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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 thedaybés outstanding and adminis
costs. Cortexis alow -cost, low -risk solution that can be implemented quickly by leveraging its

customers existing business environment T 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:

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 or other |l ocation.

I 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.

Cortex Desktop ™ Husky Energy Inc. Services Supplier Guide 1
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Preface

Cortex Desktop Features and Benefits

Cortex Desktop improves efficiencies, reduces costs , and improves cash 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 documentdés status in the

partner pay you on contract terms.
1  Submitting your do  cuments instantly to you rtrading partner  (s).
9  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

= =4 -4 -4 -—a -a -a

Standardizes your documentation 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 collab  oration with your company.
l

Requests materials or completion of services.

2 Cortex Desktop ™ Husky Energy Inc. Services Supplier Guide



Preface

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:
item descriptions,

AFE numbers,

1

1

1 GIL codes,
 cost centers,

1  vendor numbers,

1 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.

Cortex Desktop ™ Husky Energy Inc. Services Supplier Guide 3



Preface

About This Guide

The Services Supplier Guideisi  ntendedfor y our ¢ o mpersonynél eesponsible 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:

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

1 Chapter2 Services Workflow in Cortex Desktop , page 13, outlines how to process
Purchase Orders in Cortex Desktop for services from Husky Energy Inc.

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

1 Chapter4 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.

1 Chapter5 Invoicing Services , page 65, explains how to submit Invoices and complete the

invoicing process in Cortex Desktop.

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

1 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.

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

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

1  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:

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

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 ).

4 Cortex Desktop ™ Husky Energy Inc. Services Supplier Guide
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Chapter 1

Getting Started with Purchase Orders

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

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

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

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

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

Cortex Desktop ™ Husky Energy Inc. Services Supplier Guide



Chapter 1 Getting Started with Purchase Orders

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

Remember that to view the latest documents in your Inbox , you need to click the

Refresh  button.

TIP

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

T Anew PO appearsin black bold font

1  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, referto  Identifying Purchase Order Types on page 10.

1  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 -click 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
B cortex Desktop - |

File  Tools

Reports  Administration  Help

L Inbox (3) Search and Fiter Refiesh
7O Sent Confirmation - Trading Transaction Time Delivery -
% g‘::}:: - % PO # Doc Type Doc # Partner Stamp Location Status
B Momsanes 15001098 2400202200  |Invoice Ack 2001583921 | Husky Energy... | 11/12/2010 B:08 AM Accepted ERS
15001097 8400202200  |Service Receipt Ack | 15001083 Husky Energy... [11/12/2010 8:05 AM | LLOYD PRODUC... |Accepted ERS
15001085 8400202200 FO5 (', 00202200 Husky Energy Inc. | 11/12/2010 7:48 AW Lloyd Production tcin] Document
& Al Trading Partrers 15001052 8400202184 |nvui4 Type: PO-§ E3INvO1 Husky Energy... | 11/05/2010 12:47 PM Am{ Status: New
Husky Eneigy Inc. 15001051 8400202185 |Invoicky g 4INVD1 Husky Energy. . | 11/05/2010 12:47 PM Acceply
iﬁum 039 sao0202185 | Pos A 8400202185 Husky Energy... |11/05/2010 1215 PM  HUSKY DILOPE... |New
15001037 8400202184  |PO-M 8400202184 | Husky Enegy... | 11/06/2010 1214 PM | HUSKY OIL OPE... |New
15001021 2400202180 |Invoice Ack 2001583800 | Husky Energy... | 11/05/2010 9:22 AM Accepted ERS
15001002 8400202180 | Service Receipt Ack | 15000973 Husky Energy... [11/05/2010 9:01 AM | LLOYD PRODUC... |Accepled ERS
15001001 8400202180 | Service Receipt Ack | 15000972 Husky Energy... [11/05/2010 9:01 AM | LLOYD PRODUC... |Accepted ERS J
15001000 8400202180 | Service Receipt Ack | 15000970 Husky Energy... [11/05/2010 9:01 AM | LLOYD PRODUC... |Accepled ERS
15000921 8400202180 |Invoice Ack 2001583786 | Husky Energy... | 11/04/2010 215 PM Accapr Purchase

£7 View Attachment Order Preview

Semvice Reciept

Invoice

CreditIm/aice

Delivery/Job
Location:

HUSKY OIL
OPERATIONS LTD.

Husky Oil 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:
Advanced Ship Notice Validity Start Date: Fax: 306-825-1159 Inﬂotc_arn_l
Description:
Rate Sheet Validity End Date: Email: Catherine.Wintert gy.ca ASN No

A online

Cortex Desktop
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Chapter 1 Getting Started  with Purchase Orders

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 Todisplay the Husky origin  al PO, do any of the following:

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

Viewing the
Husky original
PO

4 View Bttachment

Husky Oil 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 ASN Enabled: Mo

Delivery/Job 11-16-050-78w5

Location: -
i | LIJ

1 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.

Cortex Desktop ™ Husky Energy Inc. Services Supplier Guide



Chapter 1 Getting Started with Purchase Orders

The Husky original Purchase Order is displayed in your PDF viewer application.

