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Initial Login

Openlinvoice URL: https://www.openinvoice.com/docp/public/OlLogin.xhtml

You will need your username and password form initial account set up

Openlnvoice
Sign In Join Now Need Help?

Username:;, Forgot Username?

Bryan.howe@supplier

Password: B

[C] Remember username [C] Keep me signed in

o Mind your device, Mind your data!
If others have access to this device, clear all of your temporary browsing data after
you sign out.

About | Privacy | Terms | Browsers

Copyright © 2022 Enverus

Fill in the fields as follows:
a. Username: would have been provided by Enervus at initial login. Typically in the format of

john.smith@supplier
b. Password: unigue password you created at login



Before you Start
e Follow the basic decision path below. You MUST know if you are submitting a PO-Invoice, or non-
PO invoice, as the instructions are different. Ensure you have an electronic copy (PDF) of your
invoice before beginning this process, as it will be used for comparison and submission.

e For PO invoices: you MUST have a valid PO issued by Gibson Energy. This is typically administered
by the Gibson Supply Chain group. Our Accounts Payable WILL NOT have this information.

BEFORE
Submitting an Invoice to  enemer.

Is this a PO Invoice? P> Don't Know! —
‘ ‘ Contact someone in
to determine if
you have a PO#

issued by
Gibson Energy

% Follow the guide for > Follow the guide for

‘How to Submit a ‘How to Submit a
Non-PO Invoice” PO Invoice”
on Page 12 on Page 6



Searching for a Purchase Order (PO#)

1- Navigate to the PO
dashboard

2A - Enter specific filters to
narrow the search

2B - click the Search button.

3 —ltems within the criteria
will populate on the lower
half of the screen

4 — click on of the Order #s to
pull up its details. Scroll to
the bottom, or collapse the
chevrons to view the lines

5 — Is this the correct PO? If
NO, return to the Order page
and search for a different
Order. If YES, click “Create
Invoice” at the bottom

W Openinvoice  Gison Enargy Test Suppier

Gibson Energy Test Suppier

Order Date

Rangew | 2022-01-01-2022-02-28

12:
&
e Fiter
O Actions Order Number
) Action v 001 COOa31
L] Acen~ 00000633
(m] Action v 001000632
i

Vv Contacts
v Allacation Summary
Line hems v Show Datails
Une#  Part #Mtem ID Supplier Product/Sarvica
01 Vv &6
2 v poi29

x 8

Create Invoice Close Print

Status

Changa Ordar Status

Fulfillment Status

Description

Valves snd Fittings

Site Senices

Sites
Q Reject

S Order Status S Change Status Order Date IF Buy
Accepted 021112022 Gibs
Acceptes 02112022 Gibs
Accapt 202 Gibg
Gib:

coept 02/0/2022 Glbe

Notes to Supplier

L3

AF

Maintenance 02/09/2022 00:00

02/09/2022 00:00




Submitting a PO Invoice

1. You can access your Purchase Orders in 2 ways:
A. Clickin on the links from the Home Screen under “My Purchase Orders”

> My Purchase Orders

Pending \ Ready To Fulfill
p

0 751

B. From the quick navigation menu
|~
Purchase Orders

viuer vate
LA

11 R4

2. Inthe Buyer dropdown, select Gibson Energy. Select any other pertinent filters to narrow the
search, and click ‘Search’

Openinvoice  Gibse

Ll Groer Number Status Buyer
pe— . Gibcon Enorgy

8 /) L/
OB croer e Change Order Stotus Port #iem 10
°
& Date Basis Fulfitment Status Hem Master

Ouar Data

Order Date Stes MFTR Code
=
= e

B =

Search Flu »

