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1 Create a New Job

To create a new job:

* Navigate to the Jobs tab.

* Click on + New Job. A new job creation window will appear.

* Fill in all required fields, including:

« Division

* Requester Name

* Followers — Users who will receive updates on this job.

* Resource Type

« Activity — e.g., Haul to Disposal, Service, or Maintenance.

« If you have permission, you can assign the job to a Company and Resource (Truck). >

Note: Once a job is assigned to a specific truck or user, other trucks/users in that company will
no longer see that Job.

« Enter the Pickup and Destination locations.

* Select the Inventory Type being moved and specify the Quantity.

« Set the Start Date and End Date for the job.

To create multiple jobs at once, click the Calendar icon, choose the number of

jobs to create, enter details, and click Save.
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Haul Emulsion

Haul Emulsion

Haul Emulsion

esource

ABC Maintenance Services Ltd

Total Energy

Total Energy

Total Energy

Total Energy

Total Energy

Total Energy

Total Energy

Details

test

Test

Test



2  Click "New job"

- @D

I 28 of 69 ¥ Created date

wider Operator Details Submitted Created By Last updated Start End Pick Up Location Item

test Oct 14,11:22 Oct 14,11:22 Oct 14, 11:30 « 1.00 hr Oct 14,12:30 Project site Crude Qil
itenance Services Ltd. Test 0ct 10,11:33 Bola Requester Oct 10,11:33 Oct 10, 11:30 « .00 hr Oct 10,12:30 Excavator
BY Test Oct 10,11:14 Bola Requester Oct 10,11:14 Oct 10, 11:15 ¢ 1.00 hr Oct 10,12:15 Diesel (L)
gY QOct 09, 14:05 Bola Requester Oct09, 14:09 Oct 11, 14:00 « 1.00 hr Oct 11, 15:00 3FA Project Site Crude Oil
BY Oct 09, 14:.05 Bola Requester Oct 09, 14:05 Oct 11, 14:00 » 1.00 hr Oct 11, 15:00 3FA Project Site Crude Qil
gy Oct 09, 14:05 Bola Requester 0Oct 09, 14:05 Oct11,14:00 « 1.00hr Oct 11, 15:00 3FA Project Site Crude Oil
8y 0Oct09,14:.05 Bola Requester Oct 09, 14:05 Oct 11, 14:00 » 1.00 hr Oct 11, 15:00 3FA Project Site Crude Qil
gy 0ct09,14:05 Bola Requester 0Oct 09, 14:05 Oct 10, 14:00 « 1.00hr Oct 10, 15:00 3FA Project Site Crude Oil
oy Oct 09.14:05 Bola Reauester Oct 09. 14:05 Oct 09. 14:00 » 1.00 hr Oct 09.15:00 3FA Project Site Crude Qil

3 Fill out all the required field.

Total Energy Draft X
New Job
Created by Bolanle Lawal on Oct 14, 2025 11:32
-
WHO'S IT FOR
wider Operator Details Submitted Created By Last updated Start p
| Division ~ | Requester N
test Oct 14,11:22 Oct14,11:22 Oct 14, 11:30 L 5
Followers v
itenance Services Ltd. Test 0ct 10,11:33 Bola Requester Oct 10,11:33 Oct 10, 11:30
WHAT NEEDS TO BE DONE
gy Test Oct10,11:14 Bola Requester 0Oct10,11:14 Oct 10, 11:15
Resource type v Activity
BY Oct 09, 14:05 Bola Requester Oct09, 14:09 Oct 11, 14:00 .
Assign to
L QOct09,14:05 Bola R t Oct 09, 14:05 Oct 11, 14:00
& T : WHERE FROM/TO?
E : , 144 Oct 11, 14:00 o .
8Y Oct09,14:.05 Bola Requester Oct 09, 14:05 ct 11, 14:0 = Destination location P
BY QOct 09, 14:05 Bola Requester Oct 09, 14:05 Oct 11, 14:00
Add:
By Oct09,14:05 Bola Requester Oct 09, 14:05 Oct 10, 14:00
WHEN? &]
Start End
Y Oct09.14:05 Bola Requester Oct 09. 14:05 Oct 09, 14:00 ~taa mAnFaaan P P L )
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4  Click "Save"

