GEP Payment Status

Supplier Guide

Payment Status platform is delivered by GEP, a cloud-based procure-
ment technology solution provider.

Payment Status will be used globally and will replace all local or regional
existing tools, including Track Invoice Il.

Main | fits:
. Secure self-service platform;

. Full transparency on invoice status’, including blocked invoices and
six months of history;

. Improves communication channel with automated routing of
inquiries and use of attachments to facilitate resolution.

Summary

. Redistration Guid

« Usage Instructions



GEP Payment Status

Registration Guide (5 steps)

1). Send an email requesting GEP portal access to Payment-status-
onboarding-GEP@exxonmobil.com , with the following information(s):

« Vendor number(s)*
« Purchase Order Number(s)
.  Copy of latest invoice submission

. Email address(es) to registerin the tool*
(*) Mandatory

2). Once we receive your e-mail, your request will be handled by our
team. After your request is processed you will then receive an invitation
e-mail from GEP with a “Click Here” hyperlink:

e Click on the "Click Here" hyperlink
provided in the email and it will be
have been added as th f .
E;’_E:xm\:obﬂ. s fecontaeto navigated to the Registration Website

Please Click Here to create your user acoount.

In case you have already created your login credentials, please ignore this message.

In case of any queries, please contact GEP Support at the following:
Phone:

USA: +1 732 428 1578

Asia: +91 2261 372 148

Europe: +42 022 59 86 501

Email:

Regards,
GEP

To Avoid emails going to spam or junk folders

To ensure you receive all emails from support(@gep.com in vour inbox, please mark this emeil address ar safe. Sender email address
can be marked safe by adding it in the safe senders list, contacts list or your address book.

ExgonMobil

*Please check your Junk email.


mailto:Payment-status-onboarding-GEP@exxonmobil.com
mailto:Payment-status-onboarding-GEP@exxonmobil.com

GEP Payment Status

Registration Guide (5 steps)

3). Access the registration website
First time registering? Click “Register Now”

Important: If you already have an account with GEP, click on “lI Have a
SMART Account” then, login with your existing username and
password.

Ex¢onMobil

L | = e

| .

Supporting you from United States, Asia and Europe

Note: You need to be logged out of your GEP SMART account before selecting ‘I have a SMART
account’.

4). Fill the required fields on the registration form

Ex¢gonMobil




GEP Payment Status

Registration Guide (5 steps)

5). Activation e-mail

Once the form is submitted you will receive an activation e-mail. Click on
the Click Here hyperlink provided on the e-mail to activate your
account.

Action required: Activate your GEP Smart account

Diear Supplier

Thask you fog flling te Regirraton M. Before e Gl avans YouE acosul of: Lt fep mus
e taken o dart unng BMAKT D GER
In cdén 4 ctivale vor atvonind, pleine viek thii LRL

. On clicking, user will be directed to |

__ SMART login page.

Chick beer —

Pleist BODe-ol S oaoeprhens this lasr sep i oeder 0 e e GEP Smar accoust Yoo wall oaly
meed o viut thes URL ance

Thasks & Regedi

In case of any quenies, phuse coptact GEF Sepport @ the followag
Pheas:

USA: 1 732 428 1578

Ewepe =42 021 33 §§ 501

L3 + 44 200 478 6123

Asia: =31 1261 372 14

Aurabi «80 185 181 P4

Ermaull:

SuppernBep oom

Regards,

Tor avosd emails poing % spam of junk fokders

To emsure you recsrve all amal fromn FRpPor] LEST 0018 I PO IDhon, pleae mark thes smail addres o il Sender emal addes can
e marked cafe Ty adding i m fhe ol wensders bid, Contacts bed of voam adkdiem bosok

SUCCESFULLY REGISTERED!

. After completing this 5 steps you will be able to access your account
through the URL https://smart.gep.com/.

. View invoice status in a more secure and transparent way.

. Submit inquiries to payables with various types of request and along
with attachment(s).

