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Creating a New SES

1. Log into Work Zone, and select the Create SES/Credit Memo tile.
2. SES in saved status are visible in the left-hand panel. You can select one of these to continue editing and submit.

3. To create a new SES, select +SES at the bottom left to begin the SES.

< m Create and Submit SES and Credit Memo M v | Search
¢ Review and Edit SES(10)

OVERVIEW  *SERVICEITEMS  LOCATION  ROUTING COMMENTS (10)  "ATTACHMENTS (1)  MISCELLANEOUS

5540217 $6,000.00

(524.00)
B rom-

STP- PR Supplier kvoice Repon Supplier Portal 5539702 ($25.00)

5539698 $1,000.00

Recently Added Apps

Accept POs Create SES/Creait Search Contracts Search SES & Creait
New 5 Memo Memo $0.00

v s @ Q Q : (5100.00)

*Service Items

$10.00

Location

($100.00)

$15.00




Entering Work Dates & Selecting Purchase Order

Enter the Work From and Work To dates.

Enter the Purchase Order (PO) number
in the search field or select the
appropriate PO from the populated list.

After selecting the appropriate Purchase
Order (PO), select Add SES.

Select Purchase Order and Work Dates

rk From Date: * | |[MM/DD/YYYY

Please enter PO# or Line/Work Description or City Or Subdivision

Q =

PO#

)  ©4300284591

() ©4300284586

() ©4300284585

) ©4300284581

") ©4300284579

) ©4300284578

y  ©4300284557

4300284550

) ©4300284543

) ©4300284540

®4300284532

Line [« Jion

10#
FS_TEST_5.13.26

10#
FS_TEST_5.13.26

10# L:gislative
Advocacy-NE

10% Lpgislative
Advocacy-NE

10#
FS_TRST_5.13.26

10#
FS_TEST_5.13.26

10%
FS_TIST_5.13.26

10#
FS_THST_5.13.26

10# Thst
ZALLIJONAFE Item
Desc

10# Service line 1
10# S zrvice line 1

10# Tost
ZALL! |ONAFE Item

Work Description
TEST MARKUP AND FUEL

TEST MARKUP AND FUEL

Test 45590

Test

Testing - markup

Testing - markup

Testing - markup

Testing - markup

Test ZALLNONAFE Work Desc

SP002

SP002

Test ZALLNONAFE Work Desc

Location

CRYSTAL LAKE IND
LD, Omaha

CRYSTAL LAKE IND
LD , Omaha

12 Dallas
Omaha
AURORA (BNSF) ,

Omaha

AURORA (BNSF) ,
Omaha

AURORA (BNSF) ,
Omaha

AURORA (BNSF) ,
Omaha

Chicago

ALHAMBRA SUB 12,
Dallas

ALHAMBRA SUB 12,
Dallas

Chicago




Entering SES Header Information

Purchase Order (PO) Work From and Work To dates automatically populate based on the PO selected.
Enter the description for the work performed.

Enter a unique SES reference number. The system will generate an error if a duplicate reference
number is used.

Invoice Total:$0.00 SES# 5540219 (PO# 4300276272) Status :Draft

OVERVIEW *SERVICE ITEMS LOCATION ROUTING COMMENTS (2) *ATTACHMENTS () MISCELLANEOUS

Overview

n: =10 Crew for concrete pier repair over Hwy
Crew for concrete pier repair over Hwy 90, Valentine Sub MP 698.71

Van Horm,TX

« clean nop yard

©%  aBcasass




Adding Service Line Items

Select Add Service Items.

From the new window, select all
applicable services.

Select Add & Close.

*Service ltems

+ Add Service items

Billable Items

cription/ID and Hit Enter

.

U Oper

8 ltems

() Description Service ID

ABC
| #9CO5

co#

|:‘ #4CO#1

Eqpmt

‘ #2 Bulldozer Crawler >205 HP - WO

Reimb

#3 Reimb Exp Material - Markup 3001555
Applies

J
test
| #5co#2
| #8CO=#4

Testing markup and fuel conditions

#6 Labor - General Consulting

J .
Services

Unit Price

156.00

$ US Dollar

$ US Dollar

$ US Dollar

o i




Updating Quantities

Select the arrow to the right of the
service item. *Service Items

-+ Add Service ltems

Update the quantities for each
service item.

ItemNo Description Service ID Unit Price
Eqpmt (1)
Bulldozer Crawler >205 HP - WO Oper

Review pricing information. Unit price = 3000304
is pulled in from the contract. Reimb (1)
Reimb Exp Material - Markup Applies

20 3001555 ).0 $ US Dollar

Provide any additional comments.

Select Save.

Extended Amt: 0.00 * $1.00 = $0.00




Entering Location Information

1. Complete the required SES fields.
Required fields may vary
depending on the contract and
Purchase Order (PO)
configuration.

Location

Fields marked with a red asterisk
(*) indicate required information
that must be completed before
submission.

Provide the Remit To information
to be printed on the check.




Completing Sales Tax Information

Sales tax information is required for all SES submissions. This is not additional comp added to the SES, only a
reporting feature. All applicable taxes are included in the unit price.

Complete the required Sales Tax section.
Select whether sales tax applies.

If applicable, enter the sales tax amount.
Select if this is the final SES.

es Tax applicable 7:* No (@) Yes

ount remitted for SES:* | $1.500.00

Is this final SES? ®) NoJ { ) Yes (Checking will prevent SES submission on this PO)

e PpOsal 0 . No / Yes

reCycling v

(R Save | | [@ Copy #* PDF (& Export [ Delete

fi




Entering Waste Disposal Details

1. Indicate if the service involved waste disposal or recycling.

2. If applicable, provide comments.

\.
" .
Did these services involve waste disposal or No ) Yes

recycling?: *

10 Tons Scrap Ties|

Waste disposal or recycling Comments:




Uploading Supporting Documentation

Navigate to the Attachments section.

