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ExxonMobil e-Order Management
Secure access to the ExxonMobil portal

Enter your username:
eu..........

Enter your password

kkkkhkkkkkkkk

Click “login”.

Click the Buy Lubricants
button (oil drop) to go to eOM

You have arrived in eOM

Please ensure the
operation has finished
before you switch to
another screen.

Ex¢onMobil
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ExxonMobil e-Order Management

Navigation, use the functions of eOM

3 Ordering - SAP NetWeaver Portal - Microsoft Internet Explorer =|0] x|

Ex¢onMobil

Welco 4 ger ID Company Help Log Off

Lubricants & Specialties

I Ordering Account Statement Purchase Reports  Contact Customer Services

k 3 Please ensure the operation has finished before you switch to another screen

Click “Ordering” to place and follow-up orders.
If prompted, select the catalog you want to buy from.
eOM opens default with “Ordering”
Click “Account Statement to view account and (open) invoice details.

Click “Purchase Reports” to view, download and analyse buying history.

Click “Contact Customer Services” to send email communications to Customer Service.

Please ensure the operation has finished before you switch to another screen, eOM function

Ex¢konMobil
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ExxonMobil e-Order Management

Order Options

Use this button to maximize the
right hand work area

"aomenng - SAP NetWeaver Portal - Microsoft Internet Explors,

Ex¢onMobil

Lubricants & Specialties

ment  Purchase Reports

Help  Log Off

l Ordering
¥
My Broduct

Transactions ‘ Search

Showme [ Orders -
that are l Acknovdedged -
I[Select Attribute) -
1
and for the period

| The last week .|

and
contain

< |

‘4

ﬁe ensure the operation has finished before you switch to another screen

New Transaction

Welcome

Welcome to bil Lubric Specialti

Ordering Systam.

Europe Internet

Create a new transaction, for example an order. Use the links
lower down on this page.

Call one of your existing transactions. Te do so, use "My
Transactions® on the left.

Create naw order. .
Create naw order on the basis of an order template. 2
Craate naw order tamplate. .

ExxonMobil Lubricants&Specialties Europe
Polderdijkwag, Antwerpan, BE. 2030
VAT Mo.: BE416375270

New Transaction

Company Information

E-mail: Autolubes.en@exxonmobil.com
Phona: 0800 0857420

4 IDIL,

Create a new (empty) order
from scratch. Use the catalog
search or upload from a
spreadsheet.

Create an order from a
template. ExxonMobil provides
standard templates based on your
purchase history, refreshed every
week. You can create your own
templates too.

Create a new template based
on another template,

a previous order,

a spreadsheet,

or from scratch.

Create an order from a
previous order by using the
“show me” criteriain the “my
Transactions” tab.

Page 4
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ExxonMobil e-Order Management

Create an order from a template

Create new order.
Click “Create a new order on

new order on the basis of an order template. . i
the basis of a a template”.

Create new order template.

Select a template. A new

/3 Ordering - SAP NetWeaver Portal - Microsoft Internet Explorer = 1ol x| or d er | S Cr eat ed .
Ex¢onMobil
K Lubricants & Specialties SYSicome it M oucaar Help  Log Off
! Ordering Account Statement  Purchase Reports  Contact Customer Services TI C k th e d eI ete b OX fo r Ite m S

Please ensure the operation has finished before you switch to another screen

e - | you don’t want to order.

showme [Graes =] Order Templates

g 5 A e e Enter the quantity you want
S mess s to order in the remaining items.
b

T Orbermg AP RetWeaver Portal - Heroaoll latermet Explorer

Click “Order Now"........

s Note, if you choose the template

: (or order) from “my transactions”
you need to tick the items you
want to keep and click the “copy”
button to either a new order, or
generate a new template.

<« | 2 A
.
. i

| | — Ex¢onMobil
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ExxonMobil e-Order Management
The order header

D B0 [ ot T e e e st A 0w |
Nat Waight 1.242.1 G
Gross Weight 1,244.56 KG

My Ref/PO#: [yaey
Package Type: Ip.:'.,: 3
Delivery Options: |E=rlia-=t Shipping o |

Delivery 4 ¢z ult
Instructions:

+ Information: | 3oded text

In order to verify the order quantity
the Net/Gross Weight box can be
refreshed by clicking the update

button during order creation and/or

before actually placing the order.

Select a “Deliver to:” address
from the drop down, or use the
search.

Enter your reference. (e.g.
PO number)

Select packed or bulk.

Select a delivery option. (if
applicable)

View default delivery
instructions.

H Enter short specific delivery
instructions for this order.

Page 6
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ExxonMobil e-Order Management

The order footer buttons

Caneal [Pach | Gt Nosw
Rl ]

1 2 3 4 5 6 . 7 8

Alternatives Related Products

Mo recommendations found % ! | _1 [T p—r— _J_u_._al

| —

To increase the order size - select the number of empty line items needed and
click the “new items” button to add those lines.

