.

%Cortex Desktop Training on

Credit Invoices for Husky

Materials POs
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What i1s Cortex?

ACreate and submit documents to your Cortex connected Trading Partners.
ACreate price sheets and templates to save time entering documents.

/ et status updates on documents in the system.

et guidance on Yy odocumédnts eeguiremgntsPar t n

A
AStandardize your invoicing process.

educe cycle time on rejected documents. :
Y J CORTEX

8uyer Suppller

Cortex does not:
AProvide purchasing details, coding

Information, or pricing details.
AApprove or reject your documents.
APay or process payment of your Invoices.
ANegotiate pricing or services with your l L

Trading Partners.

2 Materials Workflow in Cortex Desktop
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@{E-. Consignments
‘ Materials

Services
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Different Workflow for Each F

(P—m — 3

Purchase Order

l
2
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Determining PO Type

nl:urte:l-: Desktop - [

File  Tools  Reports  Administration  Help

This is a

|
[ Sen Materials PO.
o The letter next ||ros Doc Type - I
% E'E: to PO indicates 8400202185 | PO-M 8400202185 |1,

U

its type.

8400202184 F"1 8400202184
Search and Filker ‘ |

Eunhrmahun PO # Doc Type * Doc # Trading Partner |
160071 4EE aA0020221 2 Good |5-Services, M-Materials, C-Consignments L,:_
15001461 8400202207 Invoice Ack 200101122402 |Husky Energy Inc.

Hover over the Doc
Type column header
to view the tooltip.




Materials Workflow Stages

Materials Workflow

A POI M Receive PO in your Cortex Inbox. )
Purchase Order T

m u St b e reC elved Reaview PO details for accuracy. )

( Ship the ordered goods. )

Husky sends an !
Accepted Goods Eziztziza‘?:tﬁﬂli‘iwgm.)
Receipt Ack v

Invoice an Accepted Goods Rece|

(
(attachment requirad). pg H u S ky S e n d S a
‘ Material Return
6 Receive an Accepted Invoice ) Req u eSt

Acknowledgement.

Then a Debit
Invoice can be
Issued

At this point, your workflow may be complete. If you
have returned materials, continue with Steps 7 & 8.

A Credit Invoice
can now bhe
created.

7 Receive a material return request.

v

8 Create a Credit Invoice (attachment
required).

. y CORTEX
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/%Creatmg Credit Invoices for
Husky Materials
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Negotiation Stage

Stage 0:

Pre-Negotiate the Material
Return with Husky

y

”'l
\

CORTEX{



Material Return Notifications

l All Material returns need to be
pre-negotiated with Husky First.

A For the return of invoiced Materials, you will
receive two Material Return notifications:

1. You MUST receive a Changed PO in your Cortex
Inbox folder with the amended price and quantity.

2. Husky will then send you a Goods Receipt
Acknowledgement with the Material Return
status.

CORTE X
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Recelve a Changed PC

[0
Search and Filker Refresh
Confirmation * Trading Tranzaction Delvery -
# PO # Doc Type Doc # Partner Time Stamp Location Status
/ 2471534 8400009333 (PO 8400009333 | Huzsky Energy... | 0951072009 2:25_._ |11-16-050-7._. =
g : 1E-050- Document Status:
/ / 2471531 2400003333 (PO Document TYPEZ g lne, | 03/01/2009 6:50 PM | 171-16-060-73w5 Ch q
/] 2471530 | 8400009332 |Cre PO-M ergy... |09/10/2009 2:14. ange

P [ 2471526 8400009314 | Goo er 09/10/2009 2:17...
2471522 8400009332 (PO-M 8400009332 | Huzky Energy... | 0370172009 5:50._. > |Changed |
247151 8400009332 | Invoice Ack S11_1100 Huszky Energy_._ | 037501./2009 5:50__. Accepted
24 )

_E General | Itern D etails I Cost Dbjects | FO Details | FO Temns & Conditions I FOLinett: 10

e

Husky will then send a new PO showing a
Changed Status.

The quantity The Unit Price has
being returned. been amended.

The Material
Return Indicator
marks the Line ltem

to be returned.

kark az Actioned Wigw Attachrment Prirt | Cloze |

CORTEX
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Receilve a Changed P(

Search and Filter | Refrezh

Trading Tranzaction Delvery Status -

Confirmation *
PO # Doc Type Doc # Partner Time Stamp Location

The detalls on the electronic version of the
PO will display a material return notification
on the returned line item.

