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ELECTRONIC RATE 
ADJUSTMENT REQUEST
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The Process
Electronic Rate Adjustment Request Process

• Service Requester submits the Rate Adjustment Request in CSI
• CSI generates the documentation
• Transportation Service Provider reviews the request
• Service Requester electronically executes the agreement
• Transportation Service Provider electronically executes the agreement.
• CSI Files the fully executed document under Contracts in CSI
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Learning Objectives
What you will learn: 

• How to submit a Rate Adjustment request 
• How to retrieve and review submitted requests
• How to reject or correct a service request
• How to execute a service request

• Electronically
• Manually

• How to retrieve a filed, executed service agreement
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Supporting MaterialHow to submit a Rate Adjustment Request 
Under Customer Activities in CSI, navigate to Contracts / Service Request and select Create.
Select Rate Adjustment



Page: 5

Supporting MaterialRate Adjustment Details
The Rate Adjustment Details page contains several categories.  Data fields are dynamic and will be added or removed dependent 
on the type of service you are requesting.   

• Enter the Rate Begin Date, Rate End Date and Contract Prefix / ID
• Select the Svc Req from the dropdown (if multiples are available)
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Supporting MaterialAdjustment Details
The following is an example of a request for an adjusted rate for Interruptible Transportation Service.   
Different fields will appear if a different Rate Schedule is selected based on the information required. 

• Select the Rate Adjustment Type (Locations-Delivery in this example)
• The Location Zone will default unless the contract contains both Production and Market, choose the 

appropriate zone.
• Select the charge type.  We are using CMD for the commodity charge type. 
• Any fields displayed in shadowed gray, are not required and will auto populate at a later step in the 

process. 
• Identify if the request is available for Electronic signature as well as any other special circumstances 

shown. 
• Grayed out fields are not required and will populate during a later step. 
• Identify the Rate Periods and Rate.  Use the ADD button to create multiple periods. 
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Supporting MaterialAdjustment Details
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Supporting MaterialLocations – Delivery  Details
To select the discounted location:

• Use the Search for Location box dropdown box.
• Type in the name or location number to narrow the search. 
• Use the ADVANCED SEARCH button to sort by Line Segment, Pooling Area, Type or Direction



Page: 9

Supporting MaterialCompletion 
Once all data fields are completed you can: 

• SAVE the request for future submission 
• SUBMIT the request
• Once submitted, you can WITHDRAW the request
• You can also PREVIEW the Standard Rate Agreement document for review.
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Supporting MaterialRetrieving and Reviewing Existing Requests
During the electronic contracting 
process, you will be asked to 
review and eventually 
electronically execute the Rate 
Adjustment Agreement.  
This originates from the initial 
Service Request screen.  

• Enter the date
• Select Service Requester 
• Select any other narrowing 

search criteria if desired
• Select RETRIEVE 

The Service Requests grid will 
display all open requests and their 
current status.  To review the 
request, select the view button.
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Supporting MaterialApproving a Rate Adjustment Request
When the Rate Adjustment Request process requires your review and 
approval, the Routing Status will display as  “Pending Svc Req Review. 

• View the Request            and review all details
• Select APPROVE to move the request to the next step. 
• Select NEEDS CORRECTION if a correction is desired. 

• Make the desired correction then SUBMIT or,
• Select REJECT to reject the request and end the process. 
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Supporting MaterialElectronically Executing an AgreementWhen the Rate Adjustment 
Request process requires your 
execution the Routing Status will 
display as  “Pending Svc Req 
Execution.  If Electronic signature is 
acceptable: 

• View the Request 
• If you wish to see the contract, 

select PREVIEW
• Select EXECUTE to move the 

request to the next step. 
• Select REJECT to reject the 

request and end the process. 
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Supporting MaterialManually Executing an AgreementWhen the Rate Adjustment Request process requires your execution the Routing Status will 
display as  “Pending Svc Req Execution.  To manually execute an agreement

• View the Request 
• Select PREVIEW to generate the contract. 
• Print and  manually sign the contract.
• Forward the signed contract to sscconstractadministration@southernstar.com 
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Supporting MaterialFinding Electronically Filed DocumentsTo find electronically filed, executed 
documents:

• Navigate to Contracts / Contract
• Enter an Active Date 
• Identify the Service Requester (if there are 

multiple) 
• Select RETRIEVE 
• View the desired contract. 
•  Select DOCUMENTS tab. 
• Download the desired document 


	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14

