Creating a supplier Timecard for
Maximo PO

O Timeto Completion: 21 minutes

This will teach you how to create a supplier timecard for Maximo requisitions.
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Step1

Select Timecard.

Good afternoon, Maverick Login!

Supplier Portal Procurement Tools Others

g i 4

Supplier Portal Timecard

Things to Finish

Yesterday
Assigned to Me FYl
Supplier Contact
1 User Account for
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Step 2

Select New Timecard.

You will begin with creating a new timecard for a PO with an Individual Daily
Timecard Entry Type.

( '
® Note
Pre-Requisite: An Acknowledged Timecard CPA, Approved BPA Rate Cards, and
Approved Timecard POs are already created in Oracle Fusion for the particular
Supplier.
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Step 3

Select PO Number.

* PO Number

* preferred
Weekending Day

Supplier

Supplier Site

[jcraseay] [ cancet ]
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Step 4

In the PO Number drop-down list, select P3003831.

® Note
If you did not see your PO listed, it may need to be acknowledged from the

Supplier Portal.

* PO Number

. P3003813
Preferred

Weekending Day F3003514

Supplier | 76004146

Pe004148

Supplier Site
e PE004147

P3003831

Pe004151
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Step 5

Select Select Date.

* PO Number ‘ P3003831

* Preferred Friday v
Weekending Day
* Date ‘ 5

Supplier OTTC DEMO TEST SUPPLIER

Supplier Site 015TLOUIS - ERS

= ==
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Step 6

In the June 2023 table, select 16.

O Note

Your Preferred Weekending Day will be chosen on your first timecard. After
that, you will not be able to change it.

* PO Number P3003831

*

Preferred Friday
Weekending Day

*

Date

_—
pRlier June 2023

Supplier Site
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Step 7

Select Create.

* PO Number | P3003831

* Preferred [riday
Weekending Day

* Date | 6/16/2023

Supplier OTTC DEMO TEST SUPPLIER

Supplier Site 015TLOUIS - ERS

=
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Step 8

In the Labor section, select Add.

{ A

® note
Select the type of Timecard Lines. To do this, select the below section (Labor,
Equipment, Material, Expense). In this example, you will add a timecard line
under the Labor tab.
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Step 9

Select Search PO Line.
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Step 10

In the Search PO Line drop-down list, select 1.

( )

® Note
If this is a Maximo Blanket, the Work Order Number should populate
automatically after selecting the PO line. If this is a Maximo Non-Blanket, the
Work Order Number will need to be entered.

For a Maximo Blanket or for a Dojm timecard, you will need to know and enter
in your work order number. For Maximo Blanket Format: XXXXX/XXX. For Dojm
Format: XXXXXXXXX.
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Step 11

Select Craft.
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Step 12

In the Craft drop-down list, select SLOO000O1.

You will have multiple options for work orders. Please double-check and make sure
you're selecting the correct work order.

5L0000001
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Step 13
In the FRI-Jun-9 field, type 8.00.

Since the Timecard Entry Type is Individual Daily, you will enter hours for only one
day of the week. You can also use the Up and Down arrows to enter the appropriate
unit of measure.
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Step 14

In the Consultant Name field, type David Welch.

( )

O nNote
If you are using the same Item Number, either the Consultant Name, Work
Type, Rate Type, or Local has to be unique.

© Copyrighted material; Intended only for licensed users.



Step 15

Select Save.
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Step 16

Select Equipment.
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Step 17
Select Material.

7

O Note

If you need to add a new line, follow the same steps as if you were creating a
new timecard.
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Step 18

Select Expense.

7

O Note

If you need to add a new line, follow the same steps as if you were creating a
new timecard.
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Step 19

In the Attachment row, select Add Attachment.

An Attachment is mandatory before submitting.
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Step 20

Select Add.

Category Upload File File Name Description

No data to display.

© Copyrighted material; Intended only for licensed users.



Step 21

Select Category.

Drag and Drop

Select a file or drop ene here.
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Step 22

In the Category drop-down list, select Invoice.

O Note
You have the option to select Invoice, Lien Waiver, Project Status Report, Final
Lien Waiver, or Other.

In case the PO is enabled for lien waiver, the lien waiver attachment file is
required.

Upload File

Drag and Drop

Select a file or drop one here.,

Final Lien Waiver

Invoice

Lien Waiver

Others

n

el Ehmd e L
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Step 23

Select Upload File.