3. Find the PO you would like to invoice from the search results

B ot | © Mecopr | O Reject gk Flter
& Ordar Status $ Change Status & Ordar Date IF Buywr & Buywr Site & Deseriptian S Curorcy P Amount & Invaice Fulfilment S Recsipt Fulilmant
Accanted 024477 Ghsen Enangy Givion Enangy can 130000.00 Unulfitoe Unfufited
Accented Gbzen Evargy Gbzer Energy can £5,000.00 Unhdfired
Acompled 020142022 Glrson Ermercyy Ghisor Fraery cAD 00,000.02 Unfidfitict Unfidfited
& Gbron Evengy caD 1052000 Unfufitee Unfufited
Acceated Gbzon Energy can 15,000.00000 00000 Partis) Unfufited
- 0242072 Glren Frnczy Giupe Pty cAD 15,895,008 Unfidfitiet Unfidfitue
x
Acceatod 02402022 Gbzcn Evrgy Gbsen Enargy can 251,670.00 |Fartal) Unhufitcd
Acceated 021002022 Gbon Energy Gbser Evergy ©ad Unfulfited Unfulfited
Acounted 024002022 Gxste Frany Gilnte Frmny usn Unfidfitee Unfudfitee




1. You can begin the creation process in 2 ways:
A.  From your Order Search results, by choosing “Create Invoice” from the Action drop down menu

Gl ot
Do | ©semrpt © 2t o hioe
 Crange St Currency ameure @ Racap Fullinent

caD 000000 Urluied

GREonnn Uraimed
Al 102200000 riutwd

052000 unuficd Urulied
e woconcone 12,000.00 Feetels uraitin

B. When inside the Order itself, at the bottom of the page and clicking “Create Invoice”

[J Line# Part #/ltem ID Supplier Product/Service Description Delivery Start AFE Cost Cente
o 1 Vv 63115 Valves and Fittings Maintenance 02/09/2022 00:00
O 2 Vv Po129 Site Services 02/09/2022 00:00
6 8
Create Invoice | Close | Print

2. Enter the following information:
a. Invoice Number = unigue number on the invoice you are submitting
b. Invoice Date = the date indicated on the Invoice, NOT the date you are submitting the invoice

¢. Currency
Click Next>>
Buyer Supplier

Gibson Energy Gibson Energy Test Supplier

Customer Site: Calgary

Department: 1234 Test Street
Calgary, Alberta
Canada
T2P 1HS5

General Information
Invoice Number: 218357 Invoice Date: 02/14/2022 MM/DD/YYYY

7~
Invoice Type: Currency: [cAD - Canadian Dollar [ ™ v
Submission Type: Direct Entry Invoice Amount: 1,000,000.00 &
Status: New Remit Amount: 1,000,000.00

Routing Code:

W

Description:

Price Book, Order & Payment Terms

Next >>




There may be error messages on the page.

The following errors were detected

These will disappear once the line items are updated properly

1. Fillin the details for the line items by clicking on the link under “Description”. Here you may also
remove the line items clicking in the Trash can icon under “Delete”.

B Buyer Supplier
Gibson Energy Gibson Energy Test Supplier
Gibson Energy Calgary
Attn: Accounts Payable 1234 Test Street
440 2 Ave Sw Suite 1700 Calgary , Alberta
Calgary, Alberta Canada
Canada T2P 1HS
T2P 5E9

General Information

Invoice Number: 218357 Invoice Date: 02/14/2022 MM/DD/YYYY
Invoice Type: Original Invoice Currency: CAD - Canadian Dollar
Submission Type: Direct Entry Invoice Amount: 89.25

Status: New Remit Amount: 89.25

Description: Measurement Services at Edmonton Terminal Gibson Contact: Bill Hawes

Edit Header Contact

Summary Quick Edit

Alert Item Service Date From Service Date To Part # Description K\Jnits Rate Subtotal Discount Total \Dele(e
1 02/14/2022 02/14/2022 PRODUCT  Product - Measurement Ser@ 1.00 85.00 85.00 (0.00%) 85.00 @
Subtotal: ~ 8500 000 8500
Total GST (#12345678) : 425

Total Amount: CAD 89.25

The line items on this screen MUST match the line items on your backup invoice. Line items
cannot be added or consolidated.



2.

