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How to view and revise a disputed invoice

Click on “All disputed” to view disputed invoices
= Invoices Requiring My Attention @
All Disputed

4

CAD 4163,559.02

Click on relevant “Invoice #” and review “most recent comment” for dispute type

Disputed Invoices £ List Setting

Type Invoice # Company Status Status Date Description Currency Amount Discount Tax Most Recent Comment
CR 1234 i Gibson Energy Disputed 07/05/2023 TEST ush 3145.800.00 - 149.800.00 please fix
OR 12345 Gibson Energy Disputed 07/05/2023 Measurement Services at Edmonton Terminal CAD 354375 = 16875 fix please
Gibson contact: XXX
OR TESTH Gibson Energy Disputed 07/05/2023 TESTING CAD 1575.00 . 75.00 fix please
OR TESTB Gibson Energy Disputed 07/05/2023 test CAD 725 - 025 fix please

4 records found

Open the relevant invoice and follow the proper remediation steps by dispute type
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Invoices with an incorrect bill-to company name and/or currency will be disputed

Error Messaging: The invoice has an incorrect bill-to company name

Error Messaging: The invoice is the incorrect currency

Entity
Number

001
019
050
885
402
520
527
528
529
500

Allowable Entity Name

Gibson Energy Inc

Moose Jaw Refinery Partnership

Gibson Energy infrastructure Partnership
Hardisty Energy Terminal LP

Gibson Energy Corp

Gibson Energy LLC

Taylor Transfer Services LLC

Gibson Energy infrastructure LLC

Gibson Energy Marketing LLC

South Texas Gateway Terminal LLC

Allowable Currency

CAD and USD
CAD and USD
CAD and USD
CAD only
USD only
USD only
USD only
USD only
USD only
USD only

Example: Invoice attached
references bill-to company of
Gibson Energy Inc. but
should be billed to Gibson
Energy LLC. Revised invoice
billing the correct legal entity
is required.

**Please see next page for
recommended remedial
steps**
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Remedial steps for incorrect bill-to company name and/or currency

Example: Invoice attached references bill-to company of Gibson Energy Inc. but should be
billed to Gibson Energy LLC. Revised invoice billing the correct legal entity is required.

Recommended remedial steps:

Click on the blue garbage can to remove the incorrect invoice attachment

Invoice # TEST7 - 06/29/2023

— B Supplementary Information

< Previous In List

MNext In List >

Invoice Journal

Attached Documents

Current Owner
Site: Calgary
User: Carla Watters
Disputed on 07/05/2023 at 10:42:19 AM MDT - by Carla Watters
fix please
] Submitted on 06/29/2023 at 10:31:45 AM MDT - by Caria Watters
test

Saved on 06/29/2023 at 10:30:56 AM MDT - by Carla Watters

Click “Attach file” and follow steps to attach a revised invoice

PDF 258kB attached on 06/2%/2023 at 10:31:36 AM MDT - by Carla Watters ]i[

test

TESTINVOICE pdf

4@OE->D§I

Subrmit g Cancel Print
to Buyer Praview

Forward

Click “Submit to Buyer”

Comment

Aftach
File

4@09-)9&

Subrmit g Cancel Print
to Buyer Praview

Forward

Comment

Aftach
File

Sand
Messags

L

Sand
Messags
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Invoices with an incorrect currency will be disputed

Error Messaging: The input of this invoice has the incorrect currency

Invoice currency & Openinvoice submission

The invoice currency must match the Openlnvoice submission currency

Acceptable Submission Openlnvoice Currency Invoice Currency
Yes CAD CAD
Yes uUsD uUsD
No CAD uUsD
No uUsD CAD

Example: Invoice submitted in CAD but should be in USD. Invoice submission must be
revised to USD.

**Please see next page for recommended remedial steps**
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Remedial steps for invoices with an incorrect currency

Example: Invoice submitted in CAD but should be in USD. Invoice submission must be
revised to USD.

