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Preface

About Cortex Business Solutions Inc.

Cortex Business Solutions  Inc. is an industry  -leading service company that improves efficiencies,

reduces costs and streamlines procurement and supply chain processes for its customers.

Accessing the Cortex Trading Partner Network enhances the exchange of business critical

document s, such as purchase orders, receipts and invoices resulting in improved cash flow

management and business controls, while reducing the dayds outstanding and adminis
costs. Cortex is a low cost, low risk solution that can be implemented quickly by le veraging its

customers existing business environment - evolving business.

Cortex products and services are non -intrusive and allow our customers the freedom to leverage

and optimize their existing processes and information technology assets when it makes t he best
business sense for them. This approach improves the productivity, cash flow and profitability of

our customers, while avoiding the risk and delays associated with large information technology

or business processes re  -engineering initiatives. For mo re information please visit our website at
www.cortex.net .

About Cortex DesktopeE

Cort ex De prhvide pHsinesses with the ability to electronically manage all document
exchange involved in the procurement process. By replacing manual paper manipulations with
electronic documents and introducing automation to many standard procedures, Cortex Desktop

facilitates transactions  between Trading Partners, thus substitut ing the current setup of multiple
systems .

In electronic transactions with Husky Energy Inc., Cortex Desktop provides a single environment
for the electronic processing of several Purchase Order (PO) types. These include:

1 Consignment POs for replenishing consignment stock

1 Materials POs  for e quipment o r goods that involves the shipment of the ordered items to
Husky 6s warehouse or other |l ocation

1 Services POs requesting to render specific services

The processing of each PO type involves a series of steps, referred to as a workflow. Depending

on the PO typ e, different workflows are taken in Cortex Desktop. Each workflow supports

electronic communication of all the information and issues typical to a certain PO type. For

example, the Materials workflow includes a mechanism for handling material exchanges, wh ile
the Services workflow implies creating Service Receipts.

As a materials supplier, you will be working with Materials and Consignment Purchase Orders .



http://www.cortex.net/

About Cortex DesktopeE

Cortex DesktopE Features and Benefits

Cortex DesktopE i mpr cgedesscosts f anaine roees eash flow management  by:

1 Allowing youtos ubmit documents to other Cortex s ystem connected trading partners.

i Offering gui dance on all of your didécoimemt equireméntsadi ng partner ds
T Communicating updates on your systemanchleelpsyowstradingat us i n t he

partner pay you on contract terms.
1  Submitting your documents instantly to your trading partners(s).
9  Offering full support with any Cortex issues you may have. Please refer to Error! Reference
ource not found. on page 87 for full support details.
What Cortex DesktopE Does
Transmits your documents to your trading partner(s).
Reduces paper and shipping related charges by transmitting paperless documents.
Allow s you to load pric e sheets into the Cortex system.
Lets you create templates to save time entering standard documents.
Allows you to use the Cortex Inbox as a log for all of your documents.

Reduces cycle time on rejected documents.

= =4 -4 A -—a -a -a

Standardizes your documenta  tion processes.

What Your Trading Partner Does
1  Provide s purchasing details, coding information or pricing details

Approve s or reject s your documents .

1

I Process es and issues payment  of your Invoices.

i1  Establishes pricing in collaboration with your company.
l

Requests materials or completion of services.

2 Cortex Desktop ™ Husky Energy Inc.  Materials Supplier Guide



What 6 s

Ne w

What 6s New

Husky Energy is upgrading its enterprise business system. As part of this upgrade, Husky
Energy is using a new number system for cost objects such as:

f
1
1
f

item descriptions,
G/L codes,
cost centers,

vendor numbers, etc.

Your Husky representative requesting goods and/or services will begin using the new numbers
after June 22.

Additionally, Advanced Shipment Notification (ASN) is no longer supported.

Cortex Desktop has been updated to reflect and accom modate these changes. New Network
and Network Activity fields have been added to the Cost Objects area of the Invoice form.

Cortex Desktop ™ Husky Energy Inc.  Materials Supplier Guide



About This Guide

About This Guide

The Materials Supplier Guide explains how to use Cortex Desktop to handle electronic  Purchase
Orders for materials for Husky Energy Inc.  and describes the Materials and Consignment
workflows in Cortex Desktop. The Guide isintendedfor y our ¢ o mpersonynél eesponsible

for the transactions of Purchase Orders, Invoices and associated documents with Husky Energy
Inc. and includes the following chapters:

1

Chapter 1 Getting Started with  Purchase Orders , page 2, explains your first steps after
receiving a Purchase Order and how to select the correct workflow.

Chapter 1 Understanding the Materials Workflow in Cortex Desktop , page 9, outlines
how to process Purchase Orders and Invoices in Cortex Desktop for materials from Husky
Energy Inc.

Chapter 1 Acknowledging Materials , page 13, describes PO Acknowledgements and
explains when and how to submit them.

Chapter 4 Reviewing  Materials Purchase Orders , page 23, explains how to view and
understand Purchase Order s in Cortex Desktop.  The chapter focuses on details that are
specific to POs for materials

Chapter5 Receiving Goods Receipt  Acknow ledgements , page 33, describes the Goods
Receipt Acknowledgement s that may be sent to you when the shipped materials are
received at Huskyds premises.

Chapter 6  Invoicing Materials , page 43, explains how to invoice POs for  materials in
Cortex Desktop.

Chapter 7 Receiving Material Return and Exchange  Notification s, page 57, descri bes
how material return s and exchange requests are communicated to you .

Chapter 8  Creating Credit Invoices for Materials , page 67, explains how to create
Credit Invoices in response to material returns.

Chapter9 Managing Consignment Purchase Orders , page 75, explains the processing
of Consignment POs in Cortex Desktop.

Chapter 10  Working with Attach ments , page 81, describes how to submit an attachment
with your documents in Cortex Desktop and provides the attachment requirements.

Chapter 11  Getting Help , page 85, explains which support teams can best assist you with
your questions and provides their contact information.

Appendix A: Detailed Materials Workflow , page 89, contains a detailed diagram of the
Materials workflow.

Appendix B: Document s, Statuses and Actions , page 91, lists the statuses of available
document type s and outlines the steps you should take fo r each of the statuses.

NOTE  This Supplier Guide focuses on only those Cortex Desktop operations that are specific to

processing Purchase Orders for materials for Husky Energy Inc. Refer also to:
I Husky Energy Inc.  Services Supplier Guide  for information on  Purchase Orders for services

I Cortex Desktop Feature Guide for a detailed description of the Cortex Desktop generic
features

All documents and training materials can be accessed from the Cortex Training and Support
web site ( www.cortex.net ).
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Chapter 1

Getting Started with  Purchase Orders

Your work in Cortex Desktop start s with receiving a Purchase Order (PO) from Husky Energy
Inc.

Your first step  upon receiving a PO isto identify its type . The PO type determines wh ich
workflow you should follow in Cortex Desktop for that Purchase Order .

This chapter explains in detail some basic procedures that apply to all Purchase Orders
(regardless of their type) and explains how to determine the PO type. Th is chapter includes the
following sections:

1 Receiving Purchase Orders (POs) in Cortex Inbox ,page 3, describes new Purchase
Orders in your  Inbox

1 Opening and Printing Husky Origin al Purchase Orders , page 4, explains how to view
and print Husky original version of a Purchase Order.

1 Opening and Printing Electronic Purchase Order Details , page 6, explains how to view
and print electronic Purchase Order S.

1 Identifying Purchase Order Types , page 7, explains how to differentiate Mate rials and
Consignment Purchase Orders.




Chapter 1 Getting Started with Purchase Orders

Receiving Purchase Orders (POs) in Cortex Inbox

Purchase Orders are legally binding commercial documents that are issued by Husky Energy Inc.
following the negotiation of services/materials and pricing. All Purchase Orders issued by Husky
Energy Inc. arrive in your Cortex Inbox

You can easily distinguish new POs among other documents in the Inbox by their look 1 they
appear in bold font and can be either black or blue , depending on their initial status . Other
indications of a new PO in your Inbox are:

1  The document type, displayed in the Doc Type column,is PO, followed by a letter indicating
the PO type. For example, Materials POs appear as PO i M. For more details on PO types,
referto Identifying Purchase Order Types on page 7.

1  The document status, displayed inthe Status column to the right, is New (black) or Ack
Required (blue) .

Single -click a Purchase Orderin  your Inbox to preview it in the Preview pane.

TIP Remember that to view the latest documents in your Inbox , you need to click the
Refresh  button.

The following is an example of a new Materials Purchase Order in your Inbox
o e SEE
ation  Help

DO
Search and Filter Document Type: Fefresh
ﬁnnfilmalmn o D"t PO-M lT]:;i:;? ;:::.xpaclinn Time: E:l.::zl e 5 " -
15001033 8400202185 PO-H —L’ 8400202185 Husky Energy. . | 11/05/2010 12-15 PH HUSKY DIL OPE_. |New < Status: New
15001037 8400202184 | PO-M 8400202184 | Husky Energy... |11/05/2010 1214 PM | HUSKY OIL OPE_.. |New AN )
15001526 8400202227 POS 8400202227 Husky Energy Inc. | 12/03/201011:124M Husky Oil Dperations... | Actioned
15001524 8400202227 POS 8400202227 Husky Eneray Inc. | 12/03/201011:08 AM Husky Oil Operations... | Cancelled
15001523 8400202226 POS 8400202226 Husky Energy Inc. | 12/03/201011:07 AM Complete J
15001521 8400202226 PO 8400202226 Husky Energy Inc. | 12/03/201010:58 AM Husky Oil Operations... | Cancelled
15001520 8400202225 POS 8400202225 Husky Energy Inc. | 12/03/2010 1067 &AM Complete
15001518 8400202225 PO 84002012225 Husky Erergy Inc. | 12/03/201010:34 AM Lloyd Production Cancelled
15001247 8400202206 POS 8400202208 Husky Eneray Inc. | 11/16/2010 2:32 PM Lloyd Production Actionzd
15001226 8400202205 POS 8400202205 Husky Energy Inc. | 11/15/20102:14 PM Lloyd Praduction Actioned
15001217 8400202203 PO 8400202203 Husky Energy Inc. | 11/15/201011:43 AM Complete
15001200 8400202202 POS 8400202202 Husky Energy Inc. | 11/15/2010 8:48 &M Lloyd Praduction Actioned ( Purchase R -
4 View Attachment Order preview
Husky 0il Operations Limited Purchase Order: 8400202185 j
General Information
PO Date (YYYY-MM- 2010-11-05 Contact: Cathie Winterhalt Payment Terms: Within 30 days Due
DD): net
Currency: GBP Phone: 306-825-1245 Incoterm:
Validity Start Date: Fax: 306-825-1159 Incoterm
Description:
validity End Date: Email: Catherine.Winterhalt@huskyenergy.ca ASN Enabled: No
Delivery/Job HUSKY OIL
Location: OPERATIONS LTD.
. 7]

In Cortex Desktop, a Purchase Order appears in its electronic version and contains the Husky
original version as an attachment. Both versions include essential information such as the PO
identification number, description of materials ordered, prices, charging instructions , and more.

