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1.Service Confirmation with Automatic Invoice Creation Process

1.1. What is a service confirmation?

A Service Confirmation is a document created by a supplier once services are rendered with
ERS (Evaluated Receipt Settlement) feature available to automat the invoicing process. Once a
service confirmation with ERS flag is approved, invoice will be created automatically in GEP
SMART.

It is relevant only on a Blanket / Service Order and must be done before creating an invoice.

NOTE: Service confirmations can only be created once the order is in Supplier
Acknowledged Status.

If the order is in Sent to Supplier status, you will first need to acknowledge the order before
creating the service confirmation.

9GEP



1.2. Create a service confirmation

A: Click on the
Purchasing tab & select
the Order against which
you wish to create the
Service confirmation

,A\ASCEND. Catalog  Sourcing ~ Contract JMETIGESVE Invoice  Supplier

Documents

ORDER  RETURNNOTE  SERVICE CONFIRMATION ~ ASN

Applied Filters:  Purchase Type (%)

All RWEGIRARTTEE  Sent To Supplier

10 7 3

Suppler Order Name 11 Order Number Supplier
Profile

Search Search

Batch Order1 for 0058058095-10-13925286 4100002449

Batch Order? for 0057965916-80-GDLOTH78. 4100002386

Batch Order? for 57965916-GDLOTH7895 4100002361

Purchase Type

Blanket/Service

Blanket/Service

Blanket/Service

Created By

Youssef Badran

Tivi Horvath

Tivi Horvath

Created On

11/01/2022

10/24/2022

10119/2022

~ B

St Manage Attributes Y Filters

Order Value Status

975000 USD Supplier Acknowledged
15500.00 USD Supplier Acknowledged

2863000 USD Supplier Acknowledged



Create a service confirmation

A

FASCEND &

B: Click on More menu
on top right section of the

screen
Basic Details
1 Supplier Details
C: Click on Create sl De
Service Confirmation ico T
Search

Catalog  Sourcing  Contract Invoice  Supplier

& ORDER: Batch Order1 For 005..

v BASIC DETAILS

* Indicates mandatory fields

Order Name Orcler Contact

Batch Order? for 0057965916..  Tivi Horvath Tivi Horvath

ma@@

ISR i - Comments e Create Service Confirntation I

9GEPSMART

(V)

C

Create Credit Invoice

00

Manage Optional ::olB

Creation Date

Blanket/Service 10/24/2022

| 3 More




1.3. Create a service confirmation (Basic Details Section)

A: Fill in the mandatory information
within the BASIC DETAILS section

such as the SERVICE & §C-03:22-00120 A 0.00USD ~ & oo
CONFIRMATION NAME and the
SUPPLIER SERVICE v BASIC DETAILS Go To Line Details =
) _— — R ! Supplier Service Confirmation Number o ) R o
Service Confirmation Number Service Confirmation Name * 4 Order Numbe: Order Name
CONFIBMATIO_N NUMBER $C-03:22:00120 ServiceConfirmation? for Order Test123 Description P0O-03:22-000700 Order1 for Do NOT USE - Test PO...
(Supplier Invoice Number)
Currency Supplier Code Supplier Name Field Supervisor * Created By
usD PC-2022.000174 SupplierkK KK Admin (Kunal Kadam@gey || "ok Location Kunal Kadam
B: The FIELD SUPERVISOR = B
. Created On* Purchase Type Enter Tax At ax ey . -
FIELD is defaulted from the order 03/31/2022 Sermﬂ‘w Line 0.00 [RZ(C’:JM’“‘@ @  Extemalid
nvol '
C: Ifyou need the invoice to be auto Leical Refeigiica Number
created then check mark the ERS box.
D: Once the basic details are filled then
click on Next ;

Note: ERS or Evaluated Receipt
Settlement is an automated invoice and

payment system. Once an ERS service sove | net I
confirmation is approved, invoice will -- :
automatically be created in GEP

SMART.




