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Preface  

About Cortex Business Solutions  

Cortex Business Solutions Inc. is an industry - leading service company that improves efficiencies, 
reduces costs and streamline s procurement and supply chain processes for its customers. 
Accessing the Cortex Trading Partner Network enhances the exchange of business critical 
documents, such as purchase orders, receipts and invoices resulting in improved cash flow 
management and bus iness controls, while reducing the dayôs outstanding and administrative 
costs. Cortex is a low -cost, low - risk solution that can be implemented quickly by leveraging its 
customers existing business environment ï evolving business.  

Cortex products and servic es are non - intrusive and allow our customers the freedom to leverage 
and optimize their existing processes and information technology assets when it makes the best 
business sense for them. This approach improves the productivity, cash flow and profitabilit y of 
our customers, while avoiding the risk and delays associated with large information technology 
or business processes re -engineering initiatives. For more information please visit our website at 
www.cortex.net . 

About Cortex Desktop  

Cortex Desktop  provides businesses with the ability to manage all document exchange involved 
in the procurement process. By facilitating the transaction of purchase orders, invoices and 
associated documents electronically, Cortex Desktop  simplifies the process between Trading 

Partners and replac es the current setup of multiple systems with a single powerful tool . 

In electronic transactions with Husky Energy Inc., Cortex Desktop provides a single environment 

for the electronic processing o f several Purchase Order (PO) types. These include:  

¶ Consignment POs  for replenishing consignment stock.  

¶ Materials POs  for e quipment or goods that involves the shipment of the ordered items to 
Huskyôs warehouse or other location. 

¶ 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 type, different workflows are taken in Cortex Desktop. Each workflow supports 
electronic communication of all the informatio n and issues typical to a certain PO type. For 
example, the Materials workflow includes a mechanism for handling material exchanges, while 

the Services workflow implies creating Service Receipts.  

As a services supplier, you will be working with Services purchase orders.  

  

http://www.cortex.net/
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Cortex Desktop  Features and Benefits  

Cortex Desktop  improves efficiencies, reduces costs , and improves cash flow management  by :  

¶ Allowing  you to s ubmit documents to other Cortex s ystem connected trading partners.  

¶ Offering  guidance on all of your different trading partnerôs document requirements.  

¶ Communicating updates on your documentôs status in the system and helps your trading 
partner pay you on contract terms.  

¶ Submitting your do cuments instantly to you r trading partner (s).   

¶ Offering full support with any Cortex issues you may have. Please refer to  Getting Help  on 
page 84  for full support details.  

What Cortex Desktop  Does  

¶ Transmits your document s 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 . 

¶ Standardizes your documentation processes.  

What Your Trading Partner Does  

¶ Provide s purchasing details, coding information or pricing details . 

¶ Approve s or reject s your documents . 

¶ Process es and issues payment of your Invoices.  

¶ Establishes pricing in collab oration with your company.  

¶ Requests materials or completion of services.  
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Whatôs 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:  

¶ item descriptions,  

¶ AFE numbers,  

¶ G/L codes,  

¶ cost centers,  

¶ vendor numbers,  

¶ Network and Network Activity codes, etc.  

Your Husky representative requesting goods and/or services will begin using the new numbers 

after June 22 , 2014 . 

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

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

The Services Supplier Guide is i ntended for your companyôs personnel responsible for the 
transactions of Services Purchase Orders, Invoices and associated documents with Husky Energy 

Inc. The Guide explains how to use Cortex Desktop t o handle electronic Services Purchase 
Orders from Husk y Energy Inc. and includes the following chapters:  

¶ Chapter 1  Getting Started , page  5, explains your first steps after receiving a Purchase 
Order and how to select the correct workflow.  

¶ Chapter 2  Services Workflow in Cortex Desktop , page  13 , outlines how to process 
Purchase Orders in Cortex Desktop for services from Husky Energy  Inc.  

¶ Chapter 3  Understanding  Services Purchase Orders , page 17 , explains how to view and 
understand Services Purchase Order s in Cortex Desktop . 

¶ Chapter 4  Service  Receipts and Service Receipt Acknowledgements , page  25 , details 

how to  create and  submit a Service Receipt,  how to use Rate Schedules,  how to save and 
use drafts and templates, and how to respond to Service  Receipt Acknowledgements.  

¶ Chapter 5  Invoicing Services , page  65 , explains how to submit Invoices and complete the 
invoicing process in Cortex Desktop.  

¶ Chapter 6  Credit Invoices , page  75 , explains how to create Credit Invoices for 
Services  PO.  

¶ Chapter 7  Working with Attachments ,  page  79 , describes how to submit an attachment 
with your documents in Cortex De sktop and provides the attachment requirements.  

¶ 0  Getting Help , page  82 , explains which support teams can best assist you with your 
questions and provides their contact information.  

¶ Appendix A: Detailed Services Workflow , page  85 , contains a detailed diagram of the 
Services workflow.  

¶ Appendix B: Documents, Statuses and Actions , page  87 , lists the statuses of available 
document  type s and outlines the steps you should take for each of the statuses.  

 

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

processing Purchase Orders for services for Husky Energy Inc. Refer also to:  

¶ Husky Energy  Inc.  Materials  Supplier Guide  for information on Purchase Orders for 
materials . 

¶ 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 ).  

 

 

http://www.cortex.net/s/Training_Documents.asp
http://www.cortex.net/s/Training_Documents.asp
file://///ts-electro/public$/TRAINING%20TEAM/Training%20Documentation/z%20original%20version%20-%20non%20pdf/Services/www.cortex.net


 

Cortex Desktop TM Husky Energy Inc. Services Supplier Guide  5 

Chapter 1   

Getting Started with Purchase Orders  

Your workflow in Cortex Desktop begins with the receipt of a Purchase Order from Husky Energy 
Inc. in your  Cortex  Inbox .  

Your first step upon receiving a PO is to identify its type. The PO type determines which 
workflow you should follow in Cortex Desktop for that PO.  

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

¶ Receiving Purchase  Orders , page  6, describes how  new Purchase Orders appear in your 
Inbox .  

¶ Opening and Printing Husky Original Purchase Orders , page  7, explains how to open 
and print the Husky original version of a Purchase Order.  

