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FI CREDIT WEBFORM QUICK REFERENCE GUIDE
 CREDIT HEADER
 Required Fields
 Transaction Type: Select ‘credit’
 Invoice Number: Credit number
 Invoice Date: Date of credit received
 Invoice Description: Description of credit
 Company Code: From original invoice
 Conditional Fields
 Original Invoice: Number of original invoice
 submitted; provide if available
 Helpful Tip: To submit a credit against a previous invoice, copy the original invoice from the Outbox Summary
 and change the transaction type to credit to maintain coding previously submitted.
 CREDIT LINES
 Required Fields
 Orig. Invoice Line #: Input zero (0)
 Description: Item or service description
 Quantity: Amount
 UOM: Unit of measure
 Price: Price credited per unit
 Approver ID: Reference original invoice
 Reviewer ID: Reference original invoice
 Service/Delivery Date: Date of original service
 performed or materials delivered
 Cost Object: Reference original invoice
 GL Account: Reference original invoice
 Conditional Fields
 Location: Required for Canada
 Delivery Ticket: Required for Canada
 Activity/Op: Required if provided on original invoice
 Sub Element: Required if provided on original
 invoice
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FI WEBFORM QUICK REFERENCE GUIDE - CANADA
 Required
 • Invoice Number: The invoice number
 • Invoice Date: The date of invoicesubmission
 • Invoice Description: Description ofthe invoice
 • Company Code: On Field Stamp (Seestamp example)
 INVOICE HEADER
 INVOICE LINES
 Required
 •Description: Item or Service Description
 •Quantity: Amount
 •UOM: Unit of Measure
 •Price: Price per unit
 •Approver ID: On Field Stamp (See Stamp example)
 •Reviewer ID: On Field Stamp (See Stamp example)
 • Location: Location name
 •Delivery Ticket #: Delivery Ticket Number associatedwith goods
 • Service/Delivery Date: Date service was performed ormaterials delivered
 •Cost Object: On Field Stamp (See Stamp example)
 •GL Account: On Field Stamp (See Stamp example)
 Conditional (If Provided)
 •Activity Code/Sub Element (could be required based oncost object entered): On Field Stamp (See Stampexample)

Page 3
                        

FI WEBFORM QUICK REFERENCE GUIDE - CANADA
 FIELD STAMP EXAMPLE
 Bill To:
 Cenovus Energy Inc.P.O. Box 766, Calgary, AB T2P 0M5 Reviewer ID: CVEID
 Engineer Name: John Doe
 Approver ID: CVEID
 Location: Date: xx/xx/xxxx
 Cost Object: Required Fields - Network #: 8 digit number begining with 10 (also enter the Actvity Code & GL Account) - Cost Center: VCCXXXXXXX (also enter the GL Account) - Work Order: 8 digit number (also enter the GL Account)Activity Code: 4 digit number OR 1alphabet + 3digit number. Example: 0325 or A123 GL Account: 6 digit number begining with 7. Example: 701234 Company Code: BF01, BH01, DH01, NALN, NBKV Plant Code: CAXX. Example: CA30Receipt Signature: Receipt Name: Jane Smith
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MATERIAL OUTLINE AGREEMENT CREDIT WEBFORM QUICK REFERENCE GUIDE
 CREDIT HEADER
 Helpful Tip: To submit a credit against a previous invoice, copy the original invoice from the Outbox Summary
 and change the transaction type to credit to maintain coding previously submitted.
