2025 Apttus
Onboarding Employees
and Time Sheet Entry
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|[dentifying Invoice to Enter Details

From the navigation toolbar select invoices. Selecting invoices generates a list of all the invoices currently in Apttus.

2. Under the "match status" column, locate invoices that read as not matched and reference T&M in the

nr Home
O Racarn _ agreement price structure column.
2 Pinned g » Not matched — Invoice is awaiting vendor to enter details and submit for PM approval.
3. Double click on the invoice amount.
Reporting
¢ S — All Vendor Invoices* - I3 Editco
Portal Links
2 Afis [] sAPDo.. v Creat.. l¥ Vendor T~ PO Number~  Work Offer ¥ Subtotal Amount ¥ Total Invoice Amount ¥ | Agreement Price Structure ... ¥ Match Status ¥
Agreements
O 6ms 61770, 101207758 101207758-Work Offer for Senice... $6,050.08 $6,050.08 | T&M Not Matched
Agreement Contact ...
R Contacts i 1. [ 6mes g7/, 112188626 112188626-Work Offer for Senice.., $3,86125 $386125 | T&GM Not Matched
B Invoices /
#) Milestone Payments 3. Double click on the invoice amount 2.

¥ Rate Sheets

@ Time Sheets




1. Click “download invoice”

2. Click onthe “work offer” hyperlink

3. Always select “discard changes”

() Refresh

— T | Wb REPROCESS INVOICE [ Save @ Save&Close - New (2 Help Request | Oy Download Invoice Q Check Access
AN
Vendor Invoice for 40057 - unsaved \
Invoice 1
Header Invoice Matching  Invoice Payments  Approval Requests  Supporting Documents  Related
General SAP Information
B invaice Type * Vendor & vendor Invaice 40057 & sap Document
Mumber
£ Marked From SAP £ Match Status .
sl HiEEiiEhed £ 5AP Invoice Number
B Invoice Due Date 10/13/2023
e & saAP Posting Date
8 vendor PERC ENGINEERING LLC P A 5Ap Transaction Type
& work Offer - B (5
112167265-Work Offer for Service-P... Unsaved changes %
& PO Number 112167265 Do you want to save your changes before leaving this page?
B afe F C-22176-PP-20140001
B Cost Center ey 3 . 15

& Requires Doc Control
Review

No

fill Run Report

000005450175

Invoice

CRM



Employee Onboarding Details

Per each work offer, vendor employee names must be added into Apttus prior to transcribing the invoice details

into the time-sheet area.
1. Select employee onboarding for time entry
v If employee name(s) are listed, no actions are needed.

v' If the employees' names are not displayed see next steps.
2. Select + new agreement onboarding

s | B Save @ Save & Close Update Agreement B CTVReport B CTVReportAll [ Deactivate [i] Delete (3 HelpRequest () Refresh € ChedkAccess BdProcess v &% ViewHierarchy 2

101104436-Work Offer for Service-CORRPRO CO INC - sav=d Work Offer for Service
Agreement Record Type

General | Employee Onboarding for Time En... | Time Sheets OQ Work Tasks  CTV Check-ins  Child Agreements  Audit History  Vendor Pre-Qualification  Vendor Documents  Related
*
1. Click on employee fortime entry

Job Classification ~ Vendor Employee ~ Has Completed Safety Training ~ Created On T ~ /

=)

~+  Mew Agreement Onbo.. | O Rel

2. Select + new agreement onboarding 4



Selecting Job Classification

New Agreement Onboarding Request

General 1. Click on the magnifying glass under job
1. classification. A list of rates will populate.
Agreement | 12138608-Work Offer for Service-PERC ENGINEERING LLC \
Job Classification  * | Lookfor Job Classification o] * Be sure to select the rate/job classification that aligns
e with the billed rate on your invoice.
Vendor Employee
_ Drafting Senvices - Administrative
Has Completed = g5500 . .
Safety Training Scroll bar - * If you do not see the classification rate scroll to
rafling Senices - Igner .
| - v the bottom of the list or select advanced

Drafting Sennces - CAD Operator 1
$100.00

 If the rate you are looking for is not listed, reach
Drfing Senvices - CAD Opertor 2 out to your assigned Doc Control Analyst.