. Review status of invoices under multiple vendor profiles with one
single access.


https://smart.gep.com/

GEP Payment Status

Registration Guide (5 steps)

For suppliers with multiple vendor numbers

Once the accounts are activated and you login to your GEP account you
will see a menu listing all the vendor numbers registered to your email.

9GEP

Select Supplier

Please select the Supplier organization that you represent

o OGEP .. oo o 9GEP .. ©
@GEP :[:’E%gnon ' o @GEP :[;:'?ngé‘irnou

Select the proper account to review the payment status invoices for that
vendor number,

In case you want to switch account please logout of the current account
and log back in selecting the new vendor number to review.
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Landing page
After logging-in to your SMART by GEP account, you will be directed to
the page below with your company’s information.

Please note that the “Profile Completeness” percentage is not relevant
for your navigation in the tool.

[ElExonMobil  cataiog QU seareh
< & [

’ BASIC DETAILS v BASIC DETAILS

Dms@@a

IDENTIFICATION INFORMATION
Supplier's Legal Name* Parent Company's Identification Type Parent Company Name

SUPPLIER SOURCE Parent Company Name

INFORMATION YOUR COMPANY LOGO HERE

Supported file formats: png, Doing Business As Formerly Known As Category

Max file size : SMB

Get Help

DIVERSITY AND U.S. SMALL
Resolution : 200 X 200 pixel

BUSINESS STATUS Region* EM Requestors* Screening Status
Americas EXXONMOBIL Admin Approved @
REGISTRATION V4
INFORMATION N I Purchas...y4 Profile
Supplier Tier
LOCATION INFORMATION 3

CONTACT INFORMATION

BUSINESS INFORMATION

19% Bt roes -

In order to access the Payment Status page, please click on the
“Payment Status” option.

Ex¢onMobil  catalog
< =

’ BASIC DETAILS ~  BASIC DETAILS
IDENTIFICATION INFORMATION

SUPPLIER SOURCE

INFORMATION YOUR COMPANY LOGO

+ HERE
EiiE CERTIFICATES Supported file formats: png,
jpeg.jpg
é}a DIVERS STATUS Max file size : SMB
Supplier Resolution : 200 X 200 pixel
Profile #REGISTRATION
VAN
INFORMATION V4
Purchas._.y Profile

Payment
Status

LOCATION INFORMATION

CONTACT INFORMATION

BUSINESS INFORMATION
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Set up your HomePage

You can add the “Payment Status” as your HomePage. Please follow
the steps below:

1) Access the payment status option

N

) Click on the Bookmark Icon on the top right of the page
) Select “Add Bookmark”

) Write the Bookmark name
)

)

)

ul A~ W

Select the option “Mark as HomePage”
Click on “ADD”
Now the “Payment status” is set up as your home page

N O

ExonMobil  catalog
< oI

’ BASIC DETAILS ~ BASIC DETAILS

IDENTIFICATION INFORMATION

SUPPLIER SOURCE

INFORMATION YOUR COMPANY LOGO he X % »
HERE -

CERTIFICATES Supported file formats: png,
ipegipg

DIVERSIPZSTATUS Max fle size : SMB

Resolution : 200 X 200 pixel
@REGISTRATION

INFORMATION AN V4
I Purchas...y Profile 2 %
LOCATION INFORMATION E
]
o
CONTACT INFORMATION
BUSINESS INFORMATION
N =3 =
SMART EXTERNAL ~ lr'J:
[® ADD NEW BOOKMARK 2
EXTERNAL
Type 4 |
@ smart O External No Bookmarks Available
Name *
| -
Payment Statug | Payment Status. *

URL *
https://smart.gep.com/InvoiceHub?oloc=270&c=MTI3Nzc10#/

[ Mark as HomePage CANCEL

Add Bookmark

&)
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What information is available?

Please note that invoices submitted to ExxonMobil can take up to a
week to show in the tool. Invoice data is refreshed everyday and
information from the last 6 months is available on the website.

The payment status tool offer a range of fields to help identify your
payment, from Invoice#, PO#, SES#, Document Date, Payment Date,
Due Date, Invoice Status, Payment Reference and others.

