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1 General Coding Considerations

General Coding Considerations

B Services must be coded differently than the purchase of materials. Be sure that you do not use an
Expenditure Type/Sub Account that is for a “Service for Materials,” or vice versa. For Example:
Water Purchase should be coded to Expenditure Type/Sub Account (8910) and Water Hauling
should be coded to Expenditure Type/Sub Account (8911).

M Items over $2,500 should NOT be coded to Miscellaneous. Contact the Project Manager to see
what the appropriate code is. If you code an item to Miscellaneous, attach backup documentation
showing detail about the item purchased.

M Do not capitalize Water past the date of first sale.

B Do not capitalize Reclamation (environmental) 18 months past the date of first sale.

B Workover Expense: If a Workover on an existing well maintains or accelerates production without
increasing reserves, it will be coded as an Expense.

B Recompletion Capital: If a Recompletion on an existing well increases the reserves (deepening the
hole, opening a new zone, etc.), then it will be coded as Capital and requires a Capital AFE.

M Completion invoices for work that is past the wellhead must be considered “Tangible Completion”
costs for federal tax purposes. For Example: Tanks, Water Lines, Wellhead connections booked.

B Miscellaneous Line Type: Do not use this Line Type classification.

B “Ship To Location” is a required field on invoices with non-PO, non-project lines of coding.
SpendWorks will not allow you to save the coding string if this is omitted from non-PO, non-project
lines of coding.

Related Documents, Forms and Websites

@ Ship to Information

A Account Coding Guide

B Routing Codes for Scanning

® AP Forms and Procedures

m SS&A Procurement Policy

Manual Reference
Symbol Name Description
Q Offers suggestions to simplify a task or describes a useful shortcut.
Tip
Cautions that a critical step must be followed carefully or critical
H Warning information must be entered.

Provides additional information about a topic being described in

® Note or Information 1, body of the text orin a numbered step.
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‘ Logging In

Getting Started

Logging In

Step Action Required

1. Open Internet Explorer. Navigate to www.oildex.com.

Select Client Login.

@lldex % Technology to Simplify, Collaborate, Inform, Succeed

)

HOME  SERVICES COMPANY  SUCCESSES PRESS  ALLIANCES DIRECTORY CONTACT Us

In the Registered Users Login pop-up window, enter your User ID and Password and select
the login button.

If the Registered Users Login pop-up window does not appear, set your
browser”’s pop-up blocker to accept pop-up windows from www.oildex.com.

prompted to enter your User ID so that Oildex can email you a new temporary

2. Q If you have forgotten your password, click Forgot password? You will be
password.

Oildex Login

Please enter your User ID and password and click
Login.

User D

Password

Login |

Forgot password?

Qildex Server: connect.oildex.com

3. | Exit the application when you are finished.
(5 dex Connect Mailbox
! Oildex Account Humber: 226
Imported | Rejected | Deleted User ID: CC122260
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Setting Personal Preferences

User Settings

Step Action Required

appearance of your Mailbox, sign up for email alerts, and view your

@ SpendWorks allows you to configure various settings that affect the
User profile.

Individual users can view their account settings and manage their
password and contact information.

1. | Select the Utilities primary menu tab and the Preferences secondary menu tab. The
Preferences tree menu displays on the left of the screen.

qS'r:r’ (=5 a0 ) g gl N >0k ] Utiities {Eommunity}

Preferences | Beports | User ID: CC122260

Oildex Account Number: 226

Preferences
#-(Z] General
Invoice
FieldTicket
Contract

Click the ] General folder.

Click the ¥ Personal option to open the User Settings page. You can view your Attention To,
Business Unit, and Default Route To on this page. (Read-only fields). If there is no “Default
Route To” user listed, you can contact your System Administrator to set one up. You can also
change the information in the fields that are editable.

2. | Click the View Approval Matrix button to view your individual approval limits. Your Contract
and Non-Contract limits (if applicable) will be displayed in read-only format.

3. | Click the Change Password button to change your password.

In the password pop-up window, enter your old password, then enter and verify your new
password and select Save.

After making any changes to your personal settings, select Save. Click OK in the confirmation
window.
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T Mailbox Preferences

Mailbox Preferences

Step

Action Required

@ You can set up default preferences to personalize your Mailbox view.

Select the Utilities primary menu tab and the Preferences secondary menu tab. The
Preferences tree menu displays on the left of the screen.

Click the ] General folder.

Click the ¥ Mailbox option to open the page.

Preference Type Preference Description Parameter Selection
; . Receiver: Users that predominantly receive documents. .

== Sender: Vendaors, JIB Operators, and Relations Administrators Receiver ¥
Default Receiver Mailbox™| Receiver View: Select which Mailbox to open by default. Inbicee v
Default Sender Mailbox™ | Sender View: Select which Mailbox to open by default. Sent -
Default Document Type | Selectwhich document type you wwould like to see by default. Ivoice R
Default Filter Display Selectwhich filter display view youwould like to see by default. || Williams Production Company ¥
Number of Mailbox Maximurm number of documents to display at a time far each
Documents to Display group inyour Mailbox. Defaultvalue is 50 valid valuas: [blank, 10-500]

. Murmher of days a document may remain inactive inyaur Inbox
S H L2 (=0l AL hefore you will he sent a reminder via email. valid values: [blank, 1-365]
Daily Inbox Summary Receive daily Inbox content summary by email [Csend e

Qnly when not emipty

Default Rules By Product Mailbox
Invoice Inbox: * QOpen Approve Category, Sorted desc By Sender

Save

Set the Default Mailbox View to Receiver.
Set the Default Receiver Mailbox to Inbox.
Set the Default Document Type to Invoice.

Set the Default Filter Display to Assigned if you want to view only those invoices assigned to
you. Select your Business Unit to view all invoices in the selected business unit.

Number of Mailbox Documents to Display | Maximum number of documents to display at a time for each group in your Mailbox. Default value is 50 (

Change the Number of Mailbox Documents to Display: Enter the number (up to 500) of
documents to display at a time for each group in your Mailbox. The default value is 50.

Sign up for an Inactive Document Alert: Enter the number of days a document may remain
inactive in your Inbox before you are sent a reminder via email.
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1 Alerts & Preferences

Sign up for a Daily Inbox Summary: Select the appropriate checkboxes.

Click the Add Rule button to open a specific mailbox category on login (Map, Approve, etc).
Select a Document Type, Mailbox, Category, and at least one Sort By.

' This includes invoices in the Expedite and Disputed categories. If you have
“Viewer” access rights, you can see invoices assigned to others.

Click Save & Close.

Add Mailbox Rule

‘—._-__-—_—-_-__--

Docl Type: IInvoice 'I \
/ Mailbox: ([lnbox =] \
( ' \

}"Asc * Desc

// " Asc  Desc

" asc ™ Desc

Save & Close Save & Add Another | Cancel |

e
pore [ [ [ [ | [ € mtermet [F 00w ~

Click Save at the bottom of the page to save any other changes.

Alerts & Preferences

Step

Action Required

SpendWorks allows you to sign up for individual alerts and preferences
that are emailed to you. Optional preferences are:
1. Select Route — To Mapper
2. Early Payment Discount Alert

3. Past Due Alert

Select the Utilities primary menu tab and the Preferences secondary menu tab. The
Preferences tree menu displays on the left of the screen.

Click the & Invoice folder.

Click on the ¢ Alerts & Preferences option.
Select Route to Mapper - Do NOT fill in this option.

Sign up for the Early Payment Discount Alert: Enter the number of days prior to discount
expiration that you want to receive an email notification.
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— Invoice Detail Page Settings

Sign up for the Past Due Alert: Select the checkbox.

Select Route-To Mapper
When new invoices are assigned to you, they will autormatically be re-routed to this mapper.
IPIease SelectMapper j

Do Hot Auto-Refresh Mailbox

When invoices are updated or closed, the Mailbox will not be automatically refreshed. If
option is selected, the Mailbox can be refreshed by clicking the "Refresh”™ button or by
closing and re-opening the active Mailbox.

-

Early Payment Discount Alert

This alert pertains only to invaices in your Inbox that have "Early Payment Discounts”™.

Specify the number of days prior to discount expiration, that you want to receive an email
cation.

|10 alid values: [blank, 1-265]

Past Due Alert
When an invoice becomes past due in your Inbax,

@I alert will be sent to you.

Save

Click Save after making any changes.

Invoice Detail Page Settings

Step

Action Required

SpendWorks allows users to set individual preferences for their invoice
detail pages. Two recommended preferences are:

1. Invoice Line Item Display Count

2. Expanding Coding Block for All Lines

Select the Utilities primary menu tab and the Preferences secondary menu tab. The
Preferences tree menu displays on the left of the screen.

Click on the & Invoice folder.

Click the ¥ Detail Page option.

Enter 50 in the box for Invoice Line Item Display Count to change the number of line items
displayed on the invoice detail page.

Select the Display Coding Block For All Lines checkbox to automatically open the coding block
on invoices, if you would like this view. The alternative is to open each line by clicking on the
line number or to select “Expand All Lines” from the View menu.

Do not select the Display Scanned Invoice in New Window option.
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Setting Individual Mailbox Columns

Do not enter a value in the Scanned Image Frame Percentage option.

Invoice Line Item Display Count

he=mmaximum number of line items to be displayed at a time on the invoice detail page.
‘@c values: [blank, 10-200]

Expand Coding Block For All lines

@the coding block area for every line on the invoice.

Display Scanned Invoice Image In New Window
Displays scanned invoice images in separate windows and not overlaid frames.
Frames are only an option if your browser has a plugin TIFF viewer,

-

Scanned Image Frame Percentage.
Percentage of the height of the invoice page that should be used to display the scanned imaage, ifitis displayed in a frame.

I % Valid values: [blank, 20-20]

Click Save after making any changes.

Setting Individual Mailbox Columns

Step Action Required

SpendWorks allows you to set individual mailbox columns to customize
your mailbox views. The mailbox columns that you see when you first log
in were set up by your SpendWorks Administrator. You can override
these.

1. | Select the Utilities primary menu tab and the Preferences secondary menu tab. The
Preferences tree menu displays on the left of the screen.

Click on the & Invoice folder.

Click the ¥ Mailbox Columns option.

Select a Mailbox category from the drop-down list. Most users select the Inbox.

2. | To move an item from the “Hide” field to the “Show” field, select it from the Hide field by
clicking it. (The item highlights in blue when selected). Click the ﬂ icon.

To move a column from the “Show” to the “Hide” field, select it from the Show field by
clicking it. Click the ﬂ icon.

To move an item up or down on the list, click the item to be moved, and then click the -
icon or the =l icon.
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Setting Individual Mailbox Columns

noox

Assigned To ID
Batch Number

Charge To #

Charge To E 4
Charge To Name |||
Charge To Hame
Coding Approved
Contact

Control #

2
2

Select Mailbox Cat
Hide
Acct Hame =
bdjustment
Lpproved

=

T Qutbox
FC {Sent
Lno\Rejected
Sen{Deleted

ReciSegrch
Invoice Date

Date EReceiwved
L=z=zigned To Mame
Discount
#itctachments
Tyvpe (Page Count)
FT Reconciled

|

o

Currency FT Total
Date Due P2 Reconciled b
Date Imported ;l PO Amount LI

Select the columns that you want displayed in your Mailbox

Save

To copy the selected Mailbox Columns to another Mailbox category, select a Mailbox category
from the drop-down list and then click the Copy To button.

Copy To | All v
Al

Inbox
Imported
Sent g
RHejected

Deleted
Search

3. | Click the Save button at the bottom of the page.

4. | Itis recommended that you show the PO # Mailbox Column.
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— Delegating Authority for Invoice Approval
=

Hide Show

hoot Hame = ice #

Adjustment <PO E 4

Approved nt

hesszigned To ID Sender

Batch Number Recipient

Charge To # Invoice Date

Charge To 2 # — ﬂ Dace EReceiwved :l

Charge To 2 HName A=zzigned To Hame

Charge To HName _ﬂ Discount =]

Coding Approwved BPQ Amount

Contact

Control #

Currency

Date Due

Date Imported LI

Select the columns that you want displayed in your Mailbox

Save

Delegating Authority for Invoice Approval

Step Action Required

The Delegate Authority preference allows a user with Approver rights
to delegate approval authority of assigned invoices to another user.

Until the Expiration Date, the selected approver will filter on
“Delegated By” in the Filter Display in his or her Inbox, and will be able
to approve your delegated invoices up to the specified limit. (And up to
his or her approval authority if it is higher than yours.)

@ This preference is visible only to Users with Approver rights.
The Delegated Approval Limit Percentage field cannot be edited.

The selected approver will be able to approve up to your limits and up to his
or her own approval authority if it is higher than yours.

The User to whom you are delegating must have Approver rights.