Upon receiving a new Purchase Order in Cortex Desktop , you can review its details in its
electronic version or in the attached Husky original copy. Use the Husky original PO as a major
reference for all legal information on the PO , such as payment terms and pricing. It is
recommended to print the Husky original Purchase Order so that you can refer to it at any time.

Cortex Desktop ™ Husky Energy Inc.  Materials Supplier Guide



Chapter 1 Getting Started with Purchase Orders

Opening and Printing Husky Origin  al Purchase Orders
Husky original Purchase Orders are your main reference for all legal information on the PO. It is
recommended to review it attentively and to print it for reference.

rder:

To open and print the Husky original Purchase O

1 Todisplay the Husky original PO, do any of the following:

1 If you are viewing the PO in a Preview pane, click the View Attachment link under the

Purchase Order header.  The Husky original PO appears in the Preview pane.

Viewing the
Husky original
PO

| £ View Attachment k

Husky 0il Operations Limited Purchase Order: 8400009334

General Information

PO Date (YYYY-  2009-08-20 Contact: Carol Petrie Payment Terms:  Within 30 days
MM-DD): Due net
Currency: CAD Phone: 403-298-7325 Incoterm:

Validity Start Fax: 403-298-7481 Incoterm

Date: Description:

Validity End Date: Email: Carol.petrie@huskyenergy.ca ASH Enabled: No
Delivery/Job 11-16-050-78w5S

Location: -
4 | 3

1 Ifyou displayed the PO in a full -sized window, cl ick the View Attachment button at the
bottom of the  window. The Husky original Purchase Order is displayed in a new window
on top of the Cortex Desktop window.

TIP  To learn about the full  -sized view of the PO, refer to
Electronic Purchase Order Details on page 6.

Opening and Printing

The following is an examp  le of the Husky original PO viewed in the Preview pa ne:

x
File  Close
- e = = -

Husky Oil Operations Limited
Purchase Order 8400009333

pagetat 2

Husky

Information

PO Data 2008 AUG 20
Currency CAD Canadian Dofar
Dallvery Date 2008 AUG 27

Contact  Carsl oeme
gt

Phana

Requisitionsr  Sya Srown

Payment Terms Viihin 30 days Due net

Fax w3200 el
Emall B

[vendor Adaress.

snipping Addrese
11-16-050-TEWS

Billing Address
Fusky il Oparazons Limied

B 4430, S0 D
calgary. Alberta T2P 367
Fax (203)750-1850

AB
Recipient 3z

For HusKy Internal Use Only - UPG System

Hem [Deseription Quanbity | UM [ UnitPrice

‘amount Exsl. Amount Incl.

D [10005973 COVER GV VALVE (323} 208519012 =0 EA 355 00)] 1975000 31|@8T 22.120.00
PsT
|A=E Numbsr: US-21136-DR

2 [cunved ppe F a.00| 500000 3[@sT
BT
|AFE Number: US-21136-DR

Total Exciuding Tax CAD 24.750.00
Total GST 1.237.50
Total PST 2.73250
Total Including Tax CAD 27.720.00

[Tax coda Lagena
21. 5% GST-T%EST

4 Cortex Desktop Husky Energy Inc.
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Chapter 1 Getting Started with Purchase Orders

2 When the Husky original PO is displayed, you can change the magnification settings to your

= * I3E-.1°.-"o -

preferred size using the zoom buttons , at the top of the Preview pane.

3 To print the Husky original PO:

a Clickthe Print icon, §| in the top left corner of the Preview pane.
A standard Page Setup  window is displayed.

b Change any print settings, if required, and then click OK to print the Purchase Order.
4 If you wish, you can also save the printed version of the PO in PDF format.
To save the PO, clickthe  Save button , Q| in the top left corner of the Preview pane.

5 Close the Husky original Purchase Order as follows:
1 If you are viewing the PO in the Preview pane, select any other document in the Inbox

1 Ifyouare viewingthe POinafull -sized window, clickthe  Close button , il in the top
right corner of that window.

Cortex Desktop ™ Husky Energy Inc.  Materials Supplier Guide



Chapter 1 Getting Started with Purchase Orders

Opening and Printing Electronic Purchase Order Details

The easiest way to view all details of an electronic Purchase Order is to open itinafull -sized
window.

To open and print  electronic  Purchase Order details:

1

In your Inbox , double -click the Purchase Order row.

The Purchase Order is displayed in a full -sized window.
MEIES
tian  Help
Purchase Order
Husky Purchase Order: 8400202185
Information
PO Date: 11/05/2M0 Contact  Cathie \Winterhalt Delivery Locaior  HUSKY OIL OPERATIONS L
Cunrency: GEP Phone: 306-825-1245 ASN Enabled: MNa
Walidity Start D ate: Fax: 306-825-1159 Incoterm:
Validity End Date: Email: Catherine. Winterhalt@huskyenengy. Incoterm Description:
Yendorinfo.—————— Billing Address |
B = S e o T s
e Automation partrer. Ay Within 30 days Dus et
invaices relating ta this purchass order therefars
haghe sonlie - § st be submitted ta
Heo g & o Husky via our Automation partner.
Far Husky Intemal Use Only - TST System
Gengral | Item Datails Cost Objects PO Details PO Tems & Conditions POLine#t: 10
N PO - M ial | Husk Vend
Quant oM B8 Do N Do o Rolun | Mot | Mo
MNo 10 PIPE PLASTIC 4" PE SDR7.3HDPE 3408 BLK. 50.00 (M 465 M 23250 GST 100429239
View the original |} Preview and print } ( Close the PO
Husky Purchase || the PO electronic || and return to
4] Order. version. the Inbox.
tark as Actioned N WVigw Attachment |
For a detailed description of the Purchase Order, refer to Understanding Electronic Purchase
Orders onpage 24.
You can click the View Attachment button to display the Husky original Purchase Order.

For more details, see  Opening and Printing Husky Origin  al Purchase Orders on page 4.

If you wish to print the electronic PO, click the Print  button, then in the window that opens
clickthe File menuand select Print

Toreturntoyour Inbox ,clickthe Close button.

TIP  Print an electronic PO and use it as a title page for the Husky original PO.

Cortex Desktop ™ Husky Energy Inc.  Materials Supplier Guide



Chapter 1 Getting Started with Purchase Order s
You can process several PO types in Cortex Desktop:
1 Consignment POs  : for replenishing  consignment stock
1 Materials POs : for e quipment or goods that involves the shipment of the ordered items to
Huskyds warehouse ar other | ocation
1 Services POs : for requesting specific services to be render ed.
Depending on the PO type, different workflows ar e taken in Cortex Desktop; therefore
identifying the PO type is a very important step.
The easiest way to identify the PO type is to look atthe Doc Type columninthe Inbox . This
column shows a letter, indicating the PO type:
i C for Consignment Eorl:e:-c Desktop -
q M for Materials File  Tools Reporks  Admimistration  Help |
T S for Sevices T F
. . {5 Search and Filter 1
For example, a Materials PO will — i
. Confirmation x
be shownin the Cortex Inbox U n,_m Doc# |
as POi M. 15001590 | 8400 This is a 20101215__:
15001588 8400 Materials PO. INVOICEB. |
15001587 | 84002 . INvoICECT1]
5 Al Trading Partners 15001579  |8400202240 |[POM 340020224I
+Husky Energy Inc. 15001575 | 8400202231 | Invoice Ack | 20101206_]
15001556 | 8400202231 |POS 8400202231!
__________ | [rsomsse _ |ssooonzos_ |Pos_ _ _ _ |ssooonozs
You can view a brief explanation on PO types in the tooltip over the Doc Type column header.
To view the tooltip, hover yoheadermouse over the columnoés
Search and Filker |
gnnfilmatinn PO # Doc Type = Doc # Trading Partner |
15001486 8400202212 Goods Receiptiiok [ 3-58rvices, M-Materials, C-Consignments [
15001461 8400202207 Invoice Ack 20101122AM02 |Husky Energy Inc.
Cortex Desktop ™ Husky Energy Inc.  Materials Supplier Guide 7



Chapter 1 Getting Started with Purchase Orders

You can also determine the PO type from the Item Category that the items on the PO fall into.

1 Inyour Inbox ,double -click onthe row of the desired Purchase Order.

The Purchase Order is displayed in a full -sized window.
2 Look atthe Item Category columninthe General tab. AllLine Items on the PO are
marked with the same letter: C for Consignment, M for Materials, or S for Services.
Purchase Order
Husky Purchase Order: 8400202185
~ Information
PO Date: 11/08/2010 Contact  Cathie Winterhalt DeliveryLocabor  HUSKY OIL OPERATIONS L
Curmrency: GEP Phone: 30E-825-1245 ASN Enabled: Mo
Walidity Start D ate: Fax: 30E-825-1159 Incotermc
Walidity End D ate: Email: Catherine winterhalt@huskyenergy. Incoterm Descripton:
Vendorlnfn————————————— Billing Address

Papment Terms:
i e o - S Thig Purchase Order has been zent via Husky's Within 30 days Due net
Automation partner. Any
invoices relating to this purchase oider theretore
agks -l must be submitted to
S - - Husky via our &utomation partner.

