eye-share

Eye-share AS
Maskinveien 15
4066 Stavanger

eye-share Portal



eye-share
]

TABLE OF CONTENTS

1. Whatis @Ye-Share POIAL........cccuiiiiiiiiii et 3
1.1, Order PrOCESS OVEIVIEW ......uuuuuuuuuunnnnnnnniiiiiiinseessssssssssssssssssssssssssessesnnesnennnnnes 3
2.  B2B alternative to eye-share POrtal...........cccuuuiiiiee i e e nee e 4
2.1.  How Peppol BIS iS WOIKING? .....ccoiieeiiieeeeiee et 4
2.2. How to activate B2B integration ...............eeiiiieeriieiiiiiiie e e e 4
3. User 10ogin in @ye-Share POral..........ccoiuiiiiiiiiiie et 5
s - Vv o L= o (=T o I 4T o 11 PP 6
LT @ 1o [T o 01T To [ RPN 8
L0t O e €1 O 1 L= = T 8
LT S 1T o] o] (1T Y= (1 o J U 9
5.3, USEI SEIUP et e e 10
5.4, ACCOUNT SELHINGS ..ooeiiiiiiiiiiiieiieeeeee et 12
5.5,  Order startpage and MENU ..........cceiiiiiiiiiiiiieeeeceeeeiiee e e e e e e e et e e e e e eaareaas 14
5.6.  Order overview and SECHONS...........cuuiiiiiiiiiiiiiieeeeeeee e 16
5.7.  Ordertype and STAtUS .........cooviiiiiiiiiiiiie e 16
5.8.  View attachments for an order message.............coovvvvvviiiiiiiiiiiiiiiiiiiiiiieeeeeeeee 18
5.9. View details for an order ... 19
5.10. ShOW ChaNQES .......cooiiiiiiiiiiiiii 20
5.11. Confirm order withOUt ChaNgES ...........ccovvviiiiiiiiiiiiiiee 21
.12, REJECL OFUEN ...ttt e e e e e e e e e et e e e e e e e e aeraaas 22
B5.13. REJECLOMAEN lINES...uui e e e e e e e 23
5.14. Perform order CNANGES ..........cooiiiiiiiiiiiiiiiiieeeee e 24
5.15.  Order canCellation............oouiiiiiiiiiiiii 25
5.16. Using the Remark field............coooviiiiiiiiiiieee 26
5.17. FINAING OFAEIS....cciiiiiiiiiiiiiii e 27
5.18. Sending invoices from Accepted Order..........ccouvviiiiiiiiiiiiiiiiiiiiiiiieeeeeeeee 27
5.19. Activate order invoicing for supplier aCCouNt ..............ccovvvvvieiiiiiiiiiiiiiiiiieeeeee, 27
5.20. Ready fOr iNVOICE .......ccooiiiiiiiiiiiiiie 29
5.21. Create invoice from accepted Order ...........cccovviiiiiiiiiiiiiiiiiiieeeee 29
5.22. INVOICEA ... 32

page 2 of 34



eye-share

1. What is eye-share Portal

Usage of the Portal is related to Order receival from Equinor, including Order Response
o It enables suppliers to receive Order messages on Peppol BIS** format and provides
ability to return an Order Response to Equinor through the portal and the Peppol
infrastructure. Returning an Order Response by either accepting or rejecting the Order is
mandatory for all suppliers.

o It is also possible to send Invoices from an accepted Order on the same format. This is
an option that the supplier needs to activate if applicable.

0 Soon it will be possible to return Shipping Notifications (also called Despatch Advice)
from the Order

The Supplier portal edition is only used by suppliers. A user may have access to both the
eye-share “invoice module” and Supplier portal edition for Orders and return messages
based upon an Order, but there must be unique username for each of these two portal
editions.

The eye-share Portal is integrated with the Peppol Infrastructure for:

- Receiving Order, Order Change and Order Cancellation messages.

- Returning Order response for the received Order or Order Change

- Optional returning Invoices based upon the content in an Order

- Optional return advanced shipping notification/Despatch Advice is planned to be
implemented

1.1 Order process overview
The chart presents the complete flow and process involved in using the Order module.

4. The supplier receives an

email containing a link to

the new order message in
3. If the supplier is not eye-share Portal
registered in the SMP
register, the order
message is routed to
eye-share Portal

1. Customer sends
order electronically 2. Supplier reference
Customer checked towards the
SMP register in the
Peppol infrastructure

»  Supplier

s Portal

5. The suppliers confirms the order in eye-share
Portal, and the order confirmation is sent back to
the customer through the Peppol infrastructure



eye-share
]

2. B2B alternative to eye-share Portal

2.1. How Peppol BIS is working?

Instead of using eye-share Portal for Order communication, it is possible to activate a
direct integration between the Customer and the Supplier using the Peppol BIS network.