1. | Select the Utilities primary menu tab and the Preferences secondary menu tab. The
Preferences tree menu displays on the left of the screen.

Click on the ) Invoice folder.

Click ¢ Delegate Authority to open the page.

Select an approver from the drop-down list.

2. | Enter dates in both the Activation and Expiration fields. Click the @ magnifying glass to view
the calendar.
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‘ Delegating Authority for Invoice Approval

Click the Save button at the bottom of the page.

Fequired fields in *Blue

*Select the approver to whorm you would like to delegate autharity:

|Please Select Lpprovec@

*Fram factivation Date): *To (Expiration Date):
\08/07/ 2006 ‘o |08/14/2006 a,

*Delegated Approval Limit Percentage:

|1|:u:| |

Save

Click OK on the confirmation message.

Created: 05-11-2011 Property of WPX Energy, Inc.
Revised: 09-17-2012 May Not Be Reproduced Without Written Permission

Page 13 of 66
Version: 4




WPXENERGY.

Detail View Fields

Viewing Invoices

Detail View Fields

Step

Action Required

There are two views on each invoice: Detail and Header. Invoices default to the
Detail view. Select Header from the View menu at the top to switch views.

ildex Connect Mailbox §Utilities{ Community

Oildex Account Number: 226
User ID; CC122260

Filler Display Document Type &l @

[Wilizms Production & Subs =] [Invoice

N
Deai
Amount | Za ipiant Date Rev [Assigned To Name | Discount [#Atich FT Rec [T Total [P0 Rec [P0 Amount]  Last Modified |
Total Amount: $21,437,075.04  Displaying 1 - 50012,574 <<| |l | >|5| | setColamns |

" SelectAll

i

20 13 $8,787.50 GRAND MESA... Williams P... 4112011 41212011 Scott Dembowski o smoY $000 Y $0.00 4/27/2011 at 10:08:39 AM

To open an Invoice:

Select the Invoice tab.

Select the appropriate option from the Filter Display drop-down. Typically, you will select
Assigned.

Filter Display Dic

Assigned j W

Williams Production
Williams Production & Subs
E&P MNXE99

Denver Region

Parachute (Piceance)

Gas Plant NXEEPPARAGP
Highlands NXEEPHIGHLA

= Walley NXEEPPARACH
Warehouse NXEEFPRDWAR
Gillette, Wyoming (Powder River)
Gillette, Wyoming NXEEPGILLET
Denver NXEEPDENVER
Williston Basin NXEEPWILLIS
Tulsa Region

Arcoma NXEEPARKOMA
Quentin

Fort Worth

San Juan

Aztec NXEEPAZTECX

m = &= = |0 |m

Select Map from the list on the left.

Created: 05-11-2011 Property of WPX Energy, Inc. Page 14 of 66
Revised: 09-17-2012 May Not Be Reproduced Without Written Permission Version: 4




WPXENERGY.
— Detail View Fields

| Ear-Brspray Document Type View

<_ IAssigned ____,) _I IInvmce ;I IDetaiI ;I

Expedite

Disputed
wap D
Approve

Import
Being Im

Select the appropriate invoice from the list that populates.

Depending upon what value was entered in the “Early Payment Discount Alert”
field (Refer to Alerts & Preferences, the type face will be red if the invoice is within

the alert timeframe you entered.

Oildex Account Number: 226
User ID: €C122260

Filter Display DocumentType  View @I I @I
=] |invoice x| |Header x| Zzarch Route Comment Refresh Prink

I N oI PP T [ P e P 7 7 T G ) T

Expedite $8,228.36 OIL & GAS ... Williams P... 4/11/2011 Kaycee Dodd o Y $0.00 5/6/2011 at 12:02:59 PM
Disputed
Map 4212011 $4,010.19 OIL & GAS ... Williams P... 4/21/2011 5/6/2011  Kaycee Dodd 2 5016) Y $0.00 Y $0.00 5/6/2011at12:03:36 PM
Approve $15,540.90 CLTCONSUL... Wiliams P... 4/30/2011 5/6/2011  Larita Eddy 0 S ¥ $000 Y $0.00 5/6/2011 at 1:20:20 PM
ﬁm 4$780.00 FERGUSON B.. Williams P.. 2/24/2011 4/7/2011  Danny Ventle 1 s ¥ $000 Y $0.00 552011 at 6:43:04 PM
$100.00 TWOINTHE..  Wiliams P.. 8/1/2009  8/25/2009 Danny Ventle 1 501 Y $0.00 Y $0.00 3/8/2011 at 1:53:18 PM
$1.00 TWOINTHE..  Williams P.. 5/1/2009  5/2012009 Danny Ventle o s Y $0.00 Y $0.00 3/16/2011 at 8:11:12 AM
$1,560.00 31 Williams P... 12/14/2009 12/2i2009 Joanna R King 0 s Y $0.00 Y $0.00 4/19/2011 at 11:03:42 AM
WILL975322978 $18.92 HALLIBURTO... Williams P... 2/24/2011 3/23/2011 Yvonne Hobrecht 0 52 Y $0.00 Y $0.00 3/24/2011 at 10:41:30 AM
20105752 $430.00 MBCONSTRU... Williams P... 12/22/2010 12/22/2010 Doug Heldman il E N $000 Y $0.00 5/3/2011 at 11:36:42 AM
10016377 $2,660.00 RNINDUSTR..  Williams P 3/1/2011  3/29/2011 Scott Dembowski 2 E N $000 Y $0.00 4/1/2011 at 6:12:28 PM
243 $12,567.00 BRUBACHER ... Williams P... 3/31/2011 3/31/2011 Kaycee Dodd 1 E Y $0.00 Y $0.00 5/5/2011 at 3:14:00 PM
0085344 $22,505.00 ANCHORDRl.. ~ Williams P... 4/7/2011  4/1412011  Brian Covington 1 E NA $0.00 Y $0.00 5/5/2011 at 3:38:23 PM
6603 $2,750.00 WILLOW CRE... Williams P... 4/18/2011 4/18/2011 Nate Lenard 1 E Y $0.00 Y $0.00 5/3/2011at 3:50:48 PM
3789 $1,591.50 TLCPIPELL.  Wiliams P.. 4/19/2011 4/19/2011 Daniel Hoover 1 E ¥ $000 Y $0.00 5/4/2011 at 8:15:30 AM
2\ $7,500.00 RF SMITH&...  Willams P... 4/22/2011 4/22/2011 Jamie J Flohr 2 E Y $000 Y $0.00 5/5/2011 at 11:23:24 AM
2z $7,500.00 RF SMITH &... Williams P... 4/22/2011 4/222011  Jamie J Flohr 2 E Y $0.00 Y $0.00 4/22/2011 at 1:56:40 PM
2 [T IN871978 §7.420.00 SMITH INTE... Williams P... 4/25/2011 4/25/2011 Cynthia Vallad 1 E| Y $0.00 Y $0.00 4/25/2011at10:01:12PM

Field

Description

Invoice #

PO #

Amount
Sender
Recipient
Inv Date
Date Rcv

Number assigned to the invoice by the vendor.
Purchase Order number.

Amount of invoice.

Vendor.

WPX Production Company will be the recipient.
The date that Oildex received the invoice.

Date the invoice is received by SpendWorks.

Created: 05-11-2011 Property of WPX Energy, Inc. Page 15 of 66
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WPXENERGY.
-

Assigned to Name Person the invoice is assigned to for processing.
Discount Discount terms of the invoice.
# Attch Number of attachments to the invoice.
Type S= Scanned-attachment (#indicates the number of pages of the scanned invoice)
E = Electronic attachment
FT Rec Field Ticket receipt (this is an attachment document).
FT Total Field Ticket total.
PO Rec Purchased Order was received - yes or no.
PO Amount Amount of the Purchase Order.
Last Modified Date the invoice was last modified.
Created: 05-11-2011 Property of WPX Energy, Inc. Page 16 of 66

Revised: 09-17-2012 May Not Be Reproduced Without Written Permission Version: 4



WPXENERGY.
‘ Invoice Detail View Fields

Invoice Detail View Fields

L Williams Production Company [Z
SDe n dw%\{jﬁg Invoice group: Map (Approvals: Revd Il Coded [ Pmt [l ) Priorty
File  ‘“iew Mode Fiker ReflDz  Attach ¢ Prev Mexts>
Vendor # Vendor Name Invoice # Invoice Date From -- Ship/Service Date -- To Payment Due Date
453471-2 DALLAS MB CONSTRUCTION SERVICES INC 20105752 | 1202212010 11/04/2010 | 11104/2010 022011

Contract Number: 20131 Invoice Description: Rermnoved straw bale check dam from diversion. Al monetary amounts are in $ {USD)

I" summarize  I” Rolluplines onimport [Key[invalid] valid]inactive] Processing [ SplitLineltem] {{l == 1-1of 1 Lines
Line # Part # Description EM MC  PA  Qty Unit Price Units Amt Due
FY
oot zee See Attachment 1.0 430.00 Each 420,00

Bill Code [ Account Code
[or o] |pcount Code co ou CC  FERC  AAC SUB PRD JUR IC  GROW
Contram | 2057...00000000.0510..000.0000.0000.0000 |[z057]] | | Dooooooijos10/] ooo |/oooo]jooeo [ooco
m Vendor Well Name

|DOE 2-w-21 PAD |
Taxable
II. 'I —Account Description

‘WILLIAMS PRODUCTION RMT COMPANY LLC~~~DEFAULT~GROSS - LEASE OPERATING EXPENSE~~DEFAULT~DEFAULT~DEFAULT~DEFAULT ‘
— Billing
Activity Date Product ID Ship To Tax Name User Note

|| |lPARACHUTE - PICO04~PARACHUTE| =

— Purchase Order
PO Mumber PO Line # PO Flag Message
IEele:t cwell Ll |N0 matching PO reference

— Williams Production Company Line Description

Field Description

Vendor Number The number that represents the vendor.

Vendor Name Name of the vendor that sent the invoice.

Invoice Number Number assigned to the invoice by the vendor.

Invoice Date The date that Oildex received the invoice.

Ship/Service Date The first day and the last day of service or the range of service dates.
Payment Due Date The date payment is due on the invoice.

You can change the contract number by selecting an item from the drop-
Contract Number u g u y ingani p

down menu.
CheckStub Comment This field may be filled in by the vendor.
Invoice Description Description entered by the vendor-applicable to the entire invoice.
Created: 05-11-2011 Property of WPX Energy, Inc. Page 17 of 66
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Line #
Part #
Description

SM

MC (Multiple Coding

combinations)

PA
Quantity 1
UOM1

Quantity 2

UOM2

Tax
Unit Price

Freight

Other

Amount Due

Total Amount Due

Priority Checkbox

Number of the line item.
Part number (item code) entered by the vendor.
Line item description of the goods or services purchased from the vendor.

For Smart Maps. An “S” in this field indicates that the line was smart-mapped.
When invoice lines are coded differently from the first line, the “Multiple
Coding” blue triangle icon appears on each differently coded line. If all
lines on the invoice are coded the same way, the blue triangle icon does
not appear.

For Price Alerts. If used, icons appear indicating price variances.
Amount purchased of the line item.
Unit of measure for the amount purchased.

Amount purchased of the line item. This field will appear if it contains data
from the vendor.

Unit of measure for the amount purchased. This field will appear if it contains
data from the vendor.

Tax applied at the line item level. Vendors may enter taxes at the invoice
level.

Price per unit.

Amount of freight charged on the goods purchased from the vendor. This
field will appear if it contains data from the vendor.

Other charges included on the invoice at the header level.

Example: Insurance: This field appears if it contains data from the vendor.
Amount due before taxes.
Amount due including taxes.

Click the Priority checkbox located on the top right corner of the invoice
detail or header page to display the priority as "High" in the Priority Mailbox
Column. High priority invoices display in red lettering in the Mailbox. To
remove the High Priority status from the invoice, unclick the checkbox.

The Priority Mailbox Column must be selected in order to view the words
"Normal" or "High." (The word "Normal" is default.)

An invoice may also be marked as high priority if it has a due date or discount
due date 10 days or less from the received date.

Created: 05-11-2011
Revised: 09-17-2012
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Invoice Header View Fields

Invoice Header View Fields

Some of the fields on the Detail View also show up on the Header View. Refer to Invoice Detail Header

View above for descriptions of repeated fields.

