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What is Apttus

Requesting Apttus access

Basic Navigation

T & M work offers — Transcribing invoice details into Apttus for review/approval

Invoice status

Accounts payable support

Training completed, now what?




In 2017, Energy Transfer implementeda new vendor
contract management system througha portal.This
portal, built on the Apttus platform,isthe hub of
activity and provides full transparency betweenthe
vendor and Energy Transfer. Through this portal we
provide visibility to all your ETP agreements, automatic
rate verification oninvoices, real-time onboarding for
vendor employees, payment tracking and much
more.

Thisdelivers a more efficient and full featured work
management systemfor all contract related activities



e Thereisone centralized e-mail address forall invoice submissions.
Email (1) invoice in PDF format to
APInvoicesETP.mailbox@energytransfer.com

o It cantake a few hours forthe invoice(s) to appearin Apttus.

o All Apttus invoices must bill against a work offer

* Work offer number is listed on the executed work offer.

o Vendor invoices must bill approved work offer rates, no
exceptions.

o Each work offer contains approved rates such as labor,
equipment, per diem requirements, applicable mark-ups, and any
other billables.

o Copy of the work offer can be obtained under the vendor
documents area in Apttus.

o Apttus is configured to take the data entered and verify the
correct rates are being billed.



mailto:APInvoicesETP.mailbox@energytransfer.com

e Apttus System Support, X-Author connection issues or Password Resets:
Send an email to Apttus.Mailbox@energytransfer.com.

* Anyqguestions regarding invoice support: Reach out to your assigned work
offer analyst or send an email to
ServiceDocControls.Mailbox@energytransfer.com.

e All payment support, W9, or general AP concerns email:
dlaccountspayable@energytransfer.com

* Please sendall rate increase requests to
ServiceContracts.Mailbox@energytransfer.com.

* Tax Questions, Direct Pay and Resale Certificates, etc.
SalesandUseTaxInquiry.Mailbox@energytransfer.com.

* For AFI (Authorization For Invoicing) invoice support email Kelsey Beicker at

Kelsey.Beicker@energytransfer.com.



mailto:Apttus.Mailbox@energytransfer.com
mailto:ServiceDocControls.Mailbox@energytransfer.com
mailto:dlaccountspayable@energytransfer.com
mailto:ServiceContracts.Mailbox@energytransfer.com
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Vendor Benefits

* Consistency and transparency with agreements

 24/7 Access to contracts and contract related information in the portal
* Real-time onboarding of vendor employees

e Submit time sheets through a Portal

* Automatic rate verifications on invoices

* Payment tracking

* Vendor visibility to all PM’s and ETP personnel

* No licensing costs



Apttus Invoice Process Flow
If a timesheet is , an email notification is sent to the vendor, assigned
Project Manager, Cost Analyst and Work Offer Analyst advising of the issue.

3. Vendor logs into
2. Vendor emails invoice Apttus, locates not
to ETP Accounts payable matched invoice, enters
department timesheet details and
submit for approval

1. Work offer activated /
vendor starts work

4. Timesheet details
reviewed by ETP approver

8. If proforma and invoice
7. Invoice routes back to totals  match or ETP
our AP department for approver disagrees with
processing payment billing, timesheet is

6. If invoice and proforma
totals match, invoice
status on main screens
updates to matched and an email notification is

sent to the vendor

5. Timesheet details
approved and proforma
invoice total generated.




Requesting Access to
Apttus




Apttus Access

Send an email to Apttus.mailbox@energytransfer.comand copy the Service Doc Controls
mailbox at ServiceDocControls.Mailbox@energytransfer.com with the following:

1 Active ETP Work Offer Number

First & Last Name

Company Name (do not provide acronyms; full company name only)
Email Address

e Direct Phone Number

Please allow 7 -10 business days for accessto be granted. Once access has been
granted, you will receive an Apttus welcome email.


mailto:Apttus.mailbox@energytransfer.comand
mailto:ServiceDocControls.Mailbox@energytransfer.com

Logging Into Apttus

me Microsoft

Sign in

Email or phone

Get 3 new account

Can't access your accoumnt?

