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CCTM High Level Process
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Oracle Purchasing

Super User Create CCTM
. . GCPA (Contract)
Purchasing/Sourcing
h
i Create . .
C[ZTTM iProc or EMPRV Recquisition | Review/Acknowledge iSupplier Portal Full Access
Project Lead/ Approver (iProc)/EBOM CCTM PO Project Lead/ Manager
{(EMPRV)

v

Oracle Purchasing
Super User

Complete CCTM

Purchasing {Buyer PO ;
g (Buyer) Build/Upload Rate| Supplier Rate Card User
Card Manager/Acts Receivable
¥
Rate Card Super User Review & approve S?bl;‘ilt R:te_cﬁm Supplier Rate Card User
; ; + o Purchasing
Purchasing/Sourcing Rate Card Sourcing Manager/Acts Receivable
Time Card Approver . Supplier Time Card
(Super User) Rewgw & approve En}er CCTM Super User
. Time Card Time Card
Project Lead/ Approver Manager/Acts Receivable
A 4
Oracle Accounts Payable | Auto Receipt & | View Invoice! iSupplier Portal Full Access
Automated Batch Invoice '| PaymentDate | papager/Acts Receivable
Y
Oracle Accounts Payable Payment iSupplier Portal Full Access
released per Pay » View Payment
Automated Release Terms Manager/Acts Receivable

Page 1




A

“Ameren , . .
FOCUSED ENERGY. for [if. Ameren Oracle eBusiness CCTM Supplier

S1.2 CREATE A CCTM TIME CARD: INTRODUCTION

A single CCTM Time Card represents a one week period from Monday to Sunday. Each Supplier user can submit
one Time Card per Purchase Order (PO), per Job number or PO Line number per week. When a CCTM PO is
created, it will reference the GCPA (Global Contract Purchase Agreement) and will be designated as one of two
Types - Time & Materials or Fixed Price. A Time Card created against a Time & Materials (T&M) type PO will pull
Craft combinations and rates directly from the Rate Card to the Labor or Equipment section. You will only be
required to enter hours/units per day. The T&M Time Card also includes a Materials section and an Expense
section. Within each you can report variable costs that cannot be included in the Rate Card or costs that occur
periodically. A Time Card created against a Fixed Price type PO will simply report a Milestone and a single dollar
amount.

As with the Rate Card a CCTM Time Card can be created Online, or an Excel template can be completed for
Upload to CCTM. Online Time Card creation is only recommended when fewer than 10 Time Card lines will be
reported. Otherwise Time Card template Upload is the preferred method as data can be populated, copied and
pasted in an Excel file.

After the Time Card has been created online or uploaded to CCTM successfully, it is submitted to the Ameren
approver designated at the PO level. You do not have access to change the Time Card approver. Time Card
submittal will trigger two events. The Time Card approver will receive an automated notification, informing
him/her there is a Time Card pending action, and the Pay Terms period will begin. When an Ameren approver
reviews a Time Card s/he can choose to Approve it, Forward it to another individual for review, or Reject it. Time
Card rejection requires the approver to complete a field, and approvers are instructed to clearly state the reason
for rejection as well as the alternate action required. When the Time Card is approved, you will receive an
automated notification indicating such.

Nightly, an automated batch is initiated, flagging all Time Cards in Approved status and completing the Receipt
and Invoice process. This is the point at which a CCTM Time Card becomes an official Invoice. You can view
Invoice and Payment details via your AMPOS iSupplier Portal Full Access responsibility.
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S1.2.1 Create a Time & Materials Time Card Online

A CCTM Time Card created against a Time & Materials (T&M) type PO will pull Craft combinations and rates
directly from the Rate Card to the Labor and/or Equipment section(s). It also includes a Materials section and an
Expense section, within which you can report variable costs not included in the Rate Card, or costs

incurred periodically.

When a CCTM T&M PO is placed, the Approver will choose one of three options for Time Card Entry Mode:
e Individual Daily:
e Bulk Daily
e Bulk Weekly

When reporting Time & Materials, you have the option of entering Time Cards online in CCTM or uploading the Time Card
data from an Excel template. The method you choose will likely depend upon the average number of lines you enter per
Time Card.

When you enter Time Cards online directly in CCTM, many of the fields (craft combination, units of measure, expense type)
are searchable, meaning you can select valid values from a list.

* If a weekly Time Card includes a number of Time Card lines, you may find it more efficient to use the Time Card Excel
template. The Excel template can be reused for subsequent Time Card submittals (Save As for each week ending date,
change applicable information - date, hours, etc. - and upload).

** \When using the Time Card template, you are required to enter Craft Combination values exactly as they are presented in
the Rate Card. It may be helpful to Export your Rate Card and copy/paste the data to your Time Card template.
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N Navigator B} Favorites ¥

Home Logout Preferences

Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

0U Name IAMEREN OF UNIT =

Time Cards In Draft Stage

PO Humber 0U Name Supplier Submitter Time Card Period(Week Ending Date)  Total Timecard Amount Comment/Change Reason  Attachments
No results found.

User Name E8769]

Time Cards In Pending Stage
PO Total Timecard Comment/Change
Humber OUName  |Supplier Submitter Time Card Period(Week Ending Date) ~ Amount Reason Attachments
573311 AMEREN QP IT TEST Minor(SCProcPerf 1103), 01/08/2012 960.00 E]
UNIT SUPPLEER1  Katherine A

Time Cards In Approved Stage

PO Humber 0U Name Supplier Submitter Time Card Period(Week Ending Date)  Total Timecard Amount Comment/Change Reason Attachments
No reslts found.

Time Cards In Rejected Stage
PO Humber OUName Supplier Submitter Time Card Period(Week Ending Date) Total Timecard Amount Rejection Reason  Attachments
No reslts found.

#TIP In order to add a new line against a new job to an existing TC please go to CCTM Timecard tab. Enter PO Number and Weekending Date and click on Go. It will
display the TC details, select the Draft in Time Card Listing mode and click on Go. Then you can add craft and enter time against new job in the existing TC

PMData Time Notifications Home Logout Preferences

Privacy Statement

Copyright (c) 2008, Oracle. All rights reserved

Step Action

1. From your Oracle Applications Home Page select the AMCCTM Supplier Time Card Super User

responsibility and click Time Card on the right side of your Navigator. You will be taken to your CCTM
Time Card Home page.

To create a Time Card online, click CCTM Time Card.
CCTM Timecard
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N Navigator ¥ B Favorites ¥
PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

Home Logout Preferences

* Indicates required field
Tine Card Search

User Name EB7693

OU Name | AMEREN OF UNIT 'I * Select the PO Q * Week Ending Date | @

(TIP Future Week Ending Periods are not allowed. Future Waek Ending Periods il default to current week ending period,

PMData Time Notifications Home Logout Preferences

Privacy Statement

Copyright (c) 2008, Oracle. All rights reserved.

Step

Action

For this exercise, enter 575310 in the Select the PO field.

A valid PO number is required to create a CCTM Time Card. You can enter the PO number directly in the
Select the PO field or use the magnifying glass icon to search for it.
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N Naigator B Favortes ¥
PM Data | Time | Notifications
CCTM Timecad Home | CCTM Timecard | CCTM Timecerd Upoad teus | CCTM Timeczrd Uload

Home Logout Preferences

* Indicates required field

Time Card Search

User Name E87693

0U Name IAMEREN QP UNIT 'I * Select the PO I IR

TIP Future Week Ending Periods are not allowed. Future Wieek Ending Periods wil deul o curent week ending period.

PMData Time Notfications Home Logout Preferences

Prvacy Statement

* Week Ending Date | @

Copyright (c) 2008, Oracle. All rights reserved.

Step

Action

Week Ending Date field or use the calendar icon to select a date.
For this exercise click the Calendar icon.

A new window will open.

A Week Ending Date is also required and must be a Sunday date. You can enter the date directly in the
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/2 pick a Date - Mictosoft Intenessmym im)

@ |March @] |2012 MEE

Sun Mon Tue Wed Thu Fri Sat

%
4
11
18
25

7
5
12
19
2

pL]
]
13
20
2

L
7
14
2
2

N Navigator ¥ & Faviites Home Logaut Preferences
12 3
g 4 10 : ;
| CCTM Timecard Upload Stafs | CCTM Timecard Uplozd
51617 User Name EB7603
2 BN
20 30 1

" Select the PO | 5510 4 * Wk Ending Date | E] M

lowed, Future Week Endling Periads will dafault to current week ending period,

|_|J Trusted sites

(R e

P Data Time Notfications Home Logout Preferences

L3R

Copyright () Oracle. All ights reserved,

Step

Action

For this exercise, choose Sun, March 4, 2012.

The window will close, taking you back to the Time Card Search screen.

4
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N Navigatorv B Fawrites ¥ Home Logout Prefe
PM Data | Time | Notifications
CCTM Timecard Hame | CCTM Timecard | CCTM Timecard Upload Status — CCTM Timecard Unload
User Name G764
* Indicates required field
Time Card Search
Ol Mame IAMEREN OPUNIT = * Select the PO 3733 Q * Week Ending Date [03/04/2012
TIP Futire Week Ending Periods are not allowed, Fure sk Ending Periods will default to current week ending period.
PMData Time Mofifications Home Logout Preferences
Copyright (c) 2005, Qracle. All rights re
Step Action
5. The Week Ending Date is auto-populated from the calendar icon.

Click the Go button.

* You will be taken to the Time Card Main Screen.
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Home Logout Preferences

Notifications

CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

User Hame EB7693
Time Card Main Screen
* Indicates required field Delete Time card

PO Number 575310

PO Type Time and Material
PO Revision 6

OU Name AMEREN OP UNIT

Comments CCTM Services-
Accounting Sphit Test
Supplier Name IT TEST SUPPLIER 1
Buyer Clark{Purchasing 1150),
Rachel A

Entry Type Individual, Daily Time Card Period{Week Ending Date) 03/04/2012 Total Hours Total
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount

- wendor Reference Number
Attachments None| Add

<] * Change Reason

B

=~ TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraﬂ - Go

*'TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material Expense
Labor Details

='TIP You cannot delete a line that has been previously approved.
Add Craft || Copy Row

PO Line Craft Combination Badge Consultant Mon,Feb Tue,Feb Wed,Feb Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total
Select Status Number Craft Local WorkType RateType UOM Number Name

Total
27 28 29 01 02 03 04
Mo

Hours/Units Amou

[re. s
| | v

Step Action

6. Your Time Card is separated into 3 sections - PO Header Details, Time Card Details and
Labor/Equipment/Material/Expense Details.

The first section of the Time Card, the PO Header Details, displays information pulled directly from the
Purchase Order (PO Type, Comments, Revision humber, Buyer name).

The Time Card Details section displays your Vendor Reference Number as well as Total

Labor/Equipment/Material/Expense Amount. In this section you will upload/add an Attachment(s) - a
requirement for every Time Card submitted.
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Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

User Name EB87693
Time Card Main Screen

PO Header Details

PO Humber 575310 OU Name AMEREN OP UNIT
FO Type Time and Material Comments CCTM Services-
PO Revision O Accounting Sphit Test
Supplier Name IT TEST SUPPLIER 1
Buyer Clark{Purchasing 1150),
Rachel A

| ¥ TIP If Lien Waiver isYes, attach Lien Waiver documents to the time card
Time Card Details
Entry Type Individual , Daily Time Card Period(\Week Ending Date) 03/04/2012 Total Hours Total
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount

«] ~ Change Reason

Bl

= Attachments Nonel Add Vendor Reference Number
= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft - GO

*=TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material Expense
Labor Details

= TIP You cannot delete a line that has been previously approved.

Add Craft || Copy Row

PO Line Craft Combination Badge Consultant Mon,Feb Tue,Feb Wed,Feb Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total Total
Select Status Number Craft Local WorkType RateType UOM Number Name 27 28 29 o1 02 03 04 Hours/Units Amou
Mo

. l
4| | »

Step Action

7. Your Time Card is separated into 3 sections - PO Header Details, Time Card Details and
Labor/Equipment/Material/Expense Details.

The first section of the Time Card, the PO Header Details, displays information pulled directly from the
Purchase Order (PO Type, Comments, Revision number, Buyer name).

The Time Card Details section displays your Vendor Reference Number as well as Total
Labor/Equipment/Material/Expense Amount. In this section you will upload/add an Attachment(s) - a
requirement for every Time Card submitted.
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Home Logout Preferences

Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

User Hame EB7693

Time Card Main Screen

* Indicates required field Delete Time card

PO Header Details

PO Number 575310 Comments CCTM Services-

PO Type Time and Material Accounting Sphit Test
PO Revision 6 Supplier Name IT TEST SUPPLIER 1
OU Name AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A

Time Card Details
Entry Type Individual, Daily Time Card Period{Week Ending Date) 03/04/2012 Total Hours Total
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount

<] * Change Reason

B

- wendor Reference Number
Attachments None| Add

=~ TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraﬂ - Go

*'TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material Expense
Labor Details

='TIP You cannot delete a line that has been previously approved.

Add Craft || Copy Row

PO Line Craft Combination Badge Consultant Mon,Feb Tue,Feb Wed,Feb Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total Total
Select Status Number Craft Local WorkType RateType UOM Number Name 27 28 29 o1 02 03 04 Hours/Units Amou
Mo

[re. s
| | v

Step Action

8. The Vendor Reference Number (VRN) field allows you to include corresponding invoice information,
internal to your organization, to guide reconciliation back to your system of record. The VRN will be
displayed on the ACH payment alert email notification, and with invoice and payment details in iSupplier
Portal (see iSupplier Portal Supplier Invoicing)

* The Change Reason field is required only when making changes to a rejected Time Card, or a Time Card
that was submitted and then pulled back to Draft status.

For this exercise, enter A6127 in the Vendor Reference Number field.

Page 11



A

“Ameren , . .
FOCUSED ENERGY. for [if. Ameren Oracle eBusiness CCTM Supplier

-
PO Number 575310 Comments CCTM Services-
PO Type Time and Material Accounting Split Test
PO Revision 6 Supplier Name IT TEST SUPPLIER 1
OU Name AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A
Time Card Details
Entry Type Individual, Daily Time Card Period(Week Ending Date) 03/04/2012 Total Hours Total
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount
Vendor Reference Number [agq5: | = Change Reason
=
Attachments None| Add 7 j

“TIP aAttachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft hd Go

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt'.

Labor Equipment = Material Expense
Labor Details

= TIP You cannot delete a line that has been previously approved.

Add Craft | Copy Row

PO Line Craft Combination Badge Consultant Mon,Feb Tue Feb Wed,Feb Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total Total
Select Status Number Craft Local WorkType RateType UOM Number Name 27 28 29 01 02 o3 04 Hours/ Units Amou
Mo
results
found.

Save Delete

Return to Timecard Search Approver Ir‘-linnr.:SCF'rncF'erf 1105), | Save and Submit
Delete Time card

PM Data Time Motifications Home Logout Preferences

Privacy Statement Copyright (c) 2008, Oracle. All rights reserved

Step Action

0. In the Labor Details tab, you will choose the Craft Combinations from your Rate Card against which hours
are to be reported.

To search for and select crafts, click Add Craft.

* A new window will open.

Add Craft
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/= search and Select List of ¥alues - Microsoft Internet Explorer provided by Ameren - |EI|1|
Search and Select: Add Craft
|

 Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.
Search By | Craft =l Go tal Hours Tof

Total Expense Amount

Select Craft Local WorkType Rate Type Unit Of Measurement Start Date Active  End Date Active
Mo search conducted.

2 3 Time Card when the)

h,Mar Total Tot|
Hours/Units Am)|

il | o]
|pone T T T 7 Trusted siees [ =10 -

Save Delete

Retwrn to Tirmecard Search Approver Save and Submit

Delete Time card

: Home

Step

Action

10.

In the Search and Select: Add Craft window, click the Go button.

[Go ]
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ln’_.; search and Select List of Yalues - Microsoft Internet Explorer provided by Ameren

=101 x|

Search and Select: Add Craft

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

=1 [0 |

Search By | Craft
Results

Select All | Select None

Cancel Select

ptal Hours To

Total Expense Amount

Select Craft Local WorkType Rate Type Unit Of Measurement  Start Date Active  End Date Active
™ | ELECTRICIAN ST Hours 08/01/2011 07/29/2012
T FOREMAN 5T Hours 08/01/2011 07/29/2012
I | GEMERAL FOREMAN ST Hours 08/01/2011 07/29/2012
I LABORER 1084 DT Hours 08/01/2011 07/29/2012
™ LABORER 1084 oT Hours 08/01/2011 07/29/2012 b
™ |LABORER 1084 5T Hours 08/01/2011 07/29/2012
I LINEMAN ST Hours 08/01/2011 07/29/2012
" |OPERATOR 520 DT Hours 08/01/2011 07/29/2012
I OPERATOR 520 oT Hours 08/01/2011 07/29/2012
n,Mar Total Tot|
™ OPERATOR 520 ST Hours 08/01/2011 07/29/2012 - Hours,/Units Am|
J | _'l_I
[pone [T [ [ Trusted sites [#om -
Approver
Step Action

11.

All Labor type rates from your Rate Card will be viewable.

wildcard) of the text you would like to search for, and click Go.

** You can select multiple rates by clicking the Select box next to

For this exercise, click the ELECTRICIAN Select box.
r

*You can narrow your search using the Search By fields. Select the parameter you would like to search by
(Craft, Local, Work Type, Unit of Measure, Craft Combination), type all or a portion (use % as

*** |f the Rate Card includes more than 20 Labor rates, you will see a link to View Next 20.

each.
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icrosoft Internet Explorer provided by Ameren - |El|i|

hczsesy] [szec

Search and Select: Add Craft

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By | Craft =l | btal Hours Td
Total Expense Amount
| Results

Select All | Select None

Select Craft Local WorkType Rate Type Unit Of Measurement Start Date Active  End Date Active
¥ ELECTRICIAM ST Hours 08/01/2011 07/29/2012
[T FOREMAN ST Hours 08/01/2011 07/29/2012
[T GENERAL FOREMAN ST Hours 08/01/2011 07/29/2012 te 2 Time Card when th
™ LABORER 1084 DT Hours 08/01/2011 07/28/2012
T LABORER 1084 oT Hours 08/01/2011 07/29/2012 b
[ |LABORER 1084 S Hours 08/01/2011 07/29/2012
C LINEMAN = Hours 08/01/2011 07/29/2012
[T |OPERATOR 520 DT Hours 08/01/2011 07/29/2012
[T |OPERATOR 520 oT Hours 08/01/2011 07/29/2012
n,Mar Total To
[T OPERATOR 520 ST Hours 08/01/2011 07/29/2012 - Hours,/Units An]
a4 il
|pone ’_ ,_ ,_ ,_ ,_ ,_ |« Trusted sites [ =100 -
Save Delete

Return to Timecard Search Approver Save and Submit

Delete Time card

Step Action
12. Click the FOREMAN Select box.
r
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_io/x|
Search and Select: Add Craft =
Cancel Select
Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.
Search By | Craft = Go btal Hours Tota
Total Expense Amount
Results
Select All | Select None
Select Craft Local WorkType Rate Type Unit Of Measurement  Start Date Active  End Date Active
[¥  ELECTRICIAN ST Hours 08/01/2011 07/29/2012
¥ FOREMAN ST Hours 08/01/2011 07/29/2012
[T |GENERAL FOREMAN ST Hours 08/01/2011 07/29/2012
[T LABORER 1084 DT Hours 08/01/2011 07/29/2012
T LABORER 1084 oT Hours 08/01/2011 07/29/2012 Lo
[T LABORER 1084 ST Hours 08/01/2011 07/29/2012
[ LINEMAN ST Hours 08/01/2011 07/29/2012
[T OPERATOR 520 DT Hours 08/01/2011 07/29/2012
[T OPERATOR 520 oT Hours 08/01/2011 07/29/2012
n,Mar Total Total,
[T OPERATOR 520 ST Hours 08/01/2011 07/20/2012 - Hours/Units Amot
o — | _'l_I
[pone [ [ [ [ [ [ Trusted sites B
Approver
Step Action
13. When you have chosen your rates, click the Select button.

* The window will close taking you back to the Time Card Details screen where the selected craft
combinations will be populated..

Select

Page 16



A
“ Ameren

FOCUSED ENERGY. for[ife. Ameren Oracle eBusiness CCTM Supplier
FO Nurrber 575310 Corrments  CCTM Services-
FO Type Time and Material Accounting Split Test
PO Revision 6 Supplier Mame 1T TEST SUPPLIER 1
Ol Marme  ANMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A
Time Card Details
Entry Type Individual , Daily Tirme Card Period(Wesk Ending Date)  03/04/2012 Total Hours Total
Total Material Amount Total Expense Amount

Total Labor Amount Total Equipment Amourt

= | " Change Reason

B

Wendor Reference Mumber  |agqo7
*
Attachments None| Add

#TIP attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraft - Go

=TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button. You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt',

Labor | Equipment | Material Expense
Labor Details

TIP You cannot delete a line that has been previously approved.

Add Craft || Copy Row

Select 4l | Select Mone
PO Line Craft Combination Badge Consultant Mon,Feb Tue,Feb Wed,Feb Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total

Select Status{Number Craft Local WorkType RateType UDM Number Name 27 28 29 01 o2 03 04 Hour:

oraft [ | & ForEman ST bosl 1 . C 1 C 1

r

" Draft l— 4, ELECTRICIEN ST Huur5|—|—|_ |— |— |— |— |_ |_
Save Delete |

Return tn Timerard Search Approver  [Minor{SCProcPerf 11053, | Save and Submit
-
| v

Ll

Step

Action

14.

For all Time Card Lines (includes Labor, Equipment, Material, Expense tabs), you will enter a PO Line
Number and/or a Job Number, depending upon the PO Type. For Time Cards against an EMPRYV or
DOJM based PO, a blank Job Number field will be displayed for each Time Card line.

* If the PO is DOJM based, you will be required to enter a valid Job Number with no search option.

** |f the PO is EMPRYV based, you will have the option to search for a Job Number associated with that
PO. When the Job Number is entered/chosen, a corresponding PO Line Number will be auto-populated.

*** Job Numbers should be communicated through the Ameren approver or the designated site supervisor
from your organization.
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FO Nurnber 575310 Cornments  CCTM Services-
FO Type Time and Material Accounting Split Test
FO Revision 6 Supplier Marne I T TEST SUPPLIER 1
Ol MName  AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A
Time Card Details
Entry Type Individual , Daily Time Card Periodwesk Ending Date) 03/04/2012 Total Hours Total

Total Material Amount

Total Expense Amount

Total Labor Amount

Total Equipment Amount

=] ™ Change Reason

El

YWendor Reference Mumber  [ag127
*
Attachments None| Add

HTIP attachment(s) with supporting documentation is required o submit a time card or a time card revision,

Tirmecard Listing Mode | Draft hd Go

= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button, You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt',

Labor Equipment | Material | Expense

Labor Details
= TIP ‘You cannot delets 2 line that has been previously approved.

Add Craft || Copy Row

Select a1l | Select Mone

PO Line
Select Status Number

Consultant Mon,Feb Tue,Feb Wed,Feb Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total

Craft Combination Badge
27 28 20 o1 o2 03 04 Hour:

Local WorkType RateType UDM Number MName

sl [ I ]

Craft

-

Draft S FOREMAN

ST

r

oraft | 9 ELECTRICIAN (T I I e e

Save Delete

ST

Approver IMinDr(SCF‘rDcF‘erf 1105}, | Save and Submit
. x
| 3

Return to Timecard Search

<

Step

Action

15.

For this exercise, click the Magnifying Glass icon to search.

* A new window will open.

Q
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/= search and Select List of Yalues - Microsoft Internet Explorer provided by Ameren =] 53] -

Search and Select:

Cancel Select

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By | PO Line Number LI | ﬂ il [Eurs Total

Total Expense Amount
Results
Select Quick Select PO Line Number Line Type PO Line Description
No search conducted.
Cancel Select
br Sat,Mar Sun,Mar Total
< jxl| o= o4 Hours
[pone [ [ [ [ [ [ Trusted sites H100% -
Craft FOREMAN =11 Hours
Draft ELECTRICIAN ST Hours
Approver
Step Action
16. In the Search and Select window, you can click the Go button to search for all PO Line Numbers. You can

also narrow your search using the Search By fields. Select the parameter you would like to search by (PO
Line Number, PO Line Description), type all or a portion (use % as wildcard) of the text you would like to
search for, and click the Go button.

For this exercise, click the Go button to search for all PO Line Numbers.

[e0]
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/2 search and Select List of ¥alues - Microsoft Internet Explorer provided by Ameren - O] x|
Search and Select:
cancel Select
Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" buttan.
Search By | PO Line Number j I ﬂ tal Hours Td
Total Expense Amount
Results
Select Quick Select PO Line NHumber PO Line Description
i = 1 CCTM Services-Accounting Split Test
“ = 2 CCTM Services-Add PO Line to cancel
& f; 3 CCTM Services - Add to PO 575311 for cancel
ol = 4 CCTM Services - test add PO
Cancel Select
hr Sat,ar Sun,¥ar Toj
4 [+]] o3 04 Hol
‘https:,i,febusiness‘amaran.com,l’OA_HTMLJ‘OA.jsp?region=,|’ameren;‘orac|eJ‘apsz‘xxccth‘cctm,ﬁt ’_ ’_ l_ ’_ ’_ ’_ |J Trusted sites H100% v 7
Draft FOREMAMN ST Haours
Draft ELECTRICIAM ST Hours
Step Action
17. The page will refresh to display all PO Line Numbers and the PO Line Description for each.

For this exercise, click the Quick Select icon for PO Line Number 2.

* The window will close, taking you back to Time Card Details, where the PO Line Number field will
now be populated.

3]

=

Page 20



A

“Ameren _ . . .
FOCUSED ENERGY. for [ife. Ameren Oracle eBusiness CCTM Supplier

FO Nurrber 575310 Corrments  CCTM Services-
FO Type Time and Material Accounting Split Test
PO Revision 6 Supplier Mame 1T TEST SUPPLIER 1
Ol Marme  ANMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A
Time Card Details
Entry Type Individual , Daily Tirme Card Period(Wesk Ending Date)  03/04/2012 Total Hours Total
Total Labor Amount Total Equipment Amourt Total Material Amount Total Expense Amount
Wendor Reference Mumber  |agqo7 = | " Change Reason
*
Attachments None| Add =

#TIP attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraft - Go

=TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button. You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt',

Labor | Equipment | Material | Expense

Labor Details

TIP You cannot delete a line that has been previously approved.

Select 4l | Select Mone
PO Line Craft Combination Badge |Consultant|Mon,Feb Tue,Feb Wed,Feb Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total

Select Status Number Craft Local WorkType RateType UDM Number |Name 27 28 29 01 o2 03 04 Hour:

T oraft [ 2 A FoREMaN a7 Hours | [ [ [

r

Draft I Q ELECTRICIAN ST Hours I I I I
Save Delete ju

Return to Tirmecard Search spprover  [MinoriSCProcPerf 11053, | Sawve and Submit

| v

=

Ll

Step Action
18. CCTM requires that you enter either a Badge Number or a Consultant Name.

* If you enter Badge Number, CCTM will validate whether it is an Ameren Badge Number.

** Consultant Name (most common) is a free form field, meaning you can enter the Individual's name in
any format (first/last, last/first, first initial/last, etc.).

For this exercise, enter Consultant Name Tom Smith.
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FOCUSED ENERGY.

forlie.

Select Status Number Craft

<

Cornments  CCTM Services-

FO Type Time and Material Accounting Split Test
FO Revision 6 Supplier Marne I T TEST SUPPLIER 1
Ol MName  AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A

FO Nurnber 575310

Time Card Details

Time Card Periodwesk Ending Date) 03/04/2012 Total Hours Total

Total Material Amount

Entry Type Individual , Daily

Total Expense Amount

Total Labor Amount Total Equipment Amount

* attachments NuneM “Wendor Reference Mumber
HTIP Attachment(s) with supporting documentation is required o submit & time card or a time card revision,

Tirmecard Listing Mode | Draft hd Go

= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button, You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt',

=] ™ Change Reason

El

AB12T

Labor Material | Expense

Labor Details

Equipment

= TIP ‘You cannot delets 2 line that has been previously approved.

Select a1l | Select Mone

PO Line Consultant Mon,Feb Tue,Feb Wed,Feb Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total

Craft Combination
27 28 20 o1 o2 03 04 Hour:

Local WorkType RateType|UDM

Badge
Number Name

Draft 2 S FOREMAN ST

r

Draft l— S ELECTRICIAN ST —I—l— I— l— l— I— l— l—
Save Delete |

Approver IMmUr(SCFrUcFErf 1105), | Save and Submit

| »

Return to Timecard Search

=

Step

Action

19.

For this exercise, enter 8 Hours for Tom Smith on Mon, Feb 27.

Page 22
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For each day of the week, enter the number of units, corresponding to the Unit of Measure (UOM).
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Corrments  CCTM Services-
Accounting Split Test
6 Supplier Mame 1T TEST SUPPLIER 1
ANMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A

FO Nurrber 575310
FO Type Time and Material
PO Revision
QU Marme

Time Card Details

Entry Type Individual , Daily Tirme Card Period(Wesk Ending Date)  03/04/2012 Total Hours Total
Total Equipment Amourt Total Material Amount Total Expense Amount

= | " Change Reason

B

Total Labor Amount

Wendor Reference Murmber
*
Attachments None| Add

TIP Attachment(s) with supporting documentation is required t submit a time card or a time card revision.

Timecard Listing Mode IDraft - Go

TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button. You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt',

AE127

Labor | Equipment | Material Expense
Labor Details

TIP You cannot delete a line that has been previously approved.

Select 4l | Select Mone

PO Line
Select Status Number Craft

oratt | 2 & FOREMAN ST tours[  Jromesmm [ 8 [ [ [ [ [ [

Craft Combination Badge Consultant Mon,Feb Tue,Feb Wed,Feb Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total
Local WorkType RateType UDM Number Name 27 28 29 01 o2 03 04 Hour:

" Draft I— G ELECTRICIAM ST Hnursl—l—l_ I— l— l— l— I_ I_
Save Delete

Return to Tirmecard Search spprover  [MinoriSCProcPerf 11053, | Sawve and Submit

| v

=

Ll

Step Action
20. For this exercise, enter 8 Hours for Tom Smith on Tue, Feb 28.
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FO Nurnber 575310 Cornments  CCTM Services-
FO Type Time and Material Accounting Split Test
FO Revision 6 Supplier Marne I T TEST SUPPLIER 1
Ol MName  AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A

Time Card Details

Entry Type Individual , Daily Time Card Periodwesk Ending Date) 03/04/2012 Total Hours Total
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount
o YWendor Reference Mumber  [ag127 | * Change Reason

Attachments None| Add j

HTIP attachment(s) with supporting documentation is required o submit a time card or a time card revision,

Tirmecard Listing Mode | Draft hd Go

= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button, You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt',

Labor | Equipment | Material | Expense

Labor Details

= TIP ‘You cannot delets 2 line that has been previously approved.

Select a1l | Select Mone
PO Line Craft Combination Badge Consultant MonFeb Tue,Feb Wed,Feb Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total
27 28 20 o1 o2 03 04 Hour:

Select Status Number Craft Local WorkType RateType UDM Number MName

r
Draft 2 S FOREMAN ST Hours | [rarn Smit g [ e |
=
Craft | & ELECTRICIAN ST Hnur’sl I I I
Save Delete |
Return to Timecard Search Approver IMmUr(SCFrUcFErf 1105}, | Save and Submit

| »

=

<

Step

Action

21,

When you are creating a Time Card for multiple individuals with the same craft combination, you can Copy
a Time Card Row, rather than doing additional searches via the Add Craft button.

Before you Copy a row, CCTM requires you to first enter the PO Line Number/Job Number and the
Consultant Name for that row.
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FOCUSED ENERGY.

forlife. Ameren Oracle eBusiness CCTM Supplier

Corrments  CCTM Services-
Accounting Split Test
6 Supplier Mame 1T TEST SUPPLIER 1
ANMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A

FO Nurrber 575310
FO Type Time and Material
PO Revision
QU Marme

Time Card Details

Entry Type Individual , Daily Tirme Card Period(Wesk Ending Date)  03/04/2012 Total Hours Total
Total Equipment Amourt Total Material Amount Total Expense Amount

= | " Change Reason

B

Total Labor Amount

Wendor Reference Murmber
*
Attachments None| Add

TIP Attachment(s) with supporting documentation is required t submit a time card or a time card revision.

Timecard Listing Mode IDraft - Go

TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button. You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt',

AE127

Labor | Equipment | Material Expense
Labor Details

TIP You cannot delete a line that has been previously approved.

Select 4l | Select Mone

PO Line
Select Status Number Craft

oraft [ 2 O Foreman T voars[  femsmmn [ s [ s [ [ [ [ [

Craft Combination Badge Consultant Mon,Feb Tue,Feb Wed,Feb Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total
Local WorkType RateType UDM Number Name 27 28 29 01 o2 03 04 Hour:

3 oraft | | A ElECTRICIAN ST oosl L L T I [
Save %

Return to Tirmecard Search spprover  [MinoriSCProcPerf 11053, | Sawve and Submit

| v

=

Ll

Step

Action

22.

For this exercise, enter PO Line Number 2.
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Cornments  CCTM Services-
Accounting Split Test
Supplier Marne I T TEST SUPPLIER 1

FO Nurnber 575310
FO Type Time and Material

PO Revision 6
Ol MName  AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A
Time Card Details
Entry Type Individual , Daily Time Card Periodwesk Ending Date) 03/04/2012 Total Hours Total
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount
YWendor Reference Mumber  [ag127 | * Change Reason
*
Attachments None| Add j

HTIP Attachment(s) with supporting documentation is required o submit a time card or a time card revision,

Tirmecard Listing Mode | Draft hd Go

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button, You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt',
Labor Equipment | Material | Expense

Labor Details

= TIP You cannot delete a line that has been previously approved.

Select a1l | Select Mone

PO Line
Select Status Number Craft

oraft [ 2 9 FoREMAN sT vows[  femsmn [ s [ = [ [ [ [ [

Consultant Mon,Feb Tue,Feb Wed,Feb Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total

Craft Combination Badge
29 01 o2 03 04 Hour!

Local WorkType RateType UDM Number MName 27 28

I~
Craft 2| & gECTRICIAN ST Hovrs I I I
Save Delete
Return to Timecard Search Approver IMinDr(SCF‘rDcF‘erf 1105}, | Save and Submit -
»

<

Step Action
23. For this exercise, enter Consultant Name Brad Jones
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FO Nurrber 575310 Corrments  CCTM Services-

FO Type Time and Material Accounting Split Test
PO Revision 6 Supplier Mame 1T TEST SUPPLIER 1

Ol Marme  ANMEREN OP UNIT Buyer Clark{Purchasing 1150),

Rachel A

Time Card Details

Tirme Card Period(Wesk Ending Date)  03/04/2012 Total Hours Total

Entry Type Individual , Daily
Total Material Amount Total Expense Amount

Total Labor Amount Total Equipment Amourt
Wendor Reference Mumber  |agqo7
* attachments None| Add

TIP Attachment(s) with supporting documentation is required t submit a time card or a time card revision.

Timecard Listing Mode IDraft - Go

TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button. You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt',

= | " Change Reason

B

Labor | Equipment | Material Expense
Labor Details

TIP You cannot delete a line that has been previously approved.

Select 4l | Select Mone

PO Line
Select Status Number Craft Local WorkType RateType UDM Number Name

oraft [ 2 O Foreman T voars[  femsmmn [ s [ s [ [ [ [ [

Craft Combination Badge Consultant Mon,Feb Tue,Feb Wed,Feb Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total
27 28 29 o1 02 03 04 Hour:

Draft | 2 S ELECTRICIAN =T Hnursl |Brad Jones | | | |
Save Delete
Return to Timecard Search Approver  [Minor{SCProcPerf 11053, | Save and Submit -
[

Ll

Step Action
24. To copy the Electrician Craft Combination, click the Select Check Box.

¥
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FOCUSED ENERGY. for [if. Ameren Oracle eBusiness CCTM Supplier

FO Nurnber 575310 Cornments  CCTM Services-

FO Type Time and Material Accounting Split Test
FO Revision 6 Supplier Marne I T TEST SUPPLIER 1

Ol MName  AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A
Time Card Details
Entry Type Individual , Daily Time Card Periodwesk Ending Date) 03/04/2012 Total Hours Total
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount
YWendor Reference Mumber  [ag127 | * Change Reason
*
Attachments None| Add j

HTIP Attachment(s) with supporting documentation is required o submit a time card or a time card revision,

Tirmecard Listing Mode | Draft hd Go

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button, You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt',
Labor Equipment | Material | Expense

Labor Details

= TIP You cannot delete a line that has been previously approved.

Select a1l | Select Mone
PO Line Craft Combination Badge Consultant MonFeb Tue,Feb Wed,Feb Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total

Select Status Number Craft Local WorkType RateType UDM Number MName 27 28 20 o1 o2 03 04 Hour!

oraft [ 2 9 FoREMAN sT vows[  femsmn [ s [ = [ [ [ [ [

Draft 2 Q ELECTRICIAM ST HDL.Ir’SI IBl'a‘j Jones I I
Save Delete
Return to Timecard Search Approver IMinDr(SCF‘rDcF‘erf 1105}, | Save and Submit -
»

<

Step Action
25. Click the Copy Row button.
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Entry Type Individual , Daily Time Card Period(Week Ending Date) 03/04/2012 Total Hours Total 2

Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount

- Wendor Reference Number
Attachments None| Add

~='TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraﬂ - Go

& TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

AG127 =] * Change Reason

Labor Equipment @ Material Expense
Labor Details

~TIP You cannot delete a line that has been previously approved.

Add Craft || Copy Row

Select All | Select None

PO Line Craft Combination Badge Consultant Mon,Feb Tue Feb Wed,Feb Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total
Select Status Number craft Local WorkType RateType UOM Number Hame 27 28 29 o1 02 o3 o4 Hour:

Draft 2 G FoREMAN ST Hnur’sl ITum Smith I 8 I 8 I I

praft | | @ ELECTRICIAN ST wous| | I I [

F Draft 2 G ELECTRICIAN ST Hour’sl IEl’adJQHES I I I I
Save Delete

Return to Timecard Search Approver [Minor(SCProcPerf 1105), | Save and Submit
Delete Time card

PM Data Time Motifications Home Logout Pre

Privacy Statement Copyrij 6, Oracle. All rights reserved
- -
Ll_‘

Step Action

26. A new row will be displayed with the same Craft Combination and blank fields, allowing you to enter the
PO Line Number, Consultant Name and Hours/Units worked per day.
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Entry Type Individual , Daily Time Card Period(\Week Ending Date) 032/04/2012 Total Hours Total =

Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount

- Vendor Reference Number
Attachments None| Add

= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft hd Go

= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt'.

A6127 =] ~ Change Reason

Labor Equipment @ Material Expense
Labor Details

“TIP You cannot delete a line that has been previously approved.

Add Craft || Copy Row

Select All | Select None

PO Line Craft Combination Badge Consultant Mon,Feb Tue Feb Wed,Feb Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total
Select Status Number Craft Local WorkType RateType UOM Number Name 27 28 29 o1 02 03 04 Hour:

Draft 2. S FOREMAN ST Hnursl ITOW Smith 8 I 3 I

Draft 2 9 elecTRICIAN ST HUursI IDEVE Wise 8 I 8 I

=

Draft 2 9, ELECTRICIAN ST Huursl IBrad Jones 8 I 3 I
Save Delete

Return to Timecard Search Approver IPfhnur{’SCFrUcFerf 1105), | Save and Submit
Delete Time card

16, Oradle. All rights reserved. [£d

PM Data Time Motifications Home Logout Preferences

Privacy Statement Copyright (g

Step Action

27. When you have completed Labor Details, if you have equipment costs to report for the period, click the
Equipment tab.

Equipment
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FO Number 575310 Comments ©CTM Services- =
FO Type Time and Material Accounting Split Test
PO Revision 6 Supplier Name IT TEST SUPPLIER 1
OU Name AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A

Time Card Details
Entry Type Individual, Daily Time Card Period(Week Ending Date) 03/04/2012 Total Hours Total
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount

Wendor Reference Mumber [sg137 =] * Change Reason
*
Attachments None Add

= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDr’aft - Go

~TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt'.

Labor | Equipment | Material | Expense
Equipment Details
= TIP You cannot delete a line that has been previously approved.

Add Equipment | Copy Row

Craft Combination

PO Line Craft Equipment Mon,Feb Tue,Feb Wed,Feb Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total Total
Select Status Number Type Craft Local WorkType RateType UOM Id 27 28 29 01 02 03 04 Hours/ Units Amount
No
results
found.

Save Delete

Return to Timecard Search Approver |Minor(SCProcPerf 1105), | Save and Submit
Delete Time card

PM Data Time Motifications Home Logout P

Privacy Statement

Step Action

28. As with Labor, you will search and choose Equipment from your Rate Card.
Click the Add Equipment button.

* A new window will open.
Add Equipment
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FOCUSED ENERGY. for [if. Ameren Oracle eBusiness CCTM Supplier

/= Search and Select List of ¥alues - Microsoft Internet Explorer provided by Ameren - |E| 5'
Search and Select: Add Equipment
Cancel Select
Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.
ptal Hours Tota
Search By | CraftType j I ﬂ Total Expense Amount
Results
Select CraftType CraftCode Local WorkType RateTypeCode Unit Of Measurement Start Date Active End Date Active
Mo search conducted.
Cancel Select
ar Total Total
Hours/Units Amount
| | +]
[bare [T T[T [ Trusted sites H100% -

Approver

Step Action

29. For this exercise, click the Go button to view all Equipment rates included in the Rate Card.

[Go]
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f_'; Search and Select List of ¥alues - Microsoft Internet Explorer provided by Ameren - EI|£|
Search and Select: Add Equipment —
Cancel Select
Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button. _—~ il
o s o
Search By | CraftType j I ﬂ Total Expense Amount
Results
Select All | Select None
Unit Of Start Date End Date
Select CraftType CraftCode Local WorkType RateTypeCode Measurement Active Active
[ |[Equipment |FORKLIFT PNEUMATIC ST Day 08/01/2011 07/29/2012
TIRE
[ |Equipment FORKLIFT PNEUMATIC ST Week 08/01/2011 07/29/2012
TIRE
{m} Equipment JACK HAMMER ST Week 08/01/2011 07/29/2012
" Equipment JACK HAMMER ST Day 08/01/2011 07/29/2012
{m} Equipment MINI EXCAVATOR oT Hours 08/01/2011 07/29/2012
I Equipment MINI EXCAVATOR ST Hours 08/01/2011 07/29/2012 o
{m} Equipment PC 200 EXCAVATOR oT Hours 08/01/2011 07/29/2012
™ Equipment PC 200 EXCAVATOR sT Hours 08/01/2011 07/29/2012 2 L"DEE:_'S po I\':E:m
< I _'l_I
[pane T T Trasted sites [ o0 -
Approver
Step Action
30. All Equipment type rates from your Rate Card will be viewable.

*You can narrow your search using the Search By fields. Select the parameter you would like to search by
(Craft, Local, Work Type, Unit of Measure, Craft Combination), type all or a portion (use % as
wildcard) of the text you would like to search for, and click Go.