For Husky Internal Use Orly - TST Spstem

General | Item Dietails Cost Objects PO Details PO Termns & Conditions POLinett: 10
B PO a Matenal | Husky Yendor
Item Delivery b o Unit Per Met Tax ERS : o
Line | Description Quanti| UOM = E Return Material | Matenal
Category | Complete # Price UOM | Amount | Type Indicator Indicator | Id Id
Ho 10 |FIPE PLASTIC 4" PE SDR7.3HDPE 3408 BLE 5000 |M 4.5 [ 23250 GST 10042929

Item Category determines the
PO type and your workflow.
This is a Materials PO.

Mark as Actioned “igw Attachment Fririt I Close

How to Proceed

Upon determining the PO type, follow the appropriate workflow:

1 For Consignment POs, proceed to Managing Consignment Purchase Orders on page 75.

I For Materials POs, proceed to Understanding the  Materials Workflow in Cortex Desktop
on page 9.

1 For Services POs, referto Husky Energy Inc. S ervices Supplier Guide , which can be
accessed from the  Cortex Training and Support web site ( www.cortex.net ).

Mixed Purchase Order s

In rare cases , you may receive mixed Purchase Orders that include Line Items from multiple
categories, for example, both Services and Materials. In this case, the PO type will hold a
combination of the relevant letters , forexample, PO-SM. Contact the PO issuer to confirm that
was the intent. If so, process each of the PO Line ltems ac cording to its specific workflow.

8 Cortex Desktop ™ Husky Energy Inc.  Materials Supplier Guide
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Chapter 2

Understanding the Materials Workflow in Cortex
Desktop

The Materials workflow in Cortex Desktop allows you to process Materials Purchase Orders.

The workflow convey s information specific to the materials delivery process such as full and
partial shipments, materials exchange, and return s. The automated invoicing feature allows you
to submit accurate charges for the materials and quantities delivered, according to the agr eed

prices , and to easily issue Credit Invoices for returned materials.

This chapter outlines the workflow that you should follow upon receiving a Materials Purchase
Order. The workflow includes a brief description of each of its stages and provides links to
detailed descriptions and instructions.

IMPORTANT ¢ Your Go Live date  has been provided to you by the Cortex training and
on-boarding team.

T All Materials POs issued on or after the Go Live date must be processed
using Cortex Desktop.

1 All Materials POs issued prior to Go Live will be handled the old way.




Chapter 2 Understanding the Materials Workflow in Cortex Desktop

Materials Workflow Stages

The Materials workflow starts when you receive a Materials PO.

NOTE Tofind out the PO type, referto Identifying Purchase Order Types on page 7.

The main stages of the workflow are:

1

Receive PO in your Cortex Inbox.

Ifthe PO has an Ack Required  status , you will need to acknowledge the PO . For more
details, referto  Acknowledging Materials  Purchase Orders on page 13.
Reviewing the Materials PO.

Prior to shipping materials, review the Purchase Order att entively. Make sure all details are
clear and correct.

For a detailed explanation of Purchase Orders for materials, refer to Reviewing Materials
Purchase Orders on page 23.

Ship the ordered goods

Receiving an Accepted Goods Receipt Acknowledgement.

Once Husky Energy Inc. receives the shipped materials , a Goods Receipt Acknowledgement
with the Accepted status is sent to your Cortex Inbox .An Accepted Goods Receipt
Acknowledgement shows the quantities that were approved by Husky Energy Inc. and can

be invoiced.

For more details, refer to Receiving Goods Receipt Acknow ledgements on page 33.

Invo icing Accepted Goods Receipt Acknowledgement.
You can invoice all  Accepted or Accepted Changed Goods Receipt Acknowledgements.

Upon sending an Invoice, wait to receive an Accepted Invoice Acknowledgement. That
acknowledgement means Husky Energy Inc. has ¢ ommitted to pay the Invoice. At this
stage, your workflow for that shipment may be complete.

If your Invoice is rejected, fix it according to the rejection reason.

For more details, refer to Invoicing Materials on page 44.

Receiving Material Return notification.

This stage is optional and occurs only if Husk y Energy Inc. requests to return materials. In
Cortex Desktop, you are notified of this request by a changed PO and by a Goods Receipt
Acknowledgement with the Material Return status.

For more details on these documents, refer to Receiving Material Return and Exchange

Notification s on page 57.

10
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Chapter 2 Understanding the Materials Workflow in Cortex Desktop

7  Creating a Credit Invoice.

After you receive  a material return request, issue a Credit Invoice for the returned quantity.
For more details, refer to Creating Credit Invoices for Materials on page 67.

Materials Workflow Diagram

The following diagra m shows the main  steps of the Materials work  flow:

NOTE  See also a detailed Materials workflow in Appendix A: Detailed Materials Workflow on
page 89.

Materials Workflow

—

Receive PO in your Cortex Inbox. )

(2 Review PO details for accuracy, )

(3 Ship the ordered goods. )

L 4
4 Receive an Accepted
Goods Receipt Acknowledgement.
5 Invoice an Accepted Goods Receipt
(attachment required).
v
6 Receive an Accepted Invoice j

Acknowledgement.

7 Receive a material return request.

8 Create a Credit Invoice (attachment
required).

Cortex Desktop ™ Husky Energy Inc.  Materials Supplier Guide
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NOTES

1

The execution of Materials Purchase Orders involves close interaction with your

Husky counterpart. Contact your Husky counterpart whenever you have questions

about incoming documents. Expect to be contacted when a materials exchange or
return is needed , or if any issues arise.

Cortex Desktop allows you to exchange your documents. It does not function as
an inventory system. To obtain full information on shipped and open quantities for
a Materials PO, refer to your own system.

12
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Chapter 3

Acknowledging Materials

Purchase Orders

This chapter includes the following sections:

1

About Purchase Order Acknowledgements , page 14, gives a general explanation on
Acknowledgements

Acknowledging Purchase Order s, page 14, explains when and how to create PO
Acknowledgements

Understanding Purchase Order Acknowledgement Form s, page 17, explains
appearance of PO Acknowledgement s and their main fields.

Making Changes on Purchase Order Acknowledgements , page 19, explains which
details can be changed on PO Acknowledgement s and p rovides instructions on those
changes.

PO

13



Chapter 3 Acknowledging Materials Purchase Orders

About Purchase Order Acknowledgements

A Purchase Order Acknowledgement functions as a one - step negotiation, in which you can

confirm your ability to ship the ordered goods and/ or make some changes to the PO. Through
PO Acknowledgements, you can also communicate any important information to Husky, for

example, explaining your changes or requesting any other corrections on the PO.

Acknowledging Purchase Order s

If Husky wants youto confirm thatyou are able to filla PO or some Line ltems on it, you receive
a PO with the  Acknowledgement Required (Ack Required ) status.

TIP  AllPOs withthe Ack Required  status appear in bold blue font.

This PO requires your
Search and Filter

acknowledgement.
Confirmation = Trading Trangaction Time Delivery .
# PO & Doc Type “|Doctl Partner Stamp Location glalus ,
15001215 8400202203 PO-M 8400202203 Husky Energy... | 11/15/2010 11:39 AM HUSKY OIL OPE... | Ack Required L

A PO is assigned the Ack Required  statusif atleastone  ofits Line ltem s requires
acknowledgement.

IMPORTANT Goods should not be shipped based on an Ack Required PO. You need to
acknowledge the PO first and receive another PO from Husky with same
number and the New status.

14 Cortex Desktop ™ Husky Energy Inc.  Materials Supplier Guide



Chapter 3 Acknowledging Materials Purchase Orders

To submita  Purchase Order Acknowledgement:

1 In the Cortex Inbox ,double -clickthe Purchase Order with the Ack Required status that

you want to acknowledge.
The Purchase Order Acknowledgement form opens.

Purchase Order Acknowledgement

Husky Purchase Order: 8400009707
PO Details POlssuer ———— | (Billing Address | [ Vendor Info.
- 112 - Husky Oil Dperations Limited iy Company Lid

PD_D alE A2 s - ARl Husky Oil Dperations Limited PO B 1234 5675

Valid between: Phone: 403-513-7713 Box 4490, Sin D 15t Ave

Currency: CAD Fax: Calgary, Alberta T2P 367 Calgary

Incoterms: Email:  alan.matthews@huskyenengy. Fax:[403)750-1850 T2T 0

com

Payment Terms:  “Within 30 days Due net

Carmments

ASHN Enabled: No ;I

Delivery Locaborr  See Line ltems
Ack . Item FO . Deliveny . Lrit Delivery/lob
Required Riejected Categary | Line # Descriplian Schedule OQuantity Frice Camment Lacation

L3 No r M 10 PACKAGE WELL COMPLETION Delivey Scheduls |5 500.00 HUSKEY OIL OPE|
Tes - il 20 GAGE PIPE PIT PPG-007 . R. THORFPE Delivery Scheduls |10 78.00 Llowd Praduction.

View | Subrmit | Close |
2 Review details onthe PO Acknowledgement. For more information, refer to Understanding
Purchase Order Acknowledgement Forms onpage 17.
3 Inthe Comment s field, e nter the order number as listed in your system , along with any

changes . For more information on changing PO Acknowledgements , referto Making Changes
on Purchase Order Acknowledgements on page 19.

4  Click the Submit button.
The status of the PO changes to Acknowledged

5 Once your PO Acknowledgement reaches Husky, it is reviewed and a decision is made:

1 Ifyoumade no changes onthe PO Acknowledgement, or Husky approves all your
changes, they will send you a PO with the same number and with the New status.

Search and Filker
gonfilmalion PO # Doc Type = | Doc # |leading Trangaction Time I[)elivglp Status
15001039 8400202185 PO-M 8400202185 Husky Energy... | 117052010 12:15 PM HUSKY OIL OPE... |New
15001037 8400202184 PO-M 8400202184 Husky Energy... |11205/201012:14 PH HUSKY OIL OPE... |Hew
15001526 8400202227 PO-S 8400202227 Husky Energy Inc. | 12/03/201011:12 AM Husky Oil Operations. .. | Actioned

1 IfHusky doesnot accept all of yourchang es, you may receive another PO with the Ack
Required status . In that case, you need to respond with another PO Acknowledgement,
as described in steps 1 to 4 of this procedure. You may receive mu ltiple Ack Required

Cortex Desktop ™ Husky Energy Inc.  Materials Supplier Guide
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POs and submit a PO Acknowled gement for each of them before the PO is finalized . Note

that all these documents will have the same number.