We have a new sign-in experience!
Try it now

Microsoft Dynamics 365

Waork or school, or personal Microsoft account

“—:mail or phone

| Password

] Keep me signed in

Camn't access your account?
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Common Login Error Message

This is a common error message when logging in for the first time. There are two reasons for this error:

First reason: End user has entered their company email address when logging in and should enter the Apttus username
that was provided. Click sign out and login using the Apttus credentials provided.

Second reason: Your internet cacheshouldbe cleared, see following slides for steps. It’s important to
restart your computer once all the steps have been completed.

Sign Out

3" Microuoht | Dynamics 365

Notifications

e You are not a member of this organization

‘|'.1| +-.~ not belong 1o the ofganization Enérgy Iransfer, venly e ofganization name and
iy s

Troubdeshoot uier sign in fssues
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Clearing Internet Cache

The Apttus system runs on a series of forms in a 5> Clq 1. _.%._E
ClOUd EnVironment- ﬂ Google Chrome Tutarial Mew tab Chel+T
Mew window Chrl+h
Much like navigating to a favorite website, Apttus Mew incognito window — CFrh+ShiFE41)
has a cache that is stored in your internet browsing History and recent tabs ,
h ISto ry. Downloads Chrl+]
Bookmarks »
Updates in this environment occur often and if the - o s 7O
internet cache or browsing history is not cleared
. . . Prink. .. Chrl+P
periodically, newer updates or older data will Hn ‘ d , 2. |
. Find. .. Chrl+F
continue to populate or not refresh when changes e page o I m
are incorporated in the system. T
Edit Cut Copy Faste
3. Clear browsing data...  Ctrl+5hift+Del _
Perform steps 1 through 3 above to access the Settings

Extensions

cache area in google chrome and microsoft edge. Fask manager - Felp and about '
See the next slide for next steps.
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Clearing Internet Cache

Clear browsing data

Basic Advanced ¢ 1.
Time range All time -
Browsing history
4,714 items
Download history
612 items
Cookies and other site data
From 687 sites
Cached images and files 2.
318 MB
] Passwords and other sign-in data
Mone
O Autofill form data
246 suggestions
Site Settings
8 sites 3

8

Hosted app data
1 app (Web Store)

Cancel
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Basic Navigation




Searching in Apttus

All Vendor Invoices" T Edteoos e | OO0TESBD )
(u Home
& Regent ' [ SAPDo. v (st [* Vendor!v POMNumber— Work Offerv Subtofal Amount +  Tofdl Invoice A, ¢ Agreem.. v MatchDate., v MafthStatse B Vendor Invoice MatchT. v SARBGument.. +  SAP Invaice Nu.. °
= PFnned s ) . S :
[ 004205 (0420,  NOSLEVERGYAVERCASLC  T12ZOGMM6 112205016 WonkOfr or Senvie-NOBEL ENERGY AMERICAS LC 0932 MWD T Not Matcet AECLPO0TS19 0070640
Genoral
o - Navigation bar is on the left
3= Dashboards
M Reports » Select the item for the search such as invoices
Time/Data Entry
WES (AFES) « Enter search criteria far right search box and enter
& AFR

| @ irvoices » Ex: This search is for a specific invoice number or SAP document
& whilestone PaTments number.

Rate Sheets
' Tirme Shewts



Invoice Status




|dentifying Invoice Status

EnergyTransfer ETP » Invoices

_ENERGY TRANSFER

Time/Data Entry * From the navigation toolbar, select Invoices
WEBS (AFES) * Todetermineif the invoice hasbeen approved,view the “match status" category.

&
7] AFls . AII invoices come into Apttus as not matched and remainin this status until the vendor enters
' &  Invoices I invorcedetalls and submits for ETP PM approval.

2] Milestone Payme...

* | Matched —|No actions are needed. Invoice already approved in Apttus and sent to the AP department for processing payment.