Upload File File Name

Drag and Drop

Select a file or drop one here,
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Step 24

Select Attachment.
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Step 25

Select Open.
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Step 26

Select Save.

= Ianns @l R

Attachment.txt
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Step 27

Select Validate.

You must select Validate before submitting your timecard.
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Step 28

In the Confirmation dialog, select Close.
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Step 29

Select Submit.
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Step 30

Select Yes.

This action will save the timecard and submit for approval. Do you want to

el

Continue(Y/N)?
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Step 31

Select New Timecard.

If your timecard was successfully submitted, it will appear in the Timecards Pending
Approval section. If your timecard was not submitted, it will appear in the Draft
Timecards section with all of your progress saved.

You will now create a new timecard for a PO with the Bulk Weekly Timecard Entry
Type.

® Note
Pre-Requisite: An Acknowledged Timecard CPA, Approved BPA Rate Cards, and
Approved Timecard POs are already created in Oracle Fusion for the particular
Supplier.
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Step 32

Select PO Number.

* PO Number

*

Preferred
Weekending Day

Supplier

Supplier Site

‘CreateHCannel‘
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Step 33

In the PO Number drop-down list, select P2003054.

O Note

If you did not see your PO listed, it may need to be acknowledged from the
Supplier Portal.

* PO Number ‘

* Preferred |
Weekending Day

P2003050

supplier 55403053

Supplier Site | P2003054

P2003055

[[crasen | [ cancet |
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Step 34

Select Select Date.

* PO Number P2003054

* preferred Sunday M
Weekending Day

1]

Supplier

Supplier Site

o=l ==
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Step 35

In the May 2023 table, select 15.

® Note
Your Preferred Weekending Day will be chosen on your first timecard. After
that, you will not be able to change it.

0 May 2023
S M T W T

11 12 13

¥ =Y
14 L:!"?J 16 18 19 20

21 22 23 25 26 27

*
PO Number P2003054 58 29 30 31

* Preferred Sunday Today
Weekending Day

* Date
Supplier

Supplier Site

Create | | Cancel
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Step 36

Select Create.

* PO Number ‘ P2003054

* Preferred Sunday
Weekending Day

* Date ‘ 05/15/2023

Supplier

Supplier Site
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Step 37

In the Labor section, select Add.
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Step 38

Select Search PO Line.
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Step 39

In the Search PO Line drop-down list, select 1.

( )

® Note
If this is a Maximo Blanket, the Work Order Number should populate
automatically after selecting the PO line. If this is a Maximo Non-Blanket, the
Work Order Number will need to be entered.

For a Maximo Blanket or for a Dojm timecard, you will need to know and enter
in your work order number. For Maximo Blanket Format: XXXXX/XXX For Dojm
Format: XXXXXXXXX.
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Step 40

Select Craft.
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Step 41

In the Craft drop-down list, select SVL100788.

SVL100788
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Step 42

In the Weekly Hours field, type 40.00.
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Step 43

In the Consultant Name field, type David Welch.

{ '

O nNote
If you are using the same Item Number, either the Consultant Name, Work
Type, Rate Type, or Local has to be unique.
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Step 44

Select Save.
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Step 45

Select Equipment.
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Step 46
Select Material.

7

O Note

If you need to add a new line, follow the same steps as if you were creating a
new timecard.
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Step 47

Select Expense.

7

O Note

If you need to add a new line, follow the same steps as if you were creating a
new timecard.
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Step 48

Select Add Attachment.
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Step 49

Select Add.

Category Upload File File Name Description

No data to display.
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Step 50

Select Category.

Upload File File Name

Drag and Drop

Select a file or drop one here,
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Step 51

In the Category drop-down list, select Project Status Report.

O Note
You have the option to select Invoice, Lien Waiver, Project Status Report, Final
Lien Waiver, or Other.

In case the PO is enabled for lien waiver, the lien waiver attachment file is
required.

Upload File

Drag and Drop

Select a file or drop one here.,

Invoice

Lien Waiver

Project Status Report

Final Lien Waiver

EatatS
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Step 52

Select Upload File.

Upload File

Drag and Drop

Project Status Report v

Select a file or drop one here.
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Step 53

Select Project Status Report.