M Williams Production Company [Z
SDendeLlﬁi e group: Map (Approvs Coded
File  Wiew Mode  Fiter  HeflDs  Attach << Prew  Mext s> |
Vendor # [ Vendor Name invoice # | Invoice Date |  From — ShipiService Date -To | Payment Due Date |
| 483471-2DALLAS | WMB CONSTRUCTION SERVICESINC | 20105752 | 12/22/2010 |  11/04/2010 | 11042010 | 01/21/2011
[ maibox | controi# | ScanDate | P.O.Amt | Discount% | DiscountAmt |  DiscountDays | Discount Due Date |
| oDb3zzosro | 51009003 | [ 0.0 [ 0.0 [ 0 |
| Bill Company Code | Bill Company Name | Pay Company Code | Pay Company Hame |
| |

| Purchase Order | | Terms Description | | Remittance |
Bill To Ship From Invoice History
Williams Production Company Date Action Hame 1=l
SR R L TrrEr e, ETIRAIE 12/22/2010 04:19:15  Attached file 20105752 tif Lauren Odwyer
Denver CO 50202 B
usA
12/22/2010 04:19:26 Submitted invoice. Lauren O'dwyer
Remit To Ship To Il
WME COMNSTRUGCTION SERVICES INC Williams Production Company 12/22/2010 04:19:26 Invoice addressed and routed System Generated
PO BOX 974583 1515 Arapahoe St, Tower 3, Suite #100 [ ta Parachute, Routing
DALLAS TH 75397-4583 Denver CO 80202 120232010 06:56:38 Default Overridden, Routed Cynthia Vallad
usA AN To Jamie J Flohr (J1334801) Ll
— - 02/23/2011 01:15:08 Routed To Eric DeKam Jamie J Flohr
iy SLEELIIIT S FM (EE327404)
L2 ETIBIRUSIIE 1S Bl uds 02/24/2011 12:31:39  Routed To Jamie J Flohr Eric DeKam
P O BOX 127 Carrier: PM (1334801}
FRUITA, CO, 81521 Ref. Mumber: : ) )
United States Payment: 02/25/2011 03:11:12 Disputed By Jamie J Flohr Jamie J Flohr
Location Type: P
Location: 05/03/2011 06:49:03 Removed attached file Lauren O'dwyer -

Invoice Description Reference Info

Comment El

Removed straw bale check dam from
diversion.

Contact: Parachute, Routing

Type: Buyer

Email:

Tel:

Fax:

Contact: MIKE SHOEMAKER (RFS-163635F)
Type: Buyer (Contact Mame)

Email:

Commented: 05/03/2011 11:36:29 AM by Jamie J Flohr
Comment: Doug, do you want this charge AFE or LOE? Thanks. Jamie

Undisputed: 05/03/2011 11:35:58 AM by Jamie J Flohr
Reason: new attachment given

Corrected: 05/03/2011 06:50:33 AM by Lauren O'dwyer
A nou antharizatinn ehoothac hoon attackhod with

Created: 05-11-2011
Revised: 09-17-2012
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Invoice Header View Fields

Invoice Header View Fields

Field Description
Mailbox User ID of the logged-in User.
Control # Unique number assigned by Oildex to each invoice.

Discount percentage applied to the total amount, if it is included on the

Discount % . .
invoice

. The amount of the discount, which is displayed if it is included on the
Discount Amount

invoice.
Discount Days Number of days before the discount percentage will expire.
Discount Due Date The date the invoice must be paid by in order to receive the discount.
Bill To Name and billing address of purchaser.
Remit To Vendor name and address.
Sold By Second party other than the vendor or vendor store location.
Ship From ]Ic\:zr:f and mailing address of store or office where goods were shipped
Ship To Mailing address to which the goods purchased were delivered.

May Include: Shipping Date, Service From/To Date, Carrier details, FOB

Shipping Details details.

May Include: Charge To location number, Work Ticket number, Well

Reference Info Name/Number, Customer Reference Number. Also includes Contact
information.
Invoice History Alog of all actions taken on the invoice.

Alog of all comments and disputes added to the invoice. Click the question

Comment
° mark to open the Comments Form.

Created: 05-11-2011 Property of WPX Energy, Inc. Page 20 of 66
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, Inside the Invoice

Viewing Attachments to Invoices

Some vendors may attach field tickets to their invoices, and these field tickets can be viewed in two ways:
1. Inside the Invoice
2. Inthe Mailbox

Inside the Invoice

Step | Action Required
1. Go to the View menu and click the Attach button.
T Williams Production Company [
SDendW%L'ﬁ:Se Invoice group: Map (Approvals: Revd Il Coded [ Pmt I ) Priority (@
File ‘“iew Mode Fiter FReflD&  Attach << Prev  Mext»> |
Vendor # Vendor Hame Invoice # Invoice Date From -- Ship/Service Date -- To Payment Due Date
463471-2 DALLAS MB CONSTRUCTION SERVICES INC 20105752 | 12/22/2010 110412010 [ 11/0412010 01/21/2011
| |Contract Number: 20131 Invoice Description: Removed straw bale check dam from diversion. All monetary amounts are in $ (USD)
1| summarize [~ Roll up lines on import [Key[[iInvalid] valid [inactive [ Processing [ SplitLineltem] ilil1—1 of 1 Lines
| Line # Part# Description SM MC  PA  Qy Unit Price Units Amt Due
1 001 see See Attachment 1.0 430.00 Each 430.00
1
2. The Attachments for Invoice window will open. You will see links for the source document as
well as for any attached documents. (Example: Field tickets). Click the link to view the
document.
¥ | 1117 i @& ® |48.6% - £
Attachments for Invoice
10016377
Attached File * 10016377 paf (X N INDUSTRIES TRUGKING Invoice .
Source document XML Invoice 2BOX 98 Date Invoiced
Attached File 10016377Apdf (K i R o a0t il
Fax: (426) F22.2700 Page
Bill Ta: Rermit Payment Ta:
w WALLIANS EXPLORATION & GAS M INDUSTRIES TRUCKING
1058 County RD. #2158 PO BOX 88
PARACHUTE, CO 81635
ROOSEVELT. UT 84046
Close | T taaey 722700 |
Cusinmer ACCourTie | Terms | PO Number ] Description
WILERF
REDQ FOR EERVICES: 168191FROUTING CODE: MXESS
* i i T
Indicates currently displayed attachment T . oo [irree | T
e e el el e | s
Sty Lok ;'3!090
el el i el B
Submeaiy | $5I2E0
voes | wes | sovasmen e i e bt
Subrorals: | | soorzo
Tetal BELE: a0 00 TOTAL: 32 560,00 |
Created: 05-11-2011 Property of WPX Energy, Inc. Page 21 of 66
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In the Mailbox

In the Mailbox

Step | Action Required

Document Type e J ! J _I @

ildex Cornnect Mailbox Community

Filter Display
Expedite
Disputed -;r
Ma)
e | 21
Impot 7
Being Img 1'_
20
20
20
20
20
20
20

Williams Production & Subs

10016377
243
0085344

80

I

8!

10

10

INB71978

27053
2153

30547

a— o7a

$2,66
$12,56
$22,50
52,75
$1,59
$7,50
$7,50
57,42
$1,53
53,29
51,99

=] [invoice =] [Detail 7| Seareh Rouke Comment Refiesh Print

0.00 RNINDUSTR...  Williams P... 311/2011  3/29/2011
7.00 BRUBACHER .. Williams P... 3/31/2011  3/31/2011
5.00 ANCHORDRI.. Williams P... 4/7/2011  4/14/2011

0.00 WILLOW CRE... Williams P... 4182011 4/18/2011
1.50 TLC PIPELL.. Williams P... 419/2011  4/19/2011
0.00 RF SMITH &... Williams P... 412212011

0.00 RF SMITH &... Williams P... 4/22/2011 4/22/2011
0,00 SMITHINTE... Williams P... 4/25/2011 4/25/2011
6.00 A-1TRAFFL.  Williams P.. 4/30/2011 4/28/2011

0.00 ROCKY MOUN... Williams P... 4/26/2011 4/26/2011

5.00 ROCKY MOUN... Williams P... 41412011 4/27/2011

Scott Dembowski
Kaycee Dodd
Brian Covington
Nate Lenard
Daniel Hoover
Jamie J Flohr
Jamie J Flohr
Cynthia Vallad
Jamie J Fiohr
Clyrene Hinkle

Larita Eddy

Oildex Account Number: 226
User ID: CC422260

nom om om o m om o m m mom o m o m

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
50.00
$0.00
$0.00
$0.00

& < < < < < =< =< =< =< =< =

1. You can elect to show a Mailbox Column in your mailbox called “#Attch.” This column will show
a number which represents the number of attachments to an invoice. This number is also a link;
click it and you can open the “Attachments for Invoice” window.

$0.00 4112011 at 6:12:28 PM
$0.00 5/5/2011 at 3:14:00 PM
$0.00 5/5/2011 at 3:38:23 PM
$0.00 5/3i2011 at 3:50:48 PM
$0.00 5/4/2011 at 9:15:30 AM
$0.00 5/52011 at 11:23:24 AM
$0.00 4/22/2011 at 1:56:40 PM
50.00 4/25/2011 at 10:01:12 PM
$0.00 5/4/2011 at2:17:29 PM
$0.00 5/3/2011 5t 7:04:18 AW
$0.00 5/5/2011 3t 8:51:18 Al

The invoice detail page will not open if you click this link in the #Attch

Mailbox Column - only the attachment will open.

Refer to Mailbox Preferences for instructions on selecting Mailbox

Columns.

Created: 05-11-2011
Revised: 09-17-2012
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®

In the Mailbox

Coding Invoices

Coding is referred to as Mapping in SpendWorks. You need “Mapper” rights to
code invoices in SpendWorks.

Coding is the task of adding and validating General Ledger account codes and project codes on an invoice.
You can also copy coding to all lines, validate coding, and split and approve the coding from an invoice in

the Map category.

The well name will be included by the vendor. It shows up in the vendor well name field.

To

Do This

Example

View field tickets for
electronic invoices (which
are separate attached
documents).

View descriptions of invalid
coding.

Copy coding from one line
to the rest of the lines.

Split a line item or an
invoice into as many new
lines as needed.

Route the invoice to
another user.

From the View menu click
Attach. (This option is
available in either Detail or
Header view.)

Click the Validate button.
(This option is available in
either Detail or Header view.)
Refer to Validating the Coding
Combination.

Use the Select Function drop-
down list. (This option is
available in the Detail view.)
Refer to Copying Coding from
One Line to All Lines.

Go to the Split menu. (This
option is available in the
Detail view.) Refer to Splitting
Invoices or Splitting a Line
Iltem.

Go to the Route menu and
select an option. You must
save the invoice in order for
the invoice to route. (This
option is available in either
Detail or Header view.) Refer
to Routing Invoices.

SpendWorks™

Invoice Invoic

File  “iew Mode Fiter FRefllfg  Attach

Vendor #
453471-2 DALLAS

Vendor Name
MB CONSTRUCTION SERVICES INC

SpendWorks=

T ew Mok Fw e Fom s ey e |

Vendor® T
USR5 GRANDIMNCTO | TWO R THE LOOP |

e [ )
Lielien [0%)_pfice Date | From. T3 oueDste |
Sanzns | oerazaon [ | oo |

somernct Wumbes: 27255 2]l monetary amourts are i § (50}

T summars 1 Follup s, on gt LT o) IS (700 ) ) [ (i) LR P T

SpendWorks=

Contract tamber: 71555 =] Attt

Created: 05-11-2011
Revised: 09-17-2012
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Accessing Invoices Requiring Coding

All actions taken on invoices are recorded on the Invoice Header page. (View Menu)
SpendWorks™

Invoice

Williams Production Company [7
Invoice group: Map (Approvals: Rovd Bl Coded Bl Pmt I )

Priority [

Filz  Wiew Mode Rekey Filter

Foute Approve  RefIDs  Spit  Validste  Attach

==Prev Mext>>

Vendor # Vendor Name [ invoice # | nvoice Date | From -- Ship/Service Date - To | Payment Due Date
| 4564621 GRAND JUNCTIO | TWOINTHELOOF ING | DLW123 | 0smi/z000 | 06/19/2009 [ | 05/21/2009
Mailbox | Control# | ScanDate | P.O.Amt | Discount’s | DiscountAmt |  DiscountDays | Discount Due Date
DD335606 | 36200132 | 0.0 | 0.0 | | 0
[ Bill Company Name I

|
|
[ Bill Company Code
|
|

|
|
Pay Company Code I Pay Company Name |
|
|

Purchase Order ‘ | Terms Dv ription | |
e
Bill To Ship From / Invoice History \
Williams Production Company 1212012 9:05:27 Coding/M ch d D ventl
1515 Arapahoe St, Tower 3, Suite #100 i e e
Denver CO 80202 B )
USA a/2010 09:16:28 Coding/Mapping Changed Danny Ventle
Remit To Ship To 2/320/2010 07:52:41 Coding/Mapping Changed Danny Ventle
TWO IN THE LOOP INC co Al
22781 114 RD 02/07/2011 09:18:55 Coding/Mapping Changed Danny Ventle
GRAMD JUMCTION CO 81505 co Al
\D3JDSJ‘QD‘I1 01:51:11  Coding/Mapping Changed Danny Ventle
Sold By Details
TWo IN THE LOOP Method Coding/Mapping Changed Danny Ventle
102 5 Parachute Carrier:
Parachute, CO, 81625 Ref Mumber Coding/Mapping Changed Danny Ventle
United States Payment: FH
Location Type 03/M16/2011 08:11 ding/Mapping Changed
Location: A -~
Invoice Description Reference Info Comment E
Contact: Ventle, Danny Commented: 03/09/2010 10:44:02 AM by Danny Ventle n
Type: Buyer Comment: back to rekey for testing
Email
Tel: Emailed: 09/10/2008 09:21:04 AM by Danny Ventle
Fax Reason: dannyventle@williams.com sent email notification to

Accessing Invoices Requiring Coding

Step

Action Required

1. Click the Mailbox menu tab.

Click the Inbox tab.