Peppol BIS (Business Interoperability Specifications) operates as follows:

o Peppol facilitates the exchange of standardized electronic documents among
trading partners through the Peppol network, using a 4-corner model. These
electronic documents encompass various types, such as e-Orders, e-Advance
Shipping Notes, elnvoices, eCatalogues, Message Level Responses, and more.

e Peppol Access Points serve as the gateway for users to connect to the Peppol
network and conduct electronic document exchanges according to Peppol's
specifications. Both buyers and suppliers have the freedom to select their
preferred single Access Point provider, which allows them to connect to all other
participants already active on the Peppol network. This principle adheres to the
idea of "connect once, connect to all," streamlining the process of electronic
document exchange and ensuring interoperability among participants.
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2.2. How to activate B2B integration

Suppliers that receive their purchase orders in eye-share portal and want to move from
portal collection to B2B (direct integration) must contact their Customer directly.

page 4 of 34




eye-share
]

3. User login in eye-share Portal

The eye-share Portal solution is by design an open platform, which means that anyone
with access to the solution link can utilize the service without the need for upfront user
account registration. By default, all users have the ability to register a new invoice and
send it to any company registered as a Customer within the eye-share Portal solution.

In general each user is granted access only to the content they create, with no access to
other users' data.

Please note that the visibility of Customer accounts may differ depending on the specific
URL the user accesses.

Important: Please be aware that this functionality does not apply to users who are
accessing the Order module. In the Order module, users must receive invitations either
from the Customer or from an existing supplier account. More details about this can be
found in Section 5.1, "First Time Use," within the Order module section, under Section 5,
"Order Module."

To get started, users will need to sign in using their email address.

Welcome to eye-share Portal Login with your e-mail address

New login and if applicable: Please use the same e-mail
address as stated in supplier contact info on the document
SCAUIN WS MAIL 0 be able to view existing documents.

kai.mydland@eye-share.no

4545

PROCEED
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Verify e-mail address to proceed login

You will receive a verfication link in your e-mail inbox
(kai.mydland@eye-share.no) shortly.

You may close this window/tab..

To proceed with the login process, users are required to utilize the verification link sent
to their email address, confirming ownership of the email address.

Verification link for eye-share Portal

‘You have requested a verification link for login into eye-share Portal.

(The link is only valid for 60 minutes after login with email was started, and will be invalidated after the link has been used.)

Use this link to sign in:

https://supplierportal-equinor.eyeshare.no/Account/VerifyFromCode?code=c8d8d46447f32bfe

Best Regards

eye-share Portal is a service delivered by Eye-share AS
https://www. share.no

4. Startpage and menu

Upon logging into the eye-share Portal, users will encounter a display of tiles and
information. The availability of these tiles will depend on the user's access level and the
specific configuration of the Customer's setup.

Please take note that if a user accesses a Customer-specific URL with filtering, and that

particular Customer does not utilize the Invoice module, the login screen will only display
the information tile.
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= [#] eye-share Portal ]

All Systems Gr
We're delighted to

Downtime August 20th, 19:00 GMT 2023081 I“_.
B Eye-share AS Heads up! We'r rolling 0ut @ new version on August 20th
Smooth Sailing Ahead! 20230814

Ahoy there! ust dropping by to let you know that a systems are's.

- -~

You can find the application menu positioned at the top left corner of the interface.
Nytt bilde relevant for equinor supplier portal?

|Home
v Invoice
Your invoices
All invoices
v Request for quote
Overview
All quotations
> Administration
Upload Peppol Invoice
User Manual
GDPR info

Sign out
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5. 0rder module

5.1. First time use

When a new Order message is sent from the Customer to a supplier's contact email
address for the very first time, the eye-share Portal will take the following automatic
steps:

1. It will create a new administrator user object for that specific email address.
2. It will also establish a new Supplier account if one does not already exist.
3. The Portal will then promptly dispatch a login link to the provided email address.

The initial login process involves two steps:
e First, the user clicks on the link to confirm ownership of the email address.

e Subsequently, they receive a second link containing a security code, enabling
instant login. This link is time-sensitive and will expire within 60 minutes if not
used.

For subsequent logins, users can follow the standard routine outlined in Section 3, “User
Login”.

Note: When using the Order module, manual user logins cannot be created in advance.
At least one of the following conditions must be met before a user can be added to the
system:

e The user is invited by an existing user.
e The user receives information about a new order via email.
e The user is added as a "Site administrator”.

e The user is added as a user on a supplier account.

In some cases, suppliers may provide a shared email address to the Customer for
receiving orders (e.g., orders@supplier.com). In such instances, the end user will need
to log in to the application using this shared email address and the activation code sent
to it to manage received orders. With this administration account, users can add new
users to the supplier account within the eye-share Portal, allowing them to access orders
using their personal email accounts. Se section 10.2, “User setup”.
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5.2. Supplier setup

The Supplier setup instructions and configurations apply specifically to scenarios where
the Order module is in use within the eye-share Portal. This means that the Supplier
setup and related functionalities are relevant and applicable primarily when dealing with
orders and related processes. In situations where the Order module is not utilized, these
Supplier-specific settings and features may not be relevant or accessible.

The Supplier setup can be accessed and configured through the top left menu bar. This
menu provides users with a convenient and centralized location to manage and
customize their Supplier-related settings and preferences, ensuring efficient control over
Supplier-specific functionalities and configurations within the portal.

Home
> Order

> Invoice

« [

Suppliers

User Manual
GDPR info

Sign out

The function related to Supplier configurations is exclusively available to Administrator
users within the eye-share Portal. Only Administrators have the authority and
permissions to make alterations to any Supplier-related configurations.

