BIVS ELECTRONIC DATA INTERCHANGE (EDI) GUIDELINES

y If your system can receive and send EDI purchase orders and invoices,
information on establishing an EDI inferchange with BNSF Railway is
below.

Materials Purchasing
Supplier Reference Guide BNSF RAILWAY EDI INFORMATION
EDI VAN: PST(Transentric) (800-766-1630)
BNSF EDI Contact: edipo@bnsf.com

BNSF ISA ID: BNSFINC

BNSF GS ID: BNSF

BNSF Qualifier: ZZ

BNSF Railway adheres to the Railroad EDI Guidelines

Click to navigate to Section
ELECTRONIC DATA INTERCHANGE (EDI) GUIDELINES
PURCHASE ORDER GUIDELINES
INVOICING GUIDELINES

SHIPPING INSTRUCTIONS & ROUTING GUIDE BNSF Railway supports the following transactions for material purchase
SUPPLIER PORTAL orders and invoices:
HOW TO REGISTER FOR THE SUPPLIER PORTAL Purchase Order (850)
HOW TO USE PO INQUIRY http://railcis.org/wp-content/uploads/2013/12/850_40101.pdf
HOW TO USE INVOICE INQUIRY
HOW TO USE MATERIAL INVOICE SUBMISSION Invoice (810)

http://www.railcis.org/wp-content/uploads/2013/12/810mat_4010.pdf

PAYMENTS TO SUPPLIERS

Purchase Order Acknowledgment (855)

http://www.rqilcis.org/wp-content/uploads/2013/12/855_4010.pdf

CONTACTS

Ship Notice / Manifest (856)

Material Purchase Orders - SourcingHelp@bnsf.com http://www.railcis.org/wp-content/uploads/2013/12/856_4010.pdf

Material Invoices — ElectronicAP@bnsf.com

EDI Support — EDIPO@bnsf.com Functional Acknowledgment (997)
http://www.railcis.org/wp-content/uploads/2013/12/997 4010.pdf

Diverse Business Enterprise - DBEManager@bnsf.com
JB Hunt - BNSFMaterials@jbhunt.com

Note: BNSF Railway uses version 004010 of the Railroad EDI guidelines for
the following transaction types: 810 (4010RIFMAT), 850, 855, 856, 997 (i.e.,
ignore the 004030 and 004060 transaction sets found on the website
above).
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https://railcis.org/information-standards/edi-guidelines/edi-introduction-and-overview/edi-transaction-sets/
http://railcis.org/wp-content/uploads/2013/12/850_40101.pdf
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Common questions / issues:

On every 810, the Pl and VP elements of the IT1 segment
should match exactly to the Pl and VP elements of the
respective 850 PO1 segment. A mismatch of any element,
such as PO line number, part number, unit price, unit of
measure, etfc. may cause an invoice rejection.

Always reference the full shipping address in the N1*ST loop of
the 850 when processing each purchase order. Do not try to
save or tableize any ship-to codes, evenif one is present in the
850 ship-to address loop. Our crews may need their material
shipped to any point along our network, so the full address
must be referenced with each PO.

If you are including tax on your invoice, ensure that your
internal billing system translates State Sales Charge to H330
and Local Tax to H700. Please refer to Section 16 of our PO
Terms & Conditions for statesin which BNSF holds a direct pay
permit.

Do notinclude freight charges (D240) on your EDI 810 invoice.
Please refer to our Shipping Instructions & Routing Guide
before shipping material.

Our system calculates prices to 4 decimal places. If your
system calculates beyond 4 decimal places, thismay cause a
price mismatchin our system, and your invoice may be
rejected.

Be sure the payment terms on the 810 ITD segment match the
terms on the 850 ITD exactly

More information on exchanging purchase orders and
invoices with BNSF Railway, including an example EDI 810
invoice, can be found on the BNSF Supplier Portal.

Please direct questions or issues regarding invoices fo Accounts
Payable. You may contact BNSF Accounts Payable /
Disbursements Management directly af
electronicap@bnsf.com or dial 888-703-7727. You may also find
more information on our Supplier Website at:
http://www.bnsf.com/suppliers/

When you create your invoice to BNSF, make sure your lineitem
details (quantity, UOM, unit price, part numbers) match exactly
whatis on the PO. The materials PO numberis always 10 digits.
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BNSF PURCHASE ORDER GUIDELINES

Suppliers may elect to receive material purchase orders via EDI or by
email attfachment as the form of PO transmission.

PO (Purchase Orders) Change Requests

PO Change Requests are made on the PO Inquiry app in the
Supplier Portal. These include Quantity or Price changes and/or
Cancellations.

BNSF does not utilize change orders and generally only sends the
original PO one time.

PAYMENT TERMS

BNSF standard payment termsis 30 days; however, payment terms
are normally negotiated as part of a Purchase Agreement or
Contract.

