
Cortex Desktop Training on  

Credit Invoices for Husky 

Materials POs 



2 Materials Workflow in Cortex Desktop 

ÁCreate and submit documents to your Cortex connected Trading Partners. 

ÁCreate price sheets and templates to save time entering documents.  

ÁGet status updates on documents in the system. 

ÁGet guidance on your Trading Partnerôs documents requirements. 

ÁReduce cycle time on rejected documents. 

ÁStandardize your invoicing process. 

Cortex does not: 

ÁProvide purchasing details, coding 

information, or pricing details.   

ÁApprove or reject your documents. 

ÁPay or process payment of your Invoices. 

ÁNegotiate pricing or services with your 

Trading Partners. 

What is Cortex? 



PO Types 
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Services 

Materials 

Consignments 



Purchase Order 

Different Workflow for Each PO 
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Determining PO Type 
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Hover over the Doc 

Type column header 

to view the tooltip. 

The letter next 

to PO indicates 

its type. 



Materials Workflow Stages 
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A POïM 

Purchase Order 

must be received 

Husky sends an 

Accepted Goods 

Receipt Ack 

Then a Debit 

Invoice can be 

issued 

Husky sends a 

Material Return 

Request 

A Credit Invoice 

can now be 

created. 
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Creating Credit Invoices for 

Husky Materials 



Stage 6: 

Pre-Negotiate the Material 

Return with Husky 
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Negotiation Stage 



Material Return Notifications 

ÁFor 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. 
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All Material returns need to be  

pre-negotiated with Husky First. 



Receive a Changed PO 
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Husky will then send a new PO showing a 

Changed Status. 



Receive a Changed PO 
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The details on the electronic version of the 

PO will display a material return notification 

on the returned line item. 



Goods Receipt Acknowledgement with 
Materials Return Status 
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A Credit Invoice can 

now be created. 

Husky sends a Goods Receipt 

Acknowledgment showing a Material Return 

Status. 
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Creating Credit Invoices 



When to Credit? 

ÁAs soon as you receive a Material Return 

Goods Receipt Acknowledgment, you should 

issue your Credit Invoice in the system. 

ÁYou can issue your Credit Invoice for a single 

return or for multiple returns. 
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Issue a Credit Invoice as soon as possible. 

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. 
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Credit Invoice for Single Return 

Double-click the Goods 

Receipt Acknowledgment 

with Materials Return 

statusé 

é to open the Credit Invoice 

window. 
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Provide the Credit Invoice 

number and date. 

Add ñCRò to the 

Invoice No. 

Credit Invoice for Single Return 
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Attach a backup 

document. 

Credit Invoice for Single Return 

Do NOT change the price on a 

Materials Credit Invoice without 

prior consent from Husky. 
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Calculate, view, and submit. 

Credit Invoice for Single Return 



 

 

1. Select Husky 

Energy as your 

Trading Partner. 

 

 

2. Click on the 

Invoice button. 
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Credit Invoice for Multiple Returns 



Credit Invoice for Multiple Returns ï Select 
Returns 

ÁSelect the Purchase Order to be invoiced. 
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You can select more 

than one Material 

Return request per 

Invoice. 



Credit Invoice for Multiple Returns  - Credit 
Invoice Form 
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Provide the 

Credit Invoice 

number and 

Invoice date. 

Add ñCRò to the 

Invoice No. 

- 

- 



Credit Invoice for Multiple Returns  - Credit 
Invoice Form 
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Attach a 

backup 

document. 

Do NOT change the price on 

any Material Credit Invoices 

without Huskyôs consent. 

- 

- 



Credit Invoice for Multiple Returns  - Credit 
Invoice Form 
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Calculate, view, and submit. 

- 

- 



Materials Credit Invoice Attachments 

ÁIt is MANDATORY to submit an attachment 

with Materials Credit Invoices. 

 

ÁYou can attach any document that justifies the 

credit. 
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Credit Invoice Acknowledgements 

ÁAre received after Credit Invoice was validated 

by Husky Energy. 

 

ÁCheck the Acknowledgement Status: 

ÅAccepted - your workflow for these items is 

complete.  

ÅRejected - fix your Credit Invoice according 

to the rejection reason and resubmit. 
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Finding your Documents in  

Cortex Desktop 



Search and Filter 

ÁFiltering your Inbox allows you to view documents 

of a particular type, status and/or number only. 
 

ÁBy default, no filters are applied to your Inbox.  
 

ÁFiltering does not affect the contents of your Inbox; 

it simply temporarily hides some of your documents 

and displays only those that pass the filters.  
 

ÁFiltering is available on all folders, with the 

exception of the Messages folder. 
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Search and Filter 

There are two ways to search and filter the 

documents in your Inbox: 

ÁBy document types and/or statuses. 

ÁBy the Document Indicator, or a documentôs specific 

confirmation number, document number or purchase order 

number. 
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Search and Filter 
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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.  

Enter the  

Search and Filter 

criteria. 

Click Filter. 

Materials Workflow in Cortex Desktop 



Transaction History Report 

The Transaction History report offers various methods 

of finding specific documents or their subsets.  

 

In addition to defining the reportôs date range, you can 

search for documents by:  
 

ÁDocument type  

ÁDocument status  

ÁA specific document number, confirmation number or 

purchase order number 

ÁArchived or unarchived status 
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Transaction History Report 

To generate a Transaction History report: 
 

In Cortex Desktop, click the Reports menu and 

select Transaction History. 

 

 

 

 

An empty Transaction History report is displayed.  
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Transaction History Report  
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Enter the  

report criteria. 

Click on  

Get Transactions. 
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