NN

_

E em L'ets ozt Objectz L Lre FL] andific
. PO . Material | Husky | Yendor

Item Dehvery | | : . . Urut Per Het Tax | ERS 4 p
Line | Description Quantity | UOM 2 = Return Matenal | Material

Category | Complete # Price | UOM | Amount | Type| Indicato Indicator | Id Id

D o [0 [coveRonwvale 10000|Es | 47soolEs | ersoool Net 10005313 | CvEa2

il Mo 20 | ACTUATOR ESD WALWE 10.000(EA 100000 EA 10000.00) Amount is 10006992 [CWE1S

M No |30 |COVER DAW WALVE L a000|EA | 42515)Es | 127545 Megative. 10005913 |cveaz

The Material

[
The quantity The Unit Price has
being returned. bheen amended. Return Indicator
marks the Line Item

to be returned.

kark az Actioned | Wigw Attachrment | Prirt | Cloze |

CORTEX
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Goods Recelpt Acknowle

Materials Return Status

rtex Desktop - My Company Ltd. ;lglll

File  Tools Reports  Administration  Help

Bl [ AllFolders

Search and Filker Fefresh
Confirmation * Trading Transaction Delivery .
# D Doc Type Doc & Partner Time Stamp Location >
2471534  |saooop9333 |F Document Type:  “\Energy._. |09/10/2009 2:25.. |11-16-050-7... | Document Status:
2471531 e Gk°°d5| Rdecelpt ; nergy Inc. | 03/01/2009 6:50PM | 11-16-050-78w5 Material Return
cknowledgemen
. : 2471530 | 8400009332 |CF g Energy... | 09/10/2008 2:14... Aee,
o /|| 8 Al Trading Partners || - ‘
’J " Husky Energy Inc. I b | 2471526 8400009314 | Goods Receip... |[MRA131 Husky Energy... |09/10/2009 2:17... Material Return
|” 2471522 [Ba00009332 |FO- M 8400009332 | Husky Energy._. | 03/01/2009 5:50...| 11-16-050-1... | Changed

s

Husky sends a Goods Receipt
Acknowledgment showing a Material Return
Status.

Vendor Code:
Bill of Lading: SAP Mate is di 62622009
ill o ing a is dl_splayed asa The amended
negative value in the price
Line Items Shipped Qty column.
Line PO # PO Line # Description Shinned Ordered Open UOM Receiver Sup
# O 0 Qty Material Ma - -
wie wd A Credit Invoice can
Advanced Ship Notice 0001 8400009314 00010 COVERPMW  3.000- 0.000 FT 10005913
VALVE
Rate Sheet
. mose e T Nt b o o now be created
Serdce Hices Location eEesasigii Number Rate Amount .
Invoice Country Province
CreditInvoice 1

i Online
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% Creating Credit Invoices
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When to Credit?

As soon as you receive a Material Return
Goods Receipt Acknowledgment, you should
Issue your Credit Invoice in the system.

A You can issue your Credit Invoice for a single
return or for multiple returns.

l Issue a Credit Invoice as soon as possible. '

r

If you fail to do so, Husky will not hold or stop
your payments, but your Invoice will be
monitored closely to ensure credit is processed.




Credit Invoice for Single

Double-click the Goods

NE o{ Receipt Acknowledgment [pacfion T
| |2471534  |s4 with Materials Return #2009 2:25... | 11-16-050-7... | Changed |
|
247157 a4 Z 2009 6:50 Pk [ 11-16-050-78w5 | Cancelled
/ | statusé
/| 2471530 84 F2009 214 Accepted [
Iy | 2471526 8400009314 | Goods Receip... | MRA131 Husky Energy._. 0941052009 2:17._. -Haterial Return [
: 2471522 8400009332 PO-M 8400009332 |Husky Energy... |03/01/2009 5:50... | 11-16-050-1.__ | Changed
| 247151 8400009332 | Invoice Ack 511_1100 |H Credit Invoice
R ~Invoice Info:
! 24?1 514 84["]["]9332 EDDdS HECEIP"' Hl Invoice Mo IINVDICEAHCH Invoice Date: 07/23/2009 = | [MM/DDAYYY] Currency: IEAD
i 2471511 _ |8apn0093zz [ Goods Becein | _ | Hi | PONe [P
_R:ur:;i:[uﬂame; IMY Company Ltd. AddressLine1: IEIO BOX 1234 5675 AddressLine 2: IF‘D Box 545
City: ICaIgary Province: IAIberla - l
Postal Code: I 2T 01 Country: Icanada vl GSTAHST it |35?4[|1 242
~Bill To
Company Name: |Husk_l,l Energy AddressLine1: I?D? - Bth Avenue 5w Addresz Line 2: IBDH 44130, Station [
City: ICB|QBT}' Province: IAIberta M I
Postal Code: |T2P 367 Country: ICanada ‘ l
&£ { - 4 1
€ to open the redi t—tnv
H Quantity | UDM glril::le’
W I n d OW - -3.000 ~§ 425135
4| | »
* Change the price only if you have congent frsol:nh_l:?ﬂlluskly Fep. GSTIHST:l PST:l Tafil I
Calculate | LET | Subrmit | Cloze

