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Simple Inquiry

A simple inquiry occurs only when you need to look up a single invoice.

m Enter two of the available
fields under iENERGy

TRANSFPORTATION GROUP
. @ Once you

populate those two fields Welcome to Energy Transportation up's Invoice Portal

your Vendor Number will Invoice Payment Information The data is updated daily and reflects the activity over the last 24 months.
dISplay fOr future Searches. User's Guide Please enter data into two of the fields below.

Tips for Successful Billing Once you have successfully completed your initial search, the Vendor Number is saved and
additional searches can be performed, including date range searches.

ACH/QuickPay

Statement Reconciliation Search by Invoice

02 e (&) i Number
Contact Us Vendor Number: ]
Login FB Number: U1025674

. Invoice Amount: 4500
Results of search will

3 Invoice Date: :
d ISp|ay. e Search by Payment Received

Payment

Payment Amount: :
Once you have successfully Payment Dale: )

received at least one valid Sort Report by ~ Ascendng v
response @ during the ()
session, you may use date

ranges if desired. )

f ENERGY

TRANSPORTATION GROUP

Welcome to Energy Transportation Group's Invoice Portal

Invoice Payment Information The data is updated daily and reflects the activity over the last 24 months.

LI Please enter data into two of the fields below.

Tips for Successful Billing
ACH/QuickPay Authentication Successfull You may now use date ranges if desired.

Stats it Re iliati
ement Reconciliation Search by Invoice

Upload Invoice

Invoice Number: [10575 |
Contact Us —_—
- Vendor Number: 500047
ogin
FB Number: [U1028674 |
Invoice Amount; |a500 |

Invoice Date: Q [ |70 |

Search by Payment Received

Payment Reference:

\
Payment Amount: [ |
\

Payment Date: e |10 ]
Sort Report by v Ascending v
=
Download Results in CSV Format
Vondortumber EBNumbor” | SscovedDois" AgedOays " imsicoSaus By lthod SchodulodPayDse PaymentNumber Baymen Amount Doymant e’ Paymentlsed
O e e ewim e

43 Fase  PAID AcH 10-Mar-2022 92810 $7.70000 10Mar2022  True
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Payments

If you received a payment and want to research what invoices were covered under that payment see below.

Enter two of the available

fields under iENERGy

: TRANSPORTATION GROUP

Welcome to Energy Transportati oice Portal

p's |
Invoice Payment Information The data is updated daily and reflects the activity over the last 24 months.

Click e User's Guide Please enter data into two of the fields below.
’ Tips for Successful Billing Once you have successfully completed your initial search, the Vendor Number is saved and

additional searches can be performed, including date range searches.
ACH/QuickPay

Search by Invoice

Statement Recon
Results of invoices Upload Invoice Ivaice Number: ]
Contact Us Vendor Number: :

included in the payment - —

will display. @ inoice Amount: ]

Search by Payment Received

Payment 19418

Payment Amount: 4500
Sort Report by v Ascending v

0 EZN =N

f ENERGY

TRANSPORTATION GROUP

Welcome to Energy Transportation Group's Invoice Portal

Invoice Payment Information The data is updated daily and reflects the activity over the last 24 months.

LI Please enter data into two of the fields below.

Tips for Successful Billing

ACH/QuickPay Authentication Successfull You may now use date ranges if desired.

Stats it Re iliati
ement Reconciliation Search by Invoice

Upload Invoice

Invoice Number: [10575 |
Contact Us —_—
- Vendor Number: 500047
ogin
FB Number: [U1028674 |
Invoice Amount; |a500 |
Invoice Date: [ |70 |

Search by Payment Received

Payment Reference: ]

Payment Amount: [ |
Payment Date: [ |10 ]
Sort Report by v Ascending v
=
Download Results in CSV Format
Yondortumber £Bbum Amount Guraney' Esceed D" ApsdDeys e Eaymentletiod Schedied oy Das PaymentNumber Paymen Amount Poymant e’ Paymentlsed
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No Data Found

If you receive the

O message, your
invoice may not have been
received. Try to search using
different criteria before
assuming it is missing.

Once you are certain it is
missing, click on

© and email us stating your
issue and how we can help.

IMPORTANT: Clearly state that
you have already checked the
Energy Transportation Group
Invoice Status and Statement
Reconciliation Portal.

f ENERGY

TRANSPORTATION GROUP

Welcome to Energy Transportation Group's Invoice Portal

Invoice Payment Information The data is updated daily and reflects the activity over the last 24 months.

User's Guide Please enter data into two of the fields below.
Tips for Successful Billing Once you have successfully completed your initial search, the Vendor Number is saved and
additional searches can be performed, including date range searches.

ACH/QuickPay

Statement Reconciliation Search by Invoice

Upload Invoice Invoice Number:
Contact Us Vendor Number: [
Login FB Number: __U1025674
Inveice Amount: 4500
Invoice Date: :
Search by Payment Received
Payment [
Payment Amount: :
Payment Date: ]
Sort Report by v Ascending v

o No Data Found (1)
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Multi-Invoice Inquiry

If you are interested in inquiring about invoices for a range of dates, you must first perform the simple inquiry.