¶ Opening and Printing Electronic Purchase Order Details , page  9, explains how to open 
and print  electronic Purchase Orders.  

¶ Identifying Purchase Order  Types , page  10 , explains how to differentiate Services 
Purchase Orders from other PO types.  
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Receiving Purchase  Orders  

Purchase Orders are legally binding commercial documents that are issued by Husky Energy Inc. 
following the negotiation of services/material s and pricing with a supplier.  

All new Purchase Orders placed by Husky Energy Inc. arrive in your Cortex Inbox .  

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

You can easily distinguish a new PO among other incoming documents by its appearance:  

¶ A new PO appears in black bold font .  

¶ The document type, displayed in the Doc Type  column, is PO  followed by a letter indicating 
the type of PO. For example, Services POs are displayed as PO - S. For more details on PO 
types, refer to Identifying Purchase Order  Types  on page  10 . 

¶ The document status, displayed in the Status  column to the right, is New .  

NOTE  You may also receive POs that appear in blue bold font and have the  Ack Required 
status . These POs are for materials only. For information on proces sing these POs, refer 
to Husky Energy Inc. Materials Supplier Guide , which can be accessed from the Cortex 
Training and Support  web site ( www.cortex.net ).  

You can single -cli ck a Purchase Order in your Inbox  to preview it in the Preview pane.  

The following is an example of a new Services Purchase Order in your Inbox :  

 

http://www.cortex.net/s/Training_Documents.asp
http://www.cortex.net/s/Training_Documents.asp
file://///ts-electro/public$/TRAINING%20TEAM/Training%20Documentation/z%20original%20version%20-%20non%20pdf/Services/www.cortex.net
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In Cortex Desktop, a Purchase Order arrives in its electronic version and contains the Husky 
original version as an attachment.  Both versions include essential information such a s the PO 
identification number, descr iption of items ordered, prices and  charging instructions.  

Upon receiving a new Purchase Order in Cortex Desktop , you can review the details in the 

electronic version or in the attached Husky original copy. Use the Husk y original PO as the 
primary 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.  

For more details, refer to Opening and Printing Husky Original Purchase Orders  on page  7 and 
Opening and Printing Electronic Purchase Order Details  on page  9. 

Opening and Printing Husky Original Purchase Orders  

Preview and print Husky original Purchase Orders, as they are your main reference for all legal 
information on the order.  

To open and print the Husky original Purchase Order:  

1  To display the Husky origin al PO, do any of the following:  

¶ If you are viewing the PO in a Preview pane, click the View Attachment  button at the 
top of the Purchase Order header.  

 

¶ If you displayed the PO in a full -sized window, click the View Attachment  button at the 
bottom of that wi ndow.   

 

TIP  To learn about the full -sized view of the PO, refer to Opening and Printing 

Electronic Purchase Order Details  on page  9. 
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The Husky original Purchase Order is displayed in your PDF viewer application.  

¶ The following is an example of the Husky original PO in Adobe Read er:  

 

 

NOTE  ¶ Depending on your PDF reader application, the Purchase Order preview 
window may differ slightly.  

¶ If no PDF reader application is installed on your computer, you will be 
prompted to download and install Adobe Reader from the Adobe website.  

 

2  When the Husky original PO is displayed, you can increase or decrease the magnification 

settings to your preferred size using the  zoom  buttons  at the top of the 
Preview pane.  

3  To print the Husky original PO:  

a  Click the Print  icon  in the top left corner o f the Preview pane.  
A standard Page Setup  window is displayed.  

b  Change any print settings, if desired, and then click OK  to print the Purchase Order.  
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4  If you wish, you can also save the printed version of the PO in PDF format.  

To save the PO, click the Save  button  in the top left corner of the Preview pane.  

5  Close the Husky original Purchase Order by  clicking the Close  button  in the top right 
corner of that window.  

Opening and Printing Electronic Purchase Order 
Details  

The easiest way to view all of the details of an electronic Purchase Order is to display it in a full -
sized window.  

To open  and print electronic Purchase Order details:  

1  In the Inbox , double -click on the row of the desired Purchase Order.  
The Purchase Order is displayed in a full -sized windo w.  

 

For a detailed description of the Purchase Order, refer to Understanding Electronic Purchase 
Orders  on page  18 . 

You can click the View Attachments  button to display the original Husky Purchase Order. 
For more details, see  Opening and Printing Husky Original Purchase Orders  on page  7 . 

2  If you wish to print the electronic version of the PO, click the Print  button. The Pur chase 
Order preview window opens. On the File  menu, select Print .  
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NOTE  You may also see the Mark As Actioned  button on New  Purchase Orders . This 
button is not relevant for Services Purchase Orders . 

 

3  Click the Close  button  to return to your Inbox .  

Identifying Purchase Order Types  

There are several Purchase Order types that you can process in Cortex Desktop:  

¶ Consignment POs  for replenishing consignment stock.  

¶ Materials POs  for e quipment or goods that involves the shipment of the ordered items to 
Huskyôs warehouse or other location. 

¶ Services POs  requesting to render specific services.  

Depending on the PO type, different workflows are used in Cortex Desktop; therefore identifying 
the PO type is a very important step.  

The easiest way to identify the  PO type is to take a look at the Doc Type  column in Cortex 
Inbox . This column shows a letter, indicating the PO type:  

¶ C for Consignment  

¶ M  for Materials  

¶ S for Services  

For example, a Services PO 
will be shown in the Cortex 

Inbox  as PO - S.  

 

 

You can also view a brief explanation of PO types in the tooltip over the Doc Type  column 
header. To view the tooltip, hover your mouse over the columnôs header. 

 

NOTE  Services POs (PO - S)  can be used for both services and/or materials . For 
example, you may receiv e a PO -S for materials if you are providing items that require 
constant replacements or refills , but the final quantity is not known. If the PO type is 
PO-S, always follow the Services workflow (even if materials are being ordered).  
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You can also determine the PO type from the Item Category  that the items on the PO fall into.  

1  In your Inbox , double -click on the row of the desired Purchase Order.  
The Purchase Order is displayed in a full -sized window.  

2  Look at the Item Category  column in the General  tab. All Line Items on the PO are 
marked with the same letter: C for Consignment, M  for Materials, or S for Services.  