[5# Rate Sheets

W Time Sheets SAP Invoice Numberdisplayed — Accounts Payable has posted payment
n\sfﬁ\.gom

» For additional payment support email: DLAccountspayable@energytra

All Vendor Invoices* - 3 Edit columns

() SAPDo.. ~ Creat.. .~ Vendor T+ PO Number ¥ Total Invoice Amount ¥ Match Date/Time ¥~ Match Status ~ Vendor Invoice + SAP Document ... ¥ \SAP Invoice Number *

821/2024  B/26/202..  STXPROCESS EQUIPLLC 101188703 §524.40 Not Matched 30056 000006069920

8/23/2024  8/26/202..  STXPROCESS EQUIP LLC 101183582 1357536 8/29/2024 10:58 AM 30099 000006074036 3108744857
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Time Sheet Facts




* (1) Timesheetis created for each invoice.
* Employee timesheets must be included as back-up.
* Alltimesheet detailsare transcribed into Apttus for ETP PM approval

* Electronictimesheetsare created to digitally verify billed rates. And
to automate & expedite Project Managerapprovals.

e Thirdpartysubcontractor invoice must be provided.

* Equipment and material charges must be listed in detail on each
invoice.

* |fatimesheetis rejected, an email notification is sent to the creator of
the timesheet, ETP Project Manager, Cost Analyst and assigned Doc
Control Analyst with an explanation as to why the timesheet is being
rejected.

* Allreimbursable expenses that are not covered under per diem, require
receipts.
P 19
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-

Home

Recent o

Pinned N

Reporting

Dashboards

Portal Links

AFls

Agreements
Agreement Contact ...
Contacts 1 .
Invoices /
Milestone Payments
Rate Sheets

Time Sheets

2.

|[dentifying Invoice to Enter Details

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

Under the "match status" column, locate invoices that read as not matched and reference T&M in the
agreement price structure column.
Double click on the invoice amount.
All Vendor Invoices* - I3 Editcol
[] SAPDo.. v Creat.. | Vendor T+ PO Number v Work Offer v Subtotal Amount ¥ Total Invoice Amount ¥ | Agreement Price Structure ... ¥ Match Status ¥
O 611205 /17202 101207758 101207758-Work Offer for Senice... $6,059.08 §6,05008 | TA&M Not Matched
O 61205 g/17202. 112188626 112188626-Work Offer for Senvice... $3861.25 §386125 | TAM Not Matched
Double click on the invoice amount 2.

20



1. Click “download invoice”

» Verify Invoice amount, number and due dateis correct

» If incorrect send an email to your assigned doc control analyst or the sdc mailbox at
ServiceDocControls.Mailbox@energytransfer.com

2. Click on the’

‘work offer” hyperlink

3. Always select “discard changes”

¢ B =

we REPROCESS INVOICE

4

B save @ Save&Close -+ New

Vendor Invoice for 40057 - unsaved

Invoice 1
Header Inveice Matching  Invoice Payments  Approval Requests  Supporting Documents  Related '
General
& Invaice Type * Vendor & vendor Invaice 40057
£ Marked From SAP ETC &) Match Status Not Matched
& Invoice Due Date 10/13/2023

& vendor : PERC ENGINEERING LLC P 2.
& work Offer | 112167265-Work Offer for Servicé{
£ PO Number 112167265
8 are I €-22176-PP-20140001
B cost Center
£ Requires Doc Control
No

Review

(%) Help Request

) Refresh

AN

0y Download Invoice

AN

Unsaved changes

Q Check Access il RunReport
SAP Information
£ sap Document
NEifibia: 000005450175

) SAP Invoice Number
£ sAP Posting Date

£ SAP Transaction Type

X

Do you want to save your changes before lzaving this page?

3.

\

15

Invoice

CRM
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|dentify type of work offer and persons managing the work offer.

