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Chapter One:

Introduction to
CCTM

Chapter Objectives:
e Describe CCTM and its functions
e Describe the CCTM processing flow
e Define new terms

e List the training and support materials

Estimated Lesson Time: 15 minutes

The Contractor Cost Tracking Module (CCTM) enables Ameren to capture costs associated with service procurement
and enables prompt payment to suppliers for services delivered. CCTM provides a collaborative tool that enables
Ameren suppliers to enter job cost and management information and Ameren to review and approve that information.
Suppliers can enter:

e rate cards for specific time periods or specific contracts

e time cards for labor, equipment, material, expenses, and taxes

e  project management information such as percent complete or estimates at complete.
This training will provide you with information about logging on and off the CCTM system, navigation within the
system, entering rate cards, entering time cards for fixed price and time and materials contracts, and entering project

management information. You will also learn how to search for information, upload and download templates, and how to
attach documents to CCTM records.
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Lesson 1-1: CCTM Processing Flow
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Figure 1-1

CCTM processing involves collaboration between Ameren and suppliers. The overall process flow is shown in
Figure 1-1.

1 . The supplier receives Contract Purchase Agreement (CPA) or purchase order notification from
Ameren.

The notification tells the supplier that the agreed upon contract requires CCTM input.
2. As specified, the supplier inputs rate card information in CCTM.

The rate card provides the applicable period and contract to which rates apply. The rate card identifies the craft,
local, work type, rate type and unit of measure to be used. Rate card information can be input online within
CCTM or uploaded using the template provided in the application. If necessary, rate card information can be
provided to an authorized Ameren user for input into CCTM. Rate cards are not required for fixed price purchase
orders.

3. Therate card information is reviewed and approved by an authorized Ameren approver.

The approver ensures that the submitted rate card references agreed-upon rates. If necessary, the rate card is
rejected and returned to the supplier for correction.

© Ameren Services
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After the rate card is entered and approved in the system, purchase orders can be created as
releases against the contract. The purchase order information is provided to the supplier.

The purchase order provides additional information such as a job number and the terms and conditions for
entering CCTM data.

The supplier inputs CCTM time card and project management information.

Time card information is input by the supplier in accordance with the terms and conditions provided on the
purchase order. For time and materials projects, the supplier inputs labor, equipment, material, and expenses data.
For fixed price projects, milestones and amounts associated with the project are entered. Time card information
can be entered online or uploaded to CCTM using a template. If necessary, time card information can be provided
to an authorized Ameren user for input into CCTM.

When required, project management information such as estimated cost at completion and estimated date of
completion are also entered. Time card information entered in CCTM for time and materials purchase orders is
automatically validated against the associated rate card.

Completed time cards are reviewed and approved by authorized Ameren approvers.

The Ameren approver ensures that the information submitted is correct and in accordance with the terms and
conditions of the purchase order. If necessary, a time card or a time card line is rejected and returned to the
supplier for correction.

If the approver has not approved the email within 7 days, a reminder email will be sent to the approver and his
supervisor indicating that action needs to be taken on the time card.

An automated invoice process runs daily and creates a receipt/invoice for approved CCTM time
cards.

A receipt/invoice for approved time cards is automatically created. CCTM invoices interface to Ameren’s
Accounts Payable (AP) system.

Accounts Payable processes invoice payments according to the payment terms specified on the
PO. The supplier receives an Ameren Payment Alert email notification.

An electronic payment for the invoice is made. The payment is made according to the payment terms specified on
the purchase order. The Supplier receives an ACH (Automated Clearing House) email notification when the
payment is made. The email notification includes the Vendor Reference Numbers for the time cards that were paid
on the invoice.

The supplier can enter their internal invoice number in the Vendor Reference field on CCTM time cards. The

Vendor Reference Number is included in the ACH email alert and allows the supplier to easily match the payment
to their internal invoice.

ASCI/IT Computer Training Services
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Lesson 1-2: Terms and Concepts

Throughout this training, a variety of terms and acronyms are used. Additional terms and acronyms are posted on the
supplier web site.

Table 1-1: Key Terms
Term Description

CPA Contract Purchase Agreement. An agreement between Ameren and its suppliers about specific terms
and conditions. Standard purchase orders reference CPAs. Standard purchase orders provide the
specifics about goods and services ordered. A CPA does not indicate a commitment to purchase — the
purchase order defines the purchase commitment.

DOJM Distribution Operation Job Management is the work management system used by Ameren’s Energy
Delivery. DOJM job numbers identify the work to be completed on a task item basis. You may need to
reference a DOJM job number when entering a CCTM time card.

EMPRV Electronic Data System (EDS) Maintenance Process Reengineering Vision is the work management
system used by Ameren’s Generation, Generation Technical Services (GTS), Energy Delivery Technical
Services (EDTS), and Energy Delivery (ED) Fleet Services groups. Employees in these groups use
EMPRY to requisition CCTM services.

iProcurement An Oracle application used by Ameren to create requisitions and issue purchase orders. iProcurement
interfaces to EMPRYV, Oracle Contracts, and Oracle Purchasing.

iSupplier Portal iSupplier Portal is a web-based application that provides suppliers with the capability to review the
transactions that have occurred between their company and Ameren. It enables suppliers to view and
acknowledge purchase orders, submit change requests to purchase orders, view receipts and returns,
submit and view invoices and view payments.

Receiving The certification that the materials or services ordered were received. The receipt is interfaced to Oracle
Accounts Payable for automated payment processing.

© Ameren Services
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Lesson 1-3: Benefits of CCTM

CCTM provides the following benefits to Ameren and its suppliers:
e  When applicable, a single rate card can be maintained across contracts for a supplier.

e Rate cards are entered directly into the CCTM system. Authorized Ameren approvers review and approve rate
cards online.

e Job information from other Ameren systems can be linked to supplier input.

e Asingle screen is used to enter labor times, details for equipment, material, miscellaneous expenses, and tax-
related information. Authorized Ameren approvers review and approve time cards online.

e The mode of entry is flexible — data can be input by a supplier super user or by individual supplier users. In
addition, information can be entered directly online into CCTM, or uploaded from a template.

e Suppliers can view the status of rate cards and time cards online in real time.
e Milestone information can be captured for reporting purposes.
e Payment processing is expedited through automated receiving.

|
ASCI/IT Computer Training Services
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Lesson 1-4: Training and Support

1. 7o get Help via phone, call 888-857-5640.

If you have problems logging in to iSupplier Portal or if you have questions related to using CCTM or iSupplier
Portal, contact the Ameren Service Desk at 888-857-5640.

2. Tolocate training and support materials online, go to www.ameren.com.
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7
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Construction Services
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UserD

]

ppliers uestions about how and where
buld charge one? Get answers -
ur video

Password

]

» Forgot UseriD or Password?
» New user? Register
» Other Log ins

Mar. 29, 2011 Highlights Ameren and...

X 3 : Pay & View Bill Japan Disaster
Outage information. View . Use alog-in option to %) Read Ameren
otitagesiby ZIF Code:and morein access the information = Corporation's
llinois and Missouri you need. JiApangp  Statementon Japan

disaster.

e hilal || Lcoaicol

Figure 1-2

3. Point at Business Partners and then click Suppliers, as shown above in Figure 1-2.
The Suppliers page displays as shown in Figure 1-3 on the next page.

© Ameren Services
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Figure 1-3

4. Ciickthe Supplier Training link, as shown in 2 in Figure 1-3.

The Supplier Training Materials page displays, similar to Figure 1-4 below. Training Manuals, FAQs (Frequently
Asked Questions) and Quick Reference Guides are located on this page. Quick Reference Guides are 2-3 page
guides which include condensed instructions for common tasks.

Ameren Corporate Home About Ameren MNews Contact Us m

A
iﬁﬂmem” Customers Investors Career Seekers Business Partners Community Members Educators/Students Media

Supplier Training Materials

Sourcing
» Sourcing Training Manual (10/26/09)

iSupplier Portal
* Training Manual (5/5/09)

Quick Reference Guides
* Acknowledge a Purchase Order (5/5/09)
* Submit an Invoice (8/12/09)

Figure 1-4

5. Cclick alink on this page to open a document.

|
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Chapter Two:
Basics and
Navigation

Chapter Objectives:
e Describe CCTM system security
e Log onto to CCTM
e Change your default CCTM password
e List CCTM responsibilities and menu items
¢ Navigate between fields and pages
e Describe CCTM page elements and functions
e Search for valid values
e Use the calendar

e Log out of CCTM

Estimated Lesson Time: 30 minutes

The Contractor Cost Tracking Module (CCTM) system is a customized Ameren system. CCTM is a web-based
application with certain unique characteristics. In this chapter, you will learn your responsibilities for ensuring data
integrity, how to log onto and out of the system, and how to use CCTM features.
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Lesson 2-1: iSupplier Security

When you are granted access to Ameren’s iSupplier Portal, you will be given a user ID and password. Your user ID and
password are linked to the roles and responsibilities granted to you, and provide a unique identification in the system. In
addition, the combination of your user ID and password ensure that you see only the contract and purchase order
information that is associated with your company. You cannot view rate card or time card information for any other
company.

