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IHC Haulier Sundry Payments User Guide

Enter Sundry Payment Request

Step.1 - Click on “"New”

/AEI‘I‘IEN

Haulier Sundry Payments Extranet Welcome, russell

# Home Page # Configuration & Siternap o Log Off

-+ Sundry Payment Requests Management { Edit Mode )

To edit ar delete a sundry payment request, please select a record and click "Edit" or "Delete" button.
Status Key

Un-authorized .i_l\u‘alidated by the Haulage Team .{ZReferred back by the Haulage Team él Previouzly refuzed .ﬁ] finaiting validation by the Haulage Team '
o Mew 1 Switch to Query dode [g] Print Claims by Entry Date Action Button Key: o] Edit o Delete

Step.2 - Select the desired vehicle to which you wish to enter a claim against, by placing a tick
in the “Select” column on the right hand side of the screen. Then Click on “Next”".

Create Hew Sundry Payment Request { Step 1 of 3 )
I ardet to create & neww sundey payment reguest, please followy instructions below:

-+VWehicle Selection

E Please select a vehicle and click 'Mext' button to continue with next step, '
Baze Plant « Flant Mame “endor Mo, Vendor Mame “Wehicle Reg Select 1
|253 Kidlington Plant 3026442 [HC S Bateman W2 THARN
|253 Kidlington Plart 3026153 |HC S Bateman p227DPE |:|

i) Bacll. Mext ke
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Step.3 - Now select claim type you require to enter, I have selected "Guaranteed Earnings” to
start with. Once selected, click on *Next".

Create Hew Sundry Payment Request { Step 2 of 3 ) W
Im arder to create & nesww sundey payment reguest, pleaze followy instructions below:

-+ Sundry Payment Type Selection

Sundry Payment Type] | Guaranteed Earnings
‘suaranteed Earning ) Back Mext
MHon Standard Payment N -
Mixing Fee
FlantWash
Site Transfer
Cancelled Ticket 4

Step.4 - If needed, change “Base Plant”.

| Create Hew Sundry Payment Request { Step 3 of 3 ) w
In order to create a nevy sundry payment request, please follow instructions below;

-+ Sundry Payment Redquest Details (Guaranteed Earnings)

Local Operator: russel Current Date: 19/09/2008 03:22

AR bR Ed kR bbb

AR R A kR bbb

Vendor: 3026442(HC S Bateman)  Wehicle Registration: | Y2 TKAN X

SAP Equipiment No: 13016313 Fleet No.: 7OFE1
| Base Plant: Actual Date of Sundry Service:
| [253 - Kidlingtan Plant (Base Plant) + BE
| =T =V =TI
_' 1271 - Bristal F\dnrtar Please select the period for the claim:
I I269 - Bristal Plant Full Day. &
-| [274 - Cheddar Plant Morning as % of day: ()

275 - Cheltenham Plant :
| Afternoon as % of day:

[280 - Gloucester Plant v O

- Henbury Plant N to notate your Guaranteed Earning calculation:

1251
i

- Kidlingtan Plant (

[285 - Melksharm Plant

[294 - Stroud Plant
| [295 - Swindon Plant 44) Back  Finish (k)
| [301 - WWeston Super Mare Plant
[231 - Wick Plant

N 301302 - Wickwar Plant idingtan Plart G/Earnings 0200942008 :
— |I262 - Witney Plant
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Step.5 - Select the date that Sundry Service was undertaken on, this example is 18"
September 2008

Create Hew Sundry Payment Request | Step 3 of 3 ) ot
In order to create a new sundry payment reguest, please follow instructions below:

-+ Sundry Payment Request Details (Guaranteed Earnings)

Local Operator: russel Current Date: 180972003 0322

Vendor: 3026442(HC S Batemany  Vehicle Registration: | Y21TKAH [ ]

HE R r R bR kb b

SAP Equipment No: 13016313 Fleet No.: 7OF&1
| it ettt bl el el bttt it
| Base Plant: Actual Date of § arjce: T
| [253 - Kidlington Plant (Base Plant) V| £2r
! Balance Claimed £'s; Please selectthe Seutemberia0ng =
| % < Today * S

I FUllD: wk Monm Tue Wed Thu Fri Sab Sun
i Mormingas %ofd: 36| 1 2 3 4 5 & 7
Afternoonas % ofd: 37 & 9 10 1z 13 14

Please ensure you use the text box below to notate your Guaranteed

| 40
| Thu, Sep 18

| A1) Back  Finish ke B8

552

Step.6 - Enter the “Balance Amount” (The difference between amount earnt and guaranteed
payment amount) and select “Full day”, "Morning % of day” and “Afternoon as % of day”.

