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ELECTRONIC DATA INTERCHANGE (EDI) GUIDELINES

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

BNSF RAILWAY EDI INFORMATION

EDI VAN: 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

BNSF Railway supports the following transactions for material purchase
orders and invoices:

Purchase Order (850)
http://railcis.org/wp-content/uploads/2013/12/850_40101.pdf

Invoice (810)
http://www.rdilcis.org/wp-content/uploads/2013/12/810mat_4010.pdf

Purchase Order Acknowledgment (855)
http://www.rdilcis.org/wp-content/uploads/2013/12/855 4010.pdf

Ship Notice / Manifest (856)
http://www.railcis.org/wp-content/uploads/2013/12/856_4010.pdf

Functional Acknowledgment (997)
http://www.railcis.org/wp-content/uploads/2013/12/997 4010.pdf

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 welbsite
above).


https://railcis.org/information-standards/edi-guidelines/edi-introduction-and-overview/edi-transaction-sets/

Common questions / issues:

o 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, efc. 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 noft try to
save or tableize any ship-to codes, even if 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.

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

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

o Our system calculates prices to 4 decimal places. If your
system calculates beyond 4 decimal places, this may cause a
price mismatch in 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

o 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 at
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 line item
details (quantity, UOM, unit price, part numbers) match exactly
what is on the PO. The materials PO number is always 10 digits.
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BNSF PURCHASE ORDER GUIDELINES

Suppliers may elect to receive material purchase orders via EDI or by
email attachment 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 terms is 30 days; however, payment terms
are normally negotiated as part of a Purchase Agreement or
Conftract.

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 processes rely on our field
employees to entfer fransactions which could result in a delay of
payment.



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

BNSF INVOICING GUIDELINES

Material related invoices are to be submitted electronically. 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. TRANSENTRIC (ORISS) https://oriss.www.iransentric.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 Transentric, 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 submits.

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 this document

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

BNSF Railway Company (“BNSF”) has Direct Pay Permits in the
states listed below.

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

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

For assistance with Direct Pay certificates and other tax questions,
please contact Nancy Medina Nancy.Medina@BNSF.com. BNSF
will reject all invoices with tax for these states.



https://www.bnsf.com/bnsf.was6/ec/ECCentralController

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 transportatfion Types) For each
freight request, the following must be provided:

e BNSF's tfracking document number is 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 noftify BNSF
Logistics of all expedites or accessorials e.g., unloading required at
destination, inside delivery, etc., prior to noting them on the Bill of
Lading. Failure to notify BNSF Logistics, LLC, may resulf in
unexpected costs, and will be subject to 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)
routing instructions 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 lbs or expedited shipments
weighing greater than 150 lbs and less than 10,000 lbs should be
routed via BNSF Logistics.
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Contact BNSF Logistics at (855) 894-3655 Toll Free (Always listen to
the complete listing of menu prompts as prompts may have
changed since your last call.) to arrange transportation needs or
fax completed order forms to (479) 587-3098. Transportation order
forms (included below) may also be emailed to
BNSFMaterials@bnsflogistics.com.

e |t is the responsibility of BNSF Logistics fo schedule and arrange
for fransportation 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 BNSF
Logistics as soon as possible.

Contact BNSF Logistics at (855) 894-3655 Toll Free to arrange
fransportation needs or fax completed order forms to (479) 587-
3098. Transportation order forms (included below) may also be
emailed to BNSFMaterials@bnsflogistics.com.

e |t is the responsibility of BNSF Logistics 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 BNSF
Logistics 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
fruckload shipments; notice received after noon CST will be
processed the following business day.

¢ In order fo accommodate permits and other pre-shipment

requirements, we request vendors provide 2 — 3 weeks' notice
where possible and a minimum of 3 business days for internal

handling on Over-Dimensional freight.

Shipping outside of the guidelines set in this routing letter can
result in increased fransportation costs and will be subject to a
vendor charge-back of any additional charges incurred. ALL
shipments that do not meet any criteria listed above or for any
fransportation related questions, please call: BNSF Logistics —
Customer Service Call Center (855) 894-3655 Toll Free Always
listen fo the complete listing of menu prompts as prompts may
have changed since 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.bnsf.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 — enter invoice (for suppliers not
using EDI or ORISS)

1. Go to bnsf.com in your web browser (Chrome preferred).
2. Click on ‘Login/Register’.

THIS IS BNSF.

