNOTE  SERVICE CONFIRMATION  ASN

All Approved Draft Approval Pending Cancelled Rejected Withdrawn
3070 1327 1217 408 57 45 16
+

Create = Manal

My Tasks

é& Service Confirmat... 1| Service Confir... Order Nu... Order Name Supplier Ser... Total Value Submitted On Purchase ... Status

Supplier
Profile Search Search Search Search

ServiceConfirmation2 .. SC-02:22-05855 AMA441093568... AMB_4410935680 MwW228 18.30 USD 02/28/2022 Standard Servi... Approved
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»  Within the Service Confirmation tab - Press the Filter icon to narrow your results

Documents

ORDER  RETURN NOTE I SERVICE CONFIRMATION IASN

All Approved Draft Approval Pending Cancelled Rejected Withdrawn
3083 1332 1225 407 57 45 17 2
=X Manage Attributes | Y/ Filters
Service Confirmation Name Tl Service Confirmation ... Order Number Order Name Supplier Service i
Filters Saved Filters
Search Search Search Search
SERVICE CONFIRMATION NAME o
ServiceConfirmation1 for AMB_4410935036 SC-03:22-05865 AM4410935036-003 AMB_4410935036 JM002

displayed of the total
SERVICE CONFIRMATION NUMBER

ServiceConfirmation? for AMB_4410936209 SC-02:22-05830 AM4410936209 AMB_4410936209 8449 oAl
SERVICE CONFIRMATION TOTAL

a
Show Selected

Approval Pending

STATUS
[ Approved

SUBMITTED BETWEEN [] Cancelled

SUBMITTED BY

« Alist of available filters will be displayed on the left -

* Here we will select to filter by

Filters Saved Filters

SERVICE CONFIRMATION TOTAL -

. Status (Approval Pending)
. Submitted Between (Oct-Dec 2021)
* Then Select ‘Apply’

From To
10/01/2021 ol 12/31/2021 o

STATUS

SUBMITTED BETWEEN

SUBMITTED BY

SUPPLIER PERSONNEL NAME

SUPPLIER SC NUMBER

WORK LOCATION e
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It is important to regularly monitor Service Confirmations with status of ‘Rejected’ (Supplier will not receive
an email notification for “Rejected” Status).

* You will need to review the ‘Comments’ for each one to determine the reason for rejection and any
required actions. —
. ExconMobil Catalog  Sourcing  Contract M Invoice  More Search Q H 2 ®
* First Select the X Yy o

'Purchasing' tab Documents

ORDER  RETURN NOTE | SERVICE CONFIRMATION | ASN

* Then select 'Service

Conﬂ M atlonl All Approved Draft Approval Pending Cancelled Rejected Withdrawn
2952 1284 1154 400 52 46 16 ?

== Manage Attributes Filters S
* Then press v 2
1 . 1 Service Confirmation ... 1| Service Confirmati... Order Number Supplier Ser... Tot... Subm... Created ... 1| Status 3
Rejected
Search Search Search
ServiceConfirmation11 for ... SC-01:22-05521 AM4410935152-001 11922MW 170.00 U... 01/19/2022 01/19/2022 Rejected
* From there you can
H H ServiceConfirmation26 for .. | SC-01:22-05509 AM4410698798 11822AMB 85.00 U... 01/19/2022 01/19/2022 Rejected
click the blue link to !
Vi ew eac h | n d |V| d ua | ServiceConfirmation68 for..  SC-01:22-05511 AM4410935036 11822GL 150.00U.. 01/19/2022 01/19/2022 Rejected
S C ServiceConfirmation42 for ... SC-09:21-05040 AMA4410935036 aaaa 85.00 U... 09/27/2021 09/27/2021 Rejected
Service_Confirmation AUTO..  SC-09:21-05018 AM4410698798 Supplier SC Num... 285.00U.. 09/07/2021 09/07/2021 Rejected




Service Confirmation: Rejection - Reasons/Actions  ExgronMobil
. ReeoRemson | Supleradion |

Incorrect approver reflected as 'Field Supervisor' Edit/Resubmit

Missing/Incorrect Attachments Edit/Resubmit

Missing or Incorrect Service Number (SMC) in 'Supplier Item Number field Edit/Resubmit

Missing Accounting information for 'Unknown' account assignment Edit/Resubmit
Service Confirmation values not matching Supplier invoice values Edit/Resubmit
Incorrect Purchase Order or incorrect PO Line Item Delete SC

Service is not Authorized/not complete Delete SC
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Always review the ‘Comments’ first to determine the reason for rejection.