Create Hew Sundry Payment Bequest { Step 3 of 3 ) w
In arder ta create a new sundry payment request, please follow instructions below:

-+ Sundry Payment Request Details (Guaranteed Earnings)

Local Operator: ruszel Current Date: 197092008 0822

FEEA R AR SR AR

B R A AR

Vendor: 3026442(HC S Bateman)  Vehicle Registration: Y21TKAN .

SAP Equipment No: 13016313 Fleet No.: 7OF31

| Base Plant: Actual Date of Sundry Sendce:;

! [2563 - Kidlington Plant (Base Plant) V| 1509 /2008 ] !
! Balance Claimed £'s: Please select the period for the claim:

| 109,00 Full Day. &

i Moming as % of day: (O

Afternoon as % of day, (O
Please ensure you use the text hox below to notate your Guaranteed Earning calculation:

| 44 Back  Finish ke
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Step.7 - Select the type of Guarantee Earnings being claimed.

Create Hew Sundry Payment Bequest { Step 3 of 3 ) w
In arder ta create a new sundry payment request, please follow instructions below:

-+ Sundry Payment Request Details (Guaranteed Earnings)

Local Operator: ruszel Current Date: 197092008 0822

FEEA R AR SR AR

Vendor: 3026442(HC S Bateman)  Vehicle Registration: Y21TKAN .

B R A AR

[ SAP Equipment No: 13016313 Fleet No.: 7OF31

i Base Plant: Actual Date of Sundry Sendce:;

! [2563 - Kidlington Plant (Base Plant) V| 1509 /2008 ]| !
! Balance Claimed £'s: Please select the period for the claim:

| 109,00 Full Day. &

Morning as % of day: ()
Afternoon as % of day, (O

Please ensure you use the text hox below 1

| 44) Back  Finish ke

Step.8 - Enter the calculations for your guaranteed earnings claim into the “Additional
Information in support of the claim field”, then Click “Submit”.

Create Hew Sundry Payment Request { Step 3of 3 ) »
In order to creste a new sundry payment request, please follovy instructions below:

-+ Sundry Payment Request Details {Guaranteed Earnings)

Local Operator: russel Current Date: 19/09,2005 08:22

FEEE AR AR AR R R b

Vendor: 3026442(HC S Bateman)  Vehicle Registration: Y21TKAN X

D T T Y

SAP Equipment No: 13016313 Fleet No.: 7OFE1
Base Plant: Actual Date of Sundry Service:
1253 - Kidlington Plant (Base Plant) V| 18409 /2008 e
Balance Claimed £'s: Please select the period for the claim:
109,00 Full Day. &

Maorning as % of day. ()
Afternoon as % of day. (O

Please ensure you use the text box below to notate your Guaramteed Earning calculation:

rom GE

i) BacH Finish (ke
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Step.9 - Either select "New Request (Same Vehicle)” or "New Request (Different Vehicle)” or if
you have completed entering claims click on “"OK, Close this Window"”.

Create Hew Sundry Payment Request
In order to create a new sundry payment regquest, please followe instructions below:

-+ Sundry Payment Request

Hlj) Thank. ou. *our sundry payment request was sucessfully processed. i

¥ | New Request (Same VWehicle)) <» | Mew Request (Different Wehicle) k} Ok, Close this Window

NOTE: All Sundry Payment request entry screens have the same information layout on
the top half of the screen. The following screen shots are for the remaining available
Sundry Services.

If you are starting from the Home page, once again complete Steps. 1 to 3 as listed
above. Then complete the below details relative to the required Sundry Service. After
you “Submit” you entry, follow Step.9 as listed above.