When you first log on to CCTM, you will be required to change your default password in the system. The procedure for
changing your default password will be addressed later in this chapter.

Never share your assigned user ID and password with anyone. System security can be compromised if you do so.

© Ameren Services
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Lesson 2-2: Log on fo Ameren's iSupplier Portal

Contact Us Login Search I
g’%
365. And then some. . My Home ||My Business ||About Us Inwestbors Careers

Ameren Supplier Login

Please log In

For new Ameren Supplier site users, after you login using your assigned userID and password, you will
be required to change your password and then yvou will be logged out, vou will then need to login again
with the changed password to enter the Ameren Supplier Site,

UserID: I
I Forgot wour
Password: Password?

If vou cannot sign on with your assigned Ameren UserID or if you encounter other problems, call the
Areren Service Desk at 1-888-857-5640. Suppliers and contractors who have active purchase arders
ar contracts fram Armeren but who do nat have an Armeren UserlD can call the same number to request
a UserID, For suppliers and contractors who are not currently doing business with Ameren, refer to the
Pre-Qualification information at www.ameren.com under the *Suppliers and Contractors” link,

Terms and Conditions
Privacy Staterment

Site Map Site Help | Contact Us Legal | Privacy Statement

Figure 2-5

In order to view or enter data in CCTM, you must first log onto Ameren’s iSupplier portal.

1 . To access the Ameren Supplier Login page, go to https://ebusiness.ameren.com/.
You can create a shortcut on the computer desktop or create a Favorite for easy access to this page.

2. Type your user name in the User|D field. Your user name is not case sensitive.
Your user name is supplied when you are granted access to the Ameren Supplier Login page.

3. Type your password in the Password field. Your password is case sensitive.

A default password is supplied when you are granted access to the Ameren Supplier Login page. When you type
your password, a series of asterisks (****) appear in the Password field.

NOTE: The first time you log onto the portal, you will be prompted to change your default password. Changing
your password is addressed in the next lesson.

4. ciick Login.

If you are required to change your password, go to Lesson 2-3: Change Your Password. If you are not required to
change your password, go to Lesson 2-5: Navigate to a CCTM Page.

Forgot your Password? If you cannot get logged in, click the Forgot your Password? link and the
system will email you a new temporary password which can be used to log in.

Problems? If you have problems logging into or using CCTM, contact the Ameren Service Desk at 888-857-5640.

ASC/IT Computer Training Serv

ices
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Lesson 2-3: Change Your Password

4 Contact Us Login Search E
2 —
“Ameren
365. And then some. My Home | My Business | AboutUs | Investors | Careers

Change Password

[To change your password, enter your current password, your new password, and confirm your new password

UserID IVSUP4
OLD Password i \

MEW Password

Confirm NEW Password i

D €D

Copyright @ 2005 Armeren Services Site Map | ContactUs | Legal | Privacy Statement

Figure 2-6

1. Inthe Old Password field, type the default password assigned to you.
The Current Password field is case sensitive.
2. Inthe NEW Password field, type your new password.
The New Password field is case sensitive.
3. Inthe Confirm NEW Password field, type your new password again.
You must type your password exactly as you typed it in the New Password field.
4. Click Submit.
You have successfully changed your password.

Password Rules:
e Passwords are case sensitive.
e  Must include one letter and one number.
e  Minimum password length is 6 characters and the maximum length is 14 characters.
e Cannot include repeating characters; for example,” aabb” is not allowed but “joejoe”
e  Cannot be the same as your userid.

e Cannot include the word “ameren”.

IMPORTANT: For problems or questions related to using CCTM, contact the Ameren Service Desk at
888-857-5640.

© Ameren Services
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Lesson 2-4: Roles and Responsibilities

When you are granted access to Ameren’s iSupplier Portal and CCTM, you will be assigned a user responsibility. Your
user responsibility determines the type of records you can create and save in CCTM, data that you can view, and CCTM
pages that are available to you.

Table 2-1: CCTM Responsibilities lists the CCTM responsibilities.

Table 2-1: CCTM Responsibilities

Role CCTM Access
AMCCTM Rate Card User An AMCCTM Rate Card User can enter or modify rate cards. Rate cards are then used for
time card cost calculations. Rate card entry is addressed later in this course.
AMCCTM Time Card User An AMCCTM Time Card User
e may be restricted to entering only his or her time sheet entries.
e cannot enter Project Management Data.
e  can only view the time cards which they have submitted.
AMCCTM Time Card Super AN AMCCTM Time card Super User can:
User

e enter time for others.
e enter Project Management information.

e view all the time cards that have been submitted by anyone within their
company.

AMCCTM Time Card Inquiry

This responsibility allows you to view rate cards and time cards which have been entered
for your company. You cannot create or modify rate cards or time cards using this
responsibility.

AMCCTM Supplier Reports
Users

This responsibility is used to create reports. There are two reports available, the Invoice
Reconciliation Report and the Time Card Listing Report.

|
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Lesson 2-5: Navigate to a CCTM Page

E-Business Suite

Diagnostics Logout Preferences Help Personalize Page

Logged In As
Oracle Applications Home Page

Favorites

Navigator Personalize
T | Time Card (CCTM)

CCTM Reports (CCTM Reports)

Rate Card (CCTM)

[ AMCCTM Supplier Rate Card User |Please select a responsibility.

3 AMCCTM Supplier Time Card
Super User

AMCCTM Supplier Time Card User
£3 AMCCTM Time Card Inguiry

[ AMPON Sourcing Supplier
[ AMPOS iSupplier Portal Full Access

Figure 2-7

Oracle Applications Home Page

Favorites
Navigator Personalize
Personalize | Time Card (CCTM)
3 AMCCTM Supplier Rate Card User | ccTM e

£ AMCCTM Supplier Reports Users Rate Card (CCTM)

3 AMCCTM Supplier Time Card
Super User

] AMCCTM Supplier Time Card
User

3 AMCCTM Time Card Inquiry

3 AMPON Sourcing Supplier

3 AMPOS iSupplier Portal Full Access

Figure 2-8

PM Data
CCTM Timecard Home

CCTM Timecard | JCCTM Timecard Upload Status | CCTM Timecard Upload

User Name
OU Name IAMEREN OF UNIT vl
Time Cards In Draft Stage
PO Humber OU Name |5 pPp Submitter Time Card Period(Week Ending Date) ~ |Tota| Timecard Amount
500045 AMEREN OP UNIT |PATENT CONSTRUCTION SYSTEMS Sutton, Marie 09/21/2008 54.80
391616 AMEREN OP UNIT  PATENT CONSTRUCTION SYSTEMS Sutton, Marie | 03/01/2009 609.90

Time Cards In Pending Stage

Figure 2-9

0 Home Logout Preferences Personalize Page Diagnostics

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

User Name
* Indicates required field

Time Card Search

OU Name IAMEREN OP UNIT 'l * Select the PO I Q * Week Ending Date I Go

' TIP Future Week Ending Periods are not allowed. Future Week Ending Periods will default to current week ending period.

Figure 2-10
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In order to navigate to a page, you must start from the Navigator on the E-Business Suite Home page as shown in

Figure 2-7. You click a responsibility from the left side of the Navigator. Based on the role you select, a list of menu
options appears in the right side of the Navigator.

&* Caution: When you are navigating in CCTM, avoid using your browser Back Q or Forward ) buttons. Use
CCTM navigation features such as page tabs or links to navigate.

NOTE: Your assigned roles may be different than those displayed in Figure 2-7.

1. clickthe AMCCTM Time Card User or Super User link as shown in 1 in Figure 2-7.
Alist of responsibilities appears as shown in 2 in Figure 2-8.

2. Click the Time Card link as shown in 2 in Figure 2-8.
The CCTM Timecard Home page appears as shown in Figure 2-9.

3. Click CCTM Timecard in the blue task bar as shown in 3 in Figure 2-9.
The Time Card Search page appears as shown in Figure 2-10.

