Creating a supplier timecard for
EMPRV PO

O Timeto Completion: 28 minutes

You will learn how to create a supplier timecard for EMPRV PO for three different
types- Individual Daily, Bulk Weekly, and Fixed Price Materials.

© Copyrighted material; Intended only for licensed users.



Step1

Select Timecard.

Good afternoon, Maverick Login!

Supplier Portal Procurement Tools Others
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Supplier Portal Timecard

Things to Finish
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Step 2

Select New Timecard.
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Step 3

Select PO Number.

* PO Number I

* Preferred
Weekending Day
Supplier

Supplier Site
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Step 4

In the PO Number drop-down list, select P3003842.

* PO Number -
* Preferred Q

Weekendin .
g Day Pe004146
Supplier | ,co0a148
Supplier Site | PEO04147
P30035831
PE004151
P3003842

Pe004152 -
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Step 5

Select Date.

* PO Number | P3003842

* Preferred Friday
Weekending Day

“Date

Supplier OTTC DEMO TEST SUPPLIER

Supplier Site Q15TLOUIS - ERS

Ccreste | Cancel
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Step 6

In the Date drop-down list, select 19.

* preferred Friday
Weekending Day

* Date
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Step 7

Select Create.

* PO Number ‘ P3003842

* preferred Friday
Weekending Day

* pate \ 6/19/23

Supplier oTTC DEMO TEST SUPPLIER

Supplier Site 01STLOUSIS - ERS

=
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Step 8

In the Labor section, select Add.
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Step 9

Select Craft.
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Step 10

In the Craft drop-down list, select SLOO000O1.
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Step 11

Select Job Number.
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Step 12

In the Job Number drop-down list, select FU263759.

FU263759
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Step 13
In the FRI-Jun-16 field, type 8.00.
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Step 14

In the MON-Jun-19 field, type 8.00.
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Step 15

In the Consultant Name field, type Joe Consultant.
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Step 16

Select Equipment.
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Step 17

In the Equipment section, select Add.
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Step 18

Select Search PO Line.
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Step 19

In the Search PO Line drop-down list, select 1.
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Step 20

Select Craft.

© Copyrighted material; Intended only for licensed users.



Step 21

In the Craft drop-down list, select SEO000002.
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Step 22

Select Job Number.
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Step 23

In the Job Number drop-down list, select FU263759.

FU263759
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Step 24
In the FRI-Jun-16 field, type 8.00.
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Step 25

In the MON-Jun-19 field, type 8.00.
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Step 26

Select Material.
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Step 27

In the Material section, select Add.
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Step 28

Select Search PO Line.
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Step 29

In the Search PO Line drop-down list, select 1.
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Step 30

Select Job Number.
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Step 31

In the Job Number drop-down list, select FU263759.

FU263759
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Step 32

In the Material Description field, type Pipes and sheet metal.
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Step 33

In the Unit Price field, type 10.99.
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Step 34
In the Quantity field, type 5.00.
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Step 35

In the Consultant Name field, type Sue Consultant.
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Step 36

Select Expense.
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Step 37

In the Expense 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.
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Step 40

Select Job Number.
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Step 41

In the Job Number drop-down list, select FU263759.

FU263759
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Step 42

Select Expense Type.
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Step 43

In the Expense Type drop-down list, select Equipment Rental.

Equipment Rental
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Step 44

In the Amount field, type 36.00.
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Step 45

In the Comments field, type Equipment rental.
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Step 46

In the Consultant Name field, type Carmen Consultant.

© Copyrighted material; Intended only for licensed users.



Step 47

Select Validate.
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Step 48

Select Close.
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Step 49

Select Submit.
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Step 50

Select Yes.

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

| caneal

Continue(Y/N)?
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Step 51

Select New Timecard.
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Step 52

Select PO Number.

* PO Number I

* Preferred
Weekending Day
Supplier

Supplier Site

|Crea‘le||€amel‘
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Step 53

In the PO Number drop-down list, select P3003899.

* PO Number

* preferred
Weekending Day

Supplier

Supplier Site

P3003831
P6004151
P3003842
P6004152

P3003899

P3003898
P3003900
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Step 54

Select Date.

* PO Number | P3003899

* Preferred [riday v
Weekending Day
* Date | i

Supplier OTTC DEMO TEST SUPPLIER

Supplier Site 015TLOUIS - ERS

= ==
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Step 55

In the Date drop-down list, select 7.