Mixing Fee - Complete Steps. 4 & 5, then select the “Volume” mixed. The amount to be
claimed will automatically populate "Amount Claimed £’s”. Finally enter the ticket number in
“Delivery Ticket No.” field. Click “Finish”

Base Plant: Actual Date of Sundry Sendice:
[253 - Kidlington Plant (Base Plant) » 1809 /2005 |
Amount Claimed £'s: Please select a Volume:
10.62 Upto 3m b
Delivery Ticket No: Select avolume
Upto 2m
sk upto 3m
upto 4m IFinish »
Upta &m -
Upto Bm

If you experience text “"No Mix volumes found. Please click cancel.” on the screen.
Contact Plant / Cluster Manager to confirm if correct.
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Plant Wash - Complete Steps. 4 & 5, then select the “"Day or Night Rate?”.

Base Plant: Actual Date of Sundry Senvice:
[253 - Kidlington Plant (Base Plant) V| 18/09 2008 e
Dvay or Might Rate?: Mo. Of Washes:

Flease select W | Please select w
Flease select

Plant wash (DAY

FPlantwash (MIGHT)

44) Back  Finish (k)

Select the “"No. of Washes” from drop down list. The amount to be claimed will automatically
populate "Amount Claimed”. Click “Finish”.

EBase Plant: Actual Date of Sundry Serdce:
| 253 - Kidlington Flant (Base Flant) V| 18/09/2008 e
Day or Night Rate?: Mo. Of Washes:
| Plantwash (DAY) v 2 v
Amount Claimed £'s: Flease select
1
17,42
3 ——===f [Finizh k¥

Site Transfer - Complete Steps. 4 & 5, then select the “Transfer to Plant”. The distance and
amount to be claimed will automatically populate the “"Radial Distance” & “Amount Claimed”
fields. If the transfer is both ways, click on “Click for round trip cost”. Click “Finish”

Base Plant: Actual Date of Sundry Senvice:
|I253 - Kidlington Plant (Base Plant) V| 18./09/2008 s
Transfer to Plant: Distance:
[[1746 - Bedrord Flant v | 39
Amount Claimed £'s: Cine way Two way trip cost:
36,10 [ Click for round trip cost ]

44 Back  JFinizh (kb
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Cancelled Tickets - Complete Steps. 4 & 5, then enter a reason for the Cancelled ticket in
the description field provided. Complete "Amount Claimed”, as well as the Ticket number
cancelled into the “Delivery Ticket No.” field and click on “Finish”

Base Plant: Actual Date of Sundry Senvice:
[253 - Kidlington Plant (Base Plant) + 12/09£2003 ]
Amount Claimed £'s:; Please enter claim's description:
25,00 Customer cancelled
delivery
Delivery Ticket No:
123456

14 Back | Finish (b

Non Standard Payment(NSP) - Only use this function if there are other Sundry
Payments that do not fit into the current entry options. Complete Steps. 4 & 5, then
enter a reason for Sundry entry in the description field provided. Complete "Amount Claimed
£'s” and click on “Finish”

Base Plant: Actual Date of Sundry Senvice:
1253 - Kidlingtan Plant (Base Plant) 15/09/72005 e

Amount Claimed £'s: Please emter claim's description:
15.00 Additional plant work

Delivery Ticket Mo:

44) Back JFinish (ke
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Step.1 - In order to edit a claim, Click on the Edit button <] to the right of the desired claim.

Edit / Delete Claim Request

If you need to delete a claim, Click on Delete button 2 to the right of the desired claim.

To edit or delete a sundry payment request, please select a record and click "Edit" or "Delete” button,

Status Key

....................................................................................................................................................