Recommended remedial steps:
Open disputed invoice within Openinvoice
Click “Edit Header”

- B Buyer - Supplier
Gibson Energy Gibson Energy Test Supplier
Gibson Energy Calgary
Atin: Accounts Payable 1224 Test Street
440 2 Ave Sw Suite 1700 Calgary , Alberta
Calgary, Alberta Canada
Canada T2P 1H5
T2P 5E9

— General Information

Invoice Number: TEST7 Invoice Date: 06/29/2023 MM/DD/YYYY
Invoice Type: Qriginal Invoice Invoice Due Date: 084372023 MMIDDIYYYY.
Submission Type: Direct Entry Currency: CAD - Canadian Doilar
Status: Disputed Invoice Amount: 157500

Remit Amount: 1575.00
Description: TESTING

Edit Header Contact

Currency will now be editable — update for proper invoice currency

Saved on 06/29/2023 &t 10:30:56 AM MDT - by Carla Watters SO - Somali Shilling

test ‘ SIL- Leone B

SRD - Surinam Dollar

~Buyer ——————————————— - Suppiier

STD- Dobra
Gibson Energy Gibson Energy Test STN - Dobra
SVC - El Salvador Colon
Customer Site: Calgary SYP- Syrian Pound
Department: 1234 Test Street SEL=Llangen
THE - Bt
Caigary . Alberta TJS - Somoni
Canada TMT - Manat
TND - Tunisian Dinar
1
fzpne TOP - Paanga

TRY - Turkish Lira
TTD - Trinidad and Tobago Dollag
- el AN TWD - New Talwan Dollar

TS - Tanzanian Shiling

Invoice Number: TesTy Invoice Date: UAH - Hryvnia

UGX - Uganda Shilling

Invoice Type: Invoice Due Date: USD - U5 Dollar o
Submission Type:  Direct Entry Currency: USD - U, Dollar v
Status: Disputed Invoice Amount: 1575.00

Routing Code: Remit Amount: 1575.00



ge=sv  OPEN INVOICE SUPPLIER QRG (DISPUTES)

Remedial steps for invoices with an incorrect currency

Example: Invoice submitted in CAD but should be in USD. Invoice submission must be
revised to USD.

Recommended remedial steps:
Click “Submit”

— General Information

Invoice Number: TESTT Invoice Date: 06/29/2023 MM/DDIYYYY
Invoice Type: Invoice Due Date: D8/13/2023 MMDD/YYYY

Submission Type: Direct Entry Currency: | USD - U.S. Dollar hd
Status: Disputed Invoice Amount: 1,575.00.
Routing Code: Remit Amount: 1.575.00
Description: TESTING
Submit Cancel
~ General Information
Invoice Number: TEST? Invoice Date: 06/29/2023 MM/DD/YYYX
Invoice Type: Qriginal Invoice Invoice Due Date: 08/13/2023 MM/DDEGFTY
Submission Type: Direct Entry Currency: UsD - U.S. Dollar
Status: Disputed Invoice Amount: 1.575.00
Remit Amount: 1575.00
Description: TESTING

Edit Header Contact

Summary Quick Edit
Alert Item Service Date From Service Date To Part # Description Gty Units Rate Subtotal Discount Total Delete
1 06/29/2023 06/29/2023  PRODUCT | Product 100.00 B5.0C 50000 (0.00%) 500.00 @
2 06/29/2023 06/29/2023  PRODUCT | Preduct 20000 5.00 100000 (0.00%) 1,000.00 @
Subtotal: 1,500.00 0.00 1,500.00
Total GST (#12345678) 75.00

Total Amount:  USD 1575.00
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Remedial steps for invoices with an incorrect currency

Example: Invoice submitted in CAD but should be in USD. Invoice submission must be
revised to USD.

Recommended remedial steps:
Click “Save”

4@08-).@

Submit Forward Comment Send
to Buyer F'FE'-"IEW EI Mazzage

Click “Submit to Buyer”
4 B O 8-> e &

Submit 5 Cancel Forward | Comment Attach Send
to Buyer F'r=I I = Filz Messzags
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Invoices with an incorrect company name will be disputed

Error Messaging: The invoice submission did not match the company name on the
Openinvoice Account

Company Name & Openlinvoice Account

The company/remit-to name on the invoice must match the source of the submission in Openinvoice

Example: Invoice submitted with remit-to name of XYZ Inc. & Openinvoice account supplier
account set up for ABC Inc. Invoice must be revised to remit-to of ABC Inc.