Follow the steps outlined to
execute a simple inquiry. [See
Exhibit A on page 2.]

Upon successful completion
of a simple inquiry, the date
range option will be displayed
©. Enter the and

dates. @

Click on

button. @

Results of search will
display. ©

If you would like to download
the results of the search to
an Excel spreadsheet, click

.0

% ENERGY

TRANSPORTATION GROUP

Welcome to Energy Transportation Group's Invoice Portal

Invoice Payment Information The data is updated daily and reflects the activity over the last 24 months.

User's Guide Please enter data into two of the fields below.

Tips for Successful Billing

ACH/QuickPay Authentication Successfull You may now use date ranges if desired.

Statement Reconciliation Search by Invoice

Upload Invoice

Invoice Number: [10575 |
Contact Us e
N Vendor Number: 500047
Login
FB Number: [Ur028674 |
Invoice Amount: [4500 |

O oo vae (B R IR ) I -

o [April v|2022 |

Search by Payment Received Su Mo Tu We Th Fr Sa

I
Payment Reference: [ |

Payment Amount: [ |
Payment Date: | |10
Sort Report by v Ascending v

EXN TN

Download Results in CSV Format

Vendor Number FB Number:"  Invoice Number ~Invoice Amount Currency™" Received Date®' AgedDays Held:" Invoice Status Payment Method Scheduled Pay Date Payment Number Payment Amount Payment date*' Payment cleared

Us002218 23628 $4,10000 USD.
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Statement Reconciliation

Please follow the directions below.

Click on
in the left-hand

menu. @

Enter and confirm your email
address. ©

Enter your vendor ID @
[Don’t know your vendor ID?
See Exhibit | on page 9.]

Paste or attach a statement. Q

If you attach a statement, it
must be in xlsx, xls, txt or csv
format. Column 1 must contain
the invoice number, column 2
the invoice date, and column 3
the invoice amount.

If you paste a statement, put
invoice numbers in column 1,
invoice dates in column 2 and
invoice amounts in column 3.
[See Exhibit F on page 7 for
example.]

From the drop-down menu, select
the invoice date format. @

Click .@

You will receive an email with the

statement reconciliation results
[see Exhibit G on page 8] after
submitting a statement.

f ENERGY

TRANSPORTATION GROUP

Statement Reconciliation

Invoice Payment Information
User's Guide
Tips for Successful Billing

ACH/QuickPay

Upload Invoice

Contact Us

Login

Please Fill Out the Information Below

e Your email address: I

Confirm email address: I
e Vendor ID: |s00047

Only one Vendor ID per file

To submit a statement, you must attach a file OR paste data
Invoice number required in column #1

Invoice date required in column #2

Invoice amount required in column #3

Attach file here:

Select xIsx, xls, txt or csv file only

or

Paste data here - Example: 12345678,1/2/2017,204.95 - Data may be comma,
tab, pipe delimited or copied directly from an excel spreadsheet.

G Enter date format: Select Date Format: ~

™

reCAPTCHA
Privacy - Tems

G Submit Statement m

I'm not a robot

—

G 4 v Select Date Formal
M/DfY or M-D-Y or
Y/M/D or Y-M-D or Y.
D/MfY or D-M-Y or D.

MMDDYY or MMDDY
YYMMDD or YYYY,

After clicking on “Submit Statement” you'll receive
an on-screen confirmation of your submission
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Statement Reconciliation

Select the data you want to

Smeit, right—click with your Home <)g)lnsert Page Layout  Formulas Da|37 Review  View
" Calibri (Body) * 12+ A= Ax = = _ - 59 Wrap Text General - F.: = ‘/V ‘/v 4. m
mouse and CI|Ck . o ste & B | I | U || & . A =B = | Merge & Center + $ v % > %I S0 Conditional Format  Cell m;n &

Formatting as Table  Styles

Office Update To keep Up-to-date with security updates, fixes, and improvements, choose Check for Updates.

: fc (DG190322020
A B C D E F G H 1 1
Invoice Number _ Invoice Date _Invoice Amount
CDG190322020 23-Apr-20 150564
CDG190322020 23-Apr-20 384000
G2966891 31-Mar-20 7295
G2964941 31-Mar-20 %X
RI706167 1-Apr-20 T
RI706154 1-Apr-20 y
RI706017 1-Apr-20 |
P EMal220 | Smart Lookup... AL
RI700239 2-Mar-20 | Thesaurus... AN ER
RI700086 2-Mar-20

Insert...
Delete...
Clear Contants

To paste the data, click in

the box, right-click with your /ENERGY

mouse and CI|Ck e TRANSPORTATION GROUP
Statement Reconciliation
After pasting the data C“Ck Invoice Payment Information Please Fill Qut the Information Below
,

User's Guide Yo il address:
the down arrow and select the ) . ouremanataress

Tips for Successful Billing Confirm email address:
date format. e ACH/QuickPay Vendor ID: 500047 Only one Vendor ID per file

Statement Reconciliation

To submit a statement, you must attach a file OR paste data
Invoice number required in column #1