 CREDIT LINES
 Required Fields
 Orig. Line #: Input zero (0)
 OLA Line #: Outline Agreement line reference
 number from original invoice
 Description: Item description
 Quantity: Amount
 UOM: Unit of measure
 Price: Price credited per unit
 Approver ID: Reference original invoice
 Reviewer ID: Reference original invoice
 Plant Code: Reference original invoice
 Material Ship Date Ship date from original invoice
 Vendor Material #: Reference original invoice
 Cost Object: Reference original invoice
 GL Account: Reference original invoice
 Conditional Fields
 Location: Required for Canada
 Delivery Ticket: Required for Canada
 Activity/Op: Required if provided on original invoice
 Sub Element: Required if provided on original invoice
 Required Fields
 Transaction Type: Select ‘credit’
 Invoice Number: Credit number
 Invoice Date: Date of credit received
 Invoice Description: Description of credit
 OLA Number: Outline Agreement number from
 original invoice
 Conditional Fields
 Original Invoice: Number of original invoice
 submitted; provide if available
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MATERIAL OLA WEBFORM QUICK REFERENCE GUIDE - CANADA
 INVOICE HEADER
 Required
 • Invoice Number: The invoice number
 • Invoice Date: The date of invoicesubmission
 • Invoice Description: Description ofthe invoice
 • OLA Number: Column B of OLA file(See OLA example)
 INVOICE LINES
 Required
 • OLA Line Number: Column C of OLA (See OLA example)
 • Description: Column E of OLA (See OLA example)
 • Quantity: Amount
 • UOM: Column L of OLA (See OLA example)
 • Price: Column I of OLA (See OLA example)
 • Approver and Reviewer ID: On Field Stamp (See Stamp example)
 • Plant Code: On Field Stamp (See Stamp example)
 • Material Ship Date: Date materials were shipped
 • Vendor Material Number: Column G of OLA (See OLA example)
 • Location: Well / Lease name if applicable
 • Delivery Ticket #: Delivery Ticket Number associated with goods
 • Cost Object: On Field Stamp (See Stamp example)
 • GL Account: On Field Stamp (See Stamp example)
 Conditional (If Provided)
 • Cenovus Material #: Material Master # Column D of OLA
 • Activity Code/Sub Element (could be required based on cost objectentered): On Field Stamp (See Stamp example)
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MATERIAL OLA WEBFORM QUICK REFERENCE GUIDE - CANADA
 Important Fields
 • The ‘OLA Line Number’ can be found in column C
 • The 'Service #' or Material Master Number can be found incolumn D
 • The 'Description' can be found in column E
 • The ‘Vendor Part Number’ can be found in column G
 • The ‘Price’ can be found in column I
 • The ‘UOM’ can be found in column L
 OLA / zPRICE FILE EXAMPLE
 FIELD STAMP EXAMPLE
 Bill To:
 Cenovus Energy Inc.P.O. Box 766, Calgary, AB T2P 0M5 Reviewer ID: CVEID
 Engineer Name: John Doe
 Approver ID: CVEID
 Location: Date: xx/xx/xxxx
 Cost Object: Required Fields - Network #: 8 digit number begining with 10 (also enter the Actvity Code & GL Account)
 - Cost Center: VCCXXXXXXX (also enter the GL Account) - Work Order: 8 digit number (also enter the GL Account)
 Activity Code: 4 digit number OR 1alphabet + 3digit number. Example: 0325 or A123 GL Account: 6 digit number begining with 7. Example: 701234
 Company Code: BF01, BH01, DH01, NALN, NBKV Plant Code: CAXX. Example: CA30Receipt Signature: Receipt Name: Jane Smith
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MATERIAL PURCHASE ORDER CREDIT WEBFORM QUICK REFERENCE GUIDE
 CREDIT HEADER
 Required Fields
 Transaction Type: Select ‘credit’
 Invoice Number: Credit number
 Original Invoice: Number of original invoice submitted
 Invoice Date: Date of credit received
 Invoice Description: Description of credit
 PO Number: Purchase Order number from original invoice
 Helpful Tip: To submit a credit against a previous invoice, copy the original invoice from the Outbox Summary
 and change the transaction type to credit to maintain coding previously submitted.
