
Job Aids for Contractors

EBPRO – THIRD PARTY ACCESS

Updated 6th March 2009



PROCESS FLOW

CHOOSE PO

ENTER 

ITEM & 

QUANTITY

ENTER 

REVIEWER

&

RELEASER

KEY IN

DOCUMENT

TEXT &

UPLOAD

DOCUMENT

SUBMIT &

REVIEW FOR

APPROVAL



Access TPA production website via

https://www-epblueprint-ebp.shell.com/scripts/wgate/bbpstart/!

LOGIN SCREEN

Key in the given User ID & Password



CREATE GOOD RECEIPT/SERVICE ENTRY

Click on the GR/SE for Vendor to start



Select on the Confirm Goods Receipt/Services Performed

There are two ways to create 

the GR/SE :

1. Select the Timeframe of 

the Purchase Order and 

click “Start” button or

2. Type the PO number, leave 

the Timeframe to blank 

and click “Start”

CREATE GOOD RECEIPT/SERVICE ENTRY

Click on the Extended Search for advanced search

Advanced search screen



Two types of PO; namely Planned and Unplanned.  

Main differences are shown below

Planned – Detailed PO items

Planned – Shop with Limit

TYPES OF PO



Click on the         icon to 

create the confirmation

CREATE CONFIRMATION

List of PO will be shown based on the search criteria



Complete the Item Data screen

Fill in the actual quantity and check the 

item(s) to be included in the Service Entry

Key in meaningful Confirmation 

Name, Reference Document and 

actual performance completion date

Do not change these fields unless assigned

CREATE CONFIRMATION – PLANNED PO
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CREATE CONFIRMATION – PLANNED PO

Must enter the correct Service Entry 

Reviewer and Service Entry Approver for 

every Confirmation

Complete the Basic Data section



Complete the Document section.  This is optional.

Use the File Upload facility to include 

attachments. Click Browse button to choose 

the file before click Add button to upload.

Key in the brief description work done or 

key notes and then click Copy Text to save 

the text

CREATE CONFIRMATION – PLANNED PO



Submit your completed Confirmation for Shell review and approval

Click Confirm button to submit your SE for 

technical review and commercial release

If there is error or inconsistencies, error or 

warning message(s) will be displayed and please 

rectify them

CREATE CONFIRMATION – PLANNED PO



Once a confirmation has been submitted, it will be reflected on the screen

Successfully 

created.
Click this link to return 

to the Create screens.

CREATE CONFIRMATION – PLANNED PO



Choose a 

confirmation

Delete or 

Update

Update the 

required 

fields

Submit for 

review & 

approval

As long as the Confirmation has not been fully approved, it can be amended.

CHANGING A CONFIRMATION



Select a Confirmation

When the PO summary is shown, 

click the Display/Edit button

CHANGING A CONFIRMATION

Choose Display/Process Confirmation

1

Select Status & Timeframe or search 

using the Extended Search option

2
3

4

After refining the search, click Start



Choose change or delete the confirmation; whichever is applicable

Click Change button to turn the screen 

into edit mode or click Delete button to 

remove it permanently
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CHANGING A CONFIRMATION



Proceed to edit when the screen turns into edit mode   

Click Confirm to save changes to 

end the update

* Please follow the steps as described in the Create mode.  

CHANGING A CONFIRMATION

Click Delete button to remove the 

Confirmation



View at PO level – choose a PO and expand the PO details

Select Confirm Goods 

Receipt/Services Performed

Select the correct Timeframe or 

enter a specific PO number 

before click Start button.

VIEW CONFIRMATION & PAYMENT STATUS

1

2



View at PO level – choose a PO and expand the PO details

Invoice amount will be shown 

here

Year to date Confirmation value 

approved

Click the Expand button to view 

the PO line item

VIEW CONFIRMATION & PAYMENT STATUS



View at Confirmation level 

Select Display/Process Confirmation

Then, choose the Status and 

Timeframe before click Start 

button

VIEW CONFIRMATION & PAYMENT STATUS

1

2



View at Confirmation level 

Click the Confirmation Number

VIEW CONFIRMATION & PAYMENT STATUS



View at Confirmation level 

Click the Display icon

Click the Item Data tab

VIEW CONFIRMATION & PAYMENT STATUS

1

2



View at Confirmation level 

Click the History link

VIEW CONFIRMATION & PAYMENT STATUS



View at Confirmation level 

The list of Confirmation with values The equivalent Service Entry (SE) number

VIEW CONFIRMATION & PAYMENT STATUS