PREFERRED METHODS OF PURCHASE

Purchases for material should be made through the Materials
Management module of SAP. Purchases for Services should be
made through our Coupa (SourcetoPay) system. Other processes to
purchase materials or services exist, such as the Quickpay system or
procurement card, however these processesrely on our field
employees to enter fransactions which could resultin a delay of
payment.



http://www.bnsf.com/bnsf-resources/pdf/suppliers/RoutingGuide.pdf
https://supplier.bnsf.com/

BNSF INVOICING GUIDELINES

Materialrelated invoices are to be submitted elecironically. Mailed
or faxed invoices will not be accepted. If your company has been
issued a BNSF Purchase Order (PO) which are 10-digits with 55xxx,
50xxx or 45xxx series; please review below and choose the best option
for your company;

1. EDIINVOICING
EDI (your company’s own EDI system).

2. PST(ORISS) https://oriss.www.transentric.com/ors
ORISS (Online Railroad Industry Supply System) is a web-based
system that efficiently facilitates the exchange of invoices and
purchase orders between BNSF and our suppliers. This online
interface allows our suppliers without electronic data interchange
(EDI) capabilities to comply with e-commerce
requirements. BNSF's business partner PST, using their ORISS
platform — Please note, this option is needed if your company will
be invoicing other Railroads. There is a charge for the service -
$50.00 Annual fee for Material Invoice Only or $300.00 Annual fee
for Purchase Order and Invoicing

3. BNSF Supplier Portal — Material Invoice Submission (Free)
BNSF has developed an invoicing tool that is available on the
Supplier Portal that is easy to use and eliminates rejections.
Once a PO number is entered, all fields are populated from the
purchase order data.
Each line item is displayed with the available quantity for invoicing
and the price on the PO*. The user simply checks the box next to
the line item(s) to be invoiced, adjusts the quantity to be invoiced
(if necessary) and submifts.
Invoices are entered in real-time, and the status of the invoice and
payment date are immediately available to view using the Invoice
Inquiry app.
To register for the BNSF Supplier portal, see the SUPPLIER PORTAL
section of thisdocument

*PO changes may be requested via the PO Inquiry app
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DIRECT PAY PERMITS (tax exempt cerfificate)

BNSF Railway Company (“BNSF”) has Direct Pay Permitsin the
stateslisted below.

Idaho, lowa, Kansas, Minnesota, Mississippi, Nebraska,
North Dakota, South Dakota, Texas, Washington,
Wisconsin, Wyoming

The Direct Pay Permits are for purchases of materialreferencing a
10-digit material Purchase Order number. Direct Pay Permits allow
BNSF to pay use tax directly to the respective state or local
jurisdiction rather than paying sales fax to the vendor. Sales tax
billed for purchases in the above states willnot be paid to the
vendor, but instead BNSF will pay the tax directly fo the taxing
authority. The states of Oregon and Montana do not have state or
sales tax. This means suppliers do not need fo include taxes for
these 14 states. Please click on the link below to print a Direct Pay
permit. Please enter your contactinformation and a PO number
to access the system. Please use this direct linkto get an
exemption certificate on valid PO’s: Tax Exempt Certificate Link

For assistance with Direct Pay certificates and other tax questions,
please contact Sarah Hurt Sarah.Hurt@BNSF.com or Bryan Frazier
Bryan.Frazier@BNSF.COM. BNSF willreject allinvoices with tax for
these states.



https://imsva91-ctp.trendmicro.com/wis/clicktime/v1/query?url=https%3a%2f%2furldefense.proofpoint.com%2fv2%2furl%3fu%3dhttps%2d3A%5f%5foriss.www.transentric.com%5fors%26d%3dDwMGaQ%26c%3dkXgqX%5fLy9gxP1zVDCHS3Qw%26r%3ddJ7k%2dy%5fWjY1PWJxMS2Mg%5fDCCTnn%2dRcV5Rw9X1E6NuF8%26m%3dKBYy2%5fdUNKSBaNUtCWoMCS4MBYNsKyQ6kjKDAVRd%5fuU%26s%3dpiXuOJJLmBwxbr7CupjmXpMvOL3VgiRBWFvQs4DXBJ0%26e%3d&umid=AF9690DB-9960-0305-B2EE-7091FBB04F01&auth=00e18db2b3f9ca3ba6337946518e0b003516e16e-611caefbd636ecb9889fadf96aabf42fc4f584d8
https://www.bnsf.com/bnsf.was6/ec/ECCentralController
mailto:Sarah.Hurt@BNSF.com
mailto:Bryan.Frazier@BNSF.COM?subject=Tax%20Exempt%20Certificates

BNSF SHIPPING INSTRUCTIONS / ROUTING GUIDE

The following are important points contained in the Routing Guide.
To view the full Routing Guide, click here.