1.4. Create a service confirmation (Notes & Attachment Section)

Attach supporting
documentation to the Service Koo, —
Confirmation* = a0 I ooouso - [

. A
A: Click on FILE UPLOAD

il = &

B: Once the pop-up box is "
displayed, You can either drag
file(s) or click UPLOAD
DOCUMENTS to attach .

document(s)

C: Once uploaded, click
CLOSE. The uploaded files will

be displayed % ATTACHMENTS
B
D: Once the file has been Drag and Drop file here OR UPLOAD DOCUMENTS
Supported file formats: doc, docx, jpg. pdf,_ppt, ppix, rif, xis, xdsx, xisxd, 7z, bmp, csv, epub, gif, html, mht, jpeg, msg,
successfully uploaded, click the A R o

an be uploaded at a time

NEXT button at the bottom right sve v B
of the screen - e L r

OGEPSMART



1.5. Create a service

A: Fill in the mandatory
information within the
LINE DETAILS section
such as PRICE & START
DATE.

B: You must also enter
the COMPLETION
DATE.

C: Add Tax Rate or Tax
Amount if applicable

D: Click on ADD
SUBLINE option to fill the
subline category details

9GEP'SMART

confirmation (Line Details Section)

V| s EnptMicDemalition 00200103
(-]

AAAAA

......




1.6. Create a service confirmation (Line Details Section- Adding Sublines: Optional)

A: Add Line-Item information in
Add Blank Sublines section.

B: Line-items added in Add
Blank Sublines section will
appear in Selected Sublines
section

Select all the mandatory fields
on the subline like
DESCRIPTION, SUBLINE
TYPE, UOM, QUANTITY,
PRICE, DATES & CATEGORY

C: Click Add

OGEPSMART

&  ADD SUBLINES

Selected Subline(s)

Add Blank Subline(s)

@ ADD SUBLINES

Selected Subline(s)

2

Add Blank Subline(s)

et Personnel Name

Universal 18 x42.7 channel .. = - - Material v Perf. unit

Universal 18 x42.7 channel .. - Materil v Perf. unit

( )

e~
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1.7. Create a service

Once the sublines are added,
these will be available below
the line details section.

Note: If Sublines are added by the
suppliers, header details will no
longer be editable.

Information will be editing on
subline level

OGEPSMART

confirmation (Line Details Section)

Line Details i
1. Universal 18 x 42.7 channel Equipment 0] Q
: » “° tact q ] ~
Amount Based Service PERF. UNIT U 1.00 50.00 50.00 1
50.00 ( 0.00 5.00 55.00
IS:EqptMicDemolition:10020 None 0.00 ( 50.00
L ]
®
W Price Compliant, Catalog Line [l Price Non-Compliant, Catalog Line [l Flex Price Yes, Catalog Line M Non-Catalog Line
Add Sublines 55 @ [
e
O 1 Test Material » Each 1.00 10.00 10.00
O 12 Test2 Rate Based Service « Each 200 20.00 20.00
4 )
Rows Per Page 12 1 [N
Print Preview Save Back Go to Basic Details Submit

11



1.8. Create a service confirmation (Line Details Section: Partial Service confirmation creation)

Line Details M
1. Universal 18 x 42 7 channel Ecuipment
Amount Based Serwce PLRE UNIT w0 S0 5000
S EoptviacDermolition 100200102 None 000 200
If Service Order is created with
multlple lll’le ltemS, Suppllel"S B Price Compliarn, Catalog Line [l Price Non-Compilant, Catalog Line [l Flex Price Yes, Catalog Line Il Non-Catalog Line
have the option to delete the line
items they are not billing
Click on Trash Icon to delete Abueisce - 0 7
the additional line details 5 »
Rows Per Page 12 1 { In
u channo! Mater
Amourt Bagsed Service PERE UNIT 100 000 oa? i

12
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1.9. Create a service confirmation (Submitting Service Confirmation)