1  The following is an example of the Husky original PO in Adobe Read er:
Bro attachment |
Filz  Close
i Il P . i | K3 N
a H|§ﬂv *Il I = -@IS%S%-;;ﬁ d |F|nd -
-
H k Husky Qil Operations Limited
“s y Purchase Order 8400059006
Pagefaf 2
Information
PO Data 2010 JAN 21 Contact be 2 L Requisitloner  Damyl Greening
currency CAD Caradan Dolar Phans S e Payment Terms Within 30 days Cue nat
Your Referenca  LLO-05-2035 Fax e R
Dallvary Date 2010 JAN 21 Emall i e R
Vendor Address Shipping Addreas Elling Address
Y TSR TOTRETRRR TR UO}'H Proguction P'LISK)' ol OFE[B'.UI'IE Limized
- Husky O Operations. Lid. Box 4490, Ein D
- - o 5516 59th Avenue Calgary, Alberia T2F 36T
- - - LLOYDMINSTER AE T9V 1AS Fax{403)750-1850
e il ]
— ————
- P
For Husky Internal Use Only - TST System
The Terms and Conditions, Incluaing specifications stated In the referanced Agreemant form a part of Inls Purchase Qroer.
Naote: The onigingl agreement 24E00002327 was replaced wih inks
agreement numoer for automation purpeses.
Item |Description Quantity um unit Price Amount Excl. | Tx| Tax Amount incl
Tax ol Tax
i (LS CAERS i PU 75,000.00 75,000.00|01|&5T 3.750.00 TE.750.00
Plaase reference contract 45000052388 & Item DO010
20 |CLro OAers i PO 100,000.00 100,000.00 | 01| &5T 5,000.00 105.000.00
T
Total Excluding Tax QéD 175,000.00
Total G5T B.750.00
Total Including Tax CAD 183, 750,00
Tax Coda LOEBI'III
01- 5% GST
-

NOTE g

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

Preview pane.

3 To print the Husky original PO:

zoom buttons

8 ® |=1% -

at the top of the

a Clickthe Print icon ﬁJin the top left cornero  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.

Cortex Desktop ™ Husky Energy Inc. Services Supplier Guide




Chapter 1 Getting Started

with Purchase Orders

If you wish, you can also save the printed version of the PO in PDF format.

To save the PO, clickthe  Save button @J in the top left corner of the Preview pane.

corner of that window.

Close the Husky original Purchase Order by

Opening and Printing Electronic Purchase Order

Details

The easiest way to view all of the
sized window.

To open and print  electronic

1 Inthe Inbox

The Purchase Order is displayed in a full

Purchase Ordar

Husky

clicking the Close button ilinthetop right

details of an electronic Purchase Order is to display it in a full -

Purchase Order details:

-sized windo w.

, double -click on the row of the desired Purchase Order.

Purchase Order: 8400059028

Indnrmtion
PODsbe: 917285000 Conkach dmr Marews Drelevery Locabon  Lioyd Produnion.
Cueeney:  DAD Phone: 4001334807 ASH Enalsded.
W alickity S Lart [ ate Fax Incolmm
W ety E vl D sl Emsl o malre stk ey con Vvl i o ety
Wendor info. Billiny Adddress
Pagmend | mims:
My Comparry Lidd Hesy 0dl Lessted
PO B 1234 578 Bu:mgtrmmr Witk 30 iy Do it
T8 A e
Caigary AR mmm
THGH
Fion Husp beteerual e Dy - TET System
hnl-il Bembets | docortdisgwents | PODesk | PO Temad Conditons | Pl ®: 10
2l
lem [relrwmiy | . . Lipst; P Mt LET] E
Calnguy Compistn Lo | Descriplion Busel VOH  py 1M Amoust | Trpe i
B - [0 et sevice [tooo [Py lascoono |[Pu  laosa.nn |GST
5 Hi U | Wi A R Lom Py 200 00 PU BO0O00 | GST
/" Gpen the print
View the original preview of the
Husky Purchase PO electronic
2 Order, version.

For a detailed description of the Purchase Order, refer to

Orders on page 18.

You can click the
For more details, see

View Attachments
Opening and Printing Husky Original Purchase Orders

2 If you wish to print the electronic version of the PO, click the

Order preview window opens. On the

File menu, select

Understanding Electronic

Print
Print .

button. The Pur

Purchase

button to display the original Husky Purchase Order.
on page 7.

chase
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Chapter 1 Getting Starte d with Purchase Orders

You may also see the  Mark As Actioned
button is not relevant for Services

NOTE

3 Clickthe Close button toreturntoyour  Inbox

|dentifying Purchase Order Types

button on New Purchase Orders . This

Purchase Orders

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

1 Consignment POs

1  Materials POs
Huskyds

for e quipment or

warehouse or

1 Services POs requesting to render specific services.

for replenishing consignment stock.

goods that involves the shipment of the ordered items to
ot her

| ocati on.