Our s Thn Tour S o st o2
TE e o e o sy
e

THIS IS BNSF.

Our s Thn Tour S o st o2
TE e o e o sy
e
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B2 supplier Invoice & Payment Inguiry £4 supplier Purchase Order Inquiry

. Tax Exernpt Certificats &% shipping instructions & Routing Guide

oe 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

* Enter anInvoice (Restricted)

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

hitps://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 that is incorrect, use the
Supplier Portal PO Inquiry app to request a price or
qguantity 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
tfransaction is the validation used.

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

+  Cancellation
* Expedite Requests
* Find Material
*  How To/Training
*+ PO Acct Changes
+ PO Resend/Copy
* Re-Open PO
* Requisition Status
+  Shopping Cart Training
« Supplier Portal
+  Text Buys
Contact Electronic AP (electronicap@bnsf.com) for:
* MM Invoices
* Blocked Invoices
* Materialinvoices
* Invoice rejections
» EDI Questions
+ ORISS
e Payment Status
Contact your BNSF Buyer for:
« Contractrelated requests
+ Catalog changes
Utilize the Supplier Portal to:
* Request a PO price or quantity change

* View a Purchase Order, Invoice or Payment
e Run an open PO orInvoice report
e Entfer anInvoice (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

Rail Talkv  News &Media~v Refireesv  Suppliers~ Contact U Login / Register v

LIS &~

SHIP WITH BNSF v IN THE COMMUNITY ABOUTBNSF v

THIS IS BNSF.

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

TAKE THE TOUR
3. Click Supplier Portal

RailTak v News&Mediav Refireesv  Suppliers~  Contact Us  Login /Register ~

Customers Suppliers Employees

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

Log in to get the latest information on your
invoices, payments and purchase orders.

Log in to the Employee Poral f0 access
safety rulebooks, pay and benefits
information, sign up for training opportunities
and more.

Customer Portal

BNSF Employee Portal

Click Supplier
Portal

THIS IS BNSF.

Qur 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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L03NNGD #

L103NNGD #

4. Click Register
ETNITS 5~
A —

HRALLWAY

User Login

5 Fill out registration form

AT

BMSF.com
Supplier Regiatration

Parnarasl v rreadar

s L]

Fowe bog Argodaen. Fecek this Marags
Iﬂa-m@uﬂ:!'.: [=-. 2

Velapuers!| SHE-EE5- 1210 Ed
Y

Comary A Al'rrl:n_rrwr. Inc
14 1113 Mohinglad Ln

Ak
Trarngiuards

Farrngiuria ~ L Pomed Lo 81045
Consany Uniad Sumes. ol Arackcs -

Lrams s

Pt »5 | [ Caneal | | Rt

Foe bwip il BNOF co= apsicsbom. ooy ool 1 880-4M M TY oplen 4. apion | = s=ad 3
Wariaiing sogiryeen call F17 250-T8 . e 6l o ol e clemsl BHEF Tachroiogy Serces



6 If you registered using a corporate email address (i.e.
jonedoe@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

BMNSF security policy requires all users to have a corporate email
account (i.e..SallySmith@BNSF.com). If you have registered with a non
company domazin email address please fax an authorization letter.
FPlease send the requested information on company letterhead to
B800-686-2545 attn:Registration.

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

AT S
T

BEMSF.com
Supplier Register

Pragss enddr your Choscs for @ user (5 and pesswond

tmer i |

LEcl] |D‘l-“mTl‘.7lM!MMH mus] b alphanurmenc, nd must ba from
& 10 B characlers Iong (Mo Spacet of spstisl characsrs)

Pansword | |
Praswaord (again} | N - |
Passwonds an case senditive and musl be 4l sl § chispcian ng

E-rlmdu.'rv. ous agres (o T BNEF Teemne snd Condilions of wie.
wu mmﬁ'rru and Condibons?