4. Click the Home link to return to the E-Business Suite Home page as shown in 4 in Figure 2-10.
The E-Business Suite Home page appears.

|
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Lesson 2-6: Use CCTM Page Elements

Home Logout Prefer

Notifications

CCTM Rate Search | CCTM File Upload Status | CCTM Create Rate Card ( 3

User Name
Create Rate Card P
P -
Indicates required field ‘ 4 ; Submit | Save Download Template | Upload File | Cancel
Rate Card Header
OU Mame | AMEREN OF UNIT vl * Effective From IDS;‘D‘VEDDQ [
* Supplier Narne  [PATEMT CONSTRUCTION O * Effective o IDSfDE;’EDlD
™ Cantract Specific Approver I G

Contract Nurmber I Enter | Select the approver name onhy when
submitting the rate card, During upload pleaze
leava this blank,

Rate Card Details

Mo of Row(s) 1o add I 'l Delete Rgw
ctall | Select None 8
7 t *Craft Type *Craft Local rktype *Rate Type *Rate ($)FUOMm *Effective From  *Effective To Comments

L~

[Labor ] parPENTER [300 [ STTIME | 25.75 'HDurS j||05f04f2009 & |psmz/zoi0 | H |
Submit | Save | Download Template | Upload File | Cancel
Figure 2-11

Page Elements

Pages in CCTM display a variety of data entry fields, page elements and features. The page elements are explained
below.

1. clicklinks to go to different pages within CCTM.
Links are typically underlined. Always single-click links. Do not double-click links.
2. Click page tabs to go to other pages within CCTM.

Page tabs may vary based on the user responsibility you are granted. The active page tab (the page you are
currently viewing) is always a darker color than the other page tabs. Typically, links at the bottom of CCTM pages
correspond to page tabs.

3. CcClick page names in the blue task bar.

Page names in the blue task bar vary based on the page tab you select. In Figure 2-11 , the Rate tab was
selected, so the page names in the task bar all refer to rate card pages. The active page (the page you are currently
viewing) appears in bold text.

4. Click buttons to perform actions.
Buttons trigger an action in CCTM, such as saving a record or submitting a record for approval.

© Ameren Services
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Click the Magnifying Glass button to search for valid values for afield.

If a Magnifying Glass button appears to the right of a field, it means that a large list of valid values for that field
exists. When you click the Magnifying Glass button, a search page opens. Searching for values will be addressed
later in this chapter.

Click the Calendar button to search for a date.

When you click the Calendar button, a pop-up window opens that enables you to select a date.

Click in check boxes to select them

When you click in a check box, a checkmark appears. To clear the checkmark, click in the check box again.
Type data in fields.

Remember that if a Magnifying Glass button appears to the right of a field or if a drop-down list appears in a
field, there is a set of valid values for that field. Other data entry fields are free-form meaning you can type data
directly into the field.

Click drop-down lists to select a valid value for a field.

When a drop-down list appears in a field, it indicates that a short list of valid values for the field exists.
Observe Tips.

Some pages provide tips that let you know when or how you should use a page element.

Field Navigation

In general, your cursor does not automatically advance to the next field after you enter data. You must navigate from
field to field by pressing the <Tab> key or by clicking in the next field. Do not press the <Enter> key to try to move
from field to field.

ASCI/IT Computer Training Services



22 CCTM Supplier Training
|

Lesson 2-7: Search for a Value

Home Logout Preferences Personalize Page Diagnostics

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

User Name
* Indicates required field

Time Card Search

OU Name I»'«.MEREI-I OP UNIT 'I = Select the PO * Week Ending Date I & [ Go

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

Figure 2-12

Search and Select: Select the PO

Cancel Select

Search

To find your item, select a filter item in the pulldown list and enter @ in the text field, then select the "Go" button.
2

Search By |PO Number  =ftJ4 Go

- on

[ Previous I 1-10 -I Mext 10 (=3

Quick PO
Select Select Number PO Type  Supplier Hame 0Org Name PO Description
) 400215 [Time and AMEREM OP EMPRV Requisition #286378: Job #IR50388020: Scaffold
o =] Material UNIT to access G-1 Heater shell leak
. 400226 [Time and AMEREM OP |[EMPRV Requisition #286385: Job £IR04075210: Repl
o = Material UMIT Bom 258010 install scaffold 90 & 91 on HEp EDu2 Boiler
. 400231 [Time and AMEREM OP |[EMPRV Requisition #286388: Job £IR04076248: relp
o o2 Material UNTT bom 258225-install or modify scaffold 105,106,110
) 400241 [Time and AMEREM OP |[EMPRV Requisition #286394: Job #JR50388210: scaffold
e 2 Material UNIT to support G-2 heater shell side safety relief valve repair
Figure 2-13

When a Magnifying Glass button appears by a field, it is an indication that a list of set values is available for that field. If
you know the exact value that you want, you can type that value directly in the field. If you are not certain of the value,
you must search for it. When you search for a value, you must use the expected format. For instance, when you search
for a purchase order number, you must use a numeric format.

CCTM allows you to use a wildcard character (%) to in your search.
e If you type 4, your results list displays all your POs that start with 4.
o If you type %4, your results list displays all your POs that contain 4.
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1. Cclick the Select the PO field Magnifying Glass button as shown in 1 in Figure 2-12.
The Search and Select: Select the PO pop-up window appears.

2. InSearch By text field, type your search criterion and press Go as shown in 2 in Figure 2-13.
In this instance, type 401 to search for all purchase orders that start with “401”. The purchase orders that match
the search criterion appear under Results.

NOTE: A maximum of 10 POs can be displayed at a time. To view additional matches, click the drop-down list
and select the next 10 matches, or click the Next 10 link as shown in 3.
3. Clickthe Quick Select button for the purchase order for which you want to enter data.

You can also select the purchase order by clicking the Select circle for the applicable purchase order, and then
clicking Select. When you select the purchase order, the Search and Select: Select the PO page closes and the
Time Card Search page appears. The purchase order that you select appears in the Select the PO field.

NOTE: You can select only one purchase order.

|
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Lesson 2-8: Use the Calendar

Home Logout Prefe

PM Data Notifications
CCTM Tirnecard Horme | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

User Name
* Indicates required field

Time Card Search

Ol Name IAMEREN OF UMIT vl * Select the PO soo01s S * wweek Ending Date I |

& TIP Futre Week Ending Periods are not allowed. Future Week Ending Periods will default to current week ending period.

Figure 2-14

@ | May =] [2000 e
Sun Mon Tue Wed Thu Fri Sat
26 27 28 29 30 1 2
3 4 5 G 7 8 9
0 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
31 1 2 3 4 5 6

Cancel

Figure 2-15

Hore Logout Pr

P Data Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

User Name

* Indicates required fisld

Time Card Search

OUMame  [MEREN OP UNIT | * Salact the PO Soooie QL * \Week Ending Date [05/03/2000 | 2

*TIP Futre VWeek Ending Periods are not allowed, Future Wask Ending Periods will default to\smeeseekesmiskinemumie

Figure 2-16

Many CCTM input pages require you to enter a date to create and save records. If you know the date, you can type it in a
date field. You can also select the applicable date from a calendar.

1. click the Calendar button to the right of a field as shown in 1 in Figure 2-14.
The current date is highlighted in the Pick a Date pop-up window that appears as shown in Figure 2-15.
2. Clickthe applicable date on the calendar.

The Pick a Date pop-up window closes and the Time Card Search page appears. The selected date appears in the
field as shown in 2 in Figure 2-16.
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Lesson 2-9: Log out of CCTM

Home Logout Pre
P Data Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

User Name
* Indicates required fisld

Time Card Search

OUName [&MEREN OP UNIT <] * Select the PO soooiel @ * Week Ending Date  [05/03/2003

= TIP Future \Week Ending Periods are not allowed. Future Week Ending Periods will default to current week ending period.

Figure 2-17

Contact Us Login Search I

Al
“ Ameren

365. And then some.

My Home ||My Business | |About Us | Inwvestors Careers

Ameren Supplier Login
Please Log In

For new Ameren Supplier site users, after you login using your
assigned userID and password, you will be required to change your
passwaord and then you will be logged out. vou will then need to
login again with the changed password to enter the Ameren Supplier
Site,

UserlD: I

Password: I

Terms and Conditions
Privacy Staterment

Site Map | Contact Us | Legal |I'-'riva|:y Statement

Figure 2-18

Always click the Logout link to exit the CCTM application.