Select Add Attachment. *Attachments (0)

Upload supporting documentation. & rossescmen

Select documentation category from the
drop-down options.

Add/Update Attachment(s)

Select Add & Close . File name must be 60 char or less & only contain A-Z,0-9,

Select One Or Multiple Files:*
| UAT_Training Support.xisx |
Category: *

Select Attachment Category

Examples of Supporting Documentation Select Attachment Category

MATERIAL SUPPORT

b Work Completlon phOtOS SUBCONTRACTOR sg:lpom

51 OTHER REIMBURSABLE SUPPORT

° Backup invoices TIMESHEET

PHOTO

b SerVice reportS MISCELLANEOUS

BUY AMERICA CERTIFICATE

CERTIFIED PAYROLL DOCUMENTATION




< m Create and Submit SES and Credit Memo v

Copying a SES e orassm

Q C v i OVERVIEW *SERVICE ITEMS LOCATION
N

5540217 $6,000.00
POS43002845 : Overview
Use the Copy function to create a new

SES from a previously submitted SES for

recurring or similar work. v Search Criteria
5539702 ($25.00)

e prossrymG S

1. Select Copy at the bottom of the
listed POs on the left side of the 5539698 $1,000.00
screen. ‘ -

Search for the SES using SES . *Service items

5539697
number, PO number, SES request Pow + Ada ervce v
number, contract number or Work S p— Sutse

From/TO dates- - ) . Material charges-exclug

Select the SES to copy.

Sup Rets

ABCAB484

5539666 $10.00

Location

($100.00)




Copying a SES

Update the Work From and Work To dates.
Enter a new, unique SES reference number.
Update the service quantities.

Review the SES and select Save.

Service charges-excluding tax

All gther charges-exchuding tax

OVERVIEW *SERVICE ITEMS LOCATION ROUTING COMMENTS (2) “ATTACHMENTS ) MISCELLANEDUS &
Overview
PO em De F10 nerete Dier fepalr over Hay
Work Dezcrips v (== o " ¥ 71
ot Vian Horn TX,
Work Perdormed:® S8 nop yerd
*Service ltems
+ Add Sarvice Rivms =
Desznphan - A Prze Eatn Amt
o Material changes excleding 1ax 3,00 ch 1.00 $0.00 @ »
30054 7 0,00 h 100 a0.00 ®
X ch 100 50,06 ® >
Invoice Total: 50.00

Location

L
[ Sove | | 1@ Copy | | fr POF | | (i Expon | | [} Delete




Reverting a SES

Use the Revert function to update SES

submissions that are still pending approval.

1. Select Revert Submitted SES at the
bottom of the listed POs on the left
side of the screen.

Search for the SES using SES
number, PO number, SES request
number, contract number or Work
From/To dates.

Select the SES to revert.

<

;m Create and Submit SES and Credit Memo v

< Review and Edit SES(10)

5540217

5539704

5539702

5539698

5539697
5539696

5539666

Q

(524.00)

($25.00)

$1,000.00

($100.00)

$10.00

($100.00)

Invoice Total:$6,000.00

OVERVIEW *SERVICE ITEMS

Overview

&

*Service ltems

Descripgon

Material charges-excluc

Location

Search and Select SES

v Search Criteria

Subrression
Date

OG0




Reverting a SES

Make the necessary updates to the SES.

Review the updated information

Select Save to resend the SES for approval.

OVERVIEW *SERVICE ITEMS LOCATION ROUTIMG COMMENTS (2] "ATTACHMENTS MISCELLANEOUS

i

Overview

PO tem De o EONCTete pier fepalr over Hay

PO Work Deseripe omerete pler repai over Hivy 50, Velenting Sub MP 536,71

Work Dase: * ¥
Work Performed: ®  Glesn nop yan
*Service ltems
T ——— &
e Desenptan & a Prce Extn A
o]
10 MatEral Charge-eRcsding 1ax 0,00 h L S0.00 @ »
0 Service charges-excluding tax Ty 361 h 100 20,00 ®
0 All cther charges-exciuding tax 1 h 100 0,00 ® »
Imvoice Total: 50.00
Location

L/
B Save | | @l Copy | |5 POF | [ (@ Expon | | | Dielete




Troubleshooting / FAQs

Why did | receive a duplicate reference number error?
SES reference numbers must be unique.
Why can’t | submit my SES?
Required fields or attachments may be missing.
Why didn’t | receive payment?

Payment timing depends on approval and payment terms.

Can | copy a previous SES submission to create a new one?

Yes. Suppliers can use the Copy function to create a new SES from a previously submitted SES, which is helpful for
recurring or similar work tied to the same PO or contract.

Can | make changes to an SES after it has been submitted?

Yes. If the SES is still pending approval, suppliers can use the Revert function to pull the SES back from the approver
queue, make updates, and resubmit it. However, once the SES has been approved, the Revert function is no longer
available.

What happens if my SES is rejected?

If the SES is rejected, the SES is returned to the supplier’s queue for updates and resubmission. Union Pacific will
provide comments explaining the reason for the rejection, such as pricing discrepancies, missing information, or other
mismatches. Suppliers should review the approver comments, make the necessary corrections, and resubmit the SES
for approval.
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