This PO is being negotiated
through multiple
acknowledgements.

Search and Filter :
Confirmation PO # Doc Type = | Doc # Llaa';irllr;? g::;;aclion Time E:(I:i;g‘lj_\:l Status :
15001215 8400202203 PO-M 8400202203 Husky Energy... (1141572010 11:39 AM HUSKY OIL OPE... |Ack Required |
18001212 8400202203 PO-M 8400202203 Husky Energy Inc. | 11/15/2010 10:41 &M HUSKY OIL OPERA... | Cancelled '
1501210 8400202203 PO-M 8400202203 Huszky Energy Inc. | 11/15/2010 10:41 &M HUSKEY OIL OPERA... | Cancelled |
15001206 8400202203 PO-M 8400202203 Husky Energy Inc. | 11/15/2010 10:32 &M HUSKY OIL OPERA. .. |Acknowledged |
15001039 8400202185 PO-M 8400202185 Husky Energy... (1140572010 12:15 PM HUSKY OIL OPE... |New :

Purchase Orders with the Acknowledged status are not actionable. They remain in your  Inbox
so you can easily understand the PO history i whether and when it was acknowledged, and what
changes were made. Once youreceive a New PO, which does not require acknowledgement,

you can manually archive POs with the Acknowledged status.

the Cortex Desktop Feature Guide , which

NOTE  For more information on archiving, refer to
can be accessed fromthe  Cortex Training and Support web site ( www.cortex.net ).
TIP  Acknowledged POs in your Inbox store the PO original details. If you want to see the

Sent folderand view your
Sent to trading

changes you made on the PO Acknowledgement, open the
PO Acknowledgement there. Sent PO Acknowledgements have the
partner  or Queued for sending status.
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Chapter 3 Acknowledging Materials Purchase Orders

Understanding Purchase Order Acknowledgement
Form s

The information on a Purchase Order Acknowledgement is organized into a Header , appearing
at the top, and Line Items  that are displayed in the lower area of the PO, as shown below.

Purchase Order Acknowledgement

PO Acknowledgement
Header

Purchase Order: 8400009707

POlssuer |  Billing Address— [ Vendor Info.
- 12 - Husky 01l Operations Limited Iy Cormgany: Lo
PD_D ate: 20031247 e - Al =il Husky Oil Dperations Limited PO BOx 1234 5678
Valid between: Phone: 403-513-7713 Eow 4430, Stn D 15t Ave
Currency: CAD Fax: Calgary, Alberta T2P 3G7 Calgary
Incoterms: Email:  alan matthews@huskyenengy. Fax:(403)750-1850 T2T 01
oom
Paypment Terme:  ‘within 30 days Due net
— Comments
ASHN Enabled: No ;I
Delivery Locationr  See Line tems
~|
Ack Item FO Delivery Uit Deliventlob
Required Reiected Category| Line # Description Schedule Ouanlity Piice Comment Location "
No I I 10 PACKAGE WELL COMPLETION Delivery Scheduls |5 500.00 HUSKY OIL DF‘E"
r I 20 GAGE FIPE PIT PRG-001 W.R. THORPE Delivery Schedule |10 7800 Llapd Production

[Line ltems

Wiew Submit Cloge
Purchase Order Acknowledgement Header

The PO Acknowledgement header contains information pertaining to the entire PO. Th is
information is organized int o the following areas:
T PO Details
T POlssue r
1 Billing Address
9  Vendor Info

Review these details on the header and make sure that they are correct. Contact your PO

issuer if you have any questions.

NOTE The PO Acknowledgement header contains the same details as the PO header ,

but they are laid out differently. For more details on each of the fields, refer to
Purchase Order Header on page 24.
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Purchase Order

T Comments

I Enter the order number as listed in your system, along with any changes . For

example, if Incoterms on the PO details are wrong, you can point that out in the commen t

that you enter.

Acknowledgement Line Items

A Purchase Order Acknowledgement can include Line Items that require acknowledgment as well

as those thatdo  not.

1 If a Line Item requires acknowledgement
Some of the fields on the line
an edit able field contains a link,
field. For details on PO Acknowledgement changes
Order Acknowledgements onpage 19.

are editab le and appear against

1 For Line Item s that do not require acknowledgement , the Ack Requir

, the Ack Requir ed column displays Yes.
a blue or white background. If
click that link to view and edit additional information on that
,referto  Making Changes on Purchase

ed column

displays No, and the entire line is disabled for editing. You can click links in the fields to

view additional information but you will not be able to change them .

The followin g is an example of Line ltemson a PO Acknowledgement:

This Line Item does

not require
acknowledgement
and is disabled for Click links on gray
_____ editing. N fields to view S

additional details.

U L
Category | Line # Description

Comment

Deliverydlob
Location

M 10 PACKAGE WELL COMPLETION

HUSEY OIL OPE

M 20

GAGE PIPE PIT PPG-001 /.R. THORPE Deelivery Schedule

"Yes" in this column
indicates that the Line
Item needs to be
acknowledged.

Click links on blue
fields to view and
change additional
details.

All blue fields must be
filled in. You can
change them if
needed.

Llowd Production.

It is optional to
provide data in white
fields on PO
Acknowledgements.

Wigw

Subrmit Cloze

18

Cortex Desktop ™ Husky Energy Inc.

Materials Supplier Guide




Chapter 3 Ackn owledging Materials Purchase Orders

Making Changes on Purchase Order
Acknowledgements

While acknowledging a PO, you can make changes on the Line Items that require
acknowledgement . This includes

Changing p rice

Changing q uantity

Changing d elivery schedule

Reject ing entire Line Items

= =4 -4 -—a -2

Adding comments
Changing Price

Price negotiationis  the primary purpose of PO acknowledgements. Review the suggested price
and change it if needed.

To change the price:
1 Onthe PO Acknowledgement, loca  te the Line ltem  for which you want to change the price

2 Inthe Price column, enter the new price.
When you click outside of that field, t he Sub Total , Tax Amount and Net Amount on the
PO are automatically updated.

3 If you wish, you can provide the change r eason in comments.  For more details, see  Adding
Commentsto Purchase Order Acknowledgements on page 21.

Changing Quantity

Changing quantity is one of the ways in wh ich you can negotiate your PO through a PO
Acknowledgement.

You may need to change the quantity (for example, to match minim um or maxim um quantities
you supply or when you do not have sufficient amount in stock ). Note that ¢ hanging the quantity
also involves changing the delivery schedule for that item.

To change quantity on a PO Acknowledgement:
1 Onthe PO Acknowledgement, locate the Line Item for whichyou wantto change the
quantity.

2 Inthe Quantity column, enterthe  new quantity.
When you click outside of that field, the Sub Total , Tax Amount and Net Amount on the
PO are automatically updated.

3 Click the Delivery Schedule link onthat Line Item  and update the delivery schedule to
match the new quantity. If you do not, you will not be able to submit the PO
Acknowledgement , and a message about mismatching quantities will be displayed. For more
details, referto  Changing Delivery Schedule  on page 20.

4 If you wish, you can provide the change reason in comments. For more details, see  Adding
Commentsto Purchase Order Acknowledgements onpage 21.
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5 Make any other necessary changes onthe PO Acknowledgemen

If you are changing the quantity while editing
sub total, ta x amount and net amount
Changing Delivery Schedule

more details, refer to

Changing Delivery Schedule

You may need to change the de
date requested,

To change the delivery schedule:

1 Onthe PO Acknowledgement, locate the Line Item on which you

schedule .

2 Click the Delivery Schedule
A list of requested shipment

livery schedule
or if you cha nged the total quantity on

link to open
s for that Line It

t,and click Submit

the delivery schedule , the quanti ty, as well as the
, on the PO Acknowledgement update automatically . For
on page 20.

, i.e. when you cannot provide the goods by the
a Line Item.

must change the delivery

Delivery Schedule Editor
em is displayed.

Click this link to open

Delivery Schedule Editor x . .
X v = Delivery Schedule Editor
Pleaze enter guantities and delivery dates for this PO Line ltem: - for \{IEWIHQ and Edltmg
delivery schedules.
Aok Reiected ten PO Lineltem #: 10-pipenomaster 10 Delivery
Required BEES Cat . Schedule Price 1
Quantity 19 FT — —
b ez Il il Delivery Sche 10.00 [
- ——— —— — ol
| Sub-Line Item # Quantity Delivery Date
1 15.00 m/2z2/200
Quantity Delivery D ate
I |D1£14£201D ;I Add
Cloze |
3 Change the Delivery Schedule in any of the following ways:
1 Tochange quantity ,clickinthe Quantity field and type in the new amount .
1 Tochange the delivery date ,clickinthe Delivery Date field and then select the date

from the drop

1 Toadda new shipment,

1  Toremove a shipment from the schedule, click the

-down calendar.

in the
quantity , then select the delivery date
The shipment is added to the list in the

lower area of the  Delivery Schedule Editor enter the
, and clickthe Add button.

Delivery Schedule Editor

delete button ,, on the left.

20
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Example

7

The original delivery sch  edule is one shipment for 100 items , butyou need to break it into
two shipments  with a minim um quantity of 60 per shipment. In this case, you can change
the delivery schedule as follows:

a Change the guantity on the sub -line 1 from 100 to 60, and update the delivery date
by selecting it from the Delivery Date drop -down in that line

b Inthe lower area ofthe Delivery Schedule Editor ,enter 60 inthe Quantity field,
choose to the relevant delivery date , and then click Add .

Review the updated schedule to make sure itis correct.

Click Close . The Delivery Schedule Editor closes, andt he update d Delivery Schedule is
saved as part of your PO Acknowledgement. The Sub Total , Tax Amount  and Net Amount
on the PO update automatically.

NOTE If the total quantity was changed as part of the delivery schedule, the Quantity
column, as wellas Sub Total , Tax Amount and Net Amount , on the PO
Acknowledgement form are automatically updated.