 CREDIT LINES
 Required Fields
 Orig. Line #: Invoice line number from original invoice
 PO Line #: Purchase Order line reference number
 from original invoice
 Description: Item description
 Quantity: Amount
 UOM: Unit of measure
 Price: Price credited per unit
 Material Ship Date: Original date of materials
 delivered
 Conditional Fields
 Cenovus Material #: Required if provided
 on original invoice
 Vendor Material #: Required if provided on
 original invoice
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MATERIAL PO WEBFORM QUICK REFERENCE GUIDE - CANADA
 INVOICE HEADER
 Required
 • Invoice Number: The invoicenumber
 • Invoice Date: The date of invoicesubmission
 • Invoice Description: Description ofthe invoice
 • PO Number: The purchase ordernumber (See PO example)
 INVOICE LINES
 Required
 •PO Line #: PO Line Item # (See PO example)
 •Description: PO Line Description (See PO example)
 •Quantity: Amount (See PO example)
 •UOM: Unit of Measure (See PO example)
 •Price: Price per unit (See PO example)
 •Material Ship Date: Date materials shipped
 Conditional (If Provided)
 •Cenovus Material # or Vendor Material/Part #: Material Number (See PO example)

Page 9
                        

MATERIAL PO WEBFORM QUICK REFERENCE GUIDE - CANADA
 PO EXAMPLE
 Important Fields
 • PO # (4519733496): Enter in PO number field
 • Item (00001): Enter in PO Line # field
 • Material # (11359657): Enter in COP Material # field
 • Description: Enter in Description field
 • Quantity (3): Enter in Quantity field
 • Unit of Measure (Each): Enter in UOM field
 • Price (59.20): Enter in Price field
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SERVICE OUTLINE AGREEMENT CREDIT WEBFORM QUICK REFERENCE GUIDE
 CREDIT HEADER
 Helpful Tip: To submit a credit against a previous invoice, copy the original invoice from the Outbox Summary
 and change the transaction type to credit to maintain coding previously submitted.
 CREDIT LINES
 Required Fields
 Orig. Line #: Input zero (0)
 PO/OLA Line #: Outline Agreement line reference number
 from original invoice
 Description: Item description
 Vendor Service #: Reference original invoice
 Quantity: Amount
 UOM: Unit of measure
 Price: Price credited per unit
 Approver ID: Reference original invoice
 Reviewer ID: Reference original invoice
 Plant Code: Reference original invoice
 Begin Date: Begin date of services from original invoice
 End Date: End date of services from original invoice
 Cost Object: Reference original invoice
 GL Account: Reference original invoice
 Conditional Fields
 Location: Required for Canada
 Delivery Ticket: Required for Canada
 Activity/Op: Required if provided on original invoice
 Sub Element: Required if provided on original invoice
 Required Fields
 Transaction Type: Select ‘credit’
 Invoice Number: Credit number
 Invoice Date: Date of credit received
 Invoice Description: Description of credit
 PO/OLA Number: Outline Agreement number from original invoice
 Conditional Fields
 Original Invoice: Number of original invoice
 submitted; provide if available
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SERVICE OLA WEBFORM QUICK REFERENCE GUIDE - CANADA
 Required
 • Invoice Number: The invoice number
 • Invoice Date: The date of invoicesubmission
 • Invoice Description: Description of theinvoice
 • PO/OLA Number: The OLA number foundin Column B of OLA file (see example)
 INVOICE HEADER
 INVOICE LINES
 Required
 • PO/OLA Line #: Column C of OLA (See OLA example)
 • Description: Column E of OLA (See OLA example)
 • Vendor Service Number: Column G of OLA (See OLA example)
 • Quantity: Amount
 • UOM: Column L of OLA (See OLA example)
 • Price: Column I of OLA (See OLA example)
 • Approver and Reviewer ID: On Field Stamp (See Stamp example)
 • Plant Code: On Field Stamp (See Stamp example)
