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Purpose

The purpose of this document is to describe the process of obtaining and processing a release order.

A release order is an authorization for a customer to load a given product at a given location.
There is no guarantee that the product will be available nor is it a guarantee that a given carrier
or driver will be allowed in the refinery.

The Carrier Selection is not intended to limit or restrict the use of a carrier. If the Carrier is not listed, it
is to inform you that a carrier’s insurance waver may have expired or needs to be updated.

Requirements

Browser Software

Web Browser — Microsoft Internet Explorer 6.0 or later

Login Process
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1. Navigate to Sinclair website at
http://www.sinclairoil.com/

. ——e Thenclick on the Distributor services
Link

e Or go directly to the logon web Site if you

DISTRIBUTOR LOGIN

have saved it as one of your favorites.

Please Login here:

Ubser 1D:

Gato Flestrack Logio

Announcements

Debit Acceptance

Pin-based debil is now svallable o be fumed on al
&ty an Ings: I

e Enter you User ID and PIN. Note: If you
do not have a User ID and password, you
will need to contact the Heavy Oils
Coordinator

Then Select the LOGIN button




1. Carrier Creation

You will need to select carriers to haul Asphalt and Liquid gas

Sinclor e From the Drop down menu

select the Customer Carriers

atetotel com | Sunvalley.con

Col nestoateHotel cot 1L.COm
svou sinegy "o ABC Distributing iolessle un 193456 e Then click the Continue
Sinclair History ~ Report Type: [customer carriers x| “&Tection Criteria:
Contacts Drice History(by date) | Please press Continue button
Credit Services .
Ernployment Load Orders
Euxploration Credit Memos (by date)
Fleet Senices Card Summary (by location)
Distributar Serices Batches (by location)
Cartier Senices Adjustments (by location)
Merchandise Chargebacks (by location)
e Report appears b|Equipnent (b¥ location)
User Profiles B
L Uzer duthority i

Station Locatar
Truck Stops
Trucking
Pipelines

Hotels & Resorts
Feedback

Address I@ https:{fsecurel sinclairoil comfsoc_distfdscuscar

Google - | <] tpseachuen - | 53 | S50 A new window will appear showing a list of your current
_ carriers
e m cacer | © = To select a new Carrier click Add another Row
[ 114-Alvey Trucking =l |Read 7| r
[1858-Grimm = [Read x| r
[9207-Sinclair = [Read x| r

[9211-Sinclair Wyoming-211 »| |Read x| r
[9221-SinclairWyoming 9221 x|  [write x| r

I Address Iﬁj https:,l’,l’s_ecu;l.sinclaliroil.;om,l’soc_dist,l’dscuscar - - j I @Go i L A new row Wl” appear
/. Click the Drop down button and Select the
Carmier RW  CancelOrder Carrier that you want. Note: if your carrier
[1555 Grirm = [Read=] is not listed the carrier will need to contact
|8207-Sinclair z JRead x| T the Heavy Oils Coordinator.

[9211-Sinclair Wyoming-211 x| [Read x|
|9221-SinclairWyorning 9221 »|  [Wihite =] r

=| “[Read j Al_/

__—e Select Read or Write.
o0 Read lets the carrier view their
Release orders

—1-Petroex-Unknown Scac (0] erte IetS the customer delegate
108-All Petro Connections - .
114-Alvey Trucking authorlty to the carrier to Create a
s eSS R

{77 i ansae. e Click the Submit Changes button to select
2488 the new carrier to your list.
217-B And D Oil
218-B T | Transporation -




4} sinclair [Customer Carrier Changes] - Microsoft Inter

e This will bring up a new window

Carrier RW  Cancel Status - -

1855-Grimm Read N Success Conflrmlng Changes.

s — . e e Ityouclick on the Cancel order
8221-Sinclair Wyaming 9221 \,.\::e N Success button to the rlght and click on the
14-Alvey Trucking Read M Success Submit changes button you will

remove that specific carrier from your
carrier list on the Release orders.

