
Creating a Mobile SES 

In SourceHub 



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



Enter all information with a blue * 

asterisk  



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



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



Billable items related to the PO will 
show up 



Select needed line items 



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

THESE BUTTONS. 



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

has been selected 



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



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



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



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



Click the “Save” button to save all 
input info 



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



Add any attachments by clicking “Add 
Attachment”  



When finished, click “Submit” 



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



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 



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



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



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



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



When finished click the “Next” 
button 



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



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