Bl bt S o e e 2 T

“of hislp with BNSF com appilications, customan cal 18888282673 aption 4, option 1 of emal Mqﬁﬂ_:ﬂ BHSF
M.Mnﬁ umﬂd:.mrbl!'l-?—ﬁﬂ I"IH n‘dlm ﬁll.M'nI:urlﬂBNSF Tldrﬁbu'fﬁu‘m‘us

Torms of Lsa | Privacy Policy | Contact Us | 580 Map | Comemenis & Soggostions
Rasroad Emargencies: BDO-BXZ.5453 | Ganaral inquiries
3023 BHSF Raitway Company. All Rights Resarved,
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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 "5

AR SL A F

BNSF.com
Register
* Help » fyuda

Congratulations, JANE DOE. Your wser regesiration request has been submifled and your registration is curently baing

processed, We will contact you af the email address you provided once A has been processed Your new user 1D is:
TESTES24

Remember your user 1D and password 35 they are both reguired 1o sign ondo the system. Please rememiber
that the password is case sensitive

Please check the appropriate box for every application you would like o access,

["] Drug and Alcohol - Yendor Upload
Oz and Alcohol - Vendor Uplcad
[ Fusl Flow Network (Supplisr)
Bonitor Fusl Flow Mabwork
[ Litigation and Discovery File System (LDFS)

BMSF would ke to preserves evidence which will ansure the integrity. uniformity and timaliness of the
avigenda relaled to incidenis and avolds inadvertent spodation of eviden. The purpose of an eleciromic
SyHem is i avoid exapgeraled awvands accoun] Spaitalion and pootect réputation of BNSF Raikvay

[ QuickPay Web Portal
Selec] this applcation in order io submit, Non-Purchase Ordes, Service-fype imvoices Tor payment
These ane non-Coupa Source-io-Fay (52P).
B Supplier Invoice & Payment Inguiry
Seded] this appication 1o vimw the $latus of mvoices and paymant mfarmation
El Supplier Mateqial Invodce Submission
Seiec] this oplion if you ané A niss maedial vendos and your comparry does nal suppart EDI edecironic

voicing or subscrbe fo the Onéng Ralroad Industry Supply System ORISS invoica lool. Supplers
wihi anlicipale 8 lange volume af invoices afe expacted 1o use ED aleciranic nveazing

[ Supplier Profie
Supplier Profile allows you bo wiew or modify your compamy's name, address, banking, etc.
IMPORTANT:Only individuals with authorizaton 10 change nemittancs information should

request this option. You will be contacted to provide & current W-% Form and we may reguest
mire doCmentation Delore your request can be approved.

Supplier Purchase Onder Inguing
Bebarl hic appication 1o view the s1atus of Malenal Purchase Oroens:
[ eDeductions SAP Readonty

aDeductions ks an eppcation for taking specifc, authonzed deductions from amployes pay. ACDESS 5
avalable exciusrely 1o representatives of unions, political lagues and inSurance companies who have
legal autharzation o create and manage appropriate deductions.



HOW TO USE PURCHASE ORDER INQUIRY

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

Hema BNSF Applications ~  Supplier Tools w  Invoices w | Matoriol POs A | Coupa w  Contocts v

Purchase Order Information

Save PO as PDF

L supplior Purchase Onder Inguiry ck Links
e r—— [Em— . "
Fo Shipping Instructions & Routing Guide Supplier Name PO Number PO Date Total Amount PO Amount Invoiced PO Status
v 5501909188 Jan 11, 2023 184.320 201.780 COMPLETE
Purchase Order Terms and Conditions g:— f:: coupa Sy Oct27,2022 [ | Jan25,2023 [
=L = . .
Line # Supplier Part # BNSF Material # . Qty. Remaining Unit Price uoM
Chum 11 U UL LI LUK PR LT I
t 5 3 Coupa Suppliar A. ® 4More ~
Guide to the new Suppdier Portal LD Fie Systam B QuickPay Web P 1009131407
Portal
¥ hara e B it
Click hare to occeas tha BNSF Roilwoy Material Description: DARK SAFETY GLASSES
Supplior Gusda. Comment:
A
Welcome 1009133854
To the BNSF Suppiier Portal supplier =
) — Material Description: CLEAR: SAFETY GLASSES
oa= L&) Comment:
- . 5501909188
My Profile ACH Request Additional Acc

