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Accessing the Cenergy FST System

Logging In

1. Go to http://www.cenergyintl.com/

2. Select the Web e-FST icon at the top of the home page

3. Select the Employee Training Video for a tutorial of the same information in the online
manual.

4. Go back to the web page and login

5. Enter your User Name and Password then click the “LOGIN” button

Web eFST

- g
» N
™ : :

SEARCH JOB LISTINGS: Orviewalljods

e Sign in with your new login and password and prepare
¢ | Web éFSTis due the seme Ume your Field Service Ticket and Expense Report:

your paper document was due

according to your payment User Name:
deposit calendar,

* Your Web efSTis automatically
sent to your client supervisor for
approval. Once they approve
you will be advised via email.

Password:

* |fyou have any changes to your
personal information please [
contact your Cenergy
Representative

LOGIN ]

If you do not have a WEB eFST username and password, please contact your Cenergy
Representative for easy setup.

CONNECT WITH US
1

Archive FST

FST created prior to May 24, 2014

( LOGIN )

WEB eFST Instructions
[ DOWNLOAD CONTRACTOR PDF ] [ DOWNLOAD EMPLOYEE PDF ]

[ CONTRACTOR TRAINING VIDEO ] [ EMPLOYEE TRAINING VIDEO ]

** Upon logging into the Cenergy FST system for the first time, you will be prompted to immediately
change your password as described in the next section, Managing Your Profile.

NOTE: Check your internet tools and make sure you have Compatibility View Settings checked for
“Display all websites in Compatibility View”. This will allow you to select dates from the calendar
display.



http://www.cenergyintl.com/

Managing your Profile

e To change User Details such as email address or password, click on your user name to
the left of the “Logout” link.

& Cenergy - DocuPeak User Setup wtest30@cenergyintl.com |.ogout

[y My FSTs

Update your user details...

Email: John.Smith@yahoo.com

First Name: Iohn v

Lest Name Smith Click User Name
(Changes below required your password) tO Manage PrOfl Ie
Current Password:

Change Password:

Confirm New Password:

Change Secunty Question: What is your company?
Mew Security Answer

H Change « Cancel

e Update any user details that you wish to change.

e To change your password, enter your Current Password, and then enter your new
password in both the “Change Password” and “Confirm New Password” fields.

e C(lick the “Change” button to save changes

e The message below will be displayed when your account changes were successful:

‘ Successfully updated security guestion, user information.

Locking your Account

If you enter your password incorrectly five times, your account will be locked and you will have

to contact your Cenergy Representative to unlock your account or our Web eFST Technical
Support Desk at 866-606-5666




Field Service Ticket (FST) Application

Overview of the FST “Dashboard”

The FST dashboard is displayed when you log into the application. From here you can add new
FSTs, submit draft FSTs for approval, and view previously submitted FSTs.

AL Cenergy FST - FSTs/My FSTs johntest Logout
[ FSTs p
1 BCreale New FST Li#Print FAX Cover Sheet &%8Submit for Cenergy Review Refresh % Search
FST Start  End Pay #
O 2 Submittal # pate Date Status Customer / Job Amount Approver Response Att.
- Total
O @ 121 Draft  Chevron SIVBU- £100.00
Administrative
Assistant
3 O [@ 120 4/1/2014 4/2/2014 Post Chevron SIVBU- £410.00 4/30/2014 (): Approved Sarah Spencer From: PSDevSupport@cenergyintl.com 1
Administrative [mailto: PSDevSupport@cenergyintl.com] Sent: Wednesday, April 30, 2014 4:32 PM To:
Assistant sarah@webiplex.com Subject: Cenergy FST Approval Request [FST#:120] From: John Test Amount: $
450.00
ImE] 119 Rejected Chevron SIVBU- £420.00 4/30/2014 (): Rejected Sarah Spencer From: PSDevSupport@cenergyintl.com 1
Administrative [mailto:PSDevSupport@cenergyintl.com] Sent: Wednesday, April 30, 2014 4:37 PM To:
Assistant sarah@webiplex.com Subject: Cenergy FST Approval Request [FST#:118] From: John Test Amount: §
440.00

1 of 1 Pages - 3 Total Records 1

1) Create New FST: Click this link to open the FST

E;?-,,Create New FST| LI#Print FAX Cover Sheet &8Submit for Cenergy Review

2) Column Headers: Can be used to sort the list of FSTs. Click any header to sort based on
that item. Click a second time to reverse the sort order.
Start and End dates are display after you submit for review.

db Cenergy FST - FSTs/My FSTs johntest Logout
[ FSTs »
[ECreate New FST [[#Print FAX Cover Sheet 22Submit for Cenergy Review Refresh % Search
Pay
O Submlﬂal # Start End Status Customer / Job Amgount Approver Response #
Date Date Att.
Tofal
D B 121 Draft  Chevron SIVBU- £100.00
Administrative
Assistant
O B 120 4/1/2014 4/2/2014 Post Chevron SIVBU- $410.00 4/30/2014 (): Approved Sarah Spencer From: PSDevSupport@cenergyintl.com 1
Administrative [mailto:PSDevSupport@cenergyintl.com] Sent: Wednesday, April 30, 2014 4:32 PM To
Assistant sarah@webiplex.com Subject: Cenergy FST Approval Request [FST#:120] From: John Tast Amount: §
4590.00
O [Ei] 119 Rejected Chevron SIVBU- £420.00 4/30/2014 (): Rejected Sarah Spencer From: PSDevSupport@cenergyintl.com 1
Administrative [mailto: PSDevSupport@cenergyintl.com] Sent: Wednesday, April 30, 2014 4:37 PM Ta:
Assistant sarah@webiplex.com Subject: Cenergy FST Approval Request [FST#:119] From: John Test Amount: §
440.00