You must UPDATE each line item by clicking on the hyperlink (yellow arrow above). This brings you
to the following page:

Line ltem 2 of 2 - Invoice # 218357 - 02/14/2022
Service Date From: 02/14/2022 & Service Date To: 102«'14‘«2022 B
Product/Service: Product - PRODUCT @
Description: TEST Product @

Tickets: Add

Pricing: Source Units Currency Rate Adjustment Type Adjustment Adjusted Rate
4 Catalog CAD N/A  N/A N/A N/A
Details: Quantity @ Units @ Rate @ Subtotal Discounl(%)m %urvcncy Total
|25 135.00 |0.00 CAD v
Taxes: Tax Type Tax Percent Tax Amount EP Eligible Exempt Code Tax Number Tax Description
GST [5.00 [16875 (12345678 | Goods and Services Tax

Enter the following mandatory information:

a.
b.

C.
d.

Service Date From

Service Date To

The service dates are the dates on which the service was rendered or product was delivered. The
From field must be BEFORE the To fields. The To field must be on or before the invoice date
Product or Service: Selectable based on the product catalog within Openlnvoice

Description: Free-form field. Please include a basic description of the Product or Service

Details Section

Enter the number of units as outline in the Gibson Energy Purchase Order. Enter the rate per unit of each line item.
Units should default to whatever was selected in the Product menu. However, units are case sensitive, and must match
exactly. (Changing the RATE to a # higher than 1 or increasing the QUANTITY will cause errors. If you are partially
invoicing, you can decrease the QUANTITY or RATE to match your invoice)

Quantity: Enter the quantity for the product or service rendered. If this is a credit item, put a Minus
(-) in front of the quantity.

Units: DO NOT ALTER THIS FIELD. This item was set up based on the terms of the Purchase Order.
Alteration will result in invoice rejection or errors

Rate: DO NOT ALTER THIS FIELD. This item was set up based on the terms of the Purchase Order.
Alteration will result in invoice rejection or errors

Discount: Enter the percentage (if applicable)

CONTINUED ON PAGE 10



i. Taxes:

For US invoices: There will be a separate line item for US Taxes (State/County/Parish/other). If it is
missing, contact your Gibson rep, or someone in Gibson Energy Supply chain

For CA Invoices: Add PST/HST and GST by clicking the applicable boxes on screen

Taxes:

Tax Type
HST-NB

HST-NF
HST-NS
HST-BC
HST-ON
HST-PE
PST-BC
PST-MB
PST-ON
PST-PE
PST-QC
PST-SK
Federal

State

County

Parish
StateandLocal
Municipal
WellServiceTax
ValueAdd
TransitAuthority
GrossReceipt

GST

Tax Percent Tax Amount EP Eligible Exempt Code Tax Number

Tax Description

[12345678

| Harmonized Sales Tax New Brunswick

12345678

% Harmonized Sales Tax Newfoundland

]|

[12345678

% Harmonized Sales Tax Nova Scotia

8 I

[12.00 [588.00 [12345678

1Harmon|zed Sales Tax British Columbia

) | (

[12345678

| Harmonized Sales Tax Ontario

%]—iarmonized Sales Tax PE.L.

[
\
\
[ [12345678
[
\

[12345678

=77

78

'8

8

[125%5678

[Provincial Sales Tax British Columbia

‘ Provincial Sales Tax Manitoba

Provincial Sales Tax Ontario

3 Provincial Sales Tax PE.I

| Provincial Sales Tax Quebec

[12345678

‘ Provincial Sales Tax Saskatchewan

[12345678

| US - Federal Tax

} US - State Tax

[12345678

| US - County Tax

UL

[12345678

|US - Parish Tax

1
*

| US - Combined State and Local Tax

[12345678

[US - Municipal Tax

[12345678

| US - Well Services Tax

N

| 12345678

|US - value Add Tax

[123a5678

| US - Transit Authority Tax

[12345678

|US - Gross Receipts Tax

|
[
[
\
\
[ [123a5678
\
\
\
[
|
\

(S

5.00 [245.00 [12345678

iGoods and Services Tax

Click “Next>>" to return to main Invoice screen

3. Validate the line items on this screen match the line items on your backup invoice. If the key
information between the backup invoice and header and line item totals and taxes do not match,

the invoice will be returned to you for correction.