FuU. o mvenLuny e o e eeaun
8y 0Oct09,14:.05 Bola Requester Oct 09, 14:05 Oct 10, 14:00 Dropoff location
R Projectsite X

BY 0ct 09, 14:05 Bola Requester Oct 09, 14:05 Oct 09, 14:00
gy test 0ct07,14:35 0ct09,16:26 Oct07,14:45 ~ WHEN?

Start End

Oct14,202511:45  [™  Oct14,202512:45 [
BY Test Sep 24,09:39 Sep 24,09:41 Sep 24,09:45

DETAILS

BY Aug 29,09:27 Aug 29,09:38 Aug 29,09:30 Cost center

Test
8y Mike Ross Aug29,09:23 0Oct09,14:11 Aug 29,09:30

Additional details...
gy Test Aug21,12:19 Aug21,12:20 Aug 21,12:30
gy Mike Ross Aug21,11:54 0Oct 09, 16:39 Aug21,12:00

+ Add Tags
BY Aug 15,16:24 Bola Admin Aug 15,16:35 Aug 15,16:30

ATTACHMENTS

BY Mike Ross Jul 14,14:01 Oct10,11:24 Jul14,14:15 .

@ image5.png ﬁ

Oct 14, 11:33

- - - v
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5  Find and Edit Your Job

To locate and edit an existing job:

* Go to the Jobs tab.

« Click on the Filter By field to open filter options.

» Choose a filter type — for example: Job Number, Job Status, Activity, Requester, or Completed

Date.

* Enter your search value (e.g., job number “123456").
* Click into the job to view its detalils.

Click Edit, make necessary changes to locations, forms or line items, and save

your updates.
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Resource Type

Fluid Hauler

Fluid Hauler

IE Tech

Fluid Hauler

Fluid Hauler

Fluid Hauler

Fluid Hauler

Fluid Hauler

Fluid Hauler

Activity

Haul oil

Haul Emulsion

Drill

Haul Emulsion

Haul Emulsion

Haul Emulsion

Haul Emulsion

Haul Emulsion

Haul Emulsion

Resource

Service Provider Operator

ABC Maintenance Services Ltd

Total Energy

Total Energy

Total Energy

Total Energy

Total Energy

Total Energy

Details

test

Test
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6  Click "Job Status"

ﬂ Total Energy Jobs (i)  Alliobs
I

Filter by..
Messages &
Alerts Q V)

a
n [ ##  Job Number Resource Type
Schedule
[ = Jobstatus Fluid Hauler
(1]
M Priorit
” [ B d Fluid Hauler
= @ Division
Aot ( ce Provider IE Tech
29 Creator
g [ & Requester ‘e Provider Fluid Hauler
Forms
2, Followers )
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[ e Fluid Hauler
2] 2, Activity
Account
[ [ Service Provider EeProvider Fluid Hauler
A Resource
[ ce Provider Fluid Hauler
27 Field Worker
r Fluid Hauler

Activity

Haul oil

Haul Emulsion

Drill

Haul Emulsion

Haul Emulsion

Haul Emulsion

Haul Emulsion

Haul Emulsion

Haul Emulsion

7 Select which ever status you want to work on.
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Job Status
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- 7356
O Completed P Completed

<]

Pending Approval

Requested

Assigned To Pool

Assigned To Service Provider
Scheduled

Active

Paused

Approved

Rejected
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Cancelled
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Resource

Service Provider

Total Energy

Service Provider

ABC Maintenance Services Ltd.