 

How to Proceed  

Upon determining the PO type, follow the appropriate workflow:  

¶ For Services POs, proceed to Services Workflow in Cortex Desktop  on page  13 . 

¶ For Materials an d Consignment POs, refer to Husky Energy Inc. Materials  Supplier Guide , 
which can be accessed from the Cortex Training and Support  web site ( www.cortex.net ).  

Mixed Purchase Orders  

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 , f or example, PO -SM . Contact the PO issuer to confirm that 
was the intent. If so, process each of the PO Line Items ac cording to its specific workflow.  

 

http://www.cortex.net/s/Training_Documents.asp
file://///ts-electro/public$/TRAINING%20TEAM/Training%20Documentation/z%20original%20version%20-%20non%20pdf/Services/www.cortex.net
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Chapter 2   

Services Workflow in Cortex Desktop  

The Services workflow in Cortex Desktop allows you to manage the execution of Purchase 
Orders for services.  

This chapter outlines the workflow that you should follow upon receivin g a Services Purchase 
Order and  includes the following sections:  

¶ Services Workflow Stages  page 14 , provides a brief description of the stages your 
document will go through, and provides links to detailed descriptions and instructions . 

¶ Services Workflow Diagram , page 15 , illustrates the main s tages of the Services 
workflow in Cortex Desktop.  

¶  

IMPORTANT  ¶ Any documents dated  before your  Go Live date  (which has been 
provided to you by the training and on -boarding team )  may be handled 
manually by Husky in Huskyôs procurement system.  

¶ All documents d ated after your  Go  Live date , must be submitted through 
Cortex Desktop.   
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Services Workflow Stages  

The Services workflow begins when you receive a Services Purchase Order  in Cortex Desktop .  

NOTE  To find out the PO type, refer to  Identifying Purchase Order  Types  on page  10 .  

 

The Services work flow main steps are :  

1  Receiving and reviewing a new Purchase Order for services . 

Review  the Purchase Order attentively and m ake sure all details are clear and correct.  

For a detailed explanation of Purchase Orders for services , refer to Understanding  Services 
Purchase Orders  on page  17 . 

2  Creating a Service Receipt . 

Upon providing an ordered service, create a Service Receipt and submit it to Husky Energy 
Inc.  

Expect to receive a Service Receipt Acknowledgement for your Service Receipt. Once the 
Service Receipt is approved, you can invoice it. If your Service Receipt is rejected, you need 
to fix and resubmit it.  

You cannot proceed to invoicing  until the Service Receipt is accepted.  

For more details, refer to Service  Receipts and Service Receipt Acknowledgements  on 
page  25 . 

3  Invoicing rendered services . 

The invoicing process in Cortex Desktop a llows you to inv oice rendered services using their 
approved Service Receipts.  

Upon sending an Invoice, wait to receive an Accepted  Invoice Acknowledgement. That 
acknowledgement means that Husky Energy Inc. has committed to pay the  I nvoice. At this 
stage, your workflow fo r that service  may be complete.  

If your Invoice is rejected, you need to correct  it according to the rejection reason  and 
resubmit it.  

IMPORTANT  Service Receipts must  be invoiced within 60 days of approval or else Husky 
may require you to resubmit the Service Receipt so that it can be reapproved.  

For more details, refer to  Invoicing Services  on page  65 . 

4  Issuing a Credit Invoice . 

This stage is optional and occurs only if you are going to credit Husky Energy Inc. after 

invoic ing. Similar to regular (debit) Invoices, Credit Invoices require an Accepted  Credit 
Invoice Acknowledgement. If your Credit Invoice is rejected, you may need to correct and 
resubmit it.  

For more details  on Credit Invoices , refer to  Creating Credit Invoices for Services  on 
page  76 . 
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Services Workflow Diagram  

The following diagram illustrates the main stages of the Services workflow in Cortex Desktop:  

Services Workflow

Create an Invoice.4

Receive a response from Husky.3

Create a Service Receipt (with 

attachment).
2

Receive a Services PO.1

Receive a response from Husky.5

Create a Credit Invoice, if required.6

 

 

NOTE  See also a detailed Services workflow in Appendix A: Detailed Services Workflow  on 
page  85 .  





 

Cortex Desktop TM Husky Energy Inc. Services Supplier Guide  17 

Chapter 3   

Understanding  Services Purchase Orders  

This chapter incl udes the following sections:  

¶ Understanding Electronic Purchase Orders , page  18 , describes the main parts of an 
electronic PO and explains the key information a Services  PO contains.  

¶ Understanding Services Purchase Order  Statuses , page  24 , describes the life cycle of a 
Services Purchase Order by explaining the possible PO statuses.  
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Understanding Electronic Purchase Orders  

The information on a Purchase Order is organized into a Header , appearing at the top, and 
Tabs  that are di splayed in the lower area of the PO, as shown here:  

 

TIP  To better view a POôs details, double-click on it to display it in a full -sized window.  
 

In this section, learn about:  

¶ Purchase Order Header , page  18  

¶ Purchase Order Tabs , page  20  

¶ Evaluated Receipt Settlement  (ERS) , page  23   

 

Purchase Order Header  

A PO header displays details pertaining to the entire Purchase Order. These det ails include:  

¶ Purchase Order number  ï the identification number of the PO.  

¶ PO Date  ï the date this PO was issued.  

¶ Currency  ï the indicated currency applies to all Line Items on the PO.  

¶ Validity Start Date and Validity End  Date ï these dates are not mandato ry on Purchase 

Orders. If the Validity Start Date  and Validity Date End  are provided, the ordered 
services must be rendered within this time frame.  
Unless instructed by Husky, always use the PO with the validity date based on when the 
work was performed or  activity was completed.  
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¶ Contact  ï the  details of the Purchase Order issuer. This is your Husky Energy Inc. contact 
person for questions about the PO.  

¶ Delivery L ocation  ïthe address wh ere the services should be rendered .  
 

TIP  If the services have to be rendered in multiple locations, this field reads ñSee Line 
Items ò. In that case, view locations for each Line Item in the Item Details  tab of 
the PO. For more details, refer to  Item Details Tab  on page  22 . 

You can also check the Husky original Purchase Order for the locations. Refer to 
Opening and Printing Husky Original Purchase Orders  on page  7 for details.  

¶ ASN Enabled ï is not applicable to Services Purchase Orders . 