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
Inbox

f C for Consignment llcortexDeskivoh

PO type is to take a look at the
. This column shows a letter, indicating the PO type:

column in Cortex

Doc Type

File  Tools Reports  Administration  Help
1 M for Materials I
1 = Al Folders
ﬂ S for Services {7 Inbox (3] Search and Filker
T Sent = =
For example, a Services PO (] Outbor gonfimation | pg 4 Doc Type * Doc #
will be shown in the Cortex % g'e‘:i?ggs] 15001098 8400202200  |Invoice Ack 200151
Inbox as PO-S. 15001097 8400202200  |Service Receipt Ack | 15001}
15001 086 8400202200 Pos(  Thisisa
= Al Trading Partners 15001052 8400202184 |mmi{ Services PO.
- Husky Energy Inc. 15001051 8400202185 |Invoice] 4P =TFEHIN]
|I1snn1 039 8400202185 |po.s 84002
15001037 8400202184  |[PO-M 84002/
15001021 8400202180  |Invoice Ack 20015]
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
Search and Filter
oobnating PO # Doc Type * ‘ Doc # Trading Partner
15001465 8400202212 Gioods Receiinck [5-5ervices, M-Materials, C-Consignments fe,
15001461 8400202207 Invoice Ack 20101122AM02 |Husky Energy Inc.
NOTE Services POs (PO -S) can be used for both services and/or materials . For

example, you may receiv
constant replacements or refills

e a PO - S for materials if you are providing items that require
, 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).

t

he

10
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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 on the row of the desired Purchase Order.

The Purchase Order is displayed in a full -sized window.
Look at the 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: 8400202201
r~Information
PO Date: 11A2/2000 Contact  Cathie ‘Winterhalt DeliveryLocationr  See Line |tems
Currency: Can Phone: 306-825-1245 ASHN Enabled: Mo
Walidity Start D ate: Fax: 306-825-1159 Incoterm:
Yalidity End D ate: Email: Catherine. Winterhalt@huskyenergy. Incoterm Descripbon:
b pmm— P b b st s | PO Tems:
i B e Okt s b ikt 30y
invoices relating to this purchase order therefore
ke al | must be submitted to
FEH .- Huszky wia our Automation partner.

For Husky Intermal Use Only - TST System

General | Item Details Cost Objects PO Details PO Tems & Conditions POLine#: 10
: PO . M ial | Husks Vend:
I[E::‘;gnly [I:Jn‘:nhslt:lj:a Iﬁine Deseription Huanti UOM g:i‘:e EEI'M ::l:mnl };;e FnFt‘iiscalm r:.%:‘z'z:am Ih:;;:ezal nz?a:?‘;l
No 0 standard services 01 1.000 | PU H000.00 FU 5000.00  |GST
It Cat ﬂd\services ekl 1.000 |PU 500000 FU 5000.00  |GST
dEtErr:ﬁBSat:ngrg type ervices 05 1.000 |PU 500000 FU 5000.00  |HST
and your workflow. This FLD services 1.000 |PU 500000 FU 5000.00  |HST
is a Services PO. 4
< | »
Wiew Attachment Print | Close
How to Proceed
Upon determining the PO type, follow the appropriate workflow:
1  For Services POs, proceedto  Services Workflow in Cortex Desktop on page 13.
1 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 ltems 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 Items ac cording to its specific workflow.
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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:

1  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
1  Services Workflow Diagram , page 15, illustrates the mains  tages of the Services
workflow in Cortex Desktop.
1
IMPORTANT 1 Anydocuments 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 Huskyds procur emen

1 Alldocuments d ated after your Go Live date , must be submitted through
Cortex Desktop.

Cortex Desktop ™ Husky Energy Inc. Services Supplier Guide
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Chapter 2 Services Workflow in Cortex Desktop

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 , referto Understanding Services
Purchase Orders on page 17.

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.

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 Invoice. At this
stage, your workflow fo  rthat 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.
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 , referto Creating Credit Invoices for Services on
page 76.

14
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Chapter 2 Services Workflow

in Cortex Desktop

Services Workflow Diagram

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

-

Services Workflow

1 Receive a Services PO.

v

attachment).

v

3 Receive a response from Husky.

(2 Create a Service Receipt (with

v

(4 Create an Invoice.

ol

!
(

— L S

Y

Receive a response from Husky.
CG Create a Credit Invoice, if required

\—/

~

J

NOTE

See also a detailed Services workflow in Appendix A: Detailed Services Workflow

page 85.

on
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Chapter 3

Understanding Services Purchase Orders

This chapter incl udes the following sections:

1

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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17



Chapter 3 Understanding Services Purchase Orders

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:

Purchase Order

Husky Purchase Order: 8400202201

" Information -
PO Date: 112200 Contact  Cathie WWinterhalt DeliverpLocatiorr  See Line ltems
Currency: Cal Phone: 30E-825-1245 ASN Enabled: Mo
WValidity Start Date: Fax: 306-825-1159 Incoterm:
Yahdity End D ate: Email: Catherine. \WinterhaltEhuskyenergy Incoterm D escripbon:
Yendorinfo——— Billing Address
) Payment Terms:

My By il ;Elirﬁ::;:a;z'ﬂgelﬂ‘l:’;s been sent via Husky's within 30 days Due net
PO Box 123 invoices relating to this purchase order therefore

1st Avenue must be submitted to

Calgary, AB Huszky via our &utomation partner.