** You can select multiple rates by clicking the Select box next to each.

*** |f the Rate Card includes more than 20 Equipment rates, you will see a link to View Next 20.

For this exercise, click the MINI EXCAVATOR - ST Select box.
I
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/= search and Select List of ¥Yalues - Microsoft Internet Explorer provided by Ameren - |El|i|
-
Search and Select: Add Equipment I
Cancel Select
Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.
btal Hours Tot
Go
Search By | CraftType j I J Total Expense Armount
Results
Select All | Select None
Unit Of Start Date End Date
Select CraftType CraftCode Local WorkType RateTypeCode Measurement Active Active
[~ [Equipment FORKLIFT PNEUMATIC ST Day 08/01/2011 07/29/2012
TIRE
[ Equipment FORKLIFT PNEUMATIC ST Week 08/01/2011 07/29/2012
TIRE
I Equipment JACK HAMMER Sl Week 08/01/2011 07/29/2012
- Equipment JACK HAMMER S Day 08/01/2011 07/29/2012
{m} Equipment MINI EXCAVATOR oT Hours 08/01/2011 07/29/2012
~ Equipment MINI EXCAVATOR = Hours 08/01/2011 07/29/2012 o
| Equipment PC 200 EXCAVATOR oT Hours 08/01/2011 07/28/2012
. ar Total Total
|} Equipment PC 200 EXCAVATOR = Hours 08/01/2011 07/28/2012 _ Hours,/ Units Amoun)
4| i
[pone [ [ [ Trusted sites ESC
Approver
Step Action

31.

When you have chosen all Equipment rates to be reported, click the Select button.

* The window will close taking you back to the Time Card Details screen where the selected craft
combinations will be populated.

Select
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FO Nurrber 575310 Corrments  CCTM Services-
FO Type Time and Material Accounting Split Test
PO Revision 6 Supplier Mame 1T TEST SUPPLIER 1
Ol Marme  ANMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A

Time Card Details

Entry Type Individual , Daily Tirme Card Period(Wesk Ending Date)  03/04/2012 Total Hours Total
Total Labor Amount Total Equipment Amourt Total Material Amount Total Expense Amount

= | " Change Reason

Wendor Reference Mumber  |agqo7
*
Attachments None| Add

TIP Attachment(s) with supporting documentation is required t submit a time card or a time card revision.

Timecard Listing Mode IDraft - Go

TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button. You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt',

Labor | Equipment | Material Expense
Equipment Details

TIP You cannot delete a line that has been previously approved.

Add Equipment | Copy Row

Select 4l | Select Mone

Craft Combination
Mon,Feb Tue Feb Wed,Feb Thu,Mar Fri,Mar Sat,Mar Su

PO Line Craft
01 02 o3 04

Select Status Number Type Craft Local WorkType RateType UDOM Equipment Id 27 28 29

Craft I | O\ Equipmentréq)igLVATOR ST HUurSI I I I I I_
Save Delete

Beturn to Timecard Search spprover  [Minor{SCProcPerf 11053, | Save and Submit
Delete Time card

Step Action
32. As with all Time Card lines, you will search for or enter a PO Line Number and/or a Job Number,
depending upon the PO Type.

For this exercise, enter PO Line Number 2.
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FO Nurnber 575310 Cornments  CCTM Services-
FO Type Time and Material Accounting Split Test
FO Revision 6 Supplier Marne I T TEST SUPPLIER 1
Ol MName  AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A

Time Card Details

Entry Type Individual , Daily Time Card Periodwesk Ending Date) 03/04/2012 Total Hours Total

Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount
“endor Reference Mumber | * Change Reason

* pttachments None| Add =l

HTIP Attachment(s) with supporting documentation is required o submit a time card or a time card revision,

Tirmecard Listing Mode | Draft hd Go

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button, You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt',

AB12T

Labor | Equipment | Material  Expense
Equipment Details

= TIP You cannot delete a line that has been previously approved.

Add Equipment | Copy Row I

Select a1l | Select Mone

Craft Combination
Mon,Feb Tue,Feb Wed,Feb Thu,Mar Fri,Mar Sat,Mar Su

PO Line Craft
02 o3 04

Select Status Number Type Craft Local WorkType RateType UOM Equipment Id 27 28 29 01

praft 2 A Equ\pmentgn;ELVATOR ST HDurs"—I_ l_ l_ - I_ I—
szad Losee]

Return to Tirmescard Search Approver IMmUr(SCPrUcPErf 1105, | Save and Submit
Delete Time card | —]

Step

Action

33.

identifies the individual piece of equipment you are reporting.

For this exercise, enter 12345 in the Equipment Id field.
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The Equipment Id field is a free form field (you can enter any text), allowing you to enter information that
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FOCUSED ENERGY.
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FO Nurrber 575310 Corrments  CCTM Services-
FO Type Time and Material Accounting Split Test
PO Revision 6 Supplier Mame 1T TEST SUPPLIER 1
Ol Marme  ANMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A

Time Card Details

Entry Type Individual , Daily Tirme Card Period(Wesk Ending Date)  03/04/2012 Total Hours Total
Total Labor Amount Total Equipment Amourt Total Material Amount Total Expense Amount
AE127 = | " Change Reason

* attachments NuneM Wendor Reference Murmber
TIP Attachment(s) with supporting documentation is required t submit a time card or a time card revision.

Timecard Listing Mode IDraft - Go

TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button. You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt',

Labor | Equipment | Material Expense
Equipment Details

TIP You cannot delete a line that has been previously approved.

Add Equipment | Copy Row

Select 4l | Select Mone

Craft Combination
Mon,Feb Tue Feb Wed,Feb Thu,Mar Fri,Mar Sat,Mar Su

PO Line Craft
o3 04

Select Status Number Type Craft Local WorkType RateType UDOM Equipment Id 27 28 29 o1 02

praft 2 4 Eqmpmentg\é[xwmm = H‘:'“rslm—l— l_ I_ I_ | |_
eazuad Loseia]

Retirn to Timecard Search Approver  [MinoriSCProcPerf 11053, | Save and Submit
Delete Time card | —]

Step

Action

34.

based upon the Unit of Measure (UOM).

use for 2 hours on that date.
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In the Equipment tab it is particularly important to check that you are reporting the correct number of units,

For this exercise the UOM is Hours. Enter 2 in the Mon, Feb 27 unit field to indicate the Excavator was in
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Time Card Main Screen
* Indicates required field Delete Time card

PO Header Details

PO Mumber 575310 Comments CCTM Services-
P2 Type  Time and Material Accounting Split Test
PC Revision & Supplier Mame I T TEST SUPPLIER 1
Ol Mame  AMEREN OP UNIT Buyer Clark{Purchasing 1150},
Rachel A

Time Card Details

Enty Type  Individual , Daily Tirme Card Period(\esk Ending Date) 03/04,/2012 Total Hours Total
Total Labor Amount Total Equipment &mount Total Material &rmount Total Expense Amount
P wendor Reference Number  [a5107 | * Change Reason

Attachments None| Add j

= TIP Attachment(s) with supporting documeantation is required to submit a time card or a time card revision.

Timecard Listing Mode  |Draft - Go

= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Made drop-down list and click Go button, You cannot update a Time Card when the T
Mode is set to 'ALL' or ‘Receipt’.

Labor || Equipment || M
Material Details

Expense

= TIP You cannot delete a line that has been previously approved.

Select Status #*P0O Line Number *Item Description Quantity Unit Price *UOM  *Amount Comments PO Line Description Attachments
Mo results found.

Add Another Row I Save Delete

Return to Timecard Search Approver IMinDr(SCF'rDcF'erf 1105}, | Save and Submit
Delete Time card

Pt Data Time Motifications Home Logout Preferen

Step Action
35.
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Time Card Main Screen
* Indicates required field Delete Time card

PO Header Details

PO Number 575310 Comments CCTM Services-—
PO Type  Time and Material Accounting Split Test
PO Revision & Supplier Mame 1T TEST SUPPLIER 1
QU Mame  AMEREN DP UNIT Buyer Clark{Purchasing 1150),
Rachel A

Time Card Details

Entry Type Individual , Daily Time Card Period(Meek Ending Date)  03/04/2012 Total Hours Total
Total Labor Amount Total Equipment Amaunt Total Material armount Total Expense Amount
P vendor Reference Mumber  [ag157 ~]| * Change Reason

Attachments None| Add j

&TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraﬂ - Go

®TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-dawn list and click Go button. You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’,

Labor | Equipment
Material Details

Expense

=TIP You cannot delete a line that has been previously approved.

Select Status *P0 Line Number *Item Description Quantity Unit Price *UDM  *Amount Comments PO Line Description Attachments
Mo results found.

Add Another Row Save Delete

Return to Timecard Search spprover  [Minor{SCProcPerf 11053, | Save and Submit
Delete Time card

Step Action
36. Click the Add Another Row button.

* A blank row will display in the Material Details section.
| Add Another Row |
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DTS T CATY =

PO Header Details
PO Number 575310 Comments CCTM Services-
PO Type Time and Material Accounting Split Test
PO Revision 6 Supplier Name IT TEST SUPPLIER 1
OU Name AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A
Time Card Details
Entry Type Individual, Daily Time Card Period(Week Ending Date) 03/04/2012 Total Hours Total
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount
86127 [a] * Change Reason

Vendor Reference Number
= Attachments None| Add

= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft - GO

= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor | Equi i Exp

Material Details

-

= TIP You cannot delete a line that has been previously approved.

Select All | Select None
PO Line
Select Status Number “Item Description Quantity Unit Price “UOM “Amount Comments PO Line Description Attachments

T Draft 2 [ | =1 SaCr]TCTISer\rlces-Add PO Line to s
Add Another Row I Save ‘ Delete ‘

Return to Timecard Search Approver Ir‘-linnr.:SCF'rncF'erf 1105), | Save and Submit
Delete Time card

PM Data Time Motifications Home Logout Pref

vacy Statel

Step

Action

37,

As with all Time Card lines, you will search for or enter a PO Line Number and/or a Job Number,
depending upon the PO Type.

For this exercise, enter Safety Gloves - Box in the Item Description field.
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ST T AT =

PO Header Details
PO Number 575310 Comments ©CTM Services-
PO Type Time and Material Accounting Split Test
PO Revision 6 Supplier Name IT TEST SUPPLIER 1
OU Name AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A
Time Card Details
Entry Type Individual, Daily Time Card Period(Week Ending Date) 03/04/f2012 Total Hours Total
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount
A6127 =] * Change Reason

Wendor Reference Number
= Attachments None Add

& TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraﬂ - Go

= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor | Equip ial | Exp

Material Details

-

~='TIP You cannot delete a line that has been previously approved.

Select All | Select None
“PO Line
Select Status Number “Ttem Description Quantity Unit Price “UOM “Amount Comments PO Line Description Attachments

I |Draft 2 G |safety Gloves - Box | [l | =] | CCTM‘Servlces-Add PO Line to +
cance
Add Another Row Save | Delete |

Return to Timecard Search Approver |Minor(SCProcPerf 1105), | Save and Submit
Delete Time card

006, Oracle. All rights resery

PM Data Time Motifications Home Logout Preferences

Privacy Statement

Step Action
38. In the Quantity field you will enter the total number of items purchased.

* You can enter a default Quantity of 1 if you want to report the total dollar amount to represent an
itemized invoice or receipt that will be attached to the Time Card.

For this exercise enter 1 in the Quantity field.
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DTS T CATY =

PO Header Details
PO Number 575310 Comments CCTM Services-
PO Type Time and Material Accounting Split Test
PO Revision 6 Supplier Name IT TEST SUPPLIER 1
OU Name AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A
Time Card Details
Entry Type Individual, Daily Time Card Period(Week Ending Date) 03/04/2012 Total Hours Total
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount
86127 [a] * Change Reason

Vendor Reference Number
= Attachments None| Add

= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft - GO

= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor || Equip al | EBxp

Material Details

-

= TIP You cannot delete a line that has been previously approved.

Select All | Select None
PO Line
Select Status Number “Item Description Quantity Unit Price “UOM *Amount Comments PO Line Description Attachments

I Draft 2 G, |safety Gloves - Box 1] [ =] CCTMISer\rlces-Add PO Line to +
cance
Add Another Row I Save ‘ Delete ‘

Return to Timecard Search Approver Ir‘-linnr.:SCF'rncF'erf 1105), | Save and Submit
Delete Time card

PM Data Time Motifications Home Logout Pref

vacy Statel

Step Action
39. In the Unit Price field, enter the total price for all units reported.

* This can be the total amount for an itemized invoice or receipt that will be attached to the Time Card.

For this exercise enter 72.30 in the Unit Price field.
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PO Header Details

PO Number 575310 Comments ©CTM Services-

PO Type Time and Material Accounting Split Test
PO Revision 6 Supplier Name IT TEST SUPPLIER 1
OU Name AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A
Time Card Details
Entry Type Individual, Daily Time Card Period(Week Ending Date) 03/04/2012 Total Hours Total
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount
A6127 =] * Change Reason

Wendor Reference Number
= Attachments None Add

& TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraﬂ - Go

= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

-

Labor | Equip ial || Exp
Material Details

~='TIP You cannot delete a line that has been previously approved.
Select All | Select None

“PO Line
Select Status Number “Ttem Description Quantity Unit Price “UOM “Amount Comments PO Line Description Attachments

I Draft 2 9, |safety Gloves - Box [ 1 73] =] 7230 CCTM‘Servlces-Add PO Line to +
cance
I
Add Another Row Save | Delete |

Return to Timecard Search

Approver |Minor(SCProcPerf 1105), | Save and Submit
Delete Time card

PM Data Time Motifications Home Logout Preferences

Privacy Statement

Step

Action

40.

The UOM (Unit of Measure) field is forced choice. You will click the dropdown arrow and choose one list
item among Each, Gallons, Meters, Pounds, and Tons.

For this exercise click Each.
Each
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DTS T CATY =

PO Header Details
PO Number 575310 Comments CCTM Services-
PO Type Time and Material Accounting Split Test
PO Revision 6 Supplier Name IT TEST SUPPLIER 1
OU Name AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A
Time Card Details
Entry Type Individual, Daily Time Card Period(Week Ending Date) 03/04/2012 Total Hours Total
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount
86127 [a] * Change Reason

Vendor Reference Number
= Attachments None| Add

= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft - Go

= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor | Equi i Exp

Material Details

-

= TIP You cannot delete a line that has been previously approved.

Select All | Select None
PO Line
Select Status Number “Item Description Quantity Unit Price “UOM *Amount Comments PO Line Description Attachments

I Draft 2 q Safety Gloves - Box 1 I 72.3 = 72.30 CCTMI Services-Add PO Line to e
cance
Add Another Row I Save ‘ Delete ‘

Return to Timecard Search Approver Ir‘-linnr.:SCF'rncF'erf 1105), | Save and Submit
Delete Time card
PM Data Time Motifications Home Logout Preferences

Privacy Statement Copyright (c) 2008, Oracle. Al rights reserved. (8
_>l_‘

Step Action
41. If you have an invoice or receipt, you can attach and submit it with this Time Card line.

To add an attachment at the line level click the Plus icon.

*You will be directed to a new page.
an
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Home Logout Preferences Help

PM Data | Time | Notifications

CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
Time: CCTM Timecard =

Add Attachment

Cancel Add Another | Apply

Add | Desktop File/ Text/ URL 'I

Attach v
Title |
Description =]
| |
Category Miscellaneous
Define Attachment
Type & File I Browse... |
Cure
C Text =]

Cancel Add Another | Apply

PM Data Time Notifications Home Logout Preferences Help

Step Action
42. CCTM allows a File, URL or Text attachment Type.

* To attach a File, enter a file name in the Title field (optional) and click the Browse button to search for
the corresponding file.

** To attach a URL, click the select circle and enter a valid URL in the corresponding field.

*** To attach a Text description, click the select circle and enter the required text in the corresponding
field.

For this exercise, click the Browse button.
* A Choose File window will open.

Browse... |
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Choose file

Look in: IE} Testing Docs

x| « =k E-

E:j Accounking, bxt
SElankenshiprateCard, csv

Sl Burns_McDRateCard.csv

[ Burns_McORateCard.bxt
EBurnsMc-RECrd-4397 12, csv
BurnsMc-RECrd-439712, xlsx
iZCTM3 Rate Card Hiskory-KM, xdsx
[Z] CCTM3-Test-Accounting txt

opy of Accounts,xls

=] Copy of Mon-Catlog PO's X-Apps2.xls
[Z) DOIM wark requests2 xt

E] DO work requests . kxk

] Ea-TC-555849, csv

GAL-RC-2907 xlsx

E] Go-Live-Test-Ackg-DOIM, Ext
01T -Test-Supl 575310 TimeCard-01-1
EX01T-Test-Supl- 575310-TimeCard. csv

tcard Upload

Home Logout Preferences Help

B2 F TC.cav

£ IF TC.POS22789.csv
@JFRateCarantSZZTEvS.:sv

@]LE Myer PO 522725 TC Line 4Draft.c
E23) L Kesley TC-COTM3-Test cav

2L keeley To-COTM3 - Test, xisx

&1 percsplitissue . dor

@PMS-RC Histary. csv

EZL) PMS-R.CHistorySeript. cev

£ PMS-RCHistoryScript. xlsx
E24)PMS-RCHistory Script-Add,csv

B QU1K REFERENCE HANDOUT1 .doc

i

File name; || d |&I
Files of type: [0 Files ) =l Cancel |_ Browse.. |
TURL ] “
O Text =
=

PM Data Time Notifications Home Logout Preferences Help

Cancel | | Add Another | | Apply |

Cancel | | Add Another | ‘ Apply |

Step

Action

43,

Search for and choose the file you want to attach.

For this exercise double-click the IT-Test-Supl-575310-TimeCard.csv file.

* The Choose File window will close.
5L 1T-Test-Supl-575310-TimeCard. sy
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Notifications

CCTM Rate Home | CCTM Rate Search | CCTM File Upload Status | CCTM Create Rate Card | CCTM Craft Code Class

Rate: CCTM Create Rate Card >
Add Attachment

Home Logout Preferences Help

Add |Desktop File/ Text/ URL

Attach v

Title |
Description =

Category Miscellaneous

Define Attachment

Type & File IC:\DDcumems and Settings'ed@7693\Desktop\CCTM Over  Browse |
cur |
© Text =

Rate MNotifications Home Logout Preferences Help

Privacy Statement

Cancel | || Add Another || | Apply |
|

Cancel | | Add Another ‘ | Apply |

Copyright (c) 2006, Oracle. All rights reserved

Step

Action

44,

The File field will be populated.

Apply

If you plan to include multiple attachments, click the Add Another button.

For this exercise click the Apply button, to complete one attachment.
* You will be redirected to the Time Card line in the Material tab.
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Time Card Main Screen

* Indicates required field Delete Time card

PO Header Details
PO Number 575310 Comments CCTM Services-
PO Type Time and Material Accounting Split Test
PO Revision 6 Supplier N\ame IT TEST SUPPLIER 1
OuU Name AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A
Time Card Details
Entry Type Individual, Daily Time Card Period(\Week Ending Date) 03/04/2012 Total Hours Total
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount
e Vendor Reference Number [ag127 | ™ Change Reason
Attachments None| Add j

= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft - GO

= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt'.

Labor Equipment Material  Expense
Expense Details
= TIP You cannot delete a line that has been previously approved.

Select Status “PO Line Number “Expense Type “Description “Amount Comments PO Line Description Attachments
No results found.

Add Another Row I Save ‘ Delete

Return to Timecard Search Approver Ir‘-linnr.:SCF'rncF'erf 1105), | Save and Submit
Delete Time card

PM Data Time Motifications Home Logout Preferences

Privacy Statement Copyright (c) 2008, Oracle. All rights reserved

Step Action

45. If you have additional expenses or a Credit to report click the Expense tab.
Expense
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Time Card Main Screen

* Indicates required field

PO Header Details

PO Number
PO Type
PO Revision
OU Name

575310
Time and Material

6
AMEREN OP UNIT

Time Card Details
Entry Type Individual, Daily

Total Labor Amount Total Equipment Amount

Comments

Supplier Name
Buyer

CCTM Services-
Accounting Split Test
ITTEST SUPPLIER 1
Clark{Purchasing 1150),
Rachel A

Time Card Period(Week Ending Date) 03/04/2012

Total Material Amount

. vendor Reference Number [a5127
Attachments Hone Add

Timecard Listing Mode IDraﬂ - Go

Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material | Expense

Expense Details
~'TIP You cannot delete a line that has been previously approved.

Select Status
No results found.

Add Another Row

“PO Line Number “Expense Type

Save Delete

Return to Timecard Search

“Description

=] * Change Reason

B

& TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T

“Amount Comments PO Line Description

Approver [Minor(SCProcPerf 1105), | Save and Submit

PM Data Time Motifications Home Logout P

Privacy Statement

Delete Time card

Total Hours Total

Total Expense Amount

Attachments

Delete Time card

Step

Action

46.

Click the Add Another Row button.

| Add Another Row |

* A blank row will display in the Expense Details section.
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PO Header Details

PO Number 575310 Comments CCTM Services-

PO Type Time and Material Accounting Split Test
PO Revision 6 Supplier Name IT TEST SUPPLIER 1
OU Name AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A
Time Card Details
Entry Type Individual , Daily Time Card Period(Week Ending Date) 03/04/2012 Total Hours Total
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount

[a] * Change Reason

-

Vendor Reference Number [ag127
=
Attachments None| Add

= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft - Go

= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material  Expense

Expense Details

= TIP You cannot delete a line that has been previously approved.
Select All | Select None

“P0O Line
Select Status Number “Expense Type “Description “Amount Comments PO Line Description Attachments

T Draft 2 Q B |] | E;Z'I::I‘:IServlces-Add PO Line to +

Add Another Row Sav|Car Rental

Hotel Accommodation

Miscellaneous

Return to Timecard Search Equipment Rental Approver Ir‘.]innr.:SCF'rncF'erf 1105), | Save and Submit

Fuel Surcharge

Material Handling Charges Delete Time card

PM Data Time Motifications Home Logout Preferences
Privacy Statement Copyright (c) 2008, Oracle. All rights nza!
»

Step

Action

47.

As with all Time Card lines, you will search for or enter a PO Line Number and/or a Job Number,
depending upon the PO Type.

Expense Type is a forced choice field. You will click the dropdown arrow to choose one list item among
Car Rental, Hotel Accommodation, Miscellaneous, Meals, Equipment Rental, Fuel Surcharge and
Material Handling Charges.

For this exercise click the Meals list item.
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ST T AT =

PO Header Details

PO Number 575310 Comments ©CTM Services-

PO Type Time and Material Accounting Split Test
PO Revision 6 Supplier Name IT TEST SUPPLIER 1
OU Name AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A

Time Card Details
Entry Type Individual, Daily Time Card Period(Week Ending Date) 03/04/f2012 Total Hours Total
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount

=] * Change Reason

-

Vendor Reference Number [a5127
=
Attachments Hone Add

& TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraﬂ - Go

= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material | Expense
Expense Details
~='TIP You cannot delete a line that has been previously approved.

Select All | Select None
PO Line

Select Status Number “Expense Type *Description “Amount Comments PO Line Description Attachments
2 Meals - CCTM Services-Add FO Line to
I Draft I N = — e

Add Another Row Save | Delete

Return to Timecard Search Approver |Minor(SCProcPerf 1105), | Save and Submit
Delete Time card

PM Data Time Motifications Home Logout Preferences

Privacy Statement

Step Action
48. In the Description field, enter specific information related to the Expense Type.

For this exercise type Lunch Meeting in the Description field.
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DTS T CATY =

PO Header Details

PO Number 575310 Comments CCTM Services-

PO Type Time and Material Accounting Split Test
PO Revision 6 Supplier Name IT TEST SUPPLIER 1
OU Name AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A

Time Card Details
Entry Type Individual , Daily Time Card Period(Week Ending Date) 03/04/2012 Total Hours Total
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount

[a] * Change Reason

-

Vendor Reference Number [ng127
=
Attachments None| Add

= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft - GO

= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material  Expense
Expense Details
= TIP You cannot delete a line that has been previously approved.

Select All | Select None
PO Line

Select Status Number “Expense Type *Description “Amount Comments PO Line Description Attachments
I Draft 2 @ IMeaIs j |Lunch Meeting r CCTMISer\nces-Add PO Line to e
cance

Add Another Row I Save ‘ Delete

Return to Timecard Search Approver Ir‘-linnr.:SCF'rncF'erf 1105), | Save and Submit
Delete Time card
PM Data Time Motifications Home Logout Preferences

Privacy Statement Copyright (c) 2008, Oracle. Al rights reserved. (8
_>l_‘

Step Action
49. In the Amount field, enter the total amount for the expense you are reporting.

For this exercise type 48.90 in the Amount field.
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ST T AT =

PO Header Details
PO Number 575310 Comments ©CTM Services-
PO Type Time and Material Accounting Split Test
PO Revision 6 Supplier Name IT TEST SUPPLIER 1
OU Name AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A
Time Card Details
Entry Type Individual, Daily Time Card Period(Week Ending Date) 03/04/f2012 Total Hours Total
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount

=] * Change Reason

-

Vendor Reference Number [a5127
=
Attachments Hone Add

& TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraﬂ - Go

= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material | Expense
Expense Details

~='TIP You cannot delete a line that has been previously approved.

Select All | Select None
PO Line

Select Status Number “Expense Type *Description “Amount Comments PO Line Description Attachments
I Draft I 2 @ [meals =1 [Lunch Meeting 48.90 CCTMISEN‘CES'Add FO Line to 4
cance

Add Another Row Save | Delete

Return to Timecard Search Approver [Minor(SCProcPerf 1105), | Save and Submit
Delete Time card

Logout P

vacy Stai

Step Action
50. To report a Credit click the Add Another Row button.
| Add Another Row |
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PO Number 575310 Comments CCTM Services-
PO Type Time and Material Accounting Split Test
PO Revision 6 Supplier Name IT TEST SUPPLIER 1
OU Name AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A

Time Card Details
Entry Type Individual, Daily Time Card Period(Week Ending Date) 03/04/2012 Total Hours Total
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount

AG127 [~| T Change Reason

* attachments Noneﬂ Vendor Reference Number
“TIP aAttachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft hd Go

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt'.

Labor Equipment = Material Expense
Expense Details

= TIP You cannot delete a line that has been previously approved.

Select All | Select Hone

“PO Line
Select Status Number “Expense Type “Description “Amount Comments PO Line Description Attachments
M |praft 2 Q |Mea|s LI ILunch Meeting I 48.90 I CGFMISENices—Add PO Line to &
cance
CCTM Services-Add PO Line to
2 -
I Draft Q =l [ | cancel %

Add Another Row Sav|Car Rental

Hotel Accommodation
i

Meals
Return to Timecard Search Equipment Rental Approver Ir‘-linnr.:SCF'rncF'erf 1105), | Save and Submit

Fuel Surcharge

Material Handling Charges Delete Time card

PM Data Time Motifications Home Logout Preferences

Privacy Statement Copyright (c) 2008, Oracle. All rights reserved

Step

Action

51,

As with all Time Card lines, you will search for or enter a PO Line Number and/or a Job Number,
depending upon the PO Type.

When reporting a Credit click the Miscellaneous dropdown item.
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PO Type Time and Material Accounting Split Test =
Revision 6 Supplier Name IT TEST SUPPLIER 1
DU Name AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A
al , Daily Time Card Period(Week Ending Date) 03/11/2012 Total Hours 48 Total Amount 3,182.30
2,880.00 Total Equipment Amount  230.00 Total Material Amount 72.30 Total Expense Amount  0.00
Vendor Reference Number | = Change Reason N

[ Add AG127 j 9 j
with supporting documentation is required to submit a time card or a time card revision.
2 IDr’aﬁ: - Go
ime Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the Time Card Listing
ALL' or 'Receipt’.

Material Expense
bte a line that has been previously approved.
3
PO Line

Number *Expense Type *Description “Amount Comments PO Line Description Attachments

2 4 [Meals =l [Lunch Meeting | 48.90 | CCTM Services-Add PO Line to 4

cancel
2 4 |Misce\|amenus ;I |Hnur overage for Brad 1c | -55.00 Il hour for w/e € CCTMISE“"CES'Add PO Line to =
cancel
E Save Delete
prch Approver |Minor(SCProcPerf 1105), | Save and Submit
Delete Time card
PM Data Time HMotifications Home Logout Preferences
Copyright () 2008, Oracle. Al rights reserved.

4| e ]
Done. | Trusted sites L 00% - A

Step

Action

52.

In the Amount field you will enter the total Credit amount, beginning with the negative symbol (-).

In the Comments field, provide a brief explanation.

* Just as in the Material tab, you can add an Attachment to each Expense line.

** For example, if on a previous Time Card, you reported an overage in number of hours for a Craft(s), you

can attach a summary reporting the week/end date, craft combination(s) details, # hours credit, total amount
per craft combination, etc.
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PO Number 575310 Comments CCTM Services- =
PO Type Time and Material Accounting Split Test
PO Revision 6 Supplier Name IT TEST SUPPLIER 1
OU Name AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A

Time Card Details
Entry Type Individual, Daily Time Card Period(Week Ending Date) 03/04/2012 Total Hours 48 Total Amount 3,
Total Labor Amount  2,880.00 Total Equipment Amount  230.00 Total Material Amount 72.30 Total Expense Amount 14

[~| T Change Reason

Vendor Reference Number [agi127
=
Attachments None| Add

“ TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft hd Go

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt'.

Labor Equipment = Material Expense
Expense Details
= TIP You cannot delete a line that has been previously approved.

Select All | Select Hone

“PO Line
Select Status Number “Expense Type “Description “Amount Comments PO Line Description Attachments
M |praft 2 Q |Mea|s LI ILunch Meeting I 48.90 I CGFMISENices—Add PO Line to &
cance
I Draft 2 @ IMlsceHanEUus j f Brad Jones - Electrician | Fs5.00 |w,.fe 02/26/2012 CCTMISEN'CES'Add PO Line to &
cance

Add Another Row I Save ‘ Delete

Return to Timecard Search Approver Ir‘-linnr.:SCF'rncF'erf 1105), | Save and Submit
Delete Time card

Copyright (c) 2008, Oracle. All rights reserved

PM Data Time Motifications Home Logout Preferences

Privacy Statement

Step Action
53. CCTM requires that you include an Attachment in the Time Card Details section when submitting a Time
Card.

* Attachments at the line level, in the Material and Expense tabs are optional and DO NOT satisfy the
attachment requirement.

** Contact the designated Approver for each PO with questions regarding what should be attached.

To add an Attachment click the Add button.
*You will be directed to a new page.

[ Add |
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Home Logout Preferences Help
Hotifications
CCTM Timecard Home | ©CTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
Time: CCTM Timecard »
Add Attachment
Cancel Add Another | Apply ‘
Add | Desktop File/ Text/ URL 'I
Attach vy tion
Title |
Description =
B
Category Miscellaneous
Define Attachment
Type & File | Browse.. |
Cure |
 Text =
| |
Cancel Add Another | Apply |
PM Data Time MWotifications Home Logout Preferences Help
Privacy Statement Copyright () 2008, Oracle. All rights reserved
Step Action
54. CCTM allows a File, URL or Text attachment Type.

field.

For this exercise, click the Browse button.
* A Choose File window will open.

Browse... |

* To attach a File, click the Browse button to search for the corresponding file.
** To attach a URL, click the select circle and enter a valid URL in the corresponding field.

*** To attach a Text description, click the select circle and enter the required text in the corresponding
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Choose file

Look in: IE} Testing Docs

x| = & eF E-

Ej Accounting.kxk
BlankenshipRateCard.csy

A Burns_McDRateCard,csy

[Z) Burns_McDRateCard bxt

] BurnsMc-RECrd-439712,csv
BurnshMe-RECrd-4397 12, s

CCTM3 Rate Card Histary-KM. xlsx

[Z] CCTM3-Test-Accounting, bxt

| Copy of Accounts. xls

) Copy of Mon-Catlog PO's 3-Apps2.xs
[Z) DO wark requests2 bxt

E] Do M work, requests. bxk
SEIERY-TC-SE5840. csw

el GAL-RC-2907, csv
GAL-RC-Z907. xlsx

My Documents

o

tyw Camputer

f:':j Go-Live-Test-Actg-DOIM bxk

] TT-Test-5upl-575310-TimeCard-01-1
@IT-Test-SupIE?SSID-TimeCard.csv
2] 9F TC v

K2 F TC,POS22769.csv
@JFRataCarantSZZ?sS.csv

@]LE Myer PO 522725 TC Line 4Draft. ¢
ZhLKeeley TC-CCTMS-Test csv

=] Keeley TC-COTM3-Test s
@]PercSplitIssue.ducx

EZ]PMS-RC History.csw

XL PMS-R.CHistoryScript.csv
EZ|PMS-RCHistarySeript. s
@PMS-RCHlstoryScrlpt-Add.csv
I]ﬁ—_ﬁ]QUICK REFEREMCE HAMDOUTL. doc

I

rcard Upload

Home Logout Preferences Help

=
| |

— J o]
Files of type: [ai Files ) =1 Cancel |_ Browse
¥
TORL ]
€ Text =
.|

Cancel | | Add Another | Apply

Cancel | | Add Another | ‘ Apply ‘

Step

Action

55,

Search for and choose the file you want to attach.

* The Choose File window will close.
5L 1T-Test-Supl-575310-TimeCard. sy

For this exercise double-click the IT-Test-Supl-575310-TimeCard.csv file.
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Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
Time: CCTM Timecard >
Add Attachment

Home Logout Preferences Help

Add IDesktnp Filef Text/ URL 'I

Attach v
Title ||
Description =]
B
Category Miscellaneous
Define Attachment
Type & File |C:\D0cuments and Settings'e87693\Desktop\Testing Doc  Browse...
cure
 Text =

PM Data Time Motifications Home Logout Preferences Help

Privacy Statement

Cancel | | Add Another | ‘ Apply

Cancel | ‘ Add Another | | Apply

Copyright (c) 2008, Oracle. All rights reserve

Step

Action

56.

The File field will now be populated.

attachment.

For this exercise type Time Sheets in the Title field.

The Title field is optional. If you have multiple attachments you can populate this field to name each
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Home Logout Preferences Help

Hotifications

CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
Time: CCTM Timecard >
Add Attachment

Cancel | || Add Another || | Apply |

Add IDesktnp File/ Text/ URL =

Attach v

Title [Time Sheets
Description -]

Category Miscellaneous

Define Attachment

Type & File IC:\Documems and Settings\e87693\Desktop\Testing Doc ~ Browse... |
cure |
C Text -]

Cancel | | Add Another | ‘ Apply |

PM Data Time MNotifications Home Logout Preferences Help

Copyright (<) 2008, Oracle. Al rights reserved

Step Action
57. If you plan to include multiple attachments, click the Add Another button.

For this exercise click the Apply button, to complete one attachment.

*You will be redirected to the Time Card page.

Apply
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Home Logout Preferences

Hotifications
OCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name EB70

|Z% Confirmation
Time Sheet Backup attachment has been added successfully.

Time Card Main Screen
= Indicates required field

Delete Time card

PO Header Details
PO Number 579540 Comments CCTM Services -
PO Type Time and Material Maintenance,
PO Revision 1 Construction, Training
OU Name AMEREN OP UNIT iProc Type
Supplier Name I T TEST SUPPLIER 1
Buyer Minor(SCProcPerf
1105), Katherine A
Time Card Details
Entry Type Individual, Daily Time Card Period(Week Ending Date) 05/13/2012 Total Hours 88 Total Amount
Total Labor Amount  5,177.50 Total Equipment Amount 165.20 Total Material Amount 106.87 Total Expense Amount
Vendor Reference Number [5pg43 | * Change Reason
*
Attachments View Add B

Bl

= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraft - Go

= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the]
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material Expense

Labor Details
Step Action
58. On your Time Card page a Confirmation message will display indicating the attachment was added
successfully.
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Total Labor Amount Total Equipment Amount Total Material Amount

Vendor Reference Mumber | * Change Reason
= 1AB127 9
Attachments None Add |

]|

Total Expense Amount

= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraﬂ - Go

= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the Tim
Mode is set to 'ALL' or 'Receipt’.

Labor | Equipment @ Material Expense
Labor Details

~='TIP You cannot delete a line that has been previously approved.

Add Craft ‘ Copy Row

Salact All | Salact Nona

PO Line Craft Combination Badge Consultant Mon,Feb Tue,Feb Wed,Feb Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total
Select Status Number Craft Local WorkType RateType UOM Humber Name 27 28 29 o1 02 03 04 Hours/!
r
Draft I 2 % FOREMAN ST Hours Tom Smith I 8 8 I I I
Draft I 2 & ELECTRICIAN ST Hours Dave Wise I 8 8 I I I
I

Draft 2| Q |pECTRICIAN ST Hours Brad Jones I 8 8 I I I
Save Delete

eturn to Timecard Search

Approver |Minor(SCProcPerf 1105), | Save and Submit
Delete Time card

PM Data Time Motifications Home Logout Preferences

Privacy Statement

Copyright (c) 2006, Cracle. All rights reserved

Step Action

59. If you are not ready to submit the Time Card immediately or, if you would like to view Time Card totals
before you submit, click the Save button.

Save
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Home Logout Preferences

Notifications

i
CCTM Timecard Home | | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name EB7693

Time Card Main Screen

* Indicates required field Delete Time card

PO Header Details

PO Number 575310 Comments CCTM Services-

PO Type Time and Material Accounting Sphit Test
PO Revision 6 Supplier Name IT TEST SUPPLIER 1
OU Name AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A

Time Card Details
Entry Type Individual, Daily Time Card Period{Week Ending Date) 03/04/2012 Total Hours 48 Total Amount 3|
Total Labor Amount 2,880.00 Total Equipment Amount 230.00 Total Material Amount 72.30 Total Expense Amount 14

- wendor Reference Number .| * Change Reason
Attachments None| Add j

=~ TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision. |

Timecard Listing Mode IDraﬂ - Go

*'TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

AB127

Labor Equipment Material Expense
Labor Details

='TIP You cannot delete a line that has been previously approved.

Add Craft || Copy Row

Select All | Select None

PO Line Craft Combination Badge Consultant Mon,Feb Tue Feb Wed,Feb Thu,Mar FriMar Sat,Mar Sun,Mar Total
Select Status Number Craft Local WorkType RateType UOM Number Name 27 28 29 o1 02 03 04 Hour: v
il | »

Step Action

60. The page will refresh to display Total Labor Amount, Total Equipment Amount, Total Material
Amount, Total Expense Amount, Total Hours and (Time Card) Total Amount.

* If you navigate to your CCTM Timecard Home this Time Card will be displayed in the Time Cards in
Draft Stage section.
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PO Number 575310 Comments CCTM Services-
PO Type Time and Material Accounting Split Test
PO Revision 6 Supplier Name IT TEST SUPPLIER 1
OU Name AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A
Time Card Details
Entry Type Individual , Daily Time Card Period(\Week Ending Date) 03/04/2012 Total Hours 48 Total Amount 3
Total Labor Amount  2,880.00 Total Equipment Amount  230.00 Total Material Amount 72,30 Total Expense Amount 14

=] * change Reason

E

. Vendor Reference Number [a5177
Attachments .. | Add

“TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode | Draft h Go

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the '
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material Expense
Expense Details

“ TIP You cannot delete a line that has been previously approved.

Select All | Sslect Hone
“PO Line

Select Status Number “Expense Type “Description “Amount Comments PO Line Description Attachments
™ Draft 2 4 [meals | [tunch meeting [ as00] CCTMISENices-Add PO Line to +
cance
™ Draft 2 @ [Miscellaneous =] [Hour overage for Brad 3¢ -55.00 |1 hour for we CCTM| Services-Add PO Line to &
cancel

Add Another Row | Save | Delete

Return to Timecard Search Approver II‘-'1mnr:ECFrD[FErf 1105), | Save and Submit
Delete Time card

Copyn cle. All rights reserved

PM Data Time MNatifications Home Logout Pr

Privacy Statel

Step Action

61. After attachments are added, and when you are satisfied with Time Card details Click the Save and Submit
button.

Save and Submit
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Home Logout Preferences
Hotifications
CCTM Timecard Home | CCTM Timecard |

CCTM Timecard Upload Status

| CCTM Timecard Upload

User Name EB7693

D Confirmation

Time Card Submitted Successfully

Time Card Main Screen

* Indicates required field Delete Time card

PO Header Details

PO Number 575310 Comments CCTM Services-

PO Type Time and Material Accounting Sphit Test
PO Revision 6 Supplier Name IT TEST SUPPLIER 1
OU Name AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A
Time Card Details
Entry Type Individual, Daily Time Card Period(Week Ending Date) 03/04/2012 Total Hours 48 Total Amount 3,
Total Labor Amount  2,880.00 Total Equipment Amount 23D.00 Total Material Amount 72.30 Total Expense Amount (€
vendor Reference Number [ag5127 ~| * Change Reason

= Attachments view| Add [

B

= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraﬂ - Go

*'TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material | Expense

Expense Details
='TIP You cannot delete a line that has been previously approved.
Select Status “PO Line Number “Expense Type “Description =Amount Comments PO Line Description Attachments =
oo | Ll_‘
Step Action

62.

The page will refresh to display a Confirmation message stating the Time Card was submitted
successfully.

Click CCTM Timecard Home.
CCTM Timecard Home
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Home Logout Preferences
PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name E8769
OU Name |AMEREN OP UNIT
Time Cards In Draft Stage
PO Number 0U Name Supplier Submitter Time Card Period(Week Ending Date)  Total Timecard Amount Comment/Change Reason Attachments
No results found.
Time Cards In Pending Stage
PO Total Timecard Comment/Change
Number OUName |Supplier Submitter Time Card Period(Week Ending Date) =~ Amount Reason Attachments
575311  AMEREN OPF IT TEST Minor(SCProcPerf 1105), 01/08/2012 960.00 ﬁj
UNIT SUPPLIER 1 Katherine A
575310  AMEREN OP IT TEST Minor(SCProcPerf 1105), 03/04/2012 3,176.20 EJ
UNIT SUPPLIER 1 Katherine A
Time Cards In Approved Stage
PO Number 0U Name Supplier Submitter Time Card Period(Week Ending Date)  Total Timecard Amount Comment/Change Reason Attachments
No results found.
Time Cards In Rejected Stage
PO Number OU Name Supplier Submitter Time Card Period(Week Ending Date) Total Timecard Amount Rejection Reason  Attachments
No results found.
“TIP In order to add a new line against a new job to an existing TC please go to CCTM Timecard tab. Enter PO Number and Weekending Date and click on Go. It will
display the TC details, select the Draft in Time Card Listing mode and click on Go. Then you can add craft and enter time against new job in the existing TC
PMData Time Notifications Home Logout Preferences
Privacy Statement Copyright (c) 2008, Oracle. All rights reserved
Step Action

63.

You will see your Time Card in the Time Cards in Pending Stage section of your CCTM Timecard
Home.

* The Time Card Approver will immediately receive an automated email notification indicating the Time
Card is pending review and action.

** You can make changes to a Time Card in Pending or Approved status, but not after it has reached
Receipt status. Refer to topic S1.2.11 Make Time Card Changes.