Vendors are

101104436-Work Offer for Service-CORRPRO CO INC - saved

Agreement

General Employee Onboarding for Time En..  Time Sheets

Effective Date

Contract Analyst

Q Kelsey Beicker (Offline)

Termination Date

ISN/EH&S Bypass

State of work being performed

W Florida

COST INFORMATION

Project Manager
MName

@o Martin Winger (Offling)

AFE/CC Classification 9 Exp

Work offer value $65,000.00

0Q Work Tasks

i

to enter invoice details for T&M work offers

CTV Check-ins  Child Agreements  Audit History  Vendor Pre-Qualification

Start Date

11/1/2017

Agreement Price Structure

T&aMm

Termination Comments \

Ratesheet status fail

Yes

County of work being performed

% Hillsborough

Construction Manager

Name

WES (AFE) 953700000982
=
£ Actuals $60,885.00

Last updated: 9/6/2024 7:37 AM

Work Offer for Service ~ Approved

Record Type Approval Status

Vendor Documents  Related

Completion Date

12/9/2007

SAP Integration Status

Success

Comments

Legacy Contract Number

VP Overseeing AFE @ «ely Henry (Offine)

Cost Analyst ‘. Amy Powell (Busy)

Make a note of
the state and
county. This
information will
be used for
entering
timesheet
details.
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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

“ o Save @ Save & Close Update Agreement B CTVReport B CTVReportAll [ Deactivate [i] Delete (3 HelpRequest () Refresh @ Check Access Bi Process v g% ViewHierarchy 2

101104436-Work Offer for Service-CORRPRO CO INC - saved Work Offer for Service

Agreement Record Type

General EmployeeOnboardingforTimeEnv.\ Time Sheets  OQ Work Tasks  CTV Check-ins  Child Agreements  Audit History  Vendor Pre-Qualification  Vendor Documents  Related

-~

1. Click on employee fortime entry

~+  MewAgreement Onbo.. | (U Rel

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

2. Select + new agreement onboarding

Mo data available

23



Selecting Job Classification

1. Click on the magnifying glass under job

+ classification. A list of rates will populate.
New Agreement Onboarding Request

* Be sure to select the job classification that

General
aligns with the billed rate on your invoice.
Agreement " M2138608-Work Offer for Service-PERC ENGINEERING LLC \
e R P TR 2 * If you do not see the classification rate
ncation Look for Job Classihcation
scroll to the bottom of the list and choose
Vendor Employee e
_ search more records
. Drafting Senices - Administrative
Has Completed *= £55.00 /
Safety Training . .. .
= Drafting Services - CAD Designer  Always choose a job classification that
o has a rate that aligns with your invoice
_ Drafting Services - CAD Operator 1
= 510000 rate.
. Drafting Services - CAD Operator 2 iz . . .
B connn :  Ifthe rate you are looking for is not listed,
Advanced lookup .
reach out to your assigned Doc Control
Analyst.

24



Adding Vendor Employee

New Agreement Onboarding Request - Unsavec

General
Agreement " 101104436-Work Offer for Service-CORRPRO CO INC _ _ . - .
1 If the employee bills multiple job classifications, the
lob Classification = Contract Labor - Field Maintenance - Construction Foreman .
employee should be can be onboarded more than once.

Vendor Employee ™ | | ook for Vendor Employee P
U o 1. Click on the magnifying glass under vendor employee
Satety Training )

s 2. Select + New Contact at the bottom

[ Aaron Morris

[ Adolfo Long

[ Adrian hemandez

2.
Bl Alan Houle Ir.
{ Mew Contact Advanced lockup

25



Details

T" Scan Business Card

Adding Employee Details

First Name "
Last Name »
Birthday -
Job Title

Company Name -

Olivia
Smith

T e/19096
Foreman

84 FIS OPERATIONS LLC

Sma‘ndﬂma|v

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

226



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

 |fthe nameis not visible, select refresh

B §Sehloe [)eaciale () Hepheed ()Refesn Bfrowss v g VewHewdy () Emalalik (i Rnfeport v

12126163-Work Offer for Service-1418 £ FAYETTE LLC
Aqreement

o) |fiéation

General  Employee Onboarding for Tme En... Time Sheels  Agreement Checkist - Chid Agreements  Audt rstory  Vendor Pre-Qualfication  Vendor Documents  Relzted

)

¥ | lob Clssficaion v/ Vendor Employes | Has Completed Sfety Traning | Cieted On J