TiT 273

For Husky Intemnal Use Only - TST Spstem

Tabs l

Genera\l lemDetals | CostObjects | PODetals | PO Tems & Condiions '-'J POLinett: 10 |

= PO B Material | Husky Yendor
Ié::';gmy [?I]?“II;S[!L Il_'ine D escription Ruanti| UDM :5':;::3 EE‘M :;lnunl I;;E IEnr:]iScalnl E::I?;:‘m; Ihzalerial ::lalerial
Mo 10 standard services 01 1.000 |PU 5000.00 FU h00000  |GST
S Mo 20 standard services 33 1.000 |PU 5000.00 U B000.00  |GST
S No a0 standard services 05 1.000 |PU 5000.00 FU BO00.00  |HST
S Mo 40 standard MFLD services 1.000 |PU 5000.00 U 500000  |HST
«| | »

Yiew Attachment | Frint I Close

TIP To better view a P Odickorditactdesplay isinafudl o u bsizexl window.

In this section, learn about:

1  Purchase Order Header , page 18
1  Purchase Order Tabs , page 20
1 Evaluated Receipt Settlement (ERS) , page 23

Purchase Order Header

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

1  Purchase Order number T the identification number of the PO.

1 PO Date 7 the date this PO was issued.

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

1 Validity Start Date and Validity End Date 1 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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1 Contact 1 the details of the Purchase Order issuer. This is your Husky Energy Inc. contact
person for questions about the PO.

1 DeliveryL ocation 17 the address wh ere the services should be rendered .

TIP  If the services have to be rendered in multiple | oc8eelLimens
Iltems 0. 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 1 is not applicable to Services Purchase Orders
Incoterm  and Incoterm Description T not applicable to Services Purchase Orders
Payment Terms 1 the terms of payment according to your agreement with Husky.

Vendorl nfo.i your companyds. detail s

= =4 -4 -—Aa -2

Billing Address T 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 number

Husky

 Informatio

Purchase Order: 8400145689
Delivery
location

Your Husky
contact person

PO date and
currency

PO Date: 07/21/2010 Contact  Cathie Winterhalt Delivery Locabore  Lloyd Production
Currency: CAD Phone: 306-825-1245 ASH Enabled: Mo

Validity StartDate: / Validity period Fax: Incoterm I
Validity End D ate: (if provided) Email: Cathering winterhaliE@huskyenemgy. Incoterm D escription: |
VYendor Info: Billing Add

endor In I. Iing aress . . Paymenl Terms: Payment
My Cormpany Ltd. Your l‘hls Purchase Order has been sent via Husky's Within 20 days Due het terms
PO Box 123 utomation partner. Ay

company's invoizes relating ta this purchase order therefore

]égtl:g‘::fe r:;'l'IBe details rust be submitted ta
TiT 213 Huszky wia our Autornation partrer.

For Huzky Intemal Use Orly - TST System
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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.
You are
viewing Line
Item #10.
General | Itern Details Cost Objects PO Details PO Terms & Conditions POLinedi: 10
I Deli PO . . Unil P N T ERS Material | Husky Vendor
l;::lgoly Cuemll‘)rlgt;t}:a I"tme Description Quanti) UOM Plril::le UEDIM A:l::uunl T;:e Indicator r::‘llilt‘:[ar:m I}:lalenal Ih:]alenal
Mo 10 standard services 01 1000 |PU B000.00 FU 800000 |GST
General Tab
The General tab of the Purchase Order itemizes the items and services ordered, with their
guantity and price.
Each ordered item or service appears on a separate line and is referred to as a PO Lineltem A

PO can contain one or multiple Line Items

For each Line Item, the following information is provided:

Field Name Description
Iltem Categorizes items ordered:
Category

I C for Consignments
T M for Materials

T 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  , referto 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 Always displays No on new Purchase Orders. This value can be changed to

Complete Yes if Husky Energy Inc. sends you a Changed PO afterthe 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.
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Chapter 3 Understanding Services

Purchase Orders

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.
x
Tax 1 Tax 2

Tax Type GoodstndServicesT ax

Country Ca

State/Frov AB

Tax Exempt MonE xempt

Registration Mumber

TaxPercent 5.00

ERS Indicator

If marked withan X, the Line Item includes the ERS indicator.
with the ERS ( Evaluated Receipt Settlement
once their Service Receipts are accepted. You only receive an Invoice
Acknowledgement, without actually creating and submitting an

more details, referto  Evaluated Receipt Settlement

Line ltems
) are automatically invoiced

Invoice. For
(ERS) on page 23.

Material
Return
Indicator

Husky
Material Id

Vendor
Material | d

These fields are not applicable to Services Purchase Orders.

Delivery
Schedule

Click the Delivery Schedule link to view the requested quantities and

delivery dates for that Line Item.

-Delivery Schedule |
PO Lineltem #: 10 - test
Quantity: 1.000 PU
Sl Liellim ‘ Quantity Delivery Date

1.000 2010-07-27

Close |

Cortex Desktop ™ Husky Energy Inc. Services Supplier Guide
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This is an example of the General tab on a Purchase Order:

By default, the
General tab is the
first tab displayed.