In the right corner of the Supplier account, there are two available options: User setup
and account settings.

eye-share Portal 7]

Suppliers

Search

Supersupplier AB .o o
999994136 - /
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5.3. User setup

In the eye-share Portal, the user creation process is primarily automated and occurs
when the Customer sends the first Order message to a specific email address
associated with the Supplier. If a user is not connected to a given Supplier account, the
user will not be able to access any Order messages for that Supplier. If the user has
access, the user will see all Order messages for the Supplier account. A user can be
connected to multiple supplier accounts.

Here are the key points related to this process:

e Automated user creation: When the Customer sends the first Order message to
a Supplier's email address, eye-share Portal will automatically create a new user
based on the recipient's name, email, and Supplier details. This new user will be
linked to the Supplier account.

e Administrator role: All users who are automatically added and linked to a
Supplier account will receive the Administrator role by default. This role grants
them privileges to manage and configure user accounts within the Supplier
account. There are only two roles: User and Administrator

e Administrator privileges: Administrators have the authority to add and delete
regular users associated with the Supplier account. They can perform user
management tasks within their organization.

e User confirmation: When a new user is added, they will receive an email
notification and must confirm their new user account using email verification. This
ensures the security and legitimacy of user accounts.

e User deletion: Administrators have the capability to delete user accounts if
needed. They can initiate the user deletion process by clicking on the trashbin
icon located in the right corner of the user profile row.

e Resend invite: This feature allows administrators to resend invitations to users
directly from the user list. This can be useful if a user has not received or
responded to their initial invitation, ensuring that they have access to the Supplier
account and associated functionalities within the eye-share Portal.

This automated user management system simplifies the onboarding process for new
users while providing Administrators with the control and flexibility to manage user
accounts effectively within the Supplier account.
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= [] eye-share Portal 9 =2

Suppliers / Users - for Supersupplier AB

Pal Indrefjord —
° pind@supersupplier.com L\ Tl .
Jenny Tomassen —
° jrom@supersupplier.com & Ti .

User account awaiting for the user to respond to the invitation, either automatically
created by the receivel av an Order message, or manually invited by an Administrator
user.

Viggo Gausvik - ——
° vgau@supersupplier.com (Awaiting completion of registration since 04/03/2023 7:55:40 AM) , 11 .

Understanding the options:

I e d Shows the user’s current role
Edit user details

Resend email invitation
11 Change role of user
'i' Remove user from supplier account

Administrators within the Supplier account have the ability to add new users. To do so,
they can input the new user's email address by clickin the green + button.
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Upon adding a new user, an invitation email containing a link is automatically generated
and sent to the provided email address. The new user must click on this link to confirm
their invitation and gain access to the Order messages associated with the Supplier

account within the eye-share Portal.

= meye-share Portal

Add new user

Email address

5.4. Account settings

Users can access the supplier account settings view by clicking on the pencil button
located to the right in the Supplier profile row. This action allows users to enter and
modify the Supplier setup, enabling them to configure and customize Supplier-specific
settings and preferences within the eye-share Portal.

= [{]eye-share Portal

Suppliers

B Supersupplier AB o -
919994136 - ‘“

At present, the Supplier setup view primarily consists of module selections, bank details
and default TAX id. These modules include the Order module and Invoice module, which

are explained in detail within this manual.
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Additionally, there is an option labeled "Order Invoicing," which is connected to the Order
module feature.

= meye-share Portal

Suppliers / Settings - for Supersupplier AB

Order module enabled
Order invoicing enabled

Default bank account no

52010506395

NO919394136MVA

When both the Invoice module and Order module are enabled within the eye-share
Portal, users gain access to multiple functionalities:

Order messages receival and confirmation: Users can receive and confirm Order
messages from Customers. This involves handling incoming Order transactions and
providing responses as needed.

Sending Invoices: Users have the capability to send invoices to the registered
Customers within the Portal. This allows for electronic invoicing processes.

It's important to note that the Customer who enables the Supplier for electronic Order
handling may not necessarily be a registered Customer for invoicing. These two
modules, Order and Invoice, are disconnected by default.

If a Supplier wishes to use the Invoice feature connected to the Order handling, they
would need to enable the "Order Invoicing" feature. Enabling "Order Invoicing" would
bridge the gap between these two modules, allowing for seamless integration of
invoicing processes with Order handling. This ensures a more cohesive and efficient
workflow for Suppliers in managing their transactions.
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5.5. Order startpage and menu

Once logged in, users will be directed to the eye-share Portal startpage view. This view
is equipped with tiles for streamlined navigation and access to essential information.

Notable features include:

¢ Requires you attention: Orders that currently demand immediate attention will
be prominently highlighted.

e Recent received orders: A tile providing an overview of recent orders, enabling
users to quickly access their order history.

o Information: This tile serves as a hub for messages and updates from the
Customer.

Selecting any of the orders displayed within these tiles will seamlessly navigate the user
to the specific order, facilitating efficient management and action.

= [ eye-share Portal

Order: 4504256646 67,00 NOK
2023-06-13 12:21 Customer Energy AS New

Order: 4504256646 67,00 oK ) Contact Customer Energy AS for support
20230613 12:21 Customer Energy AS New

Your registered "Admin” user can add or 20230823
remove additional users. Please see the User Change: 4504228736 68,00 No
Manual from th. 2023-03-27 13:15 Customer Energy AS Accepted

Customer Energy is expecting thatyou 20230823 Order: 4504205726 13,00 N0k
return an Order Response by Accepting of Rejecting 20230201 14:38 Customer Energy AS Accepted
the order. This e...