* PO Number P3003899 -

*

Preferred Friday -
Weekending Day
* Date 5
Suppli
pRer ¢ July 2023 >
Supplier Site

s M T W T F 5
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9 10 11
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Step 56

Select Create.

* PO Number | P3003899

* Preferred Friday
Weekending Day

* Date | 7/7/2023

Supplier OTTC DEMO TEST SUPPLIER

Supplier Site 015TLOUIS - ERS

| Gt |
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Step 57

In the Labor section, select Add.
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Step 58

Select Search PO Line.
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Step 59

In the Search PO Line drop-down list, select 1.
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Step 60

Select Craft.
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Step 61

In the Craft drop-down list, select SLOO000O1.
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Step 62

Select Job Number.
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Step 63

In the Job Number drop-down list, select FU263579.

FU263759
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Step 64

In the Weekly Hours field, type 20.00.

Alternatively, you can use the Increment and Decrement icons to adjust the Weekly
Hours.
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Step 65

Select Equipment.

© Copyrighted material; Intended only for licensed users.



Step 66

In the Equipment 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.
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Step 69

Select Craft.
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Step 70

In the Craft drop-down list, select SEO000002.
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Step 71

In the Weekly Hours field, type 20.00.
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Step 72

Select Material.
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Step 73

In the Material section, select Add.
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Step 74

Select Search PO Line.
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Step 75

In the Search PO Line drop-down list, select 1.
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Step 76

Select Job Number.
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Step 77

In the Job Number drop-down list, select FU263579.

FU263759
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Step 78

In the Material Description field, type Gaskets and fittings.
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Step 79

In the Unit Price field, type 6.49.
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Step 80
In the Quantity field, type 10.00.
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Step 81

Select Expense.
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Step 82

In the Expense section, select Add.

© Copyrighted material; Intended only for licensed users.



Step 83

Select Search PO Line.
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Step 84

In the Search PO Line drop-down list, select 1.
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Step 85

Select Job Number.
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Step 86

In the Job Number drop-down list, select FU263579.

FU263759
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Step 87

Select Expense Type.
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Step 88

In the Expense Type drop-down list, select Equipment Rental.

Equipment Rental
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Step 89

In the Amount field, type 64.99.
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Step 90

In the Comments field, type Truck rental.
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Step 91

Select Validate.
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Step 92

Select Close.
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Step 93

Select Submit.
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Step 94

Select New Timecard.
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Step 95

Select PO Number.

* PO Number

* Preferred

Weekending Day
Supplier

Supplier Site

‘CrealeH(‘aml|
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Step 96

In the PO Number drop-down list, select P3003900.

* PO Number

* Preferred

Weekending Day
Supplier

Supplier Site

P3003831
Pe004151
P3003842
Pe004152
P3003899
P30038398

P3003900
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Step 97

Select Date.

* PO Number | P3003900

* Preferred Friday v
Weekending Day

*pate.

Supplier OTTC DEMO TEST SUPPLIER

Supplier Site 015TLOUIS - ERS

= ==
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Step 98

In the Date drop-down list, select 7.

* PO Number P3003900 v

*

Preferred Friday -
Weekending Day

* Date i

Supplier
< July 2023 >
Supplier Site
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Step 99

Select Create.

* PO Number ‘ P3003900

* Preferred Friday
Weekending Day

* Date ‘ 7/7/2023

Supplier OTTC DEMO TEST SUPPLIER

Supplier Site 015TLOUIS - ERS

Create I Cancel
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Step 100

In the Fixed Price section, select Add.
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Step 101

Select Search PO Line.
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Step 102

In the Search PO Line drop-down list, select 1.
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Step 103

Select Job Number.
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Step 104

In the Job Number drop-down list, select FU263579.

FU263759
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Step 105

In the Milestone Description field, type Milestone achieved..
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Step 106

Select Milestone Date.
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Step 107

In the Milestone Date drop-down list, select 5.
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Step 108

In the Amount field, type 10.00.
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Step 109

Select Validate.
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Step 110

Select Close.
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Step 111

Select Submit.
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Step 112

View Timecards Pending Approval.

The timecards have been created and are awaiting approval.

Week Ending...

PO Type Interface Source... Timecard Entry... Timecard Re... Timu
Time And Material Maximo Fixed Price 0
Time And Material Maximo Bulk Weekly 0
Time And Material Maximo Individual Daily 0
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Step 113

Close the tab.
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