- - I - - I H
» To Edit/Resubmit or to Delete the SC, press 'View changed version Review
Comments
EXOI'IMOb" Catalog Sourcing Contract Purchasing Invoice More seagh
< SC-01:22-05521
View changed version
+ BASIC DETAILS GoTolineDetails = o
Service Confirmation Number Service Confirmation Name Supplier Service Confirmation Number Description
SC-01:22-05521 ServiceConfirmation11 for AMB_4410... 11922MW Approver Training
Order Number Order Name Currency Supplier Code ®
AM4410935152-001 AMB_4410935152 UsD 50025658
Supplier Name Field Supervisor Work Location Created By
Molly Wilson (molly....
[ ]
Created On * Submitted By Submitted On * Purchase Type
01/19/2022 01/19/2022 Standard Services
Enter Tax At Tax (USD) Additional Approver(s) External Id
Line 0.00 _
®
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Notice the same SCis now in 'Draft' mode

 If based on the rejection reason, the SC should be deleted, see next slide

& 5C-01:22-05521 170 USD - | % More

View Original version

« BASIC DETAILS GoToline Details = 0
Service Confirmation Number Service Confirmation Name * Supplier Service Confirmation Number * Description

SC-01:22-05521 ServiceConfirmation11 for AMB_441 11922MW Approver Training

Order Number Order Name Currency Supplier Code ®
AM4410935152-001 AMB_4410935152 uUsD 50025658

Supplier Name Field Supervisor Created By

Molly Wilson (molly.... Work Location

. ®
Created On * Purchase Type Enter Tax At * Tax (USD)

01/20/2022 Standard Services Line - 0.00

Additional Approver(s)

Select External Id Local Reference Number

Print Preview




Service Confirmation: Rejection - DeleteSC  ExyonMobil

To delete the Service Confirmation with the SC now in 'Draft' mode

» Press the 'More' option at the top right of the SC

& SC-01:22-05521 58 «—— 170 USD v 2 Wore |

View Original version

| ]
* From the selections, press 'Delete'

V Add Additional Approver(s)

Lirw Export To PDF

Acknowledge the warning by pressing 'Yes' Copy

Revoke

/\ WARNING!

Are you sure you want to delete this Service Confirmation?

NO




Service Confirmation: Rejection - Edit/Submit - ExgonMobil

In order to Edit the SC and Resubmit, you will start on the Basic Details tab (you should already be in draft mode)
« Here you can update the Field Supervisor (Approver)

 Supplier Service Confirmation Number (Supplier Invoice #) can also be edited
* If no corrections/changes to Basic Details, press 'Next' to move to next section of the SC

¢ sC-01:22-05521 [0 170 USD - | i More

View Original version

« BASIC DETAILS GoToLine Details = o
Service Confirmation Number Service Confirmation Name * Supplier Service Confirmation Number * Description

SC-01:22-05521 ServiceConfirmation11 for AMB_441 11922MW Approver Training

Order Number Order Name Currency Supplier Code ®
AM4410935152-001 AMB_4410935152 usD 50025658

Supplier Name Field Supervisor Created By

Work Location

Molly Wilson (molly....
®
Purchase Type Enter Tax At * Tax (USD)
Standard Services Line - 0.00
Additional Approver(s)
Select External Id Local Reference Number
®

Print Preview Submit
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On the Basic Data Screen - Click on 'Field Supervisor'

Molly Wilson (molly

Then select 'Add Member

ADD FIELD SUPERVISOR(S)

@ Users O Groups

Add Member

MW Molly Wilson (molly.wilson@exxonmobil.com) ]

Cancel Save

Search/select new Approver

ADD FIELD SUPERVISOR(S)

@ Users O Groups

Add Member
besso

Jane Bessolo (jane.bessolo@exxonmobil...

Save

-
Note 1: For a rejected SC, you

must first add the new approver
before GEP will allow you to
delete the original approver.