Required Shipping Information (All fransportation Types) For each
freight request, the following must be provided:

* BNSF's tracking document numberis required, this may include
the following: BNSF purchase order number, 5-digit numeric BNSF
Railway Cost Center Code, or 7 Digit AFE/Cost Center Code
combo. ¢ Shipment’s weight, accurate dimensions, type of
packaging, shipment value.

* The bill of lading must contain BNSF Railway - Consignee
name(s), address including building number/name, telephone
number, department if available, and the BNSF delivery
instructions.

e Expedite requests require BNSF approval. Please notify JB Hunt of
all expedites or accessorials e.g., unloading required at
destination, inside delivery, etc., prior fo noting them on the Bill of
Lading. Failure to notify JB Hunt, may resultin unexpected costs,
and will be subjectto a charge-back.

LESS THAN 150 LBS

All Inbound Collect domestic & international shipments that are
less than 150 Ibs (total combined weight) and meet UPS
packaging guidelines are to be routed via UPS. If you need the
BNSF Railway’s UPS account number, please contact BNSF Railway
Manager of Logistics at (817) 352- 1125 or email
mark.riney@BNSF.com. If you cannot send shipment via UPS due to
size or packaging restrictions, use the Less-Than-Truckload (LTL)
routinginstructions as detailed below.

BETWEEN 150 LBS AND 10,000 LBS

ALL Inbound Collect and Third Party (BNSF Material) shipments
weighing between 151 Ibs and 10,000 Ibs or expedited shipments
weighing greater than 150 Ibs and less than 10,000 Ibs should be
routed via JB Hunt.
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Contact JB Hunt at (855) 894-3655 Toll Free (Always listen to the
complete listing of menu prompts as prompts may have
changed since your last call.) fo arrange transportation needs or
fax completed order forms to (479) 587-3098. Transportation order
forms (included below) may also be emailed to
BNSFMaterials@jbhunt.com.

e |tis the responsibility of JB Hunt to schedule and arrange for
transportation of all freight in this category. Changes to any of the
shipping information listed above (weight, dimensions, pick up
date, additional pieces) should be communicated to JB Hunt as
soon as possible.

Contact JB Hunt af (855) 894-3655 Toll Free to arrange
transportation needs or fax completed order forms to (479) 587-
3098. Transportation order forms (included below) may also be
emailed to BNSFMaterials@jbhunt.com.

e |tis the responsibility of JB Hunt fo schedule and arrange for
transportation of all freight in this category. Changes to any of the
shipping information listed above (weight, dimensions, pick up
date, additional pieces) should be communicated to JB Hunt as
soon as possible.

e To avoid expedite charges, a minimum of two business days'
notice (by no later than noon CST) is required on all standard
tfruckload shipments; notice received after noon CST willbe
processed the following business day.

¢ In order to accommodate permits and other pre-shipment
requirements, we request vendors provide 2 — 3 weeks' notfice
where possible and a minimum of 3 business days for internal
handling on Over-Dimensional freight.

Shipping outside of the guidelines set in thisrouting letter can
resultinincreased tfransportation costs and willbe subject to a
vendor charge-back of any additional chargesincurred. ALL
shipments that do not meet any criteria listed above or for any
tfransportation related questions, please call: JB Hunt — Customer
Service Call Center (855) 894-3655 Toll Free Always listento the
complete listing of menu prompts as prompts may have
changedsince your last call. Standard Hours 0700 — 1800,
Monday through Friday, Central Standard Time (CST) AFTER
HOURS and EMERGENCY support, please call (855) 894-3655 -
Option 1 4


https://bnsf.com/bnsf-resources/pdf/suppliers/RoutingGuide.pdf

SUPPLIER PORTAL

https://supplier.onsf.com

Suppliers should be using the Supplier Portal as a
Management tool for Purchase Orders, Invoices and Payments
using the following tools on the portal:

* PO Inquiry — PO search, PO status, PO change request

* Invoice & Payment Inquiry — Invoice search by PO,
Amount, etc

* Material Invoice Submission — enterinvoice (for suppliers not
using EDI or ORISS)

Supplier Inveice & Payment Inquiry supplier Purchase Order Inquiry

1. Go tobnsf.comin your web browser (Chrome preferred). ) ] o
2 C'ICk on ‘Login/Regis‘rer’ Tax Exempt Certificate Shipping Instructions & Routing Guide

Supplier Material Invoice Submission Purchase Order Terms and Conditions
(Restricted)

Use the Supplier Portal to:

+ Request a PO price or quantity change

* View a Purchase Order, Invoice or Payment
* Run an open PO or Invoice report

+ EnferanInvoice (Restricted)

THIS IS BNSF.

‘Our Virtual Train Tour has information about our
irains, how we operate them, and the varity of
ralicars we haul,

s s HELPFULK LINKS

PO General Terms and Conditions

“““““ - BNSF W-9 Form

Tax Exempt Certificates

Shipping Instruction Guide

General Terms and Conditions for Bidding
BNSF Railway Supplier Guide

THIS IS BNSF.