You have selected PO
Line ltem 10

]

_G;nela\ | Item Detals | Cost Objects | PEI_DEI_a\Is_ | I;EI ;Err_ns;[:;nd:tm;s _______________ I_“D_Lir:el;: _1ll_l ____________
I A Quani vow Bk Be N Ta o ERe RO W e
ndicator
'_teg,‘ Ctategﬂ(:rgtr No |10 | standard services 01 1000 |PU [sooooo [Pu [soomoo [GsT
In tllf?s?:a a No 20 standard services 33 1.000 | PU 5000.00 FU 500000 | GST
Services PO. i Mo 30 standard services 05 1.000 |FU 5000.00 FU 500000 |HST
} S Na 40 Y\a@ardNFLD services 1.0% PU 5000.00 FU 800000 | HST
/_PO Line ltems are Use the scroll bar to view
automatically Description, Quantity, Unit of all the columns.
numbered in Measure and Price of the
q |ncrements of 10. ordered servcies. W |
View pltachment | Pin | Clse |
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 ltem.
For example, if the PO header indicates that the PO has multiple delivery locations (the Delivery
Locaton fi el d reads fASee Line 1t ems digmDetails e ntabyfoothe ekaatn check t h
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 Clickthe Item Deta ils tab.
General | Itemn Details Cost Objects | PO Details PO Terms & Conditions | Selected Line POLine #: 10
ltem #.
Full Description: Delivery Address: Requisitioner
Delivery location Tracking Numbes
for Line Item 10 5515 59th Averiue Delivery D ate: 1122010

M aterial Group: S106
Material Desc.: COMTRALCT SRY

on the PO. LLOYDMINSTER AB T3¢ 149

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 Clickthe Cost Objects tab.

1 Ifthe POis coded ,the CostObject s tabisfilled 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.

General | Item Details | Cost Objects FO Details PO Tems & Conditions POLine#t: 20
AFE/WEBS .1
Type Percent GL Account Ho | Metwork Metwork Activity i
Elzmen! These are cost objects
100 U5-057107-01-Ch |6160053 F0004429 ao4n for Line ltem 20.

1 Ifthe POis non -coded ,the Cost Object s tabis empty. You will need to manually
complete this information on Service Receipt s (inthe 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 inthe 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 torea chan
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 ,onpage 20.

Cortex Desktop ™ Husky Energy Inc. Services Supplier Guide 23



Chapter 3 Understanding Services Purchase Orders

Understanding Services Purchase Order Statuses

A Purchase Order may have the following statuses:

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 at least one Service Receipt
is submitted against it.

1 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.

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 Before youreceivea Changed PO, you willreceive 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 inthe
Delivery Complete column. This type of the Changed PO enables you to clearly view the
most updated delivery status i 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.

I Complete i 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:

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

1 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.

1 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.

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

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

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

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

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

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

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

Acknowledgements you may receive in response to your Service Receipt.

1  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. Buty ou still can create multiple Service Receipts for a single Line Item 1 until
either the PO validity date or the Line Item dollar value is reached.

Here are some important guidelines for creating a Service Receipt:
1  When creating a Service Receipt, h ave your printed P urchase Order infrontofyou,asyo u

may need to reference it.

91  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 detalils, refer to Cortex Customer
Support on page 84. You cannot create your Service Receipt without the PO.

1 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.

Tocreatea 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 ltems of the selected
PO.
ol

PO Number: 8400053006

Select a single PO Line Mumber for creating a Service Receipt

PO
Line #

ERS

lisleatar Line Item Description Guantity | Unit Price

YES LCOAERS 1.000 | 7500000

YES CL o 04 ers 1.000 100000.00

Create Service Receipt | Cloze I

4
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4 Inthe Service Line Item Selection
create a Service Receipt.

NOTES  § You can select one PO Line Item only.

window, locate the Line Item for which you want to

i 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
header are automatically

PO #

and Line #

inthe Service Receipt
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.
Service Receipt
[]-NotRequired [ -Required
~Receipt Header
PO #/Line #MS #: |84DDZD23?5 ! |1D |4BDDD11D19 - IDDD1D Template: | j Hl )(l
Service Ticket #: I Service Locabon I hd l CAD
External #: I Ticket D ate: IDZ.” 3201 'l
Location/: ILlo_l,ld Production A Sys
) ) pproval term

Reporting Period 5 tart Date: 02372011 j & App din Husky P t System
Reporting Period End D ate: 02372011 J  Approved/Receivedin
Husky Receiver / Approver Code: | Cortex Approver I Ehuskyenerg
Onsite Supervisor N ame: |
Job Summary: I
Job Summary d
Details & Comments:

Attachments | I
Line Items | Service Description Details I

Line # | Service Description Oty Hr;i‘;so;[e Iﬁi[siée Tax Type geart\;ice Sl E[ri:i:te Discount (%] Uit Fric|
Hou =] GST =l ozaazon

4 >
Selected Line: Sub-Totak I GS5T/AHST: PST: Tolal:l

Save and Close | Rate Schedule/Sheet | Calculate | Wiew | Submit | Cloze I

6 Fillin the Service Receipt  details. For an explanation of each field in the form, refer to
Understanding Service Receipt Form s on page 30.
NOTES  q When creating a Service Receipt, be detailed and accurate. Enter all relevant
information, 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.
i 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 Clickthe 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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10
11

12

13

14

Click the Calculate button.
The Sub -Total ,taxes, and Total of the Service Receipt are calculated. The Service Receipt
is ready for submission.