Show Lookup 1]
Delete old approver
ADD FIELD SUPERVISOR(S)
@® users (@] Groups
Add Member \
MW Molly Wilson (molly.wilson@exxonmobil.com) [u]
JB Jane Bessolo (jane.bessolo@exxonmobil.com) ||

Cancel

Save

ADD FIELD SUPERVISOR(S)

@ Users O Groups

Add Member

JB Jane Bessolo (jane.bessolo@exxonmobil.com) ]

Cancel Save I

Note 2: If you do not delete the
original approver, both names will
be required to approve before
payment can be made.

. J
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‘Additional Details” allows the Supplier to include their invoice date
This primarily impacts ERS Suppliers since no actual invoice is submitted and this date is used to apply the

payment terms.
For Non-ERS Suppliers, the GEP invoice date will not impact the payment date since the invoice date will be
taken from the physical invoice that will be processed in SAP after Service Confirmation approval.

» Add/Update the invoice date if needed
* Press 'Next' to progress to Notes and Attachments

« ADDITIONAL DETAILS
Fina r

Pasting Date

Invoice Date

=
)
Get Help

Print Preview
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‘Notes and Attachments’ allows you to add/delete files via 'File Upload’
* If there is an incorrect invoice attachment, please delete the old version before uploading the new

version while including the word 'Invoice' in the file name
* When finished or if no changes, press 'Next' to move to Line Details
* Remember that Invoice and Support documentation must be in separate files.

170 USD v | % More

View Original version

¢ $C-01:22-05521

NOTES AND ATTACHMENTS

Get Help

' = &

File Upload Notes External Link

Print Preview
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* Line Details allows you to edit, delete, or add:
« Supplier ltem Number (Service Number), Quantities, Dates, Comments
 Press 'Accounting' to add or edit Account Assignment details (see next slide)

* If no changes are required in Line Details or Accounting information and you are finished editing;
you can proceed to resend the SC for approval by pressing 'Submit'

Line Details BR Go To Basic Details
10. testBill *
Line Type uoMm Quantity Price (USD) Line Value (USD) Tax (USD)
Amount Based Service PERFORMANCE UNIT O] 1.00 235.00 235.00 ) o000
Line Total (USD) Consumed Date Start Date Completion Date Category Contract Number
235.00 - (O o - (D) 2885 4600102702
Contracted Subline Value (USD) Non Contracted Subline Value (USD) Ship To Ship To Address Reference Invoice Number Reference Invoice Status
235.00 @ 0.00 (0] 00AQ BEAUMONT REFINERY:MPP.3862 1795 Burt Street,Beaumont, Texas,USA = = *
Additional text E

LINES ACCOUNTING

M Contracted Sublines Add Sublines 55, [] [Py *
Subline Number  Supplier Personnel Name Description Supplier Itern Number Iterm Nurnber Short Narme Subline Type uom Quantity
10.1 - 2825 - Downstream Engineer... 000000000008309583 - Labor-ST-Service Technician Rate Based Service + HOUR 2.00
- . o
102 2825 - Downstreamn Engineer... 000000000008309584 - Labor-ST-Shop Rates Rate Based Service + HOUR 1.00
4 4

Print Preview




Service Confirmation: Rejection - Accounting  ExzronVlobil
s = —

irmiis atm s imareialonp Nisdds

Ao Assiy [ T o) Corylmi vt il Cophit LRI Fiani Madniens

* If the Account Assignment "
Category displays 'Unknown’, | E

the Cost Object field requires S
input. (refer to next slide) R R

* If the Account Assignment
Category is blank, no action is

required _
Line Y Description Y split Y splitNu. Y Quan. Y  Account Assig.. Y 6L Account Y Cost Center Y E
 If all SC editing is complete,
. 100002 Labor-ST-Service Tech... Split1 2.00 - - -
press 'Submit' to resend the — - :

corrected SC for approval
Rows Per Page: 1 S i

\ / Print Preview Go to Basic Details
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If the Account Assignment Category field is displayed as 'U-Unknown', you must populate the accounting details
 Account Assignment Category (Cost Center, Network Order, Internal Order, Plant Maintenance)

§{= ‘Work Order’