« SC-11:22-00722 3 110.00 USD . | % More

Line Details B 5 Go ToBasicDetails
o
. . . 1. Universal 18 x 42.7 channel Equipment
Once all the information is
Line Typ uoM Quantity Effoctive Unit Price (USE Price (USD Price Per
Correctly added’ click on Amount Based Service PERF. UNIT ® 100 100.00 100.00 1
Submit button to proceed 10000 ® 1000 1000 i Dot © [mmom: 0
10/'2‘3;‘2022”"' Q(D IS;"EL‘:;;I.Mchomolmon 10020 Non'e 060 o B {]::» ;)00 s (T - : Py
=
o]

S

Add Sublines

Print Preview Save Back Go to Basic Details |

13
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Create a service confirmation

D: Once submitted, you will
see the success message,
click OK

() SUCCESS!
You will be directed to the
SERVICE CONFIRMATION
screen, where you will see
the submitted Service
Confirmation in APPROVAL
PENDING status

Service Confirmation Submitted Successfully

o[

14
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2. Create a service confirmation directly through Landing Page

,A\ ASCEND. Catalog Sourcing Contract Purchasing Invoice Supplier Search

A: Clle on the Cl'eate Credit Memo
icon on the left-hand invoice ENDING (2)  FOLLOW UP (0)
side of your home . ‘ ——
screens B C
B: Clle on SERVICE Document Number Days in Current S... Order Total
CONFIRMATION A

3E - Test PO 2 - Supplier KK P0-03:22-000695 200.00

Supplier KK P0-03:22-000694 100.00

C: Click USING ORDER

Rows Per Page: 10 v 1-20f2

15
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Create a service confirmation

D: Click on USE

ORDER for the service
Order for Wthh you -h'.ASCEND- Catalog Sourcing Contract  Purchasing Invoice  Supplier & 0 @
need to create a service

. . ¢ MANAGE - ORDER Q
confirmation

Qr?_er}rffn_r Do NGTUSE -Test PO 3 -SupplierkK D

Here onwards the
procedure to create the
Service confirmation
remains the same as
showcased in previous
slides.

16
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2.1. Create a service confirmation (Basic Details Section)

A: Fill in the mandatory information
within the BASIC DETAILS section

such as the SERVICE « $C-03:22-00120 X0 A 0.00USD ~ |t More
CONFIRMATION NAME and the 'Z
v BASIC DETAILS Go To Line Details =
CONFIRMATION NUMBER 5C-03:22-00120 ServiceConfirmation’ for Order I Test 123 Description P0-03:22-000700 Qrder1 for Do NOT USE - Test PO...
(Supplier Invoice Number) P— =i ated By
usp PC-2022.000174 SupplierkK KK Admin (Kunal Kadam@geg Wtk Logation Kunal Kadam
Created On * Purchase Type Enter Tax At Tax (USD) .
B: The FIELD SUPERVISOR — ow B ( o [
FIELD is defaulted from the order )
Local Reference Number
C: Ifyou need the invoice to be auto
created then check mark the ERS
box. )

D: Once the basic details are filled
then click on Next

Note: ERS or Evaluated Receipt
Settlement is an automated invoice and
payment system. Once an ERS service
confirmation is approved, invoice will
automatically be created in GEP SMART.

17




2.2. Create a service confirmation (Notes & Attachment Section)

Attach supporting

documentation to the Sel"ViCE A ASCEND. Solrciig) Contact  Purchasing. Cfevoics  Buppler
Confirmation* < $C-03:22-00120 X8 00ouso - SR

- NOTES AND ATTACHMENTS

° A ;

A: Click on FILEUPLOAD

B: Once the pop-up box is
displayed, You can either drag
file(s) or click UPLOAD
DOCUMENTS to attach
document(s)

C: Once uploaded, click
CLOSE. The uploaded files will
be displayed

U ATTACHMENTS

B
D: Once the flle has been Drag and Drop file here OR UPLOAD DOCUMENTS
successfully uploaded, click the e e P S R nge
NEXT button at the bottom right B RO e e

of the screen SAVE [l NEXT

OGEPSMART



2.3. Create a service confirmation (Line Details Section)

A: Fill in the mandatory
information within the
LINE DETAILS section
such as PRICE & START
DATE.