Click Map in the left panel to display the list of invoices requiring coding.
2. Click an invoice number in the Invoice # column to open the invoice.

If the Coding Block is not displayed, click on the Line # (ex: 001) to expand.
SpendWorks™

Valley NXEEPPARACHZ

Priority [

Invoice

Invoice group: Map (Approvals: Revd Bl Coded [l Pmt W )

File  VWiew Mode Fiter ReflDs  Attach <€ Prev Wexts: |
Vendor # Vendor Hame Invoice # | Invoice Date From -- Ship/Service Date — To Payment Due Date
440185-2 GRAND JUNCTIO GPI'WESTERNM DIVERTER CO INC 22573 04/20/2011 04/03/2011 | 04/10/2011 05/13/2011

"IMBER Invoice Description: RWF 444-20 CYCLONE #20 EQUIP RENTAL All monetary amounts are in $ (USD)

Glickd ine# toExpand:= fnimport [Key[[invalid] valid [inactive ] Frocessina [ SpitLineitem ==|[z0 ] ==|1-1af1 Lines
Description SM MC_ PA Qty Unit Price Units Amt Due
‘ V ROTATING HEAD RENTAL 8.0 168.00 Days 1,344.00

Detail View of invoice (go to View menu to switch to the Header view).

Created: 05-11-2011
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Setting Defaults for Coding

S De n dworksm Williams Production Company [Z
Invoice roup: Map (A d I coded I Pmt Il
File  View Mode Fiter FRoute Approve  Smarttlap  FeflDs  Split  “alidate  Attach < Prev  Mext>»
Vendor # Vendor Name Invoice # Invoice Date | From -- Ship/Service Date -- To | Payment Due Date
QD000000021 000 CIL AMERICA 00078280 | 11/0762007 11/07r2007 | 11772007
Contract Number: * | Invoice Description: CheckStub Comment: -0
Roll up line items on import |Key|| Invalid Yalue |Va|id Yalue | Inactive Yalue | Processing | SplitLineltern | 1-20f2Lines
Line # Part # Description SM MC* PA Oty UnitPrice Units  Amt Due
rFY
0oL 27TIEI0 2 ¥¥H SMLS BULL PLUG TAPPED 172 1.0 20.20 Each 420,30 |
Bill Code Account Code
BIL  w| Account Code Cooou Co FER.C ABC SUB PRD
Contract  |+09000000,,.000,0000,0000,0000 0oooooor ooo
JJR. IC GROW Wendaor WWell Name
¥ Q000 0000 0000
Taxable
W Account Description
Billing
Activity Date Product I Ship To Tax Mame User Mote
Select Function % | |0S/02/2007 ||1234 #1003 MASHVILLE, TH:T|| Mever | |Test
williarms Production Comoany Line Descriotion
ooz 5140960 172 BALOM h-463-MF 60004 MHF CS A - 1.0 15.66 Each $15.66
Sub Total Excluding Taxes §35.96
Tax {State AndLocal) @0.00% F0.00
Total Amount Due to OIL AMERICA F35.96

Setting Defaults for Coding

Step

Action Required

Coding Blocks can be expanded by default.

Preferences tree menu displays on the left of the screen.
Click on the 5] Invoice folder.

Click the ¥ Detail Page option.

Pildex Connect  EEIEIRGTID

Oildex
Preferences | Reports

Preferences
{21 General
23 Invoice

- Alefs & P

- ¢ Detail Page

- & WAToX Columns
- & Web Form

=01 FieldTicket

=-{C] Contract

-] Purchase Order

Select the Utilities primary menu tab and the Preferences secondary menu tab. The

Account Number: 226

User ID: CC122260

Created: 05-11-2011
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‘ Setting Defaults for Coding

2. Select Expand Coding Block For All Lines.

Invoice Line ltem Display Count
The maximum number of line items to be displayed at a time on the invoice detail page.

Display Sca ——— = -
Displays scanned invoice images in separate windows and not overlaid frames.
Frames are only an option if your browser has a plugin TIFF viewer.

-

Scanned Image Frame Percentage.
FPercentage of the height of the invoice page that should be used to display the scanned imaage, if it is displayed in a frame.

I % Validvalues: [blank, 20-80]

Click Save.

3. Select the Utilities primary menu tab and the Preferences secondary menu tab. The
Preferences tree menu displays on the left of the screen.

Click on the & Invoice folder.

Click the ¥ Coding Block Defaults option.

Enter the default coding — Enter zeros (0’s) in the Account Code/CC/FERC/PRD/JUR/IC/GROW
fields.

. . e

Eill Code .N:\:Gur‘lt Code co ou cC FERC AAC SUEB

[..00000.00000000...0.0.0.0 i [ | [oooo0 | jooooooal| i o]

JUR IC GROW

- e —
— Project Code m——
Praject Number Task Nummg Exp Itemn Date PG RU
| Il Il Il |[1nvoice Date] | Il |
— Billing
Activity Date Product ID Ship To Tax Mame Usar Note
[ne Default ]| Il I =l |
— Purchase Order
PO Number PC— Line # PO Fla Message
I"'Ee ault_III"'Ee 3u|t_| No Default. Read Only |
”Cumpany Line Description
|
Save
Created: 05-11-2011 Property of WPX Energy, Inc. Page 26 of 66
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| U Coding Line Items on an Invoice

|

Coding Line Items on an Invoice

Step

Action Required

1.

Click the Line # to open the Coding Block. Required fields will display in blue on the Coding
Block. (You can also select “Expand all lines” from the View menu. Or, you can set a preference
to always expand all lines. Refer to Setting Default Coding.)

Enter the correct codes in the account or project fields. (Refer to Account Fields or Project Fields
tables.) Use the Copy To All Line Items feature if applicable. (Select Function drop-down menu).

After coding and validating all lines, click the M button (top right corner) to proceed to
the next invoice.

Click OK to save changes. The next invoice in the “Map”’ category will display.

® You can also route and approve the invoice from the Map category.

Copying Coding From One Line to All Lines

Step

Action Required

1.

Use the Select Function menu to copy the coding information from one line to the rest of the
lines on the invoices. It is located at the bottom left of each line.

Select Function w

B Sclect Function 8
Copy to &ll Lines
Account Code
Activity Date
Bill Code
Company Line Desc
Contract Flag
Exp Item Date
Exp Org
Exp type
Product ID
Project Number
PG
RU
Ship To
Task Number
Tax Flag
Tax Name
User Mote

Select Copy to All Lines if all fields on the current line can be copied to all of the lines. Or, you
can select another item on the menu. (Example: Select User Note to copy only the User Note
from the line you are on to the rest of the lines on the invoice.

After you select an item on the list, the following alert will appear:
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Copying Coding From One Line to All Lines

Microsoft Internet Explorer

\_:.:) Are wau sure yau wank ko copy All Fields ko all Line Tkems?

[ Ok ] [ Cancel

4. Click OK to continue.
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| Coding the Account Fields

|

Selecting Billing Codes for Expense Invoices

Coding the Account Fields

Step | Action Required

® Required fields will display in blue on the Coding Block.
Incomplete or invalid fields have a pink background.

Selections on the drop-down lists will highlight in yellow.

1. Eill Code Select BIL from the drop-down list (non-Project will always be BIL). Do not
|IL =] | change unless you are positive this is not a billable item. Project billing will

use P-BIL.
2. Bill Cade Account Code
BIL W Account Code o ol cC FER.1C AT PRL
Contract ., 00000000,,,000,0000,0000,0000 aoooooo aoo
ik JUR  IC  GROW Vendor WWell Name
Ll 0000 Q000 | 0000
Taxable
W Account Description
Billing
Activity Date Product I Ship Te Tax Mame User Hote
Select Function b 05/02/2007 ||1234 #1003 MASHWVILLE, TH:T || Mevar | |Test
williarns Production Cormoany Line Descriotion
Account Field Description
Account Code Account Code
f"_‘fidcf — Start typing an Account Code in this field and a list of valid account
3012.99993012,00000.00000000.1390, codes will display. Click an account code to select it from the list.
3041.995953041.00000.00000000.1350. . .
3050.62051350.39981.00000000.6820. You can also search for a segment of an account code by typing in
3050.62051350.359981.00000000.65910. . . . o .
3050,57087053.00000.00000000.1350. part of the code or description using the % as the wildcard symbol.
2030.99533050.00000.00000000,13250. . . .
2020 39952050 00000, 00000000, 1390, Results will appear in groups of 10. Click “Next” to scroll through the
3051.00000001.00000.00000000.1390. results
3051.995993051.00000.00000000.1350. ‘
3054.995353054.00000.00000000.1350. . . . .
When only one choice is available, you must select it
. from the list; it will not auto-populate.
Nextkz =
co
| Company
2050 This field fills in when an account code is selected. Enter a % in the
ke field to view a list of valid company codes.
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Vendor Well Name

Account Description

Williams Production Company Line Description

Coding the Account Fields

Operating Unit
This field fills in when an account code is selected. Enter a % in the
field to view a list of valid operating units for the selected company.

Cost Center

This field fills in when an account code is selected. Enter a % in the
field to view a list of valid cost centers for the selected company.

Enter O (zero). The Cost Center is always zero for LOEs and FOEs.
Check with the Lead FOA for your basin to see if a cost center number
is needed.

FERC Account

The default for this field is all zeros. Enter a % in this field to view a list
of valid codes.

Gen Account

This field fills in when an account code is selected. Enter a % in this
field to view a list of valid codes. Refer to Account Coding Guide.

Sub Account

This field fills in when an account code is selected. Enter a % in this
field to view a list of valid codes. Refer to Account Coding Guide.
Product

The default for this field is all zeros. Enter a % in this field to view a list
of valid codes.

Jurisdiction

The default for this field is all zeros. Enter a % in this field to view a list
of valid codes.

Intercompany

The default for this field is all zeros. Enter a % in this field to view a list
of valid codes.

Growth

The default for this field is all zeros. Enter a % in this field to view a list
of valid codes.

Vendor Well Name

Enter the vendor”s property name.

Account Description

This field fills in when an account code is selected.

Company Line Description
Enter a company line description.
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‘ Coding the Project Fields

Bill Code Selection for Project Invoices

Coding the Project Fields

Step | Action Required

@ Required fields will display in blue on the Coding Block.
Incomplete or invalid fields have a pink background.

Selections on the drop-down lists will highlight in yellow.

1. Bill Code Project Codbe . .
- Project Number Task Number Exp Type Exp Org Exp Item Date PG RU
=l : I | |[01/04/2008

Vendor Well Name
| |

Billing
Activity Date Product 1D Tax Name User Note
| I[ |

Williams Preduction Company Line Description

Select Function A

2. Select P-BIL from the drop-down list (P-BIL will become BIL when it moves to
Joint Interest Billing (JIB).
Created: 05-11-2011 Property of WPX Energy, Inc. Page 31 of 66

Revised: 09-17-2012 May Not Be Reproduced Without Written Permission

Version: 4



WPXENERGY.
-

Coding the Project Fields

Project Field Description

Project Number

Start typing a Project Number in this field and a list of valid Project
Numbers will display. Click a Project Number to select it from the list.
Project Code: Enter 7-digit WellTrax number (WTXXXXX).

Project Number Task Mumber Exp Type Exp Org
5u17| 8720 8751 3041.39!
1-100of 725
1017795: WEST GRANDVIEW GATHERING

: BRANSOM GATHERING SYSTEM
== Processing 31520329

: WDU 41-31-5076BG-PREL
EP38017: PERSSON FED 21-11-4674BG-PREL
EP38170: MCBETH FED 34-25-4574BG-D
EP38171: MCBETH FED 41-25-4674BG-D
EP38172: MCBETH FED 432-25-4674BG-D
EP38173: HAYDEM FEDERAL 43-9-4774-PREL
EP28174: SRU 14-14-4876-D

You can also search for a segment of Project Number by typing in part
of the number or description using the % as the wildcard symbol.
Results will appear in groups of 10. Click “Next” to scroll through the
results.

