Hess eCommerce How to Add New Products or Services to the Public Catalog and Create or Confirm Default Product Service


The following procedure outlines the steps for supplier companies on how to set up new products and services in their Public Catalog or how to edit and/or delete as necessary.   Suppliers must have Corporate Modify permission to create or modify products and services.  

1. Sign in to OpenInvoice

2. Hover over the “Corporate” tab, and select “Products/Services” from the drop-down
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3. It is good practice to view the existing Public Catalog (Product/Service list) to ensure you will not be adding a duplicate (data management is very important) and to determine if a standard exists for ‘coding’. 
4. Using the Filter box, enter a wildcard ‘*” into the “Service Description” field and click “Apply Filter” 
a. A more specific search using key words in combination with an asterisk ‘*’
5. It is also important to ensure there is a “Default” item selected
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6. Once displayed, clicking on a column heading will sort this list in alphanumeric order. Clicking a second time will ‘reverse’ sort the list.
7. Either scrolling through the list and/or completing a more detailed search will identify if an item already exists and will identify the “Service Code” standard (e.g. in the list below, the standard is 1001, 1002, 1003, etc. as well as other codes that seem random or may come from an accounting system)
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8. Click on the “Add Product/Service” Button[image: ]



9. The “Product/Service Profile” screen will be displayed. 
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Complete the following fields

Description: Enter a description of the product or service exactly as you’d like it to appear in the drop-down when selecting from your Public Catalog during eFT Creation (Charge Wizard)

Code:  Enter a UNIQUE code (can be numbers and letters) that identifies this specific item.  It is recommended that you use the assigned codes for products and services from your accounting system (each code must be unique).  If your accounting system does not have item codes, use a standardized system to create unique codes and enter the next sequential code for each subsequent addition. To view existing codes, display the full list by using a wildcard ‘*’ in the search box shown above.  

Units:	Enter the Hess unit of measure (See List of Hess Approved Units of Measure for details).

SSI Category:  If one does not default, choose the most appropriate from the drop down list.

Charge Type:  Choose the most appropriate from the drop down list. 

Service Type:	Do not change the default (should be “One Time and Recurring”).

Click Submit to complete the addition or Add Another to continue adding new products and services. 

Edit and or delete product and services using the same screen.
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Delete a Product or Service by clicking on the Delete button in the last column on the right hand side of the screen.

Edit a Product or Service by clicking on the Service Description in blue and making the required changes on the Product and Service Profile Screen.
	



























How to MASS UPLOAD items to your catalog using catalog TEMPLATE:

1. Prepare your Catalog Template. 
2. Fill in the Service Description and Service Code and put “ADD” in the ‘action’ column. See below.
3. Leave Columns B, C & F Blank.
4. Leave all columns in place. Do not edit the header in any way.
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In your ADP Dashboard, hover over ‘Corporate’ until the dropdown menu appears, then click on ‘Products/Services’- see below:
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Click on ‘Import List’
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Choose ‘Copy/Paste’ to make the paste box appear. See below:
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From your catalog template (example below), only highlight & copy columns/rows that are utilized. In this instance it is columns A-F and row 2.
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Copy/Paste above info into the provided field in ADP.
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You have successfully imported your catalog items when this message appears:
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image1.png
X signour A
oz | o | ez | MO =~ mecesaren [ 0@
E—
o spesmm ] e N
= - ]
[Pending Products/ Services 3| Purchase Orders 2|
= ! e
oo : o E
o I :
Customer Codes. 2] Partially Received 27|
e 2
o . ;
S = S g
Electronic Documents. Change Requests 9
L s §
Statutory Holidays Closed Within Last 90 Days. 1
e e
Y

0% -




image2.png
Invoice  Receipt  Corporate  Membership

> Corporate > Products Services

Products/Services
B Fikter
Service Description: |- Service Code:
Apply Fiter Clear Filter
Plesse enter sl or part o the Service Description and or Sarvice Cod to ratrisve th existing Products Services st

— Manage Your Products Services ——————————————————————— Classify Your Products Services

‘Add Product/Service. Import List Export List Map Charge Type Map Ssi

Default Product/Service: EXPLICIT MATERIALS FROM PO

Service Description | Service Code | Units | Unit Price | ssi category | Charge Type | Delete

0 records found.




image3.png
Products/Services

B Fikter

Service Description:

Apply Fiter Clear Filter

Please enter all or part of the Service Description and|or Service Code to ratrieve the existing Products Services st

— Manag Your Products/Services.