15 Materials Workflow in Cortex Desktop '




Credit Invoice for Si

Credit Invoice

Invoice Info.
( Invoice Mo: INWOICEA ‘ InvoiceDate:  |07/23,2008 DAY Currency: |EAD
'

PO No: 240000332

Add ACRO tpdl prévRie the Credit Invoice
Invoice No. ' number and date.

Company Name: |Husky Energy Addressz Lin

City: ICaIgary Province: IAIberta > |
Postal Code: |T2P 367 Country: ICanada v|

Attachments | I

Ei?le # Ticket Date Ticket # I::::Pi: Description Quantity | UOM g:iite -
aooio 07/A15/2009 | 2470653 COVER O WalvE -3.000 w 42595
4| | 3
* Change the price anly if you have consent from wour Huzky Rep.
Sub-Totak | GSTHST: | PST:| Total: |
Caleulate | Yietw | Subrnit | Claze |

CORTEX
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Credit Invoice

Inwoice Info.
Invoice No
PO Mo:

|INVOICEATICR

Jadn0009323

Invoice Date: 07/23/2003

» | [MMADDSYYY) Curency: ICAD

—Remit To

City:
Posztal Code:

Supplier Name: IMY Company Ltd.

ICaIgary
I 21014

Address Line 1: [50 B0 1234 5675

Province: IA”JEI’[EI N I
Country: m

AddressLine 2: [P0 Eox 545

GSTHST #

|aE74m1 242

Bill To

Aftachments |

Attach a backup
document.

aeetne] DO NOT change the price on a
mr= | Materials Credit Invoice without

Country:

prior consent from Husky.

fi?le i Ticket Date Ticket # I::::E;: Deszcription Quantity | UOM gr';ni:le .
oooma 07/15/2009 | 2470653 COVER 05w WalWE -3.000 » 42515
“| | 3
* Change the price only if you have consent from pour Huzky Rep.
Sub-Totat | GSTHST: | PST:| Total: |
Calculate | Wi | Submit | Close

17 Materials Workflow in Cortex Desktop -
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Credit Invoice for Si

Credit Invoice

~Invoice Info.
Invoice No: |INVOICEAT1CR Invoice Date:  |n7/23;/2009 | [MM/DDAYYY) Currency: ID&D
PD No: Ja4n0009323
~Remit To
SupplierName: [y Company Lid. Address Line1: |0 503 1234 5673 AddressLine2: [P0 Box 545

City: ICaIgar\,f Province: I.t‘-‘«lberta b |
Postal Code: I 2T 01 Country: ICanada 'l GSTAHST # |85?4E|1 242

~Bill To
Company Name: |Husks Eneioy AddressLine 1z [707 - Sth Avenue 5/ AddressLine2: [Fox 4450, Station D

City: ICaIgary Province: IAIberta > |
Postal Code: |T2P 367 Country: ICanada v|

Attachments | I

Ei?le # Ticket Date Ticket # I::::Pi: Description Quantity | UOM g:iite -
aooio 07/A15/2009 | 2470653 COVER O/ WalvE -3.000 w 425195

Calculate, view, and submit.

Subrnit

1]
* Change the price anly if you have consent from wour Huzky Rep.
Sub-Totat | STHST: PST:

Caleulate | Yietw

b
Total: I
|

Claze |

CORTEX
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Credit Invoice for Multipleé

-Eurteu Desktop - [

File  Tools Reports  Adminiskrz
= [ Al Folders

--['% Inbox [5)

..... 7] Sent

[_7] Outho

7] Drafts [17)

o [ Meszages

i 4gmm 1. Select Husky
Energy as your
Trading Partner.