Mexk=:=

When only one choice is available, you must select it from
the list; it will not auto-populate.

Task Number Exp Type Exp Org
£ 8751 3041.959
1-2of2

8700: GATHERIMNG PLANT B FA

Task Number
Enter a % in this field to view a list of valid Task Numbers for the
selected Project Number. Task: Enter 4-digit code - refer to Account

8720: PIPELINE Coding Guide.
Exp type ExpenditureType
= Enter a % in this field to view a list of valid expenditure types for the
o selected Project and Task Numbers. Enter the 4-digit code - refer to
gzzzf Account Coding Guide.
Expenditure Organization
Exp Crg
o Enter a % in this field to view a list of valid expenditure organizations for

the selected Project Number. Enter the 4-digit Company Number and
select the appropriate organization.

3057.999

Exp Ttem Date Expenditure Item Date

05/17/2007 This date is the same as the invoice date.
Property Group

Zf This field is required for Capital projects.

m Enter a % in this field to view a list of valid property groups. Refer to
Task/PG/RU Table below.

RU Retirement Unit

%

LH.A Enter a % in this field to view a list of valid retirement units. Refer to

t:-gl_ Task/PG/RU Table below.

Vendor Charge Mame

Vendor Charge Name

This field will be filled in with the vendor”’s property name.
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Project Description

Williams Praduction Company Ling Description

Project Description

This field fills in when a Project Number is selected.

Company Line Description

Enter a company line description.

Billing Fields

Task/PG/RU Table
Task Type ‘ PG (Property Group) RU (Retirement Unit)
Tangible =WT Tangible = WT.T
Intangible = WI Intangible = WL.I
8300 Wi WI.I
8400 WI WILLI
8500 WT WT.T
8600 WT WT.T
8200 LH LH.U
8240 LH LH.PL
8250 LH LH.WP
8700 GP GP.F
8720 GP GP.P
Billing Fields
Billing Field Description
Enter the Activity Date in this field.
Activity Date
i'i Make sure you enter the Activity Date NOT the Invoice Date.
Product ID
e Enter the Product ID in this field.
Ext PO %
Enter an External PO # in this field.
Ship To
S

#1001 HERMITAGE, THN:TNOS!
#1003 MASHVILLE, THM:TN174
#1004 CENTERVILLE, TM:TNO
#1005 MASHVILLE, TM:TN173

Enter a % in this field to view a list of valid Ship To information. This is

needed for non-PO, non project items, and tax lines.
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| U Validating the Coding Combination

You do NOT need a “Ship To Location” for an AFE/Project Related
4!3 Invoice.

Enter the appropriate Ship To Location number. The Ship To

Location should reflect where materials were used or the service

was performed. The list of Ship To Locations has been filtered to

only include active, U.S. ship-to sites for easier selection.

The Ship To Location is required on LOE, FOE or G&A for Tax

Purposes. Refer to Ship to Information on the E&P Knowledge

Repository.

A Ship To is required for all non-project related invoices - even Field

Checks. On Field Checks the Ship To must be written on the top of

the check along with the coding string. Refer to Ship to Information

on the E&P Knowledge Repository.

User Note

Enter the User Notes in this field.

Validating the Coding Combination

Step | Action Required

1. Coding combinations are validated as they are entered in the code block. Invalid (or incomplete)
coding is represented by a light red background. The red changes to white when the correct
codes are entered.

In addition, it is possible to check the validation for the entire invoice.

2. Select Validate from the menu bar. This opens the Code Block Validation window. In this
window, the message on the top refers to required fields validation; that is, the fields that
vendors are required to fill in when they create the invoice.

Required Fields Validation Successful.
All required fields for Invoice 200 are present.

Code Block Validation Successful.
All line items for Invoice 200 have been validated.

Close

3. Any Code Block validation problems will be listed. A red X appears when there is an error.
Coding cannot be approved until all fields have passed this Code Block validation.

4. Below is an example of an invoice that is not valid. In line 001, the account code field is blank.
Also, a blue X (warning) is listed.
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Validating the Coding Combination

Required Fields Validation Successful.
All required fields for Invoice DLV123 are present.

Williams Production Company Cede Bleck Validation for Invoice DLV123

; Chart of | Activity | Ship | Co Line
Line# e Da To e Comments
005 = = Avalid Billing Activity Date is required., Ship To is required., Company Line Description is
required.
7 ) & B ould not find the Account: ...00000000...000.0000.0000.0000, Avalid Billing Activity Date is
006 ) - ; . ) A ]
required., Ship Tois required., Company Line Description is required.
= il = /Could not find the Account: ...00000000...000.0000.0000.0000, Avalid Billing Activity Date is
007 . - ; ; ; St .
required., Ship To is required., Company Line Description is required.
008 T~ | B Ship To is required.
___,_,_.—Im__ Comments
( [ Senvice Date \ Invoice Date is greater than 60 days in the past.
__@ Senvice Date _‘/ Beginning Service Date is greater than 60 days in the past.

® Invalid Code - Coding cannot be approved until all fields are valid. See Comments for detail. (Blank = valid)
® Warning - Coding can be approved. See Comments for detail.

Close |

@ You can approve coding on invoices that contain warnings.
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Splitting Invoices

Invoices or line items on an invoice can be split in order to map to multiple accounts or projects.

Splitting an Invoice

Step | Action Required
1. Click the Split menu icon at the top to open the Split window.
Select Invoice from the drop-down menu.
L] Williams Production Company [Z
SDendWﬁ:{Jﬁ:se Invoice group: Map (Approvals: Revd B Coded Bl Pmt I ) Priority [
File  Wiew Mode Rekey Filter Route  Approve Fief Ipe™ | = Validate Attach =< Prev Mest>> |
Invoice
[ Vendor # [ Vendor Name %, Lineltem (005) |ipdoice Date | From _- Ship/Service Date —To | Payment Due Date |
| 4554521 GRANDJUNCTIO | TWOIN THE LOOP INC ~~j—Dlyi23—" 05/01/2000 | 06/19/2009 [ 05/31/2009 |
Contract Numner:|21455 'l All monetary amounts are in $ (USD)
™ summarize ™ Roll uplines onimport [key [[invatid] valid [inactive ] Frocessing | SplitLineltem | :I_|1 -4 of4 Lines
Split Ifvoice for Williams Production Company Invoice Number: 00078160
Number of splits 2 [ Even split | [ Templates | Copy | select Fiald | to all linas fram split| Select Split %
E 001 Acceunt Code
_ Account Code A TR AR e ] AL e e LR e e B R R e S A
|...00000000..,000,0000,0000,0000 | 1 11 |looooooai | | ]
EEUIRE Do
Account Code
il cod Account Code St T i F:O 3 (e P cc FERC AAC rSUB PRD JUR < r@BQW
|...00000000.,.000,0000,0000,0000 e i 11 | i Erl B
GO TN L e Bt bR B 0 S B B
Pre-Tas Total: Percent  Daollars
el oy |Sdeiei i
Delta: Percent Collars
11
2. Enter a number in the "Number of Splits" field and click the Add button. (Click the Even Split
button next to divide the new lines proportionately).
Enter or change the Account code. Click the “+” (addition sign) to view and select an account
from the Pick List, or click the magnifying glass to search for an account. The account name field
will populate when a valid account is entered.
The other fields on the line will be populated with the data from the original line item. These
fields can be edited. Make any necessary changes.
3. Click the Finish button. The splits appear on the detail page under the original line.
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1 Splitting a Line on an Invoice

Splitting a Line on an Invoice

Step | Action Required
1. Select Edit from the Mode menu at the top.
™ iliams Production Company [7
SDendw%I‘Jﬁ}e Invoice group Iu\'lr:: [.ﬂ‘«.pprZu:(I’E:. ;E\td‘:ﬂ T‘uied W Pmt W ) Priority [
File  “isl Mode Fpkey Filer Route Appove  ReflDs  Split Validate  Attach == Prev Mest»> |
Vendor # [ Vendor Name [ invoice# | InvoiceDate |  From — ShipiService Date —To | PaymentDue Date |
| 455452 1GRANDJUNCTIO | TWOINTHELOOPINC | DLvi23 | 0501/2000 | 0619/2009 [ 05/31/2009 |
Contract Number: | 21465 ~| Al monetarv amounts are in § (USD}
Click the 1? Spliticon (located to the left of the line #) to open the “Split Line Item” page.
Fields on your coding block will display on this page.
Enter a number in the "Number of Splits" field and then click the Add button. (Click the Even
Split button next to divide the new lines proportionately).
Enter or change the Account code. Click the + (addition sign) to view and select an account from
the Pick List, or the click the magnifying glass to search for an account. The account name field
will populate when a valid account is entered.
The other fields on the line will be populated with the data from the original line item. These
fields can be edited. Make any necessary changes.
Use the Copy feature to copy information to all lines from a selected line (split).
You can copy All Fields or just the Account to all lines from a selected line.
2. Click the Finish button. The splits appear on the detail page under the original line.
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Saving a Split as a Template

Step | Action Required
1. After splitting the invoice, click the Templates button to open the templates window.
Split Imvoice for Williams Production Company Imvoice Number: 00078160
Number of splits | o [[Even split | [ Templates | copy|select Field % |to all lines from split | Select split &
Available Ternplates For Oildes Adrain
ﬁgﬁgﬂi:i?emm ate 2 Template User Mame
Sp1dtoemoz Harme
Splithemos Project Bill Code
SplitDemod
SplitDoemas Acct Code
splitdemos b
[Load ] [Saue ] [ Delets ] [ Save As ] Save As Mame 1 - 11 of 11 Templates
2. Enter a name for the template in the field provided, click the Save As button. The template
appears in the “Available Templates” window and is available for future splits.

Searching for and Applying a Saved Template

Step | Action Required
1. Search for a saved template using the search criteria field Template Name, Acct Code, Project,
User Name, or Bill Code. Use the % sign as the wildcard.
Example: Enter R% in the User Name field and click the Search button to search for any template
created by users whose names begin with the letter R. The templates appear in the “Available
Templates” window.
To select a template, click the template name and then click the Load button.
@ All users have access to all templates in the Business Unit.
You can modify the loaded template, but you cannot save the changes to the
template itself, only to your own split.
You cannot delete another user’s template.
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Routing an Invoice from the Inbox

Routing Invoices

Invoices that are assigned to the wrong person can be routed to the appropriate users. Invoices can be
routed from the Inbox, from the Invoice Detail or the Header view. You can route invoices that are assigned
to you. To route invoices assigned to others requires “Expediter” rights.

Routing an Invoice from the Inbox

Step | Action Required
1. Open a Mailbox Inbox category by clicking on the link on the left.
Example: Click Approve to open the list of invoices requiring approval.
é dex Cornnect Mailbox % Utilities§ Communit
Filter Display Cocument Type e
Williams Froduction  # | | Inwaice # | | Detall
] imoice [ amoun [ Senaer
Expedite
ispted 74101 Amount: $232,697.15 Displaying 1 - 150f 15 [__Sort Calum
Map
Approve ‘m
Import - ; ) . . i
—'_— 7 [»|] TESTWEF4 $7,471.42 RAPTOR IND... Williams P... 8/15:200]
Being lmp
2 [wl TESTWF16 EHON AN N DARTAD MM Daracheba G000
Select the invoice to be routed by clicking the I checkbox next to the Invoice number. Multiple
invoices may be selected. Click the " Select All checkbox to select all of the invoices.
Click the _ Route button. The Route Documents To User window opens.
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Routing an Invoice from the Invoice Detail or Header Page

Williams Production Company - Route Documents To User a
Document #s WF4, WF16
Last Narme |
Gauronskas, Kathleen Willismws Production |AddPick List Entry
User D TURNEAUGH, MICHAEL Willisms Froduction

*Use % for the wildeard symbaol when Pick List Entry
searching. Maximum Pick
List Entries
150 »
Route To Document History
Name Action User ID Date

‘ Multiple documents were selected. History information cannot be displayed.

Wed Oct 17 12:14:24 MDT 2007

Select a User by clicking the User name on the Please Select User list. Click the Route button.