To close these windows just click on the X in the Right hand corner

2. Release order Creation

To create a Release order

s [ rtpssecur L siclialconyssc _dstSiverstreanjObjecttore Generalds dex htm - pa F rom th em al n menu
| .
Snel ] Click on the Drop down arrow
nelair =1
and select the Release orders
S com | LittleAmeric com - -
s 15_”“% Name:  ABC Distributing Wiglesale BT 123456 b Then CIICk the Contlnue bUtton
out sinclair
Sinclair History  Report Type:  [Load orders =] Selettion Criteria:
Contacts Tnvoice (by ship date) «| Please press Copdinue,
Credit Senices Invoi (single) ™
Employment I:ZS:E; (i::iii by date)
Exploration ~ |--=] Pricing Options-----
Fleet Senices Price History(by date)
Distributor Seric es --Releage Order Options--
Carier Senices Custoner Carriers
Merchandise
Lubiicants  Report appears bj--———-. Adnin Options------
\ISDS User Profiles |
Station Locator [ser Authority =
Truck Stops
Trucking
Pipelings
Hotels & Resorts
Eeedback
Address [&] https: fisecure1 sinclaall.comsoc_distdsgetiords x| pa ‘ Th is Wi I I bri ng u p a nE‘W
Gustomer: 123456 ABC Distributi 1 1 1
piributing window with all available Sales
Sales Order  Project Product Remarks Loads Date [select =l
oot Soco eers orders
918508153 LITTLETOM BF Py 58-22 S04
18506155 LITTLETOM BP Py 56-28 1 C—
918506153 LITTLETOM BP Py 64-22 | I
513404224 ALRORA BP Py 55.22 I i E— o Enter the # Of |OadS
919404224 ALRORA BR Py 58-28 10—
a1406224 AURORABP P 6422 O E— e Enter the Date the load
940102950 COLO SPGS BIF Sinclair 4c-10 | I . .
940102960 COLO SPGS BP Py 58-22 o Y — WI I I be p | Cked up
940102950 COLO SPGS BIF Py 58-28 | I .
940102960 COLO SPGS B Py 64-22 1 C— ® CI ICk On ‘the Crea‘te
990001-Little Am. Refineries
918506153 LITTLETOM BP Py 58-22 | I
18506155 LITTLETOM BP Py E4-22 1 C— b Utto n
919404224 AURORA B Py 58-28 | I
19404224 ALRORA BP Py E4-22 1 C—
940102960 COLO SPGS BF Py 64-22 C 11— Note The date entered is the

date that the load will be picked
up. The Release Order # is valid to use two days prior to that date and two days after that date. If the
carrier tries to use the Release Order # outside of this window it will not work. The customer will need
to create a new Release Order # for the carrier.

For Example: A Release Order is scheduled for 5/13/2004, A carrier can use that Release Order # from
5/11, 5/12, 5/13, 5/14 and 5/15 all day each day.



A indlair [Create Release Orders] - Microsolt Intetnet Explorer ThlS Wl” bring Up a new WIndOW that
Fle Edt Vew Favores Tok Hep haS the Release Order # in |t

Sales Order  Project Product Date  Release Carrier Customer Ref# /. Click the drop down button
°

00000 Sincar Reieres P— and Select the Carrier from the
WERSS  LTILETONER  Pgsel May 102004 40000453 114-Abvey Trucking M \ carriers you have Previously
ehl Selected

Enter any customer Ref#’s

ie: PO #

Click Submit changes

’ | Submit Chances:

1955-Girm
9207-Ginclar

9201-Ginclairyoming-211
9271-GinclairWeoming 3221

4§ sinclair [Release Order Chano:: Status] - Microsoft Internet Explorer

This will bring up a new
Praduct Date Release Carrier Customer Ref#  Status | WindOW Confirming Changes
354-101 Py 58-22 May 10 2004 10000453 114-Alvey Trucking 1234 Successl . .

At this point the Release
Order # is valid to use.

916506153 LITTL;IﬁN BP

The Release # is required to enter the refinery and load selected product. Without a valid Release order
# the carrier will be turned away.

To close these windows just click on the X in the Right hand corner

3. Release Order Review

To review release orders and status go back to the main screen

ks [ ) sincaiol,consac_di _indextm B F rom th e ma | n menu
|

slﬂl.'/ﬂlf Click on the Drop down menu
SinclairOicom | Gra o | Litle 1
L2 s ABC Distributing sl famber. 193458 select the Release orders

Skiftay Feporine: o s P & e Then click the Continue

Contacts Trvolce by ohip date] . [#BGse press Continue.

