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© Introduction

Overview of The Benefits Module and Data Collection
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Overview of The Benefits Module

Operator

—>
Platform Management
—>

v v

The Benefits Module provides operators and contractors with

the framework to efficiently report on socio-economic

requirements. Contractor data is consolidated and rolled up to

-

Spend & ClI Spend & ClI

Workforce Workforce

Q Y
Q Y

project operators using monthly report submissions.

<

¥ 3
Spend & ClI Spend & ClI
—

Report Submission flow upstream

4 NetBenefit Software



Data Collection Workflows

.— Export from ERP —.— Download Template + Complete Validation —.— Upload —.— Incomplete Company Profiles

Direct Spend

e

. New Workforce Report Manage Employees Add Work Hours i
B e aiio e @ — ExportfromHRIS —@— eport —@)— ge Employ —— —@)— submit Report

Direct CI @ — cexportfromERP ——@)— Download Template —@)— Complete Validation —@)—— Upload

. New Company Requests
Spend Report @ —— ExportfromERP ——@)— New SpendReport ——@)—— Manage Spend ——@— submitReport —@—— Review Report Submission
Workforce Report Q- Export from HRIS -@— New Workforce Report @ Manage Employees —@)— AddWorkHours _@)— submit Report —@- review Report Submission

Optional: Cl .— Export from ERP + Download Template + Complete Validation —.— Upload
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© General Navigation

Navigation Menu, Inventory Screens, Record Views
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Navigation Menu

-  Waffle Navigation: Move between platform modules.

it Benefits  Home Spend ¥  Workforce ¥ Social Responsibilty ¥  Companies ¥  Reports

- Home Page: View quick actions and outstanding Report Submissions.

B Engagement and Relations

- Spend: Includes Direct Spend and Spend Report Submissions. B Commitment and Agreements
=% Benefits Tracking

- Workforce: Includes Workforce, Employee List, and Employees in
Needing Review.
- Social Responsibility: Includes community investment and other
regulator requirements.
« Companies: Full list of all companies within supply-chain.
- New Company Requests: Manage new company profiles
requested by reporting contractors.
« Incomplete Company Profiles: Manage new company profiles

created from direct spend.
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Inventory Screens

The platform provides a standard structured system for
managing records. Inventory Screens allow users to filter,

sort, and export records.

Companies
(1] (= s O
1.  Manage which columns are visible by using the Columns e ;
Comp: Y Town/City Province/se Active Users porting Spend Rep g
b u tt O n. - Ankunding Inc (test alternate name) St. John's British Columbia 1 v & S
- Mr Boy aaaa Badghis 0 X X X
a 3 = 670 Smithe Ops Calgary Upper Demerara-Ber... 1 X X X
2. Filter using the Icons on each Columns or the Filter
A. Ally and Sons Super Store (Big Obvious. sa East Berbice-Corentyne 0 X X X
B u tto n . Abbott-Shanahan (Kyle Shanahan) St.J Columns Operator Value
X Project v contains - e
Abernathy Super Group (bb3) StJ lte alue
TE——

3. To resize columns, click and dragging the edges of each

+ ADD FILTER @ REMOVE ALL

column header.
4. To search, expand the Search Icon.

5. Create new record using the Add New on the top-right.
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Record View/ Record Profiles

Each record displays all key information in a structured, easy-to-

navigate layout:

& e o
Alias Group
12231

1. Top Section: Displays core details and quick action items in =N
the Quick Actions Dropdown. [ 2 SR - OUWH
2. Details Tab: Displays the core record fields such as date, q
status, project, communication type. B
- Additional Tabs: Navigate through related records and
activity. :
.

3. Right Sidebar: Manage platform settings on the right card.

This side bar will default open with active settings.
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© Internal Data

Managing Direct Spend, Workforce, and Community Investment Data
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Direct Spend

INTERNAL DATA
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Direct Spend Getting Started:
- Setup a monthly export from your existing financial management systems (SAP).
« Ensure ongoing export meets monthly reporting requirements.

- Ensure person(s) responsible for ongoing management.

Monthly Reporting Requirements:
« Upload Direct Spend Records to the platform.

«  Manage Incomplete Company Requests in the platform.
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Step 1: Upload Direct Spend

Key Action:

Itemized list of monthly expenditures. This is the pre-tax amounts paid to vendors.