1. Cclick the Logout link as shown in 1 in Figure 2-17.
The Ameren Supplier Login page appears as shown in Figure 2-18.
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Chapter Three:

Creating Rate
Cards

Chapter Objectives:
¢ Describe the rate card process flow
e Search for rate cards
e Identify standards for rate card entry
e Enter rate cards online
e Download a rate card template
e Upload a completed rate card template
e Identify common rate card upload errors
e Add attachments to rate cards
e View Notifications

e Correct Rejected Rate Cards

Estimated Lesson Time: 30 minutes

Rate cards are a vital component of the CCTM application. Data entered on rate cards is used to calculate costs for time
card entries for time and materials contracts. A rate card can be specific to a particular contract or can be used to identify
general rates for a supplier.
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Lesson 3-1: Rate Card Process Flow

r Suppher. ' Suppner. ( Ameren: |
Receive CCTM Rate CCTM Rate
I\Iotlt' catlon u@ Card Entry Card
| \ Apprnval /
\\_ A
Cost
—calcula(t):dsue'lsrlig themm = Rate card
r designated rates for modifications are
| the time period. requested when
rates change.
] \ A ]
|r/H_ N |r/’ q N |r/’ q ™
Ameren: Suppiier: Suppiier:
Creates and CCTM Time CCTM Rate

transmits PO(4) | Card Entry@ Card

. to supplier | . . Maintenance |

*, *,
o, ' o, _--' o,

Figure 3-1
Rate card entry requires collaboration between suppliers and Ameren. The rate card process flow is shown in
Figure 3-1.
1. Ameren notifies the supplier of a contract purchase agreement (CPA) award.
The CPA identifies the terms and conditions associated with the contract.
2. As specified, the supplier enters rate card information into CCTM. Supporting documentation
must be attached and submitted with the rate card.
The rates may include labor, chemical, and equipment costs. The supplier enters the applicable rates online in
CCTM or enters data into a spreadsheet which is then loaded into the system using an upload process.
New rate cards are uploaded for new contracts, time periods or contract extensions.
3. Ameren reviews the rates online in CCTM.
The rates are reviewed for compliance with agreed-upon terms for the contract. If necessary, the rates are rejected
and returned to the supplier for modification.
4. \When therates are approved, Ameren creates purchase orders against the contract.
Each purchase order is a release against the contract and is governed by the terms and conditions in the contract.
5. Asworkis performed against a purchase order, the supplier enters time cards in CCTM.
Time cards can be entered online in CCTM or uploaded to CCTM using a template. The time cards are verified
against the rate cards for the contract.
6. Modify existing rate cards, as needed.

You can add new rates, delete existing rates, or modify existing rates, as needed, for example when a union rate
increase needs to be reflected on an existing rate card. Requests for rate card modifications, along with supporting
documentation, must be submitted to and approved by a supply chain representative.
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Lesson 3-2: Search for Rate Cards

E-Business Suite

Diagnostics Logout Preferences Help Personalize Page

Logged In As

Oracle Applic Home Page

Favorites

Navigator Personalize
m Personalize | Tirne Card (CCTR)

CCTM Reports (CCTM Reports)

/ Rate Card (CCTM

l £ AMCCTIM Supplier Rate Card User

ease select a responsibility.

[ AMCCTM Supplier Time Card
Super Lser

3 aMCCTM Supplier Time Card User

£ AMCCTM Time Card Inguiry

[ AMPON Sourcing Supplier
[ aMPOS iSupplier Portal Full Access

You can create favorites
for one-click access.

Figure 3-2

E-Business Suite

Logout Prefe

Logged In As
Oracle Applications Home Page

Favorites

— Personalize

Personalize | Tirne Card (CCTH)
i CCTM Reports (CCTM Reports)

[ AMCCTM Supplier Rate Card User| cCTm 2 CCTM Reports (CCTM Reports

£J AMCCTM Supplier Renorts Users e Rate Card (CCTM)

0 AMCCTM Supplier Time Card Super - —

User = niotifications

[ AMCCTM Supplier Time Card User
[ AMCCTH Time Card Inguiry

3 aMPON Sourcing Supplier
3 aMPOS iSupplier Portal Full Access

Figure 3-3

Rate cards that have been entered in the system can be viewed online.

NOTE: You can only view rate cards for your company. You cannot view rate cards for other suppliers.

1. ntheleft side of the Navigator, click the AMCCTM Rate Card User link as shown in 1in
Figure 3-2.
A list of responsibilities appears in the right side of the Navigator.

2. Click the Rate Card link as shown in 2 in Figure 3-3.

The CCTM Rate Search page appears as shown in Figure 3-4.

|
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Rate | Notif} s

CCTM Rate C Rate Search | | CCTM File Upload Status | CCTM Create Rate Card
User Name JOHN@SUPPLIER1.COM
Simple Search
Please enter a Supplier Mame and/or Contract Number and/or Status and select the Go buf This rate card will be effective for the dates shown

OU Name | AMEREN OF UNIT and expires on 12/30/2012. You will need to create
a new rate card for the time period beginning

Supplier Name |CCTM Supplier 1, Inc. Q
@ Contract Number 12/31/2012.
Status @ @
@B /
Search Results
ou Ev Contract Supplier Rate Card Rate Card Change

pd lumber + [Hame Num  Number Name tatus Approver/Submitted To  Requested By/Submitter Attachments

—— oy s Hammitt(CSFTrnSves 204),
01/04/2010 12/30/2012 prmvEdTheresaG

Effective  |Effective
From To
CCTM Suppli

0 1, Inc.

Figure 3-4

3. Select CCTM Rate Search, as shown in 1 above.

4. Enter search criteriain one or more of the following fields listed below. To view all rate cards for
your organization, leave all fields blank.

e  Supplier Name —The value in the Supplier Name field defaults to your organization name as entered into
CCTM and cannot be changed.

e Contract Number: See 2 in Figure 3-4. Enter the contract for which you want to view rate cards. If you do
not know the contract number, use the Magnifying Glass button to search for a contract number. Leave the
Contract Number field blank to view all rate cards for a supplier.

e Status: See 3 in Figure 3-4. Use the drop-down list to select a rate card status. Rate card statuses are:
e Approved — Ameren has reviewed and approved the rate card.
e Pending Approval — The rate card has been submitted but has not been approved.
e Pending Submission — The rate card has been entered and saved but not submitted for approval.
¢ Rate Modification Rejected — The rate card has been reviewed and rejected by an Ameren approver.
B. When all search criteria have been entered, click Go as shown in 4 in Figure 3-4.
Alist of rate cards matching the search criteria appears under Search Results.

6. select the rate card you want to view by clicking the Rate Card Number link for the applicable
rate card as shown in 5in Figure 3-4.

The Rate Card Header page appears as shown in Figure 3-5.

NOTE: The status of the rate card used in this example is Approved. The Rate Card Header page might be slightly
different depending on the rate card status.
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Rate | Notifications

CCTM Rate Home | CCTM Rate Search | CCTM File Upload Status | CCTM Create Rate Card
Rate: CCTM Rate Search =

User Name JOHN@SUPPLIER1.CO

Export | Upload | Request changes | Cancel |
Rate Card Header
Rate Card Number 4527 Supplier Name CCTM Supplier 1, Inc.
Revision Number 0 Effective From 01/04/2010
Contract Number Effective To 12/30/2012
Rate Card Details
Show Details for
& Active
[ ' Indicates Modified - # Indicates New - *¢Indicates Rejecte @
Selecis \__/
Selecf Craft Type |Craft |Craft Code Class|LocaI|Work Type |Rate Type |l})M Rate ($) |Effective From|Effective To
| Equipment 24x40 DIRECTIONAL BORE MACHINE ST Hours 22.5 01/04/2010 12/30/2012
| Equipment BUCKET TRUCK 53-65' ST Hours35.15  01/04/2010 12/30/2012
r Equipment gUTT FUSION MACHINE ST Hours 37.5 01/04/2010 12/30/2012
| Equipment cREW TRUCK ST Hours 5 01/04/2010 12/30/2012
| Equipment pIRECTIONAL BORE TRUCK ST Hours15.75  01/04/2010 12/30/2012
- Equipment pumP TRUCK (SINGLE AXLE) ST Hours12.75  01/04/2010 12/30/2012
Figure 3-5

6.

To view different rates, select an option under Show Details for
e Active — Select this option to view only your currently effective rates.

, see 1in Figure 3-5.

e All - Select this option to view all rates regardless of the effective date.

e In-Active — Select this option to view only your outdated rates.
If you have requested rate changes, icons reflect the current stat

o — You have requested a rate change.
J —You have added a new rate to the rate card.

. :"{l,_;l — Your rate change request was rejected by the Ameren approver.

To sort the rates, click a raised column heading as shown in 3.

us, see 2 in Figure 3-5.

To view additional rates, click the Next or Previous links located on the right, above or below

the list.
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Lesson 3-3: Create Rate Cards — Online or File
Upload?

Rate cards can be entered online or through a file upload process. The method you choose generally depends on the
number of rate card lines you must enter. If you must enter many lines, you may find it more efficient to use the file
upload process. If you need to enter only a few lines, you may prefer to enter your rate card online. You are not required
to use one method exclusively. You can use either method depending on business requirements.