Order: 4504179754 12,00 nox
"Friendly reminder:** Customer Energy 20230823 2022:11:12 09:42 Customar Energy AS Accepted
requires electronic invoices In Peppol format*+” it

h N a...
s beens Click here to view all orders
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By utilizing the menu located in the top left corner, users can access various important
features and sections within the eye-share Portal:

e Order overview: Navigate to the Order overview section for a comprehensive
view of your orders.

e Supplier administration: If applicable, manage the supplier account and user
access through this option.

e User manual: Access the user manual to find detailed guidance and information
on using the eye-share Portal.

e GDPR Information: Find essential information related to General Data
Protection Regulation (GDPR) compliance.

e Sign out: Log out of your eye-share Portal account to ensure security and
privacy.

= meye-share Portal
W

Home

w Order

All orders

v Administration
Suppliers
User Manual
GDPR info

Sign out
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5.6. Order overview and sections

The Order Overview provides users with a comprehensive view of all orders received
from the Customer. It is divided into the following distinct sections:

Processing This section displays new orders that are ready to be handled,
confirmed, or rejected by either you or your supplier organization

Ready for invoice In this section, you can find confirmed orders that are prepared for
invoicing directly from the eye-share Portal. This feature is only
applicable when activated.

Invoiced This section contains accepted orders that have been
successfully invoiced through the Invoice module within the eye-
share Portal. This feature is also onlu applicable when activated.

Waiting Orders accepted by the supplier with modifications, currently
awaiting confirmation from the Customer.
Processed This section serves as an archive for final processed orders,

encompassing a range of orders, including those that were
rejected, obsolete, canceled, and accepted.

= eye-share Portal 9 =2

B&Za
ma

5.7. Order type and status

It's crucial to understand that an order in the eye-share Portal is always defined as a
specific type of document, and it carries a particular status.

Important: Each order transaction constitutes a single document. For instance, when a
Customer requests a new order, it is considered one document. When the Supplier
confirms with changes, that becomes the second document. Subsequently, the third
document might be the confirmation of changes from the Customer. Every time a new
document is created with a new order reference, the old documents are either canceled
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or marked as obsolete. This ensures clarity and organization in the document
management process.

There are several types of order documents, each serving a distinct purpose:

Order This document represents a new order initially sent
from the Customer to the Supplier.
Change The Change document signifies the Customer’s

acceptance confirmation of changes suggested by the
Supplier. Additionally, the Customer may send changes
independently from their Procurement solution,
resulting in the creation of a Change document.

Cancellation The Cancellation document is generated when the
Customer sends a cancellation request for an existing
order.

Various statuses are used to track the progress and status of order documents:

New This status indicates a new order that has been sent
from the Customer but has not yet been processed by
the Supplier.

Change This status signifies that the order document contains
changes confirmed by the Customer.

Cancellation This status is assigned when the Customer cancels the

order directly within eye-share Portal.

Cancelled by the customer  The order is canceled based on a cancellation message
sent by the Customer from their ERP solution.

Accepted The Supplier has accepted the order as originally
requested by the Customer.

AcceptedWithChange The Supplier accepts the order but with changes that
require confirmation from the Customer.

PartialDelivery Indicates that the Supplier can deliver the order as
originally requested by the Customer, but the delivery
will be partial.

Rejected by supplier The Supplier rejects the requested order from the
Customer.

Error This status is used to indicate technical errors. In such
cases, it is advisable to contact the Customer for
resolution.

Obsolete The document is not the latest version of the order and
is set to obsolete. This can be handled automatically or
manually.

Invoiced The order document has been invoiced through the
invoice module within eye-share Portal.
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5.8. View attachments for an order message

To access the Attachments view within the eye-share Portal, you can simply click on the
left button located on the message row.

.:“ [ Q. Customer Energy AS
stomer Energy AS
Upon entering the Attachments view, you will find that the default display is a template

stylesheet view of the original XML message. This view is designed to present all the
information available in the XML file in a clear and organized manner.

Paymenttems
Wi 30 days ofrecwptof the ircice.

Within the Attachments view of the eye-share Portal, you have several options for
exploring and interacting with the files transmitted within the message:

Attachment navigation: On the right side, you can use the attachment navigation to
inspect other files included in the message. This allows you to easily switch between
different attachments.

Downloading files: To download a file, click on the cloud symbol located on the left side
of the navigator pane. This will save the file to your local computer for offline access.

Opening files directly: PDF files will open automatically in the browser window for
quick viewing. For other types of files, you may need to download them locally to your
computer before opening. This ensures you can access and view them properly.

Attachment control bar: In the top left corner of the attachment view, you'll find an
attachment control bar. From here, you can perform actions like printing, zooming, and
navigating through all pages of the attachment, making it easy to interact with the
content as needed.
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5.9. View details for an order

To access the Order details view, you can simply click on the second left button located
on the message row. This will open the Order details view, allowing you to delve into the
specifics of the order and its associated information.

s % Q,  Customer Energy AS

The Details view includes both header and line values from the order message. This
comprehensive view provides you with a complete overview of the information related to
the order, including details at both the header and line item levels.

etails »  (click to show details)

4590397775 1320

Persteveien 993
Persts prosessan less
5565 TYSVAERVAG
455000 o

2023-08-25

No

UR varemottak sentrallager

4035 STAVANGER
FCA

Within 30 days of receipt of the invaice

You can easily filter the lines within the Details view through filter activation. To do this,
utilize the filter button located to the left on top of the table. This feature allows you to

refine and focus on specific data within the order, making it a valuable tool for efficient
navigation.