¶ Incoterm  and  Incoterm Description  ï not applicable to Services Purchase Orders . 

¶ Payment Terms  ï the terms of payment according to your agreement with Husky.  

¶ Vendor I nfo . ï your  companyôs details. 

¶ Billing Address  ï not applicable , as Invoices must be submitted electronically using Cortex 
Desktop . 

The following is an example of a  Purchase Order header:  
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Purchase Order Tabs  

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

NOTE  The information in a displayed tab applies to the Line Item that you have selected on 
the General  tab. You can view the number of the selected PO Line Item above the tabs 
on the right.  

 

General Tab  

The General  tab of the Purchase Order itemizes the items and services ordered, with their 
quantity and price.  

Each ordered item or service appears on a separate line and is referred to as  a PO Line Item . A 
PO can contain  one or multiple Line Items .  

For each Line Item, the following information is provided:  

Field Name  Description  

Item 
Category  

Categorizes items ordered:  

¶ C for Consignments  

¶ M  for Materials  

¶ S for Services  

In Cortex Desktop, you need to follow different workflows for each of these 
item categories.  Typically, all Line Items on the PO are of the same 

category, and they determine the PO type.  

Note that this Guide describes how to handle Services POs only. For details 
on handling Materials and Consignment POs , refer to  the Husky Energy Inc. 
Services Supplier Guide . You can access the guide from the Cortex Training 
and Su pport  web site ( www.cortex.net ).  

Delivery 
Complete  

Always displays No  on new Purchase Orders. This value can be changed to 
Yes  if Husky Energy Inc. sends you a Changed  PO after the ordered 
service has been completed . For more details, refer to Understanding 
Services Purchase  Order Statuses  on page  24 . 

PO Line #  The PO Line Item number.  

The PO Lines Items are automatically number ed in increments of 10.  

Description  The description of the services ordered.  

Quantity  The quantity ordered.  

UOM  The unit of measure.  

http://www.cortex.net/s/Training_Documents.asp
http://www.cortex.net/s/Training_Documents.asp
file://///ts-electro/public$/TRAINING%20TEAM/Training%20Documentation/z%20original%20version%20-%20non%20pdf/Services/www.cortex.net
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Field Name  Description  

Unit Price  The price per unit of measure.  

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 tax type link to view the tax package in a pop  up window.  

 

ERS Indicator  If marked with an X , the Line I tem includes the ERS indicator. Line Items 
with the ERS ( Evaluated Receipt Settlement ) are automatically invoiced 
once their Service Receipts are accepted. You only receive an Invoice 
Acknowledgement, without actually creating and submitting an  Invoice. For 
more details, refer to Evaluated Receipt Settlement  (ERS)  on page  23 . 

Material 

Return 
Indicator  

These fields are not applicable to Services Purchase Orders.  Husky 
Material Id  

Vendor 
Material I d  

Delivery 
Schedule  

Click the Delivery Schedule  link to view the requested quantities and 
delivery dates for that Line Item.  
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This is an example of the General tab on a Purchase Order:  

 

 

 

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

Item Details Tab  

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

For example, if the PO header indicates that the PO has multiple delivery locations (the Delivery 
Location field reads ñSee Line Itemsò), then you can check the Item Details  tab for the exact 
delivery address for each Line Item on the PO.  

To view additional details of any Line Item:  

1  Select the 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 Deta ils  tab.  

 

Cost Objects Tab  

Services POs may or may not include Cost Object data in the Cost Objects  tab .  

To view Cost Objects of a Line Item:  

1  Select the Line Item in the General  tab.   
The  selected Line Item number is displayed in the top right corner, above the tabs.  
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2  Click the Cost Objects tab.  

¶ If the PO is coded , the Cost Object s  tab is filled in, as shown below. These details are 
automatically populated into the Cost Center/ AFE / Work Ord er /Network/Network 
Activity  pop  up window on Service Receipts for that Purchase Order.  

 

 

¶ If the PO is non - coded , the Cost Object s  tab is empty. You will need to manually 
complete this information  on Service Receipt s (in the Cost  Center/AFE/Work 

Order /Network/Network Activity  pop up  window)  for this PO. You can obtain the 
coding details from your Husky contact point, indicated on the PO header. For details of 
the PO header, refer to Purchase Order Header  on page  18 . For more details on 
completing the Cost  Center/AFE/ Work Order /Network/Network Activity  pop up  
window on Service Receipts, refer to Entering Cost Objects  on page  49 . 

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 PO.  

PO Terms & Conditions Tab  

If Husky Energy Inc. includes terms and conditions on their Purchase Order, these details are 

displayed in the PO Terms & Conditions  tab.  

Evaluated Receipt Settlement  (ERS)  

Evaluated Receip t Settlement  (ERS)  is an agreement between a supplier  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 s upplier would have  to rea ch an 
agreement with Husky Energy Inc. Please contact your Husky Energy Inc. representative for 
more information . Line Items to which the ERS processing applies include an ERS indicator on 
their description in the General tab  of the Purchase Order. For mor e details, refer to 
Understanding Electronic Purchase Orders , on page  20 . 
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Understanding Services Purchase Order Statuses  

A Purchase Order may have the following statuses:  

¶ New:  A brand new Purchase Order has been issued by Husky Energy Inc.  The Purchase 

Order remains in the New  status and appears in bold font until at least one Service Receipt 
is submitted against it.  

¶ Actioned:  A Services PO status automatically changes from New  to Actioned  once your 
company has submitted at least one Service Receipt against that Purchase Order.  The PO in 
that status is still actionable, and you can submit Service Receipts against it until the PO is 
completed or cancelled.  

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

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

modifications.  

NOTE  Before you receive a Changed  PO, you will receive a Cancelled  PO. The PO 
number remains unchanged on both orders.  

A PO can be changed for a variety of reasons; for example, if Hus ky wants to order 

additional items. It can also change after you have completed the delivery of the services on 
one or more Line Items. In this case, all of the delivered Line Items display Yes  in the 
Delivery Complete  column. This type of the Changed  PO enables you to clearly view the 
most updated delivery status ï which Line Items have been completed and which are still 
open. For more details, refer to Opening and Printing Electronic Purchase Order Details  on 
page  9. 