Whether you enter rate cards directly into CCTM or by file upload, you should adhere to certain data standards for
identifying your Craft, Local, Work Type, and Rate Type codes. These codes will be used when entering time card
information into the system and should be easy for users in your organization to understand. In addition, the codes that
you use should be easy for Ameren approvers to understand.

The suggested standards are agreed upon between the buyer and supplier during the Request for Quote process:

© Ameren Services



Creating Rate Cards

33

Lesson 3-4: Enter Rate Card Online and Submit
for Approval

In the online entry mode, all rate card data is entered into the CCTM rate card forms. Enter a rate card online when:
¢ You do not have very many rates to enter.
e You do not have access to use the file upload process using a template.

Rate | Notifications
CCTM Rate Home | CCTM Rate Search | CCTM File Upload Status || CCTM Create Rate Card 1

User Name JOHN@SUPPLIER1.CO
Create Rate Card

* Indicates required field Submit | Save | Download Template | Upload File | Cancel |
= TIP Submit Button will be enabled & Attachment Link will be visible once rate card is created and saved.

Rate Card Header

Revision Number 0

OU Name IAMEREN OF UNIT 'l
= Supplier Name ICCTM Supplier 1, Inc. Q
|

* Effective From |DQ,-'14,-'2DDQ .j

* Effective to IDl,"Dﬁ,"ZDlB |

2 Approver
[ = Contract Number |455502 The Effective From and Effective To
dates default to the contract period
Rate Card Details and should not be changed.
Add || Delete Row
Select *Craft Type *Craft *Craft Code Class Local Worktype “Rate Type “Rate ($) “UOM “Effective From “Effective To Comments

No search conducted.

Submit | Save | Download Template Upload File Cancel

Figure 3-6

1. intheRate Card application, click CCTM Create Rate Card as shown in 1 above.
The Create Rate Card page displays as shown in Figure 3-6.

2. Enter the Contract Number as shown in 2 above.
Click the Magnifying Glass and then click Go, if you need to search for your contract number.

3. The Effective From date and the Effective to date default to the contract period and should
not be changed, see 3 above.

The Effective From date will be a Monday date. The Effective To date will be a Sunday date.

Continued on next page
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Rate | Notifications

CCTM Rate Home | CCTM Rate Search | CCTM File Upload Status | ©CTM Create Rate Card
User Name JOHN@SUPPLIER1.CO

Create Rate Card

* Indicates required field

Submit | Save | Download Template | Upload File Cancel

“TIP Submit Button will be enabled & Attachment Link will be visible once rate card is created and saved.

Rate Card Header

Revision Number 0O = Effective From |09/14/2009 j
OU Name |AMEREN OF UNIT = = Effective to [01/05/2013 j
* Supplier N CCTM Supplier 1, Inc.
uppler ame apeter 2, tne O\ Approver ILaBeaume(StratSol Q
L] Enter | Select the zppr
e Contract Number |455502 Q the ra . During uplo
Rate Card Details

No of Row(s) to Add I vl Delete Row

Select All | Select None

Select “Craft Type “Craft *Craft Code Class Local Worktype “Rate Type *Rate ($) “UOM “Effective From “Effective To Comments
I ftabor 7| [Bo1ERMAKI [aa-NEWY Q, fes | [sT | 25.65 |Hours |=]|og/14/2009 | @ Jot/os/2013 | @& |
= [equipment 7| [Pickup TRU [aa-nEw Q| | [sT | 15 |oay |¥||oosra/z000 | [ Jorjoez013 | [H |

Submit | Save | Download Template | Upload File | Cancel

Figure 3-7

4. Click Add to add aline to the rate card, as shown in 3 above.
e To add multiple rows: Select a value from the No of Row(s) to Add drop-down list and then click Add.
e To delete a row: Click the Select check box for the row and then click Delete Row.
5. Complete the rate card fields. Refer to Table 3-1: Rate Card Fields on the next page for details.
The supplier will work with the Ameren buyer to determine the standards that should be used for rate card values.

6. continue adding rows to the rate card until all your rates have been entered. Click Save
frequently to save your data.

Important: The Attachment Add button becomes available after you have clicked the Save button.

7. Click the Add Attachments button, as shown in 4 below. You must attach supporting
documentation before the system will allow you to submit the rate card.

If you need detailed instructions on how to add the attachment, refer to Lesson 3-7: Add Attachments.

Supporting documentation should include any documents which justify the submitted rates, such as the Excel
spreadsheet which was used during rate negotiation and emails related to rate approval.

Rate Card Header

Revision Number 0 * Effective From [09/14/2009
OU Name |AMEREN OF UNIT = = Effective to [01/06/2013

* Supplier Name |CCTM Supplier 1, Inc

LaBeaume(Stratsol O,

Approver
= = britting
bt By |455502 Q Juring up! e this blank.
[ Attachments - [ Add | (4
N

8. cClickthe Magnifying Glass and select the rate card approver as shown in 5 above.

9. When you are ready to submit the rate card for approval, click Submit. A confirmation message
will display, similar to the one shown below.

Notifications
CCTM Rate Search | CCTM File Uplead Status | CCTM Create Rate Card
User Name

L'}‘ Confirmation
The Rate Card 3667 has been created and submitted to LaBeaume(StratSourc 645), Kenneth 1 for approval successfully.

&* Note: You will receive an error message if you have not added a supporting attachment to your rate card.
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Table 3-1: Rate Card Fields

Field Required | Description

Craft Type | Required Select one of the following values: Labor, Chemical or Equipment

Craft Required Enter the craft name; examples include, Trimmer, Foreman, Boilermaker, Jackhammer, Bucket

Truck, and Hydrogen.

Craft Code | Required Enter AA-New for the Craft Code class or select a craft code class from the list.

Class

Local Optional e Labor craft types: Enter the local if rates are different for different physical locations or
labor unions. Examples include 649-IL, 702, or Coffeen.

e  Equipment craft types: Eenter local information only if equipment rates differ by location.
e Chemical craft types: Leave the Local field blank.

Worktype | Optional e  Forlabor craft types, enter a work type if rates vary depending on the type of work
performed even though the Craft/Local combination is the same. For instance, there may
be a difference in rates for a Lineman craft in local 649-IL depending on whether the work
in performed on a Substation or Transmission Line.

e  For equipment craft types, enter a work type only if equipment rentals vary depending on
the type of work performed.
e  For chemical craft types, leave this field blank.

Rate Type | Required e Labor craft types: Rates may differ depending on the shift or whether overtime rates apply.
Examples include Straight Time, Overtime, Shift 1, etc.

e Equipment craft types: Enter a rate type if equipment rental costs vary by the time that the
work is performed.
e  Chemical craft types: Enter STANDARD in this field.

Rate ($) Required Enter the rate in US Dollars. The rate will be used to calculate amounts for crafts that are

entered on time cards.

uoMm Required Select a Unit of Measure (UOM): 100’s, Day, Each, Feet, Gallons, Hours, Miles, Meter and

Week.

Effective Required The effective starting date for the rate is defaulted from the date entered in the header. Update

From the effective start date for the rate, if needed. This date must fall within the dates specified in the

header. The date will not be available for entry on time cards prior to this date.

Effective Required The effective ending date for the rate is defaulted from the date entered in the header. Update

To the effective ending date for the rate, if needed. This date must fall within the dates specified in

the header. This rate will not be available for entry on time cards after the date specified.

Comments | Optional You may enter a comment regarding the rate card line.
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Lesson 3-5: Download and Complete a Rate Card
Template

Use the file upload process to enter rate cards when you have many lines to upload. When you use the rate card template,
you can copy data (such as the supplier name, from and to dates, and record type) to the individual data rows.
The CCTM rate card file upload process consists of the following steps:

1. Download the template. The template is in text file format and is included in a zip file.

2. Open the template in a spreadsheet program for example, Excel. The template can be opened in any program
that allows you to create a CSV file.

Complete the rate card.

Save the completed rate card as a Comma Separated Value (*.CSV) file.

Upload the template.

Monitor the upload process.

If necessary, correct any errors encountered in the upload process and reinitiate the upload process.
Open the uploaded rate card, attach the supporting documentation and submit the rate card for approval.

© N oUW

NOTE: If your organization does not use Excel or WinZip, check with your internal IT department for information
about downloading and opening the template.
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Rate I Notifications
CCTM Rate Home | CCTM Rate Search | CCTM File Upload Status | | CCTM Create Rate Card 1

User Name JOHN@SUPPLIER1.CO

Create Rate Card
* Indicates required field

Submit | | Save I[ Download Template |(4)ad File | Cancel
N’

= TIP Submit Button will be enabled & Attachment Link will be visible once rate card is created and saved.