Contact Us Invoice date required in column #2

Invoice amount required in column #3

Upload Invoice

Login

Attach file here:

Select xIsx, xIs, txt or csv file only

or

[Paste data here - Example: 12345678,1/2/201 2028
tab, pipe delimited or copied directly from an e

e Enter date format: Select Date Fom'e Paste

I'm not a robot

Inspect Accessibility Properties
Inspect

Submit Statement m
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Statement Reconciliation

Statement Reconciliation Results Email

The statement reconciliation

results are sent as an B o FReply b
Statement Reconciliation Results
attachment. @)

o @ 597481_3003445_20180423_162650_Test ] xlsx_output_255.csv
3KB

The summary of the results
Wl" be in the bOdy Of the Statement Reconciliation Result File Attached
email. e Your reconciliation file was submitted on 2018-05-19 15:38:49
With the following results:
Records submitted = &
e Records matched = 4

Records unmatched =1

Data Parameters: Invoice = 1, InvDate = 2{m-d-y), InvAmt = 3

If you have questions about your results, please click on the following link:
https://627489.invoiceinfo.com/contact.html

PLEASE DO NOT REPLY TO THIS EMAIL

To request a rematch of this file, click on the link below:
https:/f627489.invoiceinfo.com/match.php?rq=2018-05-19 15:38:498s5=999999

The Match Status column will indicate if there is an All Match,
Partial Match or No Match. &

A6 NO Match

A B C o | o I 1 G H o | P o | R 1 = L [a]
VENDr cHEcK CHECK | CHECK | INVOICE
Query | Queny | Queny  Guery o MENT | METHOD | PAYMENT PATMENT | AMOUNT
1| Vendor Invaice IvDate | InvAmt Q MatchStatus VENDORID | PO_NUMBER NI o3 OF_PYMT | NUMBER  AMOUNT PAID
2| 3003285 21821796 11/1/2017  2450.78 ALL MatcMendor, InvNumber, Date, Amount 3003445, 4800040496 2 8/ACHCCD 30032320 245078 1450.78
2 1833456 PARTIAL Match - Vendor,
4| 3003485 21005382 12/15/2017 o o
5
6| 30034 21593018 1/15/2018 3003445, 480004025 ACHCCD 30032580 183456 183456
b
8| 3003ess 21123477 1/20/2018 3003445 48000402¢ ACHCCD | 30032661 5678945 567945
& 5789.45 PARTIAL Match -Vendor, i
10| z00sses  218sE7s4 1/28/2018, 3003445 480004026 ACHCCD 30032844 12355613 123556.18
n
|27 3003445 21823460 2/1/2018 3003445 4200040362 3 ACHCCD 20031060 65432.01 43987.97
13
:;_ 2003485 21854362 2/1/2018 2002445 4800040262 :q 5 E_ 15 PARTL.!.'L M EItEh T '|.|'E I'I-dﬂr, 18 ACHCCD | 20030852 1876588 18765.89
6| 3003485 21587620  2/5/2018 3003445 4800040459 2156 Mari8 ACHCCD 20030874 25830.65 25850.65
m
B 1 .
L:]
— N
= 1 ALL Match -Vendo~
21
22
23
24|
it
26
211 -
5974813003445 20180423 162650_ | (@ < ,
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Vendor Number Inquiry

Enter two of the available

fields under iENERGy

TRANSPORTATION GROUP

Welcome to Energy Transportati p's | ce Portal
0 2 Invoice Payment Information The data is updated daily and reflects the activity over the last 24 months.
C I ICk e User's Guide Please enter data into two of the fields below.
Tips for Successful Billing Once you have successfully completed your initial search, the Vendor Number is saved and

additional searches can be performed, including date range searches.

ACH/QuickPay

Statement Reconciliation Search by Invoice

Vendor number displays @ Uplaad Invico
Contact Us Vendor Number: ]
Login FB Number: __U1025674

Inveice Amount: 4500

Search by Payment Received

Payment

Sort Report by v Ascending v

0 E=N

§ ENERGY

TRANSPORTATION GROUP

on G

Welcome to Energy Transp

p's Invoice Portal

Invoice Payment Information The data is updated daily and reflects the activity over the last 24 months.

LI Please enter data into two of the fields below.

Tips for Successful Billing
ACH/QuickPay Authentication Successfull You may now use date ranges if desired.

Stats it Re iliati
ement Reconciliation Search by Invoice

Upload Invoice

Invoice Number: [10575 |
Contact Us —_—
- Vendor Number: e 500047
ogin
FB Number: [U1028674 |
Invoice Amount; |a500 |
Invoice Date: [ |70 |

Search by Payment Received

PamertRefeence: |

Payment Amount: [ |
Payment Date: [ |10 ]
Sort Report by v Ascending v

E=E XN

Download Results in CSV Format

Vendor Number  FB Number:!
B a

Amount Currency:' Recelved Date™' AgedDays Held:"
= E e &

Scheduled Pay Date  Payment Number Payment Amount ~ Payment date-! Payment cleared
= s =X = B

500047 5002218 23628 $4,10000 USD. 26Jan2022 43 Fase  PAID AcH

92810 $7.70000 10Mar2022  True