Routing an Invoice from the Invoice Detail or Header Page

Step | Action Required
1. Open invoices can be routed from either the Detail or Header page.
Click the Route button on the menu tool bar.
™ Williams Production Company [ )
SDendWE{Jﬁi Invoice group: vicp (Approvals: Rovd E coded B Pmt W ) Priority
File ‘“iew Mode FRekey llker fpprove  ReflDs  Split Validate  AtcS == Prev Nest:»
Attn To [Wentle, Danny] |
Vendor# / Default [ [ mvoice# [ Invoice Datg, From - Ship/Service Date — To Payment Due Date
455462-1 GRANDAUNCT\O Braun. Leonor 5/01/2009 06/19/2009 | 05/31/2009
~  Floht. Jamiel
ontract Number: | 21465 =] An mon_.s.sfff__m Hazelhurst, Kaylee
I~ Summarize ™ Roll up lines onimport H_ighla”ds'HWti“D nactive | Procegsing [ SplitLineftem | ;Iil""“’” Lines
Line # Part# Description 1Xr8). e A Oty Unit Price Units Amt Due
Parachute, Routing "
005 T Test 1 Parker, Don 0 0.25 Each 0.25 |
Bill Code [ Account §ode Quest. Joan /A
|E|u|_ Cvel Account Cofe Smith, Kalena (= FERC AAC SUBE PRD JUR IC  GROW
Contract 2057.6229482.20241.00000000.0510.8215.000. Yentle, Danr 437 2 _41 00000001(0510 (8215|000 | (0000 (/0000 [|0000
onTs Vendor Well liage . ¥
TY 'H tast1 Yokley, Joe F
N > — Account Description e
WILLIAMS PRODUCTION WRACHUTE OBEM~DEFAULT~GROSS - LEASE OPERATING EXPENSE~OTHER
CHEMICALS AND TREATING MATERIAL: LT~DEFAULT~DEFAULT
2. Select Attn To (name) to route the invoice to the Attention To User for that invoice. This is the
original recipient of the invoice.
3. Select Default to route to the established Route To User. (A SpendWorks Administrator must
establish the default User. This will be grayed out if there is no default User established).
4. Select Pick List to access your list of saved employee names. Click the name of the User to route
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‘ Routing an Invoice from the Invoice Detail or Header Page

the document.

5. Select Search to open the Route Documents To window to find other users. You can also save a
selected user to your Pick List at this time.

6. Click the Route button. The invoice must be saved in order to execute the route.

@ You may need to route certain invoices to a project manager.

It is a good idea to add a comment to an invoice before you route it.

Invoices that include a PO (purchase order) number may need to be routed.
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T Approving Invoices for Payment

Approving Invoices

Invoices Requiring Approval are accessed via the Inbox. Invoices can be approved (manually) by a User with
the Approver right.

Approvals can be applied from the Invoice Detail or Header page.

There are three types of Approvals:

1.

Service Received: Records that the goods or services were received. Any User can approve for
Service Received.

Invoice Coded: Records that the invoice has been properly coded. A User with Mapper or
Approver rights can approve for Invoice Coded.

Approved for Payment: The User approves the dollar amount of the invoice. A User must have
Approver rights and a capital and expense dollar authority in order to approve for payment.

Approving Invoices for Payment

Step | Action Required
You can approve for receipt and payment before or after the mapping (coding)
process, but you cannot approve the coding until the invoice is validly coded.
You can code the invoice in this category if necessary.
Field tickets for electronic invoices are separate attached documents. Go to the
View menu and click Attachments to view them.
1. Click the Mailbox primary menu tab and the Inbox secondary menu tab.
Click Approve in the left panel to display the list of invoices requiring approval.
To open an invoice, click on the number in the Invoice # column.
é dex Cornmnect Mailbox § Utilities | Community
Imported | Rejected | Deleted
Filter Display Document Type g @I Q I I | @I I @I
Williams Production % | | Invoice | |Detail ¥ |sSearch Rouke Approve SmartMap Comment Refresh Print Delete Archive
WL | it | amount | Sender - | Recipien Joate Rev] Asigned o tame
Expedite
Disputed 1151 Amount: $232.697.15 Displaying 1 - 15 of 15
Map
Approve [J select Al
Import
Beindg limp
2 [ WF4 $7,471.42 RAPTORIND... Williams P... 8/152007 Kathleen Gauronskas
2 [] WE16 $200,000.00 RAPTOR IND,. Parachute .. 8282007 Sally Oildex
ra [ 00078160 $75.00 RAPTORIND... Williams P.. 9/10/2007 Oildex Admin
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2. Select the Approve menu option.

Prior to invoice approval, you should ensure that the invoice reflects contractual
® terms and that pricing matches the applicable rate sheet, quote, or contracted

price. Click “Approved” when you are satisfied that the invoice is correct and is

ready for approval. Refer to the Procurement Policy for additional guidance.

Select All to approve for Receipt, Coding, and Payment. SpendWorks will attempt to apply all
three approvals based on the rights and approval authority of the User.

3. Select Receipt to approve for Receipt of the goods/services listed on the invoice.

4. Select Coding to approve the coding of the line items. The red [ icon indicates that there is

incomplete or invalid coding on the invoice. Click on the &l o open the Validation window to
read the comments. If you see a blue “X” (for a warning), you can still approve the coding.

5. Select Payment to approve for payment of the invoice.
Last Approver displays the name of the last User to approve the invoice.

Select the Next >> button to bring up the next invoice requiring approval.

6. Users with Approver rights can approve for payment up to their approval authority limits. If a
User approves an invoice that exceeds their approval authority, the Invoice History table will
record the action taken as: Invoice Approved for Payment - Pending Final Approval (Please
Route.). A reminder will appear when an invoice is approved.

The following invoices were parially approved (pending final approval)
! due to insufficient approval autharity: 7057676, 7057677

Flease route them appropriately.
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Disputing an Invoice

Step

Action Required

1.

Invoices can be moved temporarily to the Disputed category in your Inbox. When you dispute
an invoice, you notify the vendor by sending an email message with a description of the
problem. The vendor receives your message and electronically resubmits a corrected version
of the invoice.

; Type jlinvoice # )| Sender .
Disputed
Map Total Amount: $299,239.54

Approve [ Select All
20 E 23555290 Oil Americe.

20 23562660  Oil Americ.
20 3565580 Oil Americ..

E
E

Click the Z question mark icon to open the “Comments and Dispute” Form. This is located at
the top right of the invoice page and to the left of the invoice number in the Mailbox.

Add comments for document #: 23562720 Gusher, Inc.

Enter Camments ar Dispute infarmation in the tex field below:

Comments Pick List for Ann Anderson

Amount receiwed 15 not correct
This dinwoice can't be processed without a signed field ticket.
wvendor will correct and re-send imvoice.

[14dd Pick List Entry Maximum Pick List Entries| 150

[Delete JPick List Entry

[ Wiew Histary ] [Saue] [ Save/Dispute ] [Email ] [ Cancel ]

[ Hide this cormment from Trading Farner

Missing Field Ticket

Comments:

Enter a comment in the text field, or select a comment from your Pick List (Click the Pick List
button and click a comment on the Pick List to move it to the text field).

Select a Dispute Type from the drop-down menu if needed. The choices are “Missing Field
Ticket” and “General.” If an invoice that was disputed for missing a field ticket is matched up
with its field ticket, the invoice will be undisputed automatically.
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@ A configuration setting (Dispute Configuration) must be in place for this

to occur.

At this point, you can send this information as an email message directly to the vendor. Click
the Email button. The Email Communication form opens and your comment will appear in the
text field. You can add to this comment if needed.

4. Gusher, Inc. - Email Communication The Email Communication form is addressed
Ta:  [jrendor@acrme.com to the contact person at the vendor
* lUse a ; to separate multiple addresses company, and your email address appears in
From: | aanderson@gusher.com the “From” field.
Subject: | Acme Supplies Invoice #23562720 - Gusher. Inc. | you can add addresses to the “To” field.
Amourt received is not correct =l | Separate the addresses with a semi-colon.

5. Click the Send button. The Email form closes after the email has been successfully sent, and
the Comments and Dispute form reappears.

Add comments for document #: 23562720 Gusher, Inc.

Enter Comments ar Dispute information in the text field helow:
Amount received is not correct

Pick List

[ WView History ] [Sal.le ] [ Save/Dispute ] [Ernail ] [ Cancel ]

[ Hide this comment frorm Trading Partner

| celect Dispute Type v|

Comments:

Commented: 0371 7/I2006 09:59:07 AM by Anh Anderson
Comment: Amount received is not correct

6. To finish, click the Save/Dispute button. The Comments and Dispute form closes, and the
invoice moves into the "Disputed" category in the Inbox.

The gray £ question mark changes to a red £ question mark and the added comments (and
the vendor’s subsequent response) will appear in the Comments section at the bottom of the
form.
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Undisputing an Invoice

Step | Action Required
1. When the vendor re-submits the corrected invoice, the red # question mark changes to a green
7 question mark. You may also receive an email from the vendor notifying you of the changes.
To remove the dispute:
Find the invoice in the "Disputed" category (with a green Z question mark) and click the Z green
question mark icon to open the “Comments and Dispute” Form.
Enter a comment and click the Save/Undispute button. The green £ question mark changes to a
blue £ question mark, and the invoice returns to the category where it was before it was
disputed. You may also wish to send an email to the vendor.
' If an invoice that was disputed for missing a field ticket is matched up with its
field ticket, the invoice will be undisputed automatically. A “Dispute
Configuration” setting must be in place for this to occur.
It is not possible to hide comments when disputing or undisputing an invoice.
To dispute more than one document (in the Mailbox) at the same time, select
the documents by clicking their checkboxes, and then click the Comment button
at the top of the Mailbox.
Selection Description
Approval If a disputed invoice that has been corrected by the
vendor (with a green £ question mark) is approved
for payment (without having been explicitly
undisputed) by an operator user, the invoice will be
undisputed automatically.
Approve a disputed (and corrected) An alert box will appear with a warning stating that
invoice for payment from the Mailbox the invoice will be undisputed.
Approve a disputed (and corrected) The invoice will be undisputed without a warning.
invoice for payment from the
Approve menu on the detail or
header page
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N
(R

Adding a Comment to a Document

Step | Action Required

1. Click the # question mark icon in the Mailbox (located to the left of the document number) to
open the “Comments and Dispute” Form.

Add comments for document #: 23562720 Gusher, Inc.

Enter Comments or Dispute information in the text field below:

Pick List

[ View Histary ] [Saue] [ Save/Dispute ] [Email ] [ Cancel ]

[] Hide this cormment frarm Trading Parner
select Dispute Type L

Comments:

Enter a comment in the text field, or select a comment from your Pick List. (Click the “Pick

List” button and click a comment on the Pick List to move it to the text field) and click the
Save button.

Click the Hide this comment from Trading Partner checkbox to prevent a
! vendor from seeing this comment.

The question mark icon of an uncommented document is gray <. The question
mark changes to blue Z after a comment is added.

The * question mark icon can also be found on the Invoice Header (in the
Comment section) and Detail (in the blue field at the top) views.

2. To add a comment to more than one document in the Mailbox at the same time, select the
documents by clicking their checkboxes, and then click the Comment button at the top of the
Mailbox. (This button can also be used to add a comment to a single document.)

3. To build a Pick List of comments as you use them:
Enter a comment in the text field.

Click the Pick List button.

Select the Add Pick List Entry checkbox.

Click the Save button. The comment will appear in your Pick List for use.

Clicking a comment in the Pick List field with your mouse moves it to the text field.
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Searching for an Invoice

Step

Action Required

Search All
State:

Invoice #:
Invoice® Frorm:

Invoice® To:
Armount
Sender:

Recipient:

Date Received From:

a
Date Received To:
a
Assigned To Mame
o
PO 3
Svc Date From:
[+
Sve Date To:
[+

Batch Mumber:

Image Sys DoclD:

To search for an invoice in a specific Mailbox,

Click the @I (Search) button at the top of the Mailbox category
(Inbox, Imported Box, Sent Box, etc...) The Search panel opens. The

Search Mailbox search fields will change according to the document type
selected.

Enter the search information in the fields provided and click the Submit
button. The search results will display in the right frame.

Click the Close button to close the panel and return to the Mailbox.

' Use % for the wildcard symbol when searching; e.g., K% returns
all invoices from vendor names beginning with the letter K.

Use > or < in Amount field; e.g.,”’>35.00”.

Use Firstname Lastname for Assigned To; e.g. “John Doe.”

Make sure you enter the Activity Date and NOT the
* Invoice Date.

To search for an invoice across all Mailbox categories:
Select the “Search” secondary menu tab.
The “Search All” panel opens.

Enter the search information in the fields provided and click
the Submit button. The search results will display in the right
frame.
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Adding a Comment to a Document

Creating Reports

Step | Action Required

1. Various On-Demand reports are available to general users. To access these reports:
Click the Utilities tab.
Click the Reports tab.

é dex Corurr

Preferenced) Reports

Click the ) Invoice folder.

Click the & On-Demand folder to access reports.