Total Energy

Total Energy

Total Energy

Total Energy

Total Energy

Total Energy

Operator Details

Mike Ross

Submitted

Apr22,11:34

Operator Details
test
Test
Test
Created By



8  Click "Apply"
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Active

Paused
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Pending Approval
Approved
Rejected

Cancelled

Fluid Hauler

Fluid Hauler

Fluid Hauler

Fluid Hauler

Fluid Hauler

Fluid Hauler

Haul Emulsion
Haul Emulsion
Hualing

Haul Emulsion
Haul Emulsion

Haul Emulsion

Fluid Haul

Fluid Haul

Test Truck

ABC Maintenance Services Ltd
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9 Click on the pen or edit button to make any changes.
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Aor 22,1145

EQ

Test Oct 1t

Test Oct 1t

OctO

Oct0

Oct0

OctO

Oct0

OctO

test Oct0

Test Sep2:

Aug2

Mike Ross Aug2

iy ~ {Completed X

Haul Emulsion

=]

n

Assigned to Fluid Hauber - Fluid Haul - Total
Operated by Mike Ross

Flannedfor Apr32,10:45t0 1145 1.00hr
Executed ADr 22, 11:36 10 11:3% 001hr

Traveled 0.0 miles o

[ Submit for approval

D - >
Clane Download Notify More
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- @

Hicole

ergy » Total East »

aga9z407
- 738020-72
Dot

80303854{4-25)



10 cCloneajob

To quickly duplicate a job:
1. Find the job you want to clone.
» Click the three dots (...) at the bottom of the job.

« If the job is marked as Completed, you'll see the Clone option listed just below the
Download PDF button.

« Select Clone to duplicate the job.

The system will automatically copy most of the job’s details, helping you create a
similar job more efficiently.

Fluid Qty

L5 Crudeoil 150 x
Add: ¥ Inventory item Q. Pickup location
Dropoff location
= Tackle x
WHEN?

Start End

Aug29,202509:30 [T Aug29,202510:30 [T

DETAILS

Cost center

Cash1

Additional details...

Billing Details

AFE

Mark as Completed ..
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12 Click "Clone"
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S atEu by TR w33

@ 3FA Project Site
(Qty 150) x Crude Oil - Fluid

R A&SFacility

1 Traveled 0.0 miles

Planned for Apr 22, 10:45 to 11:45 1.00hr
Executed Apr 22, 11:38 to 11:39 0.01hr

s

i

) Submit for approval
(] PPr

0 = =~
Cione Download Notify More
PDF
DETAILS Edit
Requester Nicole
Division Total Energy > Total East >
Total Haul
Followers Kalid Ray
Cost Center Cash 1
cost
AFE 49892409
Fluid Qty
L crudeoil 150 x

Add: ¥ Inventory item

Dropoff location
R Tackle

WHEN?
Start
Aug29,202509:30 [T

DETAILS

Cost center

Cash1

Additional details...

Billing Details

AFE

Q. Pickup location

End
Aug29,202510:30 [T

Mark as Cancelled ®
Archive &5
Clone D
Notify >
Add to project

Download as PDF @

L4

Mark as Completed O



13 Find Pending Approval Jobs

To view and act on pending approval jobs:
* Go to the Jobs tab.
» Click Filter By -, select Job Status.

» Choose Pending Approval.

* (Optional) Apply a Date Range filter to narrow results.

* Open a job to review details.