Advanced lookup



Adding Vendor Employee

New Agreement Onboarding Request - Unsavec

General
Agreement " 101104436-Work Offer for Service-CORRPRO CO INC
o E - _ 1 If the employee bills multiple job classifications, the
Job Classification i Contract Labor - Field Maintenance - Construction Foreman .
employee should be can be onboarded more than once.
Vendor Employee ™ | | ook for Vendor Employee P
b o 1. Click on the magnifying glass under vendor employee
7 Aaron Donato
o 2. Select + New Contact at the bottom
[ Aaron Morris
[ Adolfo Long
[ Adrian hemandez
2.
Bl Alan Houle Ir.
{ Mew Contact Advanced lockup




Details

T Scan Business Card

First Name

Last MName

Birthday

Jab Title

Company Mame

Olivia
Smith
7/16/1996
Foreman

1 Fis OPERATIONS LLC

Save and Close |

Adding Employee Details

Cancel

All fields with an asterisk * are required
* First Name

* Last Name

* Birthday

* Company Name

Click . Screen will re-direct

back on-boarding screen and employee’s
name will be visible



 Once the employee is on-boarded, the screen will update, and
the employee’s name should be visible

v If the name is not visible, select refresh

Bl o Saelloe [} el () Hepheet () Mefesh Bafroes v g ViewHemchy 9 Emalalik [ Rnfeport v

12126163-Work Offer for Service-1416 E FAYETTE LLC

Aqreement
‘ Ifl CatIO N General - Employee Onboarding for Tme En.. Time Sheets  Agreement Checkist  Chid Agreements  Audt History  Vendor Pre-Qualfication  Vendor Documents  Relged
v | ob Casification v endor Employee | Has Completed Safety Taning | CrestedOn } v

Contract Labor - Maint, | R Construction - Consultant Olvia Smith 01/2020 11:59 AW




Time Sheet Entry




biIIing

cycle

Review invoice for billing cycle dates
1. Select time sheets

2. Select + new time sheet

{12165687-Work Offer for Service-AGAPITO ASSOC INC - Work OfferforService  Approved ~ Activated
Agreement Record Type Aooroval Satus  Siatus
2.
General  Employee Onboarding for Time En.. Chid Agreements  Audit History  Vendor Pre-Qualfication  Vendor Documents  Related
1. + NewTmesnest ) O) fefish o Aowv ¥
0 Version T+ Start Dte ¥ End Date ¥ Total Time ¥ Tata Days ¥ Tt Mileage ¥ TotalNon-Labor v Approval Stafus *
14 43020 10 00 o 000 Approved

10



Apttus hasa 31—day threshold for each timesheet billing cycle.

» Thereis a hard stop in Apttus for any billing cycle the exceeds the 31 —day
threshold.

» Thereis no work around to this hard stop.

» If you encounter an error message, you must revise the invoice and split
the invoice into multiple invoices to accommodate the 31 - day threshold

=] Update | B Save |@ Save&Close [ X-AUTHOR (D Help Request 3 Flow

New Time Sheet - Unsavad
2. Select save

Time Sheet  Time Sheet Entries Time Sheet Line ltems  Approval Requests  Supporting Documents  Pro-Forma Invoices

Header Details
Vendor . AGAPITO ASSOC INC Start Date * 41172024
B Work Offer - 112185687-Wark Offer for Servic... End Date / ® 442502024

1. Enter invoice billing cycle start and end dates
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Adding Invoice Number To Time Sheet

12345 3 ) Sp—
/ 4. "II"ET'IdDT b amd s | I P Komamsms el Chads i .‘
& [ Qupdate | & Save J& Save & Close Vendor Invoice /_, 12343 1. Select time sheet
3. it
New Time Sheet GRicion o B 2. Select the drop down,
top right
Timeiheet\TumESheet Entries  Time Sheet Line Items ﬂppmval Status A 3 Enter |nVO|Ce number
IS 4. Select save
Header Details 1 .
Vendor ' A UNIVERSAL PROTECTIO.. X O StartDate
Work Offer @ 101195057 Work Offer for Senyi,.  End Date

12



1. Clickon timesheetentries

» Two-line items generate for each employee (standard & mileage)

Time Sheet £10 for 112138608 - sze0
Time Sheset

Time Sheet | Time Sheet Entries | Approval Requests  Supporting Documents  Pro-Forma Invoices  Rellated v

e
1. Click on time sheet entries

2. Enterstate & county
3. Perdiem total dollar amount billed for each employee (if applicable)
4. Enter hours worked per each date. If day rate is billed, change type 1 standard to day
5. Save changes
New Time Shest Grid
2. Enterstate & county
Time Shest Filter Adtive 3. Perdiem (if applicable)