***You will receive an automated email notification when action has been taken on your Time Card.
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S1.2.2 Create a Fixed Price Time Card Online

Home Logout Preferences

Notifications

CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name EB7(
OU Name | AMEREN OP UNIT 'I
| Time Cards In Draft Stage |
PO | | ‘ ‘ Total Timecard Comment/Change
Humber OUHName | | itter [Time Card Period(Week Ending Date) ~ A it Attachment;
575311 AMEREN OF 1T TEST Minor(SCProcPerf 1105), 01/08/2012 960.00 -
UNIT SUPPLIER 1 Katherine & 0
o AMEREN OP IT TEST Minor(SCProcPerf 1105),
375510 ynp SUPPLIER 1 Katherine A LR R BRI
|Time Cards In Pending Stagel
PO | ‘ Total Timecard Comment/Change
Humber OUHName | | itter [Time Card Period{Week Ending Date) -~ A t Attachment;
279540 AMEREN OF IT TEST Minor(SCProcPerf 1105), 05/13/2012 5,236.11 =
UNIT SUPPLIER 1 Katherine A 0
589220 AMEREN OF 1T TEST Minor(SCProcPerf 1105), 06/03/2012 2,736.86 -
UNIT SUPPLIER 1 Katherine A n
|Time Cards In Approved Etagel
PO Number Ol Name Supplier Submitter Time Card Period(Week Ending Date) Total Timecard A it C /Change Attach
No results found.
|Time Cards In Rejected Stage \
PO | Total Timecard
Humber OU Hame | | itter Time Card Period(Week Ending Date) = A t Rejection Attachment
579540 AMEREN OPIT TEST Minor(SCProcPerf 02/12/2012 5,536.11 Electricians worked 4 hours on
UNIT SUPPLIER 1 |1105), Katherine A Wed. Please re-submit k]
accordingly.
579540 |AMEREM OP[IT TEST Minor(SCProcPerf 03/18/2012 4,320.00 Laborer did not work Mar 14 ey
UNIT SUPPLIER 1 1105), Katherine A n
579540 | AMEREN OP|IT TEST Minor(SCProcPerf 04/01,/2012 5,640.00 Electrician did not work Mar 28 -
UNIT SUPPLIER 1 |1105), Katherine A n
= TIP In order to add a new line against a new job to an existing TC please go to CCTM Timecard tab. Enter PO Number and Weekending Date and click on Go. It will
display the TC details, select the Draft in Time Card Listing mode and click on Go. Then you can add craft and enter time against new job in the existing TC

PM Data Time Notifications Home Logout Preferences

Step

Action

Time Card Home

From your Oracle Applications Home Page select the AMCCTM Supplier Time Card Super User
responsibility and click Time Card on the right side of your Navigator. You will be taken to your CCTM

page.

Your CCTM Timecard Home page provides a quick view of Time Cards you have in process including
Time Cards in Draft Stage, Time Card in Pending Stage, Time Cards in Approved Stage and Time
Cards in Rejected Stage.
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Home Logout P

Hotifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name EB769
0OU Name IAMEREN OF UNIT 'I
Time Cards In Draft Stage
PO | | ‘ ‘ Total Timecard Comment/Change
Number OUName |Supp | itter Time Card Period(Week Ending Date) -~ A t Attachments
275311 AMEREM OF IT TEST Miner(SCProcPerf 1105), 01/08/2012 960.00 @
UNIT SUPFLIER 1 Katherine A
AMEREN OP IT TEST Minor(SCProcPerf 1105),
575310yt SUPPLIER 1 |Katherine A s BATRET
Time Cards In Pending Stage
PO Total Timecard Comment/Change
Number OUMName |Supp | itter Time Card Period(Week Ending Date) -~ A it Attachments
579540 AMEREMN OF IT TEST Minor(SCProcPerf 1105), 05/13/2012 5,536.11 :ﬂj
UNIT SUPPLIER 1 Katherine A
289220 AMEREM OF IT TEST Miner(SCProcPerf 1105), 068/03/2012 2,736.86 @
UNIT SUPFLIER 1 Katherine A
Time Cards In Approved Stage
PO Number OU Name Supplier Submitter Time Card Period{Week Ending Date) Total Timecard A it C {Change Attach
No results found.
Time Cards In Rejected Stage
PO | Total Timecard
Number OU Name |Supp | itter Time Card Period{Week Ending Date) -~ A t Rejection Attachments
579540 AMEREN OP|IT TEST Miner(SCProcPerf 02/12/2012 5,536.11 Electricians worked 4 hours on
UNIT SUPPLIER 1 1105), Katherine A Wed. Please re-submit K]
accordingly.
579540 AMEREN OP|IT TEST Minor(SCProcPerf 03/18/2012 4,320.00 Laborer did not work Mar 14 :U‘J
UNIT SUPPLIER 1  1105), Katherine A
579540 AMEREN OP|IT TEST Minor(SCProcPerf 04/01/2012 5,640.00 Electrician did not work Mar 28 :ﬂj
UNIT SUPPLIER 1 1105}, Katherine A
= TIP In order to add a new line against a new job to an existing TC please go to CCTM Timecard tab. Enter PO Mumber and Weekending Date and click on Go. It will
display the TC details, select the Draft in Time Card Listing mode and click on Go. Then you can add craft and enter time against new job in the existing TC

vacy Statement

Step Action
2. To create a Fixed Price Time Card Click the CCTM Timecard link.
CCTM Timecard
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Home Logout Preferences
PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name EB87693
* Indicates required field
Time Card Search
U Name IAMEREN OP UNIT v[ * Select the PO | | & * Week Ending Date | @
TIP Future Week Ending Periods are not allowed. Future Waek Ending Periods will default to current week ending period.
PM Data Time Notifications Home Logout Preferences
F‘ril,'acy Statement Copyright (c) 2008, Cracle. All rights resenved
Step Action
3. A valid PO number is required to create a CCTM Time Card. You can enter the PO number directly in the

Select the PO field or use the magnifying glass icon to search.

For this exercise, enter 590561 in the Select the PO field.
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HNotifications

CCTM Timecard Home | OCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

* Indicates required field

Time Card Search

Home Logout Preferences

User Name E87593

0l Mame IAMEREN OP UNIT = * Select the PO 590561 Q * Week Ending Date I IE'

“TIP Future Week Ending Periods are not allowed. Future Week Ending Periods will defadlt to current week ending period.

PMData Time Notifications Home Logout Preferences

Privacy Statement

Copyright {c) 2006, Oracle. All rights reserved.

Step

Action

Week Ending Date field or use the calendar icon to select a date.
For this exercise click the Calendar icon.

A new window will open.

A Week Ending Date is also required and must be a Sunday date. You can enter the date directly in the
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P Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

* Indicates required |

Time Card Search

QU Name IAMEREN

#TIP Future ‘Week B

/2 pick a Date - Microsoft Internes =]

@ IJune | |2012 T @

27
3

10
17
24

28
4
1
18
25

29
5
12
19
26

30
[

13
20
27

Sun Mon Tue Wed Thu Fri Sat

1 2
8 39
15 16
2 23
29 30

|_|J Trusted sites

ST

Horme Logout Prafa

User Name EB87693

somsel G * Week Ending Date | B Go

ding Periods will default to current week ending period.

lime  Notifications Home Logout Preferences

Step

Action

3

For this exercise, choose Sun, June 3, 2012.

The window will close, taking you back to the Time Card Search screen.
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Home Logout Pref
PM Data | Time | Notifications
CCTM Timecard Home  CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Unload
User Name EG765
* Indicates required figld
Time Card Search
Ol Narme IAMEREN OF UNIT » * Salact the PO o561 G, * WWagk Ending Date [15,03/2012
#TIP Future Wesk Ending Periods are not allowed. Future Wesk Ending Periods will default to current week snding period,
Pt Data Time Motifications Home Logout Preferences
Capyright
Step Action
6. The Week Ending Date is auto-populated from the calendar icon.

Click the Go button.

* You will be taken to the Time Card Main Screen.
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Home Logout Preferences

Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

User Name EB7693
Time Card Main Screen

* Indicates required field

Delete Time card
PO Number 590561 Comments CCTM Services -
PO Type Fixed Price Training
PO Revision 0O Supplier Name IT TEST SUPPLIER 1
OU Name AMEREN OP UNIT Buyer Collins(Purchasing
1150), Kerry K
Time Card Details
Entry Type Individual , Daily Time Card Period(\Week Ending Date) 06/03/2012 Total Hours Total
vendor Reference Number .| * Change Reason
= Attachments None| Add j
TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.
Timecard Listing Mode IDraft hd Go
*TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.¥ou cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt'.

FP | Labor
FP Details

= TIP You cannot delete a line that has been previously approved.

Select Status “P0O Line Number

PO Line Amount “Milestone “Amount PO Line Description
Mo results found.

Add Another Row Save Delete

Step

Action

Your Time Card is separated into 3 sections - PO Header Details, Time Card Details and FP (Fixed
Price) Details.

The first section of the Time Card, the PO Header Details, displays information pulled directly from the
Purchase Order (PO Type, Comments, Revision humber, Buyer name).

The Time Card Details section displays your Vendor Reference Number and the Time Card Week

Ending Date. In this section you will upload/add an Attachment(s) - a requirement for every Time Card
submitted.
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Hotifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

User Name EB7693
Time Card Main Screen

* Indicates required field Delete Time card

PO Header Details

PO Number 590561 Comments CCTM Services -

PO Type Fixed Price Training
PO Revision O Supplier Name IT TEST SUPPLIER 1
OU Name AMEREN OP UNIT Buyer Collins{Purchasing
1150), Kerry K

Time Card Details
Entry Type Individual , Daily Time Card Period(\Week Ending Date) 06/03/2012 Total Hours Total

- Vendor Reference Number | * Change Reason
Attachments None| Add =]

= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft - GO

*=TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

FP | Labor
FP Details -

=

= TIP You cannot delete a line that has been previously approved.

Select Status PO Line Number PO Line Amount “Milestone “Amount PO Line Description
No results found.
Add Another Row Save Delete
< | »
https: {{ebusiness. ameren, com/CA_HTMLOA.jsprpage=Jamerenforaclefapps boccctmjcetmytimecard webuif TimeCardPaetimecardid [ [7 Trusted sites 100% - A

Step Action
8. In the FP Details section Click the Add Another Row button.

* The page will refresh
Add Another Row
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TS TS T Dolote Time card
PO Header Details
PO Number 590561 Comments  CCTM Services -
FO Type  Fixed Price Training
PO Revision 0O Supplier Narme I T TEST SUPPLIER 1
OU Mame  AMEREN OP UNIT Buyer  Collins (Purchasing

1150), Kerry K

Time Card Details

Entry Type Individual , Daily Time Card Period(Week Ending Date) 06/03/2012 Total Hours Tota

Wendor Reference Mumber - | * Change Reason
*
Attachments None| Add B

TIP Attachment(s) with supporting documentation is required to submit 2 time card or a time card revision.

Timecard Listing Mode IDraﬂ vl Go

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button, You cannat update a Time Card when the 7]
Mode is set to 'ALL' or 'Receipt’,

KN

FP | Labor
FP Details

= TIP You cannot delete a line that has been previously approved.

Select all | Select None
Select Status  *P0O Line Number PO Line Amount

™ Craft ‘ Q
Add Another Row save | [ Delete

*Milestone * Amount PO Line Description

Return to Timecard Search Approver IMinUr(SCPrU\:PErf 1105), | Save and Submit
Delete Time card

Step Action
0. If the PO is CCTM iProcurement based, you will be required to enter or search for a PO Line Number.

* If the PO originated in one of Ameren's two work management systems you will be required to enter a
valid Job Number as well.

For this exercise, click the Magnifying Glass icon to search.

* A new window will open.

Q,
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PO Header Details
PO Number 590561 Comments  CCTM Services -
=
Search and Select: PO Line Number
Cancel Select
Time Card | Search
Entry Type Total
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.
» pttachime Search By | PO Line Number j I Go
Results
T——| Select — S(::;n[::: f;a:;s;ecl. PO Line Number Line Type PO Line Description
P Cancel Select
FP Details
Select Staty n
Draft
4 (|
|pene [ [ [ [ [ [ trustedsites 0% - g
Step Action
10. In the Search and Select window, you can click the Go button to search for all PO Line Numbers. You can

also narrow your search using the Search By fields. Select the parameter you would like to search by (PO
Line Number, PO Line Description), type all or a portion (use % as wildcard) of the text you would like to
search for, and click the Go button.

For this exercise, click the Go button to search for all PO Line Numbers.

[eo]
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PO Header Details

PO Mumber 590561 Comments  CCTM Services -
ﬂ‘- Search and Select List of ¥alues - Microsoft Internet Explorer provided by Ameren - |E| 5'

Search and Select: PO Line Number

cancel Select

Time Card |

Search

Entry Type X X X . . Tota
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

# attachmer|  Search By | PO Line Number =l | Go
Results

T AL Select Quick Select PO Line Number Line Type PO Line Description

imecard Lif
o 2] il CCTM CCTM Services - Training

P Cancel Select

FP Details

Select Staty n
Draft
4 | vl
‘https:,i,l’ebus\ness.arneran.cum,l’OAiHTMLp’OA.]5p?reg\Ur|=,iamerenp’Uraclep’apps,ixx::tm,icctmp’l ’_ ’_ ’_ ’_ ’_ ’_ ‘f Trusted sites w00 4
Step Action

11.

The page will refresh to display all PO Line Numbers and the PO Line Description for each.
For this exercise, click the Quick Select icon for PO Line Number 1.

* The window will close, taking you back to Time Card Details, where the PO Line Number field will
now be populated.

F

=
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PO Header Details
PO Mumber 500561
PO Type  Fixed Price

PO Revision 0
Ol Mame  AMEREN OP UNIT

Time Card Details

Enty Type  Individual , Daily

Comiments

Supplier Marne

Buyer

Time Card Period(iesk Ending Date)

CCTM Services -
Training

IT TEST SUPPLIER 1
Collins{Purchasing
1150), Kerry K

06/03/2012

“endor Reference Number
*
Attachments None| Add

=] * Change Reason

Kl

= TIP Attachment(s) with suppaorting documentation is required to submit & time card or a time card revision,

Timecard Listing Mode  |Draft - Go

= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button, ¥ou cannot update a Time Card when the T

Mode is set to 'ALL' or ‘Receipt'.

FP || Labor
FP Details

= TIP You cannot delete a line that has been previously approved.

Select 1l | Select Mone
Select Status ~ “PO Line Number

PO Line Amount *Milestone

*Amount

Delete Time card -

Total Hours Total

PO Line Description

O oprar | 1 Q& 10,000,000 |
Add Another Row I Save ‘ Delete

Return to Timecard Search

Approver IMinar(SCF'rocF'erf 1105}, | Save and Submit

P Data Time Motifications Home Logout Preferences

CCTM Services - Training

Delete Time card

Done,

|
[0 [ | [ Trustedsites

Step

Action

12,

point.

CCTM requires that you enter a Milestone to indicate a percentage of work completed or a specific progress

* Contact the Time Card approver designated for this PO, to identify how Milestones will be reported.

For this exercise Type Phase | Complete in the Milestone field.
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Delete Time card -

TS T T e T

PO Header Details

Comments  CCTM Services -
Training
Supplier Marme 1T TEST SUPPLIER 1
Buyer Collins{Purchasing
1150), Kerry K

PO Murmber 590561
PO Type  Fixed Price
PO Revision 0O
QU Mame  AMEREN OP UNIT

Time Card Details

Entry Type Individual , Daily Time Card PeriodMieek Ending Date) 06/03/2012 Total Hours Total

=] * Change Reason

Kl

Wendor Reference Mumber
*
Attachments None| Add

& TIP Attachment(s) with supparting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraﬂ - Go

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button. You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’

FP || Labor
FP Details

='TIP You cannot delete a line that has been previously approved.

Select all | Select Mone
Select Status PO Line Number PO Line Amount *Milestone

C Draft 1 @ 10,000.00 Fhase 1 Complats

Add Another Row Save | Delete

* Amount PO Line Description

CCTM Services - Training

spprover  [Minor{SCProcPerf 11053, | Save and Submit
Delete Time card

Eeturn to Timecard Search

] | L]
[ [ [ [ [ [/ Trustedsies Kook - 4

Done.

Step Action
13. Enter the total dollars associated with the Milestone in the Amount field.

For this exercise Type 2000 in the Amount field.
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TS T T T T Delete Tme card | =
PO Header Details
PO Mumber 500561 Comments CCTM Services -
PO Type  Fixed Price Training
PO Revision O Supplier Marne I T TEST SUPPLIER 1
OU Mame  AMEREN OP UNIT Buyer Collins{Purchasing

1150), Kerry K

Time Card Details

Enty Type  Individual , Daily Time Card Period(iesk Ending Date) 06/03/2012 Total Hours Total

“endor Reference Mumber * Change Reason
*
Attachments None| Add

=TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision,

Timecard Listing Mode  |Draft - Go

= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button, You cannot update a Time Card when the T
Mode is set to 'ALL' or ‘Receipt'.

KLY

FP || Labor
FP Details

= TIP You cannot deleta a line that has been previously approved.

Select 1l | Select Mone
Select Status  *PO Line Number PO Line Amount *Milestone *Amount PO Line Description

I Draft | 1 & 10,000.00 Fhase [ Complete 2000 CCTM Services - Training

Add Another Row I Save ‘ Delete

Return to Timecard Search Approver IMinar(SCF'rocF'erf 1105, | Save and Submit
Delete Time card

acle. All rights rezerved

P Data Time Motifications Home Logout Preferences

|
Done. En ] T [ Trusted sites w4

Step Action

14. The Vendor Reference Number (VRN) field allows you to include corresponding invoice information,
internal to your organization, to guide reconciliation back to your system of record. The VRN will be
displayed on the ACH payment alert email notification, and with invoice and payment details in iSupplier
Portal (see iSupplier Portal Supplier Invoicing)

* The Change Reason field is required only when making changes to a rejected Time Card, or a Time Card
that was submitted and then pulled back to Draft status.

For this exercise, enter A50814 in the Vendor Reference Number field.
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T T T e T T T T Delete Time card -

PO Header Details

PO Murmber 590561 Comments  CCTM Services -
PO Type  Fixed Price Training

PO Revision O Supplier Marme 1T TEST SUPPLIER 1
OU Marme  AMEREN DP UNIT Buyer Collins{Purchasing

1150), Kerry K

Time Card Details

Entry Type Individual , Daily Time Card PeriodMieek Ending Date) 06/03/2012 Total Hours Total

Wendor Reference Mumber ~| * Change Reason
* 458014 ig)
Attachments None| Add J

& TIP Attachment(s) with suppartng documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraﬂ - Go

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button. You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’

Kl

FP || Labor
FP Details

='TIP You cannot delete a line that has been previously approved.

Select all | Select Mone
Select Status  *PO Line Number PO Line Amount *Milestone * Amount PO Line Description

I”  Draft 1 & 10,000.00 Fhase I Complets 2000 CCTM Services - Training

Add Another Row Save | Delete

Return to Tirmecard Search spprover  [Minor{SCProcPerf 11053, | Save and Submit

Delete Time card

Pt Data Time Motific s Home Logout Preferences

4 | I
Done. [l | Trusted sites Hows - )

Step

Action

15.

CCTM requires that you include an Attachment in the Time Card Details section when submitting a Time
Card.

* Contact the designated Approver for each PO to determine what should be attached.
To add an Attachment click the Add button.

* You will be directed to a new page.
Add
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Home Logout Preferences Help
PM Data | Time | Hotifications

CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
Time: CCTM Timecard =

Add Attachment

Cancel | | Add Another | ‘ Apphy |
Add | Desktop File/ Text/ URL =
Attach ¥ i
Title |
Description =]
B

Category Miscellaneous

Define Attachment

Type = File |

Browse...
|

" URL
 Text

Cancel | | Add Another | | Apply |

PM Data Time Motifications Home Logout Preferences Help

Privacy Statement

Copyright (c) 2008, Oracle. Al rights reserved

Done

K
[T [ Trusted sites [# 100% - A

Step Action
16.

The Title field is optional. If you have multiple attachments you can populate this field to name each
attachment.

For this exercise type Project Plan in the Title field.
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Home Logout Preferences Help
Notifications
CCTM Timecard Home | C©CTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
Time: CCTM Timecard =
Add Attachment
Cancel | Add Another I Apply ‘
Add IDesktop File/ Text/ URL 'l
Attach v i
Title [Froject Plan
Description =]
B
Category Miscellaneous
Define Attachment
Type & File | Browse.. |
Cure |
© Text -]
E
Cancel Add Another | Apply |
PM Data Time Motifications Home Logout Preferences Help
Privacy Statement Copyright (c) 2008, Oracle. All rights reserved
Step Action
17. CCTM allows a File, URL or Text attachment Type.

field.
For this exercise, click the Browse button.

* A Choose File window will open.

Browse... |

* To attach a File, click the Browse button to search for the corresponding file.
** To attach a URL, click the select circle and enter a valid URL in the corresponding field.

*** To attach a Text description, click the select circle and enter the required text in the corresponding
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Look i: I&} CCTH Overview = = £ E-

&

- JiZCTM Appraver Training Manual. pdf Home Logout Preferences Help
B CCTM-Process-Flow. wsd

| CCTMSupplier Trainingtanual pdf
S 1T TestSupplier-RateCard-579536. 05w ecard Upload
1T Test Supplier-RateCard-579536, xsx
SR 1T TestSupplier-RateCard-5E5999, 05y
1T Test Supplier-RateCard-565999, dsx
KSEnergy-RateCard-576E00.05v Cancel | | Add Another | | Apply |
ZK5-RateCard-576500 xlsx

=l KS-TimeCard-578587 s
1P O-590561-5-Phase-Plan, xlsx
TimeCardExport-579540.c5v
] TimeCardExport-579540, xlsx

Desktop

=

My Documents

an

File name: I j Open I
Files of type: [ & Fites 1) =l Cancel |

g
Type & File | Browse... |
cure |
 Text 5
| |

Cancel | | Add Another | ‘ Apply |

PM Data Time MNotifications Home Logout Preferences Help

Privacy Statement Copyright (c) 2008, Oracle. All rights reserved|

Step Action

18. Search for and choose the file you want to attach.
For this exercise double-click the PO-590561-5-Phase-Plan.xIsx file.

* The Choose File window will close.
5 p0-590561-5-Phase-Plan, xlsx
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Home Logout Preferences Help
Notifications

CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
Time: CCTM Timecard =

Add Attachment

Cancel | Add Another I Apply |
Add | Desktop File/ Text/ URL 'I
Attach v i

Title IPr’nJect Flan
Description

Category Miscellaneous

Define Attachment

Type & File |C:\Ducumems and Settings'e87693\Desktop\CCTM Overn  Browse... I
Cure |

© Text =]

Cancel Add Another | Apply ‘

PM Data Time Motifications Home Logout Preferences Help

Privacy Statement

Copyright (c) 2008, Oracle. All rights reserved.

https:/iebusiness. ameren.comfOA_HTMLIOA. jsp?page=foraclefapps/fnd/framevorkfattachmentsjwebuifFND_ATTACH_UPLOAD_P |7 Trusted sites

E00% v /ﬁl

Step Action

19. If you plan to include multiple attachments, Click the Add Another button.

For this exercise Click the Apply button, to complete one attachment.

* You will be redirected to the Time Card page.

Apply
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e Delete Time card -

PO Header Details

PO Number 590561 Comments CCTM Services -

PO Type Fixed Price Training
PO Revision 0O Supplier Name IT TEST SUPPLIER 1
OuU Name AMEREN OP UNIT Buyer Collins{Purchasing
1150), Kerry K

Time Card Details
Entry Type Individual, Daily Time Card Period(Week Ending Date) 06/03/2012 Total Hours Total

Vendor Reference Number | * Change Reason
= (A58014 2
Attachments viey Add H

= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft - Go

= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Kl

FP | Labor
FP Details

= TIP You cannot delete a line that has been previously approved.

Select All | Select None
Select Status PO Line Number PO Line Amount “Milestone “Amount PO Line Description

I Dpraft | 1] & 10,000.00 Fhase I Complete 2,000.00 CCTM Services - Training

Add Another Row | Save ‘ Delete

Return to Timecard Search Approver Ir\]inar:scprocperf 1105), | Save and Submit
Delete Time card

PM Data Time HNotifications Home Logout Pr

Privacy Statel

. i
https: febusiness. smeren, com{Oé_HTML/C#.jsp?page=jamerenforaclefappsbowctmjcctmitimecardfwebuif TimeCardPGatimecardid | | | | | | [/ Trusted sites & 100% - |
Step Action
20. After attachments are added, and when you are satisfied with Time Card details Click the Save and Submit

button.
Click the Save and Submit button.

Save and Submit
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CCTM Timecard Home | CCTM Timecard |

Home Logout Preferences

Hotifications

CCTM Timecard Upload Status | CCTM Timecard Upload

User Name EB7693

D Confirmation

Time Card Submitted Successfully

Time Card Main Screen

* Indicates required field Delete Time card

PO Header Details

PO Number 590561 Comments CCTM Services -

PO Type Fixed Price Training
PO Revision O Supplier Name IT TEST SUPPLIER 1
OU Name AMEREN OP UNIT Buyer Collins{Purchasing
1150), Kerry K
Time Card Details
Entry Type Individual, Daily Time Card Period{Week Ending Date) 06/03/2012 Total Hours O Total Amount 2,0
. vendor Reference Number [as5sp14 ~| * Change Reason
Attachments view| Add j

= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraﬂ - Go

*'TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

FP | Labor
FP Details

~/TIP You cannot delete a line that has been previously approved.

Select Status “PO Line Number PO Line A it *Mil A it PO Line Description -
< | 3
https:/{ebusiness ameren.comfOf_HTMLOA. jsp?page=famerenforaclefappsfxectm/cctmitmecardfwebufémrsupplierdomeraz 6| | | | [ | [/ Trusted sites [ = o0 - A
Step Action

21.

The page will refresh to display a Confirmation message stating the Time Card was submitted
successfully.

Click CCTM Timecard Home.
CCTM Timecard Home
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Notifications
CCTM Timecard Home | CCTM Timecard |

OU Mame |AMEREN OF UNIT 'l

Time Cards In Draft Stage
- \
Number OUName |Supp itter Time Card Period(Week Ending Date) =~

CCTM Timecard Upload Status | CCTM Timecard Upload

User NHame EB7693

Total Timecard Comment/Change

| Amount Reason Attachments
575311 AMEREN OP IT TEST Miner{SCProcPerf 1105), 01/08/2012 960.00 m
UNIT SUPPLIER 1 Katherine A I
i AMEREN OF IT TEST Minor(SCProcPerf 1105),
275310 ynmr SUPFITER 1 Katherine A e e
Time Cards In Pending Stage |
PO | ‘ | | Total Timecard Comment/Change
Number OUMName |Supp | itter Time Card Period(Week Ending Date) = Amount Reason Attachments
579540 AMEREN OP IT TEST Miner{SCProcPerf 1105), 05/13/2012 5,536.11 =
UNIT SUPPLIER 1 Katherine A U
589220 AMEREN OF IT TEST Minor(SCProcPerf 1105), 06/03/2012 2,736.86 o
UNIT SUPPLIER 1 Katherine A d
590561 AMEREM OF IT TEST Minor{SCProcPerf 1105), 06/03/2012 2,000.00 o
UNIT SUPPLIER 1 Katherine A )
Time Cards In Approved Stage
PO Number OU Name Supplier Submitter Time Card Period(Week Ending Date) Total Ti d A it C /Change Attachi

No results found.
Time Cards In Rejected Stage

PO | Total Timecard
Number OUHName |Supp | itter Time Card Period{Week Ending Date) = Amount Rejection Reason Attachments
579540 |AMEREN OPIT TEST Minor(SCProcPerf 02/12/2012 5,536.11 Electricians worked 4 hours on

UNIT SUPPLIER 1 1105), Katherine A Wed. Please re-submit k]

accordingly.

579540 |AMEREN OPIT TEST Minor(SCProcPerf 03/18/2012 4,320.00 Laborer did not work Mar 14 ﬁs

UNIT SUPPLIER 1 |1105), Katherine A -
579540 |AMEREN OPIT TEST Minor(SCProcPerf 04/01/2012 5,640.00 Electrician did not work Mar 28 ﬁ

UNIT SUPPLIER 1 |1105), Katherine A s

= TIP In order to add a new line against a new job to an existing TC please go to CCTM Timecard tab. Enter PO Number and Weekending Date and click on Go. It will
display the TC details, select the Draft in Time Card Listing mode and click on Go. Then you can add craft and enter time against new job in the existing TC

PM Data Time HNotifications

Home Logout Preferences

2006 _Oiad

F LD DL i o0 -

Step

Action

22.

You will see your Time Card in the Time Cards in Pending Stage section of your CCTM Timecard
Home.

* The Time Card Approver will receive an automated email notification, stating the Time Card is pending
review and action.

** You can make changes to a Time Card in Pending or Approved status, but not after it has reached
Receipt status. Refer to topic S1.2.11 Make Time Card Changes.

*** You will receive an automated email notification when action has been taken on your Time Card.

Page 88



A

“Ameren , . .
FOCUSED ENERGY. for [ife. Ameren Oracle eBusiness CCTM Supplier

S1.2.3 Download-Create a Time & Materials Time Card Template

Home Logout Preferences
Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Hame EB7693
0OU Name IAMEREN OP UNIT *
Time Cards In Draft Stage
PO Total Timecard Comment/Change
Number OUMName | Supplier |Submitter Time Card Period(Week Ending Date) ~ Amount Reason Attachments
575311 AMEREN OF IT TEST Minor(SCProcPerf 1105), 01/08/2012 960.00 o
UNTT SUPPLIER 1 Katherine A 0
R AMEREN OF IT TEST Minor{SCProcPerf 1105),
575310 gy SUPPLIER 1 Katherine A Sy BUETT
Time Cards In Pending Stage
PO Total Timecard Comment/Change
Number OUMName | Supplier |Submitter Time Card Period{Week Ending Date) ~ Amount Reason Attachments
579540 AMEREN OF IT TEST Minor(SCProcPerf 1105), 05/13/2012 5,536.11 o
UNTT SUPFLIER 1 Katherine A 0
589220 AMEREN OF IT TEST Minor{SCProcPerf 1105), 06/03/2012 2,736.86 o
UNIT SUPFLIER 1 Katherine A 1
590561 AMEREN OP 1T TEST Miner{SCProcPerf 1105), 06/03/2012 2,000.00 o
UNIT SUPPLIER 1 Katherine A 0
Time Cards In Approved Stage
PO Number OU Name Supplier Submitter Time Card Period{Week Ending Date) Total Timecard Amount C /Change Attach
Mo results found.
Time Cards In Rejected Stage
PO ‘ Total Timecard
Humber OU Name |Supp | itter Time Card Period{Week Ending Date) - Amount Rejection Reason Attachments
579540 |AMEREN OPIT TEST Minor{SCProcPerf 02/12/2012 5,536.11 Electricians worked 4 hours on
UNIT SUPPLIER 1  1105), Katherine A Wed. Please re-submit i
accordingly.
579540 AMEREN OPIT TEST Minor(SCProcPerf 03/18/2012 4,320.00 Laborer did not work Mar 14 o
UNIT SUPPLIER 1 1105), Katherine A 0
579540 |AMEREN OPIT TEST Minor(SCProcPerf 04/01/2012 5,640.00 Electrician did not work Mar 28 o
UNIT SUPPLIER 1  1105), Katherine A -
“TIP In order to add a new line against a new job to an existing TC please go to CCTM Timecard tab. Enter PO Number and Weekending Date and click on Go. It will
display the TC details, select the Draft in Time Card Listing mode and click on Go. Then you can add craft and enter time against new job in the existing TC
PM Data Time Motifications Home Logout Preferences
s L grnen Copyright (o) 2006 acle A ights reserved
https:,i,iebus\ness‘ameren.comp’OA_HTML,iOA.isp?page=,l’amerem’urac\efapps,ixxcctmfcctmp’common,iuDIoad,l’webuimmrUploadPG&ml_,_,_,_ ’_,_ . Trusted sites EL00% v /ﬂ

Step Action

1. When creating a Time Card against a Time & Materials type PO, you have the option of entering Time
Cards online in CCTM or uploading the Time Card data from an Excel template. The method you choose
will depend upon the average number of lines you enter per Time Card.

When you enter Time Cards online directly in CCTM, many of the fields (craft combination, units of
measure, expense type) are searchable, meaning you can select valid values from a list.

If most weekly Time Cards include a number of Time Card lines, you may find it more efficient to use the
Time Card Excel template. The Excel template can be reused for subsequent Time Card submittals by
completing a Save As for each week ending date, changing applicable information - date, hours, etc.

* When using the Time Card template, you are required to enter Craft Combination values exactly as they
are presented in the Rate Card. It may be helpful to Export your Rate Card and copy/paste the data to the
corresponding fields of your Time Card template.

** Print or Save the Time Card Upload Fields reference guide, attached this topic, before proceeding.
*** From your Oracle Applications Home Page you will click the AMCCTM Supplier Time Card Super

User responsibility. The page will refresh and display links the right. Click the Time Card link to go to
your CCTM Timecard Home.
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-
Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCITM Timecard Upload
User NHame EB7693
OU Name |AMEREN OF UNIT =
PO | | Total Timecard Comment/Change
Number OUName |Supp | itter Time Card Period(Week Ending Date) =~ Amount Reason Attachments
575311 AMEREN OP IT TEST Miner{SCProcPerf 1105), 01/08/2012 960.00 m
UNIT SUPPLIER 1 Katherine A I
i AMEREN OF IT TEST Minor(SCProcPerf 1105),
275310 ynmr SUPFLTER 1 Katherine A e e
PO | | Total Timecard Comment/Change
Number OUMName |Supp | itter Time Card Period(Week Ending Date) = Amount Reason Attachments
579540 AMEREN OP IT TEST Miner{SCProcPerf 1105), 05/13/2012 5,536.11 =
UNIT SUPPLIER 1 Katherine A U
589220 AMEREN OF IT TEST Minor(SCProcPerf 1105), 06/03/2012 2,736.86 o
UNIT SUPPLIER 1 Katherine A d
590561 AMEREM OF IT TEST Minor{SCProcPerf 1105), 06/03/2012 2,000.00 o
UNIT SUPPLIER 1 Katherine A )
[Time Cards In Approved Stage |
PO Number OU Name Supplier Submitter Time Card Period(Week Ending Date) Total Ti d A it C /Change Attachi
No results found.
[Time Cards In Rejected Stage |
PO | | Total Timecard
Number OUHName |Supp | itter Time Card Period{Week Ending Date) = Amount Rejection Reason Attachments
579540 |AMEREN OPIT TEST Minor(SCProcPerf 02/12/2012 5,536.11 Electricians worked 4 hours on .
UNIT SUPPLIER 1 1105), Katherine A Wed. Please re-submit 1]
accordingly.
579540 |AMEREN OPIT TEST Minor(SCProcPerf 03/18/2012 4,320.00 Laborer did not work Mar 14 o
UNIT SUPPLIER 1 |1105), Katherine A -
579540 |AMEREN OPIT TEST Minor(SCProcPerf 04/01/2012 5,640.00 Electrician did not work Mar 28 o
UNIT SUPPLIER 1 |1105), Katherine A 0
= TIP In order to add a new line against a new job to an existing TC please go to CCTM Timecard tab. Enter PO Number and Weekending Date and click on Go. It will
display the TC details, select the Draft in Time Card Listing mode and click on Go. Then you can add craft and enter time against new job in the existing TC
PM Data Time Motificatio Home Logout Pr
T z e
https: | febusiness. am

Step Action

2. Your CCTM Timecard Home page provides a quick view of Time Cards you have in process including
Time Cards in Draft Stage, Time Cards in Pending Stage, Time Cards in Approved Stage and Time
Cards in Rejected Stage.

To download a Time Card template, Click the CCTM Time Card Upload link.
CCTM Timecard Upload
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Home Logout Preferences

PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

Upload File - Status

User Name E87693)

* Select File for Upload I Browse... |

Data File Loader Batch Requests:

Down Load Template | | Upload |

View By |AllJobs = @

Data File Batch Number| Successful Rejected Batch Run

Type - [File Status Lines Lines|Date

Time Card 28832148 TimeCardExport- Completed 9 006/22/2012
579540.csv

Time Card 28831749 TimeCardExport- Completed 9 006/22/2012
579540.csv

TIP Job History will be displayed for 60 days from the load date
“TIP Please submit the Rate Card for approval once it is uploaded successfully

PM Data Time Notifications Home Logout Preferences

Privacy Statement

Details Comments
= The batch request has completed
E successfully.
= The batch request has completed
E successfully.

Down Load Template | | Upload |

Copyright (c) 2008, Oracle. All rights reserved

Action

Click the Down Load Template button.

* A new window will open.
| Down Load Template
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PM Data | Time | HNotifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

Home Logout Preferences

User Name EB764

Upload File - Status

* Select File for Upload Browse... |

— x
is file?

Ty lm IEI Do pou want to open or save this file?

Data File Batch Number g Name: TimeCardExport.zip

Type + [File Type: WinZin File

Time Card 28832148 TimeCardExport- From: ebusiness. ameren.com
579540.csv

Time Card 28831749 TimeCardExport- Open Save | Cancel |
579540.csv

| Down Load Template | ‘ Upload |

Details Comments

The batch request has completed
successfully.

The batch request has completed
successfully.

=

TIP Job History will be displayed for 60 days fror

TIP Flease submit the Rate Card for approval on
wihile: files from the [nternet can be useful, this file type can

patertially harm vaur computer. If pou do nat trust the source, do not
open or save this software, What's the risk?

@

PM Data Time MNotifications Home Logout Preferences

Privacy Statement

Down Load Template | | Upload ‘

Copyright (c) 2008, Oracle. All rights reserv

Action

Click the Open button.

A WinZip window will open.

Open |

In the File Download - Security Warning window you will be prompted to Open or Save a WinZip File.
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PM Data | Time | Notifications
CCTM Timecard Ifﬂ]\vinZip - TimeCardExport[1].zip
File Actions Options Help

=1l

Home Logout Prefere

User Name EB7593

Upload File - Sti

CEZ DL

Ue & ¢

CheckOut  Wizard

Down Load Template | | Upload |

TIP Please su
|Se|ected 0 files, 0 bytes

Mew Open Favorites Extract Encrypt Vigw
Mame | Twvpe | Madified
Data Fle Load @ﬂmgCardExport.x\s Microsaft OF...  08/29/2012 4:50 PM
£ | Time: _Readme html HTML Docum, ., 06/29/2012 4:50 FM
View By |All Jo
Data File U
Type
Time Card
Time Card
TIP Job Histol| 4| | b
[Totl 2 fles, 21K8 00 ,

Privacy Statement

PM Data Time Notifications Home Logout Preferences

Details Comments

The batch request has completed

successfully.
= The batch request has completed
B successfully.

Down Load Template | | Upload |

Copyright (c) 2008, Oracle. All rights reserved

Action

The TimeCardExport.xls file is your Time Card template. You will double-click the file name to open it.
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| s TimeCardExport.xs - Microsoft Excel
,E‘a‘
Home Pagelayout  Formulas  Data  Review  View

General i

|8 = % »|

|=.0 00|
00 .0

e

e
Eall |

I T ] |
|

/B I U 'HE'II{»'A'\

S=Insert -

3% Delete =

E:l Format ~

?ﬁ Conditional Formatting -

®

Share As  WebEx
Application Settings

=190 44

) i Sort & Find &
{1] < n L

7 Filter~ Select~

3% Format as Table =

=5} Cell Styles =
&

w

i

c7 - £ | ¥
A B Cc D E F G H I
Data Type PO Number PO Line Number Job Number Time Card Period(Week Ending Date-MM/DD/YY) Vendor Reference Number Craft Local Work Type

mmummhwm»—-k

Chartl | TimeCardExport <7 &

Step Action

6. Refer to S1.2.3 Time Card Template Field descriptions to complete this template.

* For every column in this file, the guide describes each field and indicates whether it is Required or
Optional. The guide also indicates whether the Required field is free-text or forced choice.

** You may wish to save the template as an Excel Workbook while you are in the process of building
it. But it will have to be Saved As CSV (Comma Delimited) type before upload.

*** \When you are ready to upload refer to S1.2.4 Upload & Submit a Time Card Template.
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S1.2.4 Time Card Template Field Descriptions

Field Name Required Details
Used to denote the record type being uploaded to the system. There are
five valid records types:

Field Code

Name

Data Type Required Labor LA

Material MA

Equipment | EQ

Chemical | CH

Expense | EX
This field is used to enter a valid CCTM PO number for which time card
details are to be uploaded. This is a required field for all types of time and
material time cards.

PO Number Required
This is a Numeric Field and should be entered for Labor, Material,
Equipment, Chemical and Expense record types.

This field is used to enter a valid CCTM PO line number for which time card
details are to be uploaded.

PO Line Number Required | pj is a Numeric Field and should be entered for Labor, Material,
Equipment, Chemical and Expense record types.

This field is used to enter a valid job number associated with the CCTM PO
Line Number.
This field is required for certain PO's. The required job number will be

Job Number Required printed on your copy of the PO.

This is a text field and should be entered for Labor, Material, Equipment,
Chemical and Expense record types.

This field is used to enter a valid time card weekending date. This date
must be a Sunday date.

Time Card Period Required The format for this field is MM/DD/YYYY. The week ending date must be
entered for Labor, Material, Equipment, Chemical and Expense record
types.

This field can be used to reference your invoices as needed, for
. reconciliation. When the VRN field is populated, the data will be included in
Vendor Reference Number (VRN) Optional | g jpsequent notifications and searches related to a Time Card.
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Labor/Chemical/Equipment Record Types (From Rate Card)

Craft entered in this field is validated against the approved rate card for
the period. Required for Labor/Equipment/ Chemical record types.

Craft Required | cyaft | ocal, Work Type (Work Place), & Rate Type together make up a
valid craft combination for a Time Card.

Information entered in this field is validated against the approved rate
card for the period.

Local Required | craft, L ocal, Work Type (Work Place), & Rate Type together make up a

valid craft combination for a Time Card.

Information entered in this field is validated against the approved rate
card for the project or period. Required for Labor/Equipment/ Chemical
record types.

Work Type Required
Craft, Local, Work Type (Work Place), & Rate Type together make up a
valid craft combination for a Time Card.

This field is used to enter a valid rate type for a particular time card. The
rate type is validated against the approved rate card for the period.
Rate Type Required | cyaft | ocal, Work Type (Work Place), & Rate Type together make up a
valid craft combination for a Time Card.

This field can be used to enter a valid Ameren badge number for individuals
Badge Number Optional on site at a generation plant. Otherwise, it should be left blank.

For Labor, this field is used to enter the name of the individual who worked.
For Equipment, it is used to enter Equipment ID.

Consultant Name Required
This is a free text field.

Text type value field used to enter a valid unit of measure associated with a
craft combination. The unit of measure is validated against the approved
rate card for the period. Valid Values:

100’s > Day > Each > Feet > Gallons

Hours > Meter > Miles > Week

Unit of Measurement Required

Numeric fields (Monday through Sunday) is used to enter a valid work
unit for a craft combination on a particular week. This field is not required

<Weekdays> Required | for Bulk Weekly mode of time entry.

For Individual time entry, it is calculated automatically when upload is
completed successfully.

Total Hours Optional
Numeric value field used only for Bulk Weekly Mode of time entry.
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Labor/Chemical/Equipment Record Types (From Rate Card) - Continued

Diverse Subcontractor?