‘Add Product/Service. Import List

— Classify Your Products Services

Export List

Map Charge Type Map Ssi

Default Product/Service: EXPLICIT MATERIALS FROM PO

Service Description Service Code Units | unit Price | 51 Category Charge Type Delete.
3" 30001b 90 degree elbow” 1025 e Miscellaneous Services and equipment used to complete task - Hourly, Daily, Depth | @
259Blue Skid Steer 1016 DAY Forkiifts/Material Handling Equipment Services and equipment used to complete task - Hourly, Daily, Depth | @
3312412 Yard Dumptruck sscs HR Automotive - Veicle Sales/Rental/Leasing Vehicle charges (Mileage, Hourly, Daily, Hauling) e
33125 Air Trailer sscis HR Automotive - Vehicle Sales/Rental/Leasing Vehicle charges (Mileage, Hourly, Dail, Hauling) e
3rd party Freight 1022 A Miscellaneous Charges not othervise covered inisting e

Backnoe ssco. DAY Production Equipment - General Services and equipment used to complete task - Hourly, Daily, Depth | @
Backhoe W/ Operators. ssc1o HR Production Equipment - General Services and equipment used to complete task - Hourly, Daily, Depth | @
Blade. 1027 HR Miscellaneous Services and equipment used to complete task - Hourly, Daily, Depth | @
Boom Lift ssc3ss HR Forkiifts/Material Handling Equipment Services and equipment used to complete task - Hourly, Daily, Depth | @
Cleaning 1017 A Miscellaneous Charges not othervise covered inisting e
Crew Vehicle CrewVenicle | DAY Heavy Equipment Operators Charges not othervise covered inlisting e
Drilling tools 1018 e Miscellaneous Charges not othervise covered inisting e
Electric Task 1026 Py Miscellaneous Charges not othervise covered inlisting e





image4.png
Invoice  Receipt  Corporate  Membership

> Corporate > Products Services

Products/Services
B Fikter
Service Description: Service Code:
Apply Fiter Clear Filter
Plesse enter sl or part o the Service Description and or Sarvice Cod to ratrisve th existing Products Services st

— Manage Your Products/services Classify Your Products services

‘Add Product/Service. Import List Export List Map Charge Type Map Ssi

Default Product/Service: EXPLICIT MATERIALS FROM PO

Service Description | Service Code | Units | Unit Price | ssi category | Charge Type | Delete

0 records found.




image5.png
Product/Service Profile

Units:

UnitPrice:

Please select the Openinvoice category that mst closely matches this product/service

ssicagory: [FPeasesae V]
Crarge Type [CPiessesaiea— (V]

Service Type: O One Time

O Recurring

@ One Time and Recurring
Default: o

Submit ‘Add Another cancel

Pick a Category




image6.png
x
—

Reference Company  Electronic  Statutory
Preferences Documents  Holidays

Mo, F2b 42012

> Home > Corrste > Procucts Sarvioss ‘SES Admin2, Supplier Enstlemant Senvicss Co

Products/Services

- Manage Your Products/Services —————————————————————————— - Classify Your Products/Services

W Add ProductiService | ( ImportList | @ ExportList |  {f Map Charge Type | (f Map SSI |

Default Product/Service: EXPLICIT MATERIALS FROM PO

3000lb 90 degree elbow’ 1025 EA Miscellaneous Senices and equipment used to complete task - Hourly, ®
Daily, Depth

259Blue Skid Steer 1016 DAY Forklits/Material Handling Equipment Seniices and equipment used to complete task - Hourly, ®
Daily, Depth

33124 12 Yard Dumptruck ssC8 HR Automotive - Vehicle Sales/RentallLeasing Vehicle charges (Mieage. Hourly, Daily, Hauling) ®

33125 Air Trailer SSC15 HR Automotive - Vehicle Sales/RentallLeasing Vehicle charges (Mieage, Hourly, Daily, Hauling) ®

3rd party Freight 1022 EA Miscellaneous. Charges not otherwise covered in listing. ®

Backhoe $sC9 DAY Production Equipment - General Senices and equipment used to complete task - Hourly, ®
Daily, Depth

Backhoe W/Operators. $SC10 HR Production Equipment - General Senices and equipment used to complete task - Hourly, ®
Daily, Depth

Blade 1027 HR Miscallaneous Senices and equipment used to complete task - Hourly, ®
Daily, Depth