Set field for selected lines Reject selected lines

= Line Buyer mat. num. Supgplier mat. n... Name ¥
KIT
0 10 000000000000125354 MA KIT.CR.T.F.3.400-SK 5A...
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The Log messages feature serves as a valuable tool for tracking and understanding the
history and status changes of an order transaction message within the eye-share Portal.
To access this feature, simply press the Log message button located in the lower left
corner. Doing so will open the Log Message dialog, providing you with a comprehensive
view of all actions related to this specific Order message. This information can be
particularly useful in gaining insights into the order's current state, any modifications,
and, if necessary, identifying and addressing any errors that may have occurred during
its processing.

5.10. Show changes

Within the eye-share Portal, users have the capability to review modifications made to an
Order transaction. Specifically, when a new Order is dispatched by the Customer, and
the Supplier proposes alterations that are subsequently confirmed by the Customer,
these changes can be readily observed within the application.

To access these modifications, users can simply click on the "Show Changes" button.

This action allows them to view the adjustments made in the most recent document or
transaction, providing valuable insight into the evolution of the Order.

derTaxt:Proposal for te

page 20 of 34



eye-share

Order details v  (click to show details)

Order number 4504231457

T 20230712113212

sequence 2023071211446
lssued 2023-07-12

SEHE 2023-07-12
Anticipated 6 500,00

amount @
Currency NOK

- Change

Status @l

: None
Ir".fc:\cn‘g status

[Empty]

5.11. Confirm order without changes

When an order sent from the Customer requires no changes, and the Supplier is capable
of delivering exactly what is requested, the appropriate action is to confirm the order.
This confirmation is carried out by the Supplier by clicking on the green "Confirm" button.
This action signifies the Supplier's acceptance of the order as originally specified by the
Customer, and it moves the order to a confirmed status within the eye-share Portal.

After the Supplier confirms the order by pressing the green "Confirm" button, an
additional confirmation step is required. This second confirmation will trigger the
immediate transmission of a feedback transaction to the Customer through the PEPPOL
infrastructure.

Once this message is successfully sent, the Order message will transition from the
"Processing" list to the "Processed" list within the eye-share Portal. At this point, the
Order is effectively locked for any future alterations or changes. Any further modifications
or updates to this Order must be initiated by the Customer through new messages,
ensuring a clear and structured communication process.
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= [ ] eyeshare Portal

PROCESSING READY FOR INVOICE INVOICED

WAITING PROCESSED CANCELLED ALL

K < Pagel/1 > 31 Totall c
[ Customer name ][ Qrder number ] [ LastUpdated ][ QuotationDocumentReference ][ Supplier name ]

Status Created

N
Accepted hd 03/01/2023 B 08/25/2023 ] Y \
Customer name Order number Type Status Invoice status Currency Anticipated amount
[l I e Customer Energy AS 4504228736

Change None NOK

68 271,42

5.12. Reject order

In situations where the Supplier needs to reject an order, they can do so by utilizing the
red "Reject" button. This action results in the complete rejection of the entire order.

Rejecting an order using this method ensures clear communication of the Supplier's
decision to decline the order in its entirety.

After the Supplier sends the rejection message by clicking the red "Reject" button, the
Order message will undergo a status change. Specifically, it will move from the
"Processing" list to the "Processed" list within the eye-share Portal.

At this point, the Order is considered rejected, and no further actions will be taken by
both the Customer and the Supplier with regard to this specific order.

= [{] eye-share Portal

PROCESSING READY FOR INVOICE INVOICED WAITING PROCESSED CANCELLED ALL

~ Select filter fields 1< < Page:1/1 > > Total:1 c

[ Customer name ][ Order number ][ Currency ][ Created ][ LastUpdated ][ QuotationDocumentReference ][ Supplier name ]

Status
N

Rejected by supplier  ~ Y X

Customer name Order number Type Status Invoice status Currency Anticipated amount
B A Q  CustomerEnergy AS 4503975099

Order Rejected by supplier None NOK 30 884,94
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5.13. Reject order lines

If the Supplier wishes to reject specific Order lines without rejecting the entire Order,
they have the option to do so by marking the lines they intend to reject. This action
results in a partial rejection of the Order.

There are two ways to achieve this:

e Bulk selection: Users can select a group of Order lines and then choose the
"Reject Selected Lines" option.

e Individual selection: Alternatively, users can reject individual lines by using the
"Rejected" checkbox on each line.

Upon confirming the Order, the system will process the rejection of the selected Order

lines accordingly. This functionality provides flexibility in managing Orders, allowing
Suppliers to make precise rejections while preserving other parts of the Order.