“Upload” will open the pop-up window, to allow copy and paste of products and quantities
from a spreadsheet or other document.

B N3

“Get Price” will simulate an invoice and return the provisional price, at the same time it will
return the scheduled delivery date (calculated).

“Update” will validate the products against the Catalog.

“Cancel” will cancel the order.

“Park” will temporarily save the order in “My transactions” under parked documents.

“Order now” will validate and place the order. You will see the acknowledgement on screen. (If

set-up you will also receive the acknowledgement via email and an order confirmation when
the delivery process has started)

B EEE B

Ex¢onMobil
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3 Ordering - SAP NetWeaver Portal - Microsoft Internet Explorer

Ex¢tonMobil

Lubricants & Specialties

'Orden'ng Account Statement  Purchase Reports  Contact Customer Services

Use net/gross Weight

ExxonMobil e-Order Management
Order items, search the catalog

to confirm your order
guantity

(0]

Help Log Off

Welcome User |D Company

»

My
Transactions

Display My Products With

Description

J‘de\vac

10 = IHiB Per Page

<|

1 B e

Search Ruuai‘ Products Found

121312

Delvac 1330, Bulk

DELVAC HYD 10W, bulk

M-DELVAC 1 SW

M-DELVAC 1

EU-5W

M-DELVAC 1 SW40 PAIL 20L

M-DELVAC 1230 IBC-PL

1000L

M-DELVAC 1240 [BC-PL 145465
1000L

Page 8

| 1tem | product | quantity | Unit | Product Description | Delete
P 1273 4 | | Delvac xHP Extra 10W-40, 208L |
P20 14543 2| | m-DELVAC 1 SW40 PAIL 20L I
&) ) —
<¢O o [127749 [ | [Each | Mobilgear 632, 1000L O

Please ensure the operation has finished before you switch to another si
New Transaction

Net Weight 2)042.16 KG
Gross Weight 2,216.56 KG

Deliver to: |M¥BM:“MW’“ AR
L —
Package Type: [pack o
Delivery Options: m

Delivery/default |

+ Infurrrllﬁam} 1

Product 127749 has been deleted. Please contact Customer Service for our recommended replacement.

is not valid. Please check PRODUCT_1420

ct 127749 haz baan daeleted. Pleaza contact Customer Sarvice for our recommeanded raplacement.

UL
1000C

B
4| | b

Alternatives ~ Related Products Alternative for Item 60 3
149648 e EXXONMOEIL CANNOT GUARANTEE SUITABILITY OF ANY SUGGESTED ALTERNATIVE OR
MOBILGEAR 600 ¥P 320 ADDITIONAL PRODUCT, AND IN FACT EXPRESSLY DISCLAIMS ANY AND ALL WARRANTIES
1BC.PL 1000L RELATED (DIRECTLY OR INDIRECTLY) TO ANY SUGGESTIONS MADE HERE ON-LINE, THIS

INCLUDES WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR Purmjj
4 ;

Click the “Product search”

Enter (a part of) the name of
the product.

Click the “GO!” button.

Click the shopping cart of
the product / package you need,
this will copy the product
number into the order.

Enter the quantity you desire.

Click the magnifying glass if
the product gives an error or
unavailability message.

See the alternative. If no
(suitable) alternative is available,
please contact Customer Service.

Ex¢onMobil
Lubricants & Specialties




ExxonMobil e-Order Management
Order items, add from a spreadsheet

Page 9

i
E Mobil
RO s & specaiies I oo Lsgor Select the area (product
I Ordering Account Statement Purchase Reports  Contact Customer Services n u m b er an d q u an t | ty) an d
Please ensure the operation has finishes fore you switch to another screen . .
w me Yo et e highlight the rows and columns
o ETE = to copy the area (Ctrl C).
Display My Products With Deliver to: [ O s S S e |
Description z Ref./PO#: Net Weight 2,042.16 KG
|delvac P:Lg:;n: Gm:wa:: 2,210.56 KG Cl |C k th e “ U I O a.d ” b u ttO n
{10 =]Hits Par Page Delivery Options: [Eariest shipping ] _ - p ] '
oo O T This will open a pop-up window.
+ Information: |
pRarLf el 7 Preation: i | 1tem |Product| Quantity | Unit [ Product Description |Delete Click in th I d wind
<l1)2i31z P o) | [Each | Dalvac XHP Extra 10W-40, 208L ] IC In eu p oad winaow
| | 3 saPtarkets Interet Soles-UploamP T and click paste (Ctrl V).
DELVAC 1230 Drum-M 200, 123474 % ;O 20 @ 2¢___| ICI ! Copy and paste your Excel data below. Column .
Delvac 1330, Bulk 121331 [ A must be the product, column B the quantity. 4 . B .
b P fwedli '[121732 4 = Click the Upload ltems
Dejvac Super 1300 15W-40, 121696 =] 4154 4 . .
S = 195648 1 button. This will copy the
T (L] product numbers and quantity
&m::swwesomu 142317 [ IE::‘ IntO the Ol’der.
| A | == 7 | I =
ExxonMabil Exxoitubil i I _
17 :g;ﬁlmkmgﬁe Produgwumber ﬂua2 "El::Int Note '[.h at the (EXXO nMobi |)
i e ) B R material numbers and the
5 | .
1 guantity can be pasted from any
type of document, as long as
d there is a space between the
material number and the
d e guantity.

