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1. Definitions

. L . . SPDA
Current field Definition PO PDF iSupplier (past due BOT)
NOV Required | \oves with ASCP. Updates when : NOV .
date NOV needs item at oEr dock e Required Hidden
(no change) ) date
New field When NOV expects supplier to have Expected Expected
(calculated field) item ready. Planned NOV Dock date Supplier bect .
o : Supplier Hidden

— transit time. Must be a calendar Deliver Deliver date

work day based on facility calendar. date
New field Incoterms — E & F = Date when item | Promised . :

. ; ; Promised Promised
will be ready for NOV pickup Supplier . .
o L Supplier Supplier
Incoterms — C & D = Date when Deliver Deliver date | Deliver date
item will be at NOV dock date
Incoterms

Scenario Incoterms
Supplier is responsible for the named place of destination | DAP
Supplier arranges shipment using NOV pre-negotiated FCA

agreements or NOV arranges shipment

2.Logging In

1. Type https://iprsone.nov.com into your browser to access the iSupplier portal.
2. Login using your NOV provided username and password.
You can click ‘Login Assistance’ if you need to obtain a new password.

The Supplier Home page displays.




Kgy ¥ihnologies

H@
PO Number

i reuits fund

Ll PO Changes

”-'\. Pending Supplier cnanges]
Hza-m

PO Number
aeTTRE

This Supplier Home page displays:

e Notifications
¢ New Orders

e PO Changes
[ ]

POs Pending Supplier Changes

3. Acknowledging PO with no changes:

By acknowledge with no changes, supplier agrees to comply with NOV's purchase order

terms and conditions such as:
1. Incoterm
2. Quality Clauses

3. Expected Supplier Deliver

date

3.1 Accept Entire Order (multi—line)

1. On the Supplier Home page, scroll down to New Orders

Order Date

2. Click on PO number

4. Pricing
5. Quantity

27-Sep-2019 14:07:09

Status
Requires Acknowledgment

3. At top right corner of next page, locate Actions List, choose Acknowledge and click Go



Reque anges

View Change History
Printable View

View Receipts

View Invoices

View Paymenis
View Shipments

4. At the bottom of the next page, locate the PO Details field.

5. Click the arrow icon to display Details.

PO Details
Personalize "PO Details”

@ TIP You can cancel the entire order or specific lines.
@ TIP Click on the Show link to view shipment details of a line. To split a line info multiple delivery dates, click the split line icon of the desired row and then make changes.

Show All Hide All

Personalize "FO Details”

Detailsg] Line Type Item/Job Item Revision Supplier item  Description UoOM Qty Price  Amount Note to Supplier

Circuit Breaker, AF 2000;AT 2000;690 V;KAIC 100;3 Mig Part Number: ABB, |

4 2 Goods 10048527049 Foles:Fixed Electronic-LS| Bach | 2 1250 250000 b3y GrRO0R00IXG
Shipments
. . 3 Quantity _ . Quantity Amount Expected Supplier Deliver  Metric NOV Required Promised Supplier Deliver
Shipment Ship-To Location Ordered Price Frafr] Received Amount Date Date Date Date
’ US TX Houston 11929 FM 2 1250 2,500.00 15-Nov-2019 15-Nov-2019 15-Nov-2019

529

6. Review each PO line shipment.
o Expected Supplier Deliver date (when NOV expects the item to be ready at supplier)
¢ Quantity Ordered
o Promised Supplier Deliver date (based on Incoterm when supplier will have item ready)
» If item will be delivered to NOV location by supplier, ensure Incoterms show
C or D and enter date that includes transit time (NOV dock date)
« If item will be arranged by supplier using NOV account or picked up by NOV,
ensure Incoterms are E or F and enter a date that is supplier ready to ship
date (supplier dock date)

7. If you are accepting a PO without modifications or changes, scroll to the upper right
corner of the page and locate the Actions list.

Ne®Y 55 ciogics : ORACLE isempirror RO K B A | oo @ O

e | Didars | Sgresis Mwing  Pnarce  fesesients

Order : B71781,0 {Total USD B.00) Cancel [ Sovr  Submit| Export Acteos| SESTITETIETALY| G

4 Order information

Cancel Save Submit Export Actiors

8. Select from the following:



» Accept Entire Order
* Reject Entire Order

9. Click Go

to next page to Add Note to Buyer (if needed).

Supplier Home  Orders  Shipments Planning  Finance

Description
Currency
Amount
Order Date

Action

Orders il

History RFQ

Supplier Home = View Order Details > Acknovdedge for Standard Purchase Order =
Acknowledge Purchase Order 800785

usb
200.00
27-Sep-2019 14:07:09

Accept

Note to Buyer

Meet Need by Date

10. Click Submit to finish the multi-line acknowledgement process.

End

3.2 Accept Individual Line

Alternatively, you can Accept or Reject individual lines during the acknowledgement

process.