Order details » (click to show details)

Add a remark

Reject selected lines

Set field for selected lines

B = Line Buyer mat. num. Supplier mat. n...
0 1020 000000000006785707 NA
1 10#30 000000000006785712 NA
E] 2 10240 000000000006785714 MNA

Order detalls »  (click to show detalls)
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5.14. Perform order changes

Performing changes to the Customer's order may become necessary in certain
situations. Depending on the Customer's setup within the eye-share Portal, the system
will permit alterations to be made by the Supplier in specific line fields.

To make changes at the line level, suppliers must use the accessible fields labeled as
"Propose...". These fields are designated for proposing modifications to the order,
ensuring that any alterations align with the Customer's requirements and preferences
while maintaining a structured and controlled change process.
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When changes are made to an order message, they will take effect if the user presses
the "Confirm" button and sends these modifications back to the Customer. However, it's
important to note that the Customer must confirm these changes and send a new
message to the Supplier to finalize the altered order.

In cases where the Supplier requests a change, such as a modification in the delivery
date before confirming the order back to the Customer, the order confirmation with
changes will receive the status of "AcceptedWithChange." This status signifies that the
order has been accepted by the Supplier but with pending changes that require
confirmation from the Customer.

The Customer's confirmation of the proposed changes made by the Supplier initiates a
structured process. This confirmation will result in a new message being generated for

the specific Order ID, labeled as "Change." Within this new "Change" message, you will
find the modifications made by the Supplier, provided that they have been approved by
the Customer.

This approach ensures that any changes to the order are officially acknowledged and
documented through a new message, maintaining clarity and transparency in the
communication between the Customer and the Supplier within the eye-share Portal.
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= [{/]eye-share Portal

PROCESSING READY FOR INVOICE INVOICED WAITING PROCESSED CANCELLED ALL

~ Select filter fields 1€ < Page:1/1 > >
[ Customer name ][ Order number ] + LastUpdated [ QuotationDocumentReference ][ Supplier name ]

Status Currency Created LastUpdated
Change - usD 08/25/2023 B  08/25/2023 [m] 08/25/2023 B  08/25/2023 [m] Y
Customer name Order number Type Status Invoice status Currency

M 5 Q  Customer Energy AS 4504081133 Change None UsD

5.15. Order cancellation

Order cancellations can be initiated by the Customer. When the Customer sends a
cancellation message, it will have an immediate effect on all messages associated with
the specific Order ID, cancelling them all. These canceled messages, including the
Customer's cancellation message itself, will be consolidated and listed under the

"Cancelled" category. This process is automated and does not necessitate any action
from the Supplier.

= meye-share Portal

PROCESSING READY FOR INVOICE INVOICED WAITING PROCESSED CANCELLED ALL
v Select filter fields K4 < Pagerl/1 > > Total: 22
A - T X
Customer name Order number Type Status Invoice status Currency
m A Q Customer Energy AS 4504229740 Cancellation Cancellation None
®m & Q Customer Energy AS 4504229740 Change Cancelled by customer None NOK

It's important to note that a cancellation message does not contain data related to the
original Order message. Instead, it serves solely to cancel the order.

page 25 of




eye-share

To track and understand the cancellation transaction, the Log message for the
cancellation will provide comprehensive information about the cancellation made by the
Customer, including details about all the Order messages affected by the cancellation.
This ensures transparency and clarity regarding the cancellation process.

5.16. Using the Remark field

On the header level for Order messages, there is a convenient field called "Remark."
This field provides users with the flexibility to add information that may be intended for
internal purposes or dispatching-related notes.

The value entered in the "Remark" field is retained and saved during actions such as
Confirm, Reject, and Close within the detailed view of the order. This feature allows for
the inclusion of important notes or context that can be useful for reference or
communication throughout the order process..

Order details =  (click to show details)

4504256646

2023-06-13
6792147
NOK

New

None.

Filter, elem for hydraulics

200 8 remark
50 2048365

Line Buyer mat. num. Supplier mat.n.. | Name
] 10 00000000000003881 066000100 FILTERELEM, 0660DD1...

1 20 0000000D00D00BS906  DSSIRO100N FILTERELEM, 0950R01..
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The value entered in the "Remark" field on the header level of Order messages within
the eye-share Portal is not only saved but also made readily visible in all list views.
Additionally, it can be sorted along with other list columns. This functionality enhances
the accessibility and usability of the information contained in the "Remark” field, making
it easier for users to reference and organize their order details as needed. The content of
the remark field will not be sent to customer.

5.17. Finding orders

For efficient searching and locating of Order messages within the eye-share Portal, the
"All" list is the preferred option. This list encompasses all available Order messages
accessible to the end-user.

Using the filter fields provided in the "All" list, users have the flexibility to search for Order
messages using various parameters. This feature streamlines the process of finding
specific orders or narrowing down results based on specific criteria, enhancing the user
experience and making it easier to manage and track orders.

= eye-share Portal

PROCESSING READY FOR INVOICE INVOICED WAITING PROCESSED CANCELLED ALL
~ Select filter fields 1< < Page:1/7 > >l Total: 348 c
\: Customer name \\ Currency H Created H LastUpdated H QuotationDocumentReference \ + Supplier name \ d \
Order number Status Supplier name -
Accepted - Y X
|_! © Q Customer Energy AS 4503835507 Order Accepted None NOK 1963,78
R Q Customer Energy AS 4503835983 Order Accepted None NOK 5521,29

5.18. Sending invoices from Accepted order

The eye-share Portal solution provides the convenience of sending invoices directly from
the application, contingent upon the acceptance of orders. This streamlined feature
allows users to generate and dispatch invoices based on accepted orders, simplifying
the invoicing process within the eye-share Portal.