All fields can be sorted by “or” filter, and an option to export to excel is
also available. For more information click here.

Status definition

Paid : Invoice was paid - Payment Reference and Date is available on
respective columns.

In Progress : Invoice is under processing (Please wait for checking on
this invoice, status will change as the invoice progress)

Pending Payment : Invoice is posted and ready to be paid upon
payment due date. (Due date will inform the payment clearing date)

Cancelled/Obsolete : Invoice was rejected back for correction or
cancelled due to internal reason. You can click “Contact Us” to submit
ticket for any inquiry.

Blocked Quantity/Price : Adjustment of PO/invoice is required. You can
initiate a reminder by selecting a specific invoice, then click on “send
reminder” to send a notification to the responsible team.


http://www.payment-advice.com/

GEP Payment Status

How to export data to Excel?

On the top right of your payment status tool, the option “Export to Excel”
is available, you can export the data displayed to an Excel file to facilitate
the analysis process;

SUPPLIER’S WORKSPACE . A e =

PAYMENT STATUS Last Refreshed:03/26/2021 5:00:51 AMEST | V | [ | ExportToExcel ~ContactUs | Send Reminder

‘ X X X X X X X X

gl O so-202102181 Cancelled/Obsolete THB 02/22/2021 451014
[RBreia 200 O 622369810503 Cancelled/Obsolete SGD 03/03/2021
@Pending Payment 999+ I O  21RrsLOINVEMOO4 Cancelled/Obsolete usb 01/08/2021 441088
<
O — 999+ O 18018267 Cancelled/Obsolete NZD 02/22/2021
O 1006341628 Cancelled/Obsolete usD 01/26/2021
@1n progress 999+
O 20210005571 Cancelled/Obsolete CAD 02/27/2021
@ Blocked - Quantity 263
O s9s17 Cancelled/Obsolete usb 03/24/2021
Blocked - Price and Quantity 101
O 1142002 Cancelled/Obsolete usb 03/22/2021
{8k Blocked - Price 74
D 2218198 Cancelled/Obsolete usD 02/25/2021 451046
O 10439905313 Cancelled/Obsolete usD 11/20/2020 451046
>
Rows per page: (10 v 1 2 3 456 7 8 9 10 > » /1000

*Vendor can export a file with up to 5000 lines.
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Payment Reference (Multiple invoices reconciliation)

The number under “Payment Reference” column refers to “remittance of
payments”. Multiple invoices can be paid under the same remittance.

5 SUPPLIER’S WORKSPACE

<~ PAYMENT STATUS

x| X X X x| [ x| x| x| X

a O 0740 2. Different 41411.06 EUR 03/10/2021 " 200035 03/12/2021
[Braia 999+ (m] 0750 Invoices 45250.62 EUR 03/10/2021 1. Same 4 200035 03/12/2021
number
@Pendmg Payment 999+ I D 0751 Paid 45128.45 EUR 03/10/2021 200035 03/12/2021
B | i
| \
O 999+ 0O Paid " EUR To3n12621 03/11/2021 a
-
Otnprogress oor U paid 3. Check the 4. Check the 03/10/2021 8
O Paid amount paid payment date 0311072021
@ Blocked - Quantity 279 ;
- with your and amount
Paid : 03/10/2021
[ siockea - price and Quantity 101 amount (3) with what
0O Paid . . 03/10/2021
£33 Blockea.- price 7 received you received
D Paid EUR 03/10/2021 03/10/2021
D Paid EUR 03/10/2021 03/10/2021

<

»

Rows per page: ‘ 10 v ‘

2 3 456 7 8 9 10 > »

1. You can find multiple invoices under the same “Payment Reference”

number.

2. Grouping invoices with the same “Payment Reference”.

3. Sum the amount of that group of invoices and compare with the

amount received.

4. Check the payment date (note that depending on the bank, the date of
payment received might vary by a few days).
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There are two ways you can contact Payables team through GEP
Payment Status tool.

1). For invoices with status Blocked, either by quantity or by price,
you can flag the invoice and click the Send Reminder button on the
top right of the menu.