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

More Columns  Request PO Update  Submit PO Update

1. Click the double boxes in the

Supplier Number field
4. To Print a PDF copy of the PO, click Save PO as PDF in the

top right corner of the screen

2. Click the box next to your Search with Material PO Mumbe
vendor number or select All and 5. To view additional data and add to the screen, click the More

A4 98 9% e a4 W93 22

click OKin the bottom right section Columns button and select the additional data you would like
of the screen. o
to view in the columns

=
D All Supplier Name

2003332
2005973

5001348

m

1/30/2023 9



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 8. When finished click the Submit PO Update button in the
box. bottom right corner of the screen.

Purchasa Order Inquiry

Purchase Order Information
5001348

5501909188 0 e PO Number PO Date Total Amount PO Amount Invoiced PO Status eqL est PO pda S rb i PO
5501909188 Jan 11, 2023 184.320 201.780 COMPLETE Mcre Culumm R u tE mﬂ Update

Oct27,2022 [ | Jan25.2023 [
line# SupplierPart# BNSFMaterial#  Qfy. Qty.Received  Qty.Remasining UnitPrice UOM  Requested Gty  Requested Unit Price

= - owae o ow  ma e : 9. You willreceive a success message informing you that

e your request must be approved by a purchasing officer.

Gomment:

i Purchase
Supplier e 100e10s 24

5501900188

Material Description: GLEAR; SAFETY GLASSES

Price and quantity changes must be approved by a BNSF Purchasing Officer. You will be notified once your request has been accepied or rejected

Comment: Cancellation requests take effect immediately

10. Once approved or rejected, you willreceive an email
noftification.

Change Request of PO 5501919817 has been Processed

‘ <3 Reply ‘ 4 Reply All ‘ — Forward | | i
—— —— o © Wed 172572023

o
Cc O Sourcing Help
More Columns | Request POUpdate | Submit PO Update

Email Alert + Getmore
Line Item Detail PO Price PO Quantity
7 Aﬂ-er e n Terl n O U r C h O n es O C O m m e n TS b OX Wl | | O p p e O r P | e O S e Linet:| Material |vendar Part Number ‘ Short Description PO Unit Price |Reques(ed Price |Prioe Status |PO Quantity ‘Requested Quantity ‘Quarltily Status
° g y g ! . 1 [1009031608 210-721 [SCREWDRIVER;TYPE 2,52 5-1/2X0.8MM| 1038 | 1138 | Accepted 2000 | 2.000 | Nochange

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

rejecting the PO change. Notes:
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.

*Comment

Error: Your PO Quantity Change Request cannot be
Updatex] Cofclog Pricing sl 1120624 approved because of existing invoices and/or goods
receipts. Aninvoice or goods receipt 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

Cancel  OK Error: Sender information required for IDOC control record
was not maintained Completely/Partially. This means that
the supplier EDI profile is not set up correctly. Contact

EDIPO@Dbsf.
1/30/2023 Sheom 10




HOW TO USE INVOICE INQUIRY

o iNenmE ivdance sk b el Benvatiols Xk Inices s Sipp ity --ioce Seuarenk By el 3. The Supplier Name field will auto-populate to all supplier accounts based on user access, but you can decrease to only

inthel left box f the h 2 i .
HEAIEAOWER S RIOIIOHEIRCOME Pags select ones if you have access to multiple accounts.

rome e apslicotons v suppier oo~ [T

Supplier Portal Quick Lints

£acoupa

VENDOR TEST 1
: VENDOR TEST 2 e -
} 3 PN-PENDING ® A RERCRET T
Iwoices end Poyments Material Purchose Orders Contoct s s VENDOR TESTS s g