Upload File
- Drag an
Select a filg
——
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Step 54

Select Open.
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Step 55

Select Save.

rire mvame eI W

Project Status Report.xlsx
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Step 56

Select Validate.

You must select Validate before submitting your timecard.
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Step 57

View Timecard.

Be sure to review the Timecard Number field, the PO Number field, the Vendor

Reference field, the Remaining PO Line Amount, the various Total Hours and Total

Amount fields, as well as the Approver field.
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PO Number

Vendor Reference

Vendor Number

Description

Attachment

Total No. Of Attachments

Remaining PO Line Amount

Total Labor Hours

Total Equipment Hours

Total Labor Amount

Total Equipment Amount

Total Material Amount

Total Expense Amount

Total Timecard Hours
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P2003054 - 0

201013

+
0
$10,000.00
0
0
$0.00
$0.00
$0.00
$0.00

W]
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Step 58

Select Submit.
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Step 59

Select Yes.
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Step 60

Select New Timecard.

Lastly, you will create a new timecard for a PO with a Fixed Price Services Timecard
Entry Type.

( )

® Note
Pre-Requisite: Timecard CPA, Rate Cards and Requisition and Complex PO are
already created in Oracle Fusion for the particular Supplier. And for the
Complex PO created the Timecard Entry Type should be Fixed Price Services.
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Step 61

Select PO Number.

* PO Number

* preferred
Weekending Day

Supplier

Supplier Site

[jcraseay] [ cancet ]
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Step 62

In the PO Number drop-down list, select P2003055.

® Note
If you did not see your PO listed, it may need to be acknowledged from the
Supplier Portal.

* PO Number

* Preferred
Weekending Day

P2003050
supplier 503053

Supplier Site P2003054
P2003055

[[reatn | | cancet |
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Step 63

Select Select Date.

* PO Number P2003055

* preferred Sunday M
Weekending Day

1]

Supplier

Supplier Site

o=l ==
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Step 64

In the May 2023 table, select 15.

® Note
Your Preferred Weekending Day will be chosen on your first timecard. After
that, you will not be able to change it.

0 May 2023
S M T W T

11 12 13

¥ =Y
14 L:!"?J 16 18 19 20

21 22 23 25 26 27

*
PO Number P2003055 58 29 30 31

* Preferred Sunday Today
Weekending Day

* Date
Supplier

Supplier Site

Create | | Cancel
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Step 65

Select Create.

* PO Number ‘ P2003055

* Preferred Sunday
Weekending Day

* Date ‘ 05/15/2023

Supplier

Supplier Site
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Step 66

In the Fixed Price section, select Add.
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Step 67

Select Search PO Line.
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Step 68

In the Search PO Line drop-down list, select 1.

( )

® Note
If this is a Maximo Blanket, the Work Order Number should populate
automatically after selecting the PO line. If this is a Maximo Non-Blanket, the
Work Order Number will need to be entered.

For a Maximo Blanket, you will need to know and enter in your work order
number. For Maximo Blanket Format; XXXXX/XXX.
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Step 69

In the Milestone Description field, type Milestone 1.

The Milestone Description field is mandatory.
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Step 70

In the Milestone Date field, type 03/27/23.

The Milestone Date is different from the Weekending Date.
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Step 71

View Comments.

You can enter any additional information in the Comments field if required.
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Step 72

Select Add Attachment.
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Step 73

Select Add.

Category Upload File File Name Description

No data to display.
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Step 74

Select Category.

Upload File

Drag and Drop

Select a file or drop one here.
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Step 75

In the Category drop-down list, select Invoice.

O Note
You have the option to select Invoice, Lien Waiver, Project Status Report, Final

Lien Waiver, or Other.

In case the PO is enabled for lien waiver, the lien waiver attachment file is
required

Upload File

Drag and Drop
Select a file or drop one here.

Invoice

Lien Waiver

Project Status Report

Final Lien Waiver

Lot
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Step 76

Select Upload File.

.UpludFlh

Drag and Drop

Select a file or drop one here.
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Step 77

Select Invoice 1234.xIsx.

Upload F
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Step 78

Select Open.
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Step 79

Select Save.

Invoice 1234.xlsx
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Step 80

Select Validate.

You must select Validate before submitting your timecard.
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Step 81

Select Submit.
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Step 82

Select Yes.
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Step 83

Close the tab.
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