Click the ¥ desired report option.

cT Mailbox § Utilities

Maps | SmartMap | AutoApprove Co

Reports

--Cl Security
1423 Invoice

&7 Administrative

- -] Sender (Subscription)
!FDn-Demand

Click the Print button to print a report, or click the Email button to send a report (to yourself) as
an attachment to an email message.

On-Demand Reports

Description

Account
Approver

Charge To

Coder

Deleted
Import Summary

Invoice-Field Ticket
Problems

Line Item Detail
Missed Invoice Discounts
Missing Line Item

Lists invoice numbers that contain lines coded to a specified account.
Generates a list of invoices approved by a specified User.

Generates a list of invoices containing lines coded to a specified Charge To
(Well, Lease, AFE, or Cost Center.)

Generates a list of invoices on which coding was approved by a specified
coder (mapper).

Lists all deleted invoices.
Lists imported invoices for a specified date range.

Lists missing invoices and field tickets, as well as rejected and disputed
invoices.

Generates a list of invoices with line item detail information.
Identifies missed discounts on imported invoices.
Generates a list of any invoice missing a line item description.
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Description
Part Number Generates a list of invoices organized by vendor part number.

Part Numbers Unmatched

. Generates a list of vendor part numbers for which no smart map exists.
in Smart Maps

Past Due Lists all past due invoices.

PO Number Generates a list of invoices organized by purchase order number.
Scanned Files Generates a list of scanned invoices for specified date range.
Smart Map Generates a list of smart maps by specific vendor.

Generates a list of corrected or overridden coding on smart-mapped line

Smart Map - Overrides .
items.

Tracks the minimum, maximum, and average number of days invoices are

Track Users . L o
assigned to selected approvers /mappers within a specified date range.

User Invoice Count Lists active and past due invoices sorted by user or Business Unit.
Vendor Invoice status report for a vendor.
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Appendix A
SpendWorks Administrators

Importing an Invoice

Step | Action Required

When an invoice is completely mapped and approved, it will move automatically
to the Import category. Mapped and approved invoices can be imported by a
User with "Importer" rights.

You can recode an invoice at this point, but the invoice will move back to the
Approve category for reapproval of the changes to the codes.

When the Importer clicks the Import button in SpendWorks, invoices are moved
to the staging table in your company’s accounting system.

Imported invoices move to the Imported tab of the Mailbox.

1. To import an invoice, select the checkbox next to the invoice number in the Invoice # column,
and click the Import button.

Select the Select All checkbox to select more than one invoice.

65 dex Cornmrrect Mailbox 4 Utilities | Communityf Administration

Imported § Rejected | Deleted User ID: odx226.inv

Filter Display Cocument Type Wiey @I 2' @I %I
Williams Production

Invoice w || Detail | * | Search Route Approve SmartMap Comment Refresh Print Delete Archive

] imvoice s Jomscn famount | Sener - Recipient Joate Re J asmigned o Name
Expedite

Disputed Total Amount: $40,259.51 Displaying 1 - 29 of 29

Map [ Select All [ Select Reconciled [ _Import | [ Batch Repart |
Approve

Import
Being hmp

7 [] PME110122

=

$7.471.42 RAPTOR IND... Williams P.. 8152007 Hathleen Gauronskas

1|:| PME11012007F 0 $76.44 RAPTORIND... Williams P.. 952007 HKathleen Gauronskas

An invoice can also be imported from the invoice Detail or Header page. Open
the invoice and click the “Import” button.

Administrators can configure scheduled imports. In this case, the “Import”

button does not appear in the Inbox or on the Invoice detail page. See
Configuration - Import Frequency.

The "Being Imported" category is visible in the inbox of users who have
Importer rights. Invoices that are in the process of being imported will appear in
this category while the import batch completes. If you select an invoice to
import that is currently included in another import batch, the invoice will not be
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imported.
When an invoice or a group of invoices are imported, the invoices are written to
the database in a batch with an assigned batch ID. (Multiple batches of invoices
cannot be run at the same time. After one batch has completed, another may be
selected.) After the invoices are written to the database, the “Invoice Batch
Import Summary” window opens automatically, displaying the status of the
import.
Users with “Importer” rights will receive the Invoice Delivery report via email
with each batch or invoice imported.
Imported invoices may not pass validation in the staging table. Such invoices will
be returned to the “Map”’ category. A comment will be added to the Invoice
History section on the Header view.
Example:
Invoice Batch Import Summary
Batch 1D Start Time Document| Number Of Status
Type Documents
BB7 Thu 081 452003 04:05:23 PM MDT | Invoice 1 Initialized
“iew Detail | Cloge |
The status will be displayed as Initialized, Running, Complete, or Failed.
The batch only receives the status of "Failed" if the entire process for that batch
has failed. If individual invoices have errors and can’t be imported, those invoices
will receive errors that can be viewed on the Invoice Batch Import Detail.
2. Click View Detail to view more information about the current batch.
Invoice Batch Import Detail
Batch ID: BET
Document Type: Invoice
Batch Type: Impart
User Name: Ann Anderson
Start Time: Thu 02/ 4/2003 04:05:23 PM MDT
End Time: Thu 08/ 42003 04:12:13 PM MDT
Status: Complete
Report: 1 of1
Message: Complete
Refresh Batch List | Clasge |
Doc ID |Invoice # | Sender |Amt | Status Message
1846265 Tazan il Armerical 35.96 | Successtul | Document Imparted
Click the Batch List button to open the “Batch Import List” window.
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Click Refresh to update the Imported Invoice List with the most recent status.

3. Click Close to close the window and return to the Inbox.

Batch Import List

Step Action Required

1. From the Inbox, click the Batch Report button to open the “Batch Import List” window, to
view information about the last import or to run a report on past imports. This window can
also be opened by clicking the Batch List button on the the “Batch Import Detail” window.

Batch Import List

Batch Filter
Start Date/Time |og/14/z003 @ [1:00 =||am | moT
End DatefTime |og/14/2003 @ [11:00 =||PM 7] mOT
Status |All j

Refresh | Cluael

Batch ID | Doc Type (Batch Type| User Start End Status |Success
. Ann 08/1 412003 08/14/2003
BB7 - |Imvaice lmpart ) erson| 04:05:23 PMMDT| 04:12:13 prmpT| COMPIEE |1 0T

2. To view the detail of a batch, click the number in the Batch ID column. The “Batch Import
Detail” page opens.

3. | To view the status of past imports, select a Start and End Date/Time, and click the Refresh
button. The table will display the requested information.
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Unimporting an Invoice

Step | Action Required
1. Imported invoices (found in the Imported tab of the Mailbox) can be unimported by a User with
"Super User" rights.
é (_'fr_"’jr’ C(Jf}'r‘,‘f_’f:f Mailbox § Utilities | Community] Administration
|
BusinessUnits
Active Business Unit: 'Williams Production Company
Edit Role -- Williams Production Company
Required fields in *Blue
‘Name Viewer/Mapper/Approver (T
Description |Viewer/Mapper/ipprover (Test)
RIGHTS
[ Anlow User ta map, approve and edit documents assigned ta others, as well as modify documents that have heen imported.
Pro
(=
Invoice Unassigned Assigned
L T
2. Go to the Imported mailbox.
Select the checkbox (to the left of the invoice number) of the invoice to be unimported. You can
select more than one.
Click the Unimport button.
as("r*;/ (_("f"_r“f’f' Mailbox Community] Administration
RE User ID: odx226.imv
Filter Display Document Type Wien Days I I I @I 'I
Parachute (Ficeance) v | | Invoice v || Detail v | Search Comment Refresh Print Delete
Amount Recipient | Date Rev Payment #
i, m-m-- [Pay Status [Payment ]
Imported Total Amount: $26.% Displaying 1 - 10 of 10 [__Sort Colurnns ]
[ select A
2 [] IESTED (§70.00) RAPTOR IND... Parachute.. 10M7i2007 Joan Quest 1011 772007
2 [] TESTEA (§36.10) RAPTOR INDw.. Parachute.. 10M72007 Joan Quest 1011 772007
2 [ [EST5A $19.800.00 RAPTORIND,.. Parachute ... 1041712007 Joan Quest 10/17/2007
2 [] TEST4A $245.00 RAPTOR IND... Parachute.. 107/2007 Joan Quest 1011 772007
2 [] TEEST:B $6,075.00 RAPTOR INDw.. Parachute.. 10M7i2007 Joan Quest 1011 772007
3. The following alert will appear. Click OK to continue.
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Microsoft Internet Explorer, E|

\:.:) IUnImport 1 document?

[ Ok ] [ Cancel ]

Next, the “Add Comments” window opens.

Add comments for document #: SALLYTEST9 Williams Production Company

UInimport Invoice

Enter Camments in the text field below:

The well nawme is incorrect

Pick List

[ Wiew History ] [Saue] [ Cancel ]

Sselect an Unimport Reason Code w

select an Unimport Reasaon code
bDelete invoice — Deleted

Dispute Inwoice - Disputed

Fix approwvals - Requiresapprowal
ReImport - approwved

wrong mapping - UnMapped

test unimport - Reguiresapprowal

4. Enter a comment in the text field.

5. Select a Reason Code from the drop-down list.

6. Click Save.

7. The following pop-up message will appear. Click OK to continue.

Microsoft Internet Explorer

\_?() This will move all the selected documents ko UnMapped state, Continue?

Ok ][ Cancel ]

The invoice will move to the appropriate category in the Inbox based on the Reason Code
selected. When you open the invoice in the Inbox, it will include a message with information

about the unimport.
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8. Example of unimported invoice in the Inbox:

S D en dwo I k S L Williams Production Cumpfny =

Invoice  group: baf

File  View Mode Fiter Foute Approve ReflDs  Split Valdate  Attach

Vendor = Vendor Name Invoice # Invoice Date From -- Ship/Se
451106-2 RIFLE RAFTOR INDUSTRIES INC SALLYTESTY 0e/30r2007 Qe/22r2007
Contract Number:
Invoice Info | X : —
Raoll up line ftems on import EValue | Frocessing | SplitLirn
Line & Part & In\micn_a unimported with reason code Wrong Oty Unit Price
mapping and moved to Unkapped state
oo Comment: The well name is incorrect Snlt
9. An email report is sent to the user who unimported the invoice.
SpendWorks Invoice Unimport Summary Report Fri Nowv 09 12:49:56 MST 2007
Contact : Joan Quest
To Williams Production Company 470-285-8377

joan.quest@Enilliams.com

List of invoice(s) unimported by Ima Mapper
Invoice Assigned

Number To User —
TESTIMNG3 E&Iri?;{ Inwaice unimported with reason code Wrong mapping  and moved to UnMapped state
Total: 1 Inveices(s) unimported
YWirong mapping

Technical Support:
Phone: Unmapped 1.888.922.1222 %191/ 303.863.8600
Fax: 303.863.0505
Email: testitranszap.cam

The community contact information contained in this report iz confidential and
proprietary, intended only for the individual or entity to whom it is addressed.
Any unauthaorized use, distribution, ar disclosure is prohibitad.
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Creating Reason Codes for Unimporting Invoices

Click the Add button.

)

dex Comnnect

Step | Action Required

1. Go to the Invoice Configuration folder in the Utilities tab. You must be an Admin User to do this.
2. Select Unimport Reason Codes from the menu.

3. Enter the code inthe New Unimport Reason Code field.

4. Select a State (which represents a category or folder in the Inbox).

Preferences || Reports { Analysis

Configuration
--f_‘| General
23 Invoice

..... & Auto Approval

----- ¢ Coding Block

..... < Configuration

----- ¢ DataWarehouse Info

----- ¢ Dispute Configuration

----- « Export Format

..... & Imaging System

----- ¢ Import Canfiguration

----- « Import Format

----- & Import Freguency

----- & Line ltem Classification

----- & Mailbox Columns

----- ¢ Price Alert Configuration

----- ¢ Reguired Fields - Electronic
----- ¢ Required Fields - Scanned
----- ¢ SmartMaps

: Unimport Reason Codes

Active Business Unit: Williams Production Company!

Unimport Reason Codes -- Williams Production Company

Mew Unimport Reason Code

Current Unimport Reason Codes

Delete invoice--Deleted
Dispute Inwoice--Disputed

Fix approwvals--rRequiresapproval
ReImport--Approwed

wrong mapping--unMapped

test unimport--Requiresapproval

Approved
Deleted
Disputed|Import)
FEequires Approval

TnMapped

Ta delete existing unimpor reason codes,
selectone or more reason codes and
press the delete hutton
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Deleting and Restoring Invoices

Deleting and Restoring an Invoice

Step | Action Required
The “Delete” and “Restore” buttons appear only in the Mailbox of a User with

@ "Deleter" rights. Deleted documents can be found in the Deleted Box and can
be restored (by those with the “Deleter” right). Click the “Deleted” menu tab
to view deleted documents.