If you wish, you can provide the change reason in comments. For more details, see  Adding
Commentsto Purchase Order Acknowledgements onpage 21.

Make any other necessary changes on the PO Acknowledgement, and click Submit

Rejecting Line Items on Purchase Order Acknowledgement s

While acknowledging a PO, you can reject entire Line ltems. For example, you can use this
option when you no longer supply specific goods, or if some details , i.e. the tax package, are
wrong but you ¢ annot change them on the PO Ack nowledgement.

To reject a Line Item:

1

2

On the PO Acknowledgement, locate the Line Item you want to reject.
Select the check box in the Reject column of that Line Item.
Inthe Comments column, enter your rejection reason. For more details, see  Adding
Commentsto Purchase Order Acknowledgements on page 21.
Make any other necessary changes on the PO Acknowledgement, and click Submit
NOTE  If yourejected a Line Item, the line n umbering in the final PO may not be sequential . For

example , if you rejected  Line Item 20 on the PO Acknowledgement, it will not appear on
the final PO, and the line numbering on the PO will go from 10 to 30, skipping line 20.

Adding Comments to  Purchase Order Acknowledgements

You can use comment s to communicate any information to Husky. Th ere are two level s of
comments on the PO Acknowledgements:

1

Comments areainthe header 1 communicates any informa tion pertainingto the entire
Purchase Order, including the order number as listed in your system.

Comment field on a Line Item that requiresa  cknowledgement 1 this field is more
convenient for comment s on that Line Iltem. For example,y  ou can explain the reason for
any changes you made

Cortex Desktop ™ Husky Energy Inc.  Materials Supplier Guide
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To add comment S:

1 Onthe PO Acknowledgement, enter

2 Make any other necessary changes on the PO Acknowledgement, and

Husky

Purchase Order Acknowledgement

ASN Enabled: Mo

Delivery Locabon:  See Line ltems

Papment Terms:  “Within 30 days Due net

your comments in the appropriate

Comments field.

click Submit

Purchase Order: 8400009707

PO Details POI Billing Addre Wendor Info.
PO Date: 20091217 Mame: Alan Matthews ’Eus}w el DP:::::E:E tm:g g’g gngja;;rstg-m
Valid between: Phone: 40 st Ave
Currency: CAD Fayx: Enter comments T2F 3G7 E=lEry
Incoterms: Email: all pertaining to the entire PO. 550 T2T 0.1

© For example, the order

number in your system.

Comments

Use this
Comment field
Ack . Item PO L Dielivery . Unit i
Fiequired Riejected Category | Line # Description Schedule Buiantiy Frice Camment '::)rt?!eattall_llsrlgelltaetrerld
» I ] 10 PACKAGE WELL COMPLETION Delivery Schedule |5 500.00 )
] 20 GAGE PIPE PIT PPG-001 '.F. THORPE Delivery Schedule

22
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Chapter 4

Reviewing  Materials Purchase Orders

Your work in Cortex Desktop starts with receiving a Purchase Order from Husky Energy Inc.

This chapter includes the fo  llowing sections:

1

Understanding Electronic Purchase Orders , page 24, explains the main elements o fan
electronic PO. The section also points to the key details that you need to check on a
Materials PO to ensure its accuracy.

Understanding Material ~ Purchase Order Statuses , page 30, describes the life cycle of a
Purchase Order by explaining its possible statuses.

Marking Materials Purchase Order s as Actioned , page 31, explains how to change the
status of your PO from  New or Changed to Actioned
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Understanding Electronic Purchase Orders

It is very important that you understand
ordered materials.  If any changes to the PO are re

Inc. and expect to receive a changed Purchase Order.
automatically implies  that you agree to the PO terms.

The information on a Purchase Order is organized into a
that are displayed in the lower area of the PO, as shown below.

Purchase Order

Header

Husky

header , appearing at the top, and

Purchase Order: 8400202207

the Purchase Order details before you start shipping
quired, communicate them to Husky Energy
Remember thats hipping materials

tabs

.|

| [~ Information

PO Date: 11/22/2010 Contact  Cathis ‘winterhalt DeliveryLocation: ~ HUSKY OIL OFERATIONS L

Currency: CAD Phone:  306-8251245 ASN Enabled: N
Validity Start Date: Fax: 30E-225-1159 Incoterm
Validity End D ate: Email: Cathering Winter ey Incoterm D

Vendor Info: Billing Address——————————————
- = ah - T Fusess Bk lissl + via Huskys Payment Terms:

S TP e v i Purchase Oider has been sent via Husky's

- Automation partner. Any Within 30 daps Due net

invaices relating to this purchase order therefore
must be submitted to
Husky via our Automation partner.

e g
(1553 « TR—

For Husky Internal Use Only - TST System

Genedl | ltemDelals | CostObieels | PODelals | PO Tems & Condions POLinedi: 20
- PO . Material | Husky Vendor -
:Zl::':egnly gu‘:n“;lee'l,:a I"‘i"e Description Quanti UOM lei'::le EgM x;lnunl };;e FnF:]iscalm E;li'::lm matelial matelial gsﬂ;g:ﬂe
M MNo 10 INSULATION PIPE 16" 1 1/2" THE X 36" 800 FT 3918 ] 95,52 GST 0E100051 Delivery Schedule
MNo 20 INSULATION PIPE 2% 1" THE % 38" 141.07 |FT .31 ] LT | GST 0g100011 Delivery Schedule
M MNo 30 INSULATION PIPE 16" 1 1/2" THE X 36" 1097 |M 3918 ] 42992 GST 0E100051 Delivery Schedule
M MNo 40 CABLE HEAT TRACE FOR M. CABLE PT-10-TK 10,00 |M 40.00 ] 400,00 GST 05200008 Delivery Schedule
Mark as Actioned_ | View ditachment | Piint Close
TIP  To better view the PO details, double -click to display it in a full -sized window.
In th is section , learn about:
9 Purchase Order Header , page 24
9 Purchase Order Tabs , page 25
1 Evaluated Receipt Settlement (ERS) , page 29
1 Ensuring Accuracyin  Materials Purchase Order s, page 29
Purchase Order Header
A PO header displays details  that pertain to the entire Purchase Order. These details includ e:

9 Purchase Order number 1 the identification number of the PO.
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1 PODate i thedatethe PO was issued.

I Currency 1 the indicated currency applies to all Line Items on the PO.

i1 Validity Start Date and Validity End Date i these date sare not applicable to Materials
Purchase Orders

I Contact 1 these ared etails of the Purchase Order issuer , who is your contact for questions
about the PO.

1  Delivery location T This field shows the address to which the ordered materials should be
shipped.

TIP  If the goods have to be delivered to multiple locations, this field reads fiSee Line
Items 0. In that case, view locations for each Line ltem inthe Item Details tab of

the PO. For more details,r eferto Item Details Tab onpage 28.

You can also ¢ heck the Husky original Purchase Order for the locations for ship ping
materials . Referto Opening and Printing Husky Origin  al Purchase Orders on page 4
for details.

ASN Enabled 1 this field is no longer used by Husky.
Incoterms  and Incoterms Description
Payment Terms 1 the terms of payment according to your agreement with Husky.

Vendorl nfo.7 your companyé6s. detail s

=A =4 -4 A -2

Billing Address 1 not applicable as Invoices must be submitted electronically using Cortex
Desktop .

The following is an example of a Purchase Order header:

PO identification
Purchase Order

r ﬁ Purchase Order: 8400202207
PO date and Your Husky l Delivery location

currency contact person

11222010 Contact  Cathie Winterhalt

PO Date: Delivery Locabior  HUSKY OIL OPERATI . B
Cumnency: Cal Phone: 306-825-1245 ASN Enabled: No This PO is not
Walidity Start Date: Fax: 306-825-1153 Incoterm ASN-enabled
Validity End Date: Email: Catherine Winterhalt@huskyenergy. I D iphi

Vendor Info:

L T IRTRIRT™

Billing Address b " Incoterms and
ayment Terms: i i
This Purchaze Order has been sent via Husky's yWithin 90 days D their description
Automation partner. Any ¥
invoices relating to this purchase order therefore
Payment
terms

must be submitted to

Husky via our Automation partner,
Your company's

details

Husky's billing

address

For Husky Internal Use Only - TST System

Purchase Order Tabs

Purchase Order tabs provide details specific to ordered items. By default, the General tabis
displayed when a Purchase Order is opened . Click other tabs to review all the information
available for this Purchase Order.

General Tab
The General tab of the Purchase Order itemizes the materials ordered with their quantity , price,
and other details. Each ordered item appears on a separate line and is referred to as a PO Line

Item . A PO can include one or multiple Line ltems
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The following is an example of the General tab on a Purchase Order:
By default, the You have
General tab is the selected PO
first tab displayed. Line ltem20.
Generdl Item Details Cost Objects PO Details PO Tems & Conditions: POLine: 207
" PO 2 Material | Husk Vend "
I[Ez;:goly [I?u?nh;r;lye I{‘i"g Description Quanti| UOM gl’i'::le EEI’M :;‘nunl 1339 IEnF:]iscalnl EE;:EEO' m::'!:;al MZ"‘EE‘;I gz::;::ﬂe
M Mo |10 |INSULATION FIPE 16" 1 1/2" THK X 36" g0 (FT  |aai1s M 9552 |GST 05100051 Delivery Schedule
No |20 |INSULATION PIPE 2" 1" THK % 36" 14107 [FT [8d M /73 |GST 06100011 Delivery Schedule
Np—a0’ “nsiaTioy pIPE 16" %1 1/2" THE % 38" 1097 |M 918 M 42992 |GST 0100051 Delivery Schedule
Item Cat i 10 fve” b
ltem Category Y PO Line Ite_ms are \RAEE FOR: M1 CABLE PT-10-TK. 10.00 b 40.00 W 40000 |GST Use the scroll bar |?e|.v ) E.dule
indicates this is automatically to view all the Click this link to
a Materials PO. numbered in Make sure Description, Click this link to columns review the
increments of 10. Quantity, UOM and Unit review tax details. . delivery schedule.
Price are correct.
-
The following information is provided f or each L ine Item:
Field Name Description
Item Categorizes items ordered:
Category

1 C for Consignments
1 M for Materials

1 S for Services

In Cortex Desktop, you need to follow different workflows for each of these
item categories.  Typically, all Line | tems on the PO are of the same
category, and they determine the PO type.