« GL Account (if requester did not provide a GL, you can use 48899000)

* Cost object keyed in the appropriate column

CC-Cost Center

|O - Internal Order

PM - Plant Maintenance (Work Order)
NP - Network

Cost Objects apply to one of these 4 Account Assignment Categories:

Plant Maintenance

J

w LINE DETAILS

LINES ACCOUNTIMNG

Lirwe 5}
o Ascount Assig
P L] P.
o | mlr F. 1
o 10 2. P. i 1. - LHUnknorsn
| Mm: P, 1
o 10. - P. B 1= - LHUnknorsn

GL Ancoany

w LINE DETAILS

LIMNES ACCOUNTIRG
Indicates mandalory felds  [la, 55 2@ 5

Comt Conar Internal Onder Matwark Plant Mainena

Rows Per Page: |10~ 1-5015

Accoun! Assign_.

CC-Cosf Comioer

CC-Cosa Cemer

GL Accoul Ceeit Cinfilir

D0ETB003-Ex, D000 138-5our

DOATEIRHE. D000 0 11 38-Sour

Brovis Par Bans 0w 8 G 6
e ——

perrial Orded

Indicaies mandatory feeids

Hitwork .

- =
8 B =

Plant Maintena..




When all editing of the rejected SC is complete, press ‘Submit’ to resend for approval

Service Confirmation: Rejection -Resubmit — ExponMobil

< SC-01:22-05521

v~ BASIC DETAILS

Service Confirmation Number

SC-01:22-05521

Order Number
AMA4410935152-001

Supplier Name

Created On *
01/20/2022

Additional Approver(s)
Select

Print Preview

Service Confirmation Name *

ServiceConfirmation11 for AMB_441

Order Name
AMB_4410935152

Field Supervisor

Jane Bessolo (jane.b...

Purchase Type
Standard Services

External Id

Supplier Service Confirmation Number *

11922MW

Currency

ush

Work Location

Enter Tax At *
Line

Local Reference Number

View Original version
Go To Line Details =
Description

Approver Training

Supplier Code
50025658

Created By

Tax (USD)
0.00

= More




Service Confirmation: Supplier Withdrawal - Ex¢onMobil

Service Confirmations with status ‘Approval Pending’, can be retrieved for editing - such as adding/deleting an
attachment, modifying the invoice number or changing the approver. Click the link to view the SC and press 'More'
at the far right to then select 'Withdraw'.

* This will revert the SC to ‘Draft’ mode and allow changes to be made and resubmitted
. While in Draft mode, press the ‘More’ option again if you need to further delete the withdrawn SC

 If you exit the SC while in Withdrawn status, you can retrieve it later, but it will require you to press 'View Change
Version' to switch to ‘Draft’ mode - which then allows you to edit/resubmit; or press ‘More’ to delete)

» Please monitor and delete any Withdrawn SCs no longer needed

: ExonMOb“ (- EIM Purchasing  Invoice  Supplier Q E N & ® @l
¢ $C-03:21-04199 338.08USD ~ [ remng e
Withdraw
+» BASIC DETAILS GoTol
Export To PDF
Service Confirmation Number Service Confirmation Name Supplier Service Confirmation Number Description Order Number Order Name
SC-03:21-04199 ServiceConfirmation2 for AMB_4...  test 0311 AM4410810132-004 AMB_4410810" Copy
Currency Supplier Code Supplier Name Field Supervisor Work Location Created By
USD 50025658 Marina.. -
Created On * Submitted By Submitted On * Purchase Type Enter Tax At Tax (USD)
03/12/2021 03/12/2021 Standard Services Line 0.00
Additional Approver(s) External Id Local Reference Number

NOTE: you can only perform a withdrawal if the SC is in ‘Approval Pending’ status




Senvice Confirmation: Approval Reminders — ExronMobil

System generated email reminders will automatically be sent to the SC Field Supervisor for all items with status of
'Approval Pending' that have been awaiting action for more than 14 days.

