UPDATE BILL TO & SHIP TO ADDRESS, EMAIL CONTACT

& ADD ATTACHMENT @ AIR CANADA

Summary

1. Select the correct Bill To from the drop-down list. .
ACO001_A_MONTREAL_HQ: Air Canada Vi s -

LCCO1_A_MONTREAL_HQ: Air Canada Rouge Service Description
TCCO1_A_MONTREAL_HQ: Trans-Canada Capital Sk I | ST
2. In the section ‘Additional Fields’, enter the email address of the person Z
from Air Canada/Affiliates who requested/ordered the services/goods from | ‘cg‘;‘;‘&:gvl |
Vour Companv. Choose H,E"v:‘v“ A:;C:Z;;AD’A”ONTREALHO v o
This contact is responsible to code/approve and DORVALac

Additanal Fiekds

process your invoice for payment -

Do not enter your email address.

o

ACO001: Enter an email with a domain of: first.lastname@aircanada.ca

LCCO1: Enter the email contact as: apacrouge@aircanada.ca

TCCO1: Enter the email contact as: billing@transcanadacapital.com o

3. To attach a copy of your invoice, click on the drop-down menu ‘Add to
Header’ and then select ‘Attachment’

4. Click on ‘Choose File’ and select the file you wish to attach to the invoice.

Attachments Attachments

The total size of all attachments cannot exceed 100MB The total size of all attachments cannot exceed 100MB

5. Click on ‘Add Attachment’ so your file can be added. a

Add Attachment [ Choose File | Invoice_INV18897 pdf Add Attachment 6

6. If you require further assistance, please do not hesitate to contact Air

Canada's Supplier Enablement team by completing this form. e


mailto:apacrouge@aircanada.ca
mailto:billing@transcanadacapital.com
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fforms.office.com%2Fr%2Fu2VKjjeXcN&data=05%7C02%7Calexis.herman%40sap.com%7Ca267e88af80441ca5e1b08dc21d5bf73%7C42f7676cf455423c82f6dc2d99791af7%7C0%7C0%7C638422449150279268%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=kSC%2B50EFnkLoCzklTAAUAiWrb5yu8kgzT%2BlUVwZAxSA%3D&reserved=0
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