5.Save changes 4. Hoursworked by employee on each date

+ Mdrewrecord | v Save changes | © Concel changes || Actvate | [§ Desctivate

(] Cortractor/Clasc®ication Typel Uit Gate County ?efcis!!.!../ A3 Sundugls @ LUneTotal onmeni
B %[00 Seith f Drafting Services - Adminisirative Sandand Hour Teis Harris §20000 800 80 #0
B x| [0 Smith / Drafing Senvices - Administrative Mileage Mileage Teszs Haris 12000 1200 200

6. Select save then update

&« B | Oudste Hsae | SovekcClose [ X-2UTHOR [ Delete (7 Help Request

6. Click on save & update
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» Toadd additional billed hours such as overtime, weekend, holiday, etc.,
see steps below.

& [ o Dupdste Hove § sowtcon [Dxauor [ clete () HeipRequest () Refresh @ Checkaccess (& RunRepon

Time Sheet #10 for 112138608 - caed

Time Sheet

Time Sheet  Time Sheet Entries  Approval Requests  Supporting Documents  Pro-Forma Invaices  Related

NewTmesheetGid 1 Click on + add new record
— 2. New record field will populg’Fe, bggin t.yping employee’s name.
Employee’s name and classification will auto- populate
+ M:mruﬁ J Smefargs © Concelcranges | ) Acthate 6 Deacthe
1 CortacingCasfention Type! it Stite Courty Perdiem A, SitAunts  Sun AuplE [ LingTatd Cominty
% J00 s 5%/ Dt Servces ,.l firtie
82 % ]G Olkda Smith / Drafing Sarvices - Stangan Tk i 20000 500 400 1600
P x J[Ichennane Mieage Mg Touas g T 1 20

U

3. Select the “type 1” field and select “overtime’
and select the “unit” field and select “hour” and
enter overtime hours worked.




Non-Labor [tems




Non-Labor Details

Tme et 10 for 25060 - -
ltems such as the below are non labor items e

* Equipment Tie St e S s ool et Spprg Dnmets FrFoma oo R
 Materials
[ ]
Subcont'ractor wilgh 1. Select time sheet e 2. Select + new non — labor charge
* Other Billables N,
"
1. Select time sheet e fwoemcr W I n T Moot
2. Select + new non labor charge :
* (R i | oot
- o Qg S Dy ;
DAt etk W0 B
i e ot

16



Non-Labor Details

1. Click the charge type drop down and select the
charge type that matches invoice billing Details

Charge Type " Equipment 3

Detaks Click in the description

Service * O Engineering Services / area and enter details

Charge Type “ | gelect- v

P— // 4. Enter total amount
e i escription " 27Ton Trucks )
- Squipmert / billed for charge type
Desaiption . | Materials Amount “ $5,000.00

Sub-Contractor

Amount « | Other

2. Click the service drop down and select the service

R ) ) & of B Save |@ Save&lClose | + New [} Deactivate () HelpRequest (O
thatis billing on the invoice

— 2 Ton Trucks - savec 5. Selectsave & close
Non-Labor Charge
Charge Type "~ Equi t x
o Non-labor Charge  Supporting Documents  Related
Service [ Look for Service ——
Description e Header
112138608-Work Offer for Service-PERC
P - | 0y ENGINEERING LLC . A ;
Engineering Services & Work Offer 112138608-Work Offer for Service-PERC ENGINEERING LLC

112138608-Work Offer for Senvice-PERC
oy EMGINEERING LLC o

Drafting Senaces 1 ?



Non-Labor Subcontractor billables

Non-Laborcharge type subcontractor, meaningany third-party contractor assisting the
vendor to complete project work.

* Inthe example on the next (2) slides, the direct contractor is Groundwaterand
Environmental, the subcontractor is Lewis Environmental Inc., and a copy of the

subcontractor’s invoice must be provided.

