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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. 
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1.2. Create a service confirmation 
 

A: Click on the  
Purchasing tab & select  

the Order against which  
you wish to create the  
Service confirmation 
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Create a service confirmation 

 

B: Click on More menu 

 

on top right section of the  
screen 

C: Click on Create  
Service Confirmation 
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1.3. Create a service confirmation (Basic Details Section) 

A: Fill in the mandatory information  
within the BASIC DETAILS section 
such as the SERVICE  
CONFIRMATION NAME and the 

SUPPLIER SERVICE  
CONFIRMATION NUMBER  
(Supplier Invoice Number) 

B: The FIELD SUPERVISOR  
FIELD is defaulted from the order 

C: If you 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.
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1.4. Create a service confirmation (Notes & Attachment Section) 

 

 

 

 

 

 

 

 

 

 

Attach supporting  

documentation to the Service  

Confirmation* 

A: Click on FILE UPLOAD  

  

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 

 

D: Once the file has been  
successfully uploaded, click the  

  

NEXT button at the bottom right  
of the screen 
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1.5. 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  C 

A 
 

  

  
 

the COMPLETION  
B  

  
 

DATE. 

C: Add Tax Rate or Tax  
Amount if applicable 

D: Click on ADD  D 

 

 

 

SUBLINE option to fill the  
subline category details 
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1.6. Create a service confirmation (Line Details Section- Adding Sublines: Optional) 
 

 

A: Add Line-Item information in 

Add Blank Sublines section.  
 

 
 

A 

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 

 

 

B 

C: Click Add 

C 
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1.7. 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  
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1.8. Create a service confirmation (Line Details Section: Partial Service confirmation creation) 
 

 

 

 

 

 

 

If Service Order is created with 
multiple line items, suppliers 
have the option to delete the line 
items they are not billing 

Click on Trash Icon to delete 
the additional line details 
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1.9. Create a service confirmation (Submitting Service Confirmation) 
 

 

Once all the information is 
correctly added, click on 
Submit button to proceed 
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Create a service confirmation 

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

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

D 
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2.  Create a service confirmation directly through Landing Page 
 

 

A: Click on the Create 
icon on the left-hand 
side of your home  
screens 

B: Click on SERVICE 
CONFIRMATION 

C: Click USING ORDER 
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Create a service confirmation 

D: Click on USE  
ORDER for the service  
order for which you  
need to create a service  
confirmation D 

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

CONFIRMATION NAME and the 
SUPPLIER SERVICE  
CONFIRMATION NUMBER  
(Supplier Invoice Number) 

B: The FIELD SUPERVISOR  
FIELD is defaulted from the order 

C: If you 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. 
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2.2. Create a service confirmation (Notes & Attachment Section) 

 

Attach supporting  

documentation to the Service  

Confirmation* 

A: Click on FILEUPLOAD A 

 
 

 

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  B  
be displayed  

 
D: Once the file has been  
successfully uploaded, click the  

C 

 
 

NEXT button at the bottom right  
of the screen 
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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  C 

A 
 

  

  
 

the COMPLETION  
B  

  
 

DATE. 

C: Add Tax Rate or Tax  
Amount if applicable 

D: Click on ADD  D 

 

 

 

SUBLINE option to fill the  
subline category details 
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2.4. Create a service confirmation (Line Details Section- Adding Sublines:Optional) 
 

 

 

A: Add Line-Item information in 

Add Blank Sublines section.  
 

 
 

A 

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 

 

 

B 

C: Click Add  

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

 
 

 

If Service Order is created with 
multiple line items, suppliers 
have the option to delete the line 
items they are not billing 

Click on Trash Icon to delete 
the additional line details 
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2.7. Create a service confirmation (Submitting Service Confirmation) 
 

Once all the information is 
correctly added, click on 
Submit button to proceed 
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Create a service confirmation 

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

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

D 

 



25 

 

 

 

3. Service confirmation statuses 

 

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

progress) 

• Approved: Service confirmation is approved by Ascend.  

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

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

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

resubmit. 
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Update & Resubmit Rejected  

Service Confirmation 
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4. Update and resubmit rejected service confirmation 

To review the comments sent on 
a rejected service  

confirmation, open the rejected 
service confirmation 

A: Click on the COMMENT 
icon in the top right-hand 
corner 
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Update and resubmit rejected service confirmation 

 

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 
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Update and resubmit rejected service confirmation 

 

A 

 

  

A: To resubmit the SC, click  

on the VIEW CHANGED  

VERSION on top right section  

of screen. The SC document will 
open in  
DRAFT status.  

 

B: Update the details that are  
mentioned in comment box  
by Buyer on the New service  
confirmation.  

B 

 
 

C: Once updated, Click on  
SUBMIT button on bottom  
right of the screen. 

C 
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Update and resubmit rejected service confirmation 

 

A: Enter the Service  
Confirmation Name and 
Supplier Service  

A 

 
 

Confirmation Number  
number generated in your  
system in basic details  

section. 

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

service confirmation 
document. 
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Update and resubmit rejected service confirmation  

C: Once the upload is  

C 

 
 

 

complete, Click on Close  
Button. 

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

E: Verify the line details and  

click on Submit. 
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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 
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5. Customer support 

GEP Customer Support is available 24x5 

support@gep.com 

• Europe: +42 022 598 6501  

• Switzerland: +41-445859014 

• UK: +44-20-3478-6123 

• USA: +1-732-428-1578 

• Australia: +61-2-8518-1914 

• Asia: +91-22-6137-2148 

GEP SMART URL: smart.gep.com  
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