1 of 1 Pages - 3 Total Records 1

3) Indexing Icon: Click the icon to the left of the FST Submittal # to view and/or edit the
FST.

il Cenergy FST - FSTs/My FSTs johntest Logout
[ FSTs )
[E.Creals Mew FST L[#Print FAX Cover Sheet &3Submit for Cenergy Review Refresh % Search
FST Pay
[ -ubmmal # Start End Status Customer / Job Amount Approver Response #
Date Date Total Att.
1 JE] 121 Draft  Chevron SIVBU- £100.00
Administrative
Assistant
i @ 120 4/1/2014 4/2/2014 Post Chevron SIVBU- £410.00 4/30/2014 (): Approved Sarah Spencer From: PSDevSupport@cenergyintl.com 1
Administrative [mailto: PSDevSupport@cenergyintl.com] Sent: Wednesday, April 30, 2014 4:32 PM To:
Assistant sarah@webiplex.com Subject: Cenergy FST Approval Request [FST#:120] From: John Test Amount: $
450.00
I WE] 119 Rejected Chevron SIVBU- 5420.00 4/30/2014 (): Rejected Sarah Spencer From: PSDevSupport@cenergyintl.com 1
Administrative [mailto:PSDevSupport@cenergyintl.com] Sent: Wednesday, April 30, 2014 4:37 PM To:
_— Assistant sarah@webiplex.com Subject: Cenergy FST Approval Request [FST#:118] From: John Test Amount: §
440.00

1 of 1 Pages - 3 Total Records 1




FST Process

The Cenergy FST application is used to submit FSTs for review and approval.

Creating a new FST

e Click Create New FST

UL Cenergy FST - FSTs/My F5Ts

johntest Logout
[~ FSIs .

[ECreate New FST [l#Print FAX Cover Sheet &&Submit for Cenergy Review

IE] Refresh ¥ Search

FST— start  End Pay #
O Submittal # pae Date Status Customer / Job Amount Approver Response Att.
- Total
ImE] 121 Draft  Chevron SIVBU- £100.00
Administrative
Assistant
O D 120 4/1/2014 4/2/2014 Post Chevron SIVBU-

$410.00 4/30/2014 (): Approved Sarah Spencer From: PSDevSupport@cenergyintl.com

1
Administrative [mailto:PSDevSupport@cenergyintl.com] Sent: Wednesday, April 30, 2014 4:32 PM To:
Assistant sarah@webiplex.com Subject: Cenergy FST Approval Request [FST#:120] From: John Test Amount: §
4590.00
O [E] 119 Rejected Chevron SIVBU- $420.00 4/30/2014 (): Rejected Sarah Spencer From: PSDevSupport@cenergyintl.com 1
Administrative [mailto: PSDevSupport@cenergyintl.com] Sent: Wednesday, April 30, 2014 4:37 PM To:
Assistant

sarah@webiplex.com Subject: Cenergy FST Approval Request [FST#:119] From: John Test Amount: §
440.00

1 of 1 Pages - 3 Total Records

e The New FST form will open as displayed below

Thank you for entering your time and expenses with Cenergy's online submittal system. Please provide details about this FST below.

Customer / Jobs: | @

FST Submittal #:
Approver Email:

Alt. Approver Email: |

Status: hat

Please attach any original receipts for this FST below. File Size per attachment limit is less than 3MB.

Attachments:

Qndd ﬂDe\ata

Created File Name

Add each labor or expense line item in the separate section below. Labor subtotals will be displayed after submitted for approval.

Labor Ttems:
{a Add g‘j Delete
Assignment Date Day Category Quantity Pay Rate Work Location Cost Code Description/Rig/Loc. Chevron D7i / OXY Task Pay Amount
Labor Pay Amount Subtotal: | |
Labor Subtotals:
Category

Labor Quantity Subtotal

Expense Items:

For any variable expenses (Lodging/Hotel/Airfare/Misc Expenses), please enter the total amount for the individual expense in the quantity field.

{a Add ;a Delete

Date Day Category Quantity Pay Rate Bill Rate Work Location Cost Code Description/Rig/Loc. Chevron D7i / OXY Task Bill Amount

Expense Pay Amount Subtotal: § l:l
Expense Bill Amount Subtotal: $ I:l

Pay Amount Total: §

| |
Select Client / Job
e Select the Client/Job where the work was performed.
o The Approver email will be automatically populated
o The Alternate approver will be automatically populated if one has been
designated. This field may be changed when advised by your supervisor.

o If the approver emails are not for the correct person, please notify your Cenergy
representative

o The default status will be set to Draft

Thank you for entering your time and expenses with Cenergy’s online submittal system. Please provide details about this FST below.

-
Customer / Job: | Chevron SIVBU-Administrative Assistant @

Approver Email:

FST Submittal #:

Alt. Approver Email: |john@cenergyint\.com| *®

Tratus:

(&)



Add Attachments — Upload

e Copies of original receipts must be attached to the FST before it can be submitted for
approval. To fax receipts instead of scanning and attaching, please see the Add
Attachments — Fax section.

e If you have a scanned file with receipts, use the Attachments section to upload copies of
the receipts. Click the Add button under Attachments, and the attachment browse
screen will be displayed

e File Size per attachment limit is less than 3MB.

Please attach any original receipts for this FST below. File Size per attachment limit is less than 3MB.

Attachmehts:

Add jlpelete

Local File * File: *
Click the Browse button to select a local file.

Browse...