5.19. Activate order invoicing for supplier account

To utilize the functionality of sending invoices directly from the eye-share Portal, it's
essential to activate this feature within the supplier account setup. Activation ensures
that the necessary settings and configurations are in place to enable the seamless
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generation and transmission of invoices based on accepted orders.

Home
v Order
Overview
All orders
v Administration
User Manual

GDFPR info

Sign out

Suppa Service Management AS -
(1]
983999721 a |/ ° I

Order module enabled

Order invoicing enabled

Default bank account no

15030899407

Default tax id

Norwegian: NO[org.number]MVA,

Other countries

20775543MVA or DK20193487

ountry code][tax number].

Examples: NOS

SAVE CANCEL

Once the "Order invoicing" option is activated, the eye-share Portal solution will
incorporate two new lists into the Order module overview. These lists are designed to
facilitate and streamline the invoicing process for users, offering greater visibility and
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control over orders that are ready for invoicing and those that have already been
invoiced.

= meye-share Portal

PROCESSING READY FOR INVOICE INVOICED WAITING PROCESSED CANCELLED ALL

5.20. Ready for invoice

The list "Ready for invoice" in the eye-share Portal displays all orders that are eligible for
invoicing. Specifically, it includes only order messages with the status "Accepted.”

Furthermore, within this list, you can easily identify whether an order has been partially
invoiced by checking the "Invoicing status" column. When an order is fully invoiced, it will
be automatically relocated and become visible in both the "Invoiced" and "Processed"
lists. This feature ensures a clear and organized overview of the invoicing status for each
order and simplifies the management of partially and fully invoiced orders within the eye-
share Portal.

= meye-share Portal

PROCESSING READY FOR INVOICE INVOICED WAITING PROCESSED CANCELLED ALL
v Select filter fields I< <
Customer name Order number Type Status Invoice status
M & Q  CustomerEnergyAS 4503863907 Order Accepted Partial
M [ Q  Customer Energy AS 4504167327 Change Accepted None

5.21. Create invoice from accepted order

To create an invoice from an accepted order in the “Ready for invoice” list, follow these
steps within the eye-share Portal:

1. Open the detail view for an order in the "Ready to invoice" list.

2. Inthe order table, you'll notice new fields related to invoicing:
e Invoice now: The column indicates the quantity of items that should be
included in the invoice.
e Invoiced: The column displays the quantity of items that have already been
invoiced.

3. By default, the eye-share Portal will suggest invoicing the remaining quantity,
which is calculated as "Quantity" minus "Invoiced."
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4. You may also need to add additional dimensions, such as Cost type etc. This will
vary depending on Customer setup.

Order details »  (click to show details)

Add a remark

field
= Line Buyer mat. num. Name Description Unit price Baseq.. | Quantity Amount Deliverydate | Vat.. = Invoice amo.. | Invoice Now | Invoicec d Cost Type Cost Element t

10210 0000000000067... Repairtest 1 Stripp/clean/report 5. 6828,00 1.00 15000 102420000  2024-04-15 100371600 14700 300 Work Order 24965473
10220 0000000000067... Repairtest 1 Overh incl chng beari.. 1863,00 100 20000 37260000  2024-04-15 36514800 19600 400 Work Order 24965473

10230 0000000000067... Repairtest1  Painting 56-112 AC LV 6547.00 1.00 30000 196410000  2024-04-15 193791200 29600 400 Work Order 24965473

FERrEE

00000 ¥

W on oo oe

10240 0000000000067... Repairtest1  Assembly final inspect... 798600 1,00 50000 399300000  2024-04-15 306105500 49600 400 Work Order 24965473

It's important to note that it is possible to invoice more than the remaining quantity.
However, the portal will issue an alert and highlight the column with a quantity greater
than what remains to be invoiced. Despite this alert, it is still possible to create an invoice
for the specified quantity, allowing users the flexibility to invoice as needed while being
aware of any potential discrepancies between the suggested and actual quantities to be

invoiced.
Quantity Amount Delivery date Vat... Invoice amo... Invoice Now Invoiced
150,00 102420000  2024-04-15 1003 716,00 147,00 3,00
200,00 37260000  2024-04-15 370 737,00 199,00 4,00
.
300,00 1964 100,00  2024-04-15 1937 912,00 208,00 400
500,00 399300000  2024-04-15 396105600 49600 400

A You have selected quantity larger than ordered, you can continue if this is agreed with buyer '

To create an actual invoice within the eye-share Portal, follow these steps:

1. Click the green "Invoice" button.

Invoice Enable confirmation Set obsolete Close

2. You will receive a natification to inform you if this is the last invoice for the order
or not:
- Ifit's the final invoice, the order will be moved to the "Invoice" list after the
invoice is created.
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. |
- Ifit's not the final invoice and further invoicing is possible, the invoice will
be marked as "Partial" and remain in the "Ready to invoice" list for future
invoicing.

Invoice order

Is this the last invoice for this order? This means the order will become closed for invoicing.