* Click on the More Button

* Click Approve to approve the job. Please note that jobs should only be approved after all

information has been reviewed and verified as correct.

n Total Energy Jobs (i)  Aliobs

a
0 [ # JobNumber Resource Type Activity
Schedule
[ e Jobstatus Fluid Hauler Haul oil
o
e [ SR Fluid Hauler Haul Emulsion
= €8 Division
Jobs [ 2 | A IE Tech Drill
2N Creator
E] [ Requester ce Provider Fluid Hauler Haul Emulsion
Forms

2 Followers

e [ ce Provider Fluid Hauler Haul Emulsion
T B Resource Type
[ ce Provider Fluid Hauler Haul Emulsion
(2] % Activity
Account
[ [ Service Provider | e Fluid Hauler Haul Emulsion
A Resource
[ | e Fluid Hauler Haul Emulsion
27 Field Worker
[ bt Fluid Hauler Haul Emulsion
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Resource

Service Provider Operator

ABC Maintenance Services Ltd

Total Energy

Total Energy

Total Energy

Total Energy

Total Energy

Total Energy

Details
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Test

Test
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Click here.
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Click "Apply"

9111

9110

9107

9106

9105

9104

9103

9102

9091

8948

8642

8641

Q)

# Job Status KIJOb Status
9124 Requested &
equ [0 Requested
[0 Assigned To Pool
9123 Requested
[] Assigned To Service Provider
5111 Asimn,s,wq [ Scheduled
O Active
9110 T Smmi
== 1 O Paused
[l Completed
E AsslgnedToServk;
[} Pending Approval
9106 Assigned ToSewicl 1 Approved
O Rejected
9105 AsslgnedToSen:k{
[J cancelled o
04 AssisnedToServi4
9103 Assigned To Service Provider Fluid Hauler Haul Emulsion
9102 Assigned To Service Provider Fluid Hauler Haul Emulsion
9091 Assigned To Service Provider Fluid Hauler Hualing
L AS3IZIEU 1U I8 VILE FIUVIUE
AmiguedToSenm{ [0 scheduled
O Active
FefE] ToServn{ O Paused
[ Completed
AsslgnedToSetvlq
Pending Approval
Assigned ToServlq [0 Approved
[0 Rejected
AsslgnedToSewbq
[0 cCancelled v
Assigned To Sa'vn;l
Assigned To Service Provider Fluid Hauler Haul Emulsion
Assigned To Service Provider Fluid Hauler Haul Emulsion
Assigned To Service Provider Fluid Hauler Hualing
Scheduled Fluid Hauler Haul Emulsion Fluid Haul
Scheduled Fluid Hauler Haul Emulsion Fluid Haul
Active Fluid Hauler Haul Emulsion Test Truck
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Resource Service Provider

ABC Maintenance Services Ltd.

Total Energy

Total Energy

Total Energy

Total Energy

Total Energy

Total Energy

Total Energy

Total Energy

ABC Maintenance Services Ltd.

Total Energy

Total Energy

Total Energy

Total Energy

Total Energy

Total Energy

Total Energy

Total Energy

Total Energy

Total Energy

Total Energy

Mike Ross

Operator

Test

Test

test

Test

Details

test

Test

Test

test

Oct 10,1

Oct 10,1

Oct09,1

Oct09,1

Oct09.1

Oct09.1

Oct09,1

Oct09.1

Oct07,1

Sep24,0

Aug29,C

Aug29,C
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16 Approve or Reject a Job

To approve or reject a job:
¢ Find the completed job.
* Click the three dots (...) and select Approve after verifying all information is correct.
* To reject a job: > This is usually done when the job information needs correction
» Go to an approved job.
« Click the three dots ([).

* First click Unapprove, then select Reject if the job details are incorrect.

Oct 09, 14:05 Bola Requester Oct 09, 14:05 ' = Planned for Jul 14, 14:15t0 15:15 1.00hr
Executed Aug 21, 11:57 to 12:21 0.40hr

Oct 09, 14:05 Bola Requester Oct 09, 14:05 @ 3FA Project Site
(Qty 150) x Produced Water - Fluid