Fadd €cance

e Click the Browse button, and the Choose File to Upload screen will open

/2 Choose File to Uplaad

Fere

Organize v New folder =~ 0 @
P 4 Name : Size Item type Daf
Bl Decktop 4 Libraries
& Downloads #d) Homegroup
. Dropbox A Sarah
il RecentPlaces  |_| (% Computer
| € Network
il Libraries [#¥ DocuPeak Scan Bench 3KB Shortcut 7/5)
[/ Documents |2 Documents - Shorteut 2KB  Shortcut a4
& Music
[ Pictures B
E Videos

& Homegroup

~ 4 1 | 3

Filename: Redonde Overtime Export 10052012+ | All Files (%) -

e Find the file on your local computer, then click Open

‘= Choose File to Upload

€9 I

£

Sarzh » My Documents » Webiplex » v | 42 Jl search webipiex

Organize » New folder ==y O @
T * Mame : Date modified Type

I Deskiop [Z Culver_City_Subpoena.vd 12/14/2010 216 PM  Crystal R
4 Downloads [Z Montebello Supoenaal 12/14/2010 222 PM  Crystal Ry
J Dropbox @ Open Requests by Customera3 2/28/2011 2:58 PM Crystal R
il RecentPlaces || [Z] Open_Requests_by_Customerx2 2/28/2011 249 PM  Crystal R
1 ﬁ’ RSASecurlDTokendl0 11/15/2010 2:09 PM  Windows|

4 Libraries 2] SAC-Live634311264767826250 1/20/2011 10:21 AM XML Doc|=
@ Documents ‘Cih] streets 1/31/2011 9:51 AM  Microsofi

J’ Music | streets 1/31/2011 9:48 AM TXT File

[E5] Pictures . @__] Subpoena_Configuation_Guide Montebe... 12/14/2010 2:58 PM  Microsof|
¥ videos B TLC v_3Phase L7/201111:23 AM  Microsof|
g VZAM_7.21_2420b_Pantech_UMI175 2/24/2011 10:05 AM  Applicatiy

QG Homegroup 1) VZAM_7.21_2420b_Pantech_UM175 2/24/2011 10:06 AM  Compres ju

- o . | >

File name: streets v | AllFiles (*.7) -
i

e Once selected, the file path of the attachment will be displayed under File, then click
Add

Please attach any original receipts for this FST below. File Size per attachment limit is less than 3MB.

Attachments:

Q Add Ej Delete

Local File * File: *
Click the Browse button to select a local file. C:\Users\Sarah'Docum| Browse...

Flaca ¥cancel

(7]




e Your file will be displayed under Attachments with the create date and File Name.
e If you do not select “add” the document will not attach and be displayed.

Thank you for entering your time and expenses with Cenergy's online submittal system. Please provide details about this FST below.

Customer / Job: | Chevron SJVBU-Administrative Assistant w [ FST Submittal #

Approver Email:

Alt. Approver Email: [john@cenergyintl.com

Status: o

Please attach any original receipts for this FST below. File Size per attachment limit is less than 3MB.

Attachments:

FjAdd a:lDe\ate

Created File Name

D D 4/30/2014 CCF04282014_0002.tif

e Repeat the process if you have multiple files to attach

Add Labor Items
e Click the Add button to add Labor Items

Add each labor or expense line item in the separate section below. Labor subtotals will be displayed after submitted for approval.

CEOG =ms:
Eladd if Delete

Assignment Date Day Category Quantity Pay Rate Work Location Cost Code Description/Rig/Loc. Chevron D7i / OXY Task Pay Amount

Assignment: Dat=™ Category™:

_ )
| |3 | & | 2

Pay Rate: Work Location™: Cost Code®:
s [ | ) B
Description/Rig/Loc.*: Chevron D7i / OXY Task:

EHsave Labor ttem cancel

Labor Pay Amount Subtotal: § I:l

e Enter all of the Labor Item Fields. Fields with RED headings are required, and the record
cannot be saved until all required fields are completed.

o Assignment: Please select the applicable assignment from the drop down list.

= Assignment must be selected prior to category. You will see a message
that says “Assignment ID must be specified” if an assignment was not
selected.

o Date: Time must be entered individually for each date worked. You may directly
type in a date using “MM/DD/YY” format, or select a date by clicking on the
calendar icon.

o Category: Please select the applicable labor category from the drop down list.

o Quantity: Enter the number of hours or days worked per your pay rate.

o Pay Rate: Pay Rate will be auto-populated based on Assignment and Category
selected.

o Work Location: Select a Work Location from the drop down list

o Cost Code: Enter the Cost Code (WBS code, cost allocation, network etc)

= Note: Only a single cost code may be entered for each line. When the
time entered is to be allocated among multiple cost codes, enter
separate line items for each applicable code and allocated time.

o Description/Rig/Loc: Type the description (Project, rig, well, and or business
area) of work performed and your job title.

=  Example: Engineer /Well # 272 South Texas
o Chevron D7i / OXY Task: Enter the Chevron D7i or OXY Task if applicable.

(&)



e Paid Time Off and Sick Time
o When entering paid time off, enter the category in the cost code and description

box.
= Example W2 Sick category — Enter Sick Day for both cost code and
description
o Holiday pay is max 8 hours when eligible. See Current Holiday schedule to verify
dates.

o Attach the Cenergy Time Off form in the attachment section.
e Once all fields are completed, click Save Labor Item and the labor item will be displayed
in the FST form.

Add each labor or expense line item in the separate section below. Labor subtotals will be displayed after submitted for approval.