Required

A forced choice text field, when reporting Labor, Equipment, or Chemical
details for which you employed a Diverse Subcontractor, enter Y.
For all other Labor, Equipment, Chemical details, leave the field Blank.

Subcontractor Name

Dependent

A free text field, for all Labor, Equipment, Chemical Time Cards lines with
Diverse Subcontractor = Y, you MUST enter a Subcontractor Name.

Comments

Optional

A free text field used to enter comments regarding the Labor, Equipment
or Chemical record entered.

Material Record Types (Not Included in Rate Card)

Material Description Required | A free text field used to enter the material description.
Material Quantity Required A Numeric Field used to enter the material quantity.

. . _ A text type field used to enter material unit of measurement. Valid values:
Material Unit of Measurement Required Each > Gallons > Meters > Pounds > Tons
Material Unit Price Required This field is used to enter material unit price. This is a Numeric Field.

: . A free text field used to enter comments regarding the material record
Material Comments Optional entered

Expense Record Types (Not Included in Rate Card)

Text type field used to enter expense type value. Valid values:
Car Rental > Equipment Rental > Fuel Surcharge

Expense Type Required Hotel Accommodation > Material Handling Charges
Meals > Miscellaneous
Expense Description Required | Free textentry field is used to enter expense description.
Expense Amount Required Numeric value field used to enter expense amount.
Expense Comments Optional Free text entry field used to enter comments regarding the expense entry.
<Segments 1-12> Ignore These fields are reserved for future use & should be left blank.
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S1.2.5 Upload & Submit a Time & Materials Time C

Home Logout Preferences
Notifications

CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

OU Name IAMEREN OF UNIT =

Time Cards In Draft Stage
Po |

User Name EB769

Total Timecard Comment/Change
[Submitter [Time Card Period(Week Ending Date) ~ A t Attachments

Humber OUHName Supp
575311 |AMEREN OP IT TEST Minor{SCProcPerf 1105), 01/08/2012 960.00 :ﬂj
UNIT SUPPLIER 1 Katherine A
Time Cards In Pending Stage
PO ‘ | ‘ ‘ Total Timecard Comment/Change
Humber OUName  Suppli |Submitter [Time Card Period(Week Ending Date) = A t R Attachments
589220 |AMEREN OP 1T TEST Minor{SCProcPerf 1105), 06/03/2012 2,736.86 @J
UNIT SUPPLIER 1 Katherine A
Time Cards In Approved Stage
PO Number 0OU Name Supplier Submitter Time Card Period{Week Ending Date)  Total Timecard A it C /Change Attach

No results found.
Time Cards In Rejected Stage

PO Total Timecard
Humber OU Name |[Suppli |Submitter Time Card Period(Week Ending Date) ~ A 't Rejection Attachments
579540 AMEREN OPIT TEST Minor(SCProcPerf 02/12/2012 5,536.11 Electricians worked 4 hours on
UNIT SUPPLIER 1 1105}, Katherine A Wed. Please re-submit :U‘J
accordingly.
579540 |AMEREM OPIT TEST Minor(SCProcPerf 03/18/2012 4,320.00 Laborer did not work Mar 14 :Uj
UNIT SUPPLIER 1 1105), Katherine A
579540 AMEREN OPIT TEST Minor(SCProcPerf 04/01/2012 5,640.00 Electrician did not work Mar 28 :ﬂﬁ
UNIT SUPPLIER 1 1105}, Katherine A

*TIP In order to add a new line against a new job to an existing TC please go to CCTM Timecard tab. Enter PO Number and Weekending Date and click on Go. It will
display the TC details, select the Draft in Time Card Listing mode and click on Go. Then you can add craft and enter time against new job in the existing TC

PM Data Time Notifications Home Logout Preferences

Privacy Statement Copyright (c) 2008, Oracle. All rights resenved

Step Action

1. From your Oracle Applications Home Page you will click the AMCCTM Supplier Time Card Super User
responsibility. The page will refresh and display links the right. Click the Time Card link to go to your
CCTM Timecard Home.

* Be sure to confirm your Time Card template is Saved As CSV (Comma Delimited) type before upload.

On your CCTM Timecard Home page Click the CCTM Timecard Upload link.
CCTM Timecard Upload
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Home Logout Preferences
PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name E8769
Upload File - Status
Down Load Template ‘ | Upload |
* Select File for Upload Browse... |
Data File Loader Batch Requests:
View By IAII Jobs 'l @
Data File Batch Number Successful ~ Rejected Batch Run
Type + [File Status Lines Lines Date Details Comments
Time Card 28831749 TimeCardExport- Completed 9 006/22/2012 The batch request has completed
579540.csv successfully.
#TIP Job History will be displayed for 60 days from the load date
TIP Flease submit the Rate Card for approval onge it is uploaded successfully
Down Load Template | | Upload |
PM Data Time Notifications Home Logout Preferences
Privacy Statement
Step Action
2. Next to the Select File for Upload field click the Browse button to search for the corresponding file.

* A new window will open.

Browse... |
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Lok in |@ CCTM Dverview

| BB

-CCTM Approver Training Marualpdf
| CCTM-Process-Flow.vsd

= CCTM3Upplier TrainingManoal, pdf

4 1TTestSupplier-RateCard-579536 csv
ITTestSupplier-RateCard-579536,xlkx
4 TTTestSupplier-RateCard-563599,csv
ITTestSupplier-RateCard-583599,xlkx
3K SEnergy-RateCard 576800 csv

K 5-RateCard-576800, klsx
k5-TimeCard-578587 xlsx

A TimeardExport-573540,csv
TimeCardExport-573540, xlsx

Desktop

o

My Documents

-
"
My Computer

File rame: I j
[ Fies =

Files of type:

bcard Upload

Home Logout Preferences

User Name E87693

Browse. .

Down Load Template | ‘ Upload |

bjected Batch Run
Lines|Date

0/06/22/2012

PM Data Time Notifications Home Logout Preferences

Privacy Statement

Details Comments

= The batch request has completed
g successfully.

Down Load Template ‘ | Upload |

Copyright (c) 2008, Oracle. Al rights reserved

Step

Action

* The Choose File window will close.
E5L] TimeC ardExpart-579540, cav

Search for and choose the file you want to upload.

For this exercise double-click the TimeCardExport-579540.csv file.
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Home Logout Preferences
PM Data | Time | Nofifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name EB7693
Upload File - Status
Down Load Template | | Upload |
* Select File for Upload IC:\Documents and Setting  Browse...
Data File Loader Batch Requests:
View By IAII Jobs 'l @
Data File Batch Humber Successful Rejected Batch Run
Type 7 |File Status Lines Lines Date Details Comments
Time Card 28831749 TimeCardExport- Completed 9 006/22/2012 El The batch request has completed
579540.c5v = successfully.
“TIP Job Histary will be displayed for 60 days from the load date
TIP Please submit the Rate Card for approval once it is uploaded successfully
Down Load Template | ‘ Upload ‘
PMData Time Motifications Home Logout Preferences
Privacy Statement Copyright (c) 2006, ©
Step Action
4. The Select File for Upload field will be populated.

Click the Upload button to launch the Batch Request.
Upload
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PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

D Confirmation
The Batch Number 28832148 has been launched sucessfully.

Home Logout Preferences

User Name EB87693

Upload File - Status

®TIP Job History will be displayed for 60 days from the load date
® TIP Flease submit the Rate Card for approval once it is uploaded successfully

Privacy Statement

Data File Loader Batch Requests:

View By IAII Jobs 'l EI

Data File Batch Number Successful

Type = |File Status Lines

ime Card 28832148 TimeCardExport- Pending 0

579540.csv

Time Card 28831749 TimeCardExport- Completed 9
579540.csv

* Select File for Upload Browse...

Rejected Batch Run
Lines Date
0 06/22/2012

0 06/22/2012

PM Data Time Notifications Home Logout Preferences

Down Load Template | | Upload |

Details Comments

= The batch request has completed
g successfully.

Down Load Template ‘ | Upload |

Copyright (c) 2008, Oracle. All rights reserved

Step

Action

The page will refresh to display a Confirmation message stating the Batch was launched successfully.

* The current Batch will always be the first on the list of Jobs.
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PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

D Confirmation
The Batch Number 28832148 has been launched sucessfully.

Home Logout Preferences

User Hame E87693

Upload File - Status

* Select File for Upload I Browse..

Data File Loader Batch Requests:

View By |AllJobs = IEI

Data File Batch Number Successful Rejected Batch Run

Type - |File Status Lines Lines|Date

Time Card 28832148 TimeCardExport- Pending 0 006/22/2012
379540.csv

Time Card 28831749 TimeCardExport- Completed 9 006/22/2012
579540.csv

®TIP Job History will be displayed for 60 days from the load date
*TIP Please submit the Rate Card for approval once it is uploaded successfully

PM Data Time MNotifications Home Logout Preferences

Privacy Statement

Down Load Template | | Upload |

Details Comments

The batch request has completed
successfully.

Down Load Template | | Upload |

All rights resenved.

Action

Step

(o]

Click the Go button to refresh the page and monitor the Status.

As the Batch runs, the Status progresses from Pending to Running to Completed.
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Home Logout Preferences
PM Data | Time | Hotifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name EB7693
Upload File - Slat
Down Load Template ‘ Upload ‘
* Select File for Upload I Browse...
Data File Loader Batch Requests:
View By IAII Jobs x| | Go
Data File Batch Number Successful RejectedBatch Run
Type = [File Status Lines Lines Date Details Comments
Time Card 28832148 TimeCardExport- Completed 9 0 06/22/2012 & The batch request has completed
579540.csv = successfully.
Time Card 28831749 TimeCardExport- Completed 9 006/22/2012 g The batch request has completed
579540.csv = successfully.
“TIP Job History will be displayed for 60 days from the load date
“TIP Flease submit the Rate Card for approval once it is uploaded successfully
Down Load Template | Upload |
PM Data Time Notifications Home Logout Preferences
Privacy Statement Copyright (¢) 2008, Oracle. All rights reserved.
Step Action
7. When the batch is Completed, you will see a number for:

valid data.

not contain valid data.

Rejected Lines, the Details icon will be blue and active.

* You would click the Details icon to view Time Card errors.

Number 20 in your Time Card template.

* Successful Lines - Number of Time Card lines in which all cells are populated as required and contain

* Rejected Lines - Number of Time Card lines in which at least one cell is not populated as required or does
As you can see, all Time Card lines were uploaded successfully in this exercise. However, if there are any
** You would then be taken to a Rejections page displays the Time Card Line Number that failed, the
Field Type, an Error Description and the Suggested Corrective Action. Since the Time Card template

includes a Header line, the Line Number indicated will refer to the following Line Number in your Time
Card file. For instance, Line Number 19 in the Rejection window will indicate you should correct Line

*** |f one Time Card line is Rejected in the upload, the entire upload is rejected. You will then correct
the errors and re-upload the Time Card template using the process you just reviewed.
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Home Logout Preferences

PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | €CTM Timecard Upload
User Name EE8769

Down Load Template ‘ | Upload |

Upload File Sfatus

* Select File for Upload Browse... |

Data File Loader Batch Requests:

View By IAII Jobs 'l IEI

Data File Batch Number Successful Rejected Batch Run

Type  |File Status Lines Lines Date Details Comments

Time Card 28832148 TimeCardExport- Completed 9 0 06/22/2012 | The batch request has completed

579540.csv = successfully.

Time Card 28831749 TimeCardExport- Completed 9 006/22/2012 = The batch request has completed

579540.csv = successfully.

= TIP Job History will be displayed for 60 days from the load date
“TIP Flease submit the Rate Card for approval once it is uploadad successfully

Down Load Template | | Upload |

PM Data Time Motifications Home Logout P
Copyrigh acle. All rights reserved

Privacy Statement

Step Action
With a successful upload Click the CCTM Timecard Home link.

CCTM Timecard Home
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Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name EB7693
OuU Name IAMEREN OF UNIT =
Time Cards In Draft Stage
PO ‘ ‘ ‘ Total Timecard Comment/Change
HNumber OUName |Supp | itter Time Card Period(Week Ending Date) ~ A 14 Attachments
575311 AMEREN OP |IT TEST Minor(SCProcPerf 1105), 01/08/2012 960.00 :ﬂj
UNIT SUPFLIER 1 Katherine A
R AMEREN OP IT TEST Minor(SCProcPerf 1105),
579540 |yngr SUPPLER1  Katherine A BT SETRL
Time Cards In Pending Stage
PO I| ‘ ‘ ‘ Total Timecard Comment/Change
Humber OUName |Supp | itter Time Card Period{Week Ending Date) - A t R Attachments
589220 AMEREN OP |IT TEST Minor(SCProcPerf 1105), 06/03/2012 2,736.86 :ﬂj
UNIT SUPFLIER 1 Katherine A
Time Cards In Approved Stage
PO Number OU Name Supplier Submitter Time Card Period(Week Ending Date)  Total Timecard A it C fChange Attach
Mo results found.
Time Cards In Rejected Stage
PO Total Timecard
Humber OU Name |Suppli |Submitter ‘T’me Card Period(Week Ending Date) ~ A 't Rejection Attachments
579540 |AMEREN OPIT TEST Minor(SCProcPerf 02/12/2012 5,536.11 Electricians worked 4 hours on
UNIT SUPPLIER 1 1105), Katherine A Wed. Please re-submit m
accordingly.
579540 |AMEREN OPIT TEST Minor(SCProcPerf 03/18/2012 4,320.00 Laborer did not work Mar 14 :Uj
UNIT SUPPLIER 1 1105), Katherine A
579540 |AMEREN OPIT TEST Minor(SCProcPerf 04/01/2012 5,640.00 Electrician did not work Mar 28 :ﬂﬁ
UNIT SUPPLIER 1 1105), Katherine A
TIP In order to add a new line against a new job to an existing TC please go to CCTM Timecard tab. Enter PO Number and Weekending Date and click on Go. It will
display the TC details, select the Draft in Time Card Listing mode and click on Go. Then you can add craft and enter time against new job in the existing TC

PM Data Time Motificatio Home Logout

racle. All rights reserved

Step Action

0. On your CCTM Timecard Home page you will see the Time Card you have just uploaded in the Time
Cards in Draft Stage section.

To view your Time Card online click the PO Number. For this exercise Click the 579540 link.

279540
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Home Logout Preferences
Hotifications

CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

User Name EB7693

Time Card Main Screen
* Indicates required field

PO Number 579540
PO Type Time and Material
PO Revision 1
QU Name AMEREN OP UNIT

Delete Time card

Comments CCTM Services -
Maintenance,
Construction, Training
iProc Type
Supplier Name IT TEST SUPPLIER 1
Buyer Minor{SCProcPerf
1105), Katherine A

Entry Type Individual, Daily Time Card Period(Week Ending Date) 05/13/2012 Total Hours 88 Total Amount 5,

Total Labor Amount 5,177.50 Total Equipment Amount 165.20 Total Material Amount 106.87 Total Expense Amount
vendor Reference Number [5pga3 | * Change Reason

= Attachments None| Add [

=~ TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IAH - Go

*'TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material Expense
Labor Details

Select All | Select None

PO Line Craft Combination Badge Consultant Mon,May Tue,May Wed,May Thu,May Fri,May Sat,May Sun,May Total
Select Status Number Craft Local WorkType RateType UOM Number Name o7 o8 o9 10 11 12 13 Houriflj
< | >
Done [ | [ | |7 Trusted sites [ = o0 - A
Step Action
10. Online, your Time Card is separated into 3 sections - PO Header Details, Time Card Details and

Labor/Equipment/Material/Expense Details.

The first section of the Time Card, the PO Header Details, displays information pulled directly from the
Purchase Order (PO Type, Comments, Revision nhumber, Buyer name).

The Time Card Details section displays your Vendor Reference Number as well as Total

Labor/Equipment/Material/Expense Amount. In this section you will upload/add an Attachment(s) - a
requirement for every Time Card submitted.
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User Name E87693.%

Time Card Main Screen
* Indicates required field Delete Time card

PO Header Details

PO Number 579540 Comments CCTM Services -
PO Type Time and Material Maintenance,
PO Revision 1 Construction, Training
OuU Name AMEREN OP UNIT iProc Type

Supplier Name IT TEST SUPPLIER 1
Buyer Minor{SCProcPerf
1105), Katherine A

Time Card Details

Entry Type Individual , Daily Time Card Period{Week Ending Date) 05/13/2012 Total Hours 88 Total Amount 5,
Total Labor Amount 5,177.50 Total Equipment Amount 165.20 Total Material Amount 106.87 Total Expense Amount
e Vendor Reference Number [5pg4q3 | = Change Reason

Attachments None| Add j

= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode | All - Go
= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt'.

Labor Equipment Material Expense ‘
Labor Details

Select All | Select Hone

PO Line Craft Combination Badge Consultant Mon,May Tue,May Wed,May Thu,May Fri,May Sat,May Sun,May Total
Select Status Number Craft Local WorkType RateType UOM Humber Name o7 08 09 10 11 12 13 Hours/
Draft 1 OPERATOR 520 ST Hours Jered Evans 5 5 E a o 0 a 15
r
Draft 1 LABORER 1084 ST Hours Tom Smith 4 “ 5 a a 0 a 13
. | »
Done T [ Trusted sites w4

Step Action
11. At the bottom of the page you will see Labor, Equipment, Material and Expense tabs.

*You can Click on each Tab view Time Card Details which correspond to the sections populated in your
Time Card template.
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PO Number 579540 Comments CCTM Services - -
PO Type Time and Material Maintenance,
PO Revision 1 Construction, Training
OU Name AMEREN OP UNIT iProc Type

Supplier Name IT TEST SUPPLIER 1
Buyer Minor{SCProcPerf
1105), Katherine A

Time Card Details
Entry Type Individual, Daily Time Card Period(Week Ending Date) 05/13/2012 Total Hours 88 Total Amount 5,
Total Labor Amount 5,177.50 Total Equipment Amount 165.20 Total Material Amount 106.87 Total Expense Amount
Wender Reference Number ~| * Change Reason
=
Attachments None Add H

E
& TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IAH - Go

= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

506432

Labor Equipment Material Expense
Labor Details

Select All | Select None

PO Line Craft Combination Badge Consultant Mon,May Tue,May Wed,May Thu,May FriMay Sat,May Sun,May Total —
Select Status Number Craft Local WorkType RateType UOM Number Name 13:3 o9 il 11 12 13 Hoursf
Draft 1 OPERATOR |520 ST Hours Jered Evans 5 5 5 L1} 0 o a 15
-
Draft 1 LABORER 1084 ST Hours Tom Smith 4 4 5 a 0 a a 13
-
Draft 1 LINEMAN ST Hours Patrick 5 5 5 0 0 0 0 15
Owens -
4 | _l_‘
javascriptitableselectAl(LabarRH’ [ | | Trusted sites 0 -
Step Action
12. To view your Time Card in Edit mode and prepare for submittal Click the Select All link below the section
tabs.
Select All
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PO Number 579540 Comments CCTM Services - -
PO Type Time and Material Maintenance,
PO Revision 1 Construction, Training
OU Name AMEREN OP UNIT iProc Type

Supplier Name IT TEST SUPPLIER 1
Buyer Minor{SCProcPerf
1105), Katherine A

Time Card Details

Entry Type Individual , Daily Time Card Period(Week Ending Date) 05/13/2012 Total Hours 88 Total Amount 5,
Total Labor Amount  5,177.50 Total Equipment Amount 165.20 Total Material Amount 106.87 Total Expense Amount
Vendor Reference Number [s5pg43 ~| = Change Reason
=
Attachments None| Add j

= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode | All - Go
= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material Expense
Labor Details

Select All | Select None

PO Line Craft Combination Badge Consultant Mon,May Tue,May Wed,May Thu,May Fri,May Sat,May Sun,May Total ~—|
Select Status Number Craft Local WorkType RateType UOM Humber Name L] o9 il 11 12 13 Hoursf
Draft 1 OPERATOR 520 ST Hours Jered Evans 5 5 5 a L1} 0 i} 15
I~
Draft 1 LABORER 1084 ST Hours Tom Smith 4 <“ 5 a a 0 a 13
~
Draft 1 LINEMAN ST Hours Patrick 5 5 5 0 0 0 0 15
Owens -
< |
T [ Trusted sites ERT

Step Action
13. Click the Timecard Listing Mode dropdown arrow.

[l =l
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PO Number
PO Type
PO Revision
OU Name

Time Card Details

Entry Type Individual, Daily
Total Labor Amount 5,177.50

579540

Time and Material
1

AMEREN OP UNIT

Comments

Supplier Name
Buyer

CCTM Services -
Maintenance,

Construction, Training

iProc Type

IT TEST SUPPLIER 1
Minor{SCProcPerf
1105), Katherine A

Time Card Period(Week Ending Date) 05/13/2012

Total Equipment Amount 165.20

Total Material

Total Hours 88 Total Amount 5,

| Amount 106.87 Total Expense Amount

506432

Wendor Reference Number
= Attachments None Add

& TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

=] * Change Reason

B

Timecard Listing Mode | Al
= TIP To update a Timel
Mode is set to "AL|

Select All | Select None

Labor Equipment Partial

Labor Details Pending Approval
Receipt
Rejected

PO Line Craft Combination Badge Consultant Mon,May Tue,May Wed,May Thu,May Fri,May Sat,May Sun,May Total
Select Status Number Craft Local WorkType RateType UOM Number Name 13:3 o9 il 11 12 13 Hoursf
Draft 1 OPERATOR |520 ST Hours Jered Evans 5 5 5 L1} 0 o a 15
=
Draft 1 LABORER 1084 ST Hours Tom Smith 4 4 5 a 0 a a 13
~
Draft 1 LINEMAN ST Hours Patrick 5 5 5 0 0 0 0 15
Owens

1 o]

Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T

il

|
DD T I rusted stes

EI00% v /ﬁl

Step Action

14.

Click the Draft list item.
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Supplier Name
Buyer Minor{SCProcPerf

1105), Katherine A

Time Card Details
Entry Type Individual , Daily Time Card Period(Week Ending Date) 05/13/2012

Total Labor Amount  5,177.50 Total Equipment Amount 165.20

PO Number 579540 Comments CCTM Services -
PO Type Time and Material Maintenance,
PO Revision 1 Construction, Traini
OU Name AMEREN OP UNIT iProc Type

ing

ITTEST SUPPLIER 1

Total Material Amount 106.87

Vendor Reference Number [s5pg43
=
Attachments None| Add

= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode - Go

Mode is set to 'ALL' or 'Receipt’.

<

[a] * Change Reason

Bl

= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T

Labor Equipment Material Expense
Labor Details
Select All | Select None
PO Line Craft Combination Badge Consultant Mon,May Tue,May Wed,May Thu,May Fri,May Sat,May Sun,May Total
Select Status Number Craft Local WorkType RateType UOM Humber Name L] o9 il 11 12 13 Hoursf
Draft 1 OPERATOR 520 ST Hours Jered Evans 5 5 5 a L1} 0 i} 15
I~
Draft 1 LABORER 1084 ST Hours Tom Smith 4 <“ 5 a a 0 a 13
~
Draft 1 LINEMAN ST Hours Patrick 5 5 5 0 0 0 0
Owens

Total Hours 88 Total Amount 5,

Total Expense Amount

15
_>l_‘

https:/febusiness. ameren,comfOa_HTML/OA.jsp?page=Jamerenforaclefappsxxcctmjcctmytimecardfwebuif TimeCardPGe:_ti=1454€ | Trusted sites

A 100% - /él

Step Action

15. Click the Go button.

* The page will refresh.

[eo]
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Supplier Name I T TEST SUPPLIER 1
Buyer Minor{SCProcPerf

1105), Katherine A

Time Card Details

Entry Type Individual, Daily Time Card Period{Week Ending Date) 05/13/2012 Total Hours 88 Total Amount 5,
Total Labor Amount 5,177.50 Total Equipment Amount 165.20 Total Material Amount 106.87 Total Expense Amount
= Wendor Reference Mumber [5pg43 - | = Change Reason

Attachments None Add j

= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDr’aft - Go

~TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment = Material Expense

Labor Details

= TIP You cannot delete a line that has been previously approved.

Add Craft | Copy Row

Select All | Select None
PO Line Craft Combination Badge Consultant Mon,May Tue,May Wed,May Thu,May Fri,May Sat,May Sun,May T«
Select Status Number Craft Local WorkType RateType UOM Number Name o7 o8 09 10 11 12 13 H_ |

r orat | 1 9 operaTor 520 sT Hours| Peredevans[ 5 [ 5 [ s [ o [ o 0 o i
 orat | 1 @ LasoRerR 1084 sT Hours]| [romsmin [« [ a [ 5 [ o [ o i of |1

I Draft I 1 q LINEMAN ST Hour’sl IPE(FICK Owe I 3 I 3 I 5 I o I 0 a o 15
‘ L3
[ | [ | [ Trusted sites [ o0 - A

4l

Step Action

16. Time Card details that do not correspond to the Craft Combinations or Rate calculations will be displayed
as editable fields.

* In the Labor and Equipment tabs you can edit PO Line Number and/or Job Number (depending upon
PO Type), Consultant Name, number of units/hours per day. You can also Add Crafts as needed.

** In the Material and Expense tabs you can edit all fields and Add Another Row as needed.
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Supplier Name IT TEST SUPPLIER 1
Buyer Minor{SCProcPerf

1105), Katherine A

Time Card Details

Entry Type Individual, Daily Time Card Period(Week Ending Date) 05/13/2012 Total Hours 88 Total Amount 5,
Total Labor Amount  5,177.50 Total Equipment Amount  165.20 Total Material Amount 106.87 Total Expense Amount
= Vendor Reference Number [5pga3 | = Change Reason

Attachments None| Add j

“TIP attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft hd Go

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt'.

Labor Equipment = Material Expense

Labor Details

= TIP You cannot delete a line that has been previously approved.

Add Craft | Copy Row

Select All | Select Wone
PO Line Craft Combination Badge Consultant Mon,May Tue,May Wed,May Thu,May Fri,May Sat,May Sun,May Tt
Select Status Number Craft Local WorkType RateType UOM Number Name 07 08 09 10 11 12 13 H_ |

[~ Draft 1 9 OPERATOR 520 ST Hours| Jrered Evans s [ s [ s o [ o[ o [T,
[ Draft 1 S LABORER  |1084 ST Hours]| [rom smith 4 [ 4 [ s o [ o @ of i

- Draft 1 Q LINEMAN ST Hoursl IPatnck Owe 5 I 5 I 5 o I o I 0 o _I}L‘
| »
T [ Trusted sites [# 100% - |

<

Step Action

17. CCTM requires that you include an Attachment in the Time Card Details section when submitting a Time
Card.

* Attachments at the line level, in the Material and Expense tabs are optional and DO NOT satisfy the
attachment requirement.

** Contact the designated Approver for each PO with questions regarding what should be attached.

To add an Attachment click the Add button.
*You will be directed to a new page.

[ Add |
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Home Logout Preferences Help
Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
Time: CCTM Timecard Home =
Add Attachment
Cancel Add Another | Apply ‘
Add IDesktop File/ Text/ URL 'l
Attach v i
Title |
Description =]
&l
Category Miscellaneous
Define Attachment
Type & File | Browse.. |
Cure |
© Text -]
B
Cancel Add Another | Apply |
PM Data Time Motifications Home Logout Preferences Help
Privacy Statement Copyright () 2008, Oracle. All rights reserveq
Step Action
18. CCTM allows a File, URL or Text attachment Type.

field.
For this exercise, click the Browse button.

* A Choose File window will open.

Browse... |

* To attach a File, click the Browse button to search for the corresponding file.
** To attach a URL, click the select circle and enter a valid URL in the corresponding field.

*** To attach a Text description, click the select circle and enter the required text in the corresponding
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Look in IE}CETM Overview j - £ E2-

2=l

-/ CCTM Approver Training Manual, pdf
50 CCTM-Process-Flowe, wsd

- | CCTMSupplier Trainingtanual, pdf
ITTestSupplier-RateCard-579536. 05
ITTestSupplier-RateCard-579536, xlsx
ITTestSupplier-RateCard-588999.csv
ITTestSupplier-RateCard-588999, xlsx
KSEnergy-RateCard-576800.csv
KS5-RateCard-576500.xlsx
K5-TimeCard-573587. xsx
TimeZardExport-579540,csv
TimeCardExport-579540, xlsx

r‘E

Desktap

My Documents

o B
@ar
g Computer

File name: || j
=

Files of type: [ 241 Files ()

Open I
Cancel |

P

Home Logout Preferences Help

recard Upload

Cancel ‘ | Add Another | ‘ Apply |

<

Type ' File | Browse... |
cure |
C Text -]
E

Cancel | | Add Another | | Apply |

PM Data Time MNotifications Home Logout Preferences Help

Privacy Statement

Copyright (c) 2006, Oracle. All rights reserved

Step

Action

19.

* The Choose File window will close.
E5L] TimeC ardExpart-579540, cav

Search for and choose the file you want to attach.

For this exercise double-click the TimeCardExport-579540.csv file.
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Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
Time: CCTM Timecard Home >
Add Attachment

Home Logout Preferences Help

Add | Desktop File/ Text/ URL 'I

Attach v tion

Title |
Description =

Category Miscellaneous

Define Attachment
Type & File |C:\D0cumems and Settings'ed7693'\Desktop\CCTM Over,  Browse.. |
Cure
 Text =

PM Data Time MWotifications Home Logout Preferences Help

Privacy Statement

Cancel ‘ | Add Another | | Apply ‘

Cancel | | Add Another | | Apply |

Copyright (c) 2006, Oracle. All rights reserved

Step

Action

20.

The File field will now be populated.

attachment.

For this exercise type Time Sheet Backup in the Title field.

The Title field is optional. If you have multiple attachments you can populate this field to name each
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Home Logout Preferences Help
Notifications

CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
Time: CCTM Timecard Home >

Add Attachment

==y o

Add | Desktop Filef Text/ URL 'I

Attach v

Title |T|me Sheet Backup|
Description =]

Category Miscellaneous

Define Attachment

Type & File |C:\Dncuments and Settings\e87693\Desktop\CCTM Over  Browse...
cure |
© Text =]

Cancel | | Add Another | ‘ Apply ‘

PM Data Time Motifications Home Logout Preferences Help

Privacy Statement Copyright (<) 2006, Oracle. All rights reserved

Step Action
21. If you plan to include multiple attachments, click the Add Another button.

For this exercise click the Apply button, to complete one attachment.

*You will be redirected to the Time Card page.

Apply
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Home Logout Preferences
Notifications
CCTM Timecard Home | CCTM Timecard |

CCTM Timecard Upload Status | CCTM Timecard Upload

User Name EB7693

D Confirmation

Time Sheet Backup attachment has been added successfully.

Time Card Main Screen

* Indicates required field Delete Time card

PO Header Details
PO Number 579540 Comments CCTM Services - |
PO Type Time and Material Maintenance,
PO Revision 1 Construction, Training
OU Name AMEREN OP UNIT iProc Type
Supplier Name IT TEST SUPPLIER 1
Buyer Minor{SCProcPerf
1105), Katherine A
Time Card Details
Entry Type Individual, Daily Time Card Period(Week Ending Date) 05/13/2012 Total Hours 88 Total Amount 5,
Total Labor Amount 5,177.50 Total Equipment Amount 165.20 Total Material Amount 106.87 Total Expense Amount £
. vendor Reference Number [5pg43 ~| * Change Reason
Attachments View| Add j

= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraﬂ - Go

*'TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment = Material Expense
Labor Details

. o

|
Done [ | [ | [ Trusted sites 0 -

Step

Action

22.

On your Time Card page a Confirmation message will display indicating the attachment was added
successfully.
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Return to Timecard Search Approver IMinUr(SCPrucPer‘f 1105), | Save and Submit

(m| Draftl 1 % |LABORER 1084 ST Hours Tom Smith 4 | 4 3 0 | Ul 0 0 |1z

[~ Draft I 1 A LmEMAN I Hours Patrick Owe 3 I 3 E 0 I 0 I 0 0 1=

[~ Draft | 1 & ELecTRICIAN ST Hours Russ Hamilt 5 | 5 5 0 | Dl 0 L

[ Draft I 1 A ELECTRICIAN oT Hours Russ Hamilt 3 I 3 3 0 I 0 I 0 0 1k

r Draft| 1 & FoREMAN ST Hours Steve Miller 5 | 5 5 0 | D| 0 o |1

Save Delete

Delete Time card

PM Data Time MNotifications Home Logout Preferences

Privacy Statement Copyright (c) 2006. Oradle. Al rights reserved.

Step

Action

23.

After attachments are added, and when you are satisfied with Time Card details Click the Save and Submit
button.

Save and Submit
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Home Logout Preferences

Notifications
CCTM Timecard Home | CCTM Timecard |

CCTM Timecard Upload Status | CCTM Timecard Upload

User Name EB7693

D Confirmation

Time Card Submitted Successfully

Time Card Main Screen

* Indicates required field Delete Time card

PO Header Details
PO Number 579540 Comments CCTM Services -
PO Type Time and Material Maintenance,
PO Revision 1 Construction, Training
OU Name AMEREN OP UNIT iProc Type
Supplier Name IT TEST SUPPLIER 1
Buyer Minor{SCProcPerf
1105), Katherine A
Time Card Details
Entry Type Individual, Daily Time Card Period(Week Ending Date) 05/13/2012 Total Hours 88 Total Amount 5, |
Total Labor Amount 5,177.50 Total Equipment Amount 165.20 Total Material Amount 106.87 Total Expense Amount £
. vendor Reference Number [5pg43 ~| * Change Reason
Attachments View| Add j

= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraﬂ - Go

*'TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material Expense
Labor Details

4

4 | 3
https: /jsbusiness. ameren.com/oa_HTMLJOA. jsp?page=famerenjoraclefapps xxcctm/cctmytimecardfwebuifAmrsupplierHomePEa:_t |7 Trusted sites = 100% -

Step

Action

24,

The page will refresh to display a Confirmation message stating the Time Card was submitted
successfully.

Click CCTM Timecard Home.
CCTM Timecard Home
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Notifications

CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name E87693
OU Name |AMEREN OF UNIT 'I
Time Cards In Draft Stage
PO | ‘ ‘ ‘ Total Timecard Comment/Change
Number OUHName |Suppli | itter Time Card Period(Week Ending Date) = A 14 Attachments
575311 | AMEREN OP |IT TEST Minor{SCProcPerf 1105), |01/08/2012 960.00 o
UNIT SUPPLIER 1 Katherine A b
Time Cards In Pending Stage
PO | ‘ ‘ ‘ Total Timecard Comment/Change
Humber OU Name  |Supp | itter Time Card Period(Week Ending Date) - Al it Attachments
579540 AMEREN OP IT TEST Minor(SCProcPerf 1105), 05/13/2012 5,536.11 e
UNIT SUPPLIER 1 Katherine A b
589220 AMEREN OP IT TEST Minor(SCProcPerf 1105), |06/03/2012 2,736.86 e
UNIT SUPPLIER. 1 Katherine A b
Time Cards In Approved Stage
PO Number OU Name Supplier Submitter Time Card Period(Week Ending Date) Total Timecard A it C /Change Attach
Mo results found.
Time Cards In Rejected Stage
PO | Total Timecard
HNumber OU Name |Supp | itter Time Card Period(Week Ending Date) ~ A t Rejection Attachments
579540 AMEREN OPIT TEST Minor(SCProcPerf 02/12/2012 5,536.11 Electricians worked 4 hours on
UNIT SUPPLIER 1 1105), Katherine A Wed. Please re-submit 0
accordingly.
579540 |AMEREN OPIT TEST Minor(SCProcPerf 03/18/2012 4,320.00 Laborer did not work Mar 14 o
UNIT SUPPLIER 1  1105), Katherine A b
579540 |AMEREN OPIT TEST Minor(SCProcPerf 04/01/2012 5,640.00 Electrician did not work Mar 28 o
UNIT SUPPLIER 1  1105), Katherine A b
& TIP In order to add a new line against a new job to an existing TC please go to CCTM Timecard tab. Enter PO Number and Weekending Date and dlick on Go. It will
display the TC details, select the Draft in Time Card Listing mode and click on Go. Then you can add craft and enter time against new job in the existing TC

PM Data Time Motifications Home Logout Preferences

Privacy Statement

Copyright (c) 2006, Oracle. All rights reserved.

Step

Action

25,

Home.

review and action.

*** You will receive an automated email notification when actio

You will see your Time Card in the Time Cards in Pending Stage section of your CCTM Timecard
* The Time Card Approver will receive an automated email notification, stating the Time Card is pending

** You can make changes to a Time Card in Pending or Approved status, but not after it has reached
Receipt status. Refer to topic S1.2.11 Make Time Card Changes.

n has been taken on your Time Card.
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S1.2.6 Time Card Draft Enhancements

In the manual Time Card process, when conducting a PO Number search, initial search results will
now be displayed sorted by PO Number, in descending order. Results can then be further sorted in
Descending or Ascending order, by clicking Column Headers.

In the process of creating a manual Time & Materials Time Card, when the Supplier user clicks the
Add Craft or Add Equipment button, the Rate will now be displayed for every Rate Card Craft
Combinations.

To streamline the Lien Waiver process and ensure a more timely payment release, when a CCTM
Purchase Order is placed with Lien Waiver = Yes, Supplier users can attach required documentation
to applicable Time Cards. With new functionality, a Tip message will be displayed in any Time Card
Draft referencing this type of Purchase Order, indicating the same.

When a Time Card is uploaded with errors or incorrect data, the associated line(s) are shown as
unsuccessful, with error messages displayed for each line. However, original CCTM functionality
displayed only one error message per Time Card line. As a result the Supplier was forced to upload a
Time Card multiple times in order to view all errors. New CCTM functionality will display more error
messages per line, per upload, enabling the Supplier to make more changes at once and reduce the
number of subsequent upload attempts. Further, all error messages were re-evaluated and
updated, to make them more informational. Finally, an Export button was added to the error Details
page, allowing Suppliers to view all errors via MS Excel.

For some CCTM Purchase Orders there are a significant number of Jobs associated via EMPRV, or
assigned from DOJM, resulting in system performance issues. In these situations Supplier users,
attempting to submit hefty Time Cards, have experienced an extended delay in the process. As part
of this project the Time Card process was re-evaluated, with implemented changes resulting in
significant improvements in efficiency for:

Supplier Time Card upload
Supplier review and submittal of uploaded Time Card draft
Supplier manual Time Card entry

[ ]
[ ]
[ ]
e Approver review and action for pending Time Cards
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n Naigalor ¥ B Favorfes v Home Logout Preferences Diagnostics
Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status ~ CCTM Timecard Upload
User Name PROCESS PERFORMANCEGROUP@AMEREN.COM
* ndicates required field
Time Card Search
ouhame [ERGNOPUNTY]  *sceatiero | | Q * Wesk Ening it [60]
¥TIP Future Week Ending Periods are not allowed. Future Week Ending Periods will default to current wesk ending period.
PMData Time Noffications Home Logout Preferences Diagnostics
About this Page  Privacy Statement Copyight (c) 2008, Oracle. Al ights esenved.
Step Action
1. When creating a manual Time Card (Fixed Price or Time and Material), you can click the Select the

PO icon to search for a PO Number.

Q
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Search and Select: Select the PO

35 Diagnostics

g _
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

MW search By |PD Humber | Go
oy Go
4

_

Select Quick Select PO Number PO Type Supplier Name Org Name PO Description
Abg| No search conducted. | Oracle. All rights reservec

About this Page

GROUP@AMEREN.CO

< >
100% ~ i
Step Action
2. Click the Go button to view all valid PO Numbers.

[Go]

Page 125



Al
“aAmeren

FOCUSED ENERGY. for [ife. Ameren Oracle eBusiness CCTM Supplier
(=2 Search and Select List of Values - Internet Explorer EI@
Search and Select: Select the PO A
Cancel Select
cd | Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.
M search By | PO Number ﬂ ‘ Go
ol
Results
<) Previous Il-lD V| Next 10 G
Select Quick Select PO Number [PO Type Supplier Name Org Name PO Description
,‘3 763940 Fixed Price IT TEST SUPPLIER 1 AMEREN OP UNIT CCTM4 Training DOIM FP
,‘3 763939 T Fixed Price IT TEST SUPPLIER 1 AMEREN OP UNIT CCTM4 Training iProc FP
,‘3 763938 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT CCTMé4 Training EMPRV FP
,‘3 763937 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT \CCTM4 Training EMPRV T&M
,‘3 763936 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT CCTM4 Training DOIM T&M
,‘3 763935 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT \CCTMé4 Training iProc T&M
,‘3 750535 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT \CCTM Services - Testing Purposes Only
,‘3 739124 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT CCTM Services - Testing Purposes Only
4 D >
https://gobldoaZ.ameren.com:B004/0A_HTML/OA jsp?region=/ameren/oracle/apps/mcctm/cctm/timecard/lov/webui/POSearchLovRNEn #,100%  ~
Step Action

With new functionality, initial search results will now be displayed sorted by PO Number, in descending
order. Results can then be further sorted in Descending or Ascending order, by clicking Column Headers.

Click the PO Number column to sort in ascending order.

PO Numbei
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Search and Select: Select the PO

GROUP@AMEREN.COM
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

1 search By [P0 Number | Go

oy Go

7 _
l 2 Previous I. Next 10 G -
Abg| Select Quick Select|P0 Number ~ |p0 Type |3-Ipﬂl Name |0rg Name |p0 Description , Oracle. All rights reserved.

O % 726482 Time and Material 1T TEST SUPPLIER 1 AMEREN OP UNIT

O % 726483 Fixed Price IT TEST SUPPLIER 1 AMEREN OP UNIT

O % 737934 Time and Material 1T TEST SUPPLIER 1 AMEREN OP UNIT tEST

O =i 739124 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT CCTM Services - Testing Purposes Only

O =i 750535 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT CCTM Services - Testing Purposes Only

O =3 763935 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT CCTM4 Training iProc T&M

O =3 763936 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT CCTM4 Training DOIM T&M

O =3 763937 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT CCTM4 Training EMPRV T&M v

—~ =Y EELT LYY e e e d R Ad el T AT SRR TR 4 A RACAERL AR AT AT T e - FRARRY R

< >
Done. #100% ~
Step Action
4. Click the PO Type column to sort results in descending order, from Fixed Price to Time and Material.

PO Type
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Search and Select: Select the PO

GROUP@AMEREN.COM

N To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search EyIPD Number I Go

oy Go

/_

. (2 Previous Next 10 -
4% select Quick Select PO Number [P0 Type ~ |supplier Name org Name PO Description | Oracie. Al ights reserved.