Un-authorized |2|Validated by the Haulage Team @Referred back by the Haulage Team |£—| Prewiouzly refuzed @ Awaiting walidation by the Haulage Team

o Mew 88 | Switch to Query Mode |B] Print Claims by Entry Date hotion Button Key: o Edit o Delete
Status “ehicle Reg Mo, Wendar Mo, “endar Mame Plant Mame Service Type Date of Service Amount Claimed
a W21 THAN 3026442 HC = Bsteman Kidlington Plant MSP 18/M03:2008 £15.00 #Ad |
] Y21 THAN 3026442 HC 5 Bsteman Kidlincton Plart Cancelled Ticket 180952008 £25.00 -]

Step.2 - If editing, make the changes to the claim you want to edit and then click on the
“Update” button. If deleting, click on the “Delete” button and confirm deletion on the next
screen.

|
Edit Sundry Payment Request W
In order to edit & sundry payvment request, please follovy instructions below:

-+ Sundry Payment Request Details (Cancelled Ticket)

Current Status: gRILECTE T

Local Operator; RUSSELL Current Date; 190872005 12:43

1
1
'
'
1
1
'
'
1
1 ] AR AR R R R R R
'
1
1
'
'
1
1
'

Vendor: 3026442(HC S Batemany  Wehicle Registration: Y21TKAH "

EE R R R

SAP Equipment Mo; 13016313 Fleet No.: 7OFE1
]
f Base Plant: Actual Date of Sundry Sendice:
h] -
| [253 - Kidlington Plant (Base Plant) V| 18 /09 /2005 e
]
| Amount Claimed £'s: Please enter claim’s description:
: 25,00 Cuztomer cancelled
\ delivery i
Delivery Ticket No:
1] 1
| 123454 1
\ 1
| @ Cancel X Delete E Update i
sl o
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NOTE: You can now filter the Home page by Column headers, Vendor Number, etc
Vendor Number - enter a Vendor number into the “Filter by vendor number” field and click on
“GO". The screen will now only show this vendor number selected. To View All vendors again,

delete the entry from “Filter by vendor number” and click on “"GO”
Plant Name - Select the require plant from the drop down list right of “Filter by plant” text and
click on "GO". The screen will now only show this vendor number selected. To View All vendors
again, select “All Plants” and click on "GO”

Print Claims by Entry Date

Step.1 - On the Home Page, click on the button “Print Claims by Entry Date”.

-+ Sundry Payment Requests Management { Edit Mode )

To edit ar delete a sundry payment request, please zelect a reco

Status Key

i Un-autharized @Ualidated by the Haulage Team @F&Eﬂerred back by the Haulage Team

Pew 8 | Switch to Query fode [a] Print Claimz by Entry Date

Step.2 - In the new window, enter the date window you require printing the claims entered on.
Ensure that if you require the 17" September, enter a From Date of 16/09/08 and a To Date
of 17/09/08.

Print Sundry Payment Requests W
In arder to print sundry payment requests | please fallowy instructions beloswy:

-+ Sundry Paymernt Request

Date of Serwvice

From (Date of Entry): To (Date of Entry): 15/09/2008
17/09/2003 B e 1RMNAZNNA
| x
T s & < Today ¥ S

@ Cancel kMo Tue Wed Thu Fri Sat Sun
36 1 2 3 4 a & 7

bl L o IHLC = Hateman Hidhngton Plant a7
3026442 IHC S Bateman kidingtor Plart )
3026442 HC S Bateman Kidlington Plart 33
026442 HC S Bateman Kidlingtan Plart Fri, Sep 19 (today)
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Step.3 - Once the results have appeared in a new window, click on the “Print” button.

/AEI’I’IEH

Haulier Sundry Payments Extranet

Sundry Payment Requests By Entry Date Report { From 17092008 To 19092008 for VAT Gl

(= Print

Entry Date = “Vendor Mame Serwice Type | Date of Service Plant Mame
190972008 HC S Bateman (3026442)  NSP 18092008 E“zdﬁ"g)gm” LS
19092008 HC S Bateman (3026442) %zzzte"e“ 180972008 5;"5"%91':'” =TS
19092005 HC S Bateman (3026442)  Site transfer 1809/2008 E‘I:izds"g?m” LIS
190972008 HC S Bateman (3026442)  Mixing Fee 18092008 E“zdﬁ"g)gm” gl
19092008 HC S Bateman (3026442)  GMEarnings 1809/2008 gizdﬁ"%gt”” LS

Step.4 - You can click on Print straight away, however, in order for the data to fulfil the full
page, you will need to change the layout of the print first. First click on the “Preferences”
button.