Steps:

1. Select Direct Spend from the Navigation Menu.

2. To add spend records manually, select Add New.
To upload records, download the template.

3. Templates are Dynamic and will reflect platform

inputs. Move data to template and upload file.
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Direct Spend

m coumns @ = FILTERS 4 ExPORT [l RESET FILTERS

(] Source Company (Paid By) Paid To Spend Date

Ds-202 NB Test Runner Abernathy-Anderson (Alten-H...  2026-03-31

DS-201 NB Test Runner onmq‘ Mercantile Co_ 2006:03:31
ornaoms s [rm——

DS-176 NB Test Runner Ri¢ 3

DS-175 NB Test Runner z Froeiibd

DS-174 NB Test Runner 10

DS-121 NB Test Runner 10

DS-138 NB Test Runner ad

DS-48 NB Test Runner Mc

T —

Spend ¥ Workforce ¥ Social Responsibility ¥

Show All

Direct Spend  »

Spend Reports  »  Add New

o PRGN | F) TEMPLATE || & UPLOAD

Q

Amount Project Name Component
CAD $65,000,000. Test Running Test ProjectComponent

CAD 855 00 Connection Mordemization Constniction

segon Vensorio Caageryof asinass Ataren Townscny Prowsca/sate Goumtry Pomsrzp coe isgmnaus Greee




Incomplete Company Profiles

Key Action: Companies ¥ Reports
Show All
Manage company profiles with missing information. Add New
o Incomplete Company Profiles
New Company Requests
T
Steps:
o 2
l. Go to Incomplete Company Profiles. Select Company Al Ligide Ol And Gas Services Lt e

Name to open the profile.

2. A Company Profile in review will be highlighted in yellow
with missing fields left blank.

3. Select Review to update missing fields and Save

Changes. —
4. To merge profiles, select the Review Drop Down and B "° 4]
REVIEW v |
SeIeCt POtentidl Duplicates ; T — Potential Duplicates
Delete
T ——
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Direct Workforce: Employees & Hours

INTERNAL DATA
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Direct Workforce Getting Started:

«  Employees are tracked using unique employee codes or IDs.

- Do NOT use individual names as this may interfere with confidentiality.

« Match aoffiliation based on employee self-identification.

« Monthly export are required from existing HRIS management systems (Workday).
« Ensure export meets monthly reporting requirements.

- Ensure person(s) responsible for ongoing management.
Monthly Reporting Requirements:

- Create a Workforce Report for the month

+ Upload Employee and Work Hours
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Direct Workforce Report

Key Action:

All workforce data is collected
through monthly  Workforce
Reports. This means direct
workforce is submitted using

the same format as contractors.
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- Rrotiorcsliepolt [ RETURN FOR CORRECTIONS
= W-95

Report Period Company Project Status

April 2026 NB Test Runner Test Running

o o o o o o

Setup Manage Employees Work Hours Employee Training Employee Review Summary

Workforce Report Details

Instructions
This Workforce Report will collect Workforce information for this specific project. When entering Workforce data, include only Employees active on this project during the selected

reporting period.

Company Project*

NB Test Runner Test Running he
Project Component® Month / Year™

Test ProjectComponent ~ | Apr2026 ]

SAVE NEXT STEP



Definitions:

Job Prog ression Track job progression and employee history.

Steps:

1.  When a new job positions is uploaded to an existing Employee Profile, job
history is created using the Start Date.

2. Alternatively, open an Employee Profile and change the Job Position.

3. Toview history, select the Job History Tab. To make additional changes,

select the kebab menu to open records.
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Direct Community Investment

INTERNAL DATA
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Community Investment

Key Action:

Itemized list of monthly community investment expenditures. This is the pre-tax amounts paid to organizations.

Steps:

1. Select Social Responsibility > Community Investment
from the Navigation Menu.

2. Toaddrecords manually, select Add New. To upload
records, download the template.

3. Templates are Dynamic and will reflect platform inputs.

Move data to template and upload file.
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O External Data

Managing Indirect Spend, Workforce, and Community Investment
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Contractor Management

SET UP EXTERNAL DATA COLLECTION
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Contractor Getting Started:
Management +  Set monthly reporting requirements and internal person(s) responsible

« Remember to review overdue/late submissions to ensure contractor

compliance.