B: You must also enter
the COMPLETION
DATE.

C: Add Tax Rate or Tax
Amount if applicable

D: Click on ADD
SUBLINE option to fill the
subline category details




2.4. Create a service confirmation (Line Details Section- Adding Sublines:Optional)

A: Add Line-Item information in
Add Blank Sublines section.

B: Line-items added in Add
Blank Sublines section will
appear in Selected Sublines
section

Select all the mandatory fields
on the subline like
DESCRIPTION, SUBLINE
TYPE, UOM, QUANTITY,
PRICE, DATES & CATEGORY

C: Click Add

OGEPSMART

& ADD SUBLINES

Selected Subline(s)

Add Blank Subline(s)

& ADD SUBLINES

Selected Subline(s)

Add Blank Subline(s)

ppiier Personnel Name

Universal 18 x 427 channel .. - - - Material v Perf.unit

Universal 18 x 427 channel .. - Material v Per.unit

{ )

20



2.5. Create a service confirmation (Line Details Section)

Once the sublines are added,
these will be available below
the line details section.

Note: If Sublines are added by the
suppliers, header details will no
longer be editable.

Information will be editing on
subline level

OGEPSMART

Line Details

1. Universal 18 x 42.7 channel Equipment o
Line Typ UOM Quantity Effective Unit Price (USC Pr Uso) Price Per
Amount Based Service PERF. UNIT @® 100 50.00 50.00 1
50.00 @® 000 5,00 55.00 - O - 0]
1 3 1eQOry t 1N b ) i N 1 1 R Y
(D  ISEqptMtcDemolition:10020..  None 0.00 O 5000 0]
]
Refer er Stat
— —
M Price Compliant, Catalog Line Il Price Non-Compliant, Catalog Line [l Flex Price Yes, Catalog Line M Non-Catalog Line
Add Sublines "'mf\ [@ [b
Subline Number  Supplier Personnel Name
]
O 11 Test Material « Each 1.00 10.00 10.00
0 12 Test2 Rate Based Service » Each 200 20.00 20.00
4 )
Rows Per Page ;| 12| 1 \ [n
Save Back Go to Basic Details Submit

21



2.6. Create a service confirmation (Line Details Section: Partial Service confirmation creation)

Line Details B B GoloBeskDetss

1. Universal 16 x 42.7 channel Equipment

Amount Based Service PERF, UNIT 1.00 5000 000 1

50.00 ( 0'&10 500 5500
If Service Order is created with

multiple line items, suppliers 1 0 SicDendiion A2 Nere ') 0 s
have the option to delete the line
items they are not billing

8

M Price Compliant, Catalog Line [l Price Non-Compliant, Catalog Line [l Flex Price Yes, Catalog Line I Non-Catalog Line

Click on Trash Icon to delete
the additional line details

U 11 Test Material v Each 1,00 1000 1000 1 Not Applicable
U 12 Test2 Rate Based Senvice «» Exh 20 2000 200 1 Not Aplicable
| }

2 Universal 18.x 427 channel Materials

Amount Based Service PERE, UNIT D 10 000 200 1
108 St Date
000 D000 0.00 000 - O MWDDAYYY 0]

22
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2.7. Create a service confirmation (Submitting Service Confirmation)

