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Vendor Submits Work Order Invoice for Approval

Once the Work Order is approved by the Lead Hand, the next step is to validate the information on
the Work Order detail lines, raise the invoice and submit the Work Order for invoice approval.

Steps for submitting the Work Order invoice for approval.

Go to Maintenance > Intermodal Module in the main menu to
access a list of Work Orders.

= B Intermodal

Intermodal

Wi Dashboard
Filter Columns Contains - Q Clear Pivot Quer
Favourites =
JobNumberF ¥ Invoice T Vehicleid TV Supplier Code T Jobstatus T Reason VT

History

(M4 IMO00748 CNO18117 EMERGENCY VENDOR WorkIn Progress. Breakdown
Vendor User =

Y2 @ 1M000734 invl CNO15327 EMERGENCYVENDOR  ([ERERETTERNY Accident
Maintenance =

'@ CNR-004 CNO18110 EMERGENCY VENDOR | 1nvoice Approval Pending JINELIETS

1

A Defects

Accident

n CNO18117 EMERGENCY VENDOR
CNR-004 CNO18117 EMERGENCYVENDOR  ([EEEYTIREEeEry Breakdown

CNO18109 EMERGENCY VENDOR  Work Approved Breakdown

R 8

& Workshop

O  Purchase Orders - Vend...

Use the search box to search for the specific Work Order or unit
® number. Open the Work Order in edit mode by clicking on the
paper-pencil icon [& next to the job number.

= BBEER 7v Intermodal

Intermodal

i Dashboard

Pivot Query

Favourites
SupplierCode T Jobstatus T Reason Y

JobNumberZ TV

History
O *»[& IM000692 CNO18109 EMERGENCY VENDOR _ Breakdown

Vendor User

Maintenance

. Intermodal

A Defects

& Workshop

O  Purchase Orders - Vend...
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Ensure that you are in the Description tab to see the Job Details.
Review the detail lines stored against the Work Order.

pt o del Ye 2018
v o Vehicle Group IMO1
8 H < sy
Odometer 2 0.00 4 MONTREAL_MECHANIC

ttem Number 15 ¥ Job Detall Status T Internal/External T Supplier Code T Comments T Part Number T Reason T Total Detail Labour (External) T

@ 000001 Wark Agproved | E 50590 extemal part Breakdown 17635

Open the detail line in edit mode by clicking on the
paper-pencil icon (.

Confirm that the values set by the Vendor Mechanic in Parts Cost
and Labour Cost are correct and amend if needed (see Appendix
@® A toamend incorrect values and Appendix B if you would like to

add additional charges to the Work Order). Save the Job Detail
line.

Job Details - Intermodal

VMRS Fallure Code Worn v
nnnnnnnn ts
Wheel Removed No v Retorque defect
Parts: Labour:
art Numbes external part i Mechanic i Mechanic 50590 v
i Ratet v
No v Labour Rat 0.0000
100.00 Date Time
1.00 17/0412024 @ 05:00
100.0000 17/042024 @ 06:00
s mber o 1.00
tal Lab 0.0000
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Click on the Upload button and attach the required scanned
paper invoice(s), certifications, inspection sheets, etc.

Job Number 1M000692 PO

e e i e

venide 10 f cnots109 ° job status Work Approved [ Rewunpans |
Reason i Breakdown v Make OPLIFT FERRARI v
internal/External fexternal Model TMS80W
Depot £ yMTerminal -Brampron v @ Model Year 2018
60000 Warranty )
® v o hicle Group  IMO1
Operational Staty UNAVAILABLE Days Off Road 0.00

l
Supplier Code i 50590 ) Supplier Name _ENRGENCY VENDOR

; = :
i or drop your files here H

Navigate to the Invoicing tab and enter the Invoice number and
the Invoice date.

1Moooee PORef. £ < Cannot Authorise as over limit

Reason ¥ Breakdown v Make TOPLIFT FERRARI v

I/Exte Model T

v o Model Year 2018
600.00 Warranty o
¥ Brampton Eqpmt Repa v o Vehicle Group 1M1
Operational Status UNAVAILABLE Days Off Road 0.00
Add Defect or Service
Supplier Code i 50590 o Supplier Name  EMERGENCY VENDOR
©Addiional line ems have been added; post job-approval, please review invoicing detalls
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® Add or edit Taxes to the Work Order.