=i

=23 763939 Fixed Price IT TEST SUPFLIER 1 AMEREN OP UNIT |CCTM4 Training iProc FP
== 9
B 763940 Fixed Price IT TEST SUPPLIER 1 AMEREN OP UNIT |CCTM4 Training DOIM FP
== 9
O i 726483 Fixed Price IT TEST SUPFLIER 1 AMEREN OP UNIT
O =it 730124 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT \CCTM Services - Testing Purposes Only
O 1 726482 Time and Material IT TEST SUPPLIER 1 AMEREN OF UNIT
O =3 737934 Time and Material 1T TEST SUPPLIER 1 AMEREN OP UNIT {tEST
O B 750535 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT \CCTM Services - Testing Purposes Only
O 23 763936 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT \CCTM4 Training DOIM T&M v
~ =) “rmane oo e d MAbe il T AT SRR TER 4 ARACPERL AR T AR T e HFee TR RS
< 2>

https://goblkdoa ameren.com:8004/0A_HTML/OA.jspiregion=/ameren/oracle/apps/occctm/cctm/timecard/lov/webui/POSearchLovRMN&y H100% p

Step Action
5. Click the PO Type column again to sort results in ascending order, from Time and Material to Fixed
Price.
Y
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Search and Select: Select the PO

GROUP@AMEREN.CO
N To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By |PD Number | Go

oy Go

7 _

. (2 Previous I. Mext 10 G -

2 select Quick Select |P0 Humber |P0 Type~ |&|p|iar Hame |0|-g Name |p0 Description . Oracle. All rights reservec
O

%:l 763937 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT CCTM4 Training EMPRV T&M

O i 750535 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT CCTM Services - Testing Purposes Only
9] =1 737934 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT tEST
O 4 763938 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT CCTM4 Training EMPRV FP
O 4 763935 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT CCTM4 Training iProc T&M
9] i1 763936 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT CCTM4 Training DOIM T&M
O i 739124 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT CCTM Services - Testing Purposes Only
O 4 726482 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT v
~ =2 ELY LY [y, W T AT ALIRRL TR 4 A RIERERL AR T
< >

https://goblxdoa ameren.com:8004/0A_HTML/OA.jspiregion=/ameren/oracle/apps/cctmy/cctm/timecard/lov/webui/POSearchLovRN&y le% A

Step Action
6. Click the PO Description column to sort search results in descending order.
00 Descriptic
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Search and Select: Select the PO

GROUP@AMEREN.COM
To find your item, select a filter itemn in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By |PD Number | Go

oy Go

7 _
. © Previous I. Next 10 G -
Aby| select Ql.'[l(Sdect|POH|.lnber ‘POTy'pe |S|.|p|ﬁrllame |0lgllalne ‘PO Description - , Oracle. Al rights reserved.

O Eat 750535 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT CCTM Services - Testing Purposes Only

O % 739124 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT CCTM Services - Testing Purposes Only

O = 763940 Fixed Price IT TEST SUPPLIER 1 AMEREN OF UNIT CCTM4 Training DOIM FP

O =3 763936 Time and Material IT TEST SUPPLIER 1 AMEREN OF UNIT CCTM4 Training DOIM T&M

O =2 763938 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT CCTM4 Training EMPRV FP

O =i 763937 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT CCTM4 Training EMPRV T&M

O = 763939 Fixed Price IT TEST SUPPLIER 1 AMEREN OP UNIT CCTM4 Training iProc FP

Q = 763935 Time and Material IT TEST SUPPLIER 1 AMEREN OF UNIT CCTM4 Training iProc T&M v
—~ = —nnn e = s o e o e e e e

~

>
https://goblxdoa2.ameren.com:B004/0A_HTML/OA jspiregion=/ameren/oracle/apps/cctm/cctm/timecard/lov/webui/POSearchLovRN&y #,100% ~

Step Action
7. Click the PO Description column again to sort search results in ascending order.
M) Descriptic
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Search and Select: Select the PO

GROUP@AMEREN.CON
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By |PD Humber | Go
%

= Previous I. Mext 10 -l
Select Quick Select [PO Number ~ [PO Type |Supplier Hame ~ |Org Name |PO Description \ Oracla. Al rights rasarvad

Go

=% ixed Price rainin
% 763940 Fixed Pri IT TEST SUPPLIER 1 AMEREN OF UNIT CCTM4 Training DOIM FP
=% ixed Price raining iProc
% 7630939 Fixed Pri IT TEST SUPPLIER 1 AMEREN OF UNIT CCTM4 Training iProc FP
= ime and Material rainin
?..; 7630938 Ti d Material IT TEST SUPPLIER 1 AMEREN OP UNIT CCTM4 Training EMPRV FP
O s 763937 Time and Material IT TEST SUPPLIER 1 AMEREM OP UNIT CCTM4 Training EMPRV T&M
(@] =4 7630936 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT CCTM4 Training DOIM T&M
(@] =4 763935 Time and Material IT TEST SUPPLIER 1 AMEREM OP UNIT CCTM4 Training iProc T&M
O =i 750535 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT CCTM Services - Testing Purposes Only
O =i 739124 Time and Material IT TEST SUPPLIER 1 AMEREN OP UNIT CCTM Services - Testing Purposes Only y
~ A —nrana S dRiobo ] T TrAT SRR TER 4 ARIERERL AR LRI Lee
< >

https://goblxdoa2.ameren.com:8004/0A_HTML/OA jsp?region=/ameren/oracle/apps/iccctm)/cctm/timecard/lov/webui/POSearchLovRN&:  #,100% e

Step

Action

Click the Quick Select icon for the PO Number against which you want to create a Time Card.
B

Page 131



Al

“/\meren _ . .
FOCUSED ENERGY. for [ife. Ameren Oracle eBusiness CCTM Supplier

n Naigaior v B Favorites ¥ Home Logout Preferences Diagnostics

PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status ~ CCTM Timecard Upload

User Name PROCESS_PERFORMANCEGROUP@AMEREN.COM
* Tndicates required field

Time Card Search

U Name: [AMEREN 0P UNIT]V] * Select the PO 76303 & * Week Ending Date [10/0/2016 @

#TIP Futura Week Ending Periods are not allowed. Future Week Ending Pariods will default to currant wask ending period.

PMData Time Noffications Home Logout Preferences [iagnostics

About this Page  Prvacy Statement Gopyright (c) 2008, Oracle. Al ights reserved.

Step Action

0. Enter a Week Ending Date and
click the Go button.

[e0]
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Time Card Main Screen

User Name PROCESS_PERFORMANCEGROUP@AMEREN.CC

* Indicates required field

PO Header Details

PO Number 763937 OU Name
PO Type Time and Material Comments
., ;

FO R on

Supplier Name
Buyer

“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details
Entry Type Individual, Daily Time Card Period{Week Ending Date)

Total Labor Amount Total Equipment Amaount

* Attachments None

Delete Time card

AMEREN OP UNIT
CCTM4 Training EMPRV
T&M
ITTEST SUPPLIER 1
Hudson(StorsWhshNu
CA-460), Robin G

Total Hours Total 4

Total Material Amount

Total Expense Amount

Vendor Reference Number
Add...

“TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraft W Go

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the|

Mode is set to 'ALL' or 'Receipt'.

Labor Equipment Material Expense
Labor Details

“TIP You cannot delete a line that has been previously approved.

Add Craft | Copy Row

PO Line Job Craft Combination
Select Status Number Number Craft Local WorkType RateType UOM Number Name
Mo
results
found.

Save Delete

Badge Consultant Mon,Oct Tue,Oct Wed,Oct Thu,Oct Fri,Oct Sat,Oct Sun,Oct Total

* Change Reason

o5 06 o7 03 09 Hours/Un|

Step

Action

10.

documents to the Time Card.

The Lien Waiver field will now be displayed within the Time Card Approval Header along with other PO
details. A Tip message will also be displayed indicating If Lien Waiver is Yes, attach Lien Waiver

*NOTE™ In this case the technology precedes the process. There is no current requirement for Time

Card rejection or Supplier follow up, on the part of the Approver, if the documentation is not

attached. Until Further notice you can continue with your current Lien Waiver submittal process.
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User Name PROCESS_PERFORMANCEGROUP@AMEREM.COM
Time Card Main Screen

* Indicates required field

PO Header Details

PO Number 763937 OU Name AMEREN OP UNIT
PO Type Time and Material Comments CCTM4 Training EMPRY

TR e 3 &M
Supplier Name I T TEST SUPPLIER 1

Buyer Hudson(StorsWhsHu
CA-460), Robin G

~TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details

Entry Type Individual , Daily Time Card Period(Week Ending Date) 10/09/2016 Total Hours Total Am|

Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount

* Aftachments Hene Vendor Reference Number
Add

= Change Reason

" TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraft o Go

~TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T|
Mode is set to 'ALL" or 'Receipt’.

Labor Equipment Material Expense
Labor Details

“TIP You cannot delete a line that has been previously approved.

Add Craft | Copy Row

PO Line Job Craft Combination Badge Consultant Mon,Oct Tue,0ct Wed,Oct Thu, Oct Fri,Oct Sat,Oct Sun,0Oct Total
Select Status Number Number Craft Local WorkType RateType UOM Number Name 03 04 05 06 o7 08 09 Hours [ Unitz|
Mo
results
found.

Save Delete

Step Action
11. In the Labor tab of a Time and Materials Time Card draft, click the Add Craft button.
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Time Card Details

Entry Type Individual , Daily Time Card Pericd(Week Ending Date) 10/09/2016 Total Hours Total Arr]

Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount

= Attachments None Vendor Reference Number
Add...

* Change Reason

~ TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft Go

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T|
Mode is set to 'ALL" or 'Receipt’.

Labor Equipment Material Expense
Labor Details

“TIP You cannot delete a line that has been previously approved.

Add Craft | Copy Row I

Select All | Select None

PO Line Craft Combination Badge Consultant Mon,Oct Tue,Oct Wed,Oct Thu,Oct Fri,Oct Sat,Oct
Select Status Number Job Number Craft Local WorkType RateType UOM Number Name [1k3 04 os 06 o7 o8

Draft |1 04503854/150) 2, FOREMAN ST Hours Tomiones | 8 | 8 [ |

= Draft 1 04503854/0 .| 4 ELECTRICIAN ST Hours Sim Smith | [ [ = |
Export Labor

Return to Timecard Search Approver |Minor(SCFrocFerf 1105), | Save and Submit

Delete Time card

Step Action

12. Search for and select relevant Craft Combinations, populate the PO Line Number and/or Job Number,

Consultant Name, Date, and Subcontractor fields as applicable for every Time Card line. Click
the Save button.
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Tiiie Card Delais

Entry Type Individual , Daily Time Card Period(\Week Ending Date)} 10/09/2016 Total Hours 36 Total Amount 2,3
Total Labor Amount  2,340.00 Total Equipment Amount  0.00 Total Material Amount  0.00 Total Expense Amount 0.
* Aftachments None vendor Reference Number = Change Reason

Add...

* TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraﬁ: ~] | 6o

¥ TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the
Mode is set to 'ALL" or 'Receipt’.

Labor | Equipment Material Expense
Labor Details

“TIP You cannot delete a line that has been previously approved.

Add Craft | Copy Row

Select All | Select None
PO Line
Select Status Number Job Number Craft Local WorkType RateType UOM Number Hame 03

Draft 1 04503854/0 | 4 ELECTRICIAN sT Hours| IJ\mSmlth | 4 | 8 | |

Craft Combination Badge Consultant Mon,0ct Tue,Oct Wed,Oct Thu,Oct Fri,Oct Sat,Oc
04 os 06 07 08

Draft 1 04503854/150) 4 FOREMAN ST Hoursl ITOmJDneS 8 I 8 I 8 I I

Save Delete
Export Labor

Save and Submit
Delete Time card

Al rights

Return to Timecard Search Approver

PM Data Time MNotifications Home Logout Preferenc

About this P:

Step Action
13. Click the Export Labor button.
| Export Labor I
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Entry Type Individual, Daily Time Card Period(Week Ending Date) 10/09/2016 Total Hours 36 Total Amount 2,34
Total Labor Amount  2,340.00 Total Equipment Amount  0.00 Total Material Amount 0.00 Total Expense Amount 0.0
* Change Reason

= Attachments None Wendor Reference Number
Add

“TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft Go
¥ TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T

Mode is set to 'ALL' or 'Receipt’.
Labor Equipment = Material Expense
Labor Details

*TIP You cannot delete a line that has been previously approved.

Add Craft || Copy Row

Select All | Select None

PO Line
Select Status Number Job Number Craft Local WorkType RateType UOM Number HName 03 04 o0s 06

Draft 1 04503854/0 @, [ELECTRICIAN ST Hours IJim Smith I 4 I 8 I

Craft Combination Badge Consultant Mon,Oct Tue,0Oct Wed,Oct Thu,Oct Fri,Oct Sat,0ct
07 08

Draft 1 04503854/150 Q FOREMAN ST Hours ITomJones I 8 8 I 8 I

Save Delete
Export Labor

Save and Submit
Delete Time card

11 rights reserved.

Return to Timecard Search Approver

PM Data Time Motifications Home Logout Preferences Diagnostics

About this Page

Do you want to open or save export.csv from goblxdoaZ.ameren.com? Open Save | ¥ Cancel x

Step

Action

14.

Click the Open button.

Open
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EH9-®-13 = export - Microsoft Excel o B R
Home Insert Page Layout Formulas Data Review View Acrobat & e S
oy _ = = . -
j & Caliori S - N = E%] - S General - H g Insert = ﬁ lﬁ
- i3 - 3 Delete - @' H
Paste + % - %, 3 | %0 .00 Condtional Format  Cell s Sort & Find &
- g ° o0 0 Formatting = as Table = Styles ~ LEjF‘W"Et' &2 Filter~ Select~
Clipboard Font 7] Alignment El Number 7] Styles Cells Editing
121 - £ | v
A B C D E F G H 1 J kK|L M|N|O|P| Q]| 2
1 |Status POLine Number Job Number Craft Local WorkType RateType UOM Badge Number Consultant Name Mon Tue Wed Thu Fri Sat Sun T
2 |Draft 104503854/0  ELECTRICIAN ST Hours Jim Smith 4 8
3 |Draft 1 04503854/150 FOREMAN ST Hours Tom Jones 8 8 8
4
I Home Insert Page Layout Formulas Data Review View Acrobat & = B R
i _ = = . -
A 5. o Ay == S e : By s
- B3~ 3 Delete * @ L
Paste B 7f U- - % - o4 s | %0 .00 Condtional Format  Cell mw Sort & Find &
- 7 = ’ 00 Formatting = as Table = Styles * LEjFO”"Et' & Filter~ Select~
Clipboard & Font [F1 Alignment Fl Number [F1 Styles Cells Editing
7 . 5| v
=
H I J K|L|M|N|O P Q R s T u o
1 UOM Badge Number Consultant Name Mon Tue Wed Thu Fri Sat Sun|Total Hours/Units [Total Amount |Diverse Subcontractor? Subcontractor Name Ci
2 |Hours Jim Smith 4 8 12 660 |N
3 |Hours Tom Jones 8 8 8 24 1680 [N
4
Step Action

15.

Amount for each line.

An Excel file will open, displaying all Time Card Labor Details, including Total Hours/Units and Total
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e Cara Deldans

Entry Type Individual, Daiby Time Card Period{Week Ending Date) 10/09/2016 Total Hours 36 Total Amount 2,3}
Total Labor Amount  2,340.00 Total Equipment Amount 0.00 Total Material Amount 0.00 Total Expense Amount 0

* Attachments Nene wendor Reference Number = Change Reason
Add...

“TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mede |Draft Go
~TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.¥ou cannot update a Time Card when the|
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material Expense
Labor Details

¥ TIP You cannot delete a line that has been previously approved.

Add Craft | Copy Row

Select All | Select None
PO Line Craft Combination Badge Consultant Mon,Oct Tue,Oct Wed,Oct Thu,Oct Fri,Oct Sat,04
Select Status Number Job Number Craft Local WorkType RateType UOM Number Name o3 04 o5 06 o7 o8

Draft 1 04503854/0 .| “4 ELECTRICIAN sT Huurs| Jim Smith | 4 | 8 |

Draft 1 04503854/150 &, FOREMAN ST Hnursl Tom Jones 3 | 8 | 8 |

Save Delete
Export Labor

Return to Timecard Search Approver Save and Submit

Delete Time card

PM Data Time Motifications Home Logout Preferences Diagnostics
Copyright (c) 2008, Oracle. All rights reserve]

About this Page Privacy Statement

Step Action
16. Within your online Time and Materials Time Card Draft, click the Equipment tab.

Equipment
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Lien Waiver ¥ Supplier Mame IT TEST SUPPLIER 1
Buyer Hudson{StorsWhsHNu /)

CA-460), Robin G
“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details
Entry Type Individual, Daily Time Card Period{Week Ending Date) 10/09/2016 Total Hours 36 Total Amount 2,34
Total Labor Amount  2,340.00 Total Equipment Amount 0.00 Total Material Amount 0.00 Total Expense Amount 0.0

* Attachments None vendor Reference Number
Add

* Change Reason

* TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft . Go

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor | E Material Expense
Equipment Details

*TIP You cannot delete a line that has been previously approved.

Add Equipment | Copy Row

Craft Combination
PO Line Job Craft

Equipment Mon,Oct Tue,Oct Wed,Oct Thu,Oct Fri,Oct Sat,0ct Sun,Oct Total Ta
Select Status Number Number Type Craft Local WorkType RateType UOM Id 03 04 (153 06 o7 o8 o9 Hours/Units A1
Mo
results
found.

Save Delete
Export Equipments

Return to Timecard Search

Approver

Save and Submit
Delete Time card

PM Data Time Motificatio Home Logout Preferences Diagnos

About th

All rights reses

Step Action

17. Click the Add Equipment button.
| Add Equipment |
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PO Revision 0O
Lien Waiver ¥

Time Card Details

Entry Type Individual , Daily
Total Labor Amount  2,340.00

* Attachments None
Add...

Mode is set to 'ALL' or 'Receipt’.

Equipment Details

Add Equipment | Copy Row

Select All | Select None

PO Line
Select Status Number Job Number

Draft 1 04503854/1500 4

Draft |1 04503854/150)

Save Delete
Export Equipments

PO Type Time and Material

Vendor Reference Number

Supplier Name IT TEST SUPPLIER 1

“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Period(Week Ending Date) 10/09/2016 Total Hours 36

Total Equipment Amount 0.00

Comments CCTM4 Training EMPRV

T&M

Buyer Hudson(StorsWhsHNu
CA-460), Robin G

Total Amount 2,34
Total Material Amount 0.00 Total Expense Amount 0.0

¥ TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode | Draft ~ Go

¥ TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T)|

Labor | Equipment Material Expense

~TIP You cannot delete a line that has been previously approved.

Craft Combination
Craft Mon,Oct Tue,0ct Wed, Oct Thu, Oct Fri,¢
Type Craft Local WorkType RateType UOM Equipment Id o3 04 o5 06 o7
MINI MEX6397 4 1
Equipment, 5T Hours
e EXCAVATOR ,7
Equwpmenti&(iz{MER ST Day (JH7215 1 l_

* Change Reason

Step

Action

18.

Search for and select relevant Craft Combinations, populate the PO Line Number and/or Job Number,
Equipment Id, Date, Subcontractor fields as applicable for every Time Card line. Click the Save button.
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PO Line Craft Mon,0ct Tue, O0ct Wed, Oct Thu,Oct Fri
Select Status Number Job Number Type Craft Local WorkType RateType UOM Equipment Id 03 04 os 06 07
Draft 1 04503854/150) 2 [Equipment JACK sT pay [H7215 1 | [
HAMMER
Draft 1 04503854/150) 9, Equipment (LT ST HnurslMEXﬂg? 4 I 1 I I_
EXCAVATOR
Save Delete
Export Equipments
Return to Timecard Search Approver Save and Submit

CA-460), Robin G
“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details
Entry Type Individual , Daily Time Card Period{Week Ending Date) 10/09/2016 Total Hours 36 Total Amount 2,9
Total Labor Amount  2,340.00 Total Equipment Amount 627.11 Total Material Amount 0.00 Total Expense Amount (

* Aftachments None  vendor Reference Number = Change Reason

Add...

“TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft
“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the
Mode is set to 'ALL' or 'Receipt’.

Labor | Equipment Material Expense
Equipment Details
* TIP You cannot delete a line that has been previously approved.

Add Equipment | Copy Row

Select All | Select None
Craft Combination

Step

Action

19.

Click the Export Equipment button.

| Export Equipments |

Page 142

Ameren Oracle eBusiness CCTM Supplier




AL
“aAmeren

FOCUSED ENERGY. for [ife. Ameren Oracle eBusiness CCTM Supplier

CA-460), Robin G
“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

~
Time Card Details
Entry Type Individual, Daily Time Card Period(Week Ending Date) 10/09/2016 Total Hours 36 Total Amount 2,96
Total Labor Amount  2,340.00 Total Equipment Amount 627.11 Total Material Amount 0.00 Total Expense Amount 0.1

= Attachments None Wendor Reference Number

* Change Reason
Add

“TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraft ~ Go

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor | Equipment Material Expense

*TIP You cannot delete a line that has been previously approved.

Add Equipment | Copy Row

Select All | Select None

Craft Combination
PO Line Craft Mon,Oct Tue, Oct Wed,Oct Thu,Oct Fri,C
Select Status Number Job Number Type Craft Local WorkType RateType UOM Equipment Id 03 04 05 06 o7
Draft 1 04503854/150 X, Equipmenti“:i:(MER sT Day [MH7215 1

Draft 1 04503854/150 3, |Equipment MINI sT housBxezsr [ [« [ 1 [ [

EXCAVATOR
Save Delete
Export Equipments

Return to Timecard Search Approver Save and Submit ‘
b
Do you want to open or save export.csv from gobixdoa2.ameren.com? Open save |v|| cancel Time card |
< >

Step Action
20. Click the Open button.

Open
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X H9-®-4 - export - Microsoft Excel o B R
Home Insert Page Layout Formulas Data Review View Acrobat & e S
=0 % - L = = ) | 3@nsetr E v
Calibri =11 v A A == B = General - =
_j i3 - %] & ‘ﬂ — 3 Delete - @' H
Paste + % - %, 3 | %0 .00 Condtional Format  Cell s Sort & Find &
- E ° o0 0 Formatting = as Table = Styles ~ LEjF‘W"Et' &2 Filter~ Select~
Clipboard Font Fl Alignment El Number 7] Styles Cells Editing
120 - £ v
A B C D E [ G H 1 J K LIM|  N|O P Q =
1 |Status POLine Number Job Mumber Craft Type Craft Local WorkType RateType UOM Equipmentld Mon Tue Wed Thu Fri Sat Sun Tota
2 |Draft 1 04503854/150 Equipment JACK HAMMER ST Day JH7215 1
3 |Draft 1 04503854/150 Equipment MINI EXCAVATOR ST Hours MEX6397 4 1
4
I Home Insert Page Layout Formulas Data Review View Acrobat & = EE ER
ity _ ] 0 | o - -
_i] £ Caiibri i oA = E%] ®r S General - ﬂ % 5% Insert z ﬁ @a
- By~ £ 3 2 Delete ~ @ L
Paste My A~ ~ $ - % » %200 Conditional Format  Cell - Sort & Find &
- = - = ° w0 Formatting = as Table = Styles ~ LEjFUfmﬂt' 2 Filter~ Select™
Clipboard = Font Fl Alignment [Pl MNumber Fl Styles Cells Editing
120 - £ | v
E [ G H 1 J K LM  N|C P Q R ] T ~
1 |Craft Local WorkType RateType UOM Equipmentd Mon Tue Wed Thu Fri Sat Sun Total Hours/Units | Total Amount [Diverse Subcontractor
2 |JACK HAMMER ST Day JH7215 1 1 52.11
3 |MINI EXCAVATOR ST Hours MEX6397 4 1 5 575
1

Step Action

21,

An Excel file will open, displaying all Time Card Equipment Details, including Total Hours/Units and
Total Amount for each line.
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n Navigator ¥ BF Favorites v Home Logout Preferences Diagnostics

PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

User Name PROCESS_PERFORMANCEGROUP@AMEREN.COM
* Indicates required field

Time Card Search

0U Name |AMEREN DPUNITI * Selact the PO 763038 G * Week Ending Date |hu,fnzf2015 @

TIP Future Week Ending Periods are not allowed. Future Week Ending Periods will default to current week ending period.

PMData Time Notfications Home Logout Preferences Diagnostics

About this Page  Privacy Statement

Copyright {cj 2008, Oracle. All rights reserved

Step Action

22. Details can be exported from a Fixed Price Time Card draft as well. Populate the Select the PO and Week
Ending Date fields as usual, and click the Go button.

[eo]
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Al
= ccTM

“i Ameren

N Navigator v B Favorites Home Logout Preferences Diagnostics

Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

Time Card Main Screen
* Indicates required field

PO Header Details

User Name PROCESS_PERFORMANCEGROUP@AMEREN.COM

PO Number 763939 0OU Name AMEREN OP UNIT
PO Type Fixed Price Comments CCTM4 Training iProc FP
PO Revision 0 Supplier Name 1T TEST SUPPLIER 1
Lien Waiver N Buyer Young(Purchasing
1150), Myron B

“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details

Entry Type Individual , Daily Time Card Period(Week Ending Date) 10/02/2016 Total Hours Total A

= Attachments None vendor Reference Number = Change Reason

#TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode | Draft @

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt'.

FP | Labor
FP Details
¥ TIP You cannot delete a line that has been previously approved.
Select Status *PO Line b PO Line A it “Mik A t Db b rator? b ractor Name PO Line Description
Add Another Row | | Save | | Delete

Step Action
23. Within your FP tab, click the Add Another Row button.

| Add Another Row I
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PO Header Details

PO Number 763939 OU Name

PO Type Fixed Price Comments
PO Revision 0 Supplier Name
Lien Waiver N Buyer

“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details

Entry Type Individual , Daily Time Card Period(\Week Ending Date)

AMEREN OP UNIT
'CCTM4 Training iProc FP
ITTEST SUPPLIER 1
Young(Purchasing
1150), Myron B

10/02/ 2016 Total Hours Total Anf

* Attachments Nene Vendor Reference Number I
Add...

Timecard Listing Mode IDraft . Go

Mode is set to 'ALL" or 'Receipt'.

FP | Labor
FP Details

¥ TIP You cannot delete a line that has been previously approved.

Select All | Select None

PO Line
b =Mil *Amount

Select Status PO Line

~TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

*TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T

* Change Reason

Diverse PO Line
Subcontrator? Subcontractor Name Description

[] Draft 1 @ 15,000.00 |Phase 1 Complete |

Add Another Row ‘ Save | Delete |

Export

Return to Timecard Search

400 X 0O I CCTM4 Training
iProc FP

Save and Submit
Delete Time card

erf 1105),

Step

Action

24,

| Add Another Row |

Enter PO Line Number and/or Job Number, Milestone, Amount, and Subcontractor fields as Applicable
for each Time Card Line. Click the Add Another Row button to enter additional details as applicable.
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PO Header Details

PO Number 763939 OU Name AMEREN OP UNIT

PO Type Fixed Price Comments CCTM4 Training iProc FP
PO Revision 0 Supplier Name 1T TEST SUPPLIER 1
Lien Waiver N Buyer Y¥Young(Purchasing

1150), Myron B
“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details

Entry Type Individual , Daily Time Card Period(Week Ending Date) 10/02/2016 Total Hours Total A

= Aftachments Nene  vendor Reference Number = Change Reason

Add...

¥ TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft GO
“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

FP_ Labor
FP Details

~TIP You cannot delete a line that has been previously approved.

Select All | select None

PO Line Diverse PO Line
Select Status “PO Line ber A 14 =Mil “Amount Subcontrator? Subcontractor Name Description
[] |Draft i &K 15,000.00 IPhase 1 Complete | 400.00 O _(;CI’M;PTraming
iProc

] Draft 2| @ 15,000.00 |50% Complete | 7500 O '%CI'M;PTraming
IFroc

Add Another Row | Save | Delete |

Export

Save and Submit
Delete Time card

Return to Timecard Search Approver

Step Action
25. With all Time Card details entered, click the Save button.
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Comments
Supplier Mame 1T TEST SUPPLIER 1
Buyer Young(Purchasing
1150), Myron B

PO Type Fixed Price
PO Revision 0
Lien Waiver M

«“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details

Entry Type Individual, Daily Time Card Period{\Week Ending Date) 10/02/2016 Total Hours 0 Total Amount 7,91

* Attachments None Vendor Reference Number * Change Reason

Add...
“TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraft ~] [ 6o

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the 7

Mode is set to 'ALL' or 'Receipt’.

FP | Labor
FP Details

“TIP You cannot delete a line that has been previously approved.

Select All | Select None
PO Line Diverse PO Line
Select Status PO Line ber A it *Mik “Amount Subcontrator? Subcontractor Name Description
[] Draft i & 15,000.00 IPhase 1 Complete I 400.00 O I CCTM4 Training
iProc FP
[] Draft 2] @ 15,000.00  |50% Complete | 7,500.00 O [ _‘;CTM:PTVB‘"‘"EI
iProc

Add Another Row | Save | Delete |

Export

Save and Submit
Delete Time card

Return to Timecard Search Approver

Step Action
26. Click the Export button.

Page 149




AL
“aAmeren

FOCUSED ENERGY. for [if.

PO Type Fixed Price Comments
PO Revision 0O Supplier Name IT TEST SUPPLIER 1
Lien Waiver N Buyer Young(Purchasing

1150), Myron B

“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details
Total Hours © Total Amount 7,900

Entry Type Individual , Daily Time Card Period{Week Ending Date) 10/02/2016

* Attachments None Vendor Reference Number = Change Reason

Add...

¥ TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode | Draft . Go

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.¥ou cannot update a Time Card when the T

Mode is set to 'ALL' or 'Receipt’.

FP | Labor
FP Details

“TIP You cannot delete a line that has been previously approved.

Select All | Select None
PO Line Diverse PO Line
Select Status “PO Line ber A 14 “Mik “=Amount Subcontrator? Subcontractor Name Description
Draft 1 15,000.00 Fhase 1 Complete 400.00 CCTM4 Training
0 2 I P I . iProc FP
] Draft 2] & 15,000.00 [50% Complete | 7,500.00 O %CTM;PTFWIHQ
iProc

Add Another Row | Save | Delete |

Export

Save and Submit
Delete Time card

1l rights reserved.

Approver

Return to Timecard Search

PM Data Time Motifications Home Logout Preferences Diagnostics

About this Page

Open Save | v Cancel x

Do you want to open or save export.csv from goblxdoa2.ameren.com?

Step

Action

27,

Click the Open button.
Open
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RS

=

j # Calibri
L | Ba-

Paste B 7 U~ | i~

&=

Insert

Data

Page Layout Formulas

AW
S A~

=11

Clipboard 1 Font Alignment

export - Microsoft Excel

Review

=

-

el EZ
o @ o & =
T -
24T @
Sort & Find &
@7 Filter~

Editing

=

View Acrobat

) | geInsert -
g m c
£ % _‘ﬂ ¥ Delete ~

Conditional Format Cell .
Formatting = as Table = Styles = LEijmEt'
Cells

Styles

General

=0 .00
60 .0

$ - % o
Select -

Mumber ]

g fe |

A B C D
1 Status PO Line Number PO Line Amount Milestone
2 Draft 1 15000 Phase 1 Complete
3 Draft 2 15000 50% Complete

4
5
6
7
3

a

10

M4 b H export .~ ¥J

E

Amount
400
7500

I [l] <

F G H I 1
Diverse Subcontrator? Subcontractor Name PO Line Description
CCTM4 Training iProc FP
CCTM4 Training iProc FP

1K

Dot |

| [Fea P9 M 4nnae (0

Step Action

28.

for each line.

An Excel file will open, displaying all Time Card Fixed Price Details, including Milestone and Amount
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S1.2.7 Time Card Requirements for Diverse Subcontractor

In an attempt to improve tracking the inclusion and spend for Diverse Subcontractors, two new
fields have been added to the Time Card: Diverse Subcontractor and Subcontractor Name. When
reporting Labor or Equipment details against a Time & Materials type Purchase Order, or Milestones
against a Fixed Price Purchase Order, if the work was completed by a Diverse Subcontractor, the
Supplier is expected to report the same and include the Subcontractor Name.

™ R @Al IT Test Supplier TC Template PO 763937-Div Sub - Microsoft Excel = B =
Home Insert Page Layout Formulas Data Review View Acrobat o @ o & =
. = ! ] g@Inset~ X v
Calibri -l - T = =[=]| ¥~ S - f:,' [ 2 W
Ea- e A s = = = =l % o 5% Delete - | [~ Z l;a
B 7 O-| i~ M-~-A- === == B~ % - % »+ | %3 ;0 Condtional Format Cell | .., Sort & Find &
=3 - = - - = ° 00 =0 o rmatting * as Table - Styles~ = Format ~ | 2 Fitter~ Select~
Clipboard = Font £l Alignment £ Number £l Styles Cells Editing
ES - JF- | 10/09/2016 =
A B c D I E [ F :
1 DataType PO Number PO Line Number Job Number Time Card Period(Week Ending Date-MM/DD/YY) Vendor Reference Number Craft
2 |LA 763937 1 04503854/310 10/09/2016 ELECTRICIAN
3 LA 763937 1 04503854/310 10/09/2016 LABORER
4 LA 763937 1 04503854/150 10/09/2016 GEMERAL FOREMAN
5 |LA 763937 1 04503854/150 10/09/2016 PROJECT MANAGER
6
Home Insert Page Layout Formulas Data Review View Acrobat [~ o o e ER
=8 . - = = ) g Eemset- E -
Calibri 1l ot A A S == @ = Date - =
=k g W 0 T S AT @
Paste B J U~ i~ M- A === &5 | $ - % » | %2 ;00 | Conditional Format  Cell =n Sort & Find &
- = = - - ° 00 =0 | o rmatting - as Table * Styles ~ i Format = | <2~ Fitter~ select -
Clipboard Font = Alignment = Number = Styles Cells Editing
E4 - Jfe | 10/09/2016 v
N o P a R 5 T U v W X % '~
1 Monday Tuesday Wednesday Thursday Friday Saturday Sunday Total Hours |Diverse Subcontractor |SubContractor Name |Comments Material Description
2 3 3 g v
3 8 8 8 ¥
4 a8 8 8
5 8 8 8
6

Subcontractor and Subcontractor Name.

When reporting Labor or Equipment details for each Craft Combination, if the work was completed by a
Diverse Subcontractor, enter an upper or lower case Y for each applicable Time Card Line. Whena Y is
entered you must also enter the Subcontractor Name accordingly. For all non-applicable
Labor/Equipment lines, leave both fields blank.
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CCTM Timecard Home |

Notifications
CCTM Timecard |

Upload File - Status

1 Navigator ¥

CCTM Timecard Upload Status |

B Favorites v Home Logout Preferences Diagnostics

CCTM Timecard Upload

User Name PROCESS_PERFORMANCEGROUP@AMEREN. CORN

Type
Time
Card
Time
Card
Time
Card
Time
Card
Time
Card
Time
Card
Time
Card
Time
Card
Time
Card
Time
Card

Data File Loader Batch Requests:

Viewr By IAHJDbs . IEI

Data File

Batch
HNumber = File Status

37901384 IT Test Supplier TC Template PO Completed
763937-Div Sub.csv

37901381 IT Test Supplier TC Template PO Completed
763937-Div Sub.csv

37901374 IT Test Supplier TC Template PO Completed
763937-RC Changes.csv

37901367 IT Test Supplier TC Template PO Completed
763937-RC Changes.csv

37901359 IT Test Supplier TC Template PO Completed
763937-RC Changes.csv

37901350 IT Test Supplier TC Template PO Completed
763937-RC Changes.csv

37900950 IT Test Supplier TC Template PO Completed
763036.csv

37900948 IT Test Supplier TC Template PO Failed
763936.c5v

37900841 IT Test Supplier TC Template
763935.c5v

37900838 IT Test Supplier TC Template
763935.csv

Completed

Failed

¥ TIP Job History will be displayed for 60 days from the load date
¥ TIP Flease submit the Rate Card for approval once it is uploaded successfully

PM Data Time Motifications Home Logout Preferences

About this Page  Privacy Statement

Successful
Lines
2

a

Rejected Batch Run
Lines/Date

2/10/20/2016

Details Comments

The batch request has failed. Flease look at the
details and reupload the file after corrections
The batch request has failed. Please look at the
details and reupload the file after corrections
The batch request has failed. Please look at the
details and reupload the file after corrections
The batch request has failed. Please look at the
details and reupload the file after corrections
The batch request has failed. Flease look at the
details and reupload the file after corrections
The batch request has completed successfully.

410/20/2016
1/10/20/2016
1/10/20/2016

110/20/2016

0/10/20/2016

010/19/2016 The batch request has completed successfully.

0/10/19/2016 AMCCTM Time Card Upload File Validation
Failed. View details for more information.

The batch request has failed. Please look at the
details and reupload the file after corrections
AMCCTM Time Card Upload File Validation
Failed. View details for more information.

@l

3/10/19/2016

i}

0/10/19/2016

]

Diagnostics

Copyright (c) 2008, Oracle. All rights reserved

Action

When these fields are not populated correctly within the Excel template, your Time Card upload will
complete with Rejected Lines. Click the Details icon to view failed Line Numbers and Suggested
Corrective Action(s).
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n Navigator ¥ B2 Favorites ¥ Home Logaut Preferences Diagnostics
Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Hame PROCESS_PERFORMANCEGROUP@AMEREN.CON

Rejections
Rejected Lines in Data File Upload Request Id # 37901384

Line Humber Field Type Error Description Suggested Corrective Action

1 Subcontractor Name Invalid The Subcontractor name is null when Diverse Subcontractor is checked ,Please enter Subcontractor Name.

2 Subcontractor Name Invalid The Subcontractor name is null when Diverse Subcontractor is checked ,Please enter Subcontractor Name.

PM Data Time Notifications Home Logout Preferences Diagnostics
About this Page  Privacy Statement Copyright (c) 2008, Oracle. All rights reserved.
Step Action
3. In this example, a Time Card was uploaded with the Diverse Subcontractor field populated, while the
Subcontractor Name field was left blank for each corresponding line.
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FOCUSED ENERGY. for [ife. Ameren Oracle eBusiness CCTM Supplier
N Naigator v B Favoritss v Home Logout Preferences Diagnostics
PM Data | Time | Notifications
CCTM Timecard Home ~ CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name PROCESS_PERFORMANCEGROUP@AMEREN.COM
* Indicates required field
Time Card Search
OU Name | AMEREN OPUNITI * Selact the PO 763037 4 * Week Ending Date (10/02/2016 @
¥TIP Future Weak Ending Periods are not allowed. Future Week Ending Periods will defal: to current week ending period.
PMData Time Noffications Home Logout Preferences Diagnostics
About this Page  Privacy Statement Copyright c) 2008, Oracle. Al ights reserved.
Step Action
4. When creating a manual Time & Materials Time Card, populate Select the PO and Week Ending Date

fields, and click the Go button.

[Go]
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PO Header Details

~
PO Number 763937 0OU Name AMEREN OP UNIT
PO Type Time and Material Comments CCTM4 Training EMPRV
PO Revision © TE&M
Lien Waiver ¥ Supplier Name IT TEST SUPPLIER 1
Buyer Hudson(StorsWhsHu
CA-460), Robin 6

“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card
Time Card Details
Entry Type Individual, Daily Time Card Period{Week Ending Date) 10/02/2016 Total Hours Total Am
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount
* Attachments None vendor Reference Number = Change Reason

Ad

“TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft ~ Go

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt'.

Labor Equipment Material Expense
Labor Details

=~ TIP You cannot delete a line that has been previously approved.

Add Craft || Copy Row

PO Line Job Craft Combination Badge Consultant Mon,Sep Tue,Sep Wed,Sep Thu,Sep Fri,Sep Sat,Oct Sun,Oct Total
Select Status Number Number Craft Local WorkType RateType UOM Number Name 26 27 28 29 30 01 02 Hours/Uni
No
results
found.

Save Delete
Export Labor

Return to Timecard Search Approver Save and Submit
Delete Time card | W

< >

Step Action
5. In your Labor tab, click the Add Craft button to search for and Select Craft Combinations as usual.
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BUYEr T STOTSTITISING

CA-360), Robin G

«“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details
Time Card Period(Week Ending Date) 10/02/2016 Total Hours 0O Total Amount

Entry Type Individual, Daily
Total Material Amount 0.00

Total Equipment Amount 52.11 Total Expense Amount 0.00)

Total Labor Amount 0.00

* Attachments  View Vendor Reference Number * Change Reason

“TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft
“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T|

Mode is set to 'ALL' or 'Receipt'.

Labor Equipment Material Expense
Labor Details

“TIP You cannot delete a line that has been previously approved.

Add craft || Copy Row |

Select All | Select None
PO Line Craft Combination Badge Consultant Mon,Sep Tue,Sep Wed,Sep Thu,Sep Fri Sep Sat, 0«
Select Status Number Job Number Craft Local WorkType RateType UOM Number Name 26 27 28 29 30 o1
Draft |1 04503854/150) A\ ELECTRICIAN ST Hours Tom Jones I 8 8 I 8 I I I

Save Delete

Return to Timecard Search r Pr 105), | Sawve and Submit

Step Action
Populate the PO Line Number and/or Job Number, Consultant Name and Date fields for each Craft

Combination.
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~
LEN OP UNIT
4 Training EMPRV
ST SUPPLIER 1
bn(Storswhshu
50), Robin G
2/2016 Total Hours Total Amount
tal Material Amount Total BExpense Amount
* Change Reason
brd revision.
p-down list and click Go button.You cannot update a Time Card when the Time Card Listing
ige Consultant Mon,Sep Tue,Sep Wed,Sep Thu,Sep Fri,Sep Sat,Oct Sun,Oct Total Total Diverse
mber Hame 26 27 28 29 30 01 02 Hoursj Units Amount Subcontractor? Subcontractor Name Comments
e o B ==
= W
Approver Save and Submit
< >
Step Action

applicable Labor lines, leave both fields blank.

If the work was completed by a Diverse Subcontractor, click the Diverse Subcontractor? Select box for
each applicable Time Card Line, and populate the Subcontractor Name field accordingly. For all non-
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PU Header Details

~
FO Number 763937 OU Name AMEREN OP UNIT
FO Type Time and Material Comments ©OCTM4 Training EMPRV
PO Revision O T&M
Lien Waiver ¥ Supplier Name IT TEST SUPPLIER 1
Buyer Hudson(StorsWhshu
'CA-460), Robin G

“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card
Time Card Details
Entry Type Individual , Daily Time Card Period(Week Ending Date) 10/02/2016 Total Hours Total A
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount
= Attachments None vendor Reference Number * Change Reason

Add...

“TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft Go
“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material Expense
Labor Details

*TIP You cannot delete a line that has been previously approved.

Adi rar

Select All | Select None
PO Line Craft Combination Badge Consultant Mon,Sep Tue,Sep Wed,Sep Thu,Sep Fri,Sep Sat,0c
Select Status Number Job Number Craft Local WorkType RateType UOM Number Name 26 27 28 29 30 o1

Draft 1 04503854/150 A, ELECTRICIAN ST Hours ITDW Jones I I I I

Save Delete
Export Labor

Return to Timecard Search Approver Save and Submit b
< >

Step Action
8. Click the Equipment tab.

Equipment
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PU Header Details

~
FO Number 763937 OU Name AMEREN OP UNIT
PO Type Time and Material Comments CCTM4 Training EMPRV
PO Revision O T&M
Lien Waiver ¥ Supplier Name IT TEST SUPPLIER 1
Buyer Hudson(StorsWhshu
CA-460), Robin 6
“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card
Time Card Details
Entry Type Individual , Daily Time Card Period{Week Ending Date) 10/02/2016 Total Hours Total A
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount
* Aftachments None vendor Reference Number * Change Reason
Ad

“TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft ~ Go

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to "ALL" or 'Receipt'.

Material Expense

*TIP You cannot delete a line that has been previously approved.