¶ Complete  ï the overall value of the PO has been reached, or the validity end date has 
expired. This PO is no longer actionable.  

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

Inc. only.  
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Chapter 4   

Service  Receipts and Service Receipt 

Acknowledgements  

This chapter covers all the operations that are related to Service Receipts and Service Receipt 
Acknowledgements.  

The chapter includes the following topics:  

¶ Creating Service Receipts , page 26 , outlines the steps necessary to create and submit a 
Service Receipt.  

¶ Understanding Service Receipt Form s , page  30 , describes the main elements of a 
Service Receipt and explains how to fill in the Service Receipt fields.  

¶ Managing and Using Rate Schedules , page 35 , explains Rate Schedules and Rate Sheets 
and how to use them to add Line Items to your Service Receipts.  

¶ Charging Taxes on Service Receipts , page  46 , describes how to enter taxes for your Line 
Items.  

¶ Entering Cost Objects , page  49 , details how to enter Cost Objects for Line Items.  

¶ Applying Discounts , page  51 , explains how to apply a discount when cr eating a Service 
Receipt.  

¶ Useful Tips for Filling out Service Receipts , page  53 , offers some helpful hints to 
streamline your data entry process.  

¶ Service Receipt Drafts , page  54 , illustrates how to use Service Receipt drafts.  

¶ Service Receipt Templates , page  56 , explains how to manage Service Receipt templates.  

¶ Receiving Service Receipt Acknowledgements , page 60 , describes the types of 

Acknowledgements you may receive in response to your Service Receipt.  

¶ Correcting Rejected Service Receip ts , page 62 , explains how to fix and resubmit a 
rejected Service Receipt.  
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Creating Service Receipts  

A Service Receipt is an electronic description of a provided service. It serves as a verification 
and validation of your charges for provided services and ensures a smooth invoicing process 

afterwards.   

You create a Service Receipt after a requested service was provided and you receive a work 
ticket. Your work ticket, as well as the generated Service Receipt, corresponds  to a single Line 
Item on the PO. But y ou still can create multiple Service Receipts for a single Line Item ï until 
either the PO validity date or the Line Item dollar value is reached.  

Here are some important guidelines for creating a Service Receipt:  

¶ When creating a Service Receipt, h ave your printed P urchase Order  in front of you, as yo u 
may need to reference it.  

¶ If you have not received your PO in Cortex Desktop , contact the person who requested the 

work or signed your work ticket. Request that the PO be sent  to you . If that person is not 
able to help you, contact Cortex Customer Suppor t. For details, refer to Cortex Customer 
Support  on page  84 . You cannot create your Service Receipt without the PO.  

¶ If you are working with blanket POs, it is a good practice to double -check the validity date 

on your PO. If the validity end date has expired, your Service Receipt will be rejected. To 
avoid the rejection, contact the person on the expired PO and request a new or updated PO. 
Create the Service Receipt only when you receive a valid PO.  

IMPORTANT  Unless instructed by Husky, always use the PO with the validity date 
based on when the work was performe d or activity was completed.  

Once you have completed the Service Receipt, submit it to Husky Energy Inc. for approval . You 

cannot progress further until the Service Receipt is approved.  

To create a Service Receipt:  

1  Under All Trading Partners , click Husky Energy Inc .  

2  Click  the Purchase Order in your Inbox .  
The Purchase Order is display ed in the Preview pane.   

3  Click the Service Receipt  button.  
The Service Line Item Selection  window is displayed listing all Line Items of the selected 
PO. 
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4  In the Service Line Item Selection  window, locate the Line Item for which you want to 
create a Service Receipt.  

NOTES  ¶ You can select one PO Line Item only.  

¶ If you select a wrong PO Line #, your Service Receipt will be rejected.  

5  Click the Create Service Receipt  button.  

A new Service Receipt form is displayed. The PO #  and Line #  in the Service Receipt 
header are automatically populated, and the date fields default to the current date.  
Please revise the Reporting Period Start Date  and Reporting Period End Date  to reflect 
when the work was performed.  

 

6  Fill in the Service Receipt details. For an explanation of each field in the form, refer to 
Understanding Service Receipt Form s on page  30 . 

NOTES  ¶ When creating a Service Receipt, be detailed and accurate. Enter all relevant 
in formation, including labour, materials used, hours of work and hourly 
rates. If you are not sure whether to put all the items on the ticket as one 
line on the Service Receipt, contact your Husky representative.  

¶ If you wish to apply a discount to your service charges, make a reduction in 
your Service  Receipt. For more details, see Applying Discounts  on page  51 .  

7  Click the Attachment s  button to attach a scanned copy of your original work ticket, 
preferably stamped. For more details, refer to  Working with Attachments  on page  79 . 
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8  Click the Calculate  button.  
The Sub - Total , taxes,  and Total  of the Service Receipt are  calculated.  The Service Receipt 
is ready for submission.  

9  Click the View  button to pre view the Service Receipt and ensure it is ready for submission.  

10  Click the Submit  button . 

11  If any warning messages are issued ï for example, about missing an attachment or  Cost 
Objects , r eview the message attentively and choose how to proceed. You can either submit 
the Service Receipt without these details, or provide them first.  

Keep in mind that attachments and/or Cost Object s are mandatory for some Husky Business 
Units. If you submit a Service Receipt to those Business Units without any of the mandatory 
details, the Service Receipt will be rejected.  Continue as follows:  

¶ Once you have  added the appropriate Cost Object s, click Submit  again.  

¶ Once you have added an attachment , click Close  in the Attachments  window, and then 
click Submit  again.  

12  If your PST/QST number is not entered  at the time you submit the Service Receipt, the PST 
Entry window opens.  

 

13  Enter your PST/QST number for the province where the services were rendered and click 
Submit .  

 

NOTE  ¶ You can choose to either provide the PST/QST number or submit the Service 
Receipt without the PST number.  

¶ If you choose to submit the Service Receipt without  your PST/QST number, 
your PST /QST  charge is automatically change d  to 0% .  

¶ You need to provide your PST/QST number only once. The number is saved 
and automatically retrieved for all future Service Receipts for that province.  

¶ If you do not provide your PST n umber, you will be requested to provide it on 
your next Service Receipt for that province.  

¶ The PST/QST number should be entered without spaces or dashes ( - ). E.g. 
PST123456789.  