Rate Card Header

Revision Number 0

OU Name |AMEREN OP UNIT Yl

* Supplier Name |CCTM Supplier 1, Inc. Q
I Contract Specific
= Contract Number 455502 C@

Add || Delete Row

Effective From [09/14/2008 | [&=

* Effective to IDl,"Dﬁ;’ZDl3 @

Approver

Rate Card Details

Select *Craft Type *Craft *Craft Code Class Local Worktype *Rate Type *Rate ($) “UOM “Effective From “Effective To Comments
No search conducted.

Submit | Save | Download Template Upload File Cancel

Figure 3-8

1. intheRatecCard application, click CCTM Create Rate Card as shown in 1 above.
The Create Rate Card page displays as shown above.

2. Enter the Contract Number as shown in 2 above.
Click the Magnifying Glass and then click Go, if you need to search for your contract number.

3. The Effective From date and the Effective To date default from the contract and should not be
changed, see 3 above.

The Effective From date will be a Monday date. The Effective To date will be a Sunday date.
4. cCiick Download Template as shown in 4 above.
The File Download — Security Warning pop-up window appears similar to below.

File Download - Security Warning ﬂ

Do you want to open or save thiz file?

g Mame:  RateCardE sport. zip
Type: WinZip File

From: agaobldoas. ameren.com

Open Save | Cancel I

l--‘“\ While filez fram the Internet can be uzeful, thiz file wpe can
@ potentially harm your computer. If you do not tust the source, do not
open or zave thiz software. What's the rizk?

5. click Open. The file opens similar to Figure 3-9 on the next page.

|
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i) WinZip - RateCardExport[1].zip
File Actions Optionz  Help

> Aty _y T Py — e A i
B G g Gk !ﬁ P T )
) Y & &g ] Ol @

=1 Open Favarites Add Eutract Encrypt g CheckOut  ‘wizard

M ame

& RateCardE xport. »)
J: it s . Open this file to see which values can be
€ [RateCard_CraftCodeClassalues.html €= antered in the Craft Code Class field.

4| | i

Selected O files, 0 bytes Total 2 files, IKE 0

Figure 3-9

6. Double-click the RateCardExport.xls file.

The file opens in Excel as shown in Figure 3-10. IMPORTANT: Do not delete the header row. The header row
is the first row in the file and it identifies the column names.

A B C D E F G H I ] K L M N
1 Record Ty Supplier b Contract M Hdr Start Dat Hdr End Dat Craft Type Craft Nam Craft Code Local Work Plac Rate Type Unit Of MiRate Effective FriEff
2 |Create CCTM Sup 455502 09/14/2009 01/06/2013 Labor Boilermak AA-NEW 65 Hours 25.25 09/14/2009 O
3 |Create CCTM Sup 455502 09/14/2009 01/06/2013 Equipmen Pickup Tru AA-NEW Day 16 09/14/2009 0O
Figure 3-10

7. Complete the information for each line on the rate card. Refer to the information below and to
Table 3-2: Rate Card Fields on the next page for details.

You must enter the following information on each line on the rate card. Note that you can copy the values in these
fields to all rows in the rate card:

e Record Type —For new rate cards, enter Create.
e  Supplier Name — The supplier name must be in the format that Ameren uses.
e Contract Number — You must enter a contract number on each line.

e Hdr Start Date (MM/DD/YY) (Header Start Date) — The rate card will be effective starting on the date
entered in this field. This value defaults to the contract period and should not be changed.

e Hdr End Date (MM/DD/YY) (Header End Date) — The rate card will expire on the date entered in this
field. This value defaults to the contract period and should not be changed.
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Table 3-2: Rate Card Fields

Field Required | Description
Craft Type Required Select one of the following values: Labor, Chemical or Equipment
Craft Required Enter the craft name; examples include Trimmer, Foreman, Boilermaker, Jackhammer, Bucket

Truck, and Hydrogen.

Craft Code Required Enter AA-New for the Craft Code class or enter a craft code class from the list of values
Class provided in the RateCard_CraftCodeClassValues.html file.
Local Optional e Labor craft types: Enter the local if rates are different for different physical locations or

labor unions. Examples include 649-IL, 702, or Coffeen.
e  Equipment craft types: Enter local information only if equipment rates differ by location.
e  Chemical craft types: Leave the Local field blank.

Work Place Optional e  Forlabor craft types, enter a work type if rates vary depending on the type of work
performed even though the Craft/Local combination is the same. For instance, there may
be a difference in rates for a Lineman craft in local 649-IL depending on whether the work
in performed on a Substation or Transmission Line.

e  For equipment craft types, enter a work type only if equipment rentals vary depending on
the type of work performed.

e  For chemical craft types, leave this field blank.

Rate Type Required e Labor craft types: Rates may differ depending on the shift or whether overtime rates apply.
Examples include Straight Time, Overtime, Shift 1, etc.

e Equipment craft types: Enter a rate type if equipment rental costs vary by the time that the
work is performed.

e  Chemical craft types: Enter STANDARD in this field.

Rate ($) Required Enter the rate in US Dollars. The rate will be used to calculate amounts for crafts that are
entered on time cards. IMPORTANT: Do not use dollar sign format, enter the rate as a number,
for example, 10.25.

Unit of Required Select a Unit of Measure (UOM): 100’s, Day, Each, Feet, Gallons, Hours, Miles, Meter and
Measurement Week.

Effective Required The effective starting date for the rate is defaulted from the date entered in the header. Update
From the effective start date for the rate, if needed. This date must fall within the dates specified in

the header. The date will not be available for entry on time cards prior to this date. The date
format is MM/DD/YYYY.

Effective To Required The effective ending date for the rate is defaulted from the date entered in the header. Update
the effective ending date for the rate, if needed. This date must fall within the dates specified in
the header. This rate will not be available for entry on time cards after the date specified. The
date format is MM/DD/YYYY.

Comments Optional You may enter a comment regarding the rate card line.

|
ASCI/IT Computer Training Services




40 CCTM Supplier Training
|

8. When you have finished entering all rates, click File — Save As.
The Save As dialog box appears as shown below.

2=
[C3) Ameren Rate Cards j @ -0 A Ca -

Savein:

My
4 charepai,

My Recent
@ Documents

) Admin
@ Desktop

‘ﬂ My Nebwork
Places

= My
hJ Daocurnents
40
Computer

Oracle R12
l‘ﬁ Training ...

by site Save the file in csv format

()

File name:  dlameren Rate Card 01-4-10to 12-30-12,c5v ~—" -]

‘ 2) Save as bype: (o5 (Camma delimibed) (.05
Taoals *'|

9. Complete the following fields:
1. Select a Save in folder as shown in labove.
2. Inthe Save as type drop-down list, select CSV (Comma delimited) (*.csv) as shown in 2 above
3. Enter a file name in the File name field, as shown in 3 above. Do not use quotes (“Rate Card”).
4. Click Save as shown in 4 above.

10. A Microsoft Excel dialog box appears similar to the one shown below. Click Yes.

NOTE: The dialog box may vary depending on program that your organization uses.

Microsoft Office Excel x|

Ameren Rate Card 01-4-10 to 12-30-12,csv may contain features that are not compatible with C5% (Comma
delimited). Do wou want to keep the workbook in this Format?

\l‘) + To keep this Format, which leaves ouk any incompatible features, click Yes.

+ To preserve the Features, click Mo, Then save a copy in the latest Excel Format,
+ To see what might be lost, click Help,

Yes Mo Help

© Ameren Services



Creating Rate Cards 41
|

Lesson 3-6: Upload the Completed Rate Card

Rate I Notifications
CCTM Rate Home | CCTM Rate Search | CCTM File Upload Status || CCTM Create Rate Ca 1
User Name JOHN@?‘“%IERL.CO

Create Rate Card

* Indicates required field Submit | Save I Download Template | IUpIoad File | Cancel

= TIP Submit Button will be enabled & Attachment Link will be visible once rate card is created and saved.

Rate Card Header

Revision Number 0 = Effective From IDQ,-'M,-‘ZDDQ .j 3
OU Mame |AMEREN OF UNIT Yl o = Effactive to IDl,"Dﬁ,"ZDB j
= Suppli CCT jer 1. Joc
jer llame M Suppi Approver | =Y
= Enter [ Select the approver name onby when
= Contract Number 455502 qQ, ubmiing e rete card, During upload plesss

Rate Card Details

Add || Delete Row |

Select *Craft Type *Craft *Craft Code Class Local Worktype *Rate Type *Rate ($) “UOM “Effective From “Effective To Comments
No search conducted.

Submit | Save | Download Template Upload File Cancel

Figure 3-11

Rate cards created using a template must be uploaded to CCTM. To upload a rate card, you must:
Locate and select the file.