**Please see next page for recommended remedial steps**
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Remedial Steps for invoices with an incorrect company name

Example: Invoice submitted with remit-to name of XYZ Inc. & Openinvoice account supplier
account set up for ABC Inc. Invoice must be revised to remit-to of ABC Inc.

Recommended remedial steps:
Click on the blue garbage can to remove the incorrect invoice attachment

Invoice # TEST7 - 06/29/2023 < Previous In List Next In List >
— B Supplementary Information
Invoice Journal Attached Documents
Current Owner PDF 258kB attached on 06/29/2023 at 10:31:36 AM MDT - by Carla Watters ]ﬁ[
Site: Calgary test
User: Carla Watters TESTINVOICE.pdf

Disputed on 07/05/2023 at 10:42:19 AM MDT - by Carla Watters

fix please
] Submitted on 06/29/2023 at 10:31:45 AM MDT - by Carla Watters
test
Saved on 06/29/2023 at 10:30:56 AM MDT - by Carla Watters

Click “Attach file” and follow steps to attach a revised invoice with proper company name

4BOE->D§I

Subymit 5 Cancel Print Forward | Comment Attach Send
to Buyer Praview File Messags

Click “Submit to Buyer”

4 5 0 8 > o ¢ ¢

Submit Ssive Cancel Print Forward = Comment = Aftach Send
to Buyer Praview File Meszags 11
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Invoices with an incorrect date will be disputed

Error Messaging: The invoice submission has the incorrect invoice date

Invoice Date & Openlnvoice submission

The date of the invoice must match the invoice date on the Openinvoice submission

Example: Invoice date on invoice is June 1, 2023. Invoice on Openlnvoice submission is June
3, 2023. Openlnvoice submission date needs to be corrected to June 1, 2023.

**Please see next page for recommended remedial steps**
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Remedial Steps for invoices with an incorrect date

Example: Invoice date on invoice is June 30, 2023. Invoice on Openlnvoice submission is
June 29, 2023. Openlnvoice submission date needs to be corrected to June 30, 2023.

Recommended remedial steps:
Click “Edit Header”

- [E Buyer ~ Supplier
Gibson Energy Gibson Energy Test Supplier
Gibson Energy Calgary
Atin: Accounts Payable 1234 Test Street
440 2 Ave Sw Suite 1700 Calgary , Alberta
Calgary, Alberta Canada
Canada T2PH5
T2P5ES

— General Information

Invoice Number: TEST7 Invoice Date: 06/29/2023 MM/DD/YYYY
Invaice Type: Original Invaice Invoice Due Date: 08/13/2023 MM/DD/YYYY
Submission Type: Direct Entry Currency: CAD - Canadian Dollar
Status: Disputed Invoice Amount: 1575.00

Remit Amount: 1575.00
Description; TESTING

Date will now be editable. Adjust date to match invoice date on invoice.

— Generat Information

Invoice Number: TESTT Invoice Date: MONTH TTRE 15055 YEAR

<12 <2

Inveice Type: Invoice Due Date: - -
Su Mo Tu We Th Fr Sa
Submission Type: Direct Entry Currency: 1 5 3
Status: Disputed Invoice Amount: 4 | 5 || B | 7 | 8 | 9 [ 1o 4
Routing Codle: Remit Amount: 1 | = | 83| & | w | © | 3 |
18 | ©® | 20 | 21 | 22 | 23 Maa |
25 | 28 | z7 | 28 | 29 |[EEH
Description: 1 T 1 1

TESTING | |
. . &
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Remedial Steps for invoices with an incorrect date

Example: Invoice date on invoice is June 30, 2023. Invoice on Openlnvoice submission is
June 29, 2023. Openlnvoice submission date needs to be corrected to June 30, 2023.