« SC-11:22-00722 3 110.00 USD - | % More

Line Details B 5 Go ToBasic Details
©
. . . 1. Universal 18 x 42.7 channel Equipment
Once all the information is
Line Typ uom Effective Unit Price (USE Price (USD Pr
Correctly added’ CliCk on Amount Based Service PERF. UNIT ® 100 100.00 100.00 1
Submit button to proceed ol B ) g bn N — 10
P 100.00 @ 1000 10.00 110.00 = O | 565022 B
. troct Number ntracted Sub Value (USE N scted Subliine Va Re be
aeripiGtioe DRte 3 ~ ©  |s:EqptMtcDemolition:10020 None 0.00 @ o000 ®© - ®
=
(o]
Add Sublines
Save Back Go to Basic Details Submit

23
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Create a service confirmation

D: Once submitted, you will
see the success message,

click 0K () SUCCESS!

You will be directed to the
SERVICE CONFIRMATION

screen, where you will see
the submitted Service Service Confirmation Submitted Successfully

Confirmation in APPROVAL

PENDING status D

24
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3.Service confirmation statuses

e Draft: Service confirmation is created; however, it is not submitted to Ascend (work-in-
progress)

e Approved: Service confirmation is approved by Ascend.

e Withdrawn: Service confirmation has been withdrawn by supplier to make changes.

e Approval Pending: Sent to Ascend; however, it is not yet approved

* Rejected: Ascend rejected the service confirmation. You need to correct errors and
resubmit.

25
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Update & Resubmit Rejected
Service Confirmation

26

4
3
)
]
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4.Update and resubmit rejected service confirmation

To review the comments sent on c SCAT-00483 M 008D |

arejected service
confirmation, open the rejected

service confirmation View changed version
A: Click on the COMMENT v BASICDETALS (oTolnedeals =
icon in the top right-hand
corner Service Confimation Number Servioe Confirnation Name Supplier Service Confirmation Number  Order Number (rder Name Currency

SCO7:20-00483 ServiceConfirmationt for Ordert .. - SCApprovalExcess 4100001890 Ordert for FieldSupApproval UsD

Supplier Code Supplier Name Field Supenvisor Created By (reated On* Submitted By

45 HERG RENTALS N FKAHERTL.. R Qest (caros dzigepcom)  HERCAPM Uiy HERCAPM

Submited 0n* Purchase Type Entr Tax At Tox(USD)

07/20/202 BlkelSenice Line 000 ERS (Autoreateioce) ()

27
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Update and resubmit

The approvers comments
explaining the reason for the
rejection will be displayed

You can create a new Service
Confirmation and make the
changes asked by the
approver and re-send the
service confirmation for
approval

OGEPSMART

rejected service confirmation

= [COMMENT

Service Confirmation
SC-0722-00483

Share With

28

Internal Users and Suppliers - Req QTest

Please correct Line 1in SC

11/9/2022 10:56:39 PM

Attachments

i)

CANCEL



Update and resubmit rejected service confirmation

& §C-07:22-00483 2.00USD ~ |

A: To resubmit the SC, click A
on the VIEW CHANGED v BASIC DETAILS GoToline Details =
VERSION on top right section service Confimation Numbe Senice Confrmaton Name SupplierService Confirmation Number O Number

5C-07:22-00483 ServiceConfirmationt for Order! .. SCApprovalExcess 4100001890 Order for FieldSupAppraval uso
of screen. The SC document will
. Suppher Code Supplier Name visor ¥ Created By Created On* Submitted By
open in 202425 HERC RENTALS INC FKA HERTZ .. Req QTest (carlos diazfigep.com)  HERC APM 07/20/2022 HERG APM
DRAFT status. Submitted On* Purchase Type Enter Tax At sl
07/20/2022 Blanket/Service Line 0.00 ERS (Auto-create invoice) (D)

B: Update the details that are

mentioned in comment box <« sc—o7:zz-00433 zoouse - s
by Buyer on the New service
Conflrmatlo n. Line Details m 5 Go To Basic Details
1. Pump
C: Once updated, Click on i mrienEn Ghar S oo I 200 B -

SUBMIT button on bottom @ o 006 200 I @  o7/20/2022 @
right of the screen. S o (R i SR — wasmnevane gy | BasT e gy Eenes s e