Ex¢onMobil
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ExxonMobil e-Order Management

Follow-up order and line item status

/3 Ordering - SAP NetWeaver Portal - Microsoft Internet Explorer

Ex¢onMobil

Lubricants & Specialties

Weicome: User ID Company

unt Statement  Purchase Reports  Contact Customer Services

=10x|

Help Log Oft

Click the “my transactions”
tab.

Please ensure the operation has finished before you switch to another screen
Order

Select “orders” in the “show
Show me = ”
thatare [(se|ect Status) - g:w&tl Completed me b OX.
Sontain | (Coi=t Mts) = Your Keyword: 29258 Total T:t-l;{xms%% . .
.nd.w.'::.ﬁ,:l — 1 S Bl Select other criteria to narrow
orsince @ [re————] Soccal devery the search.

mn
Search result 3 0 d Ttem| Product |Quantity|Unit Product description Total Price | Order Status | Schedule Lines CI | C k th e “ F| n d " b u tto n. (t h e
P I e | R time needed to retrieve the
! 5 A M 10 11145 40 Each NUTO H 46 PAIL 20L SEOEGIED Processed T . . .
. orders is relative to period of
f [ 20 111714 8 Each NUTO H 32 DRUM-M 208L Processed D Mml 1
: 708,200 3 | time selected).
[ 30 121842 & Each MOBIL DTE 25, 208L SRS Processad B _oste_|gn|

17.08.2007 8 |

|D.F‘nr|ry note: 8026536531 / 30 Date: 17.08.2007

Delivary Quantity: S g—

Each ”

The order status flag:
A=Acknowledged
B=Being processed
C=Completed

4 |

International Marine customers
should not use the
“copy from order” feature.

dD Date QTYE
08,2007 1 |

I_ 40 123171 1 Each M-GREASE FM 462 PAIL 35LE revi eW
[T so 124932 4 Each Lux EP 004, 0K ey Piotessed - ﬁ[‘:ﬂ:
e 12 4 Each MOBIL PEGASUS 705, 208L Whomssedﬂ L ate oYY CIICk the purple bUtton to

Click the order you want to

17.08.2007 4 |

| view the delivery note, the date
shown is the scheduled

} (planned) delivery date.

|

Use the tick boxes and the
copy button to quickly create a
new order or template from this
previous order.

Ex¢onMobil
Lubricants & Specialties




Ex¢onMobil

Lubricants & Specialties

ExxonMobil e-Order Management

Change a template (or create a new order from..)

Welcome User ID Company

Ordering Account Statement  Purchase Reporis  Contact Customer Services

=101

In the “show me” dropdown
box select “Order Templates”

Help  Log Off

]

My
Transactions

contain
and for the period

Or since ("

=

Search result 4 Ord

Show me | Order Templates = I
that are I x
and | (Salect Attribute) i l

7 | (Without Period) =

Nithout month] »

Please ensure the operation has finished before you switch to another screen

Order Template
2000217275
02.10.2007

‘ Product
Eﬂg.’sh Create order

In the “Period” box select

1 On-Line Order

Your Ki tteplate test
Item | Product HnmheriQnanlﬂ:y Unit

¥ 10 123587 1 Each MOBILUBE HD 85W-140, 208L

Product description

[T 20 123587

1 Each MOBILUBE HD B5W-140, 208L|

[7 30 123587

[ 40 123587
nd

“Without Period” and
Click “Find”.

Click the link to the template
Tick the products to keep and

Order Template
/

Date
20002

Your Reference / 5
Your Keyword

Sulkc Producty

2 &1
26.02.2003

Templates can be
deleted with the s

click “Copy to template”

Use the “Copy to order” button
if you want to create a new order
with the selected content, instead
of a new template.

E In the new template, enter a new

= | name in the header box(es).

“garbage bin”.

Tailor the template, as if it is an

ExxonMobil standard
templates can not be
changed or deleted.

order, and save.