Boom Lift $5C339 HR Forklits/Material Handling Equipment Seniices and equipment used to complete task - Hourly, ®
Daily, Depth





image7.png
X d9--&= Catalog Template

Wame | et mseloowt  Fomiss  oss  Reiew  Vew  Oevloper  Acoba
A e ks ==y Swere o S B[
Fromaraner| B £ U7 (@A Bueseacoe | § - % 0 |33 oot o [

2 [EXAMPLE SERVICE DESCRIPTION ABC123 ADD
3




image8.png
[ ADP Openinvoice - Procu x { Iyl Inbox (11) - francismisses  x

i o[l I R TIRY 1<0 Operinvoice-rocy » N s -H
€ - C A |8 Automatic Data Processing, Inc. [US]| https://docptest.openinvoice.com/docp/dashboard/homeDashboard xhtml|?navBarltemName=Home

)

e 3=
Apps M Inbox (55) - francis.. i (613 unread) - girlon... [ Facebook > Bank of America | H... DB UP: Texas Jobs (] Bills [ eBay |Electronics, C... (] Hess 4 SkyDrive *3 MyPoints: Your Dail.. [ Horoscopes - Cente... (] Workouts ¥, PrayWay Global Pra... i Prayer Requests - C... » £3 Other bookmarks
@ @ Resource Center 9 Contact support X Sign Out
7 AR Billing | Williston Tank Rental Inc.

Openlnvoice:

y ol = e )
> Home » Dashboard
N < roducts Sergges « Auto Numbering N
Rererence Do « Company Preferences
« Statutory Holidays o | v 0.00
Electronic Documents
« Company Codes. « Customer Codes LIS
3 o e USD 450,119.00
: o 31-600mys 25 invoices
S o 61-s00ays Show Anaiytics
2 5000 [ oversooays

Purchase Orders

9 USD 9,546,540.11

Pending 37 Ready To Invoice

Feedback

Legal  Browsers

© 2014, Automatic Data Processing, Inc.




image9.png
Openlnvoice:

Home Imoice Receipt Corporate  Membership  Reports

> Corporate > Products/Services.

Products/Services
Bl Fiter
o Servce Coder|
Apply Fitter | _Clear Fiter Choose 'Import List'
Please enter all or partof the Senice Descriptig#fand/or Service Code to retreve the existing Products/Services st

~ Manage Your Producty/Senvices ~ sty Your Products/Senices ———

Add Product/senvice | | Import List | | Export List Map Charge Type | Map SSI

Default Product/Service No Default Service

Senvice Description | Senvice Code | Units [ unit rice | ssCategory | charge Type | Delete
0 records found.





image10.png
AR Billing | Wiliston Tank Rental Inc.
Openinvoice

> Corporate > Products/Services > Product/Services Import

will open up.





image11.png
o

Home | Inset  Pagelayout  Formulas  Data  Review  View  Developer  Acrobat

& cut ot BTN = > Swaprer General < [rom
e acomr - n | 4 %  Conational Fomat [
St comatpamer| B L U [H| & A MergesCenter~ | § « % 3 | T % Condtional romat
cpbosrs Font = Agnment 5 wme s
AL - (- F| service Description





image12.png
AR Billing | Wiliston Tank Rental Inc.
Openinvoice

Hum{b Invoice  Receipt  Corporate  Membership  Reports.

> Corporate » Products/Services > Product/Senvices Import Paste here
Products/Services Import
Import Method () File_® Copy/Paste
Senvice Description __Units _ Unit Price __Senice Code Action Row=(DO NOT MODIFY/DELETE]
EXAMPLE SERVICE DESCRIPTION ABC123 ADD

|
 Back | Export Template Click 'upload' to upload

items to catalog.




image13.png
22

Openlnvoice:

Home  Invoice

Receipt  Corporate.

> Corporate > Products/Services.

Membership

AR Billing | Wiliston Tank Rental Inc.

Reports

SUCCESS!

© 1 Linet from procucts Senices st were mported successuly

Products/Services
B Filter
Apply Filter | _Clear Fitter
Please enter al or part of the Service Description and/or Service Code to retrieve the existing Products/Services lst

~ Manage Your Producsy/Senvices ~ sty Your Products/Senices ———
Add Product/senvice | ImportList | Export List Map Charge Type | Map SSI

Default Product/Service No Default Service

Senvice Description | Senvice Code | Units [ unit rice | ssCategory | charge Type | Delete

0 records found.