’ Inbox
Advanced Ship Motice

— 2. Click on the
” Invoice button.

25 CORTEX
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Credit Invoice for Multiple Returns
Returns

_ | x|
j " Debit lnvoice  [f% Credit Invoice
Include Category | BatchMNo Document Status™ | Description LE;EL‘:ASN
Material | 2472028 Materials Return Advance Ship Matice: Packing Slip Mu... [MR&217
M atenal 2472027 Matetialz Return Advance Ship Hotice: Packing Shp Mu... |MRA13

(" You can select more

than one Material
Return requeSt per - Creste Credit Invoice Clogze |
Y

Invoice.

20 Materials Workflow in Cortex Desktop 'l
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Credit Invoice for Multiple Retur

Invoice Form

Credit Invoice

Invoice Info. —
’V Invoice Ma: INVOICEA z Invoice D ate: Iu?;gygggg vl | Currency: IE.-’-\D
PO No: 40000537
' de .
{ Provide the

Ad d ﬁ C R 6 t @ddl_essLi;teh. Bo@5 Addre C dt I .
Invoice No. ooty = redit Invoice

Country: m GSTH
number and
Bill To

Company Name: IHusk_l,l Energy AddressLine 1: I?D? - Bth dvenue 50w, Addre: I n VO i C e d at e .

City: IEaIgar_l,J Province: I.&Iberta - I
Postal Code: |T2P 3G7 Country: IEanada 'I

Attachments | I

Ei?le # Ticket Date Ticket # I:ﬁ:l:: Description Quantity | UOM g:;::te .
Qo010 07/15/2009 | 2470653 COVER O/ WALYVE 3.000- H 42515
0oo10 07/19/2009 | 2470637 COVER O/ WALVE 1.000- H 42515

| »

1]
* Change the price only if you have consent from pour Husky Rep.
Sub-Totat | GSTMHST:| PST:| Total: |

Calculate | e | Submit | Cloze |

CORTEX
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Credit Invoice for Multiple Retur

Invoice Form
C T it oige

document.

~Invoice Info.
Invoice Ho: IlNVDICEAEECH Invoice D ate: 07/23/2009 | [MMADDAYYY] Currency: IE.-’-\D
PO No: |a4n00009323
—Remit To
SupplierName: |1y Company L Address Line 1: [P0 Box 545 AddressLine 2: [P0 Eox 545
City: ICalgarv Province: |Alberta 4 I
Postal Code: |T2T o Country: IEanada 'I GSTHST # |85?4U1 242
- .
Attach a amemtmer: ] DO NOT change the price on
backup o [ any Material Credit Invoices
Country: I Canada

without Husky?o

Aochmert |-

Ei?le # Ticket Date Ticket # I:ﬁ:l:: Description Quantity | UOM g:;::te .
Qo010 07/15/2009 | 2470653 COVER O/ WALYVE 3.000- H 42515
0oo10 07/19/2009 | 2470637 COVER O/ WALVE 1.000- H 42515

d

| »

Sub-Tota

* Change the price only if you have consent from pour Husky Rep. I—

GSTHST:|

Calculate |

PST:| Total: |

e | Submit | Cloze |

22 Materials Workflow in Cortex Desktop T
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Credit Invoice for Multiple Retu

Invoice Form

Credit Invoice

~Invoice Info.
Invoice Ho: IlNVDICEAEECH Invoice D ate: ID?I,-'23I,|'20[|9 vl [k DDAYYY] Currency: IE.-’-\D
PO No: |a4n00009323
—Remit To
SupplierName: |1y Company L Address Line 1: [P0 Box 545 AddressLine 2: [P0 Eox 545

City: ICalgarv Province: |Alberta 4 I
Postal Code: |T2T o Country: IEanada 'I GSTHST # |85?4U1 242

~Bill To
Company Name: |Husky Enzioy Address Line 1: [707 - fih Averue 5/ AddressLine2: [Box 4450, Station D

City: IEaIgar_l,J Province: I.&Iberta - I
Postal Code: |T2P 3G7 Country: IEanada 'I

Attachments | I

Ei?le # Ticket Date Ticket # I:ﬁ:l:: Description Quantity

Unit
Price *

00010 07/15/2009 | 2470653 COVER O/ WALVE 3.000- AL H 42515
0aoo 07/13/2003 | 2470637 COVER O/ WalVE 1.000- A H 42515

uoM

Calculate, view, and submit.