Labor Items:
] Add [gf] Delete
Assignment Date Day Category Quantity Pay Rate Work Location Cost Code Description/Rig/Loc. Chevron D7i / OXY Task Pay Amount
Assignment: Dat=® Category™: Quantity®: Pay Rate: Wark Location®: Caost Code™
1 3 3
Crr— e | N LY a— T E—
Descriptien/Rig/Loc.*: Chevron D7i / OXY Task:
[onsite Visit ] ]

Fsave Labor ttem [ cancel

e If you have multiple labor items to enter, follow the above process for each labor item.
o The Labor Pay Amount Subtotal will be automatically calculated and updated
with each labor item that you add.
e When entering additional labor items, the Work Location, Cost Code,
Description/Rig/Loc. and Chevron D7i/OXY Task fields will be copied to save time
entering information. Make sure to edit each box with the new information where

Add each labor or expense line item in the separate section below. Labor subtotals will be displayed after submitted for approval.
Labor Items:

Pj Add n:l Delete
Assignment Date Day Category Quantity Pay Rate Work Location Cost Code  Description/Rig/Loc. Chevron D7i / OXY Task Pay Amount
O =] oOnshore 4/28/2014 Mon Hourly 8 $25.00 California 12587451 Onsite Visit $200.00
[0 [El oOnshore 4/29/2014 Tue Hourly 6 $25.00 California 12587451 Onsite Visit $150.00
O =] Onshore 4/29/2014 Tue Sick Hourly 2 $25.00 California 12587451 Onsite Visit $50.00
Labor Pay Amount Subtotal: $ 400.00

Labor Subtotals
e Labor Subtotals will be calculated and displayed when the FST is submitted for Cenergy Review.
e Each category will show a subtotal.
o Example: Total hours for office rate, overtime and vacation when applicable.

Labor Subtotals:
Category Labor Quantity Subtotal
Hourly 4




Add Expense Items

Note: Pay rate is your reimbursable amount and bill rate is charged to the client.

e C(lick the Add button to add Expense ltems

Expense Items:

elete

iable expenses (Lodging/Hatel/Airfare/Misc Expenses), please enter the total amount for the individual expense in the quantity field.

EXZE!

Date Day Category Quantity Pay Rate Bill Rate Work Location Cost Code Description/Rig/Loc. Chevron D7i / OXY Task Bill Amount
Date™ Categary®: Pay Rate: Bill Rate®: ‘Werk Location®: Cost Code®
| | | : : s 3

Description,

[Rig/Loc.*:

Chevron D7i / OXY Task:

[onsita vis

it

Elsave Expense trem ¥eance

Expense Pay Amount Subtotal: $ l:l
Expense Bill Amount Subtotal: [ |

e Enter all of the Expense Item Fields. Fields with RED headings are required and the
record cannot be saved until all required fields are entered.

o Category: Please select the applicable expense category from the drop down list.
o Date: Select the date that applies to the Expense. You may directly type in a date
using “MM/DD/YY” format, or select a date by clicking on the calendar icon.
o Quantity Field: Enter the quantity of expenses
o Pay Rate/Bill Rate: These will either default to a specified amount, or allow you
to enter an amount based on category. Enter both pay and bill rates as required.
Fixed Rates for Per Diem, Mileage etc. will automatically have the pay and bill
rate entered. For Hotel, enter quantity 1 and in the description box please
describe the number of nights, location etc.
Expensae Tteermss
For wariable mxp=ns=s [ irfane/Lodging/HotelMisc), pleass =nter the quantity and the applicable pay and il rate.
: Cren—l;d Date Day Category Quantity Pay Rate Bill Rate Work Location Cost Code
= |ﬁ EJ |j ﬁﬂ-::lJ | :‘Jm:s?s.oﬂ il| F.“re:s oo| _‘-:2::" i :J::;;-"

Chewron D1/ DOV Task:

brdave Expmmes ttam W cares

o

Work Location: Select a Work Location from the drop down list.
Cost Code: Enter the Cost Code (WBS Code, cost allocation, network etc).
= Note: Only a single cost code may be entered for each line. When the
expense entered is to be allocated among multiple cost codes then
enter separate line items for each applicable code and allocated
expense.
Mileage — must include mileage log as attachment
Description/Rig/Location: Type the Description of the expense incurred.
= Expense Examples: Mileage, Per Diem, Tax, Hotel name # of nights etc.
» Example: Mileage to/from airport or Hotel Crown Plaza 5 nights
LAX
Chevron D7i / OXY Task: Enter the Chevron D7i or OXY Task if applicable.

e Once all fields are completed, click Save Expense Item and the expense item will be
displayed in the FST form.

[[o])




Expense Items:
For any vanable expenses (Lodging/Hotel/Airfare/Misc Expenses), please enter the total amount for the individual expense in the quantity field.

Hj Add x:l Delete
Date Day Category Quantity Pay Rate Bill Rate Work Location Cost Code Description/Rig/Loc. Chevron D7i / OXY Task Bill Amount
O 3 4/28/2014 Mon Per Diem 1 $10.000 $10.000 California 12587451 Onsite Visit $10.00
[ ]

If you have multiple Expense items, follow the above process for each expense item.

o The Expense Pay Amount and Bill Amount Subtotal will be automatically
calculated and updated with each expense item that you add.

e When entering additional expense items, the Work Location, Cost Code,
Description/Rig/Loc. and Chevron D7i/OXY Task fields will be copied to save time
entering information. Make sure to edit each box with the new information where
applicable

e Ifthe expense is not reimbursable to you but billable to the client, contact your
Cenergy Representative for a special rate code.

e Click the save button at the top or bottom of the form to save the record. The FST will be

saved as a draft, allowing you to return and continue to add attachments, Labor ltems

and Expense items, until it has been submitted.

1) FSTs b

Thank you for entering your time and expenses with Cenergy’s anline submittal system. Please provide details about this FST below.

Custamar [ Job: | Chevrer SIVBU-Administrative Azsiztant v [ FST Submittal #:

tipprover Email:

Alt. hpprover Email: [jmaith Bcher.com]

Status: v

Please attach any original receipts for this FST below. File Size per attachment limit is leas than SMB.