Our Virual Train Tour has informaton about our
irains, how we operate them, and the varity of
ralicars we haul

https://supplier.onsf.com
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https://supplier.bnsf.com/
https://bnsf.com/bnsf-resources/pdf/suppliers/BNSFPO.pdf
https://bnsf.com/bnsf-resources/pdf/suppliers/w9_form.pdf
https://www.bnsf.com/bnsf.was6/ec/ECCentralController
https://bnsf.com/bnsf-resources/pdf/suppliers/RoutingGuide.pdf
https://bnsf.com/bnsf-resources/pdf/suppliers/BNSF_20RFx_20Terms.pdf
https://bnsf.com/bnsf-resources/pdf/suppliers/Supplier_Guide_Brochure.pdf

PRO TIPS

If you receive a purchase order thatisincorrect, use the
Supplier Portal PO Inquiry app to request a price or
quantity change

Don't invoice the same PO line twice on the same
invoice

Do not use zero quantity on an invoice (0)

No extra charges are allowed on an invoice that are not
included on the PO

Don't send paper or email copies of statements or
invoices. It causes confusion. The 810 invoice
tfransactionis the validation used.

Do notinclude freight on aninvoice
Contact Sourcing Help (sourcinghelp@bnsf.com) for:

+ Cancellation
* Expedite Requests
*  Find Material
* How To/Training
* PO Acct Changes
¢ PO Resend/Copy
¢ Re-OpenPO
« Requisition Status
*  Shopping Cart Training
« SupplierPortal
e Text Buys
Contact Electronic AP (electronicap@bnsf.com) for:
* MM Invoices
+ BlockedInvoices
*  Materialinvoices
* Invoicerejections
+ EDI Questions
+ ORISS
*  PaymentStatus
Contact your BNSF Buyer for:
+ Contractrelatedrequests
+ Catalogchanges
Utilize the Supplier Portal to:
« Request a PO price or quantity change

* View a Purchase Order, Invoice or Payment
* Run an open PO or Invoice report
« EnferanInvoice (Restricted)
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HOW TO REGISTER FOR THE SUPPLIER PORTAL (NEW USER)

1. Go to https://www.bnsf.com
2. Click Login/Register

RailTakv News &Mediav Retieesv Suppliersv  Contact U Login / Register v

SHIP WITH BNSF v IN THE COMMUNITY ABOUT BNSF v

V=742

THIS IS BNSF.

Our Virtual Train Tour has information about our
trains, how we operate them, and the variety of
railcars we haul.

3. Click Supplier Portall

RailTakv News &Mediav Retieesv Suppliersv  ContactUs  Login/ Register ~

Customers Suppliers Employees

Log in to get the latest information on your Log in to the Employee Portal to access
invoices, payments and purchase orders. safely rulebooks, pay and benefits

information, sign up for training opportunities
and more

BNSF's secure customer websile enables
shipment tracking, bil payment, and more.

BNSF Employee Portal

Click Supplier
Portal

THIS IS BNSF.

Our Virtual Train Tour has information about our
trains, how we operate them, and the variety of
railcars we haul.

TAKE THE TOUR
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4. Click Register

V=74 7D o

User Login

USER ID: *

User ID
PASSWORD: *

Password

REGISTER

Marsarsanen s

5 Fill out registration form

V=7, "7 2
—FATIWAY

BNSF.com
Supplier Registration

Personal Information
Full Name|Jane Doe

Title/.Job| Accounts Recelvable Manager |

Email|jane.doe@xyz.com |
Telephone|888-555-1212 | Ext | |

Fa ]

Company Name| Any Company Inc.

Adaress 1[1313 Mockingbird Ln |
Address 2| |
City[Transylvania |
State/Province| Pennsylvania ~ | zip/Postal Code|61055

Country| United States of America ~]

For help with BNSF.com applications, customers call 1-888-428-2673 option 4, option 1 or email eBizHelp@bnst com, BNSF
Marketing employees call 817-593-7101, and all others call the internal BNSF Technology Services help line



https://www.bnsf.com/

6 If youregistered using a corporate email address (i.e.
janedoe@staples.com) click OK. If you registered a non-
corporate email address (Yahoo, Google, Hotmail, etc) follow
the instructions and then click OK.

www.bnsf.com says

BMSF security policy requires all users to have a corporate email
account (i.e.SallySmith@BNSF.com). If you have registered with a non
company domain email address please fax an autharization letter.
Please send the requested information on company letterhead to
800-686-2545 attn:Registration.

7. Create a User Name using the guidelines stated. Review the
BNSF Terms and Conditions and click
Accept.

V=7, "7 =
—ATLWAY

BNSF.com
Supplier Register

Please enter your choice for a user [0

User ID
User IDs are NOT case sensitive, must be alphanumeric, and must be from
6 to & characters long (no spaces or special characters)

By registering, you agree to the ENSF Terms and Conditions of use.
Do you accept these Terms and Conditions?