1. On the Supplier Home page, scroll down to New Orders

PO Number
S00785

lil New Orders
Hod4te

Amount
200.00

Order Date
27-Sep-2019 14:07:09

Currency
uspD

Click on

Actions |

PO number

Acknowledge Export
View Change History
Printable View

View Receipts

View Invoices

View Fayments
View Shipments

PO Details

At the bottom of the next page, locate the PO Details field.
Click the arrow icon to display Details.

Personalize “FO Details”™

@ 1IP You can cancel the entire order of spacific Nnes
ETIP Click on the Shaw link o view shipmen! details of a line. To split a line into mulliple delivery dates, click the sphil line icon of the desioed row and then make changoes

Show All Hide ANl

Personalize "0 Details™

Status

Requires Acknowledgment

At top right corner of next page, locate Actions List, choose Acknowledge and click Go

Details fine Type  lemblol Tem et lem uom  Qiy Price Amount Note to Supplier
Cireuit Breakes AF 2000, AT 2000,690 V KAIC 1003 Mty Pant Numbes. ABE,
— P [Goods [10040527-040 Foles;Foed. Electranic-L31 wch 2 1250 2.500.00 pavbGrBUOBUOOXG
Shipments
Quantity Quantit: E ier Deliver Metric NOV jter Diesliveer
Shipment Ship-To Location Ordered Price Recelved Received "MPUM page Date Date Date
1 L8 o Huusilan 116249 £ 2 1250 2,500,00 15-Nov-2019 15-Nov-2019 15-Nov-2019

29




6. Review the information for accuracy.
7. To accept or reject individual lines in the PO Details field, scroll to the right and locate
the Action list.
8. Select one of the following for each line that you want to modify:
e Accept, or
e Reject Order (Note: If you reject a line, a mandatory comment is required in the
Reason text box.)

t Effective Date End Effective Date Status Attachments Split Reason Action

Requires Acknowledgment

9. Click Submit to complete the Acknowledgement process

4. Acknowledging PO with changes:

1. On the Supplier Home page, scroll down to New Orders

I:L New Orders

He &t
PO Number Order Date Currency Amount Status
800785 27-Sep-2019 14:07:09 usD 200.00 Requires Acknowledgment

2. Click on PO number
3. At the bottom of the next page, locate the PO Details field.

4. Click the arrow icon to display Details.

PO Details
Personalize "PO Details”

@ TIP You can cancel the entire order or specific lines
@& TIP Click on the Show link to view shipment details of a line. To split a line into multiple delivery dates, click the split line icon of the desired row and then make changes.

Show All Hide All

Personalize "PO Defails”

Details lline Type ItemiJob Item Revision Supplieritem  Description UOM aQty Price. Amount Note to Supplier

Circuit Breaker, AF 2000;AT 2000;690 VKAIC 100;3 Mig Part Number: ABE, |

4 Goods | 10049527-049 Poles Fixed,Electronic-LS1 Each 2 1250° 2.500.00 3vnGrBOOBODOXC
A 3 3 Quantity ; . Quantity Amount Expected Supplier Deliver  Metric NOV Required Promised Supplier Deliver
Shi t Ship-To Locati
fpment| Snip-lo Cocation Ordered Price Received Received ASount ate Date Date Date
1 gzngx Houston 11929 FM 2 1250 2500.00 15-Nov-2019 15-Nov-2019 15-Nov-2019

o

Review the information for accuracy.

6. If you are accepting a PO with changes (Pricing / Promised Supplier Delivery
Date / QTY), scroll to the upper right corner of the page and locate the Actions
list.

7. Select from the following:



* Request Change
* Click Go

| Sumetoritons Ousers | shomans

PR et Crargm (%] |00 [ iapen

Order Information

8. The Reauest Chanaes for Standard Purchase Orders page displays.

Orders

Supstier Home Saipments  Plznin =

Pircaase

ome ters >
Request Changes for Standard Purchase Order : 671765,9 (Total USD 1,576.00|

Currency=UsD

4 Order Information

General Informaton Tenns and Conditions

Payment Tems Nt 45
Camier
FOB FCA 2010
Ereight Tems
Shipping Gantrol

Ship To Addross

Address 5100 Nerth Sam
cusion, T T7oes]