Recommended remedial steps:
Click “Submit”

— General Information

Invoice Number: ,F Invoice Date: !m MM/DDAYYYY

Invoice Type: Invoice Due Date: 08/13/2023 MMDDIYYYY

Submission Type: Direct Entry Currenc’ Y | USD -U.S. Dollar v
Status: Disputed Invoice Amount: 1575.00

Routing Code: ,7 Remit Amount: 1575.00

Description: TESTING

Submit Cancel

Click “Save”

4 B0 88 >

Subamit Save Cancel Print Forward
to Buyer Previaw

Click “Submit to Buyer”
4 2 0 8 -5

Subymit Cancel Print Forward
to Buyer Preview

® ¢

Comment Attach
Fil=

® ¢

Comment Aftach
File

Send
Mezzage

Send
Messags
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Invoices with incorrect input values will be disputed

Error Messaging: The incorrect values were input on this submission

Invoice Totals Checked

Submission of invoice subtotal/total

S Sl o should match the supplied Invoice

Submission in Openlinvoice should use
Canadian Invoices Canadian Taxes i.e. PST and/or GST  system tax fields for applicable GST
and/or PST values

US Taxes should be included in line  Submission should be 1 line item in

US Invoices . .. :
item subtotal Openlinvoice including all US Taxes

Example: Invoice total is $100, total on invoice submission input is $95. Submission needs
to be updated to $100.

**Please see next page for recommended remedial steps**
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Remedial steps for invoices with incorrect input values

Example: Invoice total is $100, total on invoice submission input is $95. Submission needs
to be updated to $100.

Recommended remedial steps:
Click “Description” on line item(s) requiring adjustment to match invoice amounts

Summary Guick Edit
Alert Item Service Date From Service Date To Pari# Description  Qty Units Rate Subtotal Discount Total Delete

L 06/29/2023 06/29/2023 | PRODUCT  Product 100.00 500 50000 (0.00%) 500.00 @
2. 06/29/2023 06/29/2023 PRODUCT Product 20000 5:00 100000 (0.00%) 1.000.00 [ﬁ]

Subtotal:  1,500.00 0.00 1,500.00

Total GST (#12345678) 75.00

Total Amount:  USD 1,575.00

Add Line ltem

Update the relevant field(s) to match the invoice amounts

Pricing: Source  Units Currency Rate Adjustment Type Adjustment Adjusted Rate
f- Catalog CAD N/ | NAA M/A MO
Details: Quantity Lnits Rate Subtotal Discount({%) Currency Total

1100.00 [ | [5.00 : 0.00 [usD v |

Taxes: Tax Type Tax Percent wax Amount EP Eligible Exempt Code Tax MNumber Tax Description

GST |5_00 i |25_00 | |123455?3 |Goods and Services Tax
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Remedial steps for invoices with incorrect input values

Example: Invoice total is $100, total on invoice submission input is $95. Submission needs

to be updated to $100.

Recommended remedial steps:
Click “Submit”

Submit &dd Line Item Cancel

Review updated invoice input details and confirm match to invoice

Alert Item Service Date From Service Date To Part # Description Qty Units Rate Subtotal Discount Total
t 06/29/2023 06/29/2023  PRODUCT | Product 250.00 $00 125000 (0.00%) 1,250.00
2. 06/29/2023 06/29/2023 PRODUCT Product 200.00 500 1,000.00 (0.00%) 1.000.00
Subtotal: 2.250.00 0.00 225000
Total GST {#12345678) 1250

Click “Save”

4 BB .0 8 > o

Submit Save Canca! Primt Forward Comment
to Buyer Preview

Click “Submit to Buyer”

4. 33 0 8 > o

Submit Save Cancal Primt Forward Commeant
to Buyer Praview

Totat Amount: USD 2,362.50

¢ =

Attach Send
File M==zage

¢ =

Aktach Send
File M==zage

Delete

o}
o}
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Invoices that should be submitted against an existing purchase order will be disputed

Error Messaging: The input of this invoice should be against an existing Purchase Order

Purchase Order — submitted non-PO
The submission in Openlinvoice should be against an existing Purchase Order

Example: Invoice was submitted without a Purchase Order, but should be submitted
against an existing Purchase Order.

**Please see next page for recommended remedial steps**
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Remedial steps for invoices that should be submitted against an existing PO

Example: Invoice was submitted without a Purchase Order but should be submitted against
an existing Purchase Order.