2). If you have a question about a specific invoice, please select the
particular invoice and click on Contact Us.

Important: If an invoice is not found you can use the “Contact Us”
option and select the reason “Unable to find invoice”.

* Note that invoices that submitted to ExxonMobil can take a week
to show on the tool.

** Note that invoices in progress will have their status updated and
new information will be displayed on the tool.

Last Refreshed: 09/24/2019 2:28:04 PMEST Y/ [IQ ContactUs Send Reminder

< [ PAYMENT STATUS

For “Blocked” invoices, please
select the invoice, then click
“Send Reminder” button to

2. click on
'Contact Us' to
open the request

Al
(] Blocked - Price 10037 usD

{8} Blocked - Price 6

10021 usD notify the responsible team.
[} Pai s WO 1. check Fhe box 10017 o
corresponding to the Inquiry 3. select the
(] invoice in question 10033 usD reason of the
Inquiry Supplier Contact
(] Blocked - Price 10029 usD ~  Supplier_01

* Please always select a specific invoice before | e con prone
submitting a request; :

* Each request should only refer to one invoice;

* If the invoice you are looking for is not in the
tool, the query can still be requested with

Invoice Date e Currency PO Number
(MM/DD/YYYY) t
, sr01o 10021 UsD 4. click 'Submit’

Contact Us > “Unable to find invoice” option; %o genérate the

request

* The request will be answered in three business | “ e &
days CANCEL SUBMIT
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Adding additional contacts to your profile

In order to add more contacts to check the “Payment Status” from your
company, please follow the steps below:

1) Click on “CREATE CHANGE REQUEST” button.
2) Select “CONTACT INFORMATION” topic.

3) Click on the “+” icon.
)

4) Fill out the mandatory field with the new contact information.

BASIC DETAILS
> LOCATION INFORMATION

IDENTIFICATION

INFORMATION I

> CONTACT INFORMATION(5) | 2

SUPPLIER SOURCE
INFORMATION > BUSINESS INFORMATION
CERTIFICATES

I > TRANSACTION TYPE

DIVERSITY AND U.S. SMALL o
BUSINESS STATUS £
> MARKETING INFORMATION 5
(¢}
REGISTRATION
INFORMATION N
> PAYMENT TERMS 1

LOCATION INFORMATION
> SUPPLIER COLLABORATION SPACE Click Here
CONTACT INFORMATION

> NOTES AND ATTACHMENTS
BUSINESS INFORMATION

TRANSACTION TYPE -
0y PROFILE -
19% COMPLETENESS ™ CLOSE SAVE CREATE CHANGE REQUEST
DUDINEDD DIAITUD
v CONTACT INFORMATION(5) 3 E
REGISTRATION [ Click Here

INFORMATION

B
o]

LOCATION INFORMATION

Full Name T Designation 1, Primary Phone No. Region T, Persona Code T,
CONTACT INFORMATION
O . o Americas + 56 More I
BUSINESS INFORMATION Last Login: User Never Loggedin
TRANSACTION TYPE = _ 0] Americas _
[m] Last Login: User Never Loggedin =P

0y PROFILE
9 /0 QMP DELETE SUBMIT SAVE AND EXIT

E5 AddNew Contact 4

*indicates required fields

First Name* Last Name* E-mail Address*

Default Role Please make sure to you change
Designation ( Account Payable Manager M the 'Default Role' to
“Account Payable Manager"

Secondary Business Phone
(Optional)

Primary Business Phone (Optional) Extn Extn
Click 'Save' to add the

contact to the profile

ISD Code (0, l)
Please Select

Send Invitation CANCEL SAVE

v Mobile Number (optional)
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Adding additional contacts to your profile

5) After clicking save the new contact you must click on “SUBMIT” button
to apply the changes.