 • Location: Well / Lease name if applicable
 • Delivery Ticket #: Delivery Ticket Number associated with goods
 • Begin & End Date of Service: Start and End Date
 • Cost Object: On Field Stamp (See Stamp example)
 • GL Account: On Field Stamp (See Stamp example)
 Conditional (If Provided)
 • Contractor Name (First & Last Name): Who performed service
 • Comp. Type: Compensation Type
 • Charge Entity: Charge Type
 • Activity Code/Sub Element (could be required based on cost objectentered): On Field Stamp (See Stamp example)
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SERVICE OLA WEBFORM QUICK REFERENCE GUIDE - CANADA
 OLA / zPRICE FILE EXAMPLE
 Important Fields
 • The ‘OLA Line Number’ can be found in column C
 • The 'Description' can be found in column E
 • The ‘Vendor Service Number’ can be found in column G
 • The ‘Price’ can be found in column I
 • The ‘UOM’ can be found in column L
 FIELD STAMP EXAMPLE
 Bill To:To:
 Cenovus Energy Inc.P.O. Box 766, Calgary, AB T2P 0M5 Reviewer ID: CVEID
 Engineer Name: John Doe
 Approver ID: CVEID
 Location: Date: xx/xx/xxxx
 Cost Object: Required Fields - Network #: 8 digit number begining with 10 (also enter the Actvity Code & GL Account)
 - Cost Center: VCCXXXXXXX (also enter the GL Account) - Work Order: 8 digit number (also enter the GL Account)
 Activity Code: 4 digit number OR 1alphabet + 3digit number. Example: 0325 or A123 GL Account: 6 digit number begining with 7. Example: 701234
 Company Code: BF01, BH01, DH01, NALN, NBKV Plant Code: CAXX. Example: CA30Receipt Signature: Receipt Name: Jane Smith
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SERVICE PURCHASE ORDER CREDIT WEBFORM QUICK REFERENCE GUIDE
 CREDIT HEADER
 Helpful Tip: To submit a credit against a previous invoice, copy the original invoice from the Outbox Summary
 and change the transaction type to credit to maintain coding previously submitted.
 CREDIT LINES
 Required Fields
 Orig. Line #: Input zero (0)
 PO/OLA Line #: Purchase Order line reference number
 from original invoice
 Description: Item description
 Quantity: Amount
 UOM: Unit of measure
 Price: Price credited per unit
 Begin Date: Begin date of services from original
 invoice
 End Date: End date of services from original invoice
 Conditional Fields
 Vendor Service #: Required if provided on original
 invoice
 Approver ID: Required if provided on original invoice
 Reviewer ID: Required if provided on original invoice
 Plant Code: Required if provided on original invoice
 Location: Required for Canada
 Delivery Ticket: Required for Canada
 Cost Object: Required if provided on original invoice
 GL Account: Required if provided on original invoice
 Activity/Op: Required if provided on original invoice
 Sub Element: Required if provided on original invoice
 Required Fields
 Transaction Type: Select ‘credit’
 Invoice Number: Credit number
 Invoice Date: Date of credit received
 Invoice Description: Description of credit
 PO/OLA Number: Purchase Order number from
 original invoice
 Conditional Fields
 Original Invoice: Number of original invoice
 submitted; provide if available
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SERVICE PO WEBFORM QUICK REFERENCE GUIDE - CANADA
 INVOICE HEADER
 Required
 • Invoice Number: The invoice number
 • Invoice Date: The date of invoicesubmission
 • Invoice Description: Description ofthe invoice
 • PO/OLA Number: The PO number(see PO example)
 INVOICE LINES
 Required
 •PO/OLA Line #: PO Line Item # (See PO example)
 •Description: PO Line Description (See PO example)
 •Quantity: Amount
 •UOM: Unit of Measure (See PO example)
 •Price: Price per unit (See PO example)
 • Location: Well / Lease name if applicable
 •Delivery Ticket #: On Field Stamp (See Stamp example)
 •Begin & End Date of Service: Start and End Date
 Conditional (If Provided)