Cancel

3. Regardless of whether it's the final or partial invoice, except if you choose
"Cancel," the invoice registration form will open. Most fields will be prepopulated
based on order details, but you must enter an invoice number. You can also add
attachments to the invoice, which will be embedded as files within the invoice.

= [{i] eye-share Fortal w9 2

Invoice for Customer Energy AS

Please make sure that invoice is synchronized with own ERP!

+ Upload attachment

Puchssaordar ook numbar
4504231429

Invoice dete TAK Wurmber
08/28/2023 =] NO919594136MVA

Vo Net Arount
30476.00

TAX amaunt ta currency TN e (5)

Bank account number / IBAN acRMD
52010506395

Accountin goostiype Cost value

4. After filling in the necessary details, click the green "Send" button. This action will
generate the invoice and send it to the Customer through the Peppol
infrastructure.
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5. You will be directed to the "Invoice overview” automatically. The Invoice overview
is also located in the top left menu under "Invoice."

=[] eyesshare Portal

YOUR INVOICES ALL INVOICES

v Select filter fields < < Pagei1/3 > > Totalk 137 G 5
Invaice number Status Po Invoice date Scan ID Customer name -
Al < mm/dd/wy O mm/ddiyy 0 ¥ X
Invoice number Status Po Involce date Due date Currency Total amount Vat amount
|§ Z Q 114234325435 Submitted 4504231514 2023-08-24 2023-09-23 NOK 69 393 984,00
|§ [ e 210723-KHG6 Submitted 4504231473 2023-07-21 2023-08-20 NOK 93 796,00
B2 Q  210723KHGS Submitted 4504231473 2023-07-21 2023-08-20 NOK 1155 698,00

The Invoice Archive displays all invoices created from the Portal. You can open
attachments that were sent with the invoice using the attachment button on the left.
Additionally, you can open order details to inspect which items are connected to the

given invoice. In this list you can also download all registered invoices as a CSV or Excel
file.

E[E Q114234325435 Submitted 4504231514 '

Clicking the order number will open the order details for that specific order number.
Brukeren har ikke tilgang til knappen enable invoicing som vist under pa bilde.

6 822 750,00 2024-04-15 0,00 550,00  Work Order 24065473
698 460,00 2024-04-15 0,00 3500  Work Order 24965473
1251 280,00 2024-04-15 0,00 8000  Work Order 24965473
108 110,00 2024-04-15 0,00 9500  Work Order 240965473

-

4
Closed for invoicing (@I ERRWATTa1t Invoice Enable confirmation Set obsolete Close

5.22. Invoiced

The "Invoiced" list in the eye-share Portal provides an overview of all orders that have
been fully invoiced and, consequently, closed for any further invoicing. This list is
designed to offer a clear and organized view of orders that have completed the invoicing
process, ensuring that they are no longer available for additional invoicing actions.
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= meye-share Portal

PROCESSING READY FOR INVOICE INVOICED WAITING PROCESSED CANCELLED ALL

v Select filter fields 1< <
Customer name Order number Type Status Invoice status
M & Q  Customer Energy AS 4504231514 Change Accepted Closed
M [ Q  CustomerEnergy AS 4504210822 Change Accepted Closed

The eye-share Portal still allows users to reopen an order for invoicing if necessary. To
do this, follow these steps:

1. Open the order details for the specific order that you want to reopen for invoicing.

2. Within the order details, locate and click the "Enable invoicing" button. Samme
gjelder her?

682275000  2024-04-15 000 550,00 Work Order 24965473
69846000  2024-04-15 0,00 3500  Work Order 24965473
125128000  2024-04-15 0,00 8000  Work Order 24965473
10811000  2024-04-15 0,00 9500  Work Order 24965473 -
0000000000000 | 4

Closed for inveicing Enable invoicing Invoice Enable confirmation Set obsolete Close

3. The order will be moved back to the "Ready for invoice" list upon confirmation:

Set order ready to invoice?

You can continue if this is agreed with buyer. The order will be moved to ready for invoice and the status set to accepted.

Yes No
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4. You can then create an invoice based on this order, as it is once again available
for invoicing.

This feature provides flexibility for users to make adjustments and reopen orders for
invoicing when needed within the eye-share Portal.

You also have the capability to manually close an order for invoicing, even if the quantity
for invoicing is not equal to the ordered quantity. This can be done directly from an Order
message within the "Ready for invoice" list. When you manually close the order for
invoicing in this manner, the order will be relocated to the "Invoiced" list.

It's important to note the following:

e Orders that are present in the "Invoice" list will also be visible in the "Processed"
list.

e The "Processed" list consolidates all transactions that are neither canceled nor
currently undergoing processing. This includes completed invoiced orders.

This functionality provides users with control over the invoicing status of orders, allowing
them to manually close orders for invoicing as needed within the eye-share Portal.

= Meye-share Portal

PROCESSING READY FOR INVOICE INVOICED WAITING PROCESSED CANCELLED ALL
~ Select filter fields I< ¢ Page:1/3
Customer name Order number Type Status Invoice status
M [ Q  CustomerEnergy AS 4504231424 Order Accepted Partial
|§ © Q Customer Energy AS 4504210822 Change AcceptedWithChanges Closed
M & Q CustomerEnergy AS 4504210822 Order Obsolete None
M= Q Customer Energy AS 4504231345 Order Rejected by supplier None

Send quotation Reject request
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