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1. Log into the Supplier Portal. 

2. Open the Search SES & Credit Memo
tile. 

3. Use the filter fields to search for specific 
SES or Credit Memo records. Available 
filters include: 

• SES/Credit Memo number, 

• Creation type

• Created Date 

• Work From/To dates

• Status
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Accessing SES & Credit Memo Search



Additional date and status filters are available to help refine the search results.
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Searching for SES Records



1. Locate the appropriate SES record in the search 
results. 

2. Review the SES status column for the current 
approval status. 

3. Select the SES record to view additional details and 
workflow information.
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Reviewing SES Status



1. Open the SES record to review detailed information, 
including Overview, Accounting, Reference to SES, 
Comments, Attachments, and Payment Details. 

2. Review the available sections for additional status, 
approval, and payment details. 
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Reviewing SES Details



Why can’t I find my SES?

 Verify filters and expand the date range.

Why is my SES still pending?

 The SES may still be awaiting Union Pacific approval.

Where can I see rejection comments?

 Open the SES and review the workflow/routing section.
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Troubleshooting / FAQs
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