PROFILE
1 9 % DELETE SUBMIT SAVE AND EXIT CLOSE SAVE

-
COMPLETENESS

After SUBMIT the change request, you must:
1) Select the contact

2) Click on the “e-mai
3) Send the “SET UP INVITATION”

**only after this process that the new contact added will be able to receive
invitation e-mail to create their login credentials (refer to step 2 from the

registration guide)

~»  CONTACT INFORMATION(5)
send the "SET UP INVITATION" to
the New Contact create the
credential 2 (H‘I:L))

|Il

icon

1 Full Name ’|l Designation '|:|, Primary Phone No. Region "l Persona Code TL
account ;
0 A +56 M =
Last Login: User Never Loggedin =# mericas ore =
k]
0 o
) Americas
g Last Login: User Never Loggedin =&
7 INVITE SUPPLIER Language
. hd
English
To
accounts@ com
Subject*
Registration request from [Client Name]
Add attachment(s)
- B @ @ & Q E|/I, B I US =
= = E = E | A- - Ed A
Styles ~ | Format ~ | Font ~ | Size ~ | 3%
Dear [Contact Name],

CANCEL SEND
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How to check payment status for multiple vendor accounts

1. When register another vendor account, you need to click “I have a SMART account” in
order to merge new vendor account to existing one.

2. If

you have more than one vendor account on GEP after login, you need to select one

vendor account that you would like to check payment status. Each vendor account may
have different bank account or purpose of using (e.g. different business, etc.).

Tips: For PO invoice, you may check vendor number on copy of PO as reference to search

invoice

status.

9GEP

Select Supplier

Please select the Supplier organization that you represent

° 9GEP & °
9GEP ... ©

OGEP &, o
9GEP ...

To search multiple data at once, you could add “space” between each data. For example,

you input 34000259(space)34000251(space)34000253 in Invoice# column to search in-
voice status of 3 invoices at the same time.

O O o o O

Invaice # T cCurrency U Amount % Document Status U Paid Date (MM/DDAYYYY) U Source System & DocumentType
[34000259.34000251.34000253 | % | % | % | % | % | ¢
34000259 CAD 250 Paid 08/29/2023 S8P Invoice
34000253 CAD 626 Paid 06/30/2023 S8P Invoice
34000251 CAD 582 Paid 06/07/2023 S8P Invoice
34000251 CAD 582 Cancelled/Obsolete S8P Invoice
34000251 CAD 582 Cancelled/Obsolete S8P Invoice

< |
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Q: What is the GEP onboarding process?

Answer: Supplier sends a request to ExxonMobil —> Onboarding team registers vendor contact
in GEP —> GEP sends invitation link —> Supplier sets up an account on GEP
Q: What is the timeline of Invoice data displayed ?

Answer: 6 months history data and all upcoming due

Q: What is the login URL for Payment Status?
Answer: https://smart.gep.com.

Q: | have a SMART GEP account but there’s no Payment Status option.
Answer: Please contact payment-status-onboarding-GEP@exxonmobil.com to add vendor pro-

files.

Q: My company has more than one vendor number. Do | have to register an
account for each vendor number?

Answer: Yes, for the first registration, you have to select the option “register now” and for the
other accounts you must select the option “I already have a SMART account” and login with
the same username and password as the first access, in order to link multiple vendor
profiles to one single account (refer to step 3 of registration process)

Q: Who should | contact if | have an issue with the registration process?

Answer: Email - - - ing- ' ;

If you have technical issues, please contact GEP support through the GEP platform.

Q: What is the “payment reference” number means?

Answer: The “payment reference” number refers to “remittance of payments”. Multiple invoices
can be paid under the same remittance.

Q: How can | identify which invoices were paid using the payment reference?

Answer: (1) Find your payment remittance under payment reference number; (2) Allocate the
invoices related to it; (3) Check the amount paid with your amount received; (4) Check the pay-

ment date and amount with what you received. (refer to P.8 of Payment Reference)

Q: What does the column “Due Date” means in the “Payment Status” tab?

Answer: It is the payment date prevision with basis in the vendor contractual payment terms.


https://smart.gep.com/
mailto:payment-status-onboarding-GEP@exxonmobil.com
mailto:payment-status-onboarding-GEP@exxonmobil.com