Aot Hom Service Date From

Openlinvoice screen

K YOU
FOR YOUR
BUSINESS!

INVOICE

your invoice

10



An attached PDF is mandatory for successful submission. It must contain a copy of your backup invoice and
supporting documentation such as tickets, packing slips, third party-invoices, milestone completion
certificates, as applicable. Multiple attachments can be submitted, but it must be clear which attachment is
the backup invoice. Invoice will refer to one Gibson Legal entity, and must adhere to the “Supplier Invoice
Requirements” guidelines.

1. (lick the “Attach file” icon at the bottom of your invoice page:

Summary Quick Edit
Alert Item Service Date From Service Date To Part # Description Qty Units Rate Subtotal Discount Total Delete
1 02/14/2022 02/14/2022 PRODUG\/Producl 50000.00 $ 1.00 50,000.00 (0.00%) 50,000.00 @

Submit Delete Print Forward = Comment  Attach
to Buyer Preview File

2. Enter the following mandatory information:
a. (Choose digital file from your computer NOTE: you can only attach files up to 9MB
b. Enter a description of the attachment (ex: Invoice 24513)
. Click Next>>

The pending invoice will be shown on screen. Review all the details:
a. The invoice number and date

b. There is an attached copy of your invoice

¢. Lineitems

d. Subtotal

e. Currency

f.  Total

g. (lick “Submit to Buyer”

11



Openlinvoice @«

Invoice # 218555 - 02/14/2022

E Supplementary Informatior

Invoice Journal

Attached Doc nts

| Current Owner
Site: Calgary
User: Bryan Howe

|| AAC \Alared 1001

]
invoice12345 .
2230002.docx

hed on 02/14/2022 at 02:30:51 PM MST - by Bryan Howe [1l] |

Saved on 02/14/2022 at 02:22:24 PM MST - by Bryan Howe emmmmm—=

E Buyes
Gibson Energy
Gibson Energy
Attn: Accounts Payable
440 2 Ave Sw Suite 1700
Calgary, Alberta
Canada
T2P SE9

General Information

Invoice Number: 218555
Invoice Type: Original Invoice

Submission Type: Direct Entry

Status: Saved
Description: test invoice
Price Book, Order & Payment Terms

Edit Header Contact

Summary Quick Edit

Alert Item Service Date From Service Date To Part #

1 02/14/2022 0214/2022
2 02/14/2022 02/14/2022
Add Line ltem

4

Suomit 5 Delete Print Forward
to Buver Preview
| ——

PRODUCT Product

PRODUCT Product

> 9o

Gibson Energy Test Supplier

Calgary

1234 Test Street
Calgary , Alberta
Canada

T2P 1HS

Invoice Date:
Invoice Due Date:
Currency:

Invoice Amount:
Remit Amount:

Description Qty
50000.00

80000.09

Units Rate

$

D Subtotal: 130,000.00

02/14/2022 MM/DD/YYYY
03/31/2022 MM/DD/YYYY
CAD - Canadian Dollar
130,000.00

130,000.00

Subtotal Discount Total

1.00 50,000.00 (0.00%) 50,000.00

1.00 80,000.00 ({ 80,000.00

120 000 A0
"

Total Amouat  CAL 130,000.00

Delete

@

12



Submitting a non-P0 invoice

Navigate to the Openlnvoice home page.
Click on the Invoice Icon and select “Create Invoice”

Menu Openlnvoice Gibson Energy Test Supplier

Create Invoice 4 Unsubmitted Invoices
\\

L 4

> Create Invoice From Ticket Templates

Image Invoice Upload Invoice Search
Image Invoice Processing Mobile Invoice
F113

®

o

>
>

The Openlnvoice screen will change. Populate the dropdowns:

Openlnvoice a

Supplier Site: Calgary ‘
Customer Name: Gibson Energy » v
Customer Site: Gibson Energy » v
Customer Department] Accounts Payable v
Creation Options: @ Standard
() Image
Next >>

Customer Name: Select Gibson Energy
Customer Site: Select Gibson Energy

Customer Department: Select Accounts Payable
Creation Options: Choose “Standard”

o N o w

Click “Next>>"