Add Equipment | Copy Row I

Craft Combination
PO Line Job Craft Equipment Mon,Sep Tue,Sep Wed, Sep Thu,Sep Fri,Sep Sat,Oct Sun,Oct Total il
Select Status Number Number Type Craft Local WorkType RateType UOM Id 26 27 28 29 30 o1 02 Hours/ Units
No
results
found.

Save Delete
Export Equipments

Return to Timecard Search Approver Save and Submit
W

Delate Time card |
>

<

Step Action
0. Click the Add Equipment button to Search for and Select Craft Combinations as usual.
| Add Equipment |
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PU Header Details

~
FO Number 763937 OU Name AMEREN OP UNIT
FO Type Time and Material Comments ©OCTM4 Training EMPRV
PO Revision O T&M
Lien Waiver ¥ Supplier Name IT TEST SUPPLIER 1
Buyer Hudson(StorsWhshu
CA-460), Robin G

“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card
Time Card Details
Entry Type Individual , Daily Time Card Period(Week Ending Date) 10/02/2016 Total Hours Total A
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount
= Attachments None vendor Reference Number * Change Reason

Add...

“TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraﬂ ~ Go

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor  Equipment Material Expense
Equipment Details
*TIP You cannot delete a line that has been previously approved.

Add Equipment | Copy Row

Select All | Select None

Craft Combination
PO Line Craft Mon,Sep Tue,Sep Wed,Sep Thu,Sep Fri,Sep
Select Status Number Job Number Type Craft Local WorkType RateType UOM Equipment Id 26 27 28 29 30
Draft 1 04503854/310| A, Equipment JACK ST Day |IH6387 1
O HAMMER

Save Delete v

Step

Action

10.

Populate the PO Line Number and/or Job Number, Equipment Id, and Date fields for each Craft
Combination.
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EREN OP UNIT
M4 Training EMPRV

'l
IEST SUPPLIER 1

lson(StorsWhshu
460), Robin G

02/ 2016 Total Hours Total Amount

rotal Material Amount Total Expense Amount

* Change Reason

card revision.

rop-down list and click Go button.You cannot update a Time Card when the Time Card Listing

Mon,Sep Tue,Sep Wed,Sep Thu,Sep Fri Sep Sat,0ct Sun,Oct Total Total Diverse

JOM Equipment Id 26 27 28 29 30 o1 02 Hours/Units Subcontractor? Subcontractor Name G
Step Action
11. For any Equipment details related to the use of a Diverse Subcontractor, click the Diverse

Subcontractor? Select box for each applicable Time Card Line, and populate the Subcontractor Name
field accordingly. For all non-applicable Equipment lines, leave both fields blank.
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FOCUSED ENERGY. for [ife. Ameren Oracle eBusiness CCTM Supplier
N Navigator v BF Favorites ¥ Home Logout Preferences Diagnostics
PM Data | Time | Notifications
CCTM Timecard Home ~ CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name PROCESS_PERFORMANCEGROUP@AMEREN.COM
* Indicates required field
Time Card Search
O llame. [AMEREN 0P UNIT V] * Select the PO 760 Q * Week Ending Date (10/02/2015 @
¥ TIP Future Week Ending Periods are nat allowed. Future Week Ending Periods will default to current week ending period.
PM Data Time Nofifications Home Logout Preferances Diagnostics
About this Page  Privacy Statement Copyright (& 2008, Oracte. Al ighs reserved.
Step Action
12. When creating a manual Fixed Price Time Card, populate Select the PO and Week Ending Date fields,

and click the Go button.

[eo]
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FOCUSED ENERGY. for [if. Ameren Oracle eBusiness CCTM Supplier

Al
= ccTM

“i Ameren

N Navigator v B2 Favorites w Home Logout Preferences Diagnostics

Hotifications
| CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

‘CCTM Timecard Home
Time Card Main Screen
= Indicates required field

PO Header Details

User Name PROCESS_PERFORMANCEGROUP@AMEREN.COM)

PO Number 763939 OU Name AMEREN OP UNIT

PO Type Fixed Price Comments CCTM4 Training iProc FP
PO Revision 0O Supplier Name IT TEST SUPPLIER 1
Lien Waiver N Buyer Young(Purchasing
1150), Myron B

< TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details

Entry Type Individual, Daily Time Card Period(Week Ending Date) 10/02/2016 Total Hours Total Am|

= Aftachments Hene wendor Reference Number = Change Reason

#TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft @
“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T|

Mode is set to 'ALL' or 'Receipt’.
FP | Labor
FP Details

¥ TIP You cannot delete a line that has been previously approved.
= Milk A t D b rator? b ractor Name PO Line Description

Select Status PO Line b PO Line A it

Add Another Row | | Save | | Delete

Step Action
13. Within the FP tab click the Add Another Row button.

Add Another Row
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FO Number 763939 OU Name AMEREN OP UNIT

FO Type Fixed Price Comments ©OCTM4 Training iProc FP ~
PO Revision O Supplier Name IT TEST SUPPLIER 1
Lien Waiver N Buyer Young(Purchasing

1150), Myron B
“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details
Entry Type Individual , Daily Time Card Period(Week Ending Date) 10/02/2016 Total Hours Total A
* Change Reason

= Attachments None Wendor Reference Number I
Add...

“ TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraﬂ . Go

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

FP | Labor
FP Details

*TIP You cannot delete a line that has been previously approved.

Select All | Select None

PO Line Diverse PO Line
Select Status *PO Line b *Amount Subcontrator? Subcontracter Name  Description
[] Draft 1 15,000.00 [Phase 1 Step 10 Complel | 1,uuu.uu| [ABC Company (;CTM:PTraining
IFroc
Draft 2 15,000.00 ect Nbr 2 50% Complete 7500 % CCTM4 Training
= - ’ i 2 I - I iProc FF

Add Another Row | Save | Delete |

Export
Return to Timecard Search Approver |Minor(SCProcPerf 1105), | Save and Submit

Delete Time card

PM Data Time Motifications Home Logout Preferences Diagnostics
About this Page Privacy Statement Copyright {c) 2008, Oracle. All rights reserved. [¥]

Step Action
14. Enter PO Line Number and/or Job Number, Milestone, and Amount as applicable for each Time Card
Line.

If work was completed by a Diverse Subcontractor, for a reported Milestone, click the Diverse
Subcontractor? Select box for each applicable Time Card Line, and populate the Subcontractor Name

field accordingly.
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FO Number 763939
FO Type Fixed Price

PO Revision 0O

Lien Waiver N

“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details

Entry Type Individual , Daily

OU Name
Comments

Supplier Name

Buyer

Time Card Period(Week Ending Date)

AMEREN OP UNIT
'CCTM4 Training iProc FP
ITTEST SUPPLIER 1
Young(Purchasing
1150), Myron B

10/02/ 2016

= Attachments ‘endor Reference Number I

Timecard Listing Mode |Draft Go

Mode is set to 'ALL" or 'Receipt'.

FP | Labor
FP Details

«TIP You cannot delete a line that has been previously approved.

Select All | Select None

«TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

«TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T

Diverse

* Change Reason

Total Hours Total Ar

PO Line

PM Data Time Motificz
About this Page

Privacy Statement

PO Line
Select *PO Line b *Milk *Amount Subcontrator? Subcontractor Name Description
Draft 1 15,000.00 Phase 1 Step 10 Comple 1,000.00 ABC Compan CCTM4 Training
O Q, I P P I pany iProc FP
] Draft 2| 4 15,000.00 [Project Mbr 2 50% Comp | 7,500.00 0O CTM4 Training
Proc FP
Add Another Row | Save | Delete |
Export
Return to Timecard Search Approver |Minor(SCProcPerf 1105),

Save and Submit

Delete Time card

Copyright (c) 2006, Oracie. All rights reserved.

Step

Action

15.

| Save and Submit |

For all non-applicable Milestone lines, leave both fields blank. When your manual Time Card is
completed, add an Attachment, and click the Save and Submit button as usual.
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S1.2.8 Time Card Restriction for PO with No Contract Number

Previously, if a Supplier attempted to submit a Time Card against a CCTM PO, placed with no
Contract number referenced at the PO line level, an error message was displayed indicating no Rate
Card exists for the PO/Time Card Week End date combination. However, when the Contract Number
was added to the PO, it did not flow into CCTM and the Supplier user continued to receive the
error. New functionality will not allow the Supplier to upload or create a manual Time Card if the PO
does not have a Contract reference, with an error message displayed indicating the same. Now a
Buyer can take action to update the PO Line reference accordingly, with successful Time Card
submittal thereafter.

Oracle Applications Home Page

A

WAIHEFEH E-Business Suite

B2 Favorites ¥ Diagnostics Logout Preferences Help

Enterprise Search |AII I

EI Search Results Display Preference IStandar

Logged In As PROCESS_PERFORMANCEGROUP@AMEREN.CON

Main Menu

Personalize

3 AMCCTM Supplier Rate Card User
3 AMCCTM Supplier Reports Users
= 3 AMCCTM Supplier Time Card Super User
Change Password
B ccm
PM Data
Notifications
23 AMCCTM Time Card Inquiry
J AMPON Sourcing Supplier
3 AMPOS iSupplier Portal Full Access
3 AMPOS supplier Profie Manager
3 supplier Profie & User Manager
3 supplier Profie Manager

Worklist

From

Minor(SCProcPerf
1105), Katherine
TIFFANY PALLME

TIFFANY PALLME

TIFFANY PALLME

TIFFANY PALLME

TIFFANY PALLME

TIFFANY PALLME

Minor(SCProcPerf
1105), Katherine
Minor(SCProcPerf
1105), Katherine

YounnlPurrhasinn

Type
PO Approval

AMCCTM Rate
Card Approval

AMCCTM Rate
Card Approval

AMCCTM Rate
Card Approval

AMCCTM Rate
Card Approval

AMCCTM Rate
Card Approval

AMCCTM Rate
Card Approval

PO Approval
PO Approval

PN Annrowal

Full List (83)
<) Previous |1—25 [v] Hext 25 ®

|subject |[sent~  |Due
AMEREN OF UNIT - Standard Purchase Order 10/19/2016
763935,1 requires your acceptance

Rate Card #1 ev.No. 0 -1T TEST 10/19/2016
SUPPLIER 1 has n approved by Minor

(SCProcPerf 1105), Katherine A

Rate Card #17112 Rev.No. 0 -1T TEST 10/19/2016
SUPPLIER 1 has been approved by Minor

(SCProcPerf 1105), Katherine A

Rate Card #17111 Rev.No. 0 -1T TEST 10/19/2016
SUPPLIER 1 has been rejected by Cotner

(SCProcPerf 1105}, Katl
Rate Card #17110 R
SUPPLIER 1 has bee
(SCProcPerf 1105}, Katl
Rate Card #17091 Rev.No. 0 -1T TEST 10/19/2016
SUPPLIER 1 has been approved by Minor

(SCProcPerf 1105), Katherine A

Rate Card #17090 Rev. IT TEST 10/19/2016
SUPPLIER 1 has bee by Cotner

(SCProcPerf 1105}, Katl
AMEREN QP UNIT - Complex Contract Purchase |10/17/2016
Agreement 763946, 0
AMEREM OP UNIT - Contract Purchase 10/17,/2016
Agreement 763945, 0

AMERFN OF LINTT - Standard Purchace Ordar  [10/13/2016

0-1T TEST 10/19/2016
ted by Cotner

Step Action

Tirrue Carc

1. To upload or create a manual Time Card, click your AMCCTM Supplier Time Card Super
User responsibility under the Main Menu of the Oracle Applications Home Page, click the CCTM folder,
and then click the Time Card link.
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N Navigator v B2 Favorit Home Logout Preferences Diagnostics

Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

User Name PROCESS PERFORMANCEGROUP@AMEREN.CON
OU Name IAMEREN oF UNlT.
Time Cards In Draft Stage

< Previous Il-ﬁ - Next 6 (&

Total
PO ou Timecard Comment/Change
ber Name |Supp | itter Time Card Period(Week Ending Date) -~ Amount Reason Attachments
575311 AMEREN IT TEST Minor(SCProcPerf 1105), Katherine A 01/08/2012 950.00
OP UNIT SUPPLIER
1
579540 AMEREN IT TEST Minor(SCProcPerf 1105), Katherine A 03/18/2012 4,320.00 -
OP UNIT SUPPLIER i
1
637046 AMEREN IT TEST PROCESS_PERFORMANCEGROUP@ameren.com 08/04/2013 500.00 -
OP UNIT SUPPLIER i
1
579540 AMEREN IT TEST Minor(SCProcPerf 1105), Katherine A 01/05/2014 586.32 -
OP UNIT SUPPLIER 1]
1
655313 AMEREN IT TEST Minor(SCProcPerf 1105), Katherine A 01/12/2014 55.00
OP UNIT SUPPLIER
1
672087 AMEREN IT TEST PROCESS_PERFORMANCEGROUP@ameren.com 05/04/2014 626.00 -
OP UNIT SUPPLIER 1]

1

Time Cards In Pending Stage

PO Number 0U Name Supplier Submitter Time Card Period{(Week Ending Date)  Total Ti d A it C /Change Attach
No results found.

Time Cards In Approved Stage
PO NHumber OU Name Supplier Submitter Time Card Period(Week Ending Date) Total Timecard A it C /Change Attach
No results found.

Time Cards In Rejected Stage
PO Total Timecard
Number OU Name Supplier ‘Submitter Time Card Period{Week Ending Date) = A t Rejection Attach

Step Action
2. When uploading, click the CCTM Timecard Upload link.
ICCTM Timecard Upload |
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N Navigaiorv B Favorites v Home Logout Preferences Diagnostics
PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name PROCESS_PERFORMANCEGROUP@AMEREN.COM
Upload File - Status
Down Load Template | ‘ Upload |
* Select File for Upload | H\CCTM4\Training|[T Tu ‘
Data File Loader Batch Requests:
View By |All Jobs . @
Data File Type Batch Number File Status Successful Lines Rejected Lines Batch Run Date Details Comments
No results found.
¥ TIP Job History will be displayed for 60 days from the load date
#TIP Please submit the Rate Card for approval once it is uploaded successfully
Down Load Template | ‘ Upload |
PM Data Time MNotifications Home Logout Preferences Diagnostics
About this Page  Privacy Statement Copyright (g 2006, Oradle. All rights reserved
Step Action
3. Click the Browse button to search for and select your Excel CSV Time Card template, and then click

the Upload button.
Upload
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N Navigator v B Favorites ¥ Home Logout Preferences Diagnostics

Notifications
CCTM Timecard Home | CCTMTimecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name PROCESS_PERFORMANCEGROUP@AMEREN.CON

D Confirmation
The Batch Number 37900838 has been launched sucesstully.

Upload File - Status

Down Load Template | | Upload ‘

* Select File for Upload
Data File Loader Batch Requests:
View By |All Jobs . @
Data File Type = Batch Numhar + File Status Successful Lines Rejected Lines|Batch Run Date Details Comments
Time Card 37900841 IT Test Supplier TC Template 763935.csv ~ Pending i 010/19/2016

¥TIP Job History will be displayed for 60 days from the load date
¥TIP Flease submit the Rate Card for approval once it is uploaded successfully

Down Load Template | | Upload ‘

PM Data Time Motifications Home Logout Preferences Diagnostics

About this Page  Privacy Statemeant Copyright {c) 2008, Cracle. All rights reserved.

Action

Click the Go button to refresh the page, as the upload Status processes from Pending to Running to
Completed

[eo]
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n Naigatory B Favorites v Home Logout Preferences Diagnostics
PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name PROCESS_PERFORMANCEGROUP@AMEREN.COM
Upload File - Status
Data File Loader Batch Requests:
View By IAII Jobs . El
Data File Batch Successful Batch Run
Type Number = File Status Lines Date Details Comments
Time Card 37900841 IT Test Supplier TC Completed i 310/19/2016 The batch request has failed. Please look at the
Template 763935.csv = details and reupload the file after corrections
Time Card 37900838 IT Test Supplier TC Failed 0 010/19/2016 AMCCTM Time Card Upload File Validation Failed.
Template 763935.csv = View details for more information.
#TIP Job History will be displayed for 60 days from tha load date
“TIP Please submit the Rate Card for approval once it is uploaded successfully
PM Data Time Notifications Home Logout Preferences Diagnostics
About this Page  Privacy Statement Copyright (<) 2006, Oracle. All rights reserved.,
Step Action
5. When a Time Card is uploaded against a PO Number, for which no Contract is referenced, the batch will
be Completed with all Time Card lines Rejected. Click the Details icon to view failure reasons and

Suggested Corrective Action(s).
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N Naigator v B Favorites ¥ Home Logout Preferences Diagno:

PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

User Name PROCESS_PERFORMANCEGROUP@AMEREN.COM
Rejections

Cancel Export

Rejected Lines in Data File Upload Request Id # 37900841

Line Error
HNumber Field Type Description Suggested Corrective Action
fl Contract Invalid PO does not have reference to a valid Contract Purchase Agreement. Please contact the buyer
Num
fl Rate Card  Invalid Mo active Rate Card was found for the week ending date.Please ensure that there is one active rate card for a week ending
period.
2 Contract Invalid PO does not have reference to a valid Contract Purchase Agreement. Please contact the buyer
Hum
2 Rate Card  Invalid Mo active Rate Card was found for the week ending date.Please ensure that there is one active rate card for a week ending
period.
3 Contract Invalid PO does not have reference to a valid Contract Purchase Agreement. Flease contact the buyer
Hum
3 Rate Card  Invalid Mo active Rate Card was found for the week ending date.Please ensure that there is one active rate card for a week ending
period.

opor

PM Data Time Motifications Home Logout Preferences Diagnostics

About this Page  Privacy Statement Copyright (<) 2008, Oradle. All rights reserved.|

Step Action

6. The Contract Num and Rate Card Field Types will be shown as Invalid, and the Suggested Corrective
Action field will display a detailed explanation, prompting you to Contact the Buyer.
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Home Logout Preferences Diagnostics

N Mavigator ¥ £ Favorites ¥

PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name PROCESS_PERFORMANCEGROUP@AMEREN.CON

Upload File - Status

Data File Loader Batch Requests:

View By |All Jobs . El

Data File Batch
Type HNumber + File

Template

About this Page  Privacy Statement

Time Card 37900841 IT Test SuiglierTC

Time Card 37900838 IT Test Supplier TC
Template 763935.c3v

/TIP Job History will be displayed for 60 days from the load date
TIP Pleae submit the Rate Card for approval once it is uploaded successfully

Successful ~ Rejected Batch Run

Status Lines Lines Date Details Comments
Completed 0 310/19/2016 The batch request has failed. Please look at the
= |details and reupload the file after corrections
Failed 0 0 10/19/2016 AMCCTM Time Card Upload File Validation Failed.
= View details for more information.

PMData Time Notfications Home Logout Preferences Diagnostics

Copyright (<) 2008, Oracle. All rights reserved

Step

Action

ECT M Timecard |

To create a manual Time Card, click the CCTM Timecard link.
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PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name PROCESS_PERFORMANCEGROUP@AMEREN.COM
* Indicates required field
Time Card Search
0U Name |AMEREN 0P uwrrl * Select the PO 76035 * Week Ending Date [10/02/2015 @
#TIP Future Week Ending Periods are not allowed. Future Week Ending Periods will default to current waek ending period.
PMData Time Noffications Home Logout Preferences Diagnostics
About this Page  Privacy Statement Copyright (8 2008, Oracte. Al rghis reserved,
Step Action
8. When attempting a manual Time Card against a PO Number, for which no Contract is referenced, you will

be able to populate the Select the PO and Week Ending Date fields as usual, and click the Go button.

[e0]
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PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name PROCESS_PERFORMANCEGROUP@AMEREN.COM
@ Error
PO does not have reference to a valid Contract Purchase Aqreement. Please contact the buyer
* Indicates required field
Time Card Search
U Name [AMEREN 0P UNTT|V] * Select the PO 76935 4 * Week Ending Date |10f02f2016 @
#TIP Future Week Ending Periods are not allowed. Future Week Ending Periods will default to current week ending period.
PMData Time Notifications Home Logout Preferences Diagnostics
Privacy Statement Copyright (c) 2008, Oracle. Al ights resenved.
Step Action
0. Rather than taking you to the Time Card draft page, an error will be displayed indicating PO does not have
reference to a Valid Contract Purchase Agreement. Please contact the Buyer.
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Br Favorites Diagnostics Logout Preferences Help

Enterprise Search IAII I IE' Search Results Display Preference |Standard

Logged In As PROCESS_PERFORMANCEGROUP@AMEREN.COM

Oracle Applications Home Page

Main Menu ~ Worklist
Full List (33)
3 amccTm Supplier Rate Card User <) Previous |1-25 . MNext 25 &
3 AMCCTM Supplier Reports Users From [Type |Subject |sent~  |Due
25 amccTm supplier Time Card Super Minor{SCProcPerf PO Approval AMEREN OP UNIT - Standard Purchase Order  |10/19/2016
1105), Katherine 763935.1 requires your acceptance
AMCCTM Time Card Ingui TIFFANY PALLME AMCCTM Rate Rate Card #17113 Rev.No. 0 -I T TEST 10/19/2016
3 ampon Sourcing Supplier Card Approval SUPPLIER 1 has been approved by Minor
= CJ ampos isupplier Portal Full Access (SCProcPerf 1105). Katherine A
TIFFANY PALLME AMCCTM Rate Rate Card #17112 Rev.No. 0 -1T TEST 10/19/2016
Change Password Card Approval SUPPLIER 1 has been approved by Minor
El Retminage Release (SCProcPerf 1105), Katherine A
Retainage Release

ReDoets TIFFANY PALLME AMCCTM Rate Rate Card #17111 Rev.No. 0 -1 T TEST 10/19/2016
Card Approval SUPPLIER 1 has been rejected by Cotner
— (SCProcPerf 1105), Kathleen A
‘g_h%nw TIFFANY PALLME AMCCTM Rate | Rate Card #17110 Rev.No. 0 -1T TEST 10/19/2016
Retainage Relesse Card Approval SUPPLIER 1 has been rejected by Cotner
] Reports (SCProcPerf 1105), Kathleen A
Home Page TIFFANY PALLME AMCCTM Rate Rate Card #17091 Rev.Mo. 0 -1 T TEST 10/19/2016
E change Password Card Approval SUPPLIER 1 has been approved by Minor
Bl Retinage Release (SCProcPerf 1105), Katherine A
ketainage nelgase
mRegnrts v TIFFANY PALLME AMCCTM Rate Rate Card #17090 Rev.No. 0 -1 T TEST 10/19/2016
J— Card Approval SUPPLIER 1 has been rejected by Cotner
(SCProcPerf 1105). Kathleen A
Minor(SCProcPerf PO Approval AMEREN OP UNIT - Complex Contract Purchase |10/17/2016
1105), Katherine Agreement 763946, 0
Minor(SCProcPerf PO Approval AMEREN OP UNIT - Contract Purchase 10/17/2016
1105), Katherine Agreement 763945, 0
Young(Purchasing PO Approval AMEREN OP UNIT - Standard Purchase Order 10/13/2016

Step

Action

10.

To find name and contact information for the designated Buyer, click your AMPOS iSupplier Portal Full
Access responsibility under the Main Menu on your Oracle Applications Home Page, and click the Home
Page link.
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Home | Orders | Shipments | Finance | Inteligence | Assessments

Search IPO Number

lluii'lrat'l:lm

B2 Favorit

Subject

AMEREN OP UNIT - Standard Purchase Order 763935,1 requires your acceptance
Rate Card #17113 Rev.No. 0 -1 T TEST SUPPLIER 1 has been approved by Minor
(SCProcPerf 1105), Katherine A

Rate Card #17112 Rev.No. 0 -1 T TEST SUPPLIER 1 has been approved by Minor
(SCProcPerf 1105), Katherine A

Rate Card #17111 Rev.No. 0 -1 T TEST SUPPLIER 1 has been rejected by Cotner
(SCProcPerf 1105). Kathleen A

Rate Card #17110 Rev.No. 0 -1 T TEST SUPPLIER 1 has been rejected by Cotner
(SCProcPerf 1105), Kathleen A

Ii; Orders At A Glance

|pate

10/19/2016 11:26:23
10/19/2016 11:24:34
10/19/2016 10:30:44
10/19/2016 10:25:26

10/19/2016 10:17:29

Home Logout Preferences Help Diagnosti

e Agreements
e Purchase Orders

e Purchase History

Shipments

& Delivery Schedules
& Overdue Receipts

Beceints

& Receipts
& Returns

e On-Time Performance
Invoices

e Invoices

PO Number Description

763935 CCTM4 Training iProc T&M
763946 Complex CCTM Training GCPA
763945 CCTM Services Contract - Training
763940 CCTM4 Training DOIM FP

763939 CCTM4 Training iProc FP

Order Date

10/19/2016 11:25:48
10/17/2016 09:52:19
10/17/2016 09:48:08
10/13/2016 09:53:01
10/13/2016 09:50:34

Eayments

& Payments

Supplier Performance

& Supplier Performance

Step

Action

11.

Click the Purchase Orders link.
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T Navigator v B Favorites ¥

Home Logout Preferences

Help Diagnostics

Home | Orders | Shipments | Finance | Inteligence | Assessments
Purchase Orders | Ag | View | RFQ | Purchase History
Home >
Purchase Orders
Multiple PO Change | | Export |
Views
Views IAII Purchase Orders - Advanced Search
Select Order: | Acknowledge | | Reg Changes | | View Change History | 2 Previous [1-25  [v] Next25 @
PO Operating Document Acknowledge
Select Number Rev Unit Supplier Type Description Order Date Buyer Amount Status By Attachments
763935 1 | AMEREN IT TEST Standard CCTM4 10/19/2016 11:25:48 Young 20,000.00 Requires
O OF UNIT  SUPFLIER FO Training iFroc (Purchasing Acknowledgment Ty
1 TaM 1150), Myron
B
763946 0 | AMEREN IT TEST Global Complex 10/17/2016 09:52:19 Minor 1,000,000.00 Open
O OP UNIT  SUPPLIER Contract ~CCTM SCProcPerf T
al Agreement Training 1105),
GCPA Katherine A
763945 0 AMEREN IT TEST Global CCcT™ 10/17/2016 09:48:08 Minor 1,000,000.00 Open
O OP UNIT  SUPPLIER Contract ~ Services SCProcPerf s
1 Agreement Contract - 1105),
Training Katherine A
763940 0 | AMEREN IT TEST Standard CCTM4 10/13/2016 09:53:01/Young 20,000.00 Requires
O OF UNIT  SUPFLIER FO Training (Purchasing Acknowledgment Ty
1 DOIM FP 1150), Myron
B
763939 0 | AMEREN IT TEST Standard CCTM4 10/13/2016 09:50:34 Young 20,000.00 Requires
O OP UNIT  SUPPLIER PO Training iProc (Purchasing Acknowledgment j“
1 FP 1150), Myron
B
763938 0 AMEREN IT TEST Standard CCTV4 10/13/2016 09:42:09 Hudson 50,000.00 Requires
—_ AR LT [SneRTER BN Trainina (StorswhsNu 2rknmsladamant S
Step Action

12.

Click the Go button, and then click the appropriate PO Number to view PO details, 763935 in this example.
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iSupplier Portal

Home | Orders | Shipments | Finance

M Mavigator v

Inteligence | Assessments

Purchase Orders | Ag | View

Home > Purchase Orders >

| RFQ |

Standard Purchase Order: 763935, 1 (Total USD 20,000.00)

Purchase History

B Favorites ¥

Home Logout Preferences Help Diagnostics

Currency=USD

Order Information

General
Total

Supplier

Supplier Site
Address

Buyer
Order Date
Description

Status

Note to Supplier

Operating Unit

Sourcing Document

Supplier Order Number

PRIORITY ORDER?

SAFETY RELATED (For Callaway Contracts Only)
AUTO GEN?

20,000.00
1T TEST SUPPLIER
1
01CCTMTESTONLY
1T TEST SUPPLIER
1

TEST ONLY, MO
99999

Young(Purchasing
1150}, Myron B
10/19/2016
11:25:48

CCTM4 Training
iProc T&M
Requires
Acknowledgment

AMEREN OP UNIT

Yes
Yes

Terms and Conditions

Payment Terms
Carrier

FOB

Freight Terms
Shipping Control

Ship-To Address

Address GENERAL OFFICE BUILDING
800 S 21ST ST
ST LOUIS, MO 63103

Bill-To Address

Address ACCOUNTS PAYABLE SECTION
P O BOX 66892
5T LOVIS, MO 63166-6892

Actions  |Acknowledge ~] El Export

Summal
Total 20,000.00
NET 30 Received 0.00
Invoiced 0.00
DESTINATION Payment Status Not Paid

Collect Shipment

Step

Action

13.

ing

Within the Order Information General section, the Buyer name is displayed as an active link. In this
example, click the Young(Purchasing 1150), Myron B link.
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n Navigator ¥ B Favorites v

Home | Orders | Shipments | Finance | Inteligence | Assessments
Purchase Orders | Agreements | View Requests | RFQ | Purchase History

Home Logout Preferences Diagnostics

Home = Purchase Orders > View Order Details =
Buyer: Young(Purchasing 1150}, Myron B

Full Hame Young(Purchasing 1150), Myron B
Phone Number
Email Address 26878@ameren.com
Mail Stop
Fax Number
Pager Number
Address Expense Report Processing
City
State
Zip Code
Country US

Return to View Order Details

About this Page  Privacy Statement

Home Orders Shipments Finance Intelligence Assessments Home Logout Preferences Diagnostics

Export

Copyright (c) 2008, Oracle. All rights reserved |

Step Action
14. An email address will be displayed for the designated Buyer.
26878@ameren.com
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S1.2.9 Time Card Restrictions for Pending Rate Card Changes

Original CCTM functionality allowed the Supplier to submit Time Cards against Rate Card Craft
combinations for which changes were Pending Submission or Approval. As a result, Time Cards were
submitted with incorrect rates, requiring additional time to reconcile. New functionality will not
allow the addition of Craft combinations to a Time Card when changes are Pending Submission or
Approval, with Effective Dates covering the entire Time Card period. When a rate change is pending
with Effective Dates covering a portion of the Time Card period, units/hours can only be reported for

dates not included in the change.

Rate | MNotifications

Rate Card Home

CCTM Rate Home | CCTMRate Search | CCTM File Upload Status | CCTM Create Rate Card

n Navigator ¥ B Favorites ¥

Home Logout Preferences Diagnostics

Rate Cards in Pending Submission Stage

About this Page  Privacy Statement

Rate Card ol Rev  Contract Effective Effective Rate Card Change Requested
Humber Hame Hum  Number Supplier Name  From To Status By/Submitter
17113 Global 2 763934 ITTEST 12/28/2015  01/06/2019 Pending PROCESS_PERFORMANCEGROUP@ameren.com
SUPPLIER 1 Submission
—Rate Lards in Pending Approval stage
RateCard  OU Rev  Contract Supplier  Effective  Effective Rate Card Rate Card Change Requested
Number Hame MNum  Number Name From To Status Approver/Submitted To By/Submitter
No results
found.
Rate Cards in Rejected Stage
RateCard  OU Rev  Contract Supplier  Effective  Effective Rate Card Rate Card Change Requested
Number Hame MNum  Number Name From To Status Approver/Submitted To By/Submitter
No results
found.

Rate Motifications Home Logout Preferences Diagnostics

Copyright (c) 2008, Cracle. All rights reserved.

Step Action

1. When a Rate Card Craft Combination is Pending Submission or Approval...
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Home Logout Preferences Diagnostics

CCTM Rate Home | CCTM Rate Search | CCTM File Upload Status |
Rate: CCTM Rate Home > Rate Card Screen >
* Indicates required field

CCTM Create Rate Card

User Name PROCESS_PERFORMANCEGROUP@AMEREN.COM
Save and Submit I | Save ‘ | Cancel Change Request | | View Rate Card History | | Cancel ‘
¥TIP Submit Button will be enabled & Attachment Link will be visible once rate card is saved.
Rate Card Header
RateCard Number 17113 Effective From 12/28/2015
Revision Num 2 Effective To 01/06/2019
Contract Number 763934 Approver I:l Q,
Supplier Name IT TEST SUPPLIER 1
Attachments None
“TIP Flease save the changes before you Add/Modify the attachment.
Rate Card Details

| Add Another Row ” Delete from Change Request ” Add more Crafts
Select All | Select None

Work
Select “Craft Type “Craft “Craft Code Class

Local Type “Rate Type “UOM “Rate (%) “Effective From “Effective To *Change Request Reasg
O | Labor LINEMAN AA-NEW Q sT Hours | 23 [10/09/2016 01/06/2019 |RATE INCREASE
¥TIP The Comments field is required when an existing Rate Card is modified.

| Save and Submit | | Save ‘ | Cancel Change Request | | View Rate Card History | | Cancel ‘

Rate MNotifications Home Logout Preferences Diagnostics

About this Page cy S

tatement

Copyright () 2008, Oradle. All rights reserved

Step Action

For example, when a Change Request is Pending Submission for Craft Name = Lineman, with Rate Type
= ST, Unit of Measurement (UOM) = Hours, and an Effective From date of 10/09/2016...

Page 182



AL
“aAmeren

FOCUSED ENERGY.

forlie.

Ameren Oracle eBusiness CCTM Supplier

@‘ H9-© &= IT Test Supplier TC Template PO 763937-RC Changes - Microsoft Excel o B O£
Home Insert Page Layout Formulas Data Review View Acrobat [~ o o @
=1 X - = _ = *j %j;' 1 Selsetr X v W @a
Calib -1 - == - = Dats -
_j . alibri A A %@' = ate £ ﬁ _@ 5 Deete - @' A
Paste B F U~ - M-A- == = i= ~| $ - % 9 | %2 ;% Conditional Format Cell e Sort & Find &
- - - - @ ’ 00 Formatting ~ as Table ~ Styles = LEjFU”"Et' &7 Filter~ Select =
Clipboard Font [Pl Alignment 7] Mumber [F] Styles Cells Editing
B2 - % | 10/16/2016 v
A B z D E [ F G H 1 ] A
1 DataType PO Numbi PO Line N Job Number |Time Card Period(Week Ending Date-MM/DD/YY) hendor ReCraft Local Work Typ¢ Rate Type Badge Nu
2 LA 763937 1 04503854/150 10/16/2018| LINEMAN ST
3
Home Insert Page Layout Formulas Data Review View Acrobat & e = e 9
o 2
= ] ; = = ) } g@nsertr X v
Calibri o ="' Date M = CJ
—j Ea- %] = ﬁ —ﬂ ¥ Delete - | [g]- &
Paste B 7 U- - % - ooy s | %0 00 Conditional Format  Cell - Sort & Find &
- 7 - = ’ o0 0 Formatting = as Table = Styles + E_‘IFormat' & Filter~ Select
Clipboard Font 7] Alignment El Number 7] Styles Cells Editing
B2 . % | 10/16/2016 r
G H 1 J K L M N (o] p Q B 5 T u 2
1 Craft Local Work Typ¢ Rate Type Badge NuiConsultan Unit of M{Monday Tuesday Wednesd:Thursday Friday saturday Sunday Total HoulDi
2 |LINEMAN ST John Hanc Hours 8 8 8 8 8

Step Action

...and a Time Card is uploaded, including the pending Craft Combination, referencing a Week End
Period covering ALL dates included in the pending Rate Change ...
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B Favorites v

Home Logout Preferences Diagnosti

PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name PROCESS_PERFORMANCEGROUP@AMEREN.CON

Upload File - Status

Data File Loader Batch Requests:

View By IAH Jobs . IE'
Data File Batch Successful Rejected Batch Run
Type Number = File Status Lines Lines Date Details Comments
Time 37901367 IT Test Supplier TC Template PO Completed 0 110/20/2016 The batch request has failed. Please look at the
Card 763937-RC Changes.csv == details and reupload the file after corrections
Time 37901359 IT Test Supplier TC Template PO Completed 0 110/20/2016 The batch request has failed. Please look at the
Card 763937-RC Changes.csv —  details and reupload the file after corrections
Time 37901350 IT Test Supplier TC Template PO Completed 1 010/20/2016 = The batch request has completed successfully.
Card 763937-RC Changes.csv =
Time 37900950 IT Test Supplier TC Template PO Completed 34 010/19/2016 = The batch request has completed successfully.
Card 763936.csv =
Time 37900948 IT Test Supplier TC Template PO Failed 0 010/19/2016 AMCCTM Time Card Upload File Validation
Card 763936.csv —  Failed. View details for more information.
Time 37900841 IT Test Supplier TC Template ~ Completed 0 3/10/19/2016 The batch request has failed. Please look at the
Card 763935.csv details and reupload the file after corrections
Time 37900838 IT Test Supplier TC Template  Failed 0 010/19/2016 AMCCTM Time Card Upload File Validation
Card 763935.csv == Failed. View details for more information.

¥ TIP Job History will be displayed for 60 days from the load date

“TIP Please submit the Rate Card for approval once it is uploaded successfully

PM Data Time MNotifications Home Logout Preferences Diagnostics

About this Page

Privacy Statement

Copyright (<) 2006, Oracle. All rights reserved

Action

...the upload will Complete with Rejected Time Card lines.

Click the Details icon to view failure reasons and Suggested Corrective Action(s).
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N Navigator v B Favorites v Home Logout Preferences Diagnos

HNotifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Hame PROCESS_PERFORMANCEGROUP@AMEREN.COM

s

Rejections

Rejected Lines in Data File Upload Request Id # 37901367

Line Field Error

Number  Type  Description  Suggested Corrective Action

1 Rate Invalid The rate for the selected craft is in change pending status from (09-OCT-16) in the rate card(17113) so do not enter the time for
(10-0CT-16). Please contact the Buyer

1 Rate Invalid The rate for the selected craft is in change pending status from (09-0CT-16) in the rate card(17113) so do not enter the time for
(11-OCT-16). Please contact the Buyer

1 Rate Invalid The rate for the selected craft is in change pending status from (09-OCT-16 ) in the rate card(17113) so do not enter the time for
(14-0CT-16). Please contact the Buyer

1 Rate Invalid The rate for the selected craft is in change pending status from (09-0CT-16) in the rate card(17113) so do not enter the time for
(13-OCT-16). Please contact the Buyer

1 Rate Invalid The rate for the selected craft is in change pending status from (09-OCT-16) in the rate card(17113) so do not enter the time for
(12-0CT-16). Please contact the Buyer

o

PM Data Time Notifications Home Logout Preferences Diagnos

About this Page  Privacy Statement (c) 2008, Oracle. All rights reserved

Action

The Rate field Error Description will be shown as Invalid, and the Suggested Corrective Action field

will display a detailed explanation for every Date within the Time Card period reported against the pending
Craft Combination.
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N Navgator ¥ B Favorites ¥ Home Logout Preferences Diagnostics
Rate | Notifications
CCTM Rate Home | CCTM Rate Search | CCTM File Upload Status | CCTM Create Rate Card

Rate: CCTM Rate Search = Rate Card Screen »
* Indicates required field

User Name PROCESS_PERFORMANCEGROUP@AMEREN.COI
| View Rate Card History | | Cancel |

Rate Card Header

RateCard Number 17113 Effective From 12/28/2015

Revision Num 2 Effective To  01/06/2019
Contract Humber 763934

Supplier Name ITTEST SUPPLIER 1
Attachments  View

Rate Card Details
*Craft Type *Craft *Craft Code Class Local Work Type *Rate Type *UOM Rate ($) Effective From Effective To *Change Request Reason
Labor LINEMAN Q ST Hours 20 12/28/2015  01/06/2019  RATE NCREASE

54

¥TIP The Comments field is required when an existing Rate Card is modified.

| View Rate Card History | ‘ Cancel |

Rate Motifications Home Logout Preferences Diagnostics

About this Page  Privacy Statement

Copyright {c) 2006, Oracle. All rights reserved|

Step

Action

Similarly, when a Change Request is Pending Submission or Approval, for Craft Name = Lineman, with
Rate Type = ST, Unit of Measurement (UOM) = Hours, and an Effective From date of 10/13/2016...
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\ HA9-o-4= IT Test Supplier TC Template PO 763937-RC Changes - Microsoft Excel o B R
Home Insert Page Layout Formulas Data Review View Acrobat [~ 0 o @ £
o _ 5 c - .
j & Calibri 11 A A= E%] B ¢ General - % L_yﬂ g Insert £ W [?a
— B3~ ¥ Delete ~ @ ~ &
Paste B 7 U~|ii- M&~A- = + § v 9 9 | %0 .00 Conditional Format Cell | ., Sort & Find &
R - - = : 0 o imatting - as Table = Styles [ Format 27 Filter = Select *
Clipboard 1 Font " Alignment i Number = Styles Cells Editing
8 - 5| v
C D E F G H J e
1 |POLine Number Job Number |Time Card Period(Week Ending Date-MM/DD/YY) |Vendor Reference Number Craft Local Work Type Rate Type Badge
2 1 04503854150 10/16/2016 LINEMAMN ST
3
4
Home Insert Page Layout Formulas Data Review View Acrobat & 0 (=R
o _ = Sam - -
j & Calibri 1o A E%} B S General - H ’__yﬂ g insert = W L‘ﬁ i
— By~ 3 Delete - [g]~ i
Paste B 7 U-~ - - § - o, s | %0 .00 Conditional Format Cell " Sort & Find &
- E : <ol Formatting ~ as Table = Styles - LEjF‘”’“Et' 27 Filter~ Select~ E|
Clipboard Font ™ Alignment [F} Mumber 7} Styles Cells Editing
E18 - 5| -
H | ] K L M N o P a R A
1 Local Work Type Rate Type Badge Number Consultant Name/EquipmentId Unit of Measurement Monday Tuesday Wednesday Thursday Friday Saturda
2 ST John Hancock Hours 8 8 8 8 8
3
Step Action

pending...

...and a Time Card template is uploaded referencing the Week End Period within which Rate Changes are
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N Navigaior v BF Favori Home Logout Preferences Diagnostics
PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | OCTM Timecard Upload Status | CCTM Timecard Upload
User Name PROCESS_PERFORMANCEGROUP@AMEREN.COM
Upload File - Status
Data File Loader Batch Requests:
View By IAH Jobs . IEI
Data File Batch Successful Rejected|Batch Run
Type Number = File Status Lines Lines Date Details Comments
Time 37901359 IT Test Supplier TC Template PO Completed 0 110/20/2016 The batch request has failed. Please look at the
Card 763937-RC Changes.csv == details and reupload the file after corrections
Time 37901350 IT Test Supplier TC Template PO Completed 1 010/20/2016 =  The batch request has completed successfully.
Card 763937-RC Changes.csv =
Time 37900950 IT Test Supplier TC Template PO Completed 34 010/19/2016 = [The batch request has completed successfully.
Card 763936.c5v =
Time 37900948 IT Test Supplier TC Template PO Failed 0 010/19/2016 AMCCTM Time Card Upload File Validation
Card 763936.c5v —  Failed. View details for more information.
Time 37900841 IT Test Supplier TC Template ~ Completed 0 310/19/2016 The batch request has failed. Please look at the
Card 763935.c5v = details and reupload the file after corrections
Time 37200838 IT Test Supplier TC Template  Failed 0 010/19/2016 AMCCTM Time Card Upload File Validation
Card 763935.csv = Failed. View details for more information.
“TIP Job History will be displayed for 60 days from the load date
“TIP Please submit the Rate Card for approval once it is uploaded successfully
PM Data Time Notifications Home Logout Preferences Diagnostics
About this Page Copyrigh acle. All rights reserved
Step Action

reasons and Suggested Corrective Action(s).

