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How to configure Openlinvoice accounts for Purchase Orders:

1) Log into your Openlnvoice account and go to your preferences:

a b

& Kevin Lay -

& Preferences

»

= Invoices Requiring My Attention Save Time and Reduce Errors

Reduce time-consuming data entry with SupplierLink to automate invoice and ticket creation.

Saved All Disputed

CAD 105.00 CAD 1415.00
<> Get Paid Faster

[©]

2) Click on summary:

Openlnvoice

My Profile

© This user currently has 26 outstanding invoices

User Profile: Lay, Kevin

Summary Profile Preferences Security Questions Change Password

Message Center Preferences
Message Type Subscribe Email
Disputed Invoice

Completed Report
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How to configure Openlnvoice accounts for Purchase Orders:

3) Check that you have the following boxes checked for at least one role — PO VIEW & PO
ADMIN

Organization Roles
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Gibson Energy Test Supplier
Calgary
Accounts Receivable
Member X X X X (X X X X X X X X X X
Supplier Coder v v v VY v v VvV Y Y
Supplier Invoice Creatar v v ' v & v X v v v X X v

4) If you DO have these checked and you still cannot see the PO you are looking for, please
contact the person at Gibson Energy who requested the work.
Nl

If you DO NOT have these checked, then please proceed to step 5.
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How to configure Openlinvoice accounts for Purchase Orders:

5) Please navigate to the Departments & Roles section.

**If you DO NOT see this section, it is because you have insufficient access and you will
need to contact your company Ol admin or the Enverus help line.

Openinvoice  #& v

Membership
Depariments & Roles My Praofile

Users
@ This user currently has 26 outstanding invoices
User Profile: Lay, Kevin Sign Out Users
Summary Profile Preferences Security ( Unlock Users word
Full Name: Lay, Kevin Last Sign Ins: 1/29/2021 06:18:08 PM MST
Username: Kevin.Lay@supplier 11/29/2021 06:17:13 PM MST

A4 MO ITIATIA N4LATAT DAL RACT
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6) Click on the department you below to, or if unsure, click them all

Add Department

Name Type Description Notification User Remit To Delete
" Gibson Energy Test Supplier

' Calgary Site

> Accounts Receivable Department Enverus, Admin E]'
. :
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How to configure Openlnvoice accounts for Purchase Orders:

7) Click on Settings

Summary Settings

Department Name: Accounts Receivable

Department Code:

Site: Calgary
Description:

Active: v

Notification: Enverus, Admin

QOrganization Roles

k Modify
etV|ew

¢ Integration
k View

mpMOdIW ...
Nip Admin
e

nip View
dmin

8) Check the PO VIEW and PO ADMIN roles for all relevant roles and click SUBMIT

Summary Settings
Add Role
Organization Roles
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Gibson Energy Test Supplier
Calgary
M Accounts Receivable
E Member (5) O0O0O0D000O000C0O0o.COoOoOOoDoag)EysEt O
B Field Ticket Creator (2) 00000000000 0O0CEMEBEOOB@BEOO W
F Supplier Coder (5) U ENEEEDEOEDEEEDEEGOO0O0000BBOO W
ESupplierinvoice Creator (5| @ @ @ B @ @ O BB @ 00000000 @B@O00 0O

Submit Cancel
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How to configure Openlinvoice accounts for Purchase Orders:

9) You should now be able to see this section on your dashboard when you login

Menu Openmvoice Gibson Energy Test Supplier

ave Ispute

2 2

CAD 105.00 CAD1415.00

L3

= Invoice Aging

Legend
- &
5 31- 60 Days - CAD 2160
G]
2 61-90Days .CAD1215
<
Over 90 Days CADO
0 5000 10000 15000

Amount (CAD) - Total: 21305

’) My Purchase Orders

Pending Ready To Fulfill

0 712
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