Qct 09, 14:05 Bola Requester 0Oct 09, 14:05
=] Project site
test Oct07,14:35 0ct09,16:26 :
11 Traveled 0.0 miles m
Test Sep 24,09:3%9 Sep24,09:41 '
Download PDF
Aug 29,09:27 Aug 29,09:38
D >
Mike Ross Aug29,09:23 0Oct09, 14:11 Clone Notify More
Test Aug21,12:19 Aug 21,12:20
DETAILS
Mike R Aug21,11:54 Oct09,16:39 Aug21,12:00¢ i .
e toss . . N Requester Tise Tami
Division Total Energy > Total East >
Aug 15, 16:24 Bola Admin Aug 15,16:35 Total Maintenance
Followers
Mike Ross Jul 14,14:01 Oct 10,11:24 Jul 14,14:15 = Cost Center Test
Test
GL Cod 4(6-
May 14, 16:33 1un09,13:50 May 14,1045 -0 BOS0SBEAI5-25]

Cost Object
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Click "Approve"

Oct 09, 14:05
Oct09,14:05
Oct09,14.05
0Oct09,14:05

test Oct 07,14:35

Test

Mike Ross

Test

Mike Ross

Mike Ross

Sep 24,09:39

Aug 29,09:27

Aug 29,09:23

Aug21,12:19

Aug21,11:54

Aug 15,16:24

Jul 14, 14:01

Click "More_horiz"

test

Test
Mike Ross

Test
Mike Ross
Mike Ross.

Oct 09,1405

Oct 09, 14:05

Oct 09, 14:05

Oct07,14:35

Sep 24,09:39

Aug29,09:27

Aug 29,09:23

Aug21,12:19

Aug21,11:54

Aug 15,16:24

Jul 14, 14:01

May 14, 16:33

Bola Requester

Bola Requester

Bola Requester

Bola Requester

Bola Admin

Bola Requester

Bola Requester

Bola Requester

Bola Admin

Oct 09, 14:05

Oct 09, 14:05

Oct 09, 14:05

Oct09,14:05

Oct 09,16:26

Sep 24,09:41

Aug 29,09:38

Oct09,14:11

Aug 21, 12:20

Oct09,16:39

Aug 15,16:35

Oct 10,11:24

Oct 09, 14:05

Oct 09, 14:05

Oct 09, 14:05

Oct09,16:26

Sep 24,09:41

Aug 29,09:38

Oct 09, 14:11

Aug 21,12:20

Oct09,16:39

Aug 15, 16:35

Oct 10,11:24

Jun09,13:50

Oct 11, 14:00¢

14:00

14:00¢

Oct 09, 14:001¢

Oct 07, 14:454

29,09:30

Aug21,12:00

Aug15,16:30

Jul14,14:15

Oct 10, 14:00

Oct 09, 14:00¢

Oct 07, 14:45

Sep 24,09:451

Aug21,12:30

Aug21,12:00

Aug 15, 16:30

Jul 14,14:15 «

May 14, 10:15

Assigned to Fluid Hauler - Fluid Haul - Total

A Operated by Mike Ross

m Planned for Jul 14, 14:15 to 15:15 1.00 hr P
Executed Aug 21, 11:57 to 12:21 0.40 hr

@ 3FA Project Site

: (Qty 150) x Produced Water - Fluid
R Projectsite s
Ul Traveled 0.0 miles i ]
(w o >
Clone Download Notify More
PDF

DETAILS Edit

Requester Tise Tami

Division Total Energy > Total East >

Total Maintenance

Followers

= Planned for Jul 14, 14:15 to 15:15 1.00hr
Executed Aug 21, 11:57 to 12:21 0.40hr

@ 3FA Project Site

: (Qty 150) x Produced Water - Fluid
] Project site
1l Traveled 0.0 miles m

Download PDF

Clone Notify More
DETAILS
Requester Tise Tami
Division Total Energy > Total East >
Total Maintenance
Followers

Cost Center

GL Code

Cost Object

Test
Test

80303884(6-25)
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BY

8y

20

By

By
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Click "Unapprove"

test

Test
Mike Ross.

Test
Mike Ross

Click "Reject"

test

Test
Mike Ross.