Attachments:
=add g Delete

Created File Name

Add each labor or expenise line item in He separste section below. Labor subltotals will be displayed after submitted for approval.

Labar Ttems:

21 Add )l Delete

Assignment Date Day Cstegary Quantity Pay Rste Work Location Cost Code Deseription/Rig/Loc. Chevron D7i / OXY Task Pay Amount
[} T Onshore 4/16/2014 Weg  Hourly 5 $25.00 Criforniz uc1z3s Onsits Visit Well 345 5200.00
0 T Onshers 41772014 The  Heurly E $25.00 Csiferniz uc123s Orsi EET $200.00
O T Onshers 471812014 Fri Sick Hourly E 5.0 Cafforniz Sick Dy Sick Day $40.00

Labor Pay Amount Subtatal: § 440.00

Labar Subtatals:

Categary Libor Quantity Sublotal
Expenss Ttems:
For amy varisDie sxpanses (Ladging/Motel/Aifare/Misc Expenses), please =nler Dz fotal smount for the individusl exgerss in the quantly feid.
= 8dd )l Delete

Date Day  Category Quantity Pay Rate Bill Rate Work Location Cost Code Description/Rig/Loe. Chevron D7i / OXY Task Pay Amaunt Bill Amount
o B 4/16/2014 Wed  PerDiem 1 $10.000 0 UCt2346 Perdizm 10,00 510.00
o = 4/17/2014 Thy  Mesle 55 $1.000 UCL2346 Mesls §55.00 $55.00

Expense Pay Amount Subtatal: §
Expense Bill Amount Subtotals ’

Pay Amount Tobsl: 3

For additional information, please use the notes field below.
|Si:k Diay o April 180, Paid Time O form sttached |

For Cenergy Use Only: This area contains comments submitted by the Client approver and Cenergy

Approver Response: Cenergy Notes:

| (L. «ci:sl

** If you do not see a labor/expense item, please contact your Cenergy Representative.

(2]



Add Attachments - Fax

Once the FST has been saved and an FST number is assigned, receipts can be faxed in.
e Click the checkbox to the left of the FST that needs receipts submitted, then click Print

FAX Cover Sheet
[ FSTs p
[ECreate New F4T &Jsubmit for Cenergy Review 3 Refresh ¥ search
O FST Submittal # Start Date End Date Status Customer / Job Pay Amount Total # Att.
O D 119 Draft Chevren SIVBU-Administrative Assistant $420.00 1
|3 120 Draft Chevron SIVBU-Administrative Assistant $200.00
1 of 1 Pages - 2 Total Records

e A barcode cover page will open in a new tab

= e =]

e 5

g(' :§f|| @ http://23.21.106.251/DocuPeak/WxView/view/viewprintcoverpages.aspx?ctin=18tcp: 0 = & H "I DocuPeak Repositery (2 23.21106.251 x | |

File Edit Goto Favorites Help

= B = @. 11 el &Y @& & ® uen - g (T (] -

FST Submittal #: 120

m

Please Fax Receipts to 713-583-7273

58614614B19443A5
BDAE16136FBC43FA
EED6C289FC4F4911

A413FE23E01C6B2F

e Print the barcode cover page, and place on top of all receipts as the first page

e Fax the receipts to (713) 583-7273

e The fax will be processed, and the receipts will be automatically attached to the FST
based on the barcode cover page

e Return to the FST Dashboard to verify that the receipts were successfully received.
Please allow 10 minutes for this process to complete. If you don’t see the attachment
after 10 minutes, please contact your Cenergy representative

o The # Att field will update from 0 to 1 once the receipts are successfully received

“,' Cenergy FST - FSTs/My F5Ts johntest Logout

[y FSTs »

[ECreate New FST Li#Print FAX Cover Sheet 42Submit for Cenergy Review [# Refresh | Search
O FST Submittal #~ Start Date End Date Status Customer / Job Pay Amount Total Approver Response # Att.
O [Ei] 120 Draft  Chevron SIVBU-Administrative Assistant $200.00 1

[ )


tel:713%29%20583-7273

Editing a Draft FST

e To edit an existing FST, click on the icon between the check box and the FST Submittal #
column. This will open the FST.

ﬂ,' Cent

[y FSTs »

y FST - FSTs/My FSTs johntest Logout

[S.Creale Mew FST Li@Print FAX Cover Sheet &3Submit for Cenergy Review Refresh % Search

O FST Submittal #~ Start Date End Date Status Customer / Job Pay Amount Total Approver Response # Att.
O 120 Draft  Chevron SIVBU-Administrative Assistant $200.00 1
O D 119 Draft  Chevron SIVBU-Administrative Assistant $420.00 1

1 of 1 Pages - 2 Total Records

e C(lick the icon for the Labor or Expense item that you wish to edit.

Thank you for entering your time and expenses with Cenergy’s online submittal system. Please provide details about this FST below.

Customer / Job: | Chevron 5IVBU-Administrative Assistant &) FST Submittal £:

Approver Email:

Alt. Approver Email: [sarah@webiplex.com oy

Status: ~

Plcase attach any original receipts for this FST below. File Size per attachment limit is less than 3MB.

Attachments:

Bl add kel Delete

Created File Name

O D 4/30/2014 CCFO4282014_0023.tif

Add each labor or expense line item in the separate section below. Labor subtotals will be displayed after submitted for approval.
Labor Items:
Eladd Dlbelete

IAssignment Date Day Category Quantity Pay Rate Work Location Cost Code Description/Rig/Loc.

Chevron D7i / OXY Task Pay Amount
| [E] Jonshore 4/1/2014 Tue Hourly 8 $25.00 California 12587451

Onsite Visit $200.00

Labor Pay Amount Subtotal: $ 200.00

Labor Subtotals:
Category Labor Quantity Subtotal

Expense Items:

For any variable expenses (Lodging/Hotel/Airfare/Misc Expenses), please enter the total amount for the individual expense in the quantity field.