The upload batch will be Completed with that Line Rejected. Click the Details icon to view failure
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N Navigatorv B Favorites v Home Logout Preferences Diagnostics

PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name PROCESS_PERFORMANCEGROUP@AMEREN.COM

o

Rejections

Rejected Lines in Data File Upload Request 1d # 37901359

Line Field Error

Number Type  Description Suggested Corrective Action

1 Rate Invalid The rate for the selected craft is in change pending status from (13-0CT-16 ) in the rate card(17113) so do not enter the time for
(14-0CT-16). Please contact the Buyer

1 Rate Invalid

The rate for the selected craft is in change pending status from (13-0CT-16) in the rate card(17113) so do not enter the time for
(13-OCT-16). Please contact the Buyer

s

PM Data Time Motifications Home Logout Preferences Diagnostics

About this Page  Privacy Statement Copyright (<) 2008, Oracle. Al rights reserved.

Step Action

0. However, the Rate field Error Description will be shown as Invalid, and the Suggested Corrective
Action field will display a detailed explanation ONLY for those Dates within the Time Card period
reported against the pending Craft Combination, on or after the pending Effective Date.
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n Naigator ¥ B Favorites ¥ Home Logout Preferences Diagnostics

Rate | Notifications

CCTM Rate Home | CCTM Rate Search | CCTM File Upload Status | CCTM Create Rate Card
Rate: CCTM Rate Search = Rate Card Screen =
* Indicates required field

User Name PROCESS_PERFORMANCEGROUP@AMEREN.COMN

| View Rate Card History ‘ | Cancel |

Rate Card Header

RateCard Number 17113 Effective From 12/28/2015

Revision Num 1 Effective To 01/06/2019
Contract Number 763934

Supplier Name IT TEST SUPPLIER 1
Attachments  View

Rate Card Details
*Craft Type “Craft “Craft Code Class Local Work Type “Rate Type *UOM Rate ($) Effective From Effective To “Change Request Reason
Labor ENGINEER Q ST Hours 3 12/28/2015  41/p6/2019  RATE INCREASE

“TIP The Comments field is required when an existing Rate Card is modified.

| View Rate Card History ‘ | Cancel |

Rate Motifications Home Logout Preferences Diagnostics

About this Page  Privacy Statement

Copyright (c) 2006, Oracle. All rights reserved

Step Action
10. When a manual Time Card is created with Rate Card changes pending, for example, Engineer/ST/Hours,
with an Effective From date of 10/09/2016.
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FURevISIon U (1
Lien Waiver ¥ Supplier Name IT TEST SUPPLIER 1 ~
Buyer Hudson(StorsWhsHu
'CA-460), Robin G
“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card
Time Card Details
Entry Type Individual, Daily Time Card Period{Week Ending Date) 10/16/2016 Total Hours Total Ar
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount
* Attachments None Vendor Reference Number = Change Reason
Add...
“TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.
Timecard Listing Mode |Draft Go
“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the ~
Mode is set to 'ALL' or 'Receipt'.
Labor Equipment Material Expense
Labor Details
“TIP You cannot delete a line that has been previously approved.
Add craft || Copy Row
PO Line Job Craft Combination Badge Consultant Mon,Oct Tue,Oct Wed,Oct Thu,Oct Fri,Oct Sat,0ct Sun,Oct Total
Select Status Number Number Craft Local WorkType RateType UOM Number Name 10 11 12 13 14 15 16 Hours/ Unit
No
results
found.
Save Delete
Export Labor
Return to Timecard Search Approver Save and Submit
Delete Time card
PM Data Time Motificatior Home Logout Preferences Diagno:
About th
>

Step Action
11. When you click the Add Craft button within the Time Card Draft Labor tab...
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o Supplier Name IT TEST SUPPLIER 1

Buyer Hudson(StorsWhshu
CA-460), Robin 6

(2> Search and Select List of Values - Internet Explorer EI\EI
Time: Cal
Search and Select: Add Craft ~
Entry Ty Cancel Select Total |
Total Lal Amount
Search

* Attach

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.
Search By | Craft [v] | JGD

Timecar Results

<! Previous Il-ZD | Next 20 i

Labor Select All | Select None
Labor | Select Craft Local WorkType Rate Type Unit Of Measurement Rate Start Date Active End Date Active
[0 ELECTRICIAN oT Hours 110 12282015 01/06/2019
[] ELECTRICIAM oT Hours 82.5 12/28/2015 01/06/2019
[ ELECTRICIAM ST Hours 55 12/28/2015 01/06/2019
[ | ENGINEER DT Hours 110 12/28/2015 01/06/2019 lct Total
SelectSH | [ | EnGINEER oT Hours 82.5 12/28/2015 01/06/2019 Hours/Unj
:I_ [ FOREMAN DT Hours 140 12/28/2015 01/06/2019
fo [0 FOREMAN oT Hours 105 (12/28/2015 01/06/2019
[0 FOREMAN ST Hours 70 12/28/2015 01/06/2019 -
[0 FOREMAN 11 ST Hours 145  12/28/2015 01/06/2019
< >
H100% -
Approver
Step Action

12,

...and click the Go button to search for and Select the Craft Combinations for which you wish to report
weekly details, the Engineer/ST Craft Combination will not be available to select.
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N Navigator v B Fayorites v Home Logout Preferences Diagnostics
Rate | Notifications
CCTM Rate Home | CCTM Rate Search | CCTM File Upload Status | CCTM Create Rate Card
Rate: CCTM Rate Search = Rate Card Screen > User Name PROCESS_PERFORMANCEGROUP@AMEREN.COM
* Indicates required field | View Rate Card History | | Cancel |
Rate Card Header
RateCard Number 17113 Effective From 12/28/2015
Revision Num 2 Effective To  01/06/2019
Contract Number 763934
Supplier Name ITTEST SUPPLIER 1
Attachments  View
Rate Card Details
*Craft Type “Craft *Craft Code Class Local Work Type “Rate Type “UOM Rate ($) Effective From Effective To *Change Request Reason
Labor LINEMAN q ST Hows 20 1U28/2015 010672019 RATE INCREASE
23
¥ TIP The Comments field is required when an existing Rate Card is modified.
| View Rate Card History | | Cancel |
Rate Motifications Home Logout Preferences Diagnostics
About this Page  Privacy Statement Copyright (c) 2008, Oracle. Al rights reserved.
Step Action
13. Similarly, when a Change Request is Pending Submission or Approval, for Craft Name = Lineman, with
Rate Type = ST, Unit of Measurement (UOM) = Hours, and an Effective From date of 10/13/2016...
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T&M
Supplier Name IT TEST SUPPLIER 1 ~
Buyer Hudson{StorsWhsHu
CA-460), Robin G

PO Revision O
Lien Waiver ¥

“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details

Entry Type Individual, Daily Time Card Period{Week Ending Date) 10/16/2016 Total Hours Total A
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount

= Attachments None vendor Reference Number * Change Reason

Add

“TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode | Draft Go

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt'.

Labor Equipment @ Material Expense

Labor Details

~TIP You cannot delete a line that has been previously approved.

Add Craft || Copy Row

PO Line Job Craft Combination Badge Consultant Mon,Oct Tue,Oct Wed,Oct Thu,Oct Fri,Oct Sat,0ct Sun,Oct Total
Select Status Number Number Craft Local WorkType RateType UOM Number Name 10 11 12 13 14 15 16 Hours/ Units
Mo
results
found.

Save Delete
Export Labor

Save and Submit
Delete Time card

Return to Timecard Search Approver

PM Data Time Motifications Home Logout Preferences Diagnostics

About this Page Privacy Statement

Step Action
14. When you click the Add Craft button within the Time Card Draft...
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T&M
Supplier Name IT TEST SUPPLIER 1
Buyer Hudson{StorsWhsNu
CA-460), Robin G

(=2 Search and Select List of Values - Internet Explorer E@
Time Ca — B = TrmE e [ T mEeEEE
[J ENGINEER ST Hours 60  10/09/2016 01/06/2019 ~
Enty YR | 3 Foreman DT Hours 140 12/28/2015 01/06/2019 TEE
Total Lab [0 FOREMAN oT Hours 105 12/28/2015 01/06/2019 e
= Aftachr ] [FOREMAN ST Hours 70 12/28/2015 01/06/2019
[] |FOREMAN 11 ST Hours 145 12/28/2015 01/06/2019
[] |GENERAL FOREMAN DT Hours 120 12/28/2015 01/06/2019
[] |GENERAL FOREMAN oT Hours 90  12/28/2015 01/06/2019
Timecard [] |GENERAL FOREMAN ST Hours 60  12/28/2015 01/06/2019
] |LABORER 1084 DT Hours 110 12/28/2015 01/06/2019
[ |LABORER 1084 oT Hours 82.5 12/28/2015 01/06/2019
fahng [ |LABORER 1084 ST Hours 55 12/28/2015 01/06/2019
Labor D LINEMAN ST Hours 20 12/28/2015
[0 |oPERATOR 520 DT Hours 140 12/28/2015 01/06/2019
[] |OPERATOR 520 oT Hours 105 12/28/2015 01/06/2019
[0 |oPERATOR 520 ST Hours 70 12/28/2015 01/06/2019
] 2 Previous [1-20 [~] Next 20 G IL‘;E:LNI
Mol About this Page
\:E
- cancel Select
< >
#100% ~
Approver
Step Action

15.

...and click the Go button to search for and Select the Craft Combinations for which you wish to report
weekly details, Lineman/ST will be displayed with an Effective To date of 10/12/2016, allowing you to
add it to your Time Card draft.
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o= SO
CA-460), Robin G
bris Yes, attach Lien Waiver documents to the time card

;

dual , Daily Time Card Period{Week Ending Date) 10/16/2016

it Total Equipment Amount

S Vendor Reference Number
Add...

s) with supporting documentation is required to submit a time card or a time card revision.

ode IDraﬂ . Go

Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the Time Card Listing

to 'ALL' or 'Receipt’.

nt | Material Expense

Helete a line that has been previously approved.

by Row |

Total Material Amount

* Change Reason

Total Hours Total Amount

Total Expense Amount

one

line Craft Combination Badge Consultant [Mon,Oct Tue,0ct Wed,OctThu,Oct Fri,Oct Sat,Oct Sun,Oct Total To!

ber Job Number Craft Local WorkType RateType UOM Number HName 10 11 12 13 14 15 16 Hours/ Units An
04503854/0 .| T4 LINEMAN ST Hours |T\m Jones 8 | 8 | 8 | |

e |

Bearch

PM Data Time MNotifications Home Logout Preferences Diagnostics

rivacy Statement

Approver |Minor(SCProcPerf 1105)

Save and Submit

Delete Time card

Copyright (c) 2008, Oracle. All rights reserved.

Step

Action

16.

Change is Effective From Oct 13.

However, you will only be allowed to report units/hours against dates for which changes are not
pending. In this example you can only report Hours for Oct 10, 11, and 12, given the pending Rate
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S1.2.10 Time Card Action for Contract Number Change

In some circumstances, after a Time Card is created a user realizes the PO is referencing an incorrect
Contract Number. Previously, when the PO was updated to reference the correct Contract, it was
not reflected in CCTM, requiring IT intervention to perform a fix. New functionality allows the
deletion of Time Cards in any of the following statuses, when there are no Time Cards in Receipt
status:

e Draft

e Pending Approval
e Approved

e Rejected

With the above conditions met, a Buyer can now update the PO to reference the correct
Contract. Thereafter, the Supplier can resubmit Time Cards against the PO, now including the
appropriate Rate Card details.

N Navigator v B Favorites v Home Logout Preferences Diagnostics
PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name PROCESS_PERFORMANCEGROUP@AMEREN.COI|
OU Name IAMEREN OP UNIT | v
Time Cards In Draft Stage
<) Previous [1-6 | Next 6 &
Total
PO ou Timecard Comment/Change
ber Name | Supp | itter Time Card Period{Week Ending Date) ~ Amount Reason Attachments
575311 |AMEREN IT TEST Minor(SCProcPerf 1105), Katherine A 01/08/2012 960.00
OP UNIT SUPPLIER
1
579540 AMEREN IT TEST Minor(SCProcPerf 1105), Katherine A 03/18/2012 4,220.00 .
OP UNIT SUPPLIER i@
1
637046 AMEREN IT TEST PROCESS_PERFORMANCEGROUP@ameren.com 08/04,/2013 500.00 -
OP UNIT SUPPLIER =}
1
579540 |AMEREN IT TEST Minor(SCProcPerf 1105), Katherine A 01/05/2014 586.32 .
OP UNIT SUPPLIER i115]
1
655313 AMEREN IT TEST Minor(SCProcPerf 1105), Katherine A 01/12/2014 55.00
OP UNIT SUPPLIER
1
672087 AMEREN IT TEST PROCESS_PERFORMANCEGROUP@ameren.com 05/04/2014 626.00 -
OP UNIT SUPPLIER =}
1
Time Cards In Pending Stage
Total
PO ou Timecard Comment/Change
ber Name pp! | itter Time Card Period(Week Ending Date) ~ Amount Reason Attachments
763936 AMEREN IT TEST PROCESS_PERFORMANCEGROUP@ameren.com 10/09/2016 1,589.632 .
OP UNIT SUPPLIER i@
1
Time Cards In Approved Stage
PO Number OU Name Supplier Submitter Time Card Period(Week Ending Date) Total Ti d A it C /Change Attach
No results found.
Time Cards In Rejected Stage
| Toral

Step Action

1. To retrieve and delete a Time Card in Pending Approval status, navigate to your Supplier Time Card
Supper User Home Page and click the PO Number link within your Time Card in Pending Stage section,
763936 in this example.

763936
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PO Header Details
PO Number 763936 OU Name AMEREN OP UNIT
PO Type Time and Material Comments CCTM4 Training DOJM
PO Revision 1 T&M
Lien Waiver N Supplier Name IT TEST SUPPLIER 1

Buyer Young(Purchasing
1150), Myron B

~TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details

Entry Type Individual, Daily Time Card Period(Week Ending Date) 10/09/2016 Total Hours 20 Total Amount 1,58
Total Labor Amount  1,400.00 Total Equipment Amount 0.00 Total Material Amount 0.00 Total Expense Amount 189.6)
* Attachments View Vendor Reference Number * Change Reason

“TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode  |All
*TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Ge button.You cannot update a Time Card when the T|

Mode s set to 'ALL' or 'Receipt’.

Labor Equipment Material Expense

Labor Details
Select All | Select None
PO Line Job Craft Combination Badge Consultant Mon,Oct Tue,Oct Wed,Oct Thu,Oct Fri,Oct Sat,0ct Sun,0Oct To
Select Status Number Number Craft Local WorkType RateType UOM Number Name 03 04 05 06 07 o8 o9 Ha
Pending 1 8FRV174506 FOREMAN ST Hours John 10 10 20
Hancock

Approval

Export Labor

Save and Submit
Delete Time card

cle. All rights reserved

Return to Timecard Search Approver

PM Data Time MNotifications Home Logout Preferences Diagn

vacy Statement

Step Action
2. Navigate to the first tab in which Time Cards details are pending and click the Timecard Listing
Mode dropdown.

[l
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PO Header Details
~
PO Number 763936 0OU Name AMEREN OP UNIT
PO Type Time and Material Comments CCTM4 Training DOJM
PO Revision 1 T&M
Lien Waiver N Supplier Name IT TEST SUPPLIER 1
Buyer Young(Purchasing
1150), Myron B
“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card
Time Card Details
Total Hours 20 Total Amount 1,58

Entry Type Individual, Daily
Total Labor Amount 1,400.00

= Attachments  View Wendor Reference Number I

“ TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode
“TIP To update a Time| APProved
Mode is set to 'Al| Draft

- Partial
Labor | Equipment | |Pending Approval
Labor Details Receipt
Rejected

Select All | Select None
PO Line Job Craft Combination Badge Consultant Mon,Oct Tue,Oct Wed,Oct Thu,0Oct Fri,Oct Sat,0ct Sun,Oct To
Select Status Number Number Craft Local WorkType RateType UOM Humber Name o3 04 os 06 o7 o8 09 Ho
) EEm | a 8FRV174506 FOREMAN ST Hours John 10 10 20

Hancock

Approval

Export Labor

Return to Timecard Search

Time Card Period(Week Ending Date) 10/09/2016

Total Material Amount 0.00 Total Expense Amount 189.6.

Total Equipment Amount 0.00

* Change Reason

Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T

Save and Submit
Delete Time card

Approver

PM Data Time Motifications Home Logout Preferences Di

Action

Pending Approval

Click the Pending Approval list item.
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PO Header Details

OU Name AMEREN OP UNIT
Comments CCTM4 Training DOJM
PO Revision 1 T&M
Lien Waiver N Supplier Name IT TEST SUPPLIER 1

Buyer Young(Purchasing
1150), Myron B

PO Number 763936
PO Type Time and Material

“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details
Time Card Period(Week Ending Date) 10/09/2016 Total Hours 20 Total Amount 1,58

Entry Type Individual , Daily
Total Material Amount 0.00

Total Labor Amount  1,400.00 Total Equipment Amount 0.00 Total Expense Amount 189.6:

~ Attachments  View Vendor Reference Number = Change Reason

" TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode
“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T

Mode is set to 'ALL' or 'Receipt’.
Labor Equipment Material Expense

Labor Details
Select All | Select None
PO Line Job Craft Combination Badge Consultant Mon,Oct Tue,0ct Wed,Oct Thu,0ct Fri,Oct Sat,Oct Sun,Oct To
Select Status Number Number Craft Local WorkType RateType UOM Number Name o3 o4 os 06 o7 o8 o9 Ho
| Pending |1 8FRV174506 FOREMAN ST Hours John 10 10 20
Approval Hancock

Export Labor

Save and Submit
Delete Time card

Return to Timecard Search

W Data Time Motifications Home Logout Preferences

About th

Step Action
4. Click the Go button.

[Go]
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PO Number 763936 OU Name AMEREN OP UNIT
PO Type Time and Material Comments CCTM4 Training DOIM
PO Revision 1 T&M
Lien Waiver N Supplier Name IT TEST SUPPLIER 1
Buyer Young({Purchasing
1150), Myron B

“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details

Entry Type Individual, Daily Time Card Period(Week Ending Date) 10/09/2016 Total Hours 20 Total Amount 1,58
Total Labor Amount  1,400.00 Total Equipment Amount 0.00 Total Material Amount 0.00 Total Expense Amount 189.6.
* Aftachments View Vendor Reference Number * Change Reasan

“TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IPending Approval. Go

¥ TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt'.
Labor Equipment Material Expense

Labor Details
Select All | Select Mone
PO Line Job Craft Combination Badge Consultant Mon,Oct Tue,0ct Wed,Oct Thu,Oct Fri,Oct Sat,Oct Sun,Oct To
Select Status Number Number Craft Local WorkType RateType UOM Number Name 03 04 s 06 o7 [13:] 09 Ho
0 Pending 1 8FRV174506 FOREMAN ST Hours John 10 10 20
Hancock

Approval
Edit
Export Labor

Save and Submit
Delete Time card

Copyright [c) 2008, Oracle. All rights reserved

Return to Timecard Search Approver

PM Data Time Motifications Home Logout Preferences Diagnostics

About this Page

Step Action
5. Click the Select All link.

Select Al
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PO Number 763936 OU Name AMEREN OP UNIT

PO Type Time and Material Comments CCTM4 Training DOJM
PO Revision 1 T&M
Lien Waiver N Supplier Name IT TEST SUPPLIER 1

Buyer Y¥Young(Purchasing
1150), Myron B

“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details
Total Hours 20 Total Amount 1,58

Entry Type Individual , Daily Time Card Period(Week Ending Date) 10/09/2016
Total Labor Amount  1,400.00 Total Equipment Amount 0.00 Total Material Amount 0.00 Total Expense Amount 189.6:

* Attachments  View Vendor Reference Number * Change Reason

Add

" TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Pending Approval. Go

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material Expense
Labor Details

Select All | Select None
PO Line Job Craft Combination Badge Consultant Mon,Oct Tue,0ct Wed,Oct Thu,0ct Fri,Oct Sat,Oct Sun,0ct To
Select Status Number Number Craft Local WorkType RateType UOM Number Name 03 o4 os 06 o7 08 o9 Ho
20

Pending 1 8FRV174506 FOREMAN ST Hours John 10 10
Hancock
Edit

Approval
Export Labor
Return to Timecard Search Approver nor( ocPerf 1105) Save and Submit
Delete Time card

W Data Time Motifications Home Logout Preferences

Step Action
6. Click the Edit button.

Edi
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Time Card Main Screen
* Indicates required field Delete Time card

PO Header Details
PO Number 763936 OU Name AMEREN OP UNIT
PO Type Time and Material Comments CCTM4 Training DOJM
PO Revision 1 T&M
Lien Waiver N Supplier Name IT TEST SUPPLIER 1

Buyer Young(Purchasing
1150), Myron B

“TIP Tf Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details

Entry Type Individual , Daily Time Card Period(Week Ending Date) 10/09/2016 Total Hours 20 Total Amount 1,58
Total Labor Amount  1,400.00 Total Equipment Amount  0.00 Total Material Amount 0.00 Total Expense Amount  189.6)
* Attachments View vendor Reference Number * Change Reason

“TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode | Draft Go
¥ TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T)|

Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material Expense
Labor Details

“TIP You cannot delete a line that has been previously approved.

Add Craft | Copy Row

Select All | Select None
PO Line
Select Status Number Job Number Craft

O
1] Q [8FRV174506  FoREMAN ST Hours John Hancoc | [T10 [ 10 | [

Draft

Save Delete
- — 1

Craft Combination Badge Consultant Mon,Oct Tue,Oct Wed,Oct Thu,Oct Fri,Oct Sat,Oct Sun
Local WorkType RateType UOM Number Name o3 04 o5 06 07 o8 09

Step Action
7. Navigate to the next tab in which Time Card details are pending, the Expense tab in this example.

Expensd
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PO Header Details
PO Number 763936 0OU Name AMEREN OP UNIT
FO Type Time and Material Comments CCTM4 Training DOIM
PO Revision 1 T&M
Lien Waiver N Supplier Name IT TEST SUPPLIER 1
Buyer Young(Purchasing
1150), Myron B

“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details
Time Card Period(Week Ending Date) 10/09/2016 Total Hours 20 Total Amount 1,58

Entry Type Individual , Daily
Total Material Amount 0.00

Total Expense Amount 189.6

Total Labor Amount  1,400.00 Total Equipment Amount  0.00

= Attachments View Vendor Reference Mumber * Change Reason

¥ TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |All Go

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T|
Mode is set to 'ALL' or 'Receipt'.

Labor Equipment Material | Expense

Expense Details
Select All | Select None
PO Line PO Line Job
Select Status ber Job ber ~Exp Type *Description “Amount Comments Description Description Attachments
Pending 1 8FRW174505 Hotel Accommeodation 2 Nights 189.63 CCTM Training (Does Mot Exist)
. Approval

Export Expenses

Return to Timecard Search Approver nor(S cPerf ils Sawve and Submit
Delete Time card

Home Logout Preferences Diagnostics

PM Data Time Notifications
Gopyright (c) 2008, Oracle. All rights reserved

About this Page Privacy Statement

Step Action
8. Click the Timecard Listing Mode dropdown.

|All |
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PO Header Details
PO Number 763936

PO Revision 1
Lien Waiver N

Time Card Details

Entry Type Individual , Daily
Total Labor Amount 1,400.00

Timecard Listing Mode
“TIP To update a Time Approved

Mode is set to 'al| Draft
Partial

Labor = Equipment
Expense Details
Select All | Select None
Select Status

Pending
0 Approval

Export Expenses

Return to Timecard Search

About this Page  Privacy Statement

PO Type Time and Material
T&M

“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

* Attachments  View Vendor Reference Mumber

* TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

PO Line
Number Job Number “Expense Type “Description “Amount Comments Description Description

OU Name AMEREN OP UNIT
Comments OCTM4 Training DOJM

Supplier Name IT TEST SUPPLIER 1
Buyer Young(Purchasing
1150), Myron B

Time Card Period(Week Ending Date)} 10/09/2016 Total Hours 20 Total Amount 1,58
Total Material Amount 0.00 Total Expense Amount 189.6)

Total Equipment Amount 0.00

= Change Reason

GO
Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T}

PO Line Job
Attachments

1 8FRV174505 Hotel Accommeodation 2 Nights 189.63 CCTM Training (Does Not Exist)

Save and Submit
Delete Time card

Copyright (c) 2008, Oracle. All rights reserved

Approver

PM Data Time MNotifications Home Logout Preferences Diagnostics

Action

Pending Approval

Click the Pending Approval list item.
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PO Header Details
PO Mumber 763936 OU Name AMEREN OP UNIT
PO Type Time and Material Comments CCTM4 Training DOJM
PO Revision 1 T&M
Lien Waiver N Supplier Name IT TEST SUPPLIER 1
Buyer Young(Purchasing

1150), Myron B

“TIP Tf Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details
Total Hours 20 Total Amount 1,58

Time Card Period{Week Ending Date) 10/09/2016

Total Material Amount 0.00 Total Expense Amount 189.6|

Entry Type Individual, Daily
Total Equipment Amount  0.00

Total Labor Amount  1,400.00

* Aftachments  View vendor Reference Number = Change Reason

¥ TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode  |[3=1s[[fs BT s 00|
“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T

Mode is set to 'ALL' or 'Receipt’.
Labor Equipment Material = Expense

Expense Details
Select All | Select None
“PO Line PO Line Job
Select Status Number Job Number “Expense Type “Description “Amount Comments Description Description Attachments
Pending 1 8FRV174505 Hotel Accommodation 2 Nights 189.63 CCTM Training (Does Mot Exist)
Approval

Export Expenses
Return to Timecard Search Approver nor(SCProcPerf 1105), | Save and Submit
Delete Time card

Home Logout Preferences Diagnostics

PM Data Time Notifications

About th

Step Action
10. Click the Go button.

[Go]
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OU Name AMEREN OP UNIT
Comments CCTM4 Training DOIM
PO Revision 1 T&M
Lien Waiver N Supplier Name IT TEST SUPPLIER 1

Buyer Young(Purchasing
1150), Myron B

PO Number 762936
PO Type Time and Material

“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details
Time Card Period(Week Ending Date) 10/09/2016 Total Hours 20 Total Amount 1,58

Entry Type Individual , Daily
Total Material Amount D.00

Total Equipment Amount 0.00 Total Expense Amount 189.6!

Total Labor Amount  1,400.00

* Attachments View vendor Reference Mumber * Change Reason

Add

¥ TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IPendlng Appmval. Go

¥ TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material | Expense

Expense Details
Select All | Select None
“PO Line PO Line Job
Select Status ber Job ber “Exp Type *Description “Amount Comments Description Description Attachments
O Pending 1 8FRV174505 Hotel Accommodation 2 Nights 189.63 CCTM Training (Does Not Exist)
Approval

Edit
Export Expenses

Return to Timecard Search Approver nor(S f 1105) Save and Submit
Delete Time card

Step Action
11. Click the Select All link.

Select Al
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0OU Name AMEREN OP UNIT
Comments CCTM4 Training DOJM
PO Revision 1 T&M
Lien Waiver N Supplier Name 1T TEST SUPPLIER 1
Buyer Y¥Young(Purchasing
1150), Myron B

PO Number 763936
PO Type Time and Material

“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details
Total Hours 20 Total Amount 1,58

Entry Type Individual , Daily Time Card Period(VWeek Ending Date) 10/09/2016
Total Labor Amount  1,400.00 Total Equipment Amount  0.00 Total Material Amount  0.00 Total Expense Amount  189.6!

* Attachments  View Vendor Reference Number * Change Reason

Add
¥ TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Pending Approval. Go

~TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T

Mode is set to 'ALL' or 'Receipt'.

Labor Equipment Material @ Expense

Expense Details
Select All | Select None
“PO Line PO Line Job
Select Status HNumber Job Number “Expense Type “Description “Amount Comments Description Description Attachments
Pending 1 8FRW174505 Hotel Accommaodation 2 Mights 189.63 CCTM Training (Does Mot Exist)

Approval
Edit
Export Expenses
Return to Timecard Search Approver nor(Ss ocPerf 1105) Save and Submit
Delete Time card

W Data Time Motifications Home Logout Preferences Diagn

Step Action
12. Click the Edit button.
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Az

“Ameren ™

n Navigater v B® Favorites ¥ Home Logout Preferences Diagnostics

PM Data | Time | Notifications

CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name PROCESS_PERFORMANCEGROUP@AMEREN.COM|

Time Card Main Screen

= Indicates required field

PO Header Details
PO Number 763936 OU Name AMEREN OP UNIT
PO Type Time and Material Comments CCTM4 Training DOJM
PO Revision 1 T&M
Lien Waiver N Supplier Name IT TEST SUPPLIER 1

Buyer Young(Purchasing
1150), Myron B
“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details

Entry Type Individual , Daily Time Card Period(Week Ending Date)} 10/09/2016 Total Hours 20 Total Amount 1,58
Total Labor Amount  1,400.00 Total Equipment Amount  0.00 Total Material Amount 0.00 Total Expense Amount 189.6|
* Attachments  View wvendor Reference Number * Change Reason

¥ TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft

* TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the 7]
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material Expense

Expense Details

¥ TIP You cannot delete a line that has been previously approved.

Select All | Select None

[ [ i

Step Action
13. When Time Card details have been retrieved, click the Delete Time card button.
| Delete Time card |
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n Nagator v B Favortes ¥ Home Logout Preferences Diagnostics
lotifications
CCTM Timecard Home | CCTMTimecard | CCTM Timecard Upload Status | CCTM Timecard Upload
% Waming
This action will permanently delete this Time Card 420340. Do you really want to delete
it?

PN Data Time Notifications Home Logout Preferences Diagnostics

About this Page  Privacy Statement Copyright (c) 2008, Oracle. All rights reserved

Step Action

14. A warning message will be displayed indicating this action will permanently delete this Time
Card. Click the Yes button.
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N Navigator ¥ B? Favorites v Home Logout Preferences Diagnostics
PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name PROCESS_PERFORMANCEGROUP@AMEREN.COM
D Confirmation
Time Card for week ending 09-0ct-2016 and PO 763936 has been deleted successfully.
* Indicates required field
Time Card Search
OU Name [AMEREN OP UNIT V] *seecttero | | Q * Week Ending Date [60]
¥TIP Future Week Ending Periods are not allowed. Future Week Ending Periods will default to current week ending period.
PM Data Time Notifications Home Logout Preferences Diagnostics
About this Page  Privacy Statement Copyright () 2008, Oracle. All rights reserved.
Step Action
15. A confirmation message will be displayed indicating the Time Card was deleted successfully.

Click the CCTM Timecard Home link.
E!! Timecard Home |
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lotal
PO ou Timecard Comment/ Change
ber Name pp itter Time Card Period(Week Ending Date) -~ Amount Reason Attachments
575311 AMEREN IT TEST Minor(SCProcPerf 1105), Katherine A 01/08/2012 960.00
OP UNIT SUPPLIER
1
579540 AMEREN IT TEST Minor(SCProcPerf 1105), Katherine A 03/18/2012 4,320.00 —
OF UNIT SUPPLIER =]
1
637046 AMEREM IT TEST PROCESS_PERFORMANCEGROUP@ameren.com 08/04/2013 500.00 -
OF UNIT SUPPLIER =]
1
579540 AMEREM IT TEST |Minor(SCProcPerf 1105), Katherine A 01/05/2014 586.32 -
OF UNIT SUPPLIER =]
1
655313 AMEREN IT TEST |Minor(SCProcPerf 1105), Katherine A 01/12/2014 55.00
OP UNIT SUPPLIER
1
672087 AMEREM 1T TEST |PROCESS_PERFORMANCEGROUP@ameren.com|05/04/2014 626.00 .
OP UNIT SUPPLIER ]
1
Time Cards In Pending Stage
PO Number OU Name Supplier Submitter Time Card Period(Week Ending Date) Total Timecard A it C /Change Attach

Mo results found.

Time Cards In Approved Stage
PO Number OU Name Supplier Submitter Time Card Period{Week Ending Date) Total Ti d A it C /Change Attach
Mo results found.

Time Cards In Rejected Stage

Total
PO Timecard Rejection
Number OU Name Supplier |Submitter Time Card Period{Week Ending Date) = A 13 Attachi
579540 AMEREN (IT TEST Minor(SCProcPerf 1105), Katherine A 04/01/2012 5,640.00 Electrician did -
OP UNIT SUPPLIER 1 not work Mar ﬂ@l
28
590561 AMEREN [IT TEST Minor(SCProcPerf 1105), Katherine A 06/03/2012 2,000.00 asdfes Tl‘@
OP UNIT SUPPLIER 1
763936 AMEREN 1T TEST PROCESS_PERFORMANCEGROUP@ameren.com 10/02/2016 2,215.94 Update —
OP UNIT SUPPLIER 1 Contract on FO Iz
Line 1

¥ TIP In order to add a new line against a new job to an existing TC please go to CCTM Timecard tab. Enter PO Mumber and Weekending Date and click on Go. It will
display the TC details, select the Draft in Time Card Listing mode and click on Go. Then you can add craft and enter time against new job in the existing TC

PM Data Time MNotifications Home Logout Preferences Diag

e. All rights res

Step

Action

16.

To retrieve and delete a Time Card in Rejected status, click the PO Number link within your Time Cards
in Rejected Stage section, 763936 in this example.

Page 212



A

“Ameren , . .
FOCUSED ENERGY. for [ife. Ameren Oracle eBusiness CCTM Supplier

T g
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name PROCESS_PERFORMAMNCEGROUP@AMEREN.COM

Time Card Main Screen

= Indicates required field

PO Header Details
PO Number 763936 OU Name AMEREN OP UNIT
PO Type Time and Material Comments CCTM4 Training DOIM
PO Revision 1 T&M
Lien Waiver N Supplier Name I T TEST SUPPLIER 1

Buyer Young(Purchasing
1150), Myron B
“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details

Entry Type Individual , Daily Time Card Period(Week Ending Date) 10/02/2016 Total Hours 35 Total Amount 2,21
Total Labor Amount  2,007.50 Total Equipment Amount 208.44 Total Material Amount 0.00 Total Expense Amount 0.
* Attachments View Vendor Reference Number = Change Reason

Add...

“TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |All Go

¥ TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor | Equipment Material | Expense Rejections

Expense Details

Select Status *P0 Line ber Job ber ~E Type “Description “Amount Comments PO Line Description Job Description Attachments

Mo results found.

Export Expenses
Save and Submit

Delete Time card |

Return to Timecard Search Approver

Step Action
17. Navigate to the first tab in which Time Cards details are pending, click the Labor link.

Labol
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FU Number

PO Revision 1
Lien Waiver N

Time Card Details

Entry Type Individual , Daily
Total Labor Amount  2,007.50

fb39306 UU Name AMEREN OF UN1I
PO Type Time and Material Comments CCTM4 Training DOJM

“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

* Attachments  View Vendor Reference Number

~TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

T&M
Supplier Name IT TEST SUPPLIER 1
Buyer Young(Purchasing
1150), Myron B

Time Card Period(VWeek Ending Date) 10/02/2016 Total Hours 35 Total Amount 2,23

Total Equipment Amount 208.44 Total Material Amount 0.00 Total Expense Amount O]

= Change Reason

] Equipment = Material
Labor Details

Select All | Select None

Export Labor

Return to Timecard Search

Timecard Listing Mode IReJected ~ Go
Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T

“TIP To update a Time Card, select the Time
Mode is set to 'ALL' or 'Receipt’.

PO Line Job Craft Combination Badge Consultant Mon,Sep Tue,Sep Wed,Sep Thu,Sep Fri,Sep Sat,Oct Sun,0/
Select Status Number Number Craft Local WorkType RateType UOM Number Name 26 27 28 29 30 01 02
O Rejected 1 BFRV174511 ENGINEER ST Hours Jim Smith 8 8
] Rejected 1 8FRV174515 ELECTRICIAN oT Hours Tom Jones 3
O Rejected 1 8FRV174515 ELECTRICIAN ST Hours Tom Jones 8 8

Expense Rejections

Approver Save and Submit
Delete Time card

Step

Action

18.

Click the Timecard Listing Mode dropdown, click the Rejected list item, and then click
the Go button. Click the Select All link.
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PO Type Time and Material Comments CCTM4 Training DOJM
PO Revision 1 T&M
Lien Waiver N Supplier Name IT TEST SUPPLIER 1

Buyer Young(Purchasing
1150), Myron B
“TIP Tf Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details

Entry Type Individual, Daily Time Card Period(Week Ending Date)} 10/02/2016 Total Hours 33 Total Amount 2,21

Total Labor Amount  2,007.50 Total Equipment Amount 208.44 Total Material Amount 0.00 Total Expense Amount 0.

* Attachments  View Vendor Reference Number = Change Reason
Add

“TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Rejected . Go

~TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T)|
Mode is set to 'ALL' or 'Receipt'.

Labor Equipment Material Expense
Labor Details

Select All | Select Hone

PO Line Job Craft Combination Badge Consultant Mon,Sep Tue,Sep Wed,Sep Thu,Sep Fri,Sep Sat,0ct Sun, 0«
Select Status Number Number Craft Local WorkType RateType UOM Number Name 26 27 28 29 30 o1 02
Rejected 1 8FRV174511 ENGINEER ST Hours Jim Smith 8 8
Rejected 1 8FRV174515 ELECTRICIAN oT Hours Tom Jones 3
Rejected 1 8FRV174515 ELECTRICIAN ST Hours Tom Jones 8 8
Edit

Export Labor

Return to Timecard Search Approver Save and Submit

Delete Time card

Step Action
19. Click the Edit button.
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PO Header Details

FO Number 763936 0OU Name AMEREN OP UNIT
PO Type Time and Material Comments CCTM4 Training DOJM
1 T&M

PO Revision
Lien Waiver N Supplier Name 1T TEST SUPPLIER 1
Buyer Young(Purchasing
1150), Myron B

< TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details
Entry Type Individual , Daily Time Card Period(Veek Ending Date) 10/02/2016 Total Hours 35 Total Amount 2,21
Total Labor Amount  2,007.50 Total Equipment Amount 208.44 Total Material Amount 0.00 Total Expense Amount 0.1

* Change Reason

* Attachments  View Wendor Reference Number

~“TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |All . Go

~TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt'.

Labor Equipment Material Expense Rejections

Labor Details

Select All | Select None

Craft Combination Badge Consultant Mon,Sep Tue,Sep Wed,Sep Thu,Sep Fri,Sep Sat,Oct Sun,0«
27

PO Line Job
Select Status Number Number Craft Local WorkType RateType UOM Number Name 26 28 29 30 o1 02
Rejected 1 8FRV174511 ENGINEER ST Hours Jim Smith 8 8
Rejected 1 8FRV174515 ELECTRICIAN oT Hours Tom Jones 3
ST Hours Tom Jones 8 3

Rejected 1 8FRV174515 ELECTRICIAN

Export Labor

Save and Submit
Delete Time card

Approver

Return to Timecard Search

Step

Action

20.

Click the Equipment tab.
Equipment
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PO Header Details
~
PO Number 763936 0OU Name AMEREN OP UNIT
FO Type Time and Material Comments ©OCTM4 Training DOIJM
PO Revision 1 T&M
Lien Waiver N Supplier Name IT TEST SUPPLIER 1
Buyer Young(Purchasing
1150), Myron B
“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card
Time Card Details
Total Hours 35 Total Amount 2,21

Entry Type Individual, Daily Time Card Period(Week Ending Date) 10/02/2016

Total Labor Amount 2,007.50

Total Equipment Amount 208.44 Total Material Amount 0.00 Total Expense Amount 0.1

* Change Reason

= Attachments  View Vendor Reference Number
Add.
“TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode | All Go
“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T

Mode is set to 'ALL' or 'Receipt’.
Material Expense Rejections

Select All | Select None
Craft Combination
Equipment Mon,Sep Tue,Sep Wed,Sep Thu,Sep Fri,Sep Sat,0ct Sun,Oct T

26 27 28 29 20 o1 02 H

PO Line Job Craft
Select Status Number Number Type Craft Local WorkType RateType UOM Id
[ [Rejected 8FRV174515 Equipment JACK sT Day JH1364 4 4
HAMMER
Export Equipments
Approver Save and Submit

Return to Timecard Search Minor( e )
Delete Time card

PM Data Time Moti Home Logout Preferenc

Copyrigh

About th
>

Step Action
21. Click the Timecard Listing Mode dropdown.

[l
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PO Header Detalls
PO Number 763936 OU Name AMEREN OP UNIT ~
PO Type Time and Material Comments CCTM4 Training DOJM
PO Revision 1 TE&M
Lien Waiver N Supplier Name IT TEST SUPPLIER 1

Buyer Young(Purchasing
1150), Myron B

“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details

Entry Type Individual, Daily Time Card Period{Week Ending Date) 10/02/2016 Total Hours 35 Total Amount 2,21

Total Labor Amount  2,007.50 Total Equipment Amount 208.44 Total Material Amount 0.00 Total Expense Amount 0.1

* Change Reason

* Attachments Vi vendor Reference Number
Add

“TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

GO

Timecard Listing Mode
Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T

“TIP To update a Time| APProved
Mode is set to 'al | Draft

- Partial e

Labor | Equipment || |pending Approval Rejections

Equipment Details Receipt
Rejected

Select All | Select None
Craft Combination

PO Line Job Craft Equipment Mon,Sep Tue,Sep Wed,Sep Thu,Sep Fri,Sep Sat,Oct Sun,Oct TV
Select Status Number Number Type Craft Local WorkType RateType UOM Id 26 27 28 29 30 01 02 H
Rejected 1 8FRV174515 Equipment JACK ST Day IH1364 4 4
O ] quip Y
HAMMER
Export Equipments
Return to Timecard Search Approver Save and Submit

Delete Time card

PM Data Time Motifications Home Logout Preferences Diagnostics
Copyright (c) 2006, Oracle. All rights reserved. (9

About this Page Privacy Statement

Step

Action

22.

Click the Rejected list item.
Rejected

Page 218




A

“Ameren , . .
FOCUSED ENERGY. for [ife. Ameren Oracle eBusiness CCTM Supplier

PU Header Detais
PO Number 763936 OU Name AMEREN OP UNIT
PO Type Time and Material Comments CCTM4 Training DOJM

FO Revision 1 T&M

Lien Waiver N Supplier Name IT TEST SUPPLIER 1

Buyer Young(Purchasing
1150), Myron B

“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details

Entry Type Individual, Daily Time Card Period(Week Ending Date) 10/02/2016 Total Hours 35 Total Amount 2,21
Total Labor Amount  2,007.50 Total Equipment Amount  208.44 Total Material Amount 0.00 Total Expense Amount 0.
* Attachments  View Vendor Reference Number * Change Reason

¥ TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode
¥ TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T)|

Mode is set to 'ALL' or 'Receipt'. Eeal
Labor  Equipment Material Expense Rejections
Equipment Details
Select All | Select Hone
Craft Combination
PO Line Job Craft Equipment Mon,Sep Tue,Sep Wed,Sep Thu,Sep Fri,Sep Sat,0ct Sun,Oct T
Select Status Number Number Type Craft Local WorkType RateType UOM Id 26 27 28 29 30 o1 02 H
[] Rejected1 8FRV174515 Equipment JACK ST Day IH1364 4 4
HAMMER
Export Equipments
Approver Save and Submit

Return to Timecard Search

Delete Time card

Step Action
23. Click the Go button.