 

14  Click Refresh .  

The Service Receipt is sent to Huskyôs procurement system and appears in your Sent  fold er  
as follows:  

¶ Sent to Trading Partner  if the Service Receipt is approved in the Husky Procurement 
System . 

OR 

¶ Received by Trading Partner  if the Service Receipt is approved  in Cortex Desktop by 
a Husky Field Approver . 
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15  Once the Service Receipt reaches Huskyôs procurement system, a new document, Service 
Receipt Acknowledgement ( Service Receipt Ack ) with the Pending Approval  status, 
appears in your Inbox . If this is the first document submitted against this PO, the PO status 
changes to Actioned , and the PO is no longer displayed in bold font.  

NOTE  You may receive a Pending Approval  Acknowledgement Status in your 

Inbox, that when previewed or opened states ñHusky Reviewing 
Document(s)ò. This status indicates that your document has been received by 
Husky and will be reviewed by a Husky reviewer. When you receive this 
status, wait for a further acknowledgement; do NOT resubmit the document.  

16  Wait for your Accepted  or Rejected  Service Receipt  Acknowledgement in order to proceed.  
For more details, refer to Receiving Service Receipt Acknowledgements  on page  60 . 
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Understanding Service Receipt Form s 

The main areas of a Service Receipt are the Header  which displays the general information 
pertaining to all items on the Service Receipt, and Tabs  which itemize the delivered service and 

provide detailed information, such as price, for each item.  

 

Service Receipt Header  

In the Service Receipt header, you need to provide the following information:  

NOTE  The fields are listed in their tabbing order. Press the Tab  key on your keyboard to go 
sequentially through all the fields. The Template  field is not included in the tabbing 
sequence on the Service Receipt form. It is an optional feature. For more details, refer to 
Service Receipt Templates  on page  56 . 

 

Field Name  Description  and Instructions  

PO# / RS#/Line #  The Purchase Order number  and the Line Item number of the service on 
the Purchase Order , and the Rate Schedule number and the Rate 

Schedule Line number if a Rate Schedule is referenced on the PO . All  
fields are a utomatically populated when you create a Service Receipt.  

Service Ticket #  The Supplierôs internal number related to the provided service (i.e. 
service receipt, sales order, or invoice number).  It is mandatory to 
provide a Service Ticket #  to submit your Service Receipt.   

Husky Energy Inc. prefers that you  not enter  numbers with decimals or 
dashes  in this field ; if you must use these, ensure you are entering them 
in a consistent format every time .  
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Field Name  Description  and Instructions  

Service Location  Select the province where the service was rendered.  

The Service Location  determines the tax type to be automatically 

assigned to all Line Items on your Service Receipt. For more details, refer 
to Charging Taxes on Service Receipts  on page  46 . 

External #  The Ticket Unit, Rig or Personnel Number . 

Ticket Date  The date the service was rendered.  

This field  is automatically filled in with the current da te. You can 
manually change  the date  if required . N ote the required date format: 
MM/DD/YY YY. 

Location /UWI  The Legal Survey Description or Unique Well Identifier where the work is 

performed.  

This field is automatically populated from the Purchase Order but you can 
overwrite it if the actual location in the work ticket is different.  

Remember that POs sometimes can contain generic locations, especially 
if the work needs to be done in several locations. It is important to 
specify the correct location on Service Receipts, as it facilitates the 
approval process.   

Reporting Period 
Start Date  

The b eginning of the reporting period when the service was rendered.  

Enter the date when the service was rendered.  

Reporting Period 
End Date  

The e nd of the reporting period  when the service was rendered.  

If the service was rendered in a day, select that date in both the Start  

and End  fields.  

If the servic e was rendered over a longer period of time, enter the day 
the service was completed.  

Approved in Husky 
Procurement 

System  

You need to select one of these options:  

¶ Approved in Husky Procurement System -  received and approved 
directly by the Husky Energy Inc. SAP application.  

¶ Approved/Received in Cortex -  received by a Husky Field 
Approver.  

Contact the person listed on the PO if you do not know which option to 
use and/or the Field Approver e -mail. Opti onally , the person signing the 
ticket may be able to help.  

Approved/Received 
in Cortex  

Husky 
Receiver/Approver 
Code  

The person who will approve or receive the service ticket on behalf of 
Husky Energy Inc.  This information is p rovided by Husky Energy Inc.  

Onsite Supervisor 

Name  

The Supervisor of the work. Can be a Husky Energy Inc. contractor or 

vendor representative . Typically, enter the first initial followed by last 
name.  

Job Summary  Describe  the job executed , in brief . The job description in this  field is 
limited to 40 characters.  

Job Summary 
Details & 
Comments  

Further explanation of the job executed.  

If all the details are provided in the attachment, you can specify so in this 
field.  

Note:  A r ejection reason from a Husky Energy Inc.  representati ve  is 
placed here  on rejected Service Receipts. For more details, refer to 
Correcting Rejected Service Receip ts  on page  62 . 
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Field Name  Description  and Instructions  

Attachments  Click the Attachments  button to attach a scanned copy of your original 
work ticket, preferably stamped. For more details, refer to Working with 

Attachments  on page  79 .  

Message  This field appears on Rejected Service Receipts and shows a system -
generated  rejection reason  from Huskyôs procurement system. For more 
details, refer to Correcting Rejected Service Receip ts  on page  62 . 

 

Servic e Receipt  Tabs  

The Service Receipt tabs are Line Items  and Service Description Details .  

NOTE  When going through the tabs, remember that the information in a selected tab applies to 
the line that you have selected in the Line Items  tab. You can see the sele cted line 
number and description below the tabs, in the lower left corner.  

Line Items Tab  

The Line Items  tab of the Service Receipt shows the breakdown of your items or service s, 
where e ach line represents  a separate charge. You should always be detailed and specific in this 
tab. Itemize labour and materials used, enter information on hours of work and hourly rates, 
and provide other details. Your Service Receipt may be rejected if the information  in the Line 
Items  tab is too general or incomplete .  

NOTES  ¶ If you are not sure whether to put all the items on the ticket as one line  on the 
Service Receipt , contact your Husky representative.   

¶ When summarizing details on your Service Receipt, always attach a detailed 
backup.  

