
Cortex Desktop Training on 

Husky Services POs 



2 Materials Workflow in Cortex Desktop 

ÁCreate and submit documents to your Cortex connected Trading Partners. 

ÁCreate price sheets and templates to save time entering documents.  

ÁGet status updates on documents in the system. 

ÁGet guidance on your Trading Partnerôs documents requirements. 

ÁReduce cycle time on rejected documents. 

ÁStandardize your invoicing process. 

Cortex does not: 

ÁProvide purchasing details, coding 

information, or pricing details.   

ÁApprove or reject your documents. 

ÁPay or process payment of your Invoices. 

ÁNegotiate pricing or services with your 

Trading Partners. 

Cortex 



PO Types 
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Services Workflow in Cortex Desktop 

Services 

Materials 

Consignments 



Purchase Order 

Different Workflow for Each PO 
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Determining PO Type 
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The letter next to PO 
indicates its type. 

Hover over the Doc Type column 

header to view the tooltip. 
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Services Workflow 



Services Workflow Stages 

Receive a Services PO.1 

Receive Service Receipt 

Acknowledgment.
3

¶ Review the PO.

¶ Perform ordered service.

Create a Service Receipt.2
¶ Use your work ticket to provide details on the 

Service Receipt.

¶ Attach the work ticket.

Create an Invoice.4
¶ Your Invoice is based on accepted Service 

Receipt Acknowledgements.

¶ Without submitting Invoice, you cannot be paid.

Receive Invoice Acknowledgment.5
¶ Accepted Invoice Acknowledgement means Husky 

has approved your payment. Expect to be paid 

according to your payment terms.

¶ COMPLETION TIP: When you do not need the 

Accepted Invoice Ack in your Inbox, archive it.

6 Optional: If needed, create a Credit 

Invoice.
¶ Your Credit Invoice is based on accepted Invoice 

Acknowledgement.

¶ You will receive Credit Invoice Acknowledgement 

in response.
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Getting Familiar with Cortex Desktop 

The buttons you are going to use: 

Click Refresh to 

view any new or 

updated 

documents. 

Service Receipt 

Invoice 

Credit Invoice 
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Stage 1: 

Reviewing Services POs 
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New POs in Inbox 
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Always print a copy of 

Huskyôs original PO. 



Services PO: Full-Sized Electronic 
Version 
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If you missed getting the Husky original PO, you can 

click the View Attachment button on the electronic PO. 

Double click to open the 

PO in a full size window. 



Services PO - Elements 
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Check the Validity Date to 

make sure the invoice 

dates are within this set 

date. If not Husky will need 

to update this for you first.  



Services PO - Elements 
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Contact this 

person with 

any questions 

about the PO. 



Services PO ï Cost Objects Tab 

ÁPOs can be early coded or late non-coded. 

ÁView and compare the Cost Objects tab. 
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Late Non-coded POs: 

The Cost Objects tab is blank. 

You need to provide these details 

on Service Receipts for that PO. 

Early Coded POs: 

Details from the Cost Objects tab 

will be auto-populated onto 

Service Receipts. 



Stage 2: 

Creating Service Receipts 
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A Service Receipté 
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Áéis an electronic description of the 

provided service. 
 

Áéserves as verification and validation of 

your charges for the provided service.  
 

Áéensures a smooth invoicing process 

afterwards. 

 
A Service Receipt does NOT 

substitute an Invoice. 



Before Creating a Service Receipt 
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Render the service and receive a work ticket (stamped and 

signed). 

 

No PO in Cortex Desktop?  

1. Contact the person who requested the work  

or signed your work ticket.  

2. If that person is not able to help, contact Cortex. 

Double-check the Validity End Date on your PO. If it has 

expired, contact the person on the PO and request a 

new/updated PO. 

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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How Many Service Receipts? 

You 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. 

Create at least one 

Service Receipt for 

each PO Line Item. 
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Creating a Service Receipt ï Start 

1. Click your Inbox folder. 

2. Click on Husky Energy 

Inc. as your Trading 

Partner. 

3. In your Inbox, single click 

the PO. 

4. Click on the Service 

Receipt button.  

 

 

   