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

If any warning messages are issued i 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:

1 Onceyouhave added the appropriate Cost Object s, click Submit again.

1 Onceyou have added an attachment ,click Close inthe Attachments window, and then
click Submit again.

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

PST Entry

Pleage enter your PST/Q5 T Number

Province SK
PST/Q5T Mumber I

Submit | Submit without PST/QST forSK | Close |

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

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

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

i 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.

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

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

Click Refresh

The Service Recei pt pirosuresenn tsystern antHappelryidyour Sent fold er
as follows:

1 Sentto Trading Partner if the Service Receiptis  approved in the Husky Procurement
System .
OR

1 Received by Trading Partner if the Service Receiptis approved in Cortex Desktop by

a Husky Field Approver

28
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15 Once t he Servi
Receipt Acknowledgement (

ce Recei pprocurementc fsystem, Hansvkdpadiraent, Service
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
changesto Actioned |, and the PO is no longer displayed in bold font.

NOTE You may receive a  Pending Approval Acknowledgement Status in your

Il nbox,

t hat when previewed or opened stat

Document (s)o. This status i ndhHasbaeneseivadbya t
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

. -MNot Required . - Required

Receipt Header

PO #/RS #Ane #:  [2400202375 |0 |4BDDD1WD1S = |DDD1D Template: | - Hl )(l

Currency: CAD

Husky Receiver / Approver Code: I

" Approved/Received n Cortex

Cortex Approver. I (@huskyenergy. com

Service Ticket i I Service Location: I ad
External i | Ticket Date: |mmf2m1 -
LocationARW: |Lioyd Production

: : Approval System
fsporimotenodSiatbaey LTARTENY j & Approved in Husky Procurement System
Reporting Period End D ate: 017112011 =l

Onsite Supervisor Name: I

Job Summary: I

Job Summary ﬂ
Details & Comments:
E
Alttachments
Ine [tems | 5ervice Description Detalls Tabs
N il - Cost
Line # | Service Description Oty hudgl.la:Lre 'Lj‘rs‘ée Tax Type gzrt\;ceSIarl E[r:?te Digcount (%] Unit Price gagtarfAFEMmk Cozt Object #
How =] GsT =l otnezon ViewEdt
4 »
Selected Line: Sub-Totat l— GST/HST: PST: Tulal:l
Save and Close | Rate Schedule/Sheet | Calculate | iewn | Submit | Close
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 Supplierds internal number related
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.

filled in with  the currentda te. You can
if required . N ote the required date format:

This field is automatically
manually change the date
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 The b eginning of the  reporting period when the service was rendered.
Start Date Enter the date when the service was rendered.

Reporting  Period The e nd of the reporting period  when the service was rendered.
End Date

If the service was rendered in Start

and End fields.

If the servic e was rendered over a longer period of
the service was completed.

a day, select that date in both the

time, enter the day

Approved in Husky

You need to select one of these options:

gr(;(t:grrr?ment 1 Approved in Husky Procurement System - received and approved
4 directly by the Husky Energy Inc. SAP application.
_Approved/Recewed 1 Approved/Received in Cortex - received by a Husky Field
in Cortex
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.
Husky The person who will approve or receive the service ticket on behalf of

Receiver/Approver
Code

Husky Energy Inc.  This informationis 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 Further explanation of the job executed.
Details & If all the details are provided in the attachment, you can specify so in this
Comments

field.

Note: A rejection 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 onpage 79.

Message This field appears on Rejected Service Receipts and shows a system -
generated rejectionreason from Huskyo6s pr oc uFomeent
details, referto  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. ltemize 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 inthe Line
Iltems tab is too general or incomplete

NOTES ¢ |f youare not sure whether to put all the items on the ticket as one line on the
Service Receipt , contact your Husky representative.

1 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 buttonto remove a Line Item from the Line Items

tab .

Line # An identifier entered in increments of 10 T automatically generated per
each new line.
Enter the breakdown of the service i eachline 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.

Enter ad escription of the specific service or task execut ed within the

Service

Desctiption 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. t y p ed ffE&ach .
Make sure you confirm the unit of measure isthe same UOM Husky

used 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 The d ate the actual service began withinthe  reporting period
Date
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
onpage 51.

Unit Price The actual price per unit i defaults to the List Price

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

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

Order /Network/ . . .

Network Activity 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
AMul tipleo.

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 r 4

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.

Cortex Desktop ™ Husky Energy Inc. Services Supplier Guide



Chapter 4 Service Receipts and Service Receipt Acknowledgements

Field

Description

Service Start
Time (hh:mm)

Enter the startt  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 Provided by Husky Energy Inc. representative and is the Husky Service

Code

master number for master data that describe sthe service procured.

Supplier Service
Code

The Supplier or Vendor service master number

User Field 1/ Text field s for any additional information on the Service Receipt that
User Field 2/ does not appear on the form.