Cortract Lagar - Maint, |R Construction - Consultant Olvia Smith 0/1/2020 1139 AM
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Review invoice for billing cycle dates
1. Select time sheets

2. Select + new time sheet

112185687-Work Offer for Service-AGAPITO ASSOC INC -z

Agreement 1. Select time sheets

General  Employee Onboarding for Time En.. Chid Agreements  Audit History  Vendor Pre-Qualfication  Vendor Documents  Related

2. Select + new time sheet E—
0 Version T+ Start Dte ¥ End Date ¥ Total Time ¥ Tata Days ¥ Tt Mileage ¥
14 43020 10 00 o

Work Offerfor Servce Approved
Record Type Aooroval tatis

Activated
Satus

+ NewTmeSheet J O Refissh o Aowv

TotalNon-Labor v Approval Stafus *

000 Approved
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* 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

&« | o Update | & Save [@ Save & Close [ X-AUTHOR (D Help Request % Flow

New Time Sheet - Unsaved
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-Work Offer for Servic... End Date / T 4425/2024

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 gppmum 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

31



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 32



» 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
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Entering 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 - 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 EMNGINEERING LLC v
Draft ng SERICES 36



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
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Non-Labor Subcontractor billables

Theagreement is under Groundwater and Environmental, thecost of the invoice includes
separateinvoices from Lewis Environmental Inc.

TIME SHEET Version Approval Status Cwmer”
x : i 12 B pending Approy & pauline Sebasting
Time Sheet #]2 for 131126802 =
4 Time Sheet =
Header Details Non-Labor Charges
vendor * GROUNDWATER & ENVIRONMENTAL / SVCS INC Start Date © 10/18/2019 o
T
Work Offer* 131126802-Work Offer for Service-GROUNDWATEF End Date™ 11/14/2010 Charge Type Service | Deseription & Amount |
Equipment Environmental Services 4 Wheel Drive Vehicle HR - 6 units 5144.00
'0203136i863086.pdf' - Adobe Acrobat Pro DC — O x
Equipment Environmental Services 4 Wheel Drive Vehicle DY - 3.5 units $577.50
File Edit Wiew Window Help
Home  Tools ‘0205136i863086... X & @ A Sign In Sub-Contrac.. Environmental Services 48351 §11,790.35
E E Q @ @ 73 /153 * @ 667% - i [1] CEr sub-Contrac.. Environmental Services 43352 $12,129.43
— Sub-Contrac.. Environmental Services 48353 $15,133.25
~ Q
Sub-Contrac.. Emvironmental Services 48499 $102,487.37
i LEWIS ENVIRONMENTAL INCORPORATED H " i
lewls T BRI ROAG S |nvo|ce E‘b Sub-Contrac.. Emvironmental Services 48627 $118,910.76
EMSEETY P.O. BOX 639 —
OYERSFORD, PA 19468 nvoice #: 48529 2 . 0
Wvoka Dator 1AL E sub-Contrac.. Environmental Services 43628 $123721.91
Due Date: 12/7/2019
Project: 21733-02- .. Sub-Cont... Environmental Services 48629 $63,959.48
S P.O. Number: 1107065 [
Lo Job Number: 21733 Q| " . -
GROUNDWATER & ENVIRONMENTAL SV Account #: Sub-Contrac.. Emvironmental Services 42630 $11,715.00
ACCOUNTS PAYABLE = -
B - e Pt s
GES
491 LISA DRIVE & 1-100f18 M 4 Pagei p
EXTON, PA -2
b 4
Description HoursiQty Rate uma Amount
HAYWARD BAKER SERVICES T
DATES OF SERVICE: 10/14/10 TO 1020019
HAYWARD BAKER INVOICE 33 DATED 1 58,144.98 Ls 58,144.68
10/25/19 - COST + 15% : - 38
PO # 0205136-0200-870 i : 15 fie i
ORGANIZATION: 1400 Modified On & 1/6/2020 3:15 PM Meodified By @ apptus Service