For help with BNSF.com applications, customers call 1-888-428-2673 option 4, option 1 or email eBizHelp@bnsf.com, BNSF
Marketing employees call 817-593-7101, and all others call the internal BNSF Technology Services help line

Terms of Use | Privacy Policy | Contact Us | Site Map | Comments & Suggestions
Report Railroad Emergencies: 800-832-5452 | General Inguiries
@ 2023 BNSF Railway Company. All Rights Reserved.
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8. Select the applications you are requesting access to. The
most common are shown below. Click Finish after selecting.

V=74 "7

A —
RAILWAY

BNSF.com

Register
e Help e Ayuda

Congratulations, JANE DOE. Your user registration request has been submitted and your registration is currently being
processad. We will contact you at the email address you provided once it has been procassed. Your new user 1D is:

TESTG524

Remember your user ID and password as they are both required to sign onto the system. Please remember
that the password is case sensifive.

Please check the appropriate box for every application you would like to access.

] Drug and Alcohol - Vendor Upload
Drug and Alcohol - Vendor Upload

] Fuel Flow Network {Supplier)
Monitor Fuel Flow Network

[ Litigation and Discovery File System (LDFS)
ENSF would like to preserver evidence which will ensure the integrity, uniformity and timeliness of the
evidence related to incidents and avoids inadvertent spoilation of eviden. The purpose of an electronic
system is fo avoid exaggerated awards account spoilation and protect reputation of BNSF Railway

[Tl QuickPay Web Portal
Select this application in order to submit, Mon-Purchase Order, Service-type invoices for payment.
These are non-Coupa Source-to-Pay (S2P).

Supplier Invoice & Payment Inquiry
Select this application to view the status of invoices and payment information.

Supplier Material Invoice Submission
Select this option if you are a new material vendor and your company does not support EDI electronic
invoicing or subscribe to the Online Railroad Industry Supply System ORISS invoice tool. Suppliers
who anticipate a large volume of invoices are expected to use EDI elecironic invoicing.

[ Supplier Profile
Supplier Profile allows you to view or modify your company’s name, address, banking, etc.
IMPORTANT:Only individuals with authorization to change remittance information should
request this option. You will be contacted to provide a current W-2 Form and we may request
more documentation before your request can be approved.

Supplier Purchase Order Inquiry
Select this application to view the status of Material Purchase Orders.

"] eDeductions SAP Readonly
eDeductions is an application for taking specific. authorized deductions from employee pay. Access is

available exclusively to representatives of unions, political leagues and insurance companies who have
legal authorization to create and manage appropriate deductions.



mailto:janedoe@staples.com

HOW TO USE PURCHASE ORDER INQUIRY

Good aftarnd

Home  BNSF Applications v Supplier Tools v Invoices v | Material POS A | Coupa v  Contacts v

71 supplier Purchase Order Inquiry

Fe

% Shipping Instructions & Routing Guide

Purchase Order Terms and Conditions E f,zcoupa 3
27

Cliok nere 1 uuuEss I QUICK rerErence
Coupa Supplier

Guiide to the new Supplier Portal. LD File System QuickPay Web P

Portal
Click here to access the BNSF Railway
Supplier Guidle.
Welcome
To the BNSF supplier Portal
&
P L
My Profile ACH Request Additional Acc

Select Suppliers will have the ability to request an update fo open
orders. If available, you will see additional buttons in the lower right
corner of the screen that will allow you fo request an update.

1. Click the double boxes in the
Supplier Number field

Supplier Number (Required)

Search with Material PO Number

2. Click the box next to your
vendornumber or select All and
click OK in the bottom right section
of the screen.

L T L | Ian 24 2002 BT

D All Supplier Name

2003332
2005973

5001348

oK
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D Purchase Order Inquiry

3. Enter PO Number, Make sure the date range covers the
date the PO was generated and click the Find button.

Purchase Order Information

e
Save PO as PDF
5501909188 ‘Supplier Name PO Number PO Date Total Amount PO Amount Invoiced PO Status
5501909188 Jan 11, 2023 184.320 201780 COMPLETE
oct27,2022 B | Jan25.2083 [
Line # Supplier Part # BNSF Material # ay. Qty. Received Qty. Remaining Unit Price uom
AL ® 4Moe v
1009131407 2 2 0 3840 EA

Miaterial Description: DARK SAFETY GLASSES

Comment:
1000133854 2 2 0 3840 EA
Supplir purchase
Material Description: CLEAR: SAFETY GLASSES.
Comment:
5501909188
Export More Columns  Request PO Update  Submit PO Update

4. To Print a PDF copy of the PO, click Save PO as PDF in the
fop right corner of the screen

5. To view additional data and add to the screen, click the More
Columns button and select the additional data you would like
to view in the columns

™7™ Contract Number
Sub-Agreement
Delivery Zip
Purchasing Officer
PO Reguestor
PO Type

Other Attributes

More Columns ~ Request PO Update  Submit PO Update



6. To request a Quantity or Price Change or to cancel a line item the
PO, click the Request PO Update button. The fields will become
editable. Type in the requested quantity or price, or click the cancel
box.