For each Line Item, you can provide the following details:  

Field  Description  

Delete button  
Click the Delete  button to remove a Line Item from the Line Items  
tab . 

Line #  An identifier entered in increments of 10 ï automatically generated per 
each new line.  

Enter the  breakdown of the service ï each line represents  a separate 

charge.  If you are un sure whether to put all the items on the ticket as 

one line, contact your Husky representative.  

Service 
Description  

Enter a d escri ption of the specific service or task execut ed within the 
job . 

If you have an Outline Agreement with Husky Energy Inc., click the 

Outline Agreement  button at the bottom of the Service Receipt form 
and select the required service.  

Qty  The quantity ordered.  

If you wish to apply a discount to your service charges, you can reduce 
the quantity. For more details, see Applying Discounts  on page  51 . 

Note that the above columns are not scrollable and are always displayed, even if you 
scroll to the right most columns  of the Service Receipt form.  
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Field  Description  

Unit of Measure  Select th e unit of measure (i.e.  Each , Hour , Day , Week , etc ) . To 
quickly select the unit, just start typing in  the desired unit , and the field 

will be automatically  populated , i.e.  type ñEò for ñEach ò. 

Make sure you confirm the unit of measure  is the  same  UOM  Husky 
use d to create your  original PO. Husky will reject  your  invoice if the 
UOM  is a mismatch.   

List  Price  The list p rice  per unit.  

Tax Type  This field displays the tax type on the Line Item.  

This field is automatically populated with the default tax types according 
to the selected Service Location  and Ticket Date . If that default is not 

suitable, you can select one of the predefined tax types, or select the 
Manual option and enter the required  tax rates. For  more details, refer 
Charging Taxes on Service Receipts  on page 46 . 

Service Start 
Date  

The d ate the actual service began within the reporting period . 

Price Unit  The n umber of units per List Price . 

Automatically defaults to 1 but can be edited if required.  

Discount (%)  Enter a percentage discount or surcharge.  

If you wish to apply a percentage discount or surcharge to your charges, 
you can do so in this column. For more details, see  Applying Discounts  
on page  51 . 

Unit Price  The actual price per unit ï defaults to the List Price . 

Cost Center/AFE/  

Work 
Order /Network/
Network Activity  

Contains the View/Edit  link that opens the Cost Center/AFE/Work 
Order /Network/Network Activity  pop up  window where you can 

view or edit the specific Cost Objects for each Line Item.  

For more details, refer to Entering Cost Objects  on page  49 . 

Cost Object #  This field is automatically filled in as you define cost object details  in the 
Cost Center/AFE/Work Order /Network/Network Activity  pop up  
window. For a single Cost Object, the column displays the Cost Object 

number. For Line Items with split assignments, t his column reads 
ñMultipleò. 

For more details, refer to the Entering Cost Objects  on page  49 . 

GL Account  This field is automatically filled in as you define cost object details  in the 

Cost Center/AFE/Work Order  pop up  window. For a single GL 

Account assignment, the column displays the GL Account. For Line Items 
with split assignments, this column reads ñMultipleò. 

Service External 
#  

Enter the Service Unit, Rig or Personnel number . 

Mat. Group  The commodity or service code -  is automatically populated from the 
Purchase Order. If an alternate material group is supplied on your coded 
paperwork, you should override the default with the material group on 
your paperwork. If no alternate is given, leave as defaulted from the 

Purchase Order.  
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Field  Description  

Service Start 
Time (hh:mm)  

Enter the start t ime of the specific service . 

Service End Time 
(hh:mm)  

Enter the end t ime of the specific service . 

From Location  The Legal Survey Description or Unique Well Identifier where equipment 
or liquid was moved from . 

To Location  The Legal Survey Description or Unique Well Identifier where equipment 
or liquid was moved to . 

RS Number  Provided by Husky En ergy Inc. and automatically populated from the 

Rate Schedule information, if a Rate Schedule is utilized . 

RS Item No . Provided by Husky En ergy Inc. and automatically populated from the 
Rate Schedule information, if a Rate Schedule is utilized . 

Husky Service 
Code  

Provided by Husky Energy Inc. representative and is the Husky Service 
master number for master data  that  describe s the  service procured.  

Supplier Service 
Code  

The Supplier or Vendor service master number . 

User Field 1/ 

User Field 2/ 
User Field 3  

Text field s for any additional information on the Service Receipt that 
does not appear on the form.  

Line Total  The total amount charged for this Line Item.  

 

NOTE  If any fields that must be provided by Husky are missing, contact the person 
indicated in the PO header. For more details, refer to Understanding Electronic 
Purchase Orders  on page  18 . 
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Managing and Using Rate Schedules  

A Rate Schedule is a pricing schedule agreed upon by your company and Husky Energy Inc. Rate 
Schedules are sent to you by Husky and will appear in your Cortex Inbox . When Husky sends 

you a Purchase Order that references a specific Rate Schedule, you should  use that Rate 
Schedule to easily add Line Items to your Service Receipt.  

NOTE  For any discrepancies with the content of a Rate Schedule, please contact your Husky 
representative.  

 

Receiving Rate Schedules  

All new Rate Schedules sent by Husky Energy Inc. arrive in your Cortex Inbox .  

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

You can easily distinguish a new Rate Schedule among the other documents in your Inbox  by 
its appearance:  

¶ A new Rate Schedule appears in blue bold font .  

¶ The document type, displayed in the Doc Type  column, is Rate Schedule .  

¶ The document status, displayed in the Status  column to the right, is Activated .  

You can single -cli ck a Rate Schedule in your Inbox  to prev iew it in the Preview pane. The 

following is an example of a Rate Schedule in your Inbox :  
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NOTE  When a new Rate Schedule arrives in your Inbox , it will replace the current Activated  
Rate Schedule with that Doc # and the older version will be automatically archived.  

You are able to manually archive a Rate Schedule in your Inbox . This is NOT  

recommended as until Husky sends you an updated schedule, the current one in your 
Inbox  may be needed to create future Servic e Receipts. Any Service Receipts 
referencing that Rate Schedule may be rejected if the referenced schedule is not used.  

For details on how to unarchive accidentally archived Rate Schedule, refer to Retrieving 
Accidentally Archived Rate Schedules  on page 43 . 