* If you wish to trigger additional reminders, you can do so within the 'More' options at the top right side of each SC

* You will be prompted to add comments and press 'Post'

& SC-02:22-05830 319.50 USD - ! More

Withdraw

Export To PDF

Copy

=] COMMENT

Remind Buyer

Service Confirmation o
SC-02:22-05830

Reminder - Please expedite approval. Payment is due this week.
Attachments

()

Share with CANCEL
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Service Confirmation Cancellation is performed by ExxonMobil Users (Supplier will receive an email notification
when your SC is cancelled).

When a Service Confirmation has been canceled, you will see the designation next to the SC when you track
status.

You will be able to review the reason for cancellation by going into the comments and reading the
explanation given

A cancelled SC cannot be edited. In order to submit corrections, a new SC will need to be created.

For cancelled status please check
the reason for rejection in the
comments

& COMMENT
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In some circumstances, it is acceptable to include a negative line within a Service Confirmation but keep in mind:

* The total SC value must be a positive amount
« The net value charged to an individual cost object (work order, cost center) within the SC must be positive
 If you are not able to meet these conditions, then the credit should be submitted individually via email.

The credit line can be included within the SC as shown below by entering a negative quantity (GEP will not
allow a negative rate).

Selected Subline(s) 1 Supplier Personnel Name Description Supplier Itern Number uom Quantity Price (USD)
. Select a subline and enter a
Add Blank Subline(s) D : . negative quantity. This line will
2999 - Technical staffing fo... 7000000 rvice ~ each balance down with the rest of the 0.00
. positive lines on the Service
Contracted Lines Confirmation
O 4325 - General Ocean Freig... 4134352 rvice ~ each 400.00
4325 - General Ocean Freig... 4134351 rvice ~ each -2.00 100.00

LINES ACCOUNTING

Total amount of the Service Confirmation will

be 40 USD
B Contracted Sublines
Subline Numb... Supplier Personnel Name Description Supplier Item Number Quantity Price (USD) \ Line Value (USD)
O 101 = 4325 - General Ocean Freig... 4134351 -2.00 100.00 -200.00
10.2 - 4325 - General Ocean Freig... 4134338 3.00 80.00 240.00




Ex¢onMobil

-

\_

GEP Service Confirmation

~

Additional Features

/




Seivics ConfifmationCopySUBINESININNNNNNN  Ex¢onMobil

If you have multiple charges for the same Supplier Item Number (Service Number/SMC), you can essentially ‘Copy’
the line item using the ‘Duplicate’ option without having to rekey the entire line

» Click the existing Subline you wish to duplicate on the far left
* Then press the ‘Duplicate’ icon on the far right
* The line will be immediately duplicated with the same information where the quantities can be adjusted if needed

LINES ACCOUNTING \

M Contracted Sublines Add Sublines S, Tl
/ Subline Number ~ Supplier Personnel Name Description Supplier ltern Number Itermn Number Short Name Subline Type uom Quantity
I 101 - 2825 - Downstream Engineer... 000000000008309589 - Mileage Rate Based Service +~ MILES 1.00
4 »

LINES ACCOUNTING

M Contracted Sublines Add Sublines 55 Ta] [1y
Subline Number  Supplier Personnel Name Description Supplier Iterm Number Itern Number Short Name Subline Type UomM Quantity
101 = 2825 - Downstream Engineer.. 000000000008309589 - Mileage Rate Based Service ~ MILES 1.00
102 = 2825 - Downstream Engineer.. 000000000008309589 - Mileage Rate Based Service + MILES 1.00

4 4




Service Confirmation: Catalog Download  ExsonMobil

* To download all the Service Numbers (SMCs) contained in each of your agreements, select ‘Catalog’

» Select the desired agreement or use the filter option to search for it

 Scroll down to ‘Line Details’, then press the ‘Actions’ icon where the 3 dots are located on the far right
* Then select Download All Lines

Press ‘Actions’ again to then select ‘View Log’ where you can see when the process is complete and you can
access the Download

EXO"MObIl Catalog | Sourcing  Contract  Purchasing  Invoice  Supplier & H 2 @ @

¢ {1 CATALOG - CATALOG Tl Y

A2574371_4600102702
PUBLISHED | Hosted
Supplier Name:l 50025

v | LINE DETAILS \
[ Download All Lines
Line (8)
View Log
Line Number Division Buyer Item Number Supplier Item Number Short Name
VIEW LOG
v 10
Status Operation User Name Message Date & Time File Link
100001
100002 Success Download . Lines are downloaded successfully. 3/16/2022 19:31:55 Download