8. When finished click the Submit PO Update buttonin the
bottomright corner of the screen.

Purchase Order Inquiry

Purchase Order Information
5001348 =
Sve RO Ror NN

5501909188 Supolier Name: PO Number PODate Total Amount PO Amount Invoiced PO Status More Columns Request PO Update Submit PO Update

5501909188 Jan 11, 2023 184320 201780 COMPLETE

Oct27.202 [ | Jan25.2023
line# supplierPart#  BNSFMaterial#  Qty  Qty.Received  Qty.Remaining UnitPrice UOM  RequestedGty  Requested UnitPrice  Cancelitem

) = - e x o o [ol — 9. You willreceive a success message informing you that
e \ your request must be approved by a purchasing officer.
Material Description: DARK SAFETY GLASSES

e Material Description: CLEAR: SAFETY GLASSES |:| Price and quantiy changes must be approved by a BNSF Purchasing Officer. You will be notified once your request has been accepted or rejected
Comment: Canceliation requests take effect immediately
10. Once approved or rejected, you will receive an email
nofification.
Change Request of PO 5501919817 has been Processed
‘ € Reply ‘ &y Reply All ‘ —> Forward E
] @ To Wed 1/25/2023
Cc O Sourcing Help
(= More Columns  Request PO Update. ‘Submit PO Update et pry—
Line Item Detail PO Price PO Quantity
7. After entering your changes, @ Comments box will appear.  Please s eyl | m [ [am | o
enter the reason you are requesting the change and click OK. The
Buyer will be able to see them and will be used when approving or ;
Notes:

rejecting the PO change. )
If you click the Request PO Update button and the

Quantity and Price Boxes are greyed out, this means that
there is already a pending request against that item.

o Error: Your PO Quantity Change Request cannot be
Updsted Catalog Pricing s of /20124 approved because of existing invoices and/or goods
receipts. An invoice or goodsreceipt against the PO
prevents us from being able to change it.

You must enter a reason for your update or your request may be rejected

Error: Senderinformation required for IDOC controlrecord
was not maintained Completely/Partially. This means that
the supplier EDI profile is not set up correctly. Contact

EDIPO@bnst.
1/25/2024 feleom 10




HOW TO USE INVOICE INQUIRY

1. To view invoice or payment information, click Invoices » Supplier Inquiry — Invoice & Payment Inquiry. Or
in the lower left box from the home page.

w

The Supplier Name field will auto-populate to all supplier accounts based on user access, but you can decrease to only
select ones if you have access to multiple accounts.

Ensr Applicationa v Supgptier Toots ~ [TVEIGEA | Mtarel PO v Coupe ¥ Gontacs v

s r

T

Supplioe Poral Quiek ks

f3coupa

Welcomo A o VENDOR TEST 1

T p—— e s G U e gy

VENDOR TEST 2 e -

= : VENDOR TEST 3 ROANOKE e

| @ PN-PENDING ® - VENDOR TEST 4 e .

NS B0 VENDOR TESTS s

et et ety e g o Bl .8 o et e
o bk b0 it our roquest.

2. You will be prompted to login the first time you access the new application.

4. Enter your search criteria on the left side of the screen to begin your invoice and payment inquiry. You
can enter specific criteria such as, Invoice Number, Invoice Status(s) (default is all), Invoice Amount,
Total Payment Amount, BNSF Contract Number, PO Number, and Date Range to narrow yoursearch.

5. Select Find

_ Now you will see a summary of detail below the Find button

by specific Supplier account

2009658.2010712.2023186.206... 7

Invoices

000201597 — SUPPLIER TEST 1

AG) | GU-FEERE G - Paid 0.000 Pending

| AP-APPROVED Approved: 994612.140

~| PD-PAID

0002020154 — SUPPLIER TEST 2

+/| PN-PENDING
Paid 0.000 Pending: 0000

RAILAAYF

Approved: 376

0002023647 — SUPPLIER TEST 3

Pad: 0.000 Pending

User Lagin 0 Jul 20, 2048/ Oct 18, 2019 =] Approved:

o
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6. The invoice details for the selected account will now display on the right side of the screen. How to view additional columns
g Parrien & necs ey
1. You can add additional columns to the view by selecting the More Columns button from the lower
S right side.