] add kil Delete

Date Day Category Quantity  Pay Rate  Bill Rate Work Location Cost Code  Description/Rig/Loc. Chevron D7i / OXY Task Bill Amount

Expense Pay Amount Subtotal: $ |:|
Expense Bill Amount Subtotal: $ l:l

Pay Amount Total: &

e The previously entered data will open. Edit the record, and then click “Save Expense
ltem.”

Expense Items:

For any variable expenses (Lodging/Hotel/Airfare/Misc Expenses), please enter the total amount for the individual expense in the quantity field.

El Add i Delete
Date Day Category Quantity Pay Rate Bill Rate Work Location Cost Code Description/Rig/Loc. Chevron D7i / OXY Task Bill Amount
Dare*® Caregory*: Quantitg*: Pay Rate: 8ill Rate™: ‘Work Location®: Cost Code™:
[vzons |2 [peroem 8 [t ]+ soou] ¢ e

Description/Rig/Loc.*+ Chevron D71 / OX¥ Task:
[onsite visist |0

Hsave Expense Iteny «Cance

Expense Pay Amount Subtotal: $ l:l
Expense Bill Amount Subtotal: | o]

Pay Amount Total: §

e Once all changes are made, save the FST.

[ =)



Chevron Users Only - WBS / Cost code check

(If you are submitting for Chevron work, use the instructions below to validate

your WBS/cost codes. Disregard the check button if not submitting for Chevron
work)

Create your Web eFST following normal procedures and Save.

1. From the Dashboard, check the FST you want to validate codes
2. Select the green Check Chevron WBS button.

™ FSTs p

.gCreate New FST LlgPrint FAX Cover Sheet ]Submit for Appro 2 ' Check Chevron WBS

— FST Start

_ a Pay Amount
1 Submlttal # Date End Date  Status Customer / Job Total

10303 Draft Chevron SIVBU- '
Designer

A yellow caution symbol will display on the Dashboard if a code within the FST does not
match to our list of valid Chevron codes. Please open the FST to review.

Example: FST list on Dashboard

1 FS5Ts )

| ECreate New FST L@Print FAX Cover Sheet &]Submit for Approval % Check Chevron WBS

FST Start Pay Amount
] Submlttal # Date End Date Status Customer / Job Total
] &) 10303 Draft  Chevron SIVBU- !
Designer
Example on FST Line item
ns:
Delete
Assignment Date Day Category Quantity Pay Rate Work Location Cost Code
Onshore 9/1/2014 Mon Hourly 8 Arizona UC39700
Onshore 9/2/2014 Tue Hourly 8 ) Arizona UC3999999 '

If you do not see the yellow caution sign, this indicates all codes matched and you can submit your FST.

If there is not a match, please modify the incorrect code before you submit. If you have confirmed with your Chevron Supervisor that
the code is valid, please continue the submittal process. We will advise if a new code is required after submission.

WBS codes must contain only numbers or letters. Do not use spaces or other characters.

When entering paid time off, your cost code is the description (sick, vacation etc.) and will always show the yellow caution sign.
Continue to submit when this happens to the line item.

()



Notes Field — Additional Information

e Additional information can be added to the FST in the box below the expense items. The
information will be viewed by the Cenergy Supervisor.

Add each labor or expense line item in the separate section below. Labor subtotals will be displayed after submitted for approval.

Labor Items:

£ add g Delete
Assignment Date Day Category Quantity Pay Rate Work Location Cost Code Description/Rig/Loc. Chevron D7i / OXY Task Pay Amount
O E Onshore 4/1/2014 Tue Hourly & $25.00 California 12587451 Onsite Visit

$200.00

Labor Pay Amount Subtotal: $ 200.00

Labor Subtotals:
Category Labor Quantity Subtotal

Expense Items:

For any variable expenses (Lodging/Hotel/Airfare/Misc Expenses), please enter the total amount for the individual expense in the quantity field.

E] add ks Delete

Date Day Category Quantity Pay Rate Bill Rate Work Location Cost Code Description/Rig/Loc. Chevron D7i / OXY Task

Bill Amount
] [El 4/1/2014 Tue PerDiem 1 $10.000 $10.000 California 12587451 Onsite Visist

$10.00

Expense Pay Amount Subtotal: $
Expense Bill Amount Subtotal: §

Pay Amount Total: §

For additional information, please use the notes field below.

Submitting the FST for Cenergy Review

e Once all attachments, Labor Items and Expense Items have been added; select the
checkbox to the left of the record and click Submit for Cenergy Review.

AL Cenergy FST - FSTs/My F5Ts johntest Logout

[y FSTs »

[ Create New FST [[#Print FAX Cover Sheetl 438 5ubmit for Cenergy Review I Refresh & Search

O FST Submittal #~  Start Date  End Date Status Customer / Job Pay Amount Total Approver Response # Att.

O [Eil 120 4/1/2014 4/1/2014 Cenergy Review  Chevron SIVBU-Administrative Assistant $210.00 1
(il 119 Draft Chevron SIVBU-Administrative Assistant $420.00 1

1 of 1 Pages - 2 Total Records

e This will update the status of the FST from Draft to Cenergy Review. An email
notification will be sent to your Cenergy Supervisor letting them know there is an FST
pending their review.

e The Start Date and End Date fields will get set once the FST is Submitted for Cenergy
Review.

e You may only edit FSTs in “Draft” status.