User Field 3

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:

1 A new Rate Schedule appears in blue bold font

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

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

You can single -click 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

Search and Filker Refresh

L Trading Tranzaction #«""‘—‘ﬁ
PO " Document Type?\ e Partner Time Stamp Document Status:

15382654 ?3I]li Rate Schedule 730001023d |Husky Energy__. | 0270372011 11:2...L Activated
15382653 7300070238 TR 730001023d  |Husky Energy lne. | 02/03/2017 11:28 AM TR T
Ii 15382580 Rate Schedule |4600008658 Husky Energy... (02/03/2011 9:46... Activated
15382578 Rate Schedule |4600011043 Husky Energy... |02/03/2011 9:44__. Activated
15381967 8400158949 | Service Recei... | 146027 Husky Energy... |01/21/2011 3:59... |Lloyd Produ... |Rejected
15381713 8400158349 | PO-S 8400158949 |Husky Energy Inc. | 01/21/2011 11:47 AWM | Lloyd Production | Actioned
15381713 730000950 |Invoice Ack testR Husky Energy_.. |01/21/2011 11:4_. Rejected
15381712 730000950 Inwoice Ack testP Huzky Energy Inc. | 07/21/2017 11:47 AM Fending Approval
15381711 730000950 Inwaice Ack testd Husky Energy Inc. | 01/21/2011 11:47 AR Irvoiced - testd
15381709 730000950 Service Receipt ... |SR7300009... |Husky Energy Inc. | 01/21/2011 11:46 &AM | 11-9-52-23w3 Invoiced - 13412342314

& View Attachment Rate Schedule
Preview
Rate Schedule
General Information
Rate Schedule Number: 4600008658
Quote Number:
External Number:
Rate Schedule Date: 2009-12-18
Start Date: 2008-11-20
End Date: 2011-11-20
Comments: For Husky Internal Use Only - TST System
Vendor Information
Partner Name: WILD ROWS PUMF & COMPRESSION LTD Lu
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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 . Thisis 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
Accidentally Archived Rate Schedules on page 43.

Retrieving

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 , referto Viewing and Printing Original Husky Rate Schedules
Viewing Rate Schedules on page 38.

on page 36, or

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:

Rate Schedule in a Preview pane, click the
the Rate Schedule header.

1 If you are viewing the
button at the top of

View Attachment

Click to view and print
the original Husky

Rate Schedule. =

Rate Schedule

General Information
Rate Schedule Number:
Quote Number:

External Number:

4600011043

Rate Schedule Date:
Start Date:

End Date:
Comments:

Vendor Information
Partner Name:

2011-01-31
2011-01-31
2012-01-31
For Husky Internal Use Only - TST System

KEN'S OILFIELD CONSTRUCTION 2000 LTD

1 Ifyou are displaying

Attachment

NOTE For detai

the Rate Schedule

button at the bottom of that wi

Is on viewing you

Rate Schedules on page 38.

r Rate Schedule in a full

in a full -sized window, click the
ndow.

View

-sized window, refer to Viewing
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The original Husky Rate Schedule is opened in a separate window for a full screen view.

g 15382578-ATTFILE_HUSKY_DA_4600011043_20110201_ - 0] x|
File Edit “ew Document Tools ‘Window Help »
B S e ieeE=- G
e
H k Husky Oil Operations Limited
“5 y Contract 4600011043
Pagaral 3
inreITaRz
Agreamarn Dame 277 WA 0 Baps LA i Y Dl Friciag aa An1FERT
wakanp v i o 3NEAHD L - s - Fagwar Favan A 20 oy Dt e
[ET 2T CAD Canabiaen Davia? Fac —— ]
(5T e = M Ta T
e |uuuumn“m
B daa, S
Cagasy, Anaas 70 36T
I vl A= el ek T s Gy e
For Husky Internal Use Cinly - TST System
LET hgs Qugos | Ui ALY
T [T B e
Tk, s Colorabd e T e ™ by i
0 TrEtid  MATERIRL Wl 8 Ea Eog
AT s B Rl Damiccigmics. ey
F1 AH N R DR T Tl Prics A e EA
o rndTE OPERATOR BEG s@ HE o
R L B Dbl Dbbiiigmios, [y
11 SAH I o DEC T Tl Prics D) 1 VR
X irddnfE e LARCUETR REG HE ik Hig
(Gmcieg Vet burce  Dusccimion s
11 A e DEC N Terad Prics e ka1 VR
0 iri0Edin  TRALER 39 LTIITY Da AT 02
STCHS Nkl iy Peiog [ S Bats
F1 AH N R DR T Tl Prics A b DAY
i ITEGRARGH TEST ¢ HE B0
-

To print the original Husky Rate Schedule:

1 Clickthe Print icon @inthetop 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 Clickthe Close button X in the top right corner of that window to close the original Husky
Rate Schedule.
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Viewing Rate Schedules

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

To view a Rate Schedule

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

Rate Schedule

[ Rate Schedule Information - | “endor Information —————————— | [ Payment Teims
RS & [+500n0aess [vendor Name [50a0
RS Date: IW I\u"endnr Fhaone IWlthln 30 days Due net
Start Date: IW [vendor Address
End Date: o | [enduEme [Gucte Number
Comments: m
i~ Line tern
Line Line
Item Item Description Commehts
Muraber | Categor,

MOBILE MEC LLOYD DISTRICT

—Service/Material Specification

Piicing Conditions:
Spec Buper

Line Master # Extemal # | Description Validity Validity
Humber Start nd

TECHNICIAN H Date Date
TECHNICIAN SERVICE FIELD REG HF 20

List Price

11004367

160 11004345 HELPER MECHANIC FIELD REG HR
170 11004348 HELPER MECHANIC FIELD TRAVEL R
200 11004344 HELPER MECHANIC FIELD OT HR
210 11004347 HELPER MECHANIC FIELD TRAVEL O
View the Close the
260 11004364 SUPPLIES SHOP LT Rate Schedule

original Husky
Rate Schedule.
\

00 14ANNNG 4 CLIDCICTERMCT DCD DEOEMh] MY

and return to
your Inbox.