000201557 — SUPPLIER TEST 1

APPROVED BrOE0in oro1a0ie 26304800 000 0%

-

- -

e 3 Display Column Fields . i s L

owa oo _ Once selected, the new column field(s) will now be visible in your invoice view.
D0D201557 — SUPPLIER nEo 0020
oSt wentn V| ros
0002020154 — SUPPLIER - -
TEST2 = __ Contract
nicer l B s oons
0002023647 — SUPPLIER Lo | Rejection Reason
TEST3 - b
e A0 e o= Check Cached

BNSF Contact PO# Rejection
Reason
payment Type

7. Toview a PDF copy of the invoice, click on the invoice number in the first column of the invoiceview. it

0002056488 - TEST SUPPLIER 1
e # stas Invakce Cate Fayment Due Cate Fait Iwcice Amount DscountAmount  imcics Amaunt Fakd Total Payment

[:'l R J— R R Do - How to view invoices by Total Payment Amount

1. Select the Total Payment Amount in the invoice view screen and the data will change to show you

8. Select open or save in the new window prompt located in the lower section of the screen. all the invoices that make up the total payment amount.

Do you want ta open or save entity.pdf (334 KB) from uibnsf.com? * Open Save ¥ Cancel % Inuoice # Status Invoice Date Payment Due Date Paid Invoice Amount  Discount Amount Inveice Amgug Tolal Payment
'al
FAID 02012018 02012019 021262019 20150.000 0.000 20150.000 41675.000
06/01/2019  Invoice No. 94213133000000001AD
282598 PAID 02/01/2019 02001/2019 02/26/2019 11000.000 0.000 11000.000
To
BNSF Raivay
Siret Address PAID 02012018 01G12018 021262019 10725.000 0.000 10725000
City, ST ZIF Code
shipTo
S How to Export Data
Instructions
By racsons.
1. You can export the data into excel by using the Export feature. Select the 2006467 - TEST &
Quantity Description Unit Price Total .
Export button from the lower left side of the screen.
712018 Pagd 600076
Approved: 0 00
2020515 - TESTAMERICA
. 0
Approved.
subtotal \_—
Sales Tax
Snipping & Handing
Total Due 712018
D o cecaipThank you fo your businesst
Company
replace with
Tel Teleshone Street Address Webste
" Faras Ena LOGO 12




™

Select open or save in the new window prompt located in the lower section of the screen.

D you want to open or save Inwoicelnguiry_Repert.csw (911 KB) from ui.bnsf.com? Qpen Sove | T Cancel
t b . [ = u B[ o | A | & [ 7 u P “
<ok 5 b a D Farant Der il Bursu LT 3
T e T JeHan® G0 wBbnzins A s e i
BOHIPAD ke 3108 HHa-# TS 0 A Brasize o ]
T PAD e WS GCHaw WG 0 » BEansane e 5
BIUPAD ke B3 Ha# B o A Brazize s
L AL ahae R O w0 FTeTy 5
5 r s B
Aezics bl a
2 D s o
ezt bl T —
13347 FAD e o
Aese2d PR FE TR
3 PAD [ —
e Fan B
D32 BuD
rs0s Fan
v pwD
s pan
e
’
" B woma
o B
it ' f
e @ 0 i
000 T Bl Tiwaan » e
0w N I 1 '
<t o e e b T baw
P E ] " '
A Brazize 00 T T Y 1 T T S T
Frinery E e R R .
A Braasize w00 B Sl T ’
4 ) freTy o I " '
" o oot A Brasize o0 2o 1 s »
i e e v Bbzins 0w E T
- oMeTe o wts meen <Brsazie o s b e eem bpmen e
it o b HAPE 0 WNE G v Bbnzins E E N T " )
e A BN TCHOH TNA 0 DUl e A Brazize 00 b M AR DGR [
TR a1 sy S Sbuee g i .

1/25/2024
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HOW TO USE MATERIAL INVOICE SUBMISSION

To begin, enter the PO number. The PO number is 10-digits and unique to
your company; the system will not allow an incorrect PO number to be
entered

Ship frem
e

Cangueny Nt

ship tn
Hana

—

Emer the PO number and chek e
magnifying gass. The Ship from and
Ship To info will auto-fil

Sapphes b s Sk Tanes Ineicn Tk
a = m
e RN oy “Crarny g wzp
T T ET HLMLEE s v o tazie
et stcrunl ot SCarty s szr
anar us ™ mm

S R T ——

v

» Verify and check this box to

* | have reviewed and confirmed that the above addresses are correct

proceed

Invoice Information

*Purchase Order *Invoice Number

PDF Copy Of

5501522513 ® Q 123456

Click here for a copy of the PO

* If a copy of the PO is needed, click the PDF Copy of PO

located below the Purchase Order number.