Intermodal
Source Currency CAD
Taxes
Tax State/Province QUEBEC
Goods & Services Tax 13.85
Provincial Sales Tax 0.00
Quebec Sales Tax 27.64
Harmonized Sales Tax 0.00
US Sales Tax 0.00
—————————————————

Validate the Total Invoice Labor, Invoice Parts costs,
and Total Cost.

Intermodal

Invoice
0.00
150.00
Total Gross 150.00
nvoice Total Tax 4149
Total Cost 191.49

Job Details - Intermodal
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NOTE

Once approved by CN, the Total Invoice
Labor, Invoice Parts costs and Total Costs
are pushed for payment.

0l

1 0 ® Click the Submit Invoice button.

11

Submit Invoice S
Return Parts

The System shows a pop-up window to confirm all required
documents are uploaded. Click OK if all documents are uploaded.

staging-ado.fleetwave.com indique

Please confirm all necessary documents have been uploaded.

Auditing

Job Status Work Approved

5 Make TOPLIFT FERRARI ¥

The System updates the Work Order Header status to Invoice

® Approval Pending. The Work Order will move to CN's queue

for approval.

1 Z ® Save the record.
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Appendix A
Amend Incorrect Values on a Work Order Detail

In the case where the Vendor Mechanic has entered information that is incorrect, such as labour
hours (start and end date), part number, part costs, and/or part quantity:

1. Update the information that is incorrect:
a. Total Labour Costs:
i.  You can amend the labor information by changing the Mechanic, Rate Type,
Job Detail (job start) Date and Time, and End Date and Time. The Hours and
Total Labor will calculate automatically based on your selections.

b. Total Parts Costs:
i.  You can amend the Part Number:

1. If the part number is incomplete or unknown, a search pop-up
window will appear which can be used to search for the
appropriate part.

2. If you are adding a non-CN part number, enter the part number and
description then close the parts search pop-up window.

ii.  The Parts Quantity can be amended.
ii.  The Parts Cost can be amended for external (non-CN) parts only.

Job Details - Intermodal

Parts: Labour:

Part Number external part i Mechanic ) Mechanic_50590 v
Rate Type H Rate 1 +

Internal Part? No + Labour Rate 0.0000

Parts Cost 100.00 Date Time
Parts Quantity H 1.00 Job detail date 17/04/2024 B 05:00
Total Parts 100.0000 End Date 17/04/2024 B 06:00
Purchase order number (1] Actual Hours i 1.00

Total Labour 0.0000

2. Save the Work Order Detail line.

NOTE
:fi The System updates read only fields which
=¢ show a summary of the difference between the

approved and invoiced parts and labour costs.
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Appendix B

Additional Charges to a Work Order
If additional charges for labour or parts should be added after the Lead Hand approved the Work Order:

1. Click on the +"icon in Job Details to add an additional invoice charge for labour or parts.

Job Detais - intermocs! [ TS o |

‘ Job Details - Intermodal H
Filter Columns v || Contains v Q | Clear
Item Number 15 T Job Detail Status ¥ Internal/External T Supplier Code T Comments T PartNumber V¥ Reason T Total Detail Labour (External) YT
[ 000001  Work Approved E 50590 external part Breakdown 0.00
E3E

2. On the Job Details screen, add the work that was completed (see Add a Work Order Detail
job aid for more details on how to add a detail line to a Work Order).

3. Save the Work Order detail.

4. After the Work Order is saved, the System will display a warning banner on the Work Order Header
to indicate to the CN approver that an additional charge was added after the job-approval.

I ©additional line items have been added, post job-a; al, please review in: g detalls I

Mechanic i Mechanic_50590 v

Normal v

17/04/2024 @ 19/0412024 & Odometer 0 H

15:38 11:36 Odometer 2 0.00 c MONTREAL_MECHANIC

Comments Enter your comments in here

‘ Job Details - Intermodal H

er Columns - Contains - Q Clear

Item Number1¥ T Job Detail Status T Internal/External T Supplier Code T Comments T PartNumber T Reason Y Total Detail Labour (External) T
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