Recommended remedial steps:

Open relevant disputed invoice within Openinvoice

£ Invoices Requiring My Attention

Saved All Disputed
CAD QOO CAD4186.727M

Disputed Invoices £ List Settings
Type  Invoice # Company Status Status Date Description Currency Amount Discount Tax Most Recent Comment

OR 1234 Gibsongitergy Disputed 07/05/2023 TEST usp 3145.800.00 - 149,800.00  please fix

OR 12345 foson Energy Disputed 07/05/2023 | Measurement Services at Edmonton Terminal CAD 354375 = 16875 fix piease

Gibson contact: JC(XX
OR TESTV Gibson Energy Disputed 07/05/2023 TESTING uso 1575.00 = 7500 fix please
OR TEST8 Gibson Energy Disputed 07/05/2023 | test CAD F25 025 fix please

CI|ck “Cancel”

4Bo6->.§l

Submit Cancel Print Forward Comment Attach Send
to Buyer Prawviaw Filz Meszsags

Refer to the PO Submission Quick Reference Guide
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Purchase order invoices with an incorrect unit of measure will be disputed

Error Messaging: The input of this invoice has the incorrect Unit of Measure and does not
match the Purchase Order

Purchase Order — Unit of Measure
The Purchase Order Unit of Measure on the Openinvoice submission must not be altered

Example: Invoice was submitted with unit of measure dollars instead of $ and does not
match the purchase order.

**Please see next page for recommended remedial steps**
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Remedial steps for purchase order invoices with an incorrect unit of measure

Example: Invoice was submitted with unit of measure dollars instead of $ and does not
match the purchase order.

Recommended remedial steps:

Open relevant disputed invoice within Openinvoice

= Invoices Requiring My Attention

(O]
Saved All Disputed
CAD 0.00 CAD 418672711
Disputed Invoices £ List Settings
Type  Inveice # Company Status Status Date Description Currency Amount Discount Tax Most Recent Comment
OR 1234 Gibson Energy Disputed 07/05/2023 TEST uso 3145.800.00 = 149,800.00 pleasefix
QR 12345 Gibson Energy Disputed 07/05/2023 Measurement Services at Edmonton Terminal CAD 354375 = 16875 fix please
Gibson contact: XXXX
OR TEST7 Gibson Energy Disputed 07/05/2023 | TESTING uso 1575.00 - 75.00 fix please
OR TESTE Gibson Energy Disputed 07/05/2023 test CAD 725 = 025 fix please

Click on “Quick Edit” to see the details of the o

Invoice Number: TESTCW Invoice Date: 08/0172023 MM/DDAYYYY
Invoice Type: Original Invoice Inveice Due Date: 0915/2023 MM/DD/YYYY
Submission Type: Direct Entry Currency: USD - U.S. Doliar
Status: Saved Invoice Amount: 9.00

Remit Amount: .00
Description: Testing invoices

— Price Book, Order & Payment Terms

Edit Header Contact

Summary Quick Edit
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Remedial steps for purchase order invoices with an incorrect unit of measure

Example: Invoice was submitted with unit of measure dollars instead of $ and does not
match the purchase order.

Recommended remedial steps:

Please scroll down and click the to view the explanation
termn  Alert I_l_J Semvice Date Description Quantity Units Rate Subftotal Discount{®) Total
G Z/Invoice Unit of Measure (dollars) is different from the referenced Purchase
L @ 1 Order line Unit of Measure (§). 0ooo 000 0.00 0.00

Ticket No.

Click on “Summary” to open the invoice for adjustments

Invoice Mumber: TESTCW Invoice Date: 08/012023 MM/DD/YYYY
Invoice Type: Original Invoice Invoice Due Date: 09152023 MM/DD/YYY'Y
Submission Type: Direct Entry Currency: USh - US. Dollar
Status: Saved Invoice Amount: 3.00

Remit Amount: 9.00
Description: Testing invoices

— Price Book, Order & Payment Terms

Edit Header Lontact

Summary Quick Edit
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Remedial steps for purchase order invoices with an incorrect unit of measure

Example: Invoice was submitted with unit of measure dollars instead of $ and does not
match the purchase order.