13



Populate the following Mandatory information

T o N oo

General Information & @
Invoice Number: ’2153847 i Invoice Date: [02/1012022 MM/DDAYYYY
Invoice Type: Currency: CAD - Canadian Dollar
Submission Type: Direct Entry Invoice Amount: 0.00

Status: New Remit Amount: 0.00
Routing Code: 1

m

Measurement Services at Edmonton Terminal U

Gibson Contact: Bill Hawes

Description:

Invoice Number: the unique Invoice number on YOUR invoice

Invoice Date: this must be the same date on YOUR invoice, not the date which you are submitting

Currency: The currency must match YOUR invoice
Brief Description: A description of the product or work performed
Gibson Contact: your Gibson contact who requested the work

Click “Next>>"

14



Since this is a non-PO invoice, you can enter your invoice subtotal before tax. YOU DO NOT
NEED TO ENTER line-by-line detail as this will be shown on your PDF invoice attachment.

1. Populate the following Mandatory information

C.
d.

Line Item 1 of 1- Invoice # 2153847 - 02/10/2022

& Service Date To: 02/14/2022

Service Date From: ‘ 02/10/2022

‘ProduchRODuCT @
Measurement Inspection Services D

Product/Service:

Description:

Tickets: Add

Pricing: Source Units Currency Rate AdjustmentType Adjustment Adjusted Rate
%4y Catalog CAD N/A  NA N/A N/A

Details: Quantity B Units @ Rate @Subtotal Discount(%)
|25 Hours 135.00 0.00

Taxes: Tax Type Tax Percent Tax Amount

HST-NB (]

Service Date From
Service Date To

Currency Total

CAD v

EP Eligible Exempt Code TaxNumber  Tax Description

12345678 Harmanized Sales Tax New Roinswick

The service dates are the dates on which the service was rendered, or product was delivered.
The From field date must be BEFORE the To field date. The To field date must be on or before

the invoice date
Product or Service
Description

Since this is a non-PO invoice, you can enter your invoice subtotal before tax. YOU DO NOT
NEED TO ENTER line-by-line detail as this will be shown on your PDF invoice attachment.

e.

f.
g
h.

Quantity: Enter the quantity for the product or service rendered

Units: Enter the value to have Openlnvoice calculate the subtotal properly

Rate: Enter the value to have Openlnvoice calculate the subtotal properly
Taxes: Click on the appropriate taxes shown on your PDF invoice

1£3400/5

GST [5.00 [16875 12345678

US - Gross Receipts Tax

UD - LIOsSs rReceIpts 1ax

Goods and Services Tax

15



An attached PDF is mandatory for successful submission. It must contain a copy of your backup Invoice and
supporting documentation such as tickets, packing slips, third party-invoices, milestone completion

certificates, as applicable.
Click the “Attach file” icon at the bottom of your invoice page:
130,000.00

Status: Saved Invoice Amount:
Remit Amount: 130,000.00

Description: test invoice

Price Book, Order & Payment Terms

Edit Header Contact
Summary Quick Edit
Alert Item Service Date From Service Date To Part # Description Qty Units Rate Subtotal Discount Total Delete
1. 02/14/2022 02/14/2022 PRODUG\/Producl 50000.00 $ 1.00 50,000.00 (0.00%) 50,000.00 @
Submit = Delete Print Forward | Comment = Attach
to Buyer Preview File

4. Enter the following mandatory information:
a. (Choose digital file from your computer NOTE: you can only attach files up to 9MB
b. Enter a description of the attachment (ex: Invoice 24513)

¢.  Click Next>>

16



Validate the header and the line items on this screen match the line items on your invoice.

Compare all the items on the Header and Line Item sections in Openlnvoice to your PDF invoice.

If the key information between the backup invoice and header and Line Item totals and taxes do not match,
the invoice will be returned to you for correction.