Ex¢onMobil
Lubricants & Specialties



ExxonMobil e-Order Management
View accounts and invoice details

:.A( ount Statement - SAP NetWeaver Portal - Microsolt Intermet Explorer

Ex¢onMobil

Lubricants & Specialties

] Orderng Purchase Reporta  Contact Customer Services . “ ”
‘ﬁ“ s Rt T peT e S TPt T R e n Click “Accounts Statement”.

SoldTor o ,_]
=1

- : : 2
B Vil Hew  Lsgoft

Wetcome  User 10 Company

Select the sold-to (if
applicable). Select Open,

— :———: e o o Closed or All. Click “view
S e balance” in the intermediate

screen

Click a document hyperlink to

Oraeneg  Account SEbement  Purchass fesers  Contad Customas Sarvicen

you wwitch fo another soreen

see the invoice detall

This bs net & This
Exxonmobd Lubrcantisipeciaitias Froos

Use the “Back” buttons to
return.

10.00.2047

oo * The Accounts are updated every
— night. The invoices, closed after
the first day of the previous
month, remain visible.

Ex¢onMobil
Page 12 Lubricants & Specialties




ExxonMobil e-Order Management
View and/or download buying history

/A Purchase Reports - SAP NetWeaver Portal - Microsoft Internet Explorer

ExtonMobil

Lubricants & Specialties

Iomering Account Statement  Purchase Reports  Contact Customer Services

Welcome{ User ID Company

Help  Log Off

»

Ship To:

Please select a product:

Froms | 2007 x| [January o] 70 [2007 ] |October

[ e St rarsomcus e —

= |

Please ensure the operation has finished before you switch to another screen
1 Dates: =

Sold To: PTY

Select the date / period.

Select the sold-to
(click show me...)
Select 1 or more ship-to’s
(click show me...)
Select 1 or more products

Use the “Submit” button to
view the data on screen or

N click “Open in Excel”. Use
“save as” to save the sheet.

To see Turnover instead of
Volume, tick “Value” and
“Submit”.

Data contained are running year
.+ | and refreshed weekly.

Ex¢onMobil
Lubricants & Specialties



ExxonMobil e-Order Management
Use eOM email functions

Ex¢onMobil
Lubricants & Specialties

P Click “Contact Customer
] Please ensure the operation has finished before you switch 1o another screen Servi Ce"

Please salect a Soid Toi

Select (a) sold-to (if > 1)

Exonm:!?'irlmls & Specialties he ;i {Lon O1F CI i C k “ S u b m it”

Select a “Transaction Type”

Customar Information Changs of User Settings
Reguest for Groduct Data Shaats and/or Material Safaty Data Shaets
Ganaral Reguest

Type your text

Click Submit Request

o LR LY E— This structured email is send to
[r— 3 your Customer Service Team that
e 3 will take care of handling.
== o Please call Customer Service for
urgent matters
=5
— — .H

Ex¢onMobil
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ExxonMobil e-Order Management

Managing Customer Information and User settings

-7} Contact Customer Services - SAP NetWeaver Portal - Microsoft Internet Explorer — 1ol x|

Ex¢onMobil .
K Lubricants & Specialties PR R =y e I n t h e eo M e m al I
I Ordering  Account Statement  Purchase Reporte  Contact Customer Services . .
L4 Please ensure the operation has finished before you switch to another screen fu n Ct I 0 n a.I I ty S eI ect
i : | i : 1 1]
T | — Transaction Type “Customer

e S e Information Change or User

B e s

pour et SP=Sold-to Settings”
SH=Ship-to
BP=Bill-to .
PY=Payer Select a Business Partner
CP=Contact Person
_ g Type the information you
=101 x|
e Exonvobii [ o want to be changed. The
IUruamn L:::::;::r:a: ﬁ::::::::;;m Contact Customer Services StrUCtured email already Contalns
» Please ensure the operation has finished before you Switch 1o another screen the details of the Business
Transaction i Salect Business Partnar:
IT‘rml‘:l‘F!Emlnon Change or Usar Saftings 1= | [ - | Partner you Selected
et - fow 2007 Click Submit Request

=
Resat I Submit Request I

Multiple email address dropdown box for sending
the email Acknowledgement and order receipt

confirmation. EXOnMob“
Page 15 Lubricants & Specialties




ExxonMobil e-Order Management

Secure log out

CIick "Log off” in the eOM
screen.

CIick “Yes” in confirmation box

CIick “Log off” in the portal.

By s Wk,

ExconMobil

You have now returned to the

login screen:
http://portal.exxonmobil.com

—  EIE A RN Q-0 Jge € 2
Ao (8] ~rm: oot rcacreectat o oge g s TTPE » 1TV TIREALICE =36- o £ T 0| 423 442 B 1ML AL =G MO SMATENTHAME s 2]
ExgonMobil

o Ex¢onMobil
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