[Go]
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OU Name AMEREN OP UNIT
Comments CCTM4 Training DOJM
T&M
Supplier Mame IT TEST SUPPLIER 1
Buyer Young(Purchasing
1150), Myron B

FU Number F63936

PO Type Time and Material
PO Revision 1
Lien Waiver N

“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details

Entry Type Individual , Daily Time Card Period(Week Ending Date) 10/02/2016 Total Hours 35 Total Amount 2,27
Total Labor Amount  2,007.50 Total Equipment Amount 208.44 Total Material Amount 0.00 Total Expense Amount 0.

* Attachments View wendor Reference Mumber * Change Reason

Add

¥ TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IReJected . GO

¥ TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T

Mode is set to 'ALL' or 'Receipt’.
Labor | Equipment Material Expense Rejections
Equipment Details
Select All | Select None

Craft Combination
Equipment Mon,Sep Tue,Sep Wed,Sep Thu,Sep Fri,Sep Sat,0ct Sun,0Oct T|
7

PO Line Job Craft
Select Status Number Number Type Craft Local WorkType RateType UOM Id 26 28 29 30 o1 02 H
[] Rejectedl 8FRV174515 Equipment JACK ST Day H1364 4 4
HAMMER
Edit
Export Equipments
Approver Save and Submit

Return to Timecard Search

Delete Time card

All rights res

PM Data Time Motifications Home L

About th

Step Action
24. Click the Select All link.

Gelect Al
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OUName AMEREN OP UNLT
Comments OCTM4 Training DOJM
T&M
Supplier Name IT TEST SUPPLIER 1
Buyer Young(Purchasing
1150), Myron B

FU Number F63936

PO Type Time and Material
PO Revision 1
Lien Waiver N

“TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details
Entry Type Individual , Daily Time Card Period(Week Ending Date) 10/02/2016 Total Hours 35 Total Amount 2,273
Total Labor Amount  2,007.50 Total Equipment Amount 208.44 Total Material Amount 0.00 Total Expense Amount 0.
* Attachments  View wvendor Reference Number * Change Reason

Add...

* TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IRe]ected . Go

*TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL" or 'Receipt’.
Labor @ Equipment Material Expense Rejections
Equipment Details
Select All | Select None

Craft Combination
Equipment Mon,Sep Tue,Sep Wed,Sep Thu,Sep Fri,Sep Sat,Oct Sun,Oct T|
27

PO Line Job Craft
Select Status Number Number Type Craft Local WorkType RateType UOM Id 26 28 29 30 o1 02 H
Rejected 1 8FRV174515 Equipment JACK ST Day 1H1364 4 4
HAMMER
Edit
Export Equipments
Approver Save and Submit

Return to Timecard Search

Delete Time card

Step Action
25. Click the Edit button.

i
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N Navigator v BE Favorites Home Logout Preferences Diagnostics

PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard |

CCTM Timecard Upload Status | CCTM Timecard Upload
User Name FPROCESS_PERFORMANCEGROUP@AMEREN.COM|

Time Card Main Screen
* Indicates required field

PO Header Details

0OU Name AMEREN OP UNIT
Comments CCTM4 Training DOJM
T&M
Supplier Name IT TEST SUPPLIER 1
Buyer Young(Purchasing
1150), Myron B

PO Number 763936

PO Type Time and Material
PO Revision 1
Lien Waiver M

< TIP If Lien Waiver is Yes, attach Lien Waiver documents to the time card

Time Card Details

Entry Type Individual, Daiby Time Card Period(Week Ending Date) 10/02/2016 Total Hours 35 Total Amount 2,21
Total Labor Amount  2,007.50 Total Equipment Amount 208.44 Total Material Amount 0.00 Total Expense Amount  O.{

= Attachments View wendor Reference Mumber * Change Reason

“TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft
¥ TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.¥ou cannot update a Time Card when the T|

Mode is set to 'ALL' or 'Receipt'.
] Equipment = Material Expense
Labor Details

~TIP You cannot delete a line that has been previously approved.

Add craft || Copy Row

Step Action
26. Click the Delete Time card button.
| Delete Time card I
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PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Stafus | CCTM Timecard Upload
{4 Warning
This action will permanently delete this Time Card 420340. Do you really want to delete
it?
PMData Time Notfications Home Logout Preferences Diagnostics

About this Page  Privacy Statement Oracle. Al rights reserved.

Step Action

27. A warning message will be displayed indicating this action will permanently delete this Time

Card. Click the Yes button.
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PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Hame PROCESS_PERFORMANCEGROUP@AMEREN.COM
D Confirmation
Time Card for week ending 02-Oct-2016 and FO 763936 has been deleted successfully.
* Indicates required fild
Time Card Search
0U Name [AMEREN 0P UNT ] *sdetthero | | Q * Week Encing Date | [6o]
¥TIP Future Week Ending Periods are not allowed. Future Week Ending Periods will default to current week ending period.
PMData Time Notifications Home Logout Preferences Diagnostics
About this Page  Privacy Statement Copyright (c) 2008, Oracle. Al rights resened.
Step Action
28. A confirmation message will be displayed indicating the Time Card was deleted successfully. Click the

Home link.

Home
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Enterprise Search |AII

AL

?lnmere” E-Business Suite

B2 Favorites ¥ Diagnostics Logout Preferences Help

Oracle Applications Home Page

IE' Search Results Display Preference IStandar

Logged In As PROCESS_PERFORMANCEGROUP@AMEREN.CO|

Main Menu

3 amcctm Supplier Rate Card User
(3 amccTM Supplier Reports users
5 £ AMCCTM Suppiier Time Card Super User

E| Change Password
= Occmm
PM Data
Time Card
Motifications
5 3 AMCCTM Time card Tnguiry
= Occmm
Rate Card Ingquiry
3 AMPON Sourcing Supplier
B3 ampos iSupplier Portal Full Access
3 AMPOS supplier Profile Manager
Cal Supplier Profile & User Manager
]| Supplier Profile Manager

Worklist

From
Minor(SCProcPerf
1105), Katherine

Minor(SCProcPerf
1105), Katherine
Minor(SCProcPerf
1105), Katherine
Minor(SCProcPerf
1105), Katherine
TIFFANY PALLME

TIFFANY PALLME

TIFFANY PALLME

TIFFANY PALLME

TIFFANY PALLME

TIFFANY PALLME

'TYPE

AMCCTM Time
Card Notification
PO Approval

PO Approval

PO Approval

AMCCTM Rate
Card Approval

AMCCTM Rate
Card Approval

AMCCTM Rate
Card Approval

AMCCTM Rate
Card Approval

AMCCTM Rate
Card Approval

AMCCTM Rate

Full List (85)
<) Previous |1—25 - Next 25 &

|subject |[sent~  [Due
Time Card for the weekend period 10/02/2016 |10/19/2016
has been rejected by Minor(SCProcPerf 1105)

Katherine A

AMEREN OP UNIT - Standard Purchase Order 10/19/2016
763936,1 requires your acceptance

AMEREM OP UNIT - Standard Purchase Order 10/19/2016
763935.4 requires your acceptance

AMEREN OF UNIT - Standard Purchase Order 10/19/2016
763935,2 requires your acceptance

Rate Card #17113 Rev.No. 0 -IT TEST 10/19/2016
SUPPLIER. 1 has been approved by Minor

(SCProcPerf 1105), Katherine A

Rate Card #17112 Rev.No. 0 -IT TEST 10/19/2016
SUPPLIER. 1 has been approved by Minor

(SCProcPerf 1105), Katherine A

Rate Card #17111 Rev.No. 0 -I T TEST 10/19/2016
SUPPLIER. 1 has been rejected by Cotner

(SCProcPerf 1105). Kathleen A

Rate Card #17110 Rev.No. 0 -IT TEST 10/19/2016
SUPPLIER 1 has been rejected by Cotner

(SCProcPerf 1105), Kathleen A

Rate Card #17091 Rev.No. 0 -IT TEST 10/19/2016
SUFPPLIER 1 has been approved by Minor

(SCProcPerf 1105), Katherine A

Rate Card #17090 Rev.No. 0 -IT TEST 10/19/2016

Step

Action

29.

Under the Main Menu of your Oracle Applications Home Page, click the AMCCTM Time Card
Inquiry responsibility, click the CCTM folder, and then click the Time Card Inquiry link.

ime Card Inauin
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M Navigator v B2 Favorites v Home Logout Preferences Diagnostics

Time Card Inquiry | Rate Card Inquiry
CCTM Time Card Inquiry
User Name PROCESS_PERFORMANCEGROUP@AMEREN.COM

Flease Search for the Time Card using the Search parameters
QU Name |AMEREM OP UNlT-
Supplier Name |IT TEST SUPPLEER 1 a,
FO Number [is 763936 x| &

PO Source Type . PO Number  Supplier Name PO Description
FO Type Mo tems found

Job Mumber
Total Time Card Amount I I and I
PO Status ~]
Submitter Name I:| Q
Time Card Period(Week Ending Date) From I To
Time Card Submit Date
Time Card Status .
approver [ @
Department
Ship To Location

Diverse Subcontractor .
=]

Search Results

ou PO PO Source Time Card Period Total Timecard Time Card PO Ship To
PO Number Hame Type Type Supplier Submitter (Week Ending Date) Amount Status Status Approver Department Location
No search
conducted.

Time Card Inquiry Rate Card Inquiry Home Logout Preferences Dia

. Oracle. All rights reserved.

Step Action
30. In the PO Number field, enter the PO corresponding to the Time Cards you have just deleted. You should

get a No Items Found message.
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Search and Select:

o | search '
GROUP@AMEREN. C!
Fld To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.
Search By |PO Number |763936 Go

_ Results

Mo items were found matching your request. Try entering a different word or a phrase, or selecting a different item from the pulldown list in

the search area above.
Select Quick Select PO Number Supplier Name PO Description

No Ttems found

About this Page

< >
#100% -
Search Results
ou PO PO Source Time Card Period Total Timecard Time Card PO Ship To
PO Number Hame Type Type Supplier Submitter (Week Ending Date) Amount Status Status Approver Department Location
No search
conducted.
Export
Step Action

31.

A window may open indicating No Items found as well. Click the Cancel button.
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n nNavigator v BE Favorites w Home Logout Preferences Diagnostics

Time Card Inquiry | Rate Card Inquiry
CCTM Time Card Inquiry

User Name PROCESS PERFORMANCEGROUP@AMEREN.CON|
Please Search for the Time Card using the Search parameters

OU Name |AMEREM OF UNFI'-
Supplier Name |[IT TEST SUPPLIER 1 Q,
Potumber 2 9] Q
PO Source Type ~]
PO Type
Job Mumber
Total Time Card Amount | | and |
FO Status
Submitter Name I:| Q,
Time Card Period(Week Ending Date) From I— To l—
Time Card Submit Date |
Time Card Status
Approver Q
Department
Ship To Location

Diverse Subcontractor .
[e]

Search Results
ou PO PO Source Time Card Period Total Timecard Time Card PO Ship To
PO Number HName Type Type itter (Week Ending Date) App Department Location
Mo search
conducted.

Time Card Inquiry Rate Card Inquiry Home Logout Preferences Diagnostics

Step Action
32. Click the Go button.

[co]
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CCTM

M Navigator v B2 Favorites » Home Logout Preferences Diagnostics

Time Card Inquiry | Rate Card Inquiry

CCTM Time Card Inquiry

Time Card Inquiry: CCTM Time Card Inquiry = User Name PROCESS_PERFORMANCEGROUP@AMEREN.COM
Please Search for the Time Card using the Search parameters

OU Name |AMEREMN OP UNIT-

Supplier Name [IT TEST SUPPLIER 1 .| @
PO Mumber [is 763936 QU

PO Source Type
PO Type -
Job Number
Total Time Card Amount |
PO Status

I and I

ks

Submitter Name |

| &
Time Card Period(Week Ending Date) From I To I

Time Card Submit Date

Time Card Status -
[

Approver
Department

Ship To Location
Diverse Subcontractor -
=]

Search Results

ou PO PO Source Time Card Period Total Timecard Time Card PO Ship To
PO Number Name Type Type Supplier Submitter (Week Ending Date) Amount Status Status Approver Department Location
Mo results
found.

Step Action

33. Confirm No results found in the Search Results. You can now contact the Buyer to request a change in
Contract reference within the Purchase Order.
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§’£ E-Busi Suit:
Wﬂmeren -Business suiie
B: Favorites ¥ Diagnostics Logout Preferences Help
Enterprise Search IAH I IEI Search Results Display Preference |Standard
Logged In As PROCESS_PERFORMANCEGROUP@AMEREN.COM
Oracle Applications Home Page
Main Menu ~ Worklist
£ AMCCTM Supplier Rate Card User 5 Previous [1-25 || Next 25 @
T3 AMCCTM Supplier Reports Users From r“!Pe \guhject ‘Sentv |D“e
20 AmMcCTM Supplier Time Card Super Minor(SCProcPerf PO Approval AMEREN OP UNIT - Standard Purchase Order  10/19/2016
User 1105), Katherine 763935.1 requires your acceptance
E5 AMCCTWM Time Card Inauiry TIFFANY PALLME | AMCCTM Rate  Rate Card #17113 Rev.No. 0 -[T TEST 10/19/2016
Dwﬂﬂphﬂ Card Approval SUPPLIER 1 has been approved by Minor
= 3 ampos iSupplier Portal Full Access (SCProcPerf 1105), Katherine A
B TIFFANY PALLME AMCCTM Rate Rate Card #17112 Rev.No. 0 -IT TEST 10/19/2016
change Password Card Approval SUPPLIER 1 has been approved by Minor
Bl Retanage Release (SCProcPerf 1105), Katherine A
Bl Reports TIFFANY PALLME AMCCTM Rate Rate Card #17111 Rev.No. 0 -IT TEST 10/19/2016
e Card Approval SUPPLIER 1 has been rejected by Cotner
= — (SCProcPerf 1105), Kathleen A
et TIFFANY PALLME AMCCTM Rate  Rate Card #17110 Rev.No. 0 -I T TEST 10/19/2016
D Retainzge Release Card Approval SUPPLIER 1 has been rejected by Cotner
Eal Reports (SCProcPerf 1105), Kathleen A
Home Page TIFFANY PALLME AMCCTM Rate Rate Card #17091 Rev.MNo. 0 -I T TEST 10/19/2016
Chanae Passward Card Approval SUPPLIER 1 has been approved by Minor
O Retsinage Release (SCProcPerf 1105), Katherine A
ERe;orts v TIFFANY PALLME AMCCTM Rate Rate Card #17090 Rev.No. 0 -IT TEST 10/19/2016
=l tama Dane Card Approval SUPPLIER 1 has been rejected by Cotner
(SCProcPerf 1105), Kathleen A
Minor(SCProcPerf PO Approval AMEREMN OP UNIT - Complex Contract Purchase |10/17/2016
1105), Katherine Agreement 763946, 0
Minor(SCProcPerf PO Approval AMEREN OP UNIT - Contract Purchase 10/17/2016
1105), Katherine Agreement 763945, 0
Young(Purchasing PO Approval AMEREN OP UNIT - Standard Purchase Order 10/13/2016

Step Action

34. To find name and contact information for the designated Buyer, click your AMPOS iSupplier Portal Full
Access responsibility under the Main Menu on your Oracle Applications Home Page, and click the Home
Page link.
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Home | Orders | Shipments | Finance

Search IPO Number

lh:rl:ﬁal:'l:ns

i Navigator+ B2 Favorites v

Subject

AMEREN OP UNIT - Standard Purchase Order 763935,1 requires your acceptance
Rate Card #17113 Rev.No. 0 -I T TEST SUPPLIER 1 has been approved by Minor
(SCProcPerf 1105). Kastherine A
Rate Card #17112 Rev.No. 0 -I T TEST SUPPLIER 1 has been approved by Minor
(SCProcPerf 1105). Kastherine A
Rate Card #17111 Rev.No. 0 -I T TEST SUPPLIER 1 has been rejected by Cotner

|pate

10/19/2016 11:26:23
10/19/2016 11:24:34
10/19/2016 10:30:44

10/19/2016 10:25:26/

(SCProcPerf 1105). Kathleen A

Rate Card #17110 Rev.No. 0 -IT TEST SUPPLIER 1 has been rejected by Cotner

(SCProcPerf 1105). Kathleen A

=1

10/19/2016 10:17:29

Home Orders Shipments Finance Intelligence Ass

About this Page  Privacy Statement

L | orders At A Glance

PO Number Description

763935 CCTM4 Training iProc T&M
763946 Complex CCTM Training GCPA
763945 CCTM Services Contract - Training
763940 CCTM4 Training DOIM FP

763939 CCTM4 Training iProc FP

Order Date

10/19/2016 11:25:48
10/17/2016 09:52:19
10/17/2016 09:48:08
10/13/2016 09:53:01
10/13/2016 09:50:34

Home Logout Preferences Help Diagnostic

* Agreements
+ Purchase Orders

+ Purchase Histo
+ Delivery Schedules
+ Overdue Receipts

Receipls
* Receipts
* Refurns
+ On-Time Performance

Invoices
+ Invoices
Eayments
+ Payments
Supplier Performance

« Supplier Performance

sments Home Logout Preferences Help Diagnostics

Copyright (c) 2008, Oracle. All rights reserved.

Step Action

35. Click the Purchase Orders link.

Purchase Orderd
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. Navigator v £ Favorites ¥

Home Logout Preferences Help Diagnostics

Home | Orders | Shipments | Finance | Inteligence
Purchase Orders | Ag | View | RFQ | Purchase History
Home >
Purchase Orders
Multiple PO Change | | Export I
Views
View IAH Furchase Orders El Advanced Search
Select Order: | Acknowledge | [ Request Changes | | View Change History | 2 Previous [125 [V] Next 25 @
PO Operating Document Acknowledge
SelectNumber Rev Unit Supplier Type Description Order Date Buyer Amount Status By Attachments
763936 2 AMEREN 1T TEST Standard CCTM4 10/19/2016 13:56:03 Young 20,000.00 Requires
o OP UNTT  SUPPLIER PO Training (Purchasing Acknowledgment Ty
1 DOIM T&M 1150). Myron
B
763935 (4 AMEREN 1T TEST Standard CCTM4 10/19/2016 12:27:19 Young 20,000.00 Requires
O OF UNIT  SUPPLIER FO Training iProc (Purchasing Acknowledgment @\
1 Tam 1150), Myron
B
763946 0 AMEREN 1T TEST Global Complex 10/17/2016 09:52:19 Minor 1,000,000.00 Open
o OP UNIT  SUPPLIER Contract ~ CCTM SCProcPerf T
1 Agreement Training 1105)
GCPA Katherine A
763945 0 AMEREN 1T TEST Global CCTM 10/17/2016 09:48:08 Minor 1,000,000.00 Open
e OP UNIT  SUPPLIER Contract  Services (SCProcPerf e
1 Agreement Contract - 1105)
Training Katherine A
763940 0 AMEREN 1T TEST Standard CCTM4 10/13/2016 09:53:01 Young 20,000.00 Requires
e) OF UNTT  SUFFLIER FO Training (Purchasing Acknowledgment T
1 DOIM FP 1150), Myron
B
763939 (0 AMEREN 1T TEST Standard CCTM4 10/13/2016 09:50:34 Young 30,000.00 Closed
O OP UNIT  SUPPLIER PO Training iProc (Purchasing j“@ v
1 FP 1150), Myron
Step Action

36.

763936

Click the Go button, and then click the appropriate PO Number to view PO details, 763936 in this example.

Page 232



A
“\meren

FOCUSED ENERGY.

forlie.

Ameren Oracle eBusiness CCTM Supplier

A
“ Ameren

iSupplier Portal

M Navigator ¥

Home | Orders | Shipments | Finance
Purchase Orders | Ag | View |
Home > Purchase Orders =

Standard Purchase Order: 763936, 2 (Total USD 20,000.00)

Purchase History

B2 Favorites ¥

Home Logout Preferences Help Diagnostics

Currency=USD

Order Information

General
Total 20,000.00
Supplier IT TEST SUPPLIER
1
Supplier Site 0LCCTMTESTONLY
Address 1T TEST SUPPLIER
1
TEST OHLY, MO
99999
Buyer Young(Purchasing
1150), Myron B
Order Date 10/19/2016
13:56:03
Description CCTM4 Training
DOIM TEM
Status Requires
Acknowledgment

Mote to Supplier

Operating Unit

Sourcing Document

Supplier Order Number

FRIORITY ORDER?

SAFETY RELATED (For Callaway Contracts Only)
AUTO GEN?

AMEREN OP UNIT

Yes

Yes

Actions I,\\cknnwledge . EI Export

Terms and Conditions

Payment Terms
Carrier

FOB

Freight Terms
Shipping Control

Ship-To Address

NET 30

DESTINATION
Collect Shipment

Address GENERAL OFFICE BUILDING
800 S 21ST ST
ST LOUIS, MO 63103

Bill-To Address

Address ACCOUNTS PAYABLE SECTION

P 0 BOX 66892

ST LOUTS, MO 63166-6892

Total

Received
Invoiced
Payment Status

20,000.00
9,865.57
9,865.57
Hot Paid

Step

Action

37.

Within the Order Information General section, the Buyer name is displayed as an active link. In this
example, click the Young(Purchasing 1150), Myron B link.
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n Navigator v B2 Favorites Home Logout Preferences Diagnostics

Home | Orders | Shipments | Finance | Intelligence | Assessments
Purchase Orders | Agreements | View Requests | RFQ | Purchase History
Home > Purchase Orders > View Order Details >

Buyer: Young(Purchasing 1150), Myron B

Full Name Young(Purchasing 1150), Myron B
Phone Number
Email Address 26878 @ameren.com
Mail Stop
Fax Number
Pager Number
Address Expense Report Processing
City
State
Zip Code
Country US

Return to View Order Details Export

Home Orders Shipments Finance Intelligence Assessments Home Logout Preferences Diagnostics

About this Page  Privacy Statement Copyright (c) 2008, Oracle. All rights reserved.

Step Action
38. An email address will be displayed for the designated Buyer.
26878 @ameran. com
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S1.2.11 Make Time Card Changes
HHNOTE**

The frames in this topic illustrate the steps required to make changes to a Time & Materials Time
Card. However, the process for making changes to a Fixed Price Time Card is the same.

As you progress through the topic, note that the same rules which apply to changes made in the Material and
Expense tabs of a Time & Materials Time Card also apply to changes made in a Fixed Price Time Card.

Home Logout Preferences

PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

OU Name [AMEREN OP UNIT =

;

PO Number 0U Name Supplier Submitter Time Card Period(Week Ending Date)  Total Timecard Amount Comment/Change Reason Attachments
Mo results found.

| Time Cards In Pending Stage |
PO

User Hame EB87693

Total Timecard Comment/Change

Number OUMName  Supplier Submitter Time Card Period(Week Ending Date) Amount Reason Attachments
575311  AMEREN OP IT TEST Minor(SCProcPerf 1105), 01/08/2012 960.00 Iﬂ\_]
UNIT SUPPLIER 1 Katherine A
575310 AMEREN OP IT TEST Minor(SCProcPerf 1105), 03/04/2012 3,176.20 ﬁ_]
UNIT SUFPLIER1  Katherine A
|TimeCimi51n Approved 5tage|

PO Number OU Name Supplier Submitter Time Card Period(Week Ending Date)  Total Timecard Amount Comment/Change Reason Attachments

No results found.

[Time Cards In Rejected Stage |

PO Number OU Name Supplier Submitter Time Card Period(Week Ending Date) Total Timecard Amount Rejection Reason  Attachments

Ho results found.

#TIP In order to add a new line against a new job to an existing TC please go to CCTM Timecard tab. Enter PO Number and Weekending Date and click on Go. Tt will
display the TC details, select the Draft in Time Card Listing mode and click on Go. Then you can add craft and enter time against new job in the existing TC

PM Data Time Notifications Home Logout Preferences

Privacy Statement Copyright (c) 2008, Oracle. Al rights reserved.
Step Action
1. From your Oracle Applications Home Page you will click the AMCCTM Supplier Time Card Super User

responsibility. The page will refresh and display links to the right. Click the Time Card link to go to your
CCTM Timecard Home.

From your CCTM Timecard Home page you can make changes to Time Cards in Draft Stage, Pending
Stage, Approved Stage or Rejected Stage

* After a Time Card moves to Receipt status, it can no longer be updated and re-submitted.
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Home Logout Preferences

PM Data | Time | Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

OU Name |AMEREN OP UNIT *

Time Cards In Draft Stage

PO Number 0U Name Supplier Submitter Time Card Period(Week Ending Date)  Total Timecard Amount Comment/Change Reason Attachments
No results found.

Time Cards In Pending Stage

User Name EB769

PO Total Timecard Comment/Change
Number OUName |Supplier Submitter Time Card Period(Week Ending Date) Amount Reason Attachments
375311  AMEREN OP IT TEST Minor(SCProcPerf 1105), 01/08/2012 960.00 B\J
UNIT SUPPLIER 1 Katherine A
375310  AMEREN OP IT TEST Minor(SCProcPerf 1105), 03/04/2012 3,176.20 B\J
UNIT SUPPLIER 1 Katherine A

Time Cards In Approved Stage

PO Number 0U Name Supplier Submitter Time Card Period(Week Ending Date)  Total Timecard Amount Comment/Change Reason Attachments
No results found.

Time Cards In Rejected Stage

PO Number 0U Name Supplier Submitter Time Card Period(Week Ending Date) Total Timecard Amount Rejection Reason  Attachments
No results found.

#TIP In order to add a new line against a new job to an existing TC please go to CCTM Timecard tab. Enter PO Number and Weekending Date and click on Go. It will
display the TC details, select the Draft in Time Card Listing mode and click on Go. Then you can add craft and enter time against new job in the existing TC

PMData Time Notifications Home Logout Preferences

Privacy Statement

Copyright (c) 2006, Oracle. All rights reserved

Step Action

2. On your CCTM Timecard Home page identify the Time Card you would like to update, based upon its
status and Click the PO Number.

For this exercise Click the 575310 link.

275310
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Supplier Name
Buyer

PO Revision 6
OU Name AMEREN OP UNIT

Time Card Details

Entry Type Individual, Daily Time Card Period{Week Ending Date) 03f

Total Labor Amount  2,880.00 Total Equipment Amount  230.00

1T TEST SUPPLIER 1
Clark{Purchasing 1150),
Rachel A

04/2012 Total Hours 48 Total Amount =

Total Material Amount 72.30 Total Expense Amount |

= Attachments ,_ ["Add Vendor Reference Number [ag5137

Go
Card's status from the Time Card Listing Mo

Timecard Listing Mode

#TIP To update a Time|
Maode is set to 'AL|

All
Approved
Draft

Labor Equipment
Labor Details

Select All | Select None
Craft Combination

= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Badge Consultant Mon,Feb Tue,Feb Wed,Feb Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total

PO Line
Select Status Number Craft Local WorkType RateType UOM Number Name 27 28 29 (138 02 03 04 Hours/U
Pending 2 ELECTRICIAN ST Hours Brad Jones 8 8 16
= Approval
Pending 2 FOREMAN ST Hours Tom Smith 8 8 16
= Approval
Pending 2 ELECTRICIAN ST Hours Dave Wise 8 8 16
= Approval
Return to Timecard Search Approver |Minor(SCProcPerf 1105), | Save and Submit

~| * Change Reason

de drop-down list and click Go button.You cannot update a Time Card when the

Delete Time card

Step

Action

For this exercise Click Pending Approval.

* The page will refresh.

Pending Approval

Next to the Timecard Listing Mode field Click the dropdown arrow to identify the current status of the
Time Card (Approved, Draft, Pending Approval or Rejected).
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FO Revision 6 Supplier Name 1T TEST SUPPLIER 1
OU Name AMEREN OP UNIT Buyer Clark(Purchasing 1150),
Rachel A

Time Card Details

Entry Type Individual, Daily Time Card Period(Week Ending Date) 03/04/2012 Total Hours 48 Total Amount
Total Labor Amount 2,880.00 Total Equipment Amount 230.00 Total Material Amount 72.30 Total Expense Amount

Vendor Reference Number [ag127 .| * Change Reason
= Attachments View| Add j

= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode - Go
= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Ge button.¥ou cannot update a Time Card when the
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material Expense
Labor Details

Select All | Select None

PO Line Craft Combination Badge Consultant Mon,Feb Tue, Feb Wed,Feb Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total
Select Status Number Craft Local WorkType RateType UOM Number Name 27 28 29 o1 02 03 o4 Hours/|

Pending 2 ELECTRICIAN ST Hours Brad Jones |8 8 16
I Approval

Pending 2 FOREMAN ST Hours Tom Smith 8 8 16
 Approval

Pending 2 ELECTRICIAMN ST Hours Dave Wise 8 8 16
= Approval

Return to Timecard Search Approver I nor(SCProcPerf 1105), | Save and Submit

Delete Time card

Step

Action

Click the Go button.

* The page will refresh again.

[eo]
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TSI T T e T T TS T SO PR T
OU Name AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A
Time Card Details
Entry Type Individual, Daily Time Card Period(Week Ending Date) 03/04/2012 Total Hours 48 Total Amount 3,
Total Labor Amount  2,880.00 Total Equipment Amount 230.00 Total Material Amount 72.30 Total Expense Amount (€

[«| T Change Reason

[

AGB127

Vendor Reference Number
= Attachments viewy Add

= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IPendmg Approval > Go

= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material Expense
Labor Details

Select All | Select None

PO Line Craft Combination Badge Consultant Mon,Feb Tue Feb Wed,Feb Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total
Select Status Number Craft Local WorkType RateType UOM Number Name 27 28 29 01 02 03 04 Hours/Un

Pending 2 ELECTRICIAN ST Hours Brad Jones 8 8 16

~ Approval
Pending 2 FOREMAN ST Hours Tom Smith 8 8 16

- Approval
Pending 2 ELECTRICIAN ST Hours Dave Wise 8 8 16

- Approval

Edil

Return to Timecard Search Approver II‘Jmnr’{SCF‘rncF‘er‘f 1105), | Save and Submit | |

Delete Time card |

Step Action
5. Click the Select All link.

Select All
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" U Name AMEREN OP UNTT T Buyer Clark(Purchasing 1150),
Rachel A

Time Card Details

Entry Type Individual, Daily Time Card Period(Week Ending Date) 03/04/2012 Total Hours 48 Total Amount 3
Total Labor Amount  2,880.00 Total Equipment Amount  230.00 Total Material Amount 72.30 Total Expense Amount (|
Vendor Reference Number [a5127 ~| ¥ Change Reason
*
Attachments View Ad 7

= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode | Pending Approval = Go

='TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the ©
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material Expense
Labor Details

Select All | Select None

PO Line Craft Combination Badge Consultant Mon,Feb Tue Feb Wed,Feb Thu,Mar FriMar Sat,Mar Sun,Mar Total
Select Status Number Craft Local WorkType RateType UOM Number Name 27 28 29 01 02 03 04 Hours/U
Pending 2 ELECTRICIAN ST Hours Brad Jones 8 8 16
& Approval
Pending 2 FOREMAN ST Hours Tom Smith 8 8 16
W Approval
Pending 2 ELECTRICIAN = Hours Dave Wise 8 8 16
I Approval

Return to Timecard Search Approver Il\hnor':SCF'rocF'erf 1105), | Save and Submit

nalata Tima card |

Step Action
6. Click the Edit button.

* The page will refresh one more time.

Edit

Page 240



A

“aAmeren , . .
FOCUSED ENERGY. for [ife. Ameren Oracle eBusiness CCTM Supplier

Time Card Details

Entry Type Individual , Daily Time Card Period(Week Ending Date) 03/04/2012 Total Hours 48 Total Amount 3
Total Labor Amount  2,880.00 Total Equipment Amount  230.00 Total Material Amount 72.30 Total Expense Amount (i

= Attachments view| Add Vendor Reference Mumber

AG127 =] * Change Reason

-

* TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraft vl Go

='TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the 7]
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material Expense
Labor Details

='TIP You cannot delete a line that has been previously approved.

Add Craft ‘ Copy Row

Select All | Select None

PO Line Craft Combination Badge Consultant Mon,Feb Tue Feb Wed, Feb Thu,Mar Fri,Mar Sat,Mar Sun,Mar Tota
Select Status Number Craft Local WorkType RateType UOM Number Name 27 28 29 01 02 03 04 Hour,

T o [ 2 Q eecricmn ST ours|  Bradiones [ 8 [ 8 [ | [ [ [ 1 [ | e
" ooer [ 2 A roreman ST wours|  fromsmeh [ 8 [ s [ [ [ [ [ | s

P ot [ 2 Q aecricmw ST ours|  pavewse [ 8 [ 8 [ 1 [ [ [ 1 [ 1
Save Delete

Return to Timecard Search Approver |Minor(SCProcPerf 1105), | Save and Submit
Delete Time card

Step Action

7. In the Labor and Equipment tabs you can edit PO Line Number and/or Job Number, Consultant
Name/Equipment ID and number of units/hours per day.

* With the EXCEPTION of Time Cards in Approved status, you can Click the Select box and then the
Delete button to remove a Material or Expense Line.

** You can Click the Add Craft button to add details you may have received after the original Time Card
was submitted.
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PO Number 575310 Comments CCTM Services-
PO Type Time and Material Accounting Split Test
PO Revision 6 Supplier Mame IT TEST SUPPLIER 1
OU Name AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A

Time Card Details

Entry Type Individual , Daily Time Card Period(Week Ending Date) 03/04/2012 Total Hours 48 Total Amount 3,
Total Labor Amount  2,880.00 Total Equipment Amount  230.00 Total Material Amount 72.30 Total Expense Amount (4

+ Attachments view| Add Vendor Reference Number [a5127 ﬂ Change Reason

=
= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraﬂ hd Go

*fTIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T}
Mode is set to 'ALL' or 'Receipt’.

Labor | Equipment | Material Expense
Expense Details

“ TIP You cannot delete a line that has been previously approved.

Select All | Select None
“PO Line

Select Status HNumber “Expense Type “Description “Amount Comments PO Line Description Attachments
I~ Draft I 2 @ |Mea|5 ﬂ |Lur'|ch Meeting | 48.90 | CCTMISEN‘CES'AM PO Line to £
cance
I |praft I 2 Q@ |Misce\|aneous ;l |Hnur overage for Brad J¢ | -55.00 |1 hour for wfe © S;LEISEN‘CGS'AM PO Line to o

Add Another Row Save | Delete

Return to Timecard Search Approver Il‘ﬂiﬂurfSCFrDcFerf 1105), | Save and Submit
Delete Time card

Copyright (c) 2008, Oracle. All rights reserved

PM Data Time Motifications Home Logout Preferences

Privacy Statement

Step Action
8. In the Material tab and the Expense tab you can edit any details previously reported.

* With the EXCEPTION of Time Cards in Approved status, you can Click the Select box followed by the
Delete button to remove a Material or Expense Line.

** You can Click the Add Another Row button to include additional Material or Expense details.
***You can Click the Plus symbol to add Attachments to any Material or Expense line.

**** Note from the topic Introduction - the same rules which apply to changes made here also apply to
changes made in a Fixed Price Time Card.
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RestaurantReceipt.td attachment has been added successfully.

Time Card Main Screen
* Indicates required field Delote Time card

PO Header Details

FO Mumber 575310 Comments CCTM Services-
PO Type Time and Material Accounting Split Test
PO Revision 6 Supplier Name ITTEST SUPPLIER 1
OuU Name AMEREN OP UNIT Buyer Clark{Purchasing 1150},
Rachel A

Time Card Details

Entry Type Individual, Daily Time Card Period(Week Ending Date) 03/04/2012 Total Hours 48 Total Amount 3,

Total Labor Amount  2,880.00 Total Equipment Amount  230.00 Total Material Amount 72.30 Total Expense Amount (€

= Attachments View| Add Vendor Reference Number [ag127 «| ¥ Change Reason

||
= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraft - Go

= TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt'.

Labor Equipment Material | Expense
Expense Details

='TIP You cannot delete a line that has been previously approved.

Select All | Select Mone

“PO Line
Select Status Number “Expense Type “Description “Amount Comments PO Line Description Attachments
[ Draft [ 2 & [meals 7] [tunch meeting [ asoo | CCTMISerwces-Add FO Line to T+
cancel
T Draft I 2 Q IM\sceIIaneUus j IHuur overage for Brad Jc | -55.00 Il hour for wjfe C (C:;:J::TISEW‘CES'AM FO Line to h

Add Another Row | Save | Delete

P —— e m—

Roturn tn Timarard Saarch

Step Action

0. CCTM requires that you include an Attachment in the Time Card Details section when re-submitting a
Time Card.

* Attachments at the line level, in the Material and Expense tabs are optional and DO NOT satisfy the
attachment requirement.

** Contact the designated Approver for each PO with questions regarding what should be attached.
To add an Attachment click the Add button.

* You will be directed to a new page.

Add
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Home Logout Preferences Help
Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
Time: CCTM Timecard Home =
Add Attachment
Cancel Add Another | Apphy |
Add IDesktop File/ Text/ URL =
Attach v i
Title |
Description -]
E
Category Miscellaneous
Define Attachment
Type & File | Browse... |
[T
© Text -]
E
Cancel Add Another | Apply |
PM Data Time MNotifications Home Logout Preferences Help
Privacy Statement Copyright (<) 2008, Oracle. All rights reserved
Step Action
10. Title & Description fields are optional. If you have multiple attachments use these fields to differentiate.

CCTM allows a File, URL or Text attachment Type.
* To attach a File, click the Browse button to search for the corresponding file.

** To attach a URL, click the select circle and enter a valid URL in the corresponding field.

*** To attach a Text description, click the select circle and enter text in the corresponding field.
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Home Logout Preferences Help
Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
Time: CCTM Timecard Home =
Add Attachment

Cancel | | Add Another | | Apply |
Add IDesktop File/ Text/ URL VI
Attach Y tion
Title |
Description =
| |

Category Miscellaneous

Define Attachment
Type £ File | Browse
Cur |
' Text [See Expense receipt in Expense Details =

Cancel] ‘ | Add Another | | Apply |

PM Data Time MNotifications Home Logout Preferences Help

Privacy Staterment Copyright (c) 2008, Cracle. All rights reserved

Step Action
11. If you plan to include multiple attachments, click the Add Another button.

For this exercise click the Apply button, to complete one attachment.

* You will be redirected to the Time Card page.

Apply
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PO Number 575310 Comments CCTM Services-
PO Type Time and Material Accounting Split Test
PO Revision & Supplier Mame IT TEST SUPPLIER 1
OU Name AMEREN OP UNIT Buyer Clark(Purchasing 1150),
Rachel A
Time Card Details
Entry Type Individual, Daily Time Card Period(Week Ending Date) 03/04/2012 Total Hours 48 Total Amount 3,

Total Expense Amount (4

Total Labor Amount  2,880.00 Total Equipment Amount 230.00 Total Material Amount 72.30
[=] " Change Reason [anached receipt in Expense Details

El

= Attachments view] Add Vendor Reference Number [ag5177

“TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraﬂ - Go

“TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material | Expense
Expense Details
“TIP You cannot delete a line that has been previously approved.

Select All | Select None
“P0 Line

Select Status Number *Expense Type “Description “Amount Comments PO Line Description Attachments
[T |Draft 2 @ IMEaIs j ILunch Meeting I 48.90 I CCTMISEN‘CES'Add FO Line to T+
cance
M Draft 2 @ [Miscellaneous [=] [Hour overage for Brad 3¢|  -55.00 [1 hour for wye € CCFMISEN‘CES'Add PO Line to g
cance

Add Another Row | Save | Delete

Return to Timecard Search Approver II‘-'WiﬂUrfSCFrUcFerf 1105), | Sawe and Submit
Delete Time card

M Data Time Motificatio Home Logout Pr

All rights reserved

Step Action
12. When re-submitting a Time Card you are required to provide a Change Reason.

* This is a free text field with no restrictions.
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PO Number 575310 Comments CCTM Services-
PO Type Time and Material Accounting Split Test
PO Revision 6 Supplier Name ITTEST SUPPLIER 1
OU Name AMEREN OP UNIT Buyer Clark{Purchasing 1150},
Rachel A
Time Card Details
Entry Type Individual , Daily Time Card Period{Week Ending Date) 03/04/2012 Total Hours 48 Total Amount 3,
Total Labor Amount  2,880.00 Total Equipment Amount  230.00 Total Material Amount 72.30 Total Expense Amount (€
Vendor Reference Number  [46)77 =] ~ Change Reason [attached receipt in Expense Detailg

* Attachments

View| Add

E

*fTIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode IDraft hd Go

“fTIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material | Expense
Expense Details
“fTIP ou cannat delete a line that has been previously approved.

Select All | Select None
*P0 Line

Select Status HNumber “Expense Type “Description “Amount Comments PO Line Description Attachments
[ |Draft I 2 IMEa\s j ILum:h Meeting I 48.90 I CCTMISEN‘CES'Add FO Line to T o
cancel
I Draft I 2 9, [miscellaneous =] [Hour overage for Brad 3| -55.00 |1 hour for wye C C(-TMISE"“"CES'Add PO Line to e
cancel

Add Another Row | Save | Delete

Return to Timecard Search Approver Il‘dinurfSCFrUcFerf 1105), | Save and Submit
Delete Time card

Step Action

13. When the Time Card includes an Attachment and Change Reason, and when you are satisfied with the
changes, Click the Save and Submit button.

Save and Submit
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Home Logout Preferences

Hotifications
CCTM Timecard Home || CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

User Name EB87693
I_ Confirmation

Time Card Submitted Successfully

<

Select Status

Time Card Main Screen
* Indicates required field

Delete Time card

PO Header Details

PO Number 575310 Comments CCTM Services-

PO Type Time and Material Accounting Split Test
PO Revision 6 Supplier Name IT TEST SUPPLIER 1
OU Name AMEREN OP UNIT Buyer Clark{Purchasing 1150),
Rachel A
Time Card Details
Entry Type Individual , Daily Time Card Period{Week Ending Date) 03/04/2012 Total Hours 48 Total Amount 3,
Total Labor Amount 2,880.00 Total Equipment Amount 230.00 Total Material Amount 72.30 Total Expense Amount (€
= Vendor Reference Number [ag127 +] ~ Change Reason [astached receipt in Expense Details
Attachments . [ Add j P P

= TIP Attachment(s) with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode |Draft - GO

*=TIP To update a Time Card, select the Time Card's status from the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the T
Mode is set to 'ALL' or 'Receipt'.

Labor Equipment Material Expense
Expense Details

= TIP You cannot delete a line that has been previously approved.

“PO Line NHumber “Expense Type “Description “Amount Comments PO Line Description Attachments &
| _>l_‘

Step

Action

14,

The page will refresh to display a Confirmation message indicating the Time Card was submitted
successfully.

* When a previously submitted Time Card is re-submitted, the Pay Terms period will restart as well.

** |f you navigate to CCTM Timecard Home you will see the Time Card in the Timecards in Pending
Stage section.

*** The Time Card Approver will receive an automated email notification, stating the Time Card is
pending review and action.

**** You will receive an automated email notification when action has been taken on your Time Card.
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