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Submit the Work Order Invoice for Approval 
This job aid provides a step-by-step guide for submitting an invoice for IMRAC Work Orders, 
which include chassis, containers, reefers, and clips. After the work order is marked as 
Technically Complete, the Vendor Admin should validate the information on each job detail line, 
add the invoice details, and submit the work order for invoice approval to CN. 
 

Steps 

1 

 
1. Expand the Maintenance Module in the main menu. 
2. Select IMRAC Work Order from the expanded section. 
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2 
Filter the Job Status column to view only the work orders at Technically Complete. 
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3 Open the work order in edit mode by clicking on the paper-pencil icon . 

 

 

 
 

4 
 

Scroll down to the Job Details – IMRAC table and review and validate each line. 
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5 
 

Go to the Uploads tab. 

 

 

 

 
 

6 
 

Drag and drop the file in the outlined section to upload the invoice or other 
documentation. Alternatively, click on the Upload button to select the file from your 
device to upload. 

 

 

 

 
 

  



FIAM: Intermodal Network Equipment 
Job Aid: Submit the Work Order Invoice for Approval 

6 
CN All Rights Reserved February 2025 

7 
 

Go to the Costs tab. 

 

 

  

 
 

8 

 

Validate that the values set in the Labor Cost and Parts Costs and update if 
incorrect. 
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9 
 

Enter the Invoice Number and the Invoice Date. 
 

 

 

 
 

  

NOTE: 
Additional job detail lines can be added to the work 
order by clicking on the “+” icon above the job details 
table. The IMRAC Agent will be informed that an 
additional line has been added to the work order. 

 
 

10 
 

Add the relevant Taxes for the work order. 
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11 Click Submit Invoice. The work order status changes to Invoice Approval Pending. 
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12 A pop-up message will appear to confirm that all documents have been uploaded. 
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