Tt et et s e mosteried e srsinr ook e St bk Do Rl whet ot s ks o Pl 1 . o bt s
Forrm ko 0 apocit your equnst

ce Amount

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

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

%, Selest Find

Mow you will see a summary of detail below the Find button

by specific Supplier account

GOO3015aT - SUPPLEE TEAT 1

DOOZO20I154 = SUFPLIER TEST 2

RAiLwAay

SOD2GEIEAT — SUPPLER TEST 3

il 1 O O8F TR, ST




6. The invoice details for the selected account will now display on the right side of the screen.

DO0201557 — SUPPLIER TEST 1
i i . T S T TR
P v s
| S —
| | s o
prepe—— P o oo
E o e
DD0201557 — SUPPLIER | ] e
| wrnae - "
0002020154 — SUPPLIER
ST ‘ — - -
ok, | - - aone
0002023647 - SUPPLIER ! ik 3 i -
TEST3 | o = .
it 1 dnn vos

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

0002056489 - TEST SUPPLIER 1

noice # Status Invnice Date Faymen Due

Cate Faid Ivoice Amount Discount Ameunt Imvcice Amount Fakd Tota Paymant

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

Do you want to open or save entity.pdf (234 KB) from uibnst.com?

%I Open Save v | Cancel x

How to view additional columns

1. You can add additional columns to the view by selecting the More Columns button from the lower
right side.

APPREVED ata

Display Column Fisids . ] . P
_ Once selected, the new column field(s) will now be visible in your invoice view.

| PO#

Contract#

+| Rejection Reason

R ‘ BNSF Contact ~ PO# Rejection
Reason

payment Type

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
all the invoices that make up the total payment amount.

pamEn1s Involcs Mo, 842131 33000000001AD
|
ey 8 b ey |
| i
Lormpany
_Il:"la:- = p— «.:.-\..u - Bl I_DEG

Invoice # Status Invoice Date Paymem Due Date Paid Invoice Amount Discount Amount Invoice Amount Tolal PQ}'!T‘E-‘H
Paid
FAID 02012018 0200112019 0212612019 20150.000 0.000 20150.000 418
282698 PAID 02012019 02/01/2019 02(26/2019 11000.000 0.000 11000 000 41aT
P 0BOIZ01S 02012019 02126/2019 10725.000 1.000 10725.000 4187
How to Export Data
1. You can export the data into excel by using the Export feature. Select the 2006461 - TEST &

Export button from the lower left side of the screen.
Pad 600076

Approved: 000

2020515 - TESTAMERICA

Fai. 5,744.50

Approved; 0.00
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Select open or save in the new window prompt located in the lower section of the screen.

De you want to

open or save Invoicelnquiry_Report.csw (911 KB from wibnsf.com?

ﬂ Open Sove

= Cancel

e [ 5 2 = " L " o " = 1 u [ u u
0 % ko< D Pasrvass DmePald BuatGun Mapoia Sk, Sompan Cosunratlunber tesr  ken ©
Fepr 141105 iR o o BFaisgs) i Ay
TR 1108 srrim 2 A BranE i 1
E oo a o BFangz) www
BIMAPAD IR bl s £l 4 Bradmie =
AR PAD EhAe e e o . E
BAITPAD TR T o @ I
ALEEE PAD = [ a
DIRPAD SR 613 [T ERGLERT)
AT PED Eebpeod d1T0 EEe o il e
BT PAD IR 41T arTe @ 4T e
VS PN B (543 1 0 NEME e
VTEAPNE AR ED [ il
IS FAD  seeem w EETTE
TP PAD TR Rl
WS PED  memeem i
VI PND A ]
1esaa pan Tz
THELE
o " Im
o 0 IHEAE
L Erseman cwaar 8 Umans s
1 e 0 histzn
' " "
FI T T " [0
it B TIees iksee [} it
o 1 "
E PR T T " £
o o 1 s "
Il i PRI b Dt (LTS
v o 1 " thenice
b e (T "
v o FR T "
i e [T "
- o o BFuins; i B Eremads EmE: § D
o AT PR A BranE i B en: b D
o dHarE NiE o i e o BFangz) www 1 e "
o BRI BHa S o B e 4 Bradmia i B mamea emne LTI [ran
EF N S TE PR} EPEEY 4 st PSS P FRETTTIN L EERTET
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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

Eriter the PO number and chck the
mragnifying gass. The Ship from ang
Ship Tovinio will auto-fill

L Supplet Kame Inoice Sabin Tues Wvokcn Tota
am nas L)
ok sty e wE
REARLKZE us v | oW rEL8 5000
ship o
----- " Traatiszond oy Caan - v
et T auanyL s ™ wm

Verify and check this box to
proceed

+/| *1have reviewed and confirmed that the above addresses are correct

Invoice Information

*Purchase Order *|nvoice Number

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.