Recommended remedial steps:
Click on the description for the relevant line item

Service Date Description Quantity UInits Rate Subtotal  Discount(%) Total

OB/01/2023° | Product |D.'DO'DO'DD |5 |1_Dggggg 000 0.00 0.00

Make the required adjustment on the line item details (Unit of Measure)

Details: Quantity LUinits Rate Subtotal Discount(%) Currency Total
.00 E |1.00 - |0.00 USD v

Click “Submit”

Submit Add Line Item Cancel
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Remedial steps for purchase order invoices with an incorrect unit of measure

Example: Invoice was submitted with unit of measure dollars instead of $ and does not
match the purchase order.

Recommended remedial steps:
Click “Save”

4@98—).@5

Sisbmit Sawa Delzts Print Forward. | Comment Attach
to Buyrer Praview File

Repeat steps 5-8 for all line items with

Once all required adjustments have been completed, click “Submit to Buyer”

4@989.65

Submit Save Delats Print Forward. | Comment Atach
to Buyrer Pravisw File
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How to make changes to a submission
To make changes to the header (invoice number & date) click “Edit Header”

To make changes to the line item and taxes, either click the line item Description, or “Add line Item”

- B Buyer — Suppfier

Gibson Energy Gibson Energy Test Supplier

Calgary
1234 Test Street
Calgary , Alberta

Gibson Energy
Attn: Accounts Payable
440 2 Ave Sw Suite 1700

Calgary, Alberta Canada
Canada T2P1H5
T2P 5E9

— General Information

Invoice Number: 1234 Invoice Date: 06M13/2023 MM/DD/YYYY
Invoice Type: Original Inveice Invoice Due Date: 07/28/2023 MM/DDMYYYY
Submission Type: Direct Entry Currency: USD - US. Dellar
Status: Saved Invoice Amount: 3145,800.00
Remit Amount: 3145.800.00
Description: TEST
— Price Book, Order & Payment Terms
Edit Header Contact
Summary Quick Edit
Alert Item Service Date From Service Date To Part # Descript on) Qty Units Rate Subtotal Discount Total Delete
i 06/01/2023 06/01/2023 PRODUCT  Product 9928000.00 3 100 99800000 (0.00%) 998,000.00 ]E]
2. 06/01/2023 06/01/2023 PRODUCT Product 1998000.00 $ 100 1998,00000 (0.00%) 1,998,000.00 ]E[
Subtotal: 2,996,000.00 0.00 2.996.000.00
Total GST (£12345678) ! 149,800.00
Total Amount  WSD 3145 800.00
Add Line ltem
Submit e Delete Print Forward | Comment ﬂ'n::f*‘
=3

to Buyer - Preview
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Troubleshooting a PO invoice with a Red Alert
Red Alert

If you receive the following error message, please follow the steps below

© Cannot submit invoice with red Purchase Order compliance alerts. Please review the alert condition and make the necessary corrections.

Click on “Quick Edit” to see the details of the “red purchase order compliance alert”

Invoice Mumber: TESTCW Invoice Date: 08/012023 MM/DD/YYYY
Invoice Type: Original Invoice Invoice Due Date: 09152023 MM/DD/YYY'Y
Submission Type: Direct Entry Currency: USh - US. Dollar
Status: Saved Invoice Amount: 3.00

Remit Amount: 9.00
Description: Testing invoices

— Price Book, Order & Payment Terms

Edit Header Contact

Summary Quick Edit

Please scroll down and click the Red Alert to view the explanation

tem  Alert [} Senvice Date Description Quantity Units Rate Subtotal Discount(3) Total
The total invoiced gquantity is 1000002.00 for a Purchase Order line guantity of
1 QY 1000000.00. The difference is 2.00. 0000 +.00 0.00 4.00

Invoice Price (USD 2.00) is different from the referenced Purchase Order ling

Price (USD 1.00}
26
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Troubleshooting a PO invoice with a Red Alert
Red Alert

Click on “Summary” to open the invoice for adjustments

Invoice Mumber: TESTCW Invoice Date: 08/012023 MM/DD/YYYY
Invoice Type: Original Invoice Invoice Due Date: 09152023 MM/DD/YYY'Y
Submission Type: Direct Entry Currency: USh - US. Dollar
Status: Saved Invoice Amount: 3.00