Line Value {USD}) . Tax rate (% ) Tax (USD) Lime Total {USD) Consumed Date B Start Date i

2.00 () o0.00 0.00 2.00 - O o7/20/2022 D)

Completion Date Category Contract Number Contracted Subline Value. MNon Contracted Subline ... Reference Invoice Mumber

07/20/2022 (i) CNL:ConsultBusiness:.. - 0.00 (O o.00 o

Reference Involce Status l?—‘ O

Print Preview
9GEPSMART

(V)



Update and resubmit rejected service confirmation

< S5C-07:22-00483 E23 2.00USD ~ ECaletiyty | % More

A: Enter the Service

View Original version
Confirmation Name and A o
~ BASIC DETAILS Go To Line Detalls =
Suppller Sel U lce Service Confirmation Number Service Confirmation Name * Supplier Service Confirmation Number Order Number
. SC-07:22-00483 ServiceConfirmationt for Order for F SCaApprovalExcess 4100001890
Confirmation Number
) Qrder Name Currency Supplier Code Supglier Name
number generated In your Order1 for FieldSupApproval usp 202425 HERGC RENTALS ING FKA HERTZ EQUIP. 4
system in basic details ey p—— ramted By Cramtnd n* Purchuse Typs
. & Req QTest (carlos.diaz@gep.co HERC APM 11/09/2022 Blanket/Service
section.
Enter Tax At Tax [USD)
Line 0.00 ERS {Auto-create invoice) @

B: Click on File upload icon
and upload the soft copy of

service confirmation

document.
L]
NOTES AND ATTACHMENTS
' 5 & i
File Upload MNotes External Link
L]
Print Preview Save Back Next Submit

30
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Update and resubmit rejected service confirmation

@) ATTACHMENTS

C: Once the upload is
co mplete, Click on Close Drag and Drop file here OR UPLOAD DOCUMENTS

Supported file formats: doc, docx, jpg..pdf, ppt, pptx, rtf, xis, xisx, xisxd, .7z _bmp, csv,.epub, gif _htmi_mht, jpeg,. msg

Button. imited to MB each

Maximum 5 files can be uploaded at a time.

SAVE SUBMIT

D: Click on Next button to
proceed for next step.

E: Verify the line details and
click on Submit.

< SC-07:22-00483 EZ3 2.00 USD - | i More

View Original version

L]
Line Details Bl & Go To Basic Detalls
1. Pump
Line Type uom Quantity Effective Unit Price (USD) Erice (USD) Frice Per
Amount Based Service EACH @ 1 2.00 2.00 1
Line Value (USD) " Tax rate (% ) Tax (USD) Line Total (USD) Conaumed Date " Start Date
2.00 @O 0.00 0.00 2.00 - @ 07/20/2022
Completion Date Categary Contract Number Contracted Subline Valus Non Contracted Subline Relurance nvolce N
07/20/2022 (O] CNL:ConsultBusiness:... - 0.00 @ 0.00 (©) X
Reference Invoice Statua =
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Update and resubmit rejected service confirmation

F: Provide the Confirmation by
Clicking on the OK button.

The Revised Service
confirmation is now sent to
buyer

9GEPSMART

(2) CONFIRMATION!

This Service Confirmation is set for ERS, so once approved, system will generate
and submit your invoice for processing. You have not entered tax on the
Confirmation.

Click Add Tax to go back and add tax, or to remove the ERS flag.

If you do not need to add Tax and want the system to create the invoice, click OK.

° y
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5.Customer support

GEP Customer Support is available 24x5
support@gep.com

o Europe: +42 022 598 6501

o Switzerland: +41-445859014
o UK:+44-20-3478-6123

o USA:+1-732-428-1578

o Australia: +61-2-8518-1914
o Asia: +91-22-6137-2148

GEP SMART URL: smart.gep.com
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