& print

General | Options

Select Printer

L2, IR3170i1 on cr_print_server &‘g Microsoft
E(IR3170i3 on cr _print_server | 5:; Micrasoft
2,150 HP Color Laserlet 4650 PCL 6 on CR_PRINT _SERYER ‘é QKT 720
£ >

Statusz: Ready [ Prirt ta file ) | Preferences

Location:  Opposite 3rd Floor Kitchen

Coarnment: Find Printer...

FPage Range
OF Mumber of copies: |1 g
) Selection

) Pages: 1 H
Enter either a single page number or a single

page range. For example, B-12

Frint ][ Cancel ]
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Step.5 - Then select “Landscape”, then “"OK”".

_F'age Setup | Finizhing || FPaper Source || Qualit_l,l|

Frofile: |’ Default S ettings E @

v|

EE g Page Size: |A4 v |
[ 7 +
| 7 E Output Size: | tatch Page Size v |
ff Copies 1 to 9353]

4 " Orientation

: % () Partrait (®) Landscape

e 7%

s = Page Layout: 1 Page per Sheet v

: 7 [ Manual Scaling
7 I Auto Scaling:
Ad [Scaling: Auta]
[ Wiew Settings ] [ watemark:
Edit Watermark. .
Custom Paper Size... [ Page Options... ] [ Festore Defaults ]
[ Ok, [ Cancel J [ Help

]

Step.6 - Then click on the “Print” button.

General | Options |

Select Printer

Enter either a single page number or a single
paage range. For example, 5-12

%IRSI?DM an cr_prink_serve ‘:;é Microsofk
' 2 Microsaft
2 OKT 720
< | >
Status: Fieady [ Print ta file
Location:  Opposite 3rd Floor Kitchen
CEmiemE Find Frinter...
Fage Range
@ Al Mumber of copies:
) Selection Current Page
) Pages: 1

Callate
L

Apply

| Prirt

11/16

Cancel
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Step.1 - From the main home page, click on the button “Switch to Query Mode”.

Claim Query Mode

-+ Sundry Payment Requests Management { Edit Mode )

To edit ar delete a sundry payment request, please zelect a reco

Status Key

i Un-autharized @Ualidated by the Haulage Team @F&Eﬂerred back by the Haulage Team

Pew | 88 | Switch to Query fode [E] Print Claimz by Entry Date

Step.2 - In the new window, it is mandatory for you to enter a search date window. In the
screenshot below this is From - 02/09/08, To - 18/09/08. You can now click on “Find
Requests”.

Guery Sundry Payment Requests b
In arder to query sundry payment requests, pleaze follow instructions beloswy:

-+ Sundry Payment Request

Fleaze select 'Date From' and 'To Date' and specify 'status'
or 'Service Type' and click 'Find Requests' button,

From {Date of Service): To (Date of Servicep:

0209 /2008 e 15/09/2005 e

Service Type:

|P«.L|_ Service Types v|

Service Status:
| ALL Status Types w |
Vendor No:

Include ARCHIVED records (the previous 12 months):
Mo w |

() canchl B Find Requests

CONFIDENTIALO® CEMEX Trademarks Worldwide. April, 2008. Do not reproduce without prior written permission from CEMEX
12/16



//CEITIEX

Step.3 - If you require a more defined search, you can also add in additional search criteria by
selecting from the drop down lists of:

= Service Type

= Service Status

= Vendor No - to be vehicle specific if you run more than one vehicle.

= Include Archived claims - claims which have been paid and are older than 3 months.

Guery Sundry Payment Requests w
In arder to guery sundry payment regquests, please fallow instructions below:

Please zelect 'Date From' and 'To Date' and specify 'Status'
ot "Service Type' and click 'Find Requests' button.

From {Date of Serdce): To (Date of Service):
024092005 B 16 /09 £2008 E]

Service Type:

| Cancelled Ticket v

Sendice Status:

| Autharised v

Vendor No:

Include ARCHIVED records (the previous 12 months):

Mo v|

@ Cancel @8 Find Requests
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Step.4 - Once you have the results back from your search, you are able to view details of a
given sundry payment request, please select a record by highlighting the tick box and then click
"View Details" button.