[y FSTs )

[&Craate New FST [#Print FAX Cover Sheet &&Submit for Cenergy Review Refresh ¥ Search

O FST Submittal #~ Start Date End Date Status Customer / Job Pay Amount Total Approver Response # Att.
D B 120 4/1/2014 4/1/2014 Cenergy Review Chevron SIVBU-Administrative Assistant $210.00 1
O B 119 Draft Chevron SIVBU-Administrative Assistant $420.00 1

1 of 1 Pages - 2 Total Records

[ )



Cenergy Supervisor FST Review

e Your Cenergy Supervisor will review hours submitted on the FST.

Approved FSTs - Cenergy
e If accurate, FST will be submitted for approval to your worksite supervisor.

o) When submitted for approval, the status will show Sent for Approval
[y FSTs p
E;!Creale New FST L[#Print FAX Cover Sheet &8Submit for Cenergy Review Refresh % Search
O FST Submittal #~ Start Date End Date Status Customer / Job Pay Amount Total Approver Response # Att.
D B 120 4/1/2014 4/1/2014 Sent for Approval Chevron SJVBU-Administrative Assistant $210.00 1
O B 119 Draft Chevron SIVBU-Administrative Assistant $420.00 1

1 of 1 Pages - 2 Total Records

Rejected FSTs - Cenergy
e If inaccurate hours were entered, the Cenergy Supervisor will edit the FST and submit
for approval to your worksite supervisor or will be returned to you for editing.

o You will receive an email from your Cenergy Supervisor to review the modified
FST.

“,' Cenergy FST - FSTs/My FSTs johntest Logout

[ FSTs )

[‘acraate New FST [I#Print FAX Cover Sheet £8Submit for Cenergy Review Refresh @ Search
] FST Submittal #~  Start Date End Date Status Customer / Job Pay Amount Total Approver Response # Att.
O @ 120 Return to Consultant  Chevjon SIVBU-Administrative Assistant $210.00 1
O @ 119 Draft Chevjon SIVBU-Administrative Assistant $420.00 1

1 of 1 Pages - 2 Total Records

e Toview the Cenergy Notes, open the FST to view the Cenergy Notes section

For Cenergy Use Only: This area contains comments submitted by the Client approver and Cenergy

Approver Response: Cenergy Notes:

Time: 4/30/2014 7:24 PM By: sspencer

Please add hours and expenses for 4/2/2014,

e Fix the FST per the rejected notes, and click Save

Add each laber or expense line item in the separate section below. Labor subtotals will be displayed after submitted for approval.

Labor Items:

Bl add k| Delete

Assignment Date Day Category Quantity Pay Rate Work Location Cost Code  Description/Rig/Loc. Chevron D7i / OXY Task Pay Amount
O E Onshore 4/1/2014 Tue Hourly 8 $25.00 California 12587451 Onsite Visit $200.00
O E Onshore 4/2/2014  Wed Hourly 8 $25.00 California 12587451 Onsite Visist $200.00
Assignment: Date™ Category®: Quantity*: Pay Rate: Work Lecation®: Cost Code®:
3 = =
[onshere |8 [zzmie |08 [roury & : s EEr—
Description/Rig/Loc.™: Chevron D7i / OXV Task:

[Onsite visist ] [ ]

Flsave Labor rrem ® cancel

Labor Pay Amount Subtotal: § 400.00

e Follow the Submit for Cenergy Review process to start again
e The status will be updated to Resubmitted Cenergy Review

“,' Cenergy FST - FSTs/My FSTs johntest Logout

[y FSTs »

BCreale New FST Li#Print FAX Cover Sheet %8Submit for Cenergy Review Refresh % Search
O FST Submittal #~  Start Date  End Date Status Customer / Job Pay Amount Total Approver Response # Att.
O @ 120 4/1/2014 4/2/2014 Resubmitted Cenergy Review Chevron SJVBU-Administrative Assistant £410.00 1
O @ 119 Draft Chevron SJVBU-Administrative Assistant $420.00 1

1 of 1 Pages - 2 Total Records

[ )



Worksite Supervisor Review
e An email notification will be sent to the worksite supervisor (Approver) and an Alternate
Approver (if designated by the Approver).
e The worksite supervisor will review the FST detail and any attachments.
e The worksite supervisor will respond to the email with either Approved or Rejected.

Approved FSTs — Worksite Supervisor (Approver/Alt-Approver)

e If the FST was approved, no further action is necessary.
e The FST status will be updated from Sent for Approval to Approved. You will also
receive an email notification letting you know the request was approved.

4L Cenergy FST - FSTs/My F5Ts johntest Logout

[ FSTs
[@Create New FST [[#Print FAX Cover Sheet 48Submit for Cenergy Review Refresh % Search
FST Pay
O Submittal # Start End Date Status Customer / Job Amount Approver Response #
v Date Total Att.
O B 120 4/1/2014  4/2/2014 Approved Chevron SIVBU- $410.00 4/30/2014 (): Approved Sarah Spencer From: PSDevSupport@cenergyintl.com 1
Administrative [mailto:PSDevSupport@cenergyintl.com] Sent: Wednesday, April 30, 2014 4:32 PM To:
Assistant sarah@webiplex.com Subject: Cenergy FST Approval Request [FST#:120] From: John Test Amount: $
O B 119 4/28/2014 4/29/2014 Sentfor Chevron SIVBU- $420.00 1
Approval Administrative
Assistant

1 of 1 Pages - 2 Total Records

Rejected FSTs — Worksite Supervisor (Approver/Alt-Approver)

e If the FST was rejected, the approver will provide a reason for the Rejected status.