Bill To Address

‘shaw il Higz All

Enciosure Apcessory Panel Sue DVDR, Lanarg GEN

There are two main fields on the page:
* Order Information
* PO Details

9. In the PO Details field, click the arrow icons to expand the PO line information
for review.

o ks i s o,k o B o e s B e
o Type hemileh  Bom Reviion Sepplieritom  Discrpicn wn iy Price. Amcumt Mote s Seppler NI g P C pchmeres Fasson
oot 04EETI0E P ooy I 103 B 2 1220 250000 B e
Shiprants
" ipTo! Quamiy Cuarmity Amoart Expocied Supplor Detbrer  Metrkc WO Required Poomised Supplies Delver  Discount  Start Dfective Lnd Eftective
Shipmens Ship-Ta Locatisn - Prics ey Ao el o oy bt S Siatus Artachrsats Sp Heason Action
5 o 18 - S840 15T - — opn . =

10.Review the PO lines and enter any changes that you want to request.
Change options include, but not limited to:

*  Quantity Ordered
* Promised Supplier Deliver date
e Supplier Item
» _Splitting Line Shipment
Details Line Type  Hemiloh Hem Revision | Supplier fem Dascription uom Price | Amount Note to Supplier Contractor Mame  Status  Supplier Config Il Attachments  Reason
' 1 Gopts  T4B0OTE TS MIG-1Z3e8 ©-Ring, 220, SAE ASSSEMaE Bung-M (NI NERKTD A Each ] 12000 ;‘2‘\' Riuounch e 71200 Open
Shipments
Shipmant Ship To Location ?,"';m Price ;ﬁ:’.ﬂ:& "'::_'::‘u': Amount Fl;l_""““’ Supplier Dolivar :;'L‘ umrh Required :::‘i“" Supplier Deliver g’;"’""’ ;':: Effoctiva - End Effpctive. .. Attachmentd Split Reason Action
1 t‘;‘.:‘:.;‘ — w42 120,00 18-Now-2040 320002010 :—’:fffimmum % RackOrdw  Change[™]




11.Locate the Action button at the top or bottom right of the page and click Submit.
12.End of instruction.

5. Requesting Changes to a PO:

1. Onthe Supplier Home page, select Orders tab

Buppher Home | Ceders. Sfioments  Flannng  Finance

TffSmants  Puschase Hstory | RFO

Purchase Orders

Views
View Al Purchase Orders [~] 6o
1 Ha

. gy Uperating  Document

PO Numbior - Rov (P2 Sy Dascription
o #00TeR g o Standard PO
© soorse r [UER Standard PO

Scroll down and select the appropriate PO.
3. Locate the Action button at the top or bottom right of the page

» Select Request Changes
* Click Go

n

| =

.....

Ooters >
tandard Purchase Order: 810953, 1 (Total USD 2,500.00)

Order Information

4. In the PO Details field, click the arrow icons to expand the PO line information for

s
Urs Typs hemiloh  baom Revision Seppliorimem  Dwscripsion oM Gty Tt s P CR et Bomson
g e st 5047 1 3 o 2 s con
Shipmants
o e Ouanty Guarkiy Ancurt Capocted Soppli Dofier Motk WOWRaqured  Promiasd Supples Defver  Discout  Stat{fectv  End Efiectiee
Shipmers ShipTo Locatien Qe e et Anownt b g o e F Pt Status Attachments Spit eason  Action
et ) et Gwen

5. Review the PO lines and enter any changes that you want to request.
Change options include, but not limited to:
e Quantity Ordered
* Promised Supplier Deliver date
e Supplier Item
e Splitting Line Shipment

Dotaits Uos Type Memiloh  lom Revision fupplio WOM Oy Price Contractor Mama  Status  Supplier Conlig I Attachmsnts  Raason
d 1 Gowds  VMBNTES HTC-12345 O-Rong 220, SAE ASSHE M Bura-N S NERETO A Each w 2 e opm
Shipments
Cuiantity Guaniry Ameaunt Expecied Supplier Deliver Metric  NOV Required  Promised Supplier Deliver Discount  Stan Effective  End Effective
Shipmans Ship-To Location Ordeed e Facst Recehned moust o B Dater e %) a Date Statun. Antachment Spis Reasan Action
HE U5 A Orange BT 2t 201G Feperes O | pa asaTory
i o 0 | 126,00 18-Nev-2018 22.0ec- 2070 e PR % MekOvow  Chasge[o

6. Locate the Action button at the top or bottom right of the page and click Submit.
7. End of instruction.



6. Creating and Submitting Invoices:

1. Onthe Supplier Home page, select the Finance tab.

Supplier Home | Orders  Shipments  Planning

Fina[lf'a

Agsessments

[l

Search PO Mumber

Go

2. At the top right corner of the page, locate Create Invoice with a PO and click Go.

With
Create Invoice 3 Go

PO %

3. The Create Invoice: Purchase Orders page displays.

Supplier Home Orders Shipments Planning Finance

Create Invoices View Invoices | View Payments

Purchase Orders

Create Invoice: Purchase Orders

Search

Note that the search is case insensitive

Purchase Order Number
Purchase Order Date  (23-Sep-2018)
Buyer
Organization
Go  Clear

4. Inthe Purchase Order Number field,

Supplier Home  Orders  Shipments Planning | Finance
Create Invoices View Invoices | View Payments
[ ]

Purchase Orders

Create Invoice: Purchase Orders

Search

Note that the search is case insensitive

Q

enter the PO number to be invoiced and click Go.