Service Confirmation: Catalog Download - ExronMobil

There are 3 tabs within the Catalog Download

* Instructions - For use as an ‘Upload Template’ to request changes

+ Catalog Lines - Individual Services including Item Number, Description and Rates

Price Modifiers* - Shows different prices for different periods. Allows you to submit change requests to:

1) Create
2) Delete
) ) * .. )

3) Update service items (*full training package available upon request)
1 Operat - Catalog - Type - Buyerli - Supplier item - Short Name* - Item Description® - UNSPS( - Is Activ - Keywoi - Lead Ti - Curren: - Price* .1 UOM* - |
2 "10 Fixed Service 460077599-00010 Motor Repair Services 2432 - Electric Motors 26101413 Yes (0 UsD () E48
3 "1 Variable Service '95000968 Established 2432 - Electric Motors 26101413 Yes () UsD "1 EA
4 2 Variable Service "80030067 Epedited Vertical Frame Mark 2432 - Electric Motors 26101413 Yes 0 USD "1.05 EA
5 3 Variable Service '80029285 Vertical Frame Mark Up 2432 - Electric Motors 26101413 Yes () UsD "1.05 EA
6 "4 Variable Service '80030128 Epedited Vertical Frame Mark 2432 - Electric Motors 26101413 Yes 0 usD "1.05 EA
7 5 Variable Service '80029224 Vertical Frame Mark Up 2432 - Electric Motors 26101413 Yes 0 UsD "1.09 EA
8 B Variable Service '80029164 Vertical Frame Markup 2432 - Electric Motors 26101413 Yes 0 usD "1.09 EA
9 7 Variable Service '80029906 4160V Form Wound - Per Yea 2432 - Electric Motors 26101413 Yes () UsD ".1 EA
10 8 Variable Service '80029905 600V Random Wd - Per Year 2432 - Electric Motors 26101413 Yes (0 UsD "1.1 EA
1 ( Variable Service '80029904 4160V Form Wound - Per Yea 2432 - Electric Motors 26101413 Yes (0} UsD .1 EA
12 "10 Variable Service '80029903 600V Random Wd - Per Year 2432 - Electric Motors 26101413 Yes 0 uUsD .1 EA -

Catalog Lines | Price Modifiers ©) < >

1 |l_lction| Buyer Item Num Supplier ltem NtShort NanLine Num Serial Number Type Plant Start Date End Date Effective Price Percent UOM Quantity
2 Update 1 SN200 100991 151020910910 07/01/2022  3/14/2024 "25.5 0 EA ()
3 2 SN150 100990 151020910810 07/01/2022  3/14/2024 30 0 EA ()
4 3 SN 1500 100989 151020910710 07/01/2022 3/14/2024 57 0 EA ()
5 "4 SN 1250 100988 151020910610 07/01/2022 3/14/2024 "1.25 0 EA (0
6 5 SN 1000 100987 151020910510 07/01/2022 3/14/2024 17 0 EA (0
7 s SN900 100986 151020910410 07/01/2022 3/14/2024 44 0 EA (0
8 7 SN 800 100985 151020910310 07/01/2022  3/14/2024 "40.50 0 EA (0
9 Delete - 8 SN700 100984 151020910210 07/01/2022  3/14/2024 "36.89 0 EA (0
10 Create 9 SN600 100983 151020910110 07/01/2022 3/14/2024 75 0 EA ()
11 "10 SN 500 100982 151020910010 07/01/2022  3/14/2024 2.77 0 EA () v

Catalog Lines | Price Modifiers | & : |4 »
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Payment Status is a cloud-based technology solution, provided by GEP.

«  With your GEP Service Confirmation registration, you should also have access to Payment Status.

/Key features include: \

* Purchase Orders, Service Confirmations, and Payment Status all within same

platform

My Tasks

 Improved transparency for invoice status, including pending or blocked invoices

+
Create  Six months of payment history

payem « Submit inquiries and receive responses regarding invoice/payment issues

Status

— k Communicate account changes securely /
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Next steps:
1. Log into your account.

