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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.
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Creating a New SES



1. Enter the Work From and Work To dates. 

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

3. After selecting the appropriate Purchase 
Order (PO), select Add SES.
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Entering Work Dates & Selecting Purchase Order



1. Purchase Order (PO) Work From and Work To dates automatically populate based on the PO selected.

2. Enter the description for the work performed.

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



1. Select Add Service Items.

2. From the new window, select all 
applicable services. 

3. Select Add & Close.
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Adding Service Line Items



5. Select the arrow to the right of the 
service item.

6. Update the quantities for each 
service item. 

7. Review pricing information. Unit price 
is pulled in from the contract.

8. Provide any additional comments. 

9. Select Save.
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Updating Quantities



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

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

3. Provide the Remit To information 
to be printed on the check.
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Entering Location 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.

1. Complete the required Sales Tax section.

2. Select whether sales tax applies.

3. If applicable, enter the sales tax amount.

4. Select if this is the final SES.
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Completing Sales Tax Information



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

2. If applicable, provide comments.
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Entering Waste Disposal Details



1. Navigate to the Attachments section. 

2. Select Add Attachment. 

3. Upload supporting documentation. 

4. Select documentation category from the 
drop-down options.

5. Select Add & Close.

Examples of Supporting Documentation

• Work completion photos 

• Backup invoices 

• Service reports 
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Uploading Supporting Documentation



Use the Copy function to create a new 
SES from a previously submitted SES for 
recurring or similar work.

1. Select Copy at the bottom of the 
listed POs on the left side of the 
screen.

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

3. Select the SES to copy.
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Copying a SES



4. Update the Work From and Work To dates.

5. Enter a new, unique SES reference number.

6. Update the service quantities.

7. Review the SES and select Save.
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Copying 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.

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

3. Select the SES to revert.
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Reverting a SES



4. Make the necessary updates to the SES.

5. Review the updated information

6. Select Save to resend the SES for approval.
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Reverting a SES



Why did I receive a duplicate reference number error?

 SES reference numbers must be unique.

Why can’t I submit my SES?

 Required fields or attachments may be missing.

Why didn’t I receive payment?

 Payment timing depends on approval and payment terms.

Can I 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 I 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.

Troubleshooting / FAQs 
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