Openlinvoice screen

[tems to check:

d.

b
C
d.
e.
f
g

The invoice number and d

ate

There is an attached copy of your invoice

Line item

Subtotal

Currency

Total

Click “Submit to Buyer”

INVOICE

your invoice

To make changes to the Header (Invoice Number & Date) Click “Edit Header”

To make changes to line item and taxes, either click the Line Item Description, or “Add line Item”

B 8ue

Gibson Energy

Invoice Number
invoice Type:
Submission Type:
Status:

Description: /

—_—
Edit Header

Summary Quick Edit

Alert Item Service Date From Service Date To Part #

1 02/08/2022

7

Add Line item

Centact

02/10/2022

2153847

Original voice

Gibson Energy Test Supplier
Celgary

1224 Test Street

Celgary . Albere

Canaca

T2P 5
Invoice Date: 0211012022 MM/DDIYYYY
Currency: CAD - Canadkan Dollar

Direc1 Entry Invoice Amount: 354375
Neow Remit Amount: 354375
Measirement Senices at Ecmonton Terminal Gibson Contact: 84l Hawes

Description
PRODUCT Product

~

//

Qty Units Rate Subtotal Discount Total Delete
25.00 Hours 135.00 3,375.00 (0.00%) 3,375.00 @
Subtotal: 3,375.00 0.00 3,375.00
Total GST (#12345678) : 16875

Total Amount: CAD 3,54375

17



Click the “Submit to Buyer” button

Summary Quick Edit
Alert Item Service Date From Service Date To Part # Description Qty U
1_/ 02/08/2022 02/10/2022  PRODUCT Product 25.00 H
—_— /
4 2 0 8 > o ¢
Submit Delete Print Forward = Comment Attach
to Buyer Preview File

Complete the following items

Openinvoice @& B~ ©O-~

Attached Documents
MS Word 182kmached on 02/15/2022 at 11:22:35 AM MST - by Bryan Howe ‘

Invoice
2230002.docx
Please enter any comments that youghave for Invoice 2153847.

Thank you for your business!

Commen 'ded here will be seen by both Gibson Energy Test Supplier and Gibson Energy.

Submit Cancel

a. Validate there is an attached PDF
b. Provide any other comments
¢. (Click “Submit”

If Invoice is submitted successfully, you will be prompted with the following screen:

Openinvoice A4 B O - @-

2153847 has been submitted to Gibson Energy on 02/15/2022

Create Another

18



FAQ - Frequently Asked Questions

Does Openlnvoice work if | am using a Mac?
Yes. Openlnvoice is a browser-based application and is system agnostic. Please use the recommended
browsers. PC = Edge or Chrome. Mac = Safari or Chrome

What do | do if | cannot find my Purchase Order (PO#) in OpenlInvoice?
Determine within your organization if a PO was issued by Gibson. If your organisation does not have a
Gibson PO, please contact your Gibson contact, or Gibson Supply Chain

What do | do if | cannot find my PO but | KNOW one was issued to my organization?
This could be due to a delay in set up in Openlnvoice, or Gibson Energy Supply Chain. Please contact your
Gibson rep, or someone in Gibson Energy Supply chain

What do | do if | see errors or flags on my line items?

Alert Item PO Service Date From _Service Date To _Part # Description Qty Units Rate Subtotal  Discount Total

? 2 52 117,201 1172021 PRODUCT Product/Service 3801.56 EA 1.00

6 EA 100 11835896 P5) 118,358 96

You can hover over the line item to see the error message, which is often as a result of the wrong Unit of
Measure being used according to how the PO was set up, or the UoM was entered incorrectly (HRS instead
or HOURS - the UoM is case sensitive!). Please correct the line item units and re-submit

Who do | contact if there are delays in payment?
A payment is only considered delayed if it is beyond the payment terms from date of submission. First, log
in to Openlnvoice and determine if any of your invoices are REJECTED or ERROR status. If the invoice was

submitted successfully and does not show an error in the system, please contact
AccountsPayable@gibsonenergy.com

My Openlnvoice Account seems to be locked. What do | do?
Gibson Energy cannot reset your password or manage your account. Please contact Enverus directly
at openinvoicesupport@enverus.com. Or call 1-866-627-3287
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