This Guide describes how to handle Purchase Orders for materials, which

can be represented with Materials or Consignment  Purchase Orders . For
details on handling  Services POs , refer to Husky Energy Inc. Services
Supplier Guide . The Guide can be accessed from the Cortex Training and
Support web site  (www.cortex.net ).

Delivery Always displays No on new Purchase Orders . This value can be changed to

Complete Yes if Husky Energy Inc. sends you a Changed PO after the ordered items
have been delivered. For more details, refer to Understanding Material
Purchase Order Statuses on page 30.

PO Line # The PO Line Item number.
The PO Lines Items are automatically numbered in the increments of 10.

NOTE: PO line numbering may not be sequential . This happens if the PO is
based on the PO Acknowledgement and you rejected some Line Items on

it. For example, if you rejected Line Item 20, it is omitted from the PO and
numbering goes f rom 10 to 30, skipping line 20. For more details, refer to
Rejecting Line Items on Purchase Order Acknowledgement s onpage 21.
Description The description of the item s ordered.
Quantity The quantity ordered.

If you do not have the entire ordered quantity in stock, contact Husky

Energy Inc. to find out the best way to handle this PO. You may be able to

ship the available quantity first and complete the order later . Alternatively,
Husky may revise the order and send you an updated PO for the quantity

you are ready to ship.
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Field Name Description

uoM The unit of measure

Your Unit of Measure should match the Unit of Measure indicated on the
Purchase Order.Ifthereis a mi smatch bet ween HungBdy?bd

measure ( i.e. you are selling a certain type of goods in bundles while
Huskyds PO is for single items), the mi
f ol l owi ng unitafsmkeasure on the Purchase Order. You are

responsible to ensure that the correct quantity is shipped.

Unit Price The u nit price.

Always check that the price is correct. If a price change is required, work
together with your Husky contact person to ensure the price is amended to

the new correct price before procee ding further with the PO. After the price
change has been agreed upon, you will receive a cancellation of the current
PO, upon whicha Changed PO with the amended price will be sent to you.

Per UOM The unit of measure  to which the price applies.
Net Amount The net amount to be paid for the ordered item.
Tax Type This field displays the  applied tax type and allows you to view complete tax
package information.
Click the link to view the tax package in the Tax Information pop up
window.
x|
Tax 1 Tax 2
Tax Type GoodsAndS ervicesT ax
Country CA
State/Frov AR
Taz Exempt MonE=empt
Registration Humber
TaxFPercent 5.00
ERS Indicator If marked with an X, the Line Item includes the ERS indicator. Line Items

with the ERS ( Evaluated Receipt Settlement ) are automatically invoiced

once Husky Energy Inc. accepts the materials . You only receive an Invoice
Acknowledgement, without actually creating and submitting the | nvoic e.
For more details, referto  Evaluated Receipt Settlement (ERS) on page 29.

All Line Items of the same PO are identical with regard to the ERS

indicator.
Material A Material Return Indicator marks the Line | tems to be returned. This
Return indicator can only be provided on a Changed PO caused by material return.
Indicator For more information, refer to Understanding Changed Purchase Order s for
Material Return on page 59.
Husky The ID by which this material is identified at Husky Energy Inc.
Material 1D
Vendor Thevendor 6s p a rfor thearderbdetem.
Material ID
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Field Name Description
Delivery Click the Delivery Schedule link to view the requested quantities and
Schedule delivery dates for  that Line Item.
x|
PO Lineltem #: 20- COVER 0/W VALVE (323) #0851901
Quantity: 20 EA

Sub Line ltem ‘ Quantity Delivery Date

20 2010-01-20
2010-01-27

Close |

NOTE  Use the horizontal scroll bar at the bottom to view all the fields of the PO.

Item Details Tab

The Item Details tab displays additional details for any selected Line Item.

For example, i fthe PO header indicates that the PO has multiple delivery locations  (Delivery
Locaton f i el ds r ead S e, dherlyourcan cHetkéhens digm Details tab for the exact
delive ry address o f each single Line Iltem on the PO.

To view additional details of any Line Item:

1 Selectthe Line Item in the General tab.
The selected Line Item number is displayed in the top right corner, above the tabs.

2 Click the Item Details tab.

General | Itern Details | Cost Objects | PO Details PO Terms & Conditions POLine #: 20

Full Description: Delivery Address: Requisitioner
Tracking Numbes: Selected
LSD 5 1/2 02-37-10'w5M Delivery Date: 11/24/{ Line Item #
M aterial Group: 00E1
Material Desc.: INSULATION

Delivery
location for

Line ltem 20 ROCKY MOUNTAIN HOUSE AB T4T 147

Cost Objects Tab

The Cost Objects  tab appears on all Purchase Orders but is applicable to the Services POs only.
For more details, refer to Husky Energy Inc. Services Supplier Guide

PO Details Tab

If Husky Energy Inc. provides any additional details as part of their Purchase Order, these
details are displayed in the PO Details tab. This information is not mandatory and therefore
may not always appear on a Purchase Order .
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PO Terms & Conditions Tab

If Husky Energy Inc. includes terms and conditions with their Pur chase Order, these details are
displayed inthe PO Terms & Conditions tab. This information is not mandatory and therefore
may not always appear on a PO.

Evaluated Receipt Settlement (ERS)

An Evaluated Receipt Settlement (ERS) is an agreement between a Sup plier and Husky Energy
Inc. that states that Husky Energy Inc. will pay the Supplier when Husky Energy Inc. accepts
Service Receipts or materials

To be paid on the ERS process , the Supplier would have toreach ana greement with Husky
Energy Inc. Please c ontact your Husky Energy Inc. representative for more information

Purchase Orders to  which the ERS processing apply include an ERS indicatoron  all Line ltems in

the General tab of the Purchase Order. For more details, refer to General Tab onpage 25,in
Understanding Electronic Purchase Orders

Ensuring Accuracy in Materials Purchase Order s

Ensure the accuracy of the Purchase Order up front. The key details that you should always
check ona PO for materials are:

1 Description , Unitof M easure , Price , Quantity , Tax Package : You can checkt hese
details on either  the cortex electronic version or the Husky original version of the Purchase

Order.
1 Delivery Date , Terms and Conditions , and Ship To locations: You can c heck these
details on the Husky original version of the PO. Special terms and conditions may also
appear inthe PO Terms & Conditions tab of the electronic ~ Purchase Order .
1 For East Coast suppliers only : Check the qualityrequire ment s on Huskyds original
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Understanding Material Purchase Order Statuses

A Purchase Order in Cortex Desktop may be in one of the following statuses:

1  Ack Required: A brand new Purchase Order in which at least one Line Item requires
acknowledgement. You need to acknowledge that PO before you can receive a PO with the
New status.

1  Acknowledged: You have submitted a PO Acknowledgement and are waiting for a response
from Husky. You may receive a New PO or another Ack Required PO in response.

T New: A brand new Purchase Order has been issued by Husky Energy Inc. The Purchase
Order remains inthe  New status and appears in bold font until it has been Actioned

1 Actioned: Your company has Actioned the PO and shipped the order goods . For more
details, referto  Marking Materials  Purchase Order s as Actioned onpage 31.

A Purchase Order withthe Actioned status is still actionable, and you can continue
supplying and submit  ting documents again st that PO untilit is complete.

1 Cancelled: The Purchase Order has been  cancelled by Husky Energy Inc. and can no longer
be actioned .

1 Changed: The Purchase Order has been reissued by Husky Energy Inc.  with some
modifications.

NOTE Beforeyoureceivea Changed PO, a Cancelled PO issentt o you first. The PO
number remains unchanged on both orders.

A PO can be changed for various reasons, i.e. when a price amendment is required, or when
shipped materials are returned and the PO needs to relate to any associated expenses.

A PO can also be changed when you have completed the delivery of one or more ordered
Line Items. In this case, all of the delivered Line ltems display Yes inthe Delivery
Complete column. This enablesyou to clearly see your most recent state with a POs
delivery 7 which Line Items have been completed and which are still open. For more details,
referto Opening and Printing Electronic Purchase Order Details on page 6.

1 Completed i the overall value of the PO has reached its limit. You can no longer use that
PO.

POs can be submitted, changed, cancelled, or set tothe Completed status by Husky Energy

Inc. only.
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Marking Materials Purchase Order s as Actioned

To mark a Materials PO as A ctioned:
1 Inthe Inbox ,double -clickthe POtoopen it in a full -sized view.

2 At the bottom of the PO, click the Mark as Actioned button.

Purchase Order

Husky Purchase Order: 8400202184
Information

PO Date: 11/05/2010 Contact Cathie "interhalt DeliveryLocator  HUSKY OIL OPERATIOMS L
Curmrency: Ush Phone: 306-825-1245 ASH Enabled: Mo

Validity Start D ate: Fax: 306-825-1159 Incoterm
WYalidity End Date: Email: Catherine. Winterhalti@huskyenergy. Incoterm D escripbion:

Vendor Info. Billing Addre:

(b e - o e This Purchase Order has been sent via Husky's Pa_vmt.an.l Terms:

.- Autornation partner. Any it D Gy DU e

invnices relating ta thiz purchase order therefore
pagks oollen  § must be submitted to
e I R Husky via our Automation partner.

Faor Husky Internal Uze Only - TST System

General | Item Dretails Cost Objects PO Dretails FO Terms & Conditions POLine#: 10
. PO .
Item Delivery _ _— . Unit Per Het Tax ERS
Category| Complete I‘_tlne Description Quanti UOM Price UDM | Amount | Type Indicator
CEE - [0 |PPEPLASTIC 4" PE SDA7.3HDPE 3408 BLK 0000 (M |67 M |e7800 |@sT

Manually mark
your PO as
Actioned.

Mark. as Actioned | Wigw Attachment | Frint | Cloze |

NOTE Once marked as Actioned , the PO cannot be reversed back to the New status .
Therefore, you must be absolutely sure that the PO status should be changed.