Upon receiving a new Rate Schedule in Cortex Desktop , you can review the details in the 
electronic version of the form, as well as print the original Rate Schedule.  

For more details , refer to Viewing and Printing Original Husky Rate Schedules  on page 36 , or 
Viewing Rate Schedules  on page 38 . 

Viewing and Printing Original Husky Rate Schedules  

You are able to preview and print t he original Rate Schedule sent to you by Husky if desired.  

NOTE  Keep in mind that the original Rate Schedule sent to you from Husky could be a very 

large file and may take longer than normal to view and print.  

 

To display the Husky original Rate Schedule, do any of the following:  

¶ If you are viewing the Rate Schedule  in a Preview pane, click the View Attachment  
button at the top of the Rate Schedule  header.  

 

¶ If you are displaying  the Rate Schedule  in a full -sized window, click the View 
Attachment  button at the bottom of that wi ndow.   

 

NOTE  For details on viewing you r Rate Schedule in a full -sized window, refer to Viewing 
Rate Schedules  on page  38 . 
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The original Husky Rate Schedule is opened in a separate window for a full screen view.  

 

To print the original Husky Rate Schedule:  

1  Click the Print  icon  in the top left corner of the window.  
A standard Print  window is displayed.  

2  Change any print settings, if desired, and then click OK  to print the Rate Schedule.  

3  Click the Close  button  in the top right corner of that window to close the original Husky 
Rate Schedule.  



Chapter 4  Service Receipts and Service Receipt Acknowledgements  

38  Cortex Desktop TM Husky Energy Inc. Services Supplier Guide  

Viewing Rate Schedules  

The easiest way to review all of the details of a Rate Schedule is to display it in a full -sized 
window.  

To view  a Rate Schedule :  

1  In the Inbox , double -click on the row of the desired Rate Schedule.  
The Rate Schedule is displayed in a full -sized window in the Desktop.  

 

NOTE  The Rate Schedule window is for viewing purposes only. You are not able to edit any of 
the fields on this form.  

For a detailed description of the Rate Schedule form, refer to Understanding Rate Schedule 
Forms  on page 38 . 

2  Click the Close  button  to return to your Inbox .  

Understanding Rate Schedule Forms  

When viewing a Rate Schedule in a full -sized window, the main areas of the Rate Schedule form 
are:  

¶ Header :  displays the general Rate Schedule information.  

¶ Line Item : shows the line numbers contained on that Rate Schedule.  

¶ Service/Material Specification : contains all of the individual products and services that 
can be entered as Line Items for the line number  of the Rate Schedule selected in the Line 
Item  area.  

¶ Pricing Conditions :  displays the pricing conditions applicable to the product or service 
selected in the Service/Material Specification  area . 
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Rate Schedule Header  

The Rate Schedule  header displays details pertaining to the entire Rate Schedule.  

The fields displayed on the Rate Schedule header are :  

¶ Rate Schedule #  ï the identification number of the Rate Schedule . This number also 
displays as the Doc #  in your Inbox .  

¶ Rate Schedule  Da te  ï the date th e Rate Schedule  was created . 

¶ Start Date  ï the start d ate of the Rate Schedule validity.  

¶ End Date  ï the end d ate of the Rate Schedule validity.  

¶ Comments  ï additional comments Husky has added pertaining to this specific Rate 
Schedule.  

¶ Vendor I nfo rmation  ï your  companyôs details. 

¶ Payment Terms  ï the terms of payment according to your agreement with Husky Energy 

Inc.  

¶ Quote Number ï an external number that allows for unique document tracking . 

Rate Schedule Line Item Area  

The Rate Schedule  Line It em area  lists the line numbers contained within that Rate Schedule. 
Your Line #  selection will determine which items are listed in the Service/Material 
Specification .  

The fields displayed in the Line Item  area are:  

¶ Line Item Number  ï the Line Item number for that line of the Rate Schedule.  
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¶ Line Item Category  ï indicates the category for that Rate Schedule line:  M  for Materials or 
S for Services.   

¶ Description  ï the description of that Rate Schedule line.  

¶ Comments  ï details and commen ts for that Rate Schedule line.  

 

Rate Schedule Service/Material Specification Area  

The Rate Schedule  Service/Material Specification  area  displays the products and services 
contained in the Rate Schedule line selected in the Line Item  area above. These are  the actual 

items that you will be adding to your Service receipt as Line Items.  

The fields displayed in the Service/Material Specification  area are:  

¶ Spec Line Number  ï the specification line number.  

¶ Buyer Master #  ï Huskyôs master number for this item. 

¶ External #  ï the external identification number for the item, if Husky has this information.  

¶ Description  ï the item description.  

¶ UOM  ï the unit of measure for that item.  

 

Rate Schedule Pricing Conditions Area  

The Rate Schedule  Pricing Conditions  area  displa ys any pricing conditions applicable for the 
product or service selected in the Service/Material Specification  area.  

The fields displayed in the Service/Material Specification  area are :  

¶ Validity Start Date and Validity End  Date ï any specific date validity requirements for 
that item in addition to the overall Rate Schedule start and end dates.  

¶ List Price  ï the unit price for that item during the specified validity dates. This amount will 
populate the List Price  column for your Ser vice Receipt Line Items.  

 

NOTE  If your service dates extend beyond the validity date range  of the Rate Schedule , you 
must create another Service Receipt to cover services from outside these date ranges.  

 

Using Rate Schedules  

The products and services contained in your Rate Schedule can be quickly added as Line Items 

on your Service Receipts. By using the appropriate Rate Schedule for each Service Receipt, you 
reduce your chances of receiving rejections from Husky Energy Inc.  

NOTE  If Husky has sent you  a Purchase Order referencing a Rate Schedule, you must use this 
Rate Schedule to create your Service Receipt or it may be rejected.  

When a Service Receipt references a specific Rate Schedule, the Rate Schedule Doc  #  

and the Line #  will display on your Se rvice Receipt form. You will not be able use any 
other Rate Schedule when creating that Service Receipt ;  however you ar e able to add 
items from other l ine numbers contained on that Rate Schedule.   
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To use Rate Schedules when creating your Service Receipts:  

1  While creating a Service Receipt, click the Rate Schedule /Sheet  button at the bottom of 
the form.  

 

The Rate Sheets/Rate Schedules  window is displayed.  

 






























































