Purchase Order Number I 300785

]|

Purchase Order Date (25-Sep-2019)

Buyer
Organization

Clear

L

He 68 [

PO Number Line  Shipment

Mo search conducted.

fe
Q
Q

Advances or Financing

5. Select the PO lines to be added click the Add to Invoice tab and click Next.

10



Supplier Home Orders Shipments Planning = Finance
Create Invoices View Invoices | View Payments
®
Purchase Orders

Create Invoice: Purchase Orders

Search

Mote that the search is case insensitive

Purchase Order Number 800785
Purchase Order Date (25-Sep-2019) [e
Buyer Q
Organization Q
Go  Clear

Select Items: | AddtoInvoice | 57 & (G L w [l w

| PO Number ine -~ Shipment -~ Advances or Financing ltem Description
[+ so0785 1 1 O PLC, Communicatior
800785 2 1 O PLC, Communicatior

If necessary, you can remove individual lines by clicking the Remove from Invoice tab.

Select Items: | Remove from Invoice || [5 = "9 £ v [l

=] PO Humberlé!ne Shipment Item Description

[] 800785 1 1 PLC, Communication;interface |

vl 800785 2 |1 PLC, Communication;interface |

The following fields (with asterisks) are mandatory.
e Supplier section: Remit to
¢ Invoice section: Invoice Number
e Customer section: Customer: Customer Tax Payer ID

Supplier Invoice
& Misiras raled dba Mistras Senvices Division
I-Rumll To _HOU-10980-PAFU o I
Address 10580 Metronoma Housten TX 77043 [
Remit To Bank Account q

Unigue Remitlance identifies
Remirance Chack Digi

Customer
¥ Custoamer Tax Payer I 76-0483967 q

Customer Hame  Naional Odwedl Varco, L P
Address 10000 Rschanond Ave Howston 77043 US

6. Inthe Supplier section, locate the Remit to text box.

Attachment

* Enter % in the text box and Click the Magnifying Glass Icon to begin the

search
» Select the appropriate Supplier and click Select.

11

Mona  Add



B Supplier Mistras Group, Incorporated dba Mistras Group Services Division
Tax PayerID 22-3341267
* Remit To HOU-10980-PA/PU E
Address 10930 Metronome Houston TX 77043
Remit To Bank Account Q
Unigque Remittance |dentifier
Remittance Check Digit

Search and Select: Remit To

Ssarch
T B oot 88em, Saic? & ey e i e P el nd eriSer 8 vakss I the bt Seld, hen seiect I "Go” buflon

Search By Remdt To[v]  HOU10M0PAPU Go

Results
Couich Saboct Suppliar Feoesi Tor Address
- &) Misias Group, Incorporated dba Misiras Group Senices Diison HOU 10880 AR 10983 Metronome Houston TX 77043

7. Inthe Invoice section on the right side of the page.
¢ Inthe Invoice Number text box, enter your Invoice Number
e Enter Invoice Description (if needed)

* Invoice Number
Invoice Date  10-Oct-2019
Invoice Type Invoice v

Currency USD

Invoice Description

Attachment None @ Add

8. Inthe Customer section, locate the Customer Tax Payer ID text field.

Ovganizatica
113 Rig Soktons

o Enter % in the text box and Click the Magnifying Glass Icon to begin the search

e Select the appropriate Tax Payer ID and click Select.

* Customer Tax Payer ID 76-0488987 Q,

Customer Name MNational Oilwell Varco, L.P.
Address 10000 Richmond Ave Houston 77042 US

Search and Seloct: Customer Tax Payer ID
Search

To g pous B, briect & e een i 2 van 2 P "o Buton
Bubrch By Rugrson Number ] | T5-0488087 ae

Results

Coich Sebect Fegistiation Numbsr & Legal Entity < Lagislative Category Country Of Registiaticn Lagal Addewss

i ThoanssET Maonal Ot Varco, LI Incoma T s 13000 Fichemond i Menston Han 17042

9. Click Next (3 times) to Review information on each tab.
Note the total located at the bottom right of the page.

12



tems

Less Retainage
Freight
Miscellaneous
Tax

Recalculate Total Total (USD)

10. If all information is correct, click Submit to create the invoice.

Cancel Save Back Stepdnrti Submit

End

200.00
0.00
0.00
0.00
0.00

200.00
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