1/30/2023

Taxes and Charges

Stave and Local

Other

BMSF hoids a Direct Pay
Ceriificate for the states
noted below. Tax cannot be
entered for these states

Stane salos tax - HI30

State

Lesal Sales Tas - H700

Stase Hazsdous Substance Tas - H6D

Canadian GST - D360

=

e

FHEOL

FoHOL

701

oo

o

.00

oo

= HMSF b dheac: pay et o L doflow g e 8, 4, K5, W4, B RE D, SU T2 W W ard WE UH and W1 do rol have viee ankea les. B milzaeel all imesicnz with seles len for B stat
= & Tax Caemgtion Cemfiz e abained ham e 5 Farai.

=, See B . B B b for Wfrmvarkan an bows o 5 mevcsla 4o BHESE

* Seiect one or more nes 1o imoice

7] - o et VerPat Mt Duriin oR— -
s | 117 Miakoaictus 0

— Select the line(s) to invoice and the quantity

vom

Bamaning Guseriny 1 imoics

ﬁ )!

* 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



Faryrmiact T Supmhar hiama e okt lasw Ivgece batal
Favy b 30 ey sl cnchaction ATICMAL ALISFIFSS FUS KITLRE INS 1am nm L]

This is the: amount of the
irvnice that will be pard

—-—-*

D PO Dty Dty bravizad LGk Foumainivg Cuantity 12 Imwice

a EA 023000

* 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.

o
wn
4
i
Q
w
c
\
1]
I

1. Invoice 5207677201 has been p

1/30/2023

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 payrment information, click Invoices — Supplier Inguiry — Invoice & Payment Inquiry; or in the lower left box from the home page.

Enter search criteria — see below

F . ra Paymant & Invoice Inquiry
r W © x ~ w I ECK
2000322 E"ﬁ:_;i’;“' rvivice St Stans Discals invoka Date  Payment Due Daie Date Pai Magicd By it

COSE11E380 5 Enfer Irolce L x APPROVED
Number

4 I

V142021 1vi4i2021 1132224 00

ARSI
Invoice Date:

CE/La2021 Ei | omnsm@oal =] eI L Rags
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To add additional columns, click the More Columns at the bottom of the screen. Please
nate, this information can also be Exported to an Excel Spreadsheet, by clicking Export at
the bottom of the screen.

s s Fam D T

oooesmiea s

50 13 4098 Qi # anEsce T4 vor 300 T, o P
Smsatan M hn o Doy

Export to an Excel File

. 3 Ea T T pry
. & Calibel Tn KA ==B#  #waptm General . B B €= oy _3
By Crpy = jE3 2
Paste BEN aiae T Mvge & Contos = 6 -9 3 * Conditionsl Formatas Cell  Insert Delete Format
- Format Painter u 4 -SSTEE i $ ? omuttng = Table = Styies w4
Cliprd Font At b Siphes e
110 . ¥
A A &8 o E F 4 H 1
1 Supplier Name Supplier Number Involce Number Involce Status Status Detaills Invoice Date Payment Due Date Date Pald Invoice Amount
2 MIBA BEARINGS US LLC 2000322 00961183695 APPROVED  Pending Payment Term  14-Sep-21 14-Oct-21 11322.24
3
4

=t X Autosum + |

X, cut e B thwiap e Ganere SRl 3 AR i
B i - L " . St -
B1u- .95 3 %% Condtonsl Formatas Cel  Insen Deite Format .5
¥ Famat Painter u B g ke = i o [ Gl F
fa T — b Fon Bligremmt [T—— i Sirln ol T
Bg b 3
4 A 5 c pm| E F 5 H | s
1 Supplier Name Suppller Number Inwolee Number PO Number Involes Status. Status Detalls Invoice Date Payment Due Date Date Paid Invoice Amount |
2 MIBA BEARINGS LS LLC 2000322 00961183695 5000470177 APPROVED  Pending Payment Term  14-5ep-21 14-0ct21 132224
3
4
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