Credit Services Inveice izingle) b
Ernployment Invoices {detail by date] . Utton

Ewloration |- Pricing i Options--—--

I

o

Fleet Services Price Historyiby date]
Distributor Services --Release Order Options--
Carrier Sewices Customer Carriers

User Protiles
User Authority

Hotels & Resorts
Feedback

This will bring up a new
window with all available

, Sales orders.

ss00m et et e — —— rr— From here you Click

Address I@ https:fisecurel.sinclairoil. comjsoc_dist/fdsgetlords

Custamer: 123456 ABC Distributing

918508153 LITTLETCN BP Py 5322 | h d d

918508153 LITTLETON BP Py 55-28 | t edaro p own arrow
918508153 LITTLETON BP Py 64-22 I C I H k h f
919404224 AURORA BF Py 53-22 I ICK ONn t e type 0
919404224 AURORA, BF Pg 58-28 p y Id I 1 k
919404224 AURORA BIF Py 54-22 I repo rt ou wou ke
3401102950 COLO SPGS BP Sinclair As-10 I I — to see

admnaarn A A SPAs AP B SR [ B — | |

(o3}



The Types of reports and edits are
Entered into the system— Orders that have an entered status, you may edit it from here
Inside refinery — Release orders that have a carrier in the Refinery to pick up product
Left refinery — Release orders that have been filled and left the refinery
Scheduled for pickup — Release orders that are scheduled for a certain date
Authorized to return Load — Return authorization
Canceled — Release orders that have been canceled
All — All Release orders, regardless of status

The first two statuses will pull

L | ey - v B T

#9525 €11123456 ABC Distributing =172 up a list. You will not need to
Custormer: 470520 Kiewit Western Comparty enter a da‘te
Sales Order  Project Product Remarks Loads Date [Entersd =] ° The Other Status types
990000-Sinclair Refineries = K you WI” need to enter a
318506153 LITTLETON BP Pg 5622 [ iIc i
918506153 LITTLETON BP sta-za | I I date ThIS 1S the from
318506153 LITTLETON BP Py £4-22 ] Status date tO Current

- I i I .

;ZZEZZ: AURORA BP ::zz 1] L CIICk on GO

This will bring up a list of entered

i sinclair [Release Order Manager] - Microsoft Internet Explorer E

Fle Edt View Favoites Tools Help

Google - | | #pseachweb - | 53 | Gh7erbiocked fElnotori | Edoptions A Re I ease Orders

e You may change the release

Sales Order Project Product Release #  Carrier Customer Ref# Action . .
90000 Sincla Refnries order , by adding a carrier or
918506153 Littleton B/P Pg 58-22 10001409 [select |
918508153 Littleton BP Py 58-22 10001417 |Se|ent LI CUStomer Reference #
916506153 Litiston BIP Py 5822 100425 [Select | ° Or delete Release OrderS
918506153 Littleton B/P Pg 58-22 10001433 |Se|ect | . .
918506153 Littiston BP Py 56-22 1000441 [Select 4| from here. When flnIShed
918508153 Liticton B Py 58-22 1oom4es [Select =l | Fhetete | Mindste | make sure to U pd ate .

/) sinclair [Release Order Manager] - Microsoft Internet Explorer

= . .
File Edit  View Favorites Tools  Help |I When Selectlng a” you WIII

see the following

Sales Order  Project Product Release #  Carrier Customer Ref# Status Status Timestamp
990000-Sinclair Refineries

918506153 Littleton Bp Py 53-22 10000445 1] 1 2004-05-06 10:41:53
918506153 Litleton Ba Po 58-22 10000461 i 1 2004-05-06 11:10:40
918506153 Littleton Bp Py 53-22 10001565 1] 1 2004-05-06 11:10:40
918506153 Littleton Bp Pg 58-22 10000453 114 - Alvey Trucking 1234 1 - Entered 2004-05-06 10:43:20
918E06153  Littleton Bp Py 5822 10001603 9211 - Sinclair Wyoming-211 BS4B54E 1 - Entered 2004-05-06 140230
P




4. Carrier Instructions

2 Sinckair T4l Corporation : Home - Microsolt Inbernet Explorer =l=] =
Fe Edt Wew Favomes Tots Hep BE
sk - & - D) A Dmech afeetss GHeds 3| - H 0 | Leke
ckiress [i] v jrevmw.srclomod.com) ] Pe
|Googlen [ =] thseaches | P | Gysonded it | [edories A |-

Sure Sign of the Finest Petroleum Products.