1]
* Change the price only if you have consent from pour Husky Rep.
Sub-Totat Total: |

Calculate e Submit Cloze |

CORTEX
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Materials Credit Invoice Attach

/

A It is MANDATORY to submit an attachment
with Materials Credit Invoices.

A You can attach any document that justifies the
credit.

CORTE X
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Credit Invoice Acknowledgeme

4

A Are received after Credit Invoice was validated
by Husky Energy.

A Check the Acknowledgement Status:

A Accepted - your workflow for these items is
complete.

ARejected - fix your Credit Invoice according
to the rejection reason and resubmit.

CORTE X
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%Finding your Documents In
Cortex Desktop
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Search and Filter

A Filtering your Inbox allows you to view documents
/ of a particular type, status and/or number only.

A By default, no filters are applied to your Inbox.

A Filtering does not affect the contents of your Inbox;
it simply temporarily hides some of your documents
and displays only those that pass the filters.

A Filtering is available on all folders, with the
exception of the Messages folder.

CORTEX
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Search and Filter

There are two ways to search and filter the
ocuments in your Inbox:

By document types and/or statuses.

A By the Document Indicator, or a document
confirmation number, document number or purchase order
number.

Search and Filter <

Gouimaion oy [booType™ |Doos | podns  [Temacton  Dever ooy, | =

P 1337174 7421869415  (Invoice Ack 2341A Company 1 0740642009 10:3... Accepted
1337173 7421869415  [Invoice Ack 2341A Company 1 07/06/2009 10:3... Accepted
1337169 7421869415 | Service Recei... 1337149 Company 1 07/06/2009 10:3... |11-16-050-18wh | Acceptled
1337154 FA421863415 Service Receipt . | 1337150 Company 1 07062009 1016 Ak | 11-16-060-18w5 Pending Appro... —
1336433 0266830925 (Invoice Ack 123 Company 2 .| 064292009 4:51... Accepted
1336432 0266830925 [voice Ack 123 Company 2 06/29/2009 4:50 Pk Pending Appro...
1336347 0266830925 |Service Recei... | 1336344 Company 2 0642972009 12:3.._ |11-16-050-18wh | Acceptled -
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Search and Filter

Hide Filters

[ Click Filter.

[] Inbound D elwveny
[] Rate Schedude

—Filter By:

Doc Type: Document Indicator: IF"U i j I Filter

[] Invoce ||:| Accepled [] Cancelled [] Material Beturn Cancelled [] Queued for se
[] Invoice Ack Changed [] Matenal E xchange [] Recemed
[1PO T 5 [ Complete [] Matenal Exchange Cancelled [ | Receivedbyp b
1 PO Ack Enter the Error "] New | Rejected

[] Service Recept . Failed 5 ending [] Paid ["] RejectedRele
[] Service Becept Searc h an d FI |ter InB eview [ Pending [] Resent totrad
[l Goodsz Recept . . Invakd [] Pending Approval [] Revoked

[l Goodsz Recept C Il terla Invoiced [ Pending ERS [7] Sent to trading

M atenal B etun

[] Picked up by trading partner [ | Viewed

| Rate Sheet | i
Eunﬁlmatiun PO # Doc Type™ Doc # Trading Partner HI:ZSEE_::; E:E;EE:I Status =

P 1337174 421869415 | Invoice Ack 2314 Company 1 0770642009 10:3... Accepted
1331173 7421869415 | Invoice Ack 23 A Company 1 0770642009 10:3... Accepted
1337169 7421869415 | Service Recei... |1337149 Company 1 0770642009 10:3.._ [11-16-050-18w5H | Accepted
1337154 F421863415 Semvice Receipt ... | 1337150 Comparry 1 07/06,/2003 10:16 Ak | 11-16-050-13w5 Pending Appn _

You are able to combine these search methods, i.e. by searching for a specific
document number or purchase order number with only certain statuses.




Transaction History Report

The Transaction History report offers various methods
f finding specific documents or their subsets.

n addition to defining th
search for documents by:

A Document type
A Document status

A A specific document number, confirmation number or
purchase order number

A Archived or unarchived status

CORTE X
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Transaction History Report

D generate a Transaction History report:

In Cortex Desktop, click the Reports menu and
select Transaction History.

Reports

Transaction History [~

Accepted Invoices
Cukstanding Invaoices

Pending Tickets

An empty Transaction History report is displayed.

CORTE X
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Transaction History Report

Click on
Get Transactions.

Enter the
report criteria.
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