1/25/2024

Taxes and Charges

State and Local

Othar

* Setect ane or more ines 1o e

7| rem BNSE Macwinl

.rnmok'

BNSF holds a Direct Pay
Certificate for the states i i Amount
noted below. Tax cannot be
Stace sales tax - H330 EnlerEd For these States = 7901
0.00
Le<al Sakes Tas - HT00 T 7ou01
0.00
State Hazardous Substance Tax - H760 ™ 79101
0.00
Canadisn GST - D360 ™ 76101
0.00
1 L folmny stases 10, 4, K5 MY, WS, NE HD, S0, T8, WAL W ard WE OH and WT do rol beve il e ath e et
R st Sl Pl
i T infowrmarion an hom 1o 50 maneria) bar BRSF
VeodorPt Mo Do P Oty b vou ooy it o

oatrg bt o ™ st9000 2
Seran Select the line(s) to invoice and the quantity

* Each PO has a different number of line items — this
could be line 1 to line 99 or more. Select one or more line
items to invoice. In the screenshot below, this PO only has
one line item. Select the line item number and the
quantity to be invoiced.

14



20 riwym e rinckicinn

s Ybntal Tasma Irven Seisd
an oo 1358

This is the amount of the
invnice that will be paid

e

[T — G PO Guartiy L — uok Pice [ p————
YN e e z (] ) 210

» Check the line items being invoiced. The Remaining
Quantity to Invoice field may be edited for partial shipments
but cannot exceed the original PO quantity. If there is a price
or quantity discrepancy, use the PO Inquiry application to
request a change to the PO before submitting an invoice on
the Material Invoice Submission Tool.

6.
Once the invoice has been submitted, the following
message will be received.

1. Invoice 5207677201 has been posted succes:

1/25/2024

Once the invoice has been entered, to check the status and payment date, logon to the BNSF Supplier Portal
Invoice & Payment Inquiry

The Supplier Portal tab displays links to different applications and tools that you have access to.

=To view invoice or payment information, click Invoices — Supplier Inguiry — Invoice & Payment Inquiry; or in the lower left box from the home page.

contactin

e .

Enter search criteria — see below

Disoount
Amaunt

Enter Vendor _— = S e F—
w00332 Bamber rvoice Status Status Decails Imwoke Dete  Payment Due Dase Date Paic

C00511E380 11838 APPROVED

4l

Total
Payment  Vendes

1021 1142021 132224 000 000

5000470177 Emer FO Mumper
Inualce Dste:
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To add additional columns, click the More Columns at the bottom of the screen. Please
note, this information can also be Exported to an Excel Spreadsheet, by clicking Export at
the bottom of the screen.

Zaess Payment & Invoica Inquiry

2000322 2| e [P ——- O

comRuEIE

Ahems

S0m30LTT

inwvice Date. Click Exgortto refiave data in an Exce Toview addisanal columns on the
Soreadsneet spreasshest cick More Columns

sawmn @ | emszn

Export to an Excel File

21-09-16T142949.174 - Escel

- X Cq S T
o Gt Calibrl KA 2! ? ;€ > m| 2
Past s Conditio Fi -{ Cel insert Delete Format {
ite BI W sl&ps ~ § -4 9 %1 Condtorsl Fommatas insert Delete Format |
» o Format Painter v a 5% Formating © Tabie = Stybes = < 2
Clid Font r— Membm Sy =
110 C £
A B8 € [} 3 F G H |
1 Supplier Name  Supplier Number Involce Number Invoice Status  Status Detalls  Invoice Date Payment Due Date Date Paid Invoice Amount
2 MIBA BEARINGS US LLC 2000322 009611E3895 APPROVED Pending Payment Term 14 Sep-21 14-Oct-21 11322.24

]

= =

Worge B Conter = § <% 3
= Formatting * Toble = Styles -
4 syi

[ Fant Aligrevent Harsban

A L] c D E F H

6
1 Supplier Name Supplier Number Involce Number PO NumbBer Involes Status Status Detalls Invoice Date Payment Dus Date Date Paid Invoice

2 MIBA BEARINGS US LLC 2000322 00961183895 5000470177 APPROVED  Pending Payment Term  14-Sep-21 14-0ct-21
3

4

1/25/2024

oy

g B = o e
(3 I Do -
. ondtonsl Format a nsert Deiste

i3 21| Condtonal fomatas Cel  lnsert D Fomat o o

1
Amaunt |
1132224

PAYMENTS TO SUPPLIERS

We offer credit card, ACH, and check payments. All are offered
at no charge by BNSF Railway.

CREDIT CARD PYMT - Payment issued the business day following
approval. Contract/payment ferms do NOT need fo be met.
Note: you will be responsible for any merchant fees associated
with your credit card terminal. (Complete the Credit Card
Payment Registration form if interested) *REMITTANCE EMAILS
INCLUDED*

ACH DIRECT DEPOSIT - Payment issued the day of approval &
contract/payment terms are met. (Complete an ACH Request
Form if interested or provide the information on your own

form) *REMITTANCE EMAILS INCLUDED*

CHECK - Issued the Thursday after approval & contract/payment

terms are met. (Willneed to verify check preference & address
where you want your checks to go.)
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