Initiate the upload process.

Monitor the upload process.

If necessary, correct any errors and reinitiate the process.

Submit the rate card for approval.

a k~ PR

1. intheRate Card application, click CCTM Create Rate Card as shown in 1 above.
The Create Rate Card page displays as shown above.

2. Enter the Contract Number as shown in 2 above.
The contract number on this page must match the contract number in the file.

3. The Effective From date and the Effective To date default to the contract period and should
not be changed, see 3 above.

IMPORTANT! The values must match the Hdr Start Date (MM/DD/YY) field and the Hdr End Date
(MM/DD/YY) field in the file template.

4. ciick Upload File as shown in 4 above.
The Upload File - Status page appears as shown in Figure 3-12.

|
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Rate | Notifications
CCTM Rate Home | CCTM Rate Search | CCTM File Upload Status | CCTM Create Rate Card

User Name JOHMN@SUPELIER1.CO
Upload File - Status

6

= Select File for Upload |C:\Documents and Setting] Browse...

Data File Loader Batch Requests:

View By IAIIJDhS vl Go|

Figure 3-12

B. click Browse as shown in 5 above. A choose file window opens. Navigate to the completed rate
card file location, click the file to select it, and click Open.

The file path will display in the Select File for Upload field, similar to example shown above.
6. cClick Upload as shown in 6 above.

A Confirmation message “The Batch Number ########## has been launched successfully.” displays.

Notifications
CCTM Rate Home

Rate Search | CCTM File Upload Status | CCTM Create Rate Card

Upload File - Status

User Name JOHN@SUPPLIER1.CO

= Select File for Upload Browse... |

Data File Loader Batch Requests:

Upload Cancel

View By IAII Jobs vl- Go

Data File Batch
Type Number - |File

Rate Card 20858817 RateCardExport.c:

Successful  Rejected Batch Run @
Lines Lines Date Details Comments
12 003/29/2011 2 The Rate Card# 4590 has been created successfully.

Rate Card 20858814 RateCardExport.c

11 203/29/2011 g The batch request has failed. Please look at the details
== and reupload the file after corrections

7. Periodically, click Go as shown in 7 above until the Status field displays Completed.
You may need to click Go several times to refresh the data on the screen until the Status field displays Completed.

8. Review the rate card Comments as shown in 8 above; the current rate card submission always
appears on the top line.

o If the comments field indicates that the batch request has failed, click the blue Details icon to view the
errors. You must then correct the errors in the file and begin the upload process again.

o If the comments field indicates that the rate card has completed successfully you can continue with the
next step.

9. After the rate card has been created successfully, you must submit the rate card for approval.
Click CCTM Rate Home as shown in 9 above.

The CCTM Rate Home page appears as shown in Figure 3-13 on the next page.
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CCTM Rate Home |

Rate Card Home

CCTM Rate Search

| CCTM File Upload Status

43
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Rate Cards in Pending Submission Stage
Rate Card OU Rev Contract
Number ame Num Number

aI 0 455502

Rate Cards in Pending Approval Stage

Rate Card ou Rev  Contract
Number Name HNum  Number
No results

found.

Rate Cards in Rejected Stage

Rate Card ou Rev  Contract
Number Name HNum  Number
No results

found.

Supplier Effective
Name From
CCTM Supplier|09/14/2009
1, Inc.
Supplier Effective
Name From
Supplier Effective
Name From

| CCTM Create Rate Card
Effective Rate Card Rate Card Change Requested
To Status Approver/Submitted To  By/Submitter
01/06/2013 Pending John@supplierl.com
Submission
Effective Rate Card Rate Card Change Requested
To Status Approver/Submitted To By /Submitter
Effective Rate Card Rate Card Change Requested
To Status Approver/Submitted To By /Submitter

Figure 3-13

10. click the Rate Card Number link in the Rate Cards in Pending Submission Stage section, see

10 above.

The Rate Card page displays as shown in Figure 3-14 below.

Notifications

CCTM Rate Home |
Rate: CCTM Rate Home =

CCTM Rate Search

Rate Card Header
Rate Card Mumber
Revision Mumber
Contract Mumber

Rate Card Details

4590
0
455502

Show Details for

& Active
O All
© In-Active

| CCTM File Upload Status

& Indicates Modified - %% Indicates New - *¥Indicates Rejected

| CCTM Create Rate

11

Uploa

User Name JOHN@SUPPLIERL.CO
Delete Rate Card | | cancel |

Export | Review Craft Changes |

Supplier Name CCTM Supplier 1, Inc.

Effective From 09/14/2009

Effective To 01/06/2013 When a rate card is in Pending Submission

status, a Delete Rate Card button appears
as shown. If you notice errors and need to
correct the rate card before submitting it,
click this button to delete the current version
of the rate card. You can then correct the
rate card file and upload the corrected
version for submission.

Craft Type |Craft |Craft Code Class |Loca| |Work Type |Rate Type [UOM Rate (%) |Effective From |Effect'|ve To
£iEquipment  DW 8020 TRENCHER AR-NEW STD Hours 17.25 09/14/2009 01/06/2013
£iEquipment EQUIPMENT TRAILER AR-NEW STD Hours 12.25 09/14/2009 01/06/2013

Figure 3-14

11. ciick Review Craft Changes as shown in 11 above.

The Submit Rate Card page appears as shown in Figure 3-15 on the next page.
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Rate | Notifications
CCTM Rate Home | CCTM Rate Search | CCTM File Upload Status | CCTM Create Rate Card

Rate: CCTM Rate Home = Rate Card Screen = C User Name JOHN@SUPPLIER1.CO
* Indicates required field 14 ) Save and Submit ] Save | Cancel Change Request | Cancel |
®TIP Submit Button will be enabled & Attachment Link will be visible once rate card is saved. —

Rate Card Header

RateCard Number 4590 Effective From 09/14/2009
Revision Hum 0O L

Contract Humber 455502 Approver ILaBeaume(StratSDurc 6

r Name CCTM Supplier 1, Inc.
Attachments None Add 12
. ” U Add/Modify the attachment.

Rate Card Details

Add Another Row | Delete from Change Request | <) Previous Il-lD of 12 'I Next 2 &
Select All | Select None

Work Change Request
Select *Craft Type “Craft “Craft Code Class Local Type “Rate Type “UOM “Rate ($) “Effective From “Effective To Reason
[ Equipment PICKUP TRUCK AA-NEW a STD pay | 16 J0g/14/2009 [ [o1/06/2013 | [ |
7 Equipment PICKUP TRUCK AA-HEW Q STD Hours | 3 [0o/14/2000 | [ [or/06/2013 | [EH |
7 Equipment DV 8020 TRENCHER AA-NEW Q STD Hours | 17.25 [09/14/2009 | [ [o1/06/2013 | [ |
T Equipment EQUIPMENT TRAILER [aa-NEW Q STD Hours | 12.25 [09/14/2008 | [ [o1/06/2013 | EH |
[0 Equipment HOLEBORER, TEXOMA 300-500 [AA-NEW Q, STD Hours | 32.45 [09/14/2000 | [ [o1/06/2013 | [EH |
[0 Equipment MINI EXCAVATOR AA-NEW Q STD Hours | 22.85 [09/14/2000 | [ [o1/06/2013 | [EH |
[ Equipment PIFE TRAIER 4" [AA-NEW Q STD Hours | 3.25 [09/14/2009 [ Jo1/os/2013 | @ |
[ Equipment POLE TRATLER AA-NEW Q STD Hours | 7.75 [09/14/2008 | [ [o1/06/2013 | [
[ Equipment STANDARD CREW MAKEUP  |AA-NEW Q STD Hours | 2.75 [09/14/2008 [ [o1/06/2013 | [EH |
[ Equipment VACUUM TRAILER Aa-HEW Q STD Hours | 18.28 [09/14/2000 | [ [o1/06/2013 | [EH |
Add Another Row | Delete from Change Request | 2) Previous Im Next 2 @

Figure 3-15

12. Click Add, as shown in 12 above. IMPORTANT: You must attach supporting documentation to
justify your rates. The system will not allow you to submit the rate card until you have added a
supporting attachment.

Supporting documentation should include document(s) which justify the submitted rates, such as an Excel
spreadsheet which was used during rate negotiation and emails related to rate approval.