* In the subcontract name field, the vendor’s name who performed the work (in this
case Lewis Environmental) has been entered

18



Non-Labor Subcontractor billables

TIME SHEET

Time Sheet #)12 for 131126802 =
+ Time Sheet

el Thirtaly

o GROUSDWATER & ERNAIRORMLSERTAL f SVWCS IC

101853019
o Crffesr 13N 1 2EE0Z-Waorks Offer Sor Senais-CROUNMDWATE & 11514520719
H U205 165803086, pal - Adolbe Acrobat Pro 00
File Edn ‘Werw Window Help
Home Tools VROS1SEEEI066.... * m O
B8 Ea ®® sm Kk M mm o -
LEWES EMVIROCHMENTAL BHCORPORATED
1568, FLAJLIMOUAL FLATA, Invoice
o, BOIX, 639
ROYE REF ORI, P, 1iais bvodcs #: 800
Invodcs Date: 117308
Dhwt Dabe: £2773098
Praject: 2173F - 02 -
- PO, Humber 1107065
Sl Mumber: 4T3
CIRCASTWATE A L EAIADHMERT,
ACCCNTS r.q\—nﬂi: i Ao a:
BT RS WA T —
ENTOR, PA 18341 e Pl Akl
A
il LA (e
EITOH, PA
¥ =
Dancripticn Heura iy Bt [ Arraund
"HATWIARD BAFDR SERVICES
DATES OF SEFACE. 13 &F vl T8 10008
HAYIRARD BARES IWENGE 33 DATED 1 £, 144 G Le S8
1SN0 - COET » 19%

PO OG0 1 M-0E00-8 710
DRGARIZATION 1830

- [ ]

=

2 Sign In

-

g8 s

K

DO E

The agreementis under Groundwater and Environmental,
separateinvoices from Lewis Environmental Inc.

thecost of the invoice includes

il:"w d.:ﬂr:-cu.l.ul;-uj.;:u;;-u- Mlﬂ. I-;'Iaulnw Cebast
Han-Lalsar Charges
-+
Charpe Type S Description = | Asrcunt
Efuaprnans Errdranmanial Serveoes o whael Drves Vebicle R - § urlts 14400
Epuigrment Errviranmentsl Serdoes 4 Wihesl Drree 'vebicle DY - 13 wnits EEFT.E0
Sub-Contac Ermaronmental Sarvoes 42351 $ILT20.35
Sub-Contrac. Ervironmental Services 4AB352 512125943
Sub-Conbrac. Errsironmental Servioes 48353 51513325
Sub-Contrac_.  Ervinonmiental Sersaoes 4AB439 SV02 &BTET
Sub-Conbiac Erraironmienial Servioes ABE2T S1IBR10TS
Sub-Conbiac Ered ranimesntal Serdces ABE2E £123. 72181
SubrCont Ecrairanmmentsl Senices ARG $63 05048
SubrCanteas Ervaranmusnilal Servoey ANG L1, 715.00
@ of 1B

H oA Paget b

B apptus Servecs

19



Non-Labor Subcontractor billables

1. When selecting “charge type” subcontractor, an additional box populates.
2. Inthe subcontract name, enter the subcontractor who performed the services

MON-LABOR CHARGE

48629 =

4« Non-Labor Charge

Header

B 121125802-Work Offer for Service-GROUMDWATER & ENVIRONM Time Sheet * B Time Shest £12 for 131126802

Work Offe

Details
- & I - s .
Charge Type Sub-Contractor Sub-Contract Name Lewis Environmental Inc
Service © Environmental Services
Macrrintionm T
Description 48629
Arneaint -
Amount £63,955.48

20



Always upload a copy of your invoice under the supporting document area

1.

Time Sheet # for 101207173 - soee
Time Shee! /

Time Sheet  Time Sheet Entries  Time Sheet Ling ltems  Approval EEGHE*S‘;I Supporting Documents [Pro-Forma Inveaces  Related

2 Show form il st
Timeline Y0
2 _ 1. Click supporting documents
M Segrch bemelire . . . . .
2. Clickthe paperclip to the far right and upload the invoice
/ i i ‘ i
3. Iny0|ce copy will appear far left )y
4. Click add note and close
3.
@ tasa X |A—
. i, — o

|
21



Verification of time sheet totals

< [ | B Update Save @ Save & Close [ X-AUTHOR | B3 SUBMIT FOR APPROVAL | [i] Delete 7} Help Request ()

Time Sheet #2 for 101157331 - saved \ Work offers created prior to January 9, 2023 —
fime sheet 2. Apttus does not provide a timesheet subtotal
Time Sheet Time Sheet Entries  Approval Requests  Supporting Documents  Pro-Forma Invoices  Related unt” the PM has approved the timesheet.

Header Details

1. Compare the total time, days, mileage and
Vendor * @ CALVIN MAYSPETROLE.. x O  StartDate " 12/13/2023 B non- labor against the totals within your
invoice to ensure all details have been
transcribed.
2. If timesheet totals match invoice totals,
submit for approval.