Monthly Reporting Requirements:

« Adding any new users or reporting contractors
+ Onboard reporting contractors

+  Manage New Company Requests

-  Manage Spend Report Submissions
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£ Admin> Users

Add Reporting Contractors o

aa Company Profile > Manage Users

Definitions:

- Company (Contractor) Users: External companies required to report. Access is granted on a per project basis. If

contractors are expected to report on multiple project, ensure permissions reflect.

o
Steps:
. Click Add New to create a new user. o~ Eoboe o
Add User € BACK | USERLIST
2. To manage an existing user, select the User’s Name. *
3. Toremove user access, disable the User Active Check Box.
4. Users can be managed through the Company Profile as well. | [ 3 LR

[ Set as Primary User for Company

B SAVE CHANGES
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Add Reporting Contractors: Permissions

Add Project/Role for this User

[J Add Roles for ALL Projects (D

Project

e MO MNorthern Expansion Project

Role
Company User

ADD ROLE
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Active for Notifications

Module
'0 Benefits Tracking

Create Company (Contractor) User:
1. Select an External Company from the dropdown.
2. Save changes.

3. On the card below, assign access based on

Projects.

4. Ensure Benefits Module and Company User are

selected from the dropdowns.

5. Select Add Role to save.



quage Contracts Important Note:

This step is required for clients managing Contractors through Contracts only.

Platform Overview:

1. Navigate to the Contracts Page.

2. For New Contracts, select Add New.

3. Ensure Company Name, Contract Title, and Reporting Requirements reflect

contract details.
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Manage Report Submissions

MANAGE EXTERNAL DATA
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Step 1: New Company Requests

Key Action: Companies ¥ Reports
Show All
Manage new companies requested by reporting contractors. Add New

Incomplete Company Profiles

o New Company Requests

Steps:
1. Go to New Company Requests. Select Company Name to
open the profile. 9 Kmeirong o -
2. A Company Profile in review will be highlighted in yellow «
with missing fields left blank. —

3. Select Review & Accept to update missing fields and Save

Changes. To find merge profiles, select Merge.

4. If a company is Rejected, enter a reason to share with your

Company Management

contractor.

Enter a reason for rejecting this company. This action will permanently reject
and remove the request.

Reject Reason

€ CANCEL B REJECT
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Step 2: Review Report Submissions

Steps:

1. Open a Spend or Workforce Report.

2. To add feedback, fill in the field in the Feedback
Section and click Add.

3. To Return for Corrections, expand the Quick

Return for

Actions Dropdown and select

Corrections.

l ACCEPT v J

Return for Corrections
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= Worklorce Report
o W-86

Report Period Comp
April 2026 Best

oviewer
Ena Nikolic

Setup Manage Employe
Workforce Report Details
Instructions

This Workforce Report will collect Workforce informa
reporting period.

= Spand Ro

&9 SR-96

Report Period Company

April 2026 Best Contractors
Rviewer

Ena Nikolic

Setup Manage Spend

Spend Report Details

Instructions

This Spend Report will collect Spend information for this specific project. When entering data, include Spend for this project during the selected reporting period.

Project Component
new name

o Feedback Section ®

Project Component
Construction

Feedback Section @

There is no feedback available for this step.
Add feedback

There is no feedback available for this step.
Add feedback

ACCEPT
Project Status
Test Runnin: g ‘Submitted for Review
Community Investment Summan y

Project”

Test Running

Wonih / Year

Apr 2026 o]

SAVE NEXT STEP




© Admin Management

Projects, Components, and Users Profiles
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Manage Users

SET UP PROJECTS AND COMPONETS
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# Go to Admin > Projects

Add Project & BACK | PROJECT LIST
Project Name* Project Code
Fu nCtlonallty: Project Type Project Lead
« Create new projects including project Location ProvincerState*
name, project code, description, and
Country*
location information. v
Description*®
« Add project components such as
q c Targets
construction and operation. )
Employees Hours Expenditures
0 0 0
.« Create/edit project targets. Note:

To save emails for this Project, set a Project Code.