A prewd tradition was been on May 1, 1916, when Harry Sinelair

farmnd Sinclair Oil from the assets of slewn small petroloum

companies. Sinclan quickly grew 1o become | et Targesd ool

camnpany in the United Stat T Ginclai Oil Gesnpany

E£gan markatng ) in 1930 and raw
- ins e of the most

Eleet Senices

Sanchair is Litthe America, # beactifd hotel, Insck stop and
restagrant koated on HBO in westem VWyoming. The Liile Amenca
e has also been gen to sther properies, one of which 13 ane
of thie mast
luxurious hotels in
Sal Lake City, The
comgany recently apenad Sah Lake City's first 775 mom
lurury, Leading Holel of the Weeld, The Crae i
S Sinclair Ol ownis and aporates thisd mhnenns, twe in
‘Wyoming &nd one in Oklshoma. Markstes fuel in 21

Bl states and supplying fael 1o over 200 company and
S| distnbutor aparated stations makes the Sinclae brand &
preeningnt and welcome sght Lo the metoring puble

g

Pigsiings

gl & Bugons
[Ceadhack

| DEETAS A TEVY OO OASED
| Eofrasks - merosoft outook. | Bfisessona-(24350) | B )customer [ Sinctair a Corporation.

5. Navigate to Sinclair website at
http://www.sinclairoil.com/

Address I@ https:/isecurel.sinclairoil. comfsoc_distiSilverstream/Objectstare fizeneralids _indexcar.htm

Google - | || Epsearchwed - | §2 | Ehssoblocked fEautorl | Edoptions

Sinclor

Home

About S\_ncla\r CARRIER LOGIN
Sinclair Histary

Contacts . .
Croclt Seriges | || | e7%€ Login here: Announcements

Ernployment
Exploration User ID: l:l Under construction
Fleet Services

Distributar Serices PIN: l:l
Carrier Services
Merchandise

Lubricants Login ‘\
MEDS

Pipelines
Hotels & Resods

Feedhack

Station Locatar
Truck Stops
Trucking

" Browser Requirements Announcements

Then click on the Carrier
services Link

Or go directly to the
logon web Site if you
have saved it as one of
your favorites.

As a carrier enter you
User ID and PIN.

Note: If you do not have a
User ID and password,
you will need to contact
the Heavy Oils
Coordinator.

Then Select the LOGIN
button



Z sinclair [Distributor Services] - Micrasi

oft Internet Explaorer

File Edit Wisw Favortes Tools  Help

Sinclar

Harne L
About Sinclair  Carrier:

Sinclair Histary

Address I@j https:fisecure] sinclairoil, com)soc_distiSikverstream|Objectstore/Generalids_indesxcar.htm

Sinclair Trucking Co.

Back v = - (D [3] A BGeach GFavortes Dreda B By S ] - 5

Carrier Humber:

Contacts Customer:

123456 ABC Distributing

EI Option:

Credit Services
Ermployment
Explaration
Fleet Semvices

Select
654321 Wholesale
987654 Petroleum

Distributor Services
Carrier Senices
Merchandise
Lubricants
M30S

Station Locator
Truck Stops
Trucking
Pipelines

Hotels & Resorts
Feedback

Options

You have two options to select from once you have selected a customer

1. Release Listings
2. Create Releases

Sinclair History
Contacts
Credit Services

Ermployment

4J sinclair [Release Order Manager] - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

About Sinclair Carrier:

| Little &merica com | i

Sinclair Trucking Co.

Customer: |123456 ABC Distributing

97

Create Releases

Carrier Number:

j Option:

As Of Date:

Once you have logged on the following

screen will appear.

Apr1 2004

e Click the drop down box; this
should give you a list of
customers that have Release
orders set up for you.

Google - |

jl o 5earch web v| @ ‘ EH500 blacked Enutnﬁll | EOpt\nns »

Product Release #  Carrier Customer Ref# Status Timestamp

air Refineries
908503027 Lit Base Plants Sinclair Ac-20 10000356 4855 - Wynne Transport Sery 123 2004-04-22 168:15:55
908503027 Lit Base Plants Sinclair Ac-20 10000364 9731 - Sinclzir Trucking Co 1234 4 - Return Buth 2004-04-23 173213