Test
Mike Ross
Mike Ross

UCLUY, 14:UD

Oct 09,14:05

0Oct09,14:05

Oct09,14.05

0Oct09,14:05

Oct07,14:35

Sep 24,09:39

Aug 29,09:27

Aug 29,09:23

Aug21,12:19

Aug21,11:54

Aug 15,16:24

0ct09,14:05

Oct 09, 14:05

0Oct09,14:05

Oct09,14:05

Oct07,14:35

Sep 24,09:39

Aug29,09:27

Aug 29,09:23

Aug21,12:19

Aug21,11:54

Aug 15,16:24

Jul 14, 14:01

DOIa Requester

Bola Requester

Bola Requester

Bola Requester

Bola Requester

Bola Admin

Bola Requester

Bola Requester

Bola Requester

Bola Requester

Bola Admin

UCLUY, 140D

Oct 09, 14:05

Oct09,14:05

Oct 09, 14:05

Oct09,14:05

Oct09,16:26

Sep 24,09:41

Aug 29,09:38

Oct09,14:11

Aug 21,12:20

Oct 09, 16:39

Aug 15, 16:35

Oct 09, 14:05

Oct 09, 14:05

Oct 09, 14:05

Oct 09, 14:05

Oct09,16:26

Sep 24,09:41

Aug 29,09:38

Oct09,14:11

Aug 21,12:20

Oct09,16:39

Aug 15,16:35

Oct 14,11:35

UCT L1, 15U

14:00+1

Oct 11, 14:001¢

4:00¢

Oct 09, 14:00 1

Oct07,14:45 ¢

09:454

Aug21,12:00+

Aug 15,16:30

Oct 09, 14:00 ¢

Oct 07, 14:451

&

Sep 24,09:451

Aug 29,09:30

Aug21,12:00

Jul14,14:15

() mapbox 0’

Assigned to Fluid Hauler - Fluid Haul - Total

A Operated by Mike Ross
m Planned for Jul 14, 14:15 to 15:15 1.00hr
Executed Aug 21, 11:57 to 12:21 0.40hr

@ 3FA Project Site
(Qty 150) x Produced Water - Fluid

[~} Project site

1 Traveled 0.0 miles m
- & é -
Archive I
] =
Clone Notify More

DETAILS
Requester Tise Tami
Division Total Energy > Total East >

Total Maintenance

Followers

Assigned to Fluid Hauler - Fluid Haul - Total
Operated by Mike Ross

m Planned for Jul 14, 14:15 to 15:15 1.00 hr
Executed Aug 21, 11:57 to 12:21 0.40hr

@ 3FA Project Site
(Qty 150) x Produced Water - Fluid

R Project site 7
Tl Traveled 0.0 miles in ]
o = >
Clone Download Notify More
PDF

DETAILS Edit

Requester Tise Tami

Division Total Energy > Total East >

Total Maintenance

Followers

14



21 Click "Reject"

Reject approval X
Reason
Test
wider Operator Details Submitted Created By Last updated Start
BY Test Oct 10,11:14 Bola Requester Oct 10,11:14
gy Oct 09, 14:05 Bola Requester Oct 09, 14:09 ' You have unsaved changes Cancel @
BY Oct09,14:05 Bola Requester 0Oct 09, 14:05
kil 0ct09,14:.05 Bola Requester 0Oct 09, 14:05
BY Oct09,14.05 Bola Requester Oct 09, 14:05
BY Oct09,14.05 Bola Requester Oct 09, 14:05
BY Oct 09, 14:05 Bola Requester Oct 09, 14:05
BY test Oct07,14:35 Oct09,16:26

22 Best Practices

* Always confirm job details before approving or rejecting.
* Only assign jobs to vendors or trucks if you have the appropriate permissions.
« Keep followers updated to ensure visibility on all job changes.

« Use filters and date ranges to locate specific jobs faster.
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