 •Approver and Reviewer ID: On Field Stamp (See Stampexample)
 •Contractor Name (First & Last Name): Who performedservice
 •Cost Object: On Field Stamp (See Stamp example)
 •GL Account: On Field Stamp (See Stamp example)
 •Activity Code/Sub Element (could be required based oncost object entered): On Field Stamp (See Stampexample)
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SERVICE PO WEBFORM QUICK REFERENCE GUIDE - CANADA
 PO EXAMPLE
 Important Fields
 • PO # (4519192949): Enter in PO number field
 • Item (00001): Enter in PO Line # field
 • Description: Enter in Description field
 • Quantity (1.000): Enter in Quantity field
 • Unit of Measure (Perf. Unit): Enter in UOM field
 • Price per Unit (280,800): Enter in Price field
 FIELD STAMP EXAMPLE
 Bill To:To:
 Cenovus Energy Inc.P.O. Box 766, Calgary, AB T2P 0M5 Reviewer ID: CVEID
 Engineer Name: John Doe
 Approver ID: CVEID
 Location: Date: xx/xx/xxxx
 Cost Object: Required Fields - Network #: 8 digit number begining with 10 (also enter the Actvity Code & GL Account)
 - Cost Center: VCCXXXXXXX (also enter the GL Account) - Work Order: 8 digit number (also enter the GL Account)
 Activity Code: 4 digit number OR 1alphabet + 3digit number. Example: 0325 or A123 GL Account: 6 digit number begining with 7. Example: 701234
 Company Code: BF01, BH01, DH01, NALN, NBKV Plant Code: CAXX. Example: CA30Receipt Signature: Receipt Name: Jane Smith
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SERVICE PO with OLA WEBFORM QUICK REFERENCE GUIDE - CANADA
 INVOICE HEADER
 Required
 • Invoice Number: The invoice number
 • Invoice Date: The date of invoicesubmission
 • Invoice Description: Description ofthe invoice
 • PO/OLA Number: The PO number(See PO example)
 INVOICE LINES
 Required
 •PO Line Number: PO Line Item # (See PO example)
 •Description: Column E of OLA (See OLA example)
 •Vendor Service Number: Column G of OLA (See OLA example)
 •Quantity: Amount
 •UOM: Column L of OLA (See OLA example)
 •Price: Column I of OLA (See OLA example)
 • Location: Well / Lease name if applicable
 •Delivery Ticket #: Delivery Ticket Number associated with theservice
 •Begin & End Date of Service: Start and End Date
 Conditional (If Provided)
 •Approver and Reviewer ID: On Field Stamp
 •Contractor Name (First & Last Name): Who performed service
 •Cost Object: On Field Stamp (See Stamp example)
 •GL Account: On Field Stamp (See Stamp example)
 •Activity Code/Sub Element (could be required based on costobject entered): On Field Stamp (See Stamp example)
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SERVICE PO with OLA WEBFORM QUICK REFERENCE GUIDE - CANADA
 Important Fields
 • The 'Description' can be found in column E
 • The ‘Vendor Service Number’ can be found in column G
 • The ‘Price’ can be found in column I
 • The ‘UOM’ can be found in column L
 PO EXAMPLE
 Important Fields• PO #/FO # (4519192949): Enter in PO number field
 • Item (00001): Enter in PO Line # field
 OLA / zPRICE FILE EXAMPLE
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SERVICE PO with OLA WEBFORM QUICK REFERENCE GUIDE - CANADA
 FIELD STAMP EXAMPLE
 Bill To:To:
 Cenovus Energy Inc.P.O. Box 766, Calgary, AB T2P 0M5 Reviewer ID: CVEID
 Engineer Name: John Doe
 Approver ID: CVEID
 Location: Date: xx/xx/xxxx
 Cost Object: Required Fields - Network #: 8 digit number begining with 10 (also enter the Actvity Code & GL Account)
 - Cost Center: VCCXXXXXXX (also enter the GL Account) - Work Order: 8 digit number (also enter the GL Account)
 Activity Code: 4 digit number OR 1alphabet + 3digit number. Example: 0325 or A123 GL Account: 6 digit number begining with 7. Example: 701234
 Company Code: BF01, BH01, DH01, NALN, NBKV Plant Code: CAXX. Example: CA30Receipt Signature: Receipt Name: Jane Smith
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