Select a customer

If you select
Release listing
you must enter
a from date and
click on GO

This is an
example of the
report



OR

; sinclair [Distributor Services] - Microsoft Internet Explorer

File Edit View Favorites Tools Help 2. Select Create

daback + = - ) 74 ‘ {Qisearch [GlFavorites Eimeda (4 | - & E|
Address I@ https:jisecurel sinclairail.cam/sac_distiSilverstreamyObjectstore/General/ds_indexcar.htm Releases and then

| click on GO
Sinclar

Abhout Sm Carrier: Sinclair Trucking Co. Carrier Humber: 9731

Sinclair History

Contacts ~ Customer: 123456 ABC Distributing x| option:
Credit Serices
Employment

Exploration
Fleet Senices

; Sinclair [Load Order Manager] - Microsoft Internet Explorer

Fle Edt Vew Favortes Toos e The Following Screen
Google - | || psearchwet ~ | §2 | Ehso0blocked fElavtori | fdoptions will appear
customer. 123456 ABC Distributing Click on the

drop down
box, this will

Project Product Remarks Loads  Date

[5etect =l
T
Entered
Checked In

Sinclair Refineries
908503027 LT BASE PLANTS Sinclair Ac-10 BASE PLANTS-NORTHERN UTAH 1/

908503027 UT BASE PLANTS Sinclair £6-20 BASE PLANTS-NORTHERN UTAH [ Checked Out g IVE yOU the
a08s03027 UT BASE FLANTS Py 58-22 BASE PLANTS-NORTHERN UTAH N — SEturn|r\L,ljth .

906503027 LT BASE PLANTS Py 50-28 BASE PLANTS-NORTHERN UTAH 1/ N?HCE ¢ fOI |0W| ng
908503027 UT BASE PLANTS Py 58-28f BASE PLANTS-NORTHERN UTAH [ | | e 0 ptl ons
908503027 LT BASE PLANTS Pg84-22 BASE PLANTS-NORTHERN UTAH [ ] ] [CCreate

The Types of reports and edits are
Entered — Release orders that have an entered status, you may edit it from here
Checked in — Release orders that have a carrier in the Refinery to pick up product
Checked out — Release orders that have been filled and left the refinery
Return Auth — Return authorization
Canceled — Release orders that have been canceled
All — All Release orders, regardless of status

Address IEJ https:/fsecurel . sinclairail, comfsoc_dist{dsgetiords E nte r a date
Custamer123456 ABC Distributing e Thisis a from date
sorser  Project Product Remarks Loats Date  fEweres o | — Click on GO
]
090000-Sinclair Refineries
518506153 LITTLETON BP Py 58-22 I
318506153 LITTLETON BP Py 58-28 ]
918506153 LITTLETON BP Py 64-22 ]
919404224 SURORA BIP Py 58-22 1]
918404224 AURORA BR Py 58-28 11




; Sinclair [Release Order Managet] - Microsoft Internet Explorer =10 1[

File Edt Wiew Favorites Tools Help This Wi” bring up a IiSt Of
Entered Release orders. You

5/ FY oo- oo mﬂ_rSETE'Ll -] T
918506153 Lifeton Bp Pg 58-22 1ooissr |[Selet | r may Change or delete Release
918506153 Littleton Bp Py 56-22 10001565 |Se\ect : =] r Orders from hel’e. When ﬁniShed
918506153 Litieton Bip Py 56-22 10000453 |A|vey Trucking j 1234 r .
913506153 Littleton Bp Pg 5522 10001603 |Smt\air\f\l\fuming-211 j BE4B545 r make sure to SmeIt Changes'

Submit Chanaes

3 Sinclair [Release Order Manager] - Microsoft Internet Explorer = |1| Whe n

File Edit Wiew Favorites Tools Help

Google - | || Bpsearchweb ~ | §3 | EPSioblacked fE|Actoril | Edoptions 4 ﬁ SeleCting a”
you will see
the following

Sales Order  Project Product Release #  Carrier Customer Ref# Status Status Timestamp
990000-Sinclair Refineries

908503027 Lkt Base Plants Sinclair Ac-20 10000356 4355 - Wynne Transpaort Sery 123 1 - Ertered 2004-04-22 16:15:55
908503027 Lkt Base Plants Sinclair Ac-20 10000364 9731 - Sinclair Trucking Co 1234 4 - Return Auth 2004-04-23 17:32:13

The Release # is required to enter the refinery and load selected product. Without a valid Release order
# the carrier will be turned away.

To close these windows just click on the X in the Right hand corner

5. Release Order Fall Back Procedure’s

Customer
Possible Problem - Customers Internet access is down or the customer does not have access to
the Internet

The customer should call the Sinclair Customer Service at 1-800-916-3466

11