J‘!!BE;EHHEE>¢

Haulier Sundry Payments Extranet Welcome, russell

# Horme Fage # Configuration & Sitermnap o Log Off

To wigw details of & given sundry payment request, please select a record and click "Wiew Details" button,
If you wizh you refine your query, please click the "MNew Cuery" button,

& Switch to Edit Mode [ 88 | MNew Query 4, Wiew Details
Wendor Mame service Type | Date of Service - Plant Mame Amount Status

HC S Bateman (3026442) MNEP 18M09,2008 Kidlington Plant (1253) £15.00 Service Ertered into system (Un-Authaoris
HC S Bateman (3026442 Cancelled Ticket 18109/2005 Kidlington Plant (1253) £25.00 Service Entered into system (Un-Authoris
HC S Bateman (3026442 Site tranzfer 18M09,2008 Kidlington Plant (1253) £3510 Service Entered into system (Un-Authoris
HC = Bateman (2026442 Mixing Fee 18092008 Kidlington Plart (12530 £1062 Service Entered into system (Un-Authoris:
IHC S Bateman (3026442) GEarnings 18M09/2003 Kidlington Plant (1253) £109.00 Awvaiting Yalidation by the S5C
HC 5 Bateman (3026133) GEarnings 160952005 Kidlington Plant (1253) £759.00 Retferred back by the S5C (Un-Autharise|
HC S Bateman (3026442 MNP 1 6i09/2005 Kidlington Plant (12:53) £552.00 Service Entered into system (Un-Authoris
IHC S Bateman (3026442) MEP 16/09,2003 Kidlington Plant (1253) £852.00 Authorized
HC = Bateman (3026442) Mixing Fes 16/09/2003 Kidlington Plant (1253) £7 B2

Step.5 - If you wish to refine your query, please click the "New Query" button.

Step.6 - In order to switch back to Edit mode, you can either click on “Switch to Edit Mode” or
“Home page”.

AltiaE;EﬂnEE>¢

Haulier Sundry Payments Extranet Welcome, russel

# Homne Page # Configuration & Sitemnap o Log off

-+ Sundry Payment Requests Management { Guery Mode

To wiew details of a given sundry payment request, please select a record and click "Wiew Details" button, :
If you wizh you refine your query, please click the "New Query" button, i

& Switch to Edit Mode 88 | New Query -, Wiew Details

'endor Mame Service Type | Date of Service - Plant Mame Amourt Status Select
IHC = Bateman (3026442 MNEP 150952008 Widlington Plart (1253) £15.00 Service Entered into system (Un-Authorised) |:|
IHC = Bateman (3026442 Cancelled Ticket 150952005 Kidlington Plart (12:53) £25.00 Service Entered into system (Un-Autharised) |:|
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Configuration — Changing email address, password or username

Step.1 - Click on the “Configuration” button in the top right corner of the screen.

Welcome, russel

#% Home Page # Configuration & Siternap o Log off

Step.2 - In the new window, select the tab you require and complete the required information
to be changed

= Change Password

Change Account Settings b4
In order to change your account settings, please follow instructions below:

-+ Change Account Setti

Old Password:

New Password:
L 111 11]}
Confirm New Password:

@ Cance| E Update Changes

= Change Username

Change Account Settings *®
I arder to change your account settings, please follow instructions below:

-+ Change Account Settings

New Username:
ruszel

@ Cancell E Update Changes
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= Change Email

Change Account Settings '
In arder to change your account settings, please follow instructions below:

+ Change Account Settings

Change Password Change Username : Change Email

New Email Address:
russl@hotmail.com

@ Cancel E Update Changes

Log Off

In order to log off of the system, simply click on the button in the top right corner of the
webpage. It is best practice to complete this action for all online activity.

Welcome, ruszel

#% Home Page # Corfiguration & Sikermnap o Log ioff

IT Support

If you experience any issues with the system, please feel free to contact CEMEX IT Support:
00800 2345 5555

Please ensure you log a service call and request the call to be allocated to support group:

GBSUNDRYPAYMENT
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