[ FSTs )
@Craale Mew FST LI@Print FAX Cover Sheet S3Submit for Cenergy Review Refresh @ Search
| = Start  End Status Customer / Job Amonnt. Approver Response #
Submittal # poye Date pp p Att.
- Total
| & 120 4/1/2014 4/2/2014 Post Chevron SIVBU- $410.00 4/30/2014 (): Approved Sarah Spencer From: PSDevSupport@cenergyintl.com 1
Administrative [mailto:PSDevSupport@cenergyintl.com] Sent: Wednesday, April 30, 2014 4:32 PM To:
Assistant sarah@webiplex.com Subject: Cenergy FST Approval Request [FST#:120] From: John Test Amount: §
450.00
mE] 119 Rejected Chevron SIVBU- £420.00 4/30/2014 (): Rejected Sarah Spencer From: PSDevSupport@cenergyintl.com 1
Administrative [mailto: PSDevSupport@cenergyintl.com] Sent: Wednesday, April 30, 2014 4:37 PM To:
Assistant sarah@webiplex.com Subject: Cenergy FST Approval Request [FST#:119] From: John Test Amount: $
440.00

1 of 1 Pages - 2 Total Records

e To view the reject reason, you can look at the Notes column on the FST list, or you can
open the record and look in the Approver Response section.

For Cenergy Use Only: This area contains comments submitted by the Client approver and Cenergy

Approver Response: Cenergy Notes:

Time: 4/30/2014 7:39 PM

Rejected
Sarah Spencer

From: PSDevSupport@cenergyintl.com [mailto:PSDevSupport@cenergyintl.com]
Sent: Wednesday, April 30, 2014 4:37 PM

To: sarah@webiplex.com

Subject: Cenergy FST Approval Request [FST#:119] From: John Test Amount: §
440.00

H save ¥ cancel

e Fix the FST per the rejected notes, add additional notes if necessary and click Save.
e Follow the Submit for Cenergy Review process to start over.
e The status will be updated to Resubmitted Cenergy Review.

[ )



Completed FSTs

e Once an FST has been Approved, Cenergy staff will perform a final review and will
Post/Archive the FST

e This means that the FST has been approved by both the Approver and Cenergy, and has
been submitted for payment.

e The status will be changed to Post.

‘Cenergv FST - FSTs/My F5Ts johntest Logout
[ FSTs »
@Creale Mew FST LI#Print FAX Cover Sheet &3Submit for Cenergy Review @ Refresh % Search
FST Start  End Pay #
O Submittal # Status Customer / Job Amount Approver Response
Date Date Att.
- Total
O [E] 120 4/1/2014 4/2/2014 Post Chevron SIVBU- £410.00 4/30/2014 (): Approved Sarah Spencer From: PSDevSupport@cenergyintl.com 1
Administrative [mailto: PSDevSupport@cenergyintl.com] Sent: Wednesday, April 30, 2014 4:32 PM To:
Assistant sarah@webiplex.com Subject: Cenergy FST Approval Request [FST#:120] From: John Test Amount: $
450.00
mE] 119 Rejected Chevron SIVBU- £420.00 4/30/2014 (): Rejected Sarah Spencer From: PSDevSupport@cenergyintl.com 1
Administrative [mailto: PSDevSupport@cenergyintl.com] Sent: Wednesday, April 30, 2014 4:37 PM To:
Assistant sarah@webiplex.com Subject: Cenergy FST Approval Request [FST#:119] From: John Test Amount: §
440.00
1 of 1 Pages - 2 Total Records
Draft

e Adraft FSTis still in progress and has not been submitted for approval.

e Edits to the FST can be made in draft status.

Cenergy Review

e The FST has been submitted to Cenergy Supervisor for hours and expense review.

e No changes can be made to the FST.

Submit for Approval

e The FST has been submitted to the approver for review.

e No changes can be made to the FST.

Approved

e The approver has reviewed and approved the FST.

Rejected

e The approver has reviewed and rejected the FST. The approver will give a reason when rejecting
the FST.

Resubmitted

e The FST is pending Re-Approval after requested changes were made by the employee.

Resubmitted Cenergy Review

e The FST is pending Re-Review after requested changes were made by the employee.

Return to Consultant

e Cenergy has returned the FST for the employee, and it must be resent through the entire
approval process.

Resubmit to Approver

e At the Cenergy final review, there was a minor change required on the FST.

e Cenergy staff made the adjustment, and returned the FST to the Approver for review and
approval.

Mismatch

e  When the Approver and Alt Approver submit different responses.

l.e. Approver says Rejected, Alt Approver says Approved

Post
e The FST has been approved by both the Approver and Cenergy, and has been submitted for
payment.

[ )



Logging out

e Tologout, click the Legoul hytton to the right of your user name.

i Cenergy FST - FSTs/My FSTs johntest Logoutl
[y FSTs
[acreate New F5T [I#Print FAX Cover Sheet &35ubmit for Cenergy Review Refresh P search
FST  Start  End Pay #
| Submittal # page Date Status Customer / Job Amount Approver Response Att.
- Total
| 120 4/1/2014 4/2/2014 Post Chevron SIVBU- £410.00 4/30/2014 (): Approved Sarah Spencer From: PSDevSupport@cenergyintl. 1
Administrative [mailto: PSDevSupport@cenergyintl.com] Sent: Wednesday, April 30, 2014 L t
Assistant sarah@webiplex.com Subject: Cenergy FST Approval Request [FST#£:120] OgOU
450.00
O 119 Rejected Chevron SIVBU- £420.00 4/30/2014 (): Rejected Sarah Spencer From: PSDevSupport@cenergyintl.com 1
Administrative [mailto:PSDevSupport@cenergyintl.com] Sent: Wednesday, April 30, 2014 4:37 PM To:
Assistant sarah@webiplex.com Subject: Cenergy FST Approval Request [FST#:119] From: John Test Amount:
440.00
1 of 1 Pages - 2 Total Records 1

e You will be returned to the Login Screen.

(=)