Work Offer "G 101157331-Work Offer for Servi,, ~ End Date T 1211572023 5

Time Sheet Totals

Total Time B 1900 Total Mileage 8 az00 )

Last updated: 6/19/2025 7:58 AM Last updated: 6/19/2025 7:58 AM x Ifthe totals do not match, review the
invoice data transcribed, and make

Total D a8 Total Mon-Lab 8 .

otal Days 0.00 otal Nan-Labor $7,800.00 corrections.

Last updated: 6,/19/2025 7:58 AM Last updated: 6/19/2025 7:58 AM
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Verification of time sheet totals

« [F B update Save @ Save&Close [0 X-AUTHOR | B SUBMIT FOR APPROVAL Delete (D) Help Request () Refresh
Time Sheet £ for 31168806 -coe \ |
TNPM Vg
Tims Sheet  Time Shest fniries | Time Sheet Line tems | Approval Requests  Supporting Documsnts  Pro-Foma bvmices  Rslted
PN
g \ 2.
Time Sheet ine Rems Detals 1. g
Tims Sheed Line B - D Upstrenamutd OfR
WL e A

Time Sheet Totals

B Total Time

Last updated:

8 Total Days

Last updated:

£ Total Labor

£ Total Work Offer

50.00 £ Total Mileage 0.00
10/23/2024 5:37 PM Last updated 10/23/2024 5:37 PM
0.00 B Total Non-Labor $2,194.50
10/23/2024 5:37 PM Last updated 10/23/2024 5:37 PM 3
& Timesheet Value This /
$2.970.00 = «]
Period e
$95,000.00

Work offers created after January 9, 2023, generate a “timesheet
value this period” field.

Invoice total and timesheet value this period totals must match.

1. Selecttimesheetline items

2. Select update line items total. The below box will
remain on the screen until the calculations are
completed.

Timesheet Line Items update request initiated.
Page wil refresh automatically after some
time.

l

System calculates all the data entered and generates a total.
If invoice and timesheet value this period totals match
Submit for approval

x Ifthe totals do not match, review the invoice data
transcribed, and make corrections.
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¢ (7 ®@ Update ) Reject

Time Sheet #14 for 101199212 - saved

Time Shest

Save [ Save & Close

On hold time sheet status?

X-AUTHOR [T Delete () HelpRequest () Refresh €4 CheckAccess 32 Flow v Run Report

Time Sheet  Time Sheet Entries  Time Sheet Line [tems ~ Approval Requests  Supporting Documents  Pro-Forma Invoices  Related

Header Details

Vendor

Work Offer

Time Sheet Totals

Total Time

Last updated:

Total Days

Last updated:

Tatal Labor

Total Work Offer

¢

*8 [ 101100212-Work Offerfor Seni.

g 10300
10/27/2025 5:37 AM

g o
10/27/2025 5:37 AM

8 137500

8 30000000

Start Date

End Date

Total Mileage

Last updated:

Total Non-Labor

Last updated:

Timesheet Value This
Period

172005

" g0

g o
10/27/2025 5:37 AM

8 575460
10/27/2025 537 AM

8 1947960

Non-Labor Charges

[ ChargeTy..v Servicev
[]  Equipment

[]  Equipment

Rows. 2

Time Sheet Rejection Details

Rejection Reason

Contract Labar - Field Mainte...

Contract Labor - Field Mainte...

14
Vendor Invoice  Version

Description T v

1000x Polaris Side by Side

onHald W
Approval Status

100HP Tractor w/12-15ft Batwing

After selecting submit for approval,
if the time sheet populates on hold,
this means a change order is
required.

1. Send an email to the ET Project
Manager and Cost Analyst
assigned to the work offer
advising a change order is
needed.

Once the change order is executed,
the time sheet will update to reflect
pending approval.
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Vendor Immediate Action ltems

Continue emailing invoices to APInvoicesETP.Mailbox@energytransfer.com

Log into Apttus

Search invoices and identify any unmatched invoices

 Remember, your assigned DocControl Analyst will nolonger enter invoice details so its imperative
vendors begin submitting invoice details as soon as possible so payments can be issued.

Begin enteringinvoice details intoApttusandsubmit for ETP PM approval.
» Refertothetraining guidewhenquestions arise as it pertains to the steps for entering details.

* |fissue cannot beresolved after reviewing the training guide, reach out to the appropriate

person(s) or department for assistance.
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