


Click on “Create Mobile SES” on the
SourceHub home page

Create Mobile SES
Submit Daily (DWR)




Enter all information with a blue
asterisk

Mew Service Entry Sheet

*PO# / PIN

*Entered by

*Phone# (Number only, no dashes)




Enter all information with a blue
asterisk (Date CANNOT be in future)

PO# 4300015102

10# RV Svc Unit-As needed labor & heavy egmt
Ditching work at Troy on two culvert locations
WESTERN, ROSEVILLE

“Work Date: | 12/03/2018 for | 12/03/2018

*Work Performed: | Please describe the work performed.

*Region: | WESTERN

*Service Unit: = ROSEVILLE

Facility:

*Subdivision: | ROSEVILLE SUB

*Milepost: | #HAHE#HE

Delivery Location: Troy , CA

UP Gang#:

Supplier Referenced:




Click “Add Service Items” to add all
applicable Billable Items




Billable items related to the PO will
show up

Billable Items
All service item categories
Search

RV Svc Unit-As needed labor & heavy egmt

Labor Equipment Operator - ST
1.1# Hour

Labor Equipment Operator - OT
1.2# Hour

Labor Equipment Operator - Dbl Time
1.3% Hour

Labor Laborer - 8T
1.4% Hour

Labor Laborer - OT
1.9% Hour

Add Cancel



Select needed line items

Billable Items
All service item categories
1 Item selected

RV Svc Unit-As needed labor & heavy egmt

J: Labor Equipment Operator - ST

" 1.1% Hour




Click the (+) and (-) buttons to add a new line item with
the same name. QUANTITY IS NOT SELECTED USING
THESE BUTTONS.

Billable Items

All service item categories

1 ltem sefected

RV Svc Unit-As needed labor & heavy egmt

:J-; Labor Equipment Operator - ST @
" 1.1 Hour




When items are selected, click “Add”. At the bottom of
the screen, the webpage will confirm the service item
has been selected

4 Billable ltems

All service item categories

1 ltem selected
RV Svc Unit-As needed labor & heavy egmt

+ Labor Equipment Operator - ST

v
© 11# Hour

Labor Equipment Operator - OT
1.2# Hour

Labor Equipment Operator - Dbl Time
1.3% Hour

Labor Laborer - ST
1.4% Hour

Labor Laborer -OT

Add Cancel




Click “Cancel” to exit the prompt and
return to the SES

Billable Items
All service item categories

Search

1 ltem selected

RV Svc Unit-As needed labor & heavy egmt

f «-: Labor Equipment Operator - ST
" 1.1# Hour
Labor Equipment Operator - OT
1.2%# Hour

Labor Equipment Operator - Dbl Time
1.3% Hour

Labor Laborer - ST
1.4% Hour

Labor Laborer -OT

Add Cancel




The service items that were selected will show up
under the “Add Service ltems” button

4 Add Service ltems

RV Svc Unit-As needed labor & heavy egmt

Labor Equipment Operator - ST
Enter Employee and Hours




Click on the Line Item to edit the information. It will
take you to the page below

4 Add Service ltems

RV Svc Unit-As needed labor & heavy egmt

Labor Equipment Operator - ST
Enter Employee and Hours

4 Labor Equipment Operator - ST

Labor Equipment Operator - ST
Service ID: 3001057

*Employee Name:

[Empioyee Name

Start Time: End Time:
HHmm HHmm

Meals: Down/Travel:
Hrs Hrs

Comments:

Comments




Enter the Employee Name, Start/End Time, Meals, and
Down/Travel. Add any comments in the comments box.

*Employee Name:

Tim Person

Start Time: End Time:

0100 0500
Meals: Down/Travel.
1 2

Comments:

Comments




Click the “Save” button to save all
input info

Labor Equipment Operator - ST
<

Labor Equipment Operator - §T
Service 1D: 3001057

*Employee Name:
Tim Person

Start Time: End Time:
0100 0500

M 3 D Travel
1

Comme:

Save Save & Copy Remove



Add any information on Sub-Contractors and any
comments in the boxes below.