1. Click the checkbox next to the document to be deleted. Multiple documents may be selected
and deleted.

Click the .@I “Delete” button. The following message appears:

@ Delete 1 document 7

Ik I Cancel |

Click OK. The Comment form opens next.

3.
Add comments for document #; 23562720 Gusher, Inc.

Enter Comments or Digpute information in the text field below:

Pick List

[ View History ] [Sal.le ] [ Save/Dizpute ] [Email ] [ Cancel ]

[] Hide this carmment fram Trading Partner
| select Dispute Type v|

Caomments:

Enter a comment in the text field, or select a comment from your Pick List. (Click the “Pick List”
button and click a comment on the Pick List to move it to the text field.)

Click the Save button.

4. To restore a deleted document:

Click the Deleted menu tab.

Created: 05-11-2011 Property of WPX Energy, Inc. Page 58 of 66
Revised: 09-17-2012 May Not Be Reproduced Without Written Permission Version: 4



WPXENERGY.
‘ Deleting and Restoring an Invoice

Select the checkbox next to the document to be restored. More than one document may be
selected.

> B
Click the Restore button. The following message appears:

. x|
@ Festore 1 document ?
I Cancel |
Click OK.

6. The Comment form will open. Enter a comment in the text field, or select a comment from your
Pick List. (Click the “Pick List” button and click a comment on the Pick List to move it to the text
field.)

7. Click the Save button. The document moves back to the Inbox or Imported Box.
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Tax Considerations

Tax Items to Remember

General

If you have questions concerning the way vertex applies tax, refer to the Account Coding
Job Aid to check if the item is taxable or exempt. This varies by state and county.

B Vertexis the automated tax software WPX uses to validate vendor-charged sales tax and
to accrue use tax. Vertex is totally dependent on correct coding.

M Vendor-charged sales tax must be shown as a separate line item with Type = Tax. If the
Line Type is changed to Tax, ensure the Tax Code is changed to reflect Sales Tax.

M If avendoris providing a “turn-key” service, i.e., providing the rental equipment or materials
and also providing the labor to install or use — the entire invoice should be coded as a
“Service.” Turn-key work is Tax-Exempt to WPX — if you break out the materials or rental to a
separate Materials or Rental expenditure type, Vertex will accrue the tax and pay the state
directly in error.

@ Vertex will accrue and pay the Use Tax.

B Do notinclude a Ship To location for AFE/Project Invoices, unless you are making the
decision to override the Ship To on an AFE. For project related invoices, Vertex will pull
Ship To from the actual project setup. If you code the Ship To, it will override what Vertex
pulls for AFEs or project-related invoices.

M Key drivers Vertex requires:
1. Account/Task
2. Subaccount/Expenditure Type
County

3
4. State
5. Ship To (for expense invoices and purchase orders)

Colorado Tax

M Colorado is a Direct Pay State. The direct pay process will use Vertex for the accrual of all
Colorado sales and use taxes with direct remittance to the State of Colorado. A copy of
the direct pay permit is provided to all vendors when they begin work with WPX.

B Vendors have been advised to not enter tax on invoices for goods/services delivered to
the Piceance Valley or Highlands locations. If an invoice is received with tax:
=  (Contact the vendor and have them resubmit the invoice without the tax; then have

the invoice in the system cancelled.
= The system “short pays” any Colorado invoice where tax has been charged and does
not apply.

@ The most important thing to remember about Colorado Tax is to ensure you have coded
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the invoice correctly so that the tax system, Vertex, will accrue tax correctly.

Another Colorado Tax Consideration: Home Rule Locations

M Tax liability is based on where we take possession of the goods/materials. Ensure the
correct Ship To is entered.

M When possession is taken at a location in a Home Rule city, pay the tax to the vendor as
you do today. Home Rule cities and counties, include but are not limited to:

= Grand Junction
= Rifle
= (ity and County of Denver
M Ensure the Ship To is correctly entered on all expense invoices and Purchase Orders.
Following are a few examples:
= If goods are shipped to Parachute but the vendor is located in Rio Blanco, the goods
qualify for an enterprise zone exemption and direct tax applies because we took
possession of the goods in Parachute.
= If goods are picked up in Grand Junction, home rule applies. Enter the Grand Junction
Ship To to accept the invoice with tax included.
Home Rule is an exception process since we almost always take possession of the goods WPX
purchases in Parachute.

Pennsylvania Tax

M In Pennsylvania, the materials placed down hole or at the wellhead are tax exempt. Any
materials off the wellhead or related to Gathering or Compression are taxable. Vertex is
configured to handle the tax for you.

@ In Pennsylvania a Vendor will charge WPX tax on Service or down hole material for Drilling
or Completing a Well unless they have been provided by the Contract Administrator a
Pennsylvania Mining Exemption Certificate” — contact your Contract Administrator if the
Vendor needs the certificate.

Texas Tax

M Texas has a 2.42% tax on certain oil and gas well servicing.

M Labor and services that are subject to the oil and gas well servicing tax are exempt from
the sales and use tax.

M Code the 2.42% tax to the Tax line Type. Vertex will know not to accrue additional taxes.
M Taxable services for the 2.42% well servicing tax include:
= (Cementing the casing seat of any oil and gas well - 8400.8857
= Shooting, fracturing or acidizing the sands and other earth formations in any well and
- 8400.8708 and 8400.8738
= Surveying or testing the formations or their contents in any well through use of
instruments or equipment where at least part of the equipment is located in the well
bore at the time of the testing or surveying — 8400.8733
@ Non-Taxable services for the 2.42% well servicing tax include:
= Charges for equipment taken to the well but not connected in any way to the well or
other equipment
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= Charges for mileage, waiting or standby time, or incomplete service

= Charges for services performed in converting an oil or gas well into an injection well
sales tax

= Charges for use of jet guns or other devices to perforate or to clean perforations in
preparation to fracturing or acidizing

= Surveying in preparation to fracturing or acidizing when not for location or
determination of a producing formation

= Charges that represent the value at any well of materials used, consumed, expended
or incorporated into the well

= Charges for frac tank services

Wyoming Tax
B Wyoming has different tax rules based on the proximity of the work to the actual well site.
M Toaccommodate the tax rule, Powder River coding has four different Ship To locations.
= If the work is performed within 250 feet of the Well/Completion, which is the standard
— the Ship To will be:
e GILLETTE-GILo01 - Campbell County
e GILLETTE-GIL002 - Johnson County
» If the work is performed outside 250 feet of the Well/Completion - the Ship To will be
(you will need to override the default county):
e GILLETTE-CAMPBELL>250 — Campbell County
e GILLETTE-JOHNSON>250 - Johnson County
M Purchase Order and Request for Service Coding will assume that the work is within 250 of
the Well/Completion.
A If you are unsure which Ship To you are to use, check with your Lead FOA or the Project
Manager.
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Definitions

Capital - Cost of acquiring unproved properties, exploratory wells, and all other developmental drilling
costs including the costs of development of dry holes that can be depreciated, as related proved developed
reserves are produced.

Any internal costs that are capitalized are limited to those costs that can be directly identified with
acquisition, exploration, and development activities and does not include any costs related to production,
general corporate overhead, or similar activities.' Capital for drilling activity is categorized as either tangible
or intangible:

Tangible: Items purchased for continued and long-term use in earning profit in a business and are
ordinarily considered to have some salvage value (costs for items physically remaining after drilling
operations). Tangible costs must be capitalized and are written off against profits over their
anticipated life by charging depreciation expenses. Tangibles are either Controllable or Non-
Controllable. Tangible items that are controllable should have a PO written for their purchase.
Examples include:’

@ Surface and production casing M Wellhead equipment M Water disposal facilities
#@ Metering equipment @ Pumps H Gathering lines
M Tanks E Separators @ Other machinery

Controllable & Non-Controllable Tangible Costs — Refer to COPAS MFI-28 Material Classification on
the E&P Knowledge Repository for a list of items considered Controllable and what items are
considered Non-Controllable. Items not on the list should be considered Non-Controllable. COPAS
(Council of Petroleum Accountants Societies) requires a quantity be included for Tangible
Controllable Items, > so a PO number must be used to keep track of quantities.

Intangible: Expenditures made for wages, fuel, repairs, hauling and supplies necessary for the
drilling or recompletion of an oil or gas well and the preparation of such well for the production of
oil or gas, but without any salvage value. These expenditures are generally accepted in the oil and
gas industry as being currently deductible for federal income tax purposes. Examples of such costs

include:*
M Ground clearing M Drainage M Location work
B Concrete work/Concrete @ Temporary roads and @ Surveying and geological
ponds works

@ Drilling H Completion M Logging

@ Cementing B Acidizing B Perforating and fracturing
of wells

A Hauling mud and water B Perforating H Swabbing

@ Supervision and H Renting horizontal tools d Milling tools and bits

! Petroleum Accounting - Principles, Procedures, & Issues; 5t Edition; PriceWaterhouseCoopers, 2000
* Finance Oil.com

3 COPAS Material Classification Manual, Formerly known as Bulletin 6; Copyright 1996.

4 Finance Oil.com
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overhead

B Construction of derricks B Pipelines and other physical structures necessary for the
drilling or preparation of the wells

Expense - A noncapital cost associated most often with operations or production. For E&P, typically
these are costs incurred after a Well/Completion is already producing (i.e., revenue is generated on the well,
date of first sale, etc.), a pipeline is already flowing, or a plant is processing and are charged against
revenues. To expense a particular cost is to charge it against income during the accounting period in which
it was spent. The opposite would be to capitalize the cost and charge it off through a depreciation
schedule. Environmental costs can capitalized eighteen months after first day of sale.

B WPXterms for expenses include LOE (Lease Operating Expense), which include both lifting costs
and recompletions.

M Alsoincluded as expenses are FOE (Facilities Operating Expense) and G&G (Geological &
Geophysical) or seismic expense.

G&A Expense (General and Administrative) - G&A expense is basically the costs
associated with the overhead structure necessary to support the operation and management functions for
the company, which usually includes management salaries, record keeping, administration, and general
management overhead. Some examples of the types of invoices that would generally be applicable are as
follows: general office supplies, employee meals, contractors that work in the office and not assignable to
wells, and memberships to trade organizations.
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Help & Reference

Problem Action

Account Coding Job Aid  Account Coding Guide

Questions Call Order:

Cyndi Nixon-Kernan (918) 573-8356

Stephanie Holland (918) 573-2240

Loretta Eddy (970) 285-9377 Piceance Only

Danny Ventle (918) 573-2384 SpendWorks Only

Joanna King (918) 573-3196 SpendWorks Only

Customer Service Toll Free Number: (866) 581-4981 (US/Canada only)
Customer Service Local Direct Dial: (918) 281-3370 (Tulsa)

-

Customer Service email: WPXAP@us.ibm.com
Doug Worley (918) 573-5236

If you get an error message you do not understand — contact Danny
Vey Ventle or Joanna King.

© ® N OV AW

©

COPAS Guidelines COPAS MFI-28 Material Classification

Non-PO Invoice Non-PO Invoice Document Type

Procedure

Pre-Approved Invoice Pre-Approved Invoice Document Type

Procedure

Routing Codes Routing Codes for Scanning

Ship To Codes Ship to Information
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Additional Helpful Links

Access the Knowledge Xchange.
Select Procedures [Tools.

"My Knowledge Repository

Tax Items to Remember

Goalsl Catalog | Palicies | Standards & Drawings Process Maps |< Procedures/Tools ﬂ

Measures |

Select EP 04.1.1 - Procurement.

Select Invoice Coding & Approval. You will see a list of helpful guides and

procedures. Select the appropriate document.

Procedures & Tools
EP_04 1.1 _Procurement

4115 _Invoice Coding & Approval -

4.1.1.5 Invoice Coding & Approval

Account Coding Guide Changes. ppbe
Account Coding Guide.xlse

Add New Account Code Procedure.doc
Chedk Reguest Procedure.doc

Chect Reguest with Ship To Example.doc
Colorade Direct Tax Information. ppt
COPAS MFI-28 Material Classification.rtf
Data Window Reporting Procedure. docx
EFP Lifecyde external pptm

EFP Lifecycle internal.pptm

EU Procedure Create OPU Number.doo
EU Procedure Update OPU Mumber.doo
Figld Chedk Procedure. doc

Invoice Coding for Planned RFS Tracking Procedure.doc
Invoice Matching-Approval Procedure. pdf
Invoice Routing Codes for Scanning.xls:
MarkView User Manual . doce

Matching Tolerances.doc

Payment Term Change Letter.doc
Property Group Retirement Unit Table.xlse
Quick Relesse Procedure.doc

Rate Sheet Quarerly Sample Procedure. doo
Rate Sheet Sample Worksheet.xls

Ship Te Information.xlsx

SpendWorks User Manual.doc

Thumbs.db
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