Remit Amount: 9.00
Description: Testing invoices

— Price Book, Order & Payment Terms

Edit Header Contact

Summary Quick Edit

Click on the description for the relevant line item

Service Date Description Quantity UInits Rate Subtotal  Discount(%) Total

08/01'2023 | Product |D_GGGGGD |$ |1_DDQQQQ .00 000 Q.00
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Troubleshooting a PO invoice with a Red Alert
Red Alert

Make the required adjustment on the line item details (Rate)

Details: Quantity LUinits Rate Subtotal Discount(%) Currency Total
.00 's |1.00 - 0.00 USD v

Click “Submit”

Submit Add Line Item Cancel

Click “Save”

4@98-}.@5

Stsbmit Save Delat= Print Forward | Comment Attach
to Buyrer Privisw File

Repeat steps 4-7 for all line items with Red Alert

Once all required adjustments have been completed, click “Submit to Buyer”

4.3 0 8 > o € =

Sibmit Save Dialets Print Forward | Comment Aftach Sierrdd
to Buyrer Prewisw File Mazoags
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Troubleshooting a PO invoice with a Yellow Alert

Click on “Quick Edit” to see the details of the

Invoice Number:

TESTCW Invoice Date: 08/012023 MM/DDSYYYY
Invoice Type: Original Invoice Invoice Due Date: 09N15/2023 MM/DDAYYYY
Submission Type: Direct Entry Currency: USD - US. Doliar
Status: Saved Invaice Amaount: 3.00
Remit Amount: 9.00
Description: Testing invoices
— Price Book, Order & Payment Terms
Edit Header Contact
sSummary Quick Edit
Please scroll down and click the to view the explanation
ltem Alert o ] Service Date Cescription Quantity Units Rate Subtotal

i '.Q?_ 1 Invoice Unit of Measure (doliars) is different from the referenced Purchase

rder line Unit of Measure ($).

'Emm 0.00

Ticket No.

Discount(3)

0.00

OPEN INVOICE SUPPLIER QRG (DISPUTES)

”

Total

0.00
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Troubleshooting a PO invoice with a Yellow Alert

Click on “Summary” to open the invoice for adjustments

Invoice Mumber: TESTCW Invoice Date: 08/012023 MM/DD/YYYY
Invoice Type: Original Invoice Invoice Due Date: 09152023 MM/DD/YYY'Y
Submission Type: Direct Entry Currency: USh - US. Dollar
Status: Saved Invoice Amount: 3.00

Remit Amount: 9.00
Description: Testing invoices

— Price Book, Order & Payment Terms

Edit Header Contact

Summary Quick Edit

Click on the description for the relevant line item

Service Date Description Quantity UInits Rate Subtotal  Discount(%) Total

08/01'2023 | Product |D_GGGGGD |$ |1_DDQQQQ .00 000 Q.00
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Troubleshooting a PO invoice with a Yellow Alert

Make the required adjustment on the line item details (Unit of Measure)

Details: Quantity LUinits Rate Subtotal Discount(%) Currency Total
.00 E |1.00 - 0.00 usD v

Click “Submit”

Subimit Add Line Item Cancel

Click “Save”

4@98—).@5

Sisbmit Sawa Delzts Print Forward. | Comment Attach
to Buyrer Praview File

Repeat steps 4-7 for all line items with

Once all required adjustments have been completed, click “Submit to Buyer”

4.3 © 8 > o ¢ =

Submit Save Diedsta Print Forward | Comment Aftach S
to Buyer Previsw Fil= Mz ams
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How to enable taxes
If you are unable to add taxes to your invoice, the taxes may need to be enabled.
Go to Corporate and click “Taxes”

Click “Edit Taxes”

Edit Taxes
Enabled Tax Name Sites Tax Number Rate(%) Default Delete
v Federal (US - Federal Tax) Calgary 12345678 3% x ]ﬁ[
v State (LIS - State Tax) Calgary 12345678 3% x ]E[
v County (US - County Tax) Calgary | 12345678 3% x ]E[
v Parish (US - Parish Tax) Calgary 12345678 3% X ]E[

Search tax type in the list and click enable tax box and add the tax percentage

Tax Name Calgary

GST (Goods and Services Tax)

Enable Tax
Automatically Apply O
Tax Mumber |‘|23456?8
Rate{%) 5.00

Click “Save”

Save Submit Cancel