2. Verify that you can see your company’s POs; and acknowledge the ones required for Service
Confirmation submission.

3. Get Register in the New Supplier Portal website (Create a case for your inquiry to proper team).

% For further assistance with Service Confirmation please submit an inquiry following
the instructions on the next slides.
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1) Access Service Confirmation under exxonmobil.com/suppliers (Suppliers webpage)
2) Click the Need Help? option of the site for GEP Service Confirmation support:

ExxonMobil for suppliers

How can we assist? /
| ||||| ing / Paymes $ ‘ irchase ord — || sericecon firmation :
, ) Service Confirmation
Supplier record update 4 Supplier diversity 5P General terms and conditions 5\’&]
An improved tool is now available for submitting electronic Service Entry Sheets.

Login o) Need help? (3



https://corporate.exxonmobil.com/procurement/exxonmobil-for-suppliers

Imperial Ol (10L) website to ExxonMobil for Supplierslink  ExonMobil

|mpel"7;| Company Careers News Investors EN = FR O\
About
Contact us

Operations

Products and services

About

Suppliers

After more than a century, we

continue to be an industry leader in EXO“MObiI Whoweare ~ Whatwedo  Sustainability and reports ~ Newsroom  Investors  Careers @ Gld

Supplier Disclaimer: Pursuant to a services agree]
applying technology and innovation to ExxonMobil Corporation ("Exxon") provides

responsibly develop Canada’s energy Procurement Services to Imperial Oil Limited and
affiliates. Nothing in this material is intended to
resources.
the corporate separateness of ExxonMobil Corpg
and Imperial Oil Limited. Working relationships
discussed in this material do not necessarily reprd
reporting connection, but may reflect a functiong

quidance, stewardship, or service relationship.

ExxonMobil for suppliers

We are introducing new capabilities to allow greater
. Watchourvideo =
collaboration. -
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3) Click the EM Supplier portal and supplier will be redirected to the
4) If you are not registered, click on register now icon. C

EM Supplier portal video tutorial )

Service Confirmation

B 5) Complete all the required fields on the ‘Supplier
Registration Request’ page and click ‘Submit.’ You will
receive an email from no- i to

o activate your account to access the Portal, please allow
sometime for your request to be processed after
submission.

Service Confirmation is a cloud-based technology

solution, which allows registered ExxonMobil service
suppliers to submit their invoice charges
electronically for ExxonMobil approval via an
internet portal; while also providing a robust suite of

features and efficiencies. | Instructions

Welcome to ExxonMobil Portal
for Suppliers

Supplier Registration Request

polier to BxxonMiobd and want to sccess the Supplier Collaberation Portal, fill out the form balow to submit the request. All fields markad * are

Welcome to ExxenMobil
fof Suppliers Portal =%

‘your account to access the Portal.

link waill expire.
Log in tacheck invoice status, resolve issues, collaborate and much more!
£ S
[
.
Register Now
Last Name
Trouble logging in?

‘ Last Name |
* Email
‘ Email |
* Country of Your Operation
‘ -- None - v |

In case you do not activate the account within 7 days, your
activation link will expire.



https://emprod.service-now.com/supplier
mailto:no-reply@exxonmobil.cloud
https://corporate.exxonmobil.com/procurement/exxonmobil-for-suppliers/supplier-portal-navigation

_ Ex¢onMobil

6) Supplier will be able to submit their inquiry on
proper Central Supplier Onboarding Specialist.

~

Welcome to ExxonMobil for Suppliers Portal

e )
Invoice/Payment a Service Confirmation Support @

« Announcements

Purchase Order Change/Rejection ERS Support
Supplier Portal is Live

Tax Support Manage Account

7) Furthermore, you can monitor your payment status through “Invoice/Payment”.
8) In case you have any inquiry about a specific invoice select “Get Help” and you will contact Account Payables.

(( Back N

Vendor Name/Number Purchase Order (PO) Number Invoice Number

‘. Search by vendor name/number ‘ ‘ Search by PO number ‘ ‘ Search by Invoice number ‘
nvoice Amount Invoice Date Clearing Document

‘ Search by amount. ‘ ‘ dd/mm/aaaa ‘ ‘ Search by Clearing Document ‘

Company Code/Name

| Search by company code/name ‘ v |

\ J
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