3 If you are sure the PO status should be changed, click Yes.
The Mark as Actioned button is no longer displayed on the PO.

4  Click Close to return to the Inbox

5 Click Refresh
The Purchase Order statusinthe Status columnischangedto  Actioned

Search and Filter Refresh
CoplEg Sticn PO # Doc Type ™ + | Docit Trading Partner }:;?gfal:s; {f Status
changed to
15001206 8400202203 | POM 8400202203 | Husky Energy Inc. 11A5201010:324M | H Actioned dg
15001039 8400202185 |PO-M 8400202185 |Husky Energy Inc. 1170572010 12:15... | HUswroE.
15001037 8400202184 | PO-M 8400202184 | Husky Energy Inc. 1170520101214 P | HUSKY OIL OF... | Actioned
15001556 8400202231 PO-5 2400202231 | Husky Energy Inc. 12/06/2010 2:24 PM Llaydminster Up... |Actioned
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Chapter 5

Receiving Goods Receipt  Acknow ledgements

This chapter includes the following sections:

1

About Goods Receipts and Goods Receipts Acknowledgements , page 34, explains

Goods Receipts and describes Goods Receipts Acknowledgements that you can recei ve in
Cortex Desktop.

Sample Scenarios , page 37, shows so me possible scenarios for Materials POs and explains
which Goods Receipts Acknowledgements can be received in each of them.
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About Goods Receipts and Goods Receipts

Acknowledgements
A Goods Receipt is a document issued torecord materials receivedat Hu s ksypr@mises . Goods
Receipts are created each time your materials are received by Husky .
Husky personnel can put all materials received in one ship ment on one Goods Receipt or create

a separate Goods Receipt per Line ltem on the original Purchase Order.

You are notified of each Goods Receipt s created by Husky with a new Goods Receipt
Acknowledgement (GR Ack ) inyour Cortex Inbox . Forexample, if one Goods Receipt was
created for the entire shipment, you will receive one Goods Receipt Acknowledgement ;iftw o
Goods Receipts were created for the received materials, then two Goods Receipt
Acknowledgements will be sent to you.

The purpose of Goods Receipt Acknowledgements s to inform you that the materials have been
received by Husky and  can be invoiced.

NOTE Goods Receipt Acknowledgements are reliable indicators of the quantities that you can

invoice , but they are not meant to track shipped and open item quantities , or material
exchanges. If you need more details about a Goods Receipt Acknowledgement, contact
your Husky counterpart. For inventory control, use your own system.

You may receive  Goods Receipt Acknowledgements with the following statuses

1 Accepted ,page 34

1 Accepted ERS, page 35

1  Accepted Changed , page 36
1 Cancelled ,page 36

Accepted Goods Receipt Acknowledgements

An Accepted Goods Receipt Acknowledgement means that a spec ific amount of ordered
materials was received at Huskybds premises.

Inyour Inbox ,the entirerow ofthe Accepted Goods Receipt Acknowledgement is displayed in
bold green font. If you single -click the Accepted Goods Receipt Acknowledgement , its preview
appears in the Pr  eview pane.
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The following is an example of the Accepte d Goods Receipt Acknowledgement:

Search and Filter | Refresh

Confirmation . I Lr—x Transaction Delivery -
#t PO# </ Doc Type’” Nocument Type: Time Stamp Location Hislus
1241718 8400009374 (PO - M Goods Receipt nergy... | 01/16/2008 8:00... New
3050050 | 8400009330 |Invoice Ad Acknowledgement fncigy . |09/11/2009 2:35.. Acq/‘D ¢ Status:
2471483 2400009330 | GoodsRece  (COOAS Receipt L o0 112009 226 PM Invd = OCUmen us:
Ack) Accepted
2471486 8400009330 | PO- M \ —_— nergy... | 03/01/2009 5:05... |Lloyd Produ... |Ne
I P 2471499 8400009331 | Goods Receip. .. 798 Husky Energy.__ |09/10/2009 1:54__. Accepted
2471498 8400009331 | Goods Receip. .. 7;}' Husky Energy... |09/10/2009 1:53__. Accepted
2471496 8400009331 | Invoice Ack Husky Energy._. |03/01/2009 5:27___ Rejected
2471492 | 8400009331 | Imvoice Ack Husky Energy... | 09/10/2009 1:21... Rejected -
Goods Receipt Ack Goods Receipt
Acknowledgement
Accepted preview
50016462592009
General Information
Ad Ship Notice # 792 ASN Date: - 2009-08-19
vance ship Hotice 4% [ The quantity to be
Vendor Code: 333638 Posting Dat¢ jhyoiced appears 009-08-19
Bill of Lading: SAP Materid in the Shipped Qty (0016462592009
column.
Line Items
Line PO # PO Line # Description Shipped Ordered Open UOM Receiver Supplier Gross Price Currency Am
# Qty Qty Qty Material Material Price Unit
Number HNumber
0001 8400009314 00020 ACTUATOR 10000  10.000  0.000 EA 1000.00 1 CAD 0.0
ESD VALVE
Tax Code Tax Type Tax Tax TaxID Tax Tax
Location Location Number Rate Amount
Country Province -
Upon receiving an  Accepted Goods Receipt Acknowledgement, focus on the number in the
Shipped Qty  column 7 this is the quantity that was received and a pproved by Husky Energy

Inc. and that can beinvoiced. For further de tails, referto Invoicing Materials  on page 43.
The accepted quantity onan Accepted Goods Receipt Acknowledgement can be different from
the shipped quantity, i.e. if Husky does not accept ~ some materials because of their quality. You

may need to exchange the faulty items or quantities. Coordinate this with your counterpart at
Husky Energy Inc.  For more details on exchanges , referto About Materials on page 63.

Accepted ERS Goods Receipt Acknowledgements

An Accepted ERS Goods Receipt Acknowledgment is similarto a regular Accepted Goods

Receipt Acknowl edgment. It means that a certain quantity of materials was received and
approved by Husky Energy Inc. and therefore can be invoiced. However, if there is an ERS
indicator on the PO, the Invoice is automati  cally created and sent to Husky Energy Inc. For more

details, referto  About Material s Invoicing on page 44.
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Accepted Changed Goods Receipt Acknowledgements

An Accepted Changed Goods Receipt Acknowledgement is issued when a change to a previous
Goods Receipt Acknowledgement is needed , i.e. to correcta mistake 0 r change the accepted
quantity . This document shows an updated quantity to be invoiced and can be sent to you only if
you have not invoiced the materials yet.

Your Husky counterpart should contact you prior to receiving  an Accepted Changed Goods
Receipt Acknowledgement  and they should communicate the change reason to you . If exchange
is needed, negotiate the exchange terms.

NOTE To learn more about materials exchange, refer to About Materials on page 63, in
Receiving Material Return and Exchange Notification s.

An Accepted Changed Goods Receipt Acknowledgement fully replaces any previous Accepted
and/or Accepted Changed Goods Receipt Acknowledgement  s. The document number  (in the
Doc# column) , which corresponds to the Advance Ship Notice number on the
acknowledgement, remains the same.

In your Cortex Inbox ,the Accepted Changed Goods Receipt Acknowledgements appears in

bold green font.  The updated quantity to be invoiced appears in the Shipped Qty column.
The following is an example of an Accepted Chan ed Goods Receipt Acknowledgment:
DO
Search and Filter | Refresh
Confimation] oy g . [pocType  [pocn | hroding Trancaction Dekvery g1, 2
1241718 | 8400009374 [PO - M Dgcu;ne;t TYP':Z gy... |01/16/2008 8:00... New
3050050  |8400009330 | Invoice Ad Ack‘:'l‘:)\.r\fledegc:r:'lpent . [09/1172009 2:35.. Document Status:
2471483 B400003330 | Goods Recs A Inc. | 03/11/2003 2:26 PM Accepted Changed
(Goods Receipt Ack) \
2471486 | 8400009330 [PO-M - oy... | 03/01/2009 5:05.... | Lloyd Produ... -
I P 2471799 8400009314 |Goods Receip... | 708 Husky Energy... |09/10/2009 1:54... Accepted Changed I
2471498 8400009314 |Goods Receip... |797 Husky Energy... |09/10/2009 1:53._. Accepted
2471496 8400009331 |Invoice Ack Husky Energy._. | 03/01/2009 5:27___ Rejected
2471496 | 8400009331 |Imvoice Ack Husky Enerqy. | 09/10/2009 121 Rejected -

|»

Goods Receipt Ack

This number Material Receipt Change

remains the
same. AP Document Number: 50016462572009

Goods Receipt
Acknowledgement
preview

General Informa

Advance Ship Notice #: 793 ASHN Date: 2009-08-19
Vendor Code: 335658 Posting The updated 2009-08-19

Bill of Lading: SAP Ma quantity to be fber:  50018462502009

invoiced.

Line Items

Line PO # PO Line # Description Shipped Ordered Open UOM Receiver Supplier Gross Price Currency Am

# Qty Qty Qty Material Material Price Unit

Humber Humber
0001 8400009314 00020 ACTUATOR 3000 10.000 2000 EA 1000.001 CAD 0.00
ESD VALVE —
Tax Code Tax Type Tax Tax TaxID Tax Tax

Location  Location Number Rate Amount

Country Province -
4| | »

Cancelled Goods Receipt Acknowledgements

Husky Energy Inc. may need to cancel a Goods Receipt Acknowledgement with an Accepted |,
Accepted ERS  or Accepted Changed status. This cancels the a cknowledgement entirely, with
all its previous statuses.
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For example, an Accepted Changed Cancelled Goods Receipt Acknowledgement also cancels
the original Accepted Goods Receipt Acknowledgement and any earlier Accepted Changed
Goods Receipt Acknowledgements.

No action isrequired from you in Cortex Desktop upon receiving a Cancelled Goods Receipt
Acknowledgement. To learn the cancellation reason, contact your Husky counterpart.

Sample Scenarios

This section show s sample scenari os in which materials are accepted and/or exchanged. You can
see the Goods Receipt Acknowledgements that you may receive in each of them, and how these
Goods Receipt Acknowledgements allows you accurately invoice the accepted materials.