+ Add attachment



Add any attachments by clicking “Add
Attachment”




When finished, click “Submit”

PO# 430001510

*Subdivision:  ROSEVILLE SUB

y Location: Troy , CA

UP Gang#:

+ Add Service Items

RV Svc Unit-As needed labor & heavy egmt

Labor Equipment Operator - ST
Tim Person, 1 Hours

Work Done

Sub-Contractors(s) :

Comments:

+ Add attachment

Submit Save PDF Cancel



When complete, this box will appear.
Record the SES # for your records!

has been successfully submitted and sent to the UP Verifier.




The SES will be sent to a Verifier
and will be returned to your queue
with a response



Click on the “Create and Submit
SES & Credit Memo” tab

Create / Request

Create and Submit
SES & Credit Memo
New, Rejected & Mo. .

217

Pending




SES up for review after Verification
are listed on the left side bar

Review and Edit SES(2)

&
4

Q ¥

$1,580.00
PO# 4300000682 01/22/2018
Ly ABC Test Supplier. Inc
CLINTON SUB

Test for demo

39150 $3,940.00
PO# 4300000582 0112912012
ABC Test Supplier, Inc

CLINTON SUB

Haul grading malerial 1o job sile

Add SES rCredit Memo



The verified SES will show up.
Make any needed edits.

Service ltems Comments

#10 Group 1

. Testrequest for demo

“Work Date [ ozanoty 53

Haul grading material 1 job site

“Region.  NORTHERN

*Sernvice Unit CHICAGO

Facity:

“Subdivision. CLINTON SUB

Clinton | IA

VERIFIED

Mext Save PDF Delele



Anything edited will show up with
the word “Changed” next to it

4+ Add Service Items

Description uUnit Price Extn Amt

Group 1

100 Labor Equipment Operator - ST $30.00 $240.00
Jane Smith

20% Grading Lime Material - Fum On| 50 $100.00 $5,000.00

300 Bulidozer Cravder »200 HP - WO Oper £100.0D

370000
1234

Invoice Total: $5,940.00




The Comments section will show the trail of the SES up
to this point. Add any needed comments.

Comments

Assigned To Routing Type Date Assigned Date Action Agllon Taken By Comments
Taken

John was UP foreman on project .

Supplier Mohile  Maohile created M9 M8 (M1292018 MOBILE Subcontractors- None
3 3= Il

Marcia
Taurielka

Jane did a nice joh hauling the

g Ly | L= Ty ] ~ia = ’
0172872018 0172572018 Marcia Tauredla grading loday

Supplier ( ABC
Test Suppher, Fending 22013
Inc )

comments - | Comments




When finished click the “Next”
button

SES# 39150)
Comments

20% Grading Lime Material - Fuin Only Chan, $100.00 $5,000.00

300 Bulidozer Cravder »>200 HP - WO Oper 3 37 1) ®
1234

Invoice Total: $5,940.00
Commants

Assigned To Routing Type Date Assigned  Date Action Aclion Taken By Comments
Taken

John was UP foreman on project .

Supplier Mohile  hMohile created 8 01282018 MOBILE SUBCONracton- None
= 5- N0

Marcia
Tauriedk

Jane axl 3 nice job hauling the

Verr 12972 i clz 2 .
Verified 01292018 Warcia Taurelia grading today

Supplier { ABC
TestSuppher,  Pending

Miscellaneous

Next Save PDF Delete



Ensure all data is accurate. If it is, click “Submit”. If it is
not, click “Previous”

Invoice lofal including markup and surcharges (3 Semvice llems ) .$5,940.00

pescription Quantity uom

Group 1

Labor Equipment Operator - ST

Grading Lime Material - Furn Cnly

Bullgozer Crawier >205 HP - WG Oper

Unit Price

$30.00

$100.00

£100.00

Markup

$5,000.00

§700.00

item Total" $5,840.00
Markup & Surcharge 0.00

Invoice Total: $5,540.00

Retention Held(0%):
Payment Amount:

Submit PDF Previous



After Submitting, the SES will be
sent to the releaser for approval

SES# 39150 has been successiully submilled and sent Lo the releaser for handling.