B SAVE CHANGES
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Adding a Project

Projects

m COLUMNS = FILTERS % EXPORT RESET FILTERS
Project Name Project Code Region Province/State
Cold Lake Project CLP Alberta
Riverwest LNG Plant RWLNG

California

0 + ADD NEW

Q

Description
Mineral exploration project

LNG processing plant in southern California

Add Project

e Project Name®

]. CIiCk Add NeW Project Type

Location

2. Enter relevant project details.

Country*

3. Click Save Changes

Description*®

Targets
Employees Hours
0 0
Note

To save emails for this Project, set a Project Code.
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€ BACK | PROJECTLIST

Project Code

Project Lead

Province/State®

Expenditures

0
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Managing a Project

]. Enter prOJeCt detO”S |nC| u d|ng View Project o € BACK | PROJECTLIST COMPANIES (94)  MILESTONES (2)  ATTACHMENTS (0)

Project Name* Project Code
name, project code, and location Cold Lake Projct s jLow 4 Companies Active For Reporting o cun:
Location Province/State*
. . op o . Athathabasca ’ Alberta 7 CLEAR FILTER
detGI|Sn CIICk the penC|| ICOn to edlt. Country* (:lll'llpﬂl'lyI t o T Workforce REPDI’UHQ h g Spend Rapumng T
Canada /s 10 Star Company v v VN |
. . Description® . X X o |
2. Track project targets and baseline. Mineral exploraton projec ]| [ECE s 8
_— ACME Corp. X X V|
argets
3. Add and manage  project W o . s s -
. 20% 7 0% s 10% 7 AEAIE % % /i
Note: . s =
Com po ne n tS, To save emails for this Project, enter the following address in the BCC field: Amal Serices X X /7 u
CLP.nbdemo@comm.netbenefitsoftware.com Amal Services 2 X X V|
. . Amal's Awesome Conlractor X X V|
4. Manage reporting companies : « « o
Project Component
. . . ) Ames Civil Engineer v v VA |
involved with the project. Add new  comonen
Phase 0 - Pre-Work Fort St. John ra [}
L 1 2 3 4 5 » M 10 v items per page 1-10 of 94 items
companies and turn  on/off Prase! renst "
Phase 2 Fort St. John Vd []
not|f|CGt|onS Phase 3 Fort St John .
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Manage Users

INTERNAL & EXTERNAL USERS
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# Go to Admin > Users

Add User & Back | userusT

Position Title First Name*

« Functionality:
Surname* Primary Phone

« Manage internal and external users.

. . B . Alternate Phone/Extension Email Address*

« Assign user permissions for reporting.

Company®

User Active

-

[] Setas Primary User for Company

B SAVE CHANGES
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Creating/Removing User Access

Addlng aUser: Add User & BACK | USERLIST
1. Go to Users and select Add New Coetion Tie 9 et Name
2. Fillin user information
Surname*® Primary Phone
3. Select Company
4. Click Save Chqnges Alternate Phone/Extension Email Address*

Company* o e .
User Active

Remove User Access:

5. Unselect the User Active [J Setas Primary User for Company o

checkbox

37 NetBenefit Software



Internal User Types

Add User ¢ BACK | USERLIST
1. Client Administrator: Full access to Posiion Tite First Name
projects, records, and reports with
sumame: Primary Prone
ability to change settings and platform
configuration. e FhoneEEen B
2. Client Power User: Users can add or edit NB Operator o Client Administrator
records based on project permissions. | |
User Active [ Setas Primary User for Company

However, users will not be able to

B SAVE CHANGES

access reports or admin settings.

Add Project/Role for this User

[[] Add Roles for ALL Projects Active for Notifications
e Project Module
Note: Power User roles appear at the bottom of a user MO Northern Expansion Project - Benefits Tracking -
profile when Client Administrator checkbox is not Role
Company User -

selected.

ADD ROLE
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External (Company) Users & Permissions

1. Contractor (Company) User: Contractors Add Project/Role for this User

assigned on a project level. If contractors

) ) ) [[] Add Roles for ALL Projects (D Active for Notifications
are working on multiple projects, ensure
Project Module
permissions are reflected. MO Northern Expansion Project - Benefits Tracking -
° . e . o Role
2. Managing Company Users: Visit the Admin Company User -

Menu or the Company Profile.

ADD ROLE

USERS (4) WORK-HOUR PERIODS (18) COMMUNITY INVESTMENTS (1) SPEND ACTIVITY (13) SPEND REPORTS (27) PROJ >
Users for this Company a 3% MANAGE USERS
Surname First Name Email
pig Lee Cassandra Contractor cassandra.lee+5@netbenefitsoftware.com
pig Daniel Dennis dennis@daniel.com
pid Matthews Jacob matt.adams.519+jm@gmail.com
yid Contractor Matit-Contractor matt.adams+5@netbenefitsoftware.com
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