Example 1:All ltem s Accepted

Shipment
: Line Item Shipped Qty
10 5
20 7

Goods Receipt Acknowledgement

: Accepted
Line Accepted Qty
Iltem
10 5
20 7

To be invoiced

: Line Item Qty
5

10

20 7

Explanation

1 Shipment for two Line Items occurred i five items for Line Iltem 10 and seven items for Line

Item 20.
2 All items are accepted .

3 All items can be invoiced.
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Example 2: Fixing Mistake s on Goods Receipt Acknowledgement
Shipment
: Line Item Shipped Qty
10 5
20 7

Goods Receipt Acknowledgement

: Accepted :

Accepted Changed

Line Item Accepted Qty Line ltem Accepted Qty
10 5 10 5
20 5 20 7

To be invoiced

@_ Line ltem Qty

10 5
20 7

Explanation

1  Shipment for two Line Items occurred I five items for Line Item 10 and seven items for Line

Item 20.

2 All shipped items area ccepted, andan Accepted Goods Receipt Acknowledgement is
received in Cortex Desktop. The acknowledgement containsa mistake i the accepted
quantity on Line ltem 20 is five instead of seven.

3 To correct the mistake, a Goods Receipt Acknowledgement with the Accepted Changed
status is sent to Cortex Desktop, with the correct quantit y on Line Item 10 (seven). This
acknowledg ement fully replaces the previous Accepted Goods Receipt Acknowledgement

4 Basedonthe Accepted Changed
can be invoiced.

Goods Receipt Acknowledgement, a Il accepted quantities
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Example 3: Exchang ing Materials

First s hipment

: Lin e ltem Shipped Qty

10 5

20 7

Goods Receipt Acknowledgement 1

: Accepted

Line Item Accepted Qty
10 5
20 3

To be invoiced for the first shipment

: Line Item Qty

10 5

20 3

Second s hipment (exchange ditems )

: Line Item Shipped Qty

20 4

Goods Receipt Acknowledgement 2

: Accepted

Line Item Accepted Qty

20 4

To be invoiced for the second shipment

: Line ltem Qty

20 4
Explanation
1 Shipment for two Line ltems occurred i five items for Line Item 10 and seven items for Line
Item 20.
2 ForlLine ltem 10,a |llitems are accepted ;for Line ltem 20, only three items are accepted,
and four items are found faulty. The Accepted Goods Receipt Acknowledgement shows the
accepted quantities i full quantity (  five ) for Line Item 10 and partial quantity ( three ) for

Line Item 20. An exchange of the faulty items is requested.
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3 Basedonthe Accepted Goods Receipt Acknowledgement

items only: five items for Line Item 10 and

4  Four items are shipped to exchange the faulty on

es for Line Item 20.

5 All four items shipped in exchange are accepted, and another
Acknowledgement is sent.

6 Basedonthenew Accepted Goods Receipt Acknowledgement, the remaining
Line Item 20 can be invoiced.

Example 4: Multiple Changes with Materi

First shipment

@_

Line Item Shipped Qty
10 5
20 7

Goods Receipt Acknowledgement 1

@_

@_

To be invoiced

Accepted
Line Item Accepted Qty
10 7
20 5

Accepted Changed

Line Item Accepted Qty
10 5
20 3

for the first shipment

@_

Line Item Qty
10 5
20 3

als Exchange

, you can invoice the accepted
three items for Line Item 20.

Accepted Goods Receipt

four items on

: Accepted Changed
Line Item Accepted Qty

10 5

20 7

40

Cortex Desktop ™ Husky Energy Inc.

Materials Supplier Guide



Chapter 5 Receiving Goods Receipt Acknowledgements

Second shipment (exchanged items)

: Line Item Shipped Qty

20 4

Goods Receipt Acknowledgement 2

Accepted Accepted Changed

Line Item Accepted Qty Line Item Accepted Qty
20 3 20 4
To be invoiced for the second shipment
: Line Item Qty
20 4
Explanation
1 Shipment for two Line ltems occurs i five items for Line Item 10 and seven items for Line
Item 20.
2 All quantities are accepted, and an Accepte d Goods Receipt Acknowledgement is sent to
your Cortex Inbox .The acknowledgement contains a mistake 1 itshow s wrong quantities
for both Line Items .
3 An Accepted Changed Goods Receipt Acknowledgement  , with correct quantities, is sent to
your Cortex Inbox , fully replacing the original Accepted Goods Receipt Acknowledgement

4  OnLineltem 20, four itemsoutof seven are found faulty. Another Accepted Changed
Goods Receipt Acknowledgement with full quantity ( five ) for Line Item 10, and partial
quantity ( three ) for Line Item 20 is sent to Cortex Desktop. The new Accepted Changed
Goods Receipt Acknowl edgement fully replaces the previous one. An exchange of the faulty
items is requested.

5 Based onthe last Accepted Changed Goods Receipt Acknowledgement, you can invoice the
accepted items:  five items for Line Item 10 and three items for Line Item 20.

6 Four items are shipped to exchange the faulty ones on Line Item 20.

7 Three items out of the shipped four are accepted, and one item is found faulty. A new
Accepted Goods Receipt Acknowledgement for three items is receivedin to the Cortex
Desktop.

8 Thefaultyit emturnsouttobe  okay,andanew Accepted Changed Goods Receipt
Acknowledgement for all the four itemsissentto the Cortex Desktop.

9 Basedonthe Accepted Changed Goods Receipt Acknowledgement, the remaining four
items on Line Item 20 can be invoiced.
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Chapter 6

Invoicing Materials

This chapter includes the following sections

1

About Material s Invoicing , page 44, provides general information on how POs for
materials are invoiced.

Creating Invoices for Materials , page 45, explains how to create  Invoices for Materials
Purchase Orders .

Invoice Drafts , page 48, provides instructions on creating and managing draft Invoices.
Receiving Invoice Acknowledgements , page 50, explains the Invoice Acknowledgement
thatyou may receive inresponse to submitted Invoices and instructs on  how you should
proceed .

Correcting  Rejected Invoices ,page 53, explains the way s to correct rejected Invoices.
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About Material s Invoicing

The i nvoicing of Pu rchase Orders for materials is based on Accepted and Accepted Changed
Goods Receipt Ackn owledgements that you received.

You can issue a separate Invoice per each Accepted or Accepted Changed Goods Receipt
Acknowledgement  or consolidate multiple acknowledgements for the same Purchase Order in
one Invoice. When invoic ing mult iple Accepted Goods Receipts Acknowledgements, Cortex

Desktop will prompt you to the a cknowledgements  to put on the same  Invoice.

ERS Invoicing

For POs with the ERS indicator, the Invoice is automatically created when a Goods Receipt
Acknowledgement witht  he Accepted ERS status is received . You are notified of the submitted
Invoice by a new document in your Inbox 1 an Invoice Acknowledgment (  Invoice Ack ) with
the Pending Approval status. Make sure that you receive the Invoice Acknowledgement with

the Accepted status afterwards. For more details, referto  Receiving Invoice Acknowledgements
on page 50.

For more details on the ERS Indicator, see Evaluated Receipt Settlement (ERS) on page 29.
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Creating Invoices for Materials

1 In Cortex Desktop, under All Trading Partners , select Husky Energy Inc

2 Clickthe Invoice button on the bottom left of your screen
The Create Invoice window is displayed.

NOTE By default, the Debit Invoice option is selected. Leave this option selected and

proceed to the next step. If you want to create a Credit Invoice, refer to Creating
Credit Invoices for Multiple Material Returns on page 71.
3 Inthe Select PO field, select the Purchase Order to be invoiced.

A list of Accepted and Accepted Changed Goods Receipts Acknowledgements for the
selected PO is displayed.

B create Invoice ) o 4 |
Select PO: " Debitlnvoice  © Credit Invoice
Include Category | BatchNo Document Status Description L'lf;gg:ASN
F aterial 2800028 Accepted Adwance Ship Maotice: Packing Slip Mu... | 1013
- Material | 2472047 Accepted Changed Advance Ship Motice: Packing Ship Mu... | 798
[ I aterial 2472027 Accepted Advance Ship Motice: Packing Slip Mu... | 797

Select All | Create Debit [nvoice | Cloge |

4 Inthe Create Invoice window, select the Goods Receipt Acknowledgements that you want
to include inthe  Invoice.

NOTE When selecting multiple  Goods Receipt Acknowledgements to be invoiced:

1 Click any of the column headers in the Create Invoice window to sort the list.
For example, click the  Ticket/ASN Number column h eader to sort the list by
packing slip numbers.

1 Clickthe Select All button for faster selection. The button togglesto ~ De - Select
All . Click De-Select All to cancel the selection and to select Goods Receipt

Acknowledgements manually.

1 Goods Receipt Acknowledgements that you do not include in the Invoice can be
invoiced at a later  time.

5 Clickthe Create Debit Invoice button.

The Invoice form is displayed. All fields in the top area , apart from the Invoice number, are
automatically populated, and the invoiced Line Items with their details are listed

6 Entera unique Invoice number. The Invoice number in Cortex Desktop  must match the
number on the original invoice issued in your system ; otherwise, your Invoice will be
rejected.
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7 Check the Invoice Date at the top of the Invoice form . By default, this field display s the
current date. Change the date if the actual invoice date is different. The Invoice Date on
the Cortex Invoice should match the date on your attached backup document

8 Click the Attachments button and browse to the document to be attached. The attachment
should be a copy of your original invoice , listing the invoiced item, quantities and price.
Scanned packing slip documents can also be optionally attached as well. For more details on

attachments, refer to Working with  Attach ments on page 81.

NOTE Itis mandatory to attach your original invoice with the Invoice for materials.

9 Review the information on your Invoice to make sure all details are correct.

NOTES ¢ The Unit Price , GST/HST Rate , PST/QST Rate and State Prov Code
fields on the Invoice are editable . However , you should only be changing
those details if there is a mistake on the Good Receipt Acknowledgement
and only after confirming the change with Husky.

1 If you decide to change the pricing on your Invoice without consent from
Husky Energy Inc., you do so at your own risk of a rejection.
10 Clickthe Calculate button to calculate the Sub -Total , GST and PST totals , and Total of

the | nvoice .

11 Click the Submit button .
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