Wiew Attachment | Close:

-sized

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 Clickthe Close button toreturntoyour Inbox

Understanding Rate Schedule Forms

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

are:

1 Header : displays the general Rate Schedule information.

1 Line ltem :shows the line numbers contained on that Rate Schedule.

1 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
Iltem area.

1 Pricing Conditions . displays the pricing conditions applicable to the product or service
selected inthe  Service/Material Specification area.
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S & [+5o000EESE

RS Date: [o0s12-18

Start Date: |2DDB-1 120

Bles [zom-1120

Comments: For Husky Internal Use Only - TS1

Rate Schedule

FPapment Terms

|VendDrName

|5030

|Vend0r Phore

|Vend0rAddress

IWithin 30 days Due net

|Vend0r Ernail

Header
IQuote Mumber

Line: Line:
Item Item
Mumber | Categar,

Deszcription

MOEILE MECH

Comments

Rate Schedule
Line #

Spec Line Buyer
Mumber I aster #

11004367

| External # | Drezcription

HOF REG HR
TECHMICIAN SERVICE FIELD REG HR

11004345

HELPER MECHANIC FIELD REG HR

11004343

HELPER MECHANIC FIELD TRAVEL REG HR

11004344

HELPER MECHAMICFIELD OT HR

7
l

B

Individual
Line ltems

HELPER MECHANIC FIELD TRAVEL OT HR

SUPPLIES SHOFLT

SUBSISTENCE PER PERSON DAY

W alidity W alidity
Start End
[Date Date

List Price

Wigw Attachment Close

Rate Schedule Header

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

The fields displayed on the Rate Schedule header are

1 Rate Schedule # i the identification number of the

displays as the

Doc #

in your Inbox

Rate Schedule . This number also

Date i the dateth e Rate Schedule was created .

1 Rate Schedule

1

1

1 Comments
Schedule.

1 Vendor |nfo rmation

1 Payment Terms

Inc.

1 Quote Number

i yourcompanyoés.

Start Date i the startd ate of the Rate Schedule validity.
End Date 1 theendd ate of the Rate Schedule validity.

I additional comments Husky has added pertaining to this specific Rate

detail s

T the terms of payment according to your agreement with Husky Energy

T an external number that allows for unique document tracking

Rate Schedule Line Item Area

The Rate Schedule Linelt em area lists the line numbers contained within that Rate Schedule.

Your Line # selection will determine which items are listed in the

Specification

The fields displayed in the

T Line Item Number T

Line Item area are:

Service/Material

the Line Iltem number for that line of the Rate Schedule.
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1 Line Iltem Category I indicates the category for that Rate Schedule line: M for Materials or
S for Services.

1 Description 1 the description of that Rate Schedule line.

1 Comments i 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:

1  Spec Line Number T the specification line number.

1 Buyer Master # T Huskyds master number for this item.
1 External # i the external identification number for the item, if Husky has this information.

1 Description 1 the item description.

I UOM i 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 :

i1 Validity Start Date and Validity End  Date i any specific date validity requirements for
that item in addition to the overall Rate Schedule start and end dates.

1 ListPrice i 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 sentyou  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 |  ine numbers contained on that Rate Schedule.

40
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To use Rate Schedules when creating your Service Receipts:

1 While creating a Service Receipt, click the
the form.

Rate Schedule FohlelEtlul

Rate Schedule

/Sheet  button at the bottom of

Doc # [I-NotRequied [ -Required
—~ Receipt Heade

PO #/Line #/R5 # |84UU1 58343 ! I‘ID 4600010211 = |00070 Template: I j Hl xl
Service Ticket i I N ice L i I VI CAD
BTt | Rate Schedule

sternal # | : ae  [oz/os/2011 -]
Location/Uwl: ILlD_l,ld Production L Line #

i i J proval System
Reporting Period Start Date: 0z/08/2011 hd & ApprovedinHusky Procurement Syst
i i 0z/08/2011 %

Reporting Period End D ate: A0, J " Approved/Received in Cort
Husky Receiver / Approver Code: I Cortex Approver I @huszkyenerc
Onsite Supervisor Name: I
Job Summary:
Job Summary ;I
Details & Comments:

Attachments | I
Lire Items | Service Description Details I

Line # | Service Description Gty kldr;i‘tasoire :E,i[siée Tax Type geart\;ice i E[rifi:te Dizcount [%] Unit Prig
Hou =] GST =l oevosszom
- Click 5
Rate Schedule/Sheet

Selected Line: GST/HST: I P5T: Tolal:l

Save and Cloze | Rate Schedule/Sheet | Calculate | Wigw | Submit | Cloze

The Rate Sheets/Rate Schedules

window is displayed.
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