Non-Labor Subcontractor billables

1. When selecting “charge type” subcontractor, anadditional box populates.
2. Inthesubcontract name, enter the subcontractor who performed the services

NON-LABOR CHARGE

48629 =

4«[Non-Labor Charge

Header

Work Offer * 8 131125802-Work Offer for Service-GROUMNDWATER & ENVIROMNM Time Sheet * B Time Sheet #12 for 131126802
Details

Charge Type * Sub-Contractor Sub-Contract Name * Lewis Environmental Inc
Service * Erwironmental Services

Descriptim' 436249

Amount * $63,959.48
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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

|
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Verification of time sheet totals

« | O3 Update Save @ Save & Close X-AUTHCR SUBMIT FOR APPROVAL | [I] Delete  (7) Help Request ()
Time Sheet #2 for 101157331 - saved \ Work offers created prior to January 9, 2023 —
Time Sheet 2. Apttus does not provide a timesheet subtotal
Time Sheet Time Sheet Entries  Approval Requests  Supporting Documents  Pro-Forma Invoices  Related until the PM has approved the timesheet.
Header Details . .
1. Compare the total time, days, mileage and
vendor * A CAVINMAYSPETROLE.. x O  StartDate « 12/13/2023 5 non- labor against the totals within your
invoice to ensure all details have been
Work Offer @ 10115733 1-Work Offer for Senvi.. ~ End Date ©12/15/2023 = transcribed
2. If timesheet totals match invoice totals,
Time Sheet Totals submit for approval.
Total Time 9 1200 Total Mileage S 2a300 x Ifthe totals do not match, review the
Last updated: 6/19/2025 7:58 AM Last updated: 6/19/2025 T:58 AM . . .
SR e TR e —1 invoice data transcribed, and make
Total Days = Total Non-Labor €  7.800.00 corrections.
Last updated: 6/19/2025 7:58 AM Last updated: 6/19/2025 758 AM
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Verification of time sheet totals

& [0 B Update Save
Time Sheet £1 for 131168806 - c2ed
Time theet

@’ Save & Close

TmeSheet  Time Shest fntries | Time Shest Line Hems

%
Time Shet Line s Detals \ 1
Time Sheet Line ftams
of LI e
Time Sheet Totals
8 Total Time 80.00
Last updated: 10/23/2024 5:37 PM
8 Total Days 0.00
Last updated: 10/23/2024 5:37 PM
£ Total Labor $2,970.00
Fay i Vi £
£ Total Work Offer $95,000.00

[ x-AUTHOR

B SUBMIT FOR APPROVAL

Delete (D) Help Request () Refresh

Approval Requests  Supporting Documends.  Pro-Foma lnvoices  Rislated

H Total Mileage

Last updated

& Total Non-Labor

Last updated

D updeuenmne 08

10/2372024 537 PM

£ Timesheet Value This
Penod

£5,164 50

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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Accounts Payable Support
Payment Status

e




Payment Details & ACH Changesfor payments

Questionsrelatedtoinvoice paymentstatus, re-routing, and processing issues email— dlaccountspayable@energytransfer.comorcall
(214) 8405422 between9am and 4pm,CT Monday— Friday.

Please donot submit requests more than once withina 72-hour window. Doingso createsa duplicate request resultingin
delayed responses.

Toexpediteresponse, be sure toinclude the following details, providea copy of the invoice in question or the following:

* Vendorname

* Invoice number

* |nvoice date

* |nvoice Amount

* WAS, CostCenteror PO number(if applicable)

Questions related toexpedited payments, reissue of payment, stop paymentand voidpayments—
APDisbursements.mailbox@energytransfer.com

W9 Request—BusinessPartner Support-dlbusinesspartnersupport@energytransfer.com
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Reimbursement Check
nformation

e




Address for Reimbursement Checks

If a reimbursement check should be submitted, please send
to the below PO Box and be sure to add the Service PO
number to help identify where coding should be applied.

Energy Transfer

Partners P.O.Box

204317

Dallas, Texas 75320-4317
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Completed Training,
Now What?

e




Vendor Immediate Action Items

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 into Apttus and submit 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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