Refer to Lesson 3-7: Add Attachments if you need instructions on how to add the attachment.
13. select the Ameren Approver as shown in 13 above.
14. ciick Save and Submit as shown in 14 above.
A confirmation message appears as shown below and the rate card status changes to Pending Approval.

l.'}, Confirmation
Rate Card has been submitted to LaBeaume(StratSourc 645), Kenneth 1 for approval
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Lesson 3-7: Add Attachments

Rate | Notifications
CCTM Rate Search | CCTM File Upload Status | CCTM Create Rate Card

Rate: CCTM Rate Search >  Rate Card Screen = User Name JOHN@SUPPLIER1.CO

Indicates required field Save and Submit | Save | Cancel Change Request | Cancel |

“TIP Submit Button will be enabled & Attachment Link will be visible once rate card is saved.
Rate Card Header

RateCard Mumber 4587 Effective From 01/04/2010
Revision Num 0 Effective To 12/30/2012
Confract Number 600001 Approver ILaBeaume(StratSwrc 5 Q

ipplier Name CCTM Supplier 1, Inc.
Attachments Viey, Add
™ TIP Flease save the chang 1 e you Add/Modify the attachment.

Rate Card Details
Add Another Row | Delete from Change Request <) Previous I 1-10 of 29 'l Next 10 &

Figure 3-16

Attachments must be included each time a rate card is submitted or modified. The system will not allow you to submit a
rate card without an attachment. Attachments are supporting documents that justify the rates or rate modicfications which
are included on a rate card submission. Attachments can be a file (such as a Word document or a spreadsheet) or text that
you enter directly into CCTM.

The Attachment Add button becomes available after a rate card has been saved.

1. ciick Add, as shown in 1 above.

The Add attachment page displays as shown below.
Add Attachment

Cancel | Add Another | Apply
Add | Desktop File/ Text/ URL j @

Attachment Summary Information

Title |Ameren Rates

Description  |rylly loaded labor rates for contract 600001 @

Define Attachment
Type & File |C ‘\Documents and Settings\E41236'\Desktop\Ameren Ra Browse... ! :: ’
Curl |
O Text 2|

[

Cancel | Add Another | Apply |

Figure 3-17

|
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Enter a Title and Description for the attachment, as shown in 2.
Select the Type of attachment you want to add:

e File — If you select this option, you must provide the file path for the attachment.

e Text— If you select this option, type the text into the field to the right of the Text option button.
If you are adding a file attachment, click Browse, as shown in 3.

A choose file window opens. Navigate to the file you want to attach, click the file to select it, and
click Open.

The file path displays as shown above.

If you need to include additional attachments, click Add Another as shown in 4.
Repeat steps 2 through 5 as required.

When you have finished adding attachments, click Apply as shown in 5.

A confirmation message displays as shown below.

Notifications
CCTM Rate Search | CCTM File Upload Status | CCTM Create Rate Card
Rate: CCTM Rate Search = User Hame

5% Confirmation
Labor Rates.xls attachment has been added successfully.

Modifications: While you are on this page, you can modify attachments by clicking the View link, as shown in 1.
The Attachments page displays as shown below. You can Update or Delete an attachment on this page.

You will not be able to modify existing attachments after the rate card has been submitted for approval.

Attachments

Search

Mote that the search is case insensitive

Title | Go
[ Show More Search Options
Add Attachment
Last Publish to
Title Type|Description Category (Last Updated By Updated Usage |Update Delete Catalog
Amere File Fully loaded rates approved by Ken LaBeaume on  Miscellaneous JOHN@SUPPLIER1.COM 08/27/2010  One- 2 o =)
04/29/10 Time e

Return to Edit Rate Card Screen
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Lesson 3-8: View Rate Card Notifications

E-Business Suite

Diagnostics Logout Preferences Help Personalize Page

Logged In As
Oracle Applications Home Page

Favorites
Havigator Personalize
m Personalize | Time Card (CCTM)
)
|| AMCCTM Supplier Rate Card User]™TcTim CCTM Reports C(:JTM Reports
AT 1 Supplier Reports Users E Rate Card Rate Card (CCTM)

3 AMCCTM Supplier Time Card Super
User

3 AMCCTM Supplier Time Card User

3 AMCCTM Time Card Inguiry

3 AMPON Sourcing Supplier

3 AMPOS iSupplier Portal Full Access

Notifications e

Figure 3-18
When an Ameren approver approves or rejects a rate card, you will receive an e-mail notification. The email notifications
alert you to actions that have occurred in CCTM. The notifications can also be viewed in CCTM.

NOTE: You will receive additional notifications depending on your responsibilities within the iSupplier portal.

1. From the E-Business Suite home page, click the AMCCTM Rate Card User link as shown in 1
above.

2. Click the Notifications link as shown in 2 above.

NOTE: You can also view the Notifications page by clicking the Notifications tab on the Rate Card page.

The Worklist page displays as shown below. By default, your open notifications are displayed. Open notifications
are those which you have not viewed or taken action on.

MNotifications =

Notifications

i / \
View IAII Notifications -] | 6o 3
Select Notifications: | Open | | Reassign | | Close | 9 Previous [1-25 7] Next 25 ®
Select All | Select None
Select From [Type ject |sent~  |Duelstatus
AMCCTM Rate Card R [ 5691 CONSTRUCTION SYSTEMS has been rejected by Hammitt 00o Closed
r Approval ( 4
r Ahlers(Purchasing 1150), PO Approval Order 10000130,0 requires your acceptance  |05/01/2009 Open
Timothy

3. To seeall your notifications, select All Notifications from the View drop-down list and click Go
as shown in 3 above.

4. cClicka Subject link to view more information about a notification as shown in 4 above.
The notification details appear as shown in Figure 3-19.
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Diagnostics Home Logout Preferences Help Personalize Page

Notifications > Worklist >

(3 Information
This notification has been closed and did not require a response.
Rate Card #3669- has been rejected by Hammitt(C SFTrnSvcs 204), Theresa G

From 2 : m
To

Sent 05/03/2009 22:36:04
Closed 05/03/2009 22:36:29
ID 6039749
Responder
Hi

The Rate Card is rejected
Rejection Reason - Submitted rates are not as specified in the contract

Regards.

Hammitt{CSFTmSuag 204), Theresa G

werbn after my response

Figure 3-19

B. Review the notification details.
6. When you are finished:
e Click OK to indicate that you have read the notification, as shown in 5 above.

When you click OK, the notification is removed from the Open notifications list. You can view the notification
later by selecting All Notifications.
e Click the Return to Worklist link to view more notifications as shown in 6 in Figure 3-19.

¢ Click the Home link to return to the E-Business Suite home page.
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Lesson 3-9: Correct Rejected Rate Cards

o M Rate Search | CCTM File Upload Status | CCTM Create Rate Card
RdlE ald no e
Rate Cards in Pending Submission Stage
Rate Card ou Rev  Contract Supplier Effective  Effective Rate Card Rate Card Change Requested
Number Name HNum  Number Name From To Status Approver/Submitted To By/Submitter
No results
found.
Rate Cards in Pending Approval Stage
Rate Card ou Rev  Contract Supplier Effective  Effective Rate Card Rate Card Change Requested
Number Name HNum  Number Name From To Status Approver/Submitted To By/Submitter
No results
found.
Rate Cards in Rejected Stage

Rate Card OU Rev Contract Supplier Effective  Effective

fHlumber Name Num Number Hame From To
e Global 0 455502 CCTM Supplier 09/14/2009  01/06/201} Rate Modification
1, Inc.

Rate Card Rate Card Change Requested
Approver/Submitted To  By/Submitter

John@supplierl.com

Figure 3-20

If your rate card is rejected by an Ameren approver, you must correct the rate card and resubmit it for approval.

NOTE: For information about correcting rejections to a modified, approved rate card, refer to Chapter 4, Lesson 4-3,
Correct Rejected Rate Card Modifications.

1. Inthe cCTM Rate Card application select CCTM Rate Home, as shown in 1 above.
A list of rate cards appears in the Search Results as shown above.
2. Click the Rate Card Number link in the Rate Cards in Rejected Stage, as shown in 2 above.

The Rate Card page displays as shown below. If the rate card is rejected before the first approval, all lines from
the rate card are rejected.

Rate | Notifications
CCTM Rate Home | CCTM Rate Search | CCTM File Upload Status | CCTM Create Rate Card

Rate: CCTM Rate Home = Meoc o JOCUCS | IPPLIER]L.CO
Export | Upload View Rejections | Cancel |
Rate Card Header 3
Rate Card Mumber 4590 Supplier Name CCTM Supplier 1, Inc.
Revision Number 0O Effective From 09/14/2009
Contract Number 455502 Effective To 01/06/2013

Rate Card Details

Show Details for
& Active

0 all

) In-Active

& Indicates Modified - %% Indicates New - *§Indicates Rejected

Craft Type |Craft |Craft Code Class |Loca| |WOrk Type |[RateType [UOM Rate (%) |Effective From |Effective To
*iEquipment  DW 8020 TRENCHER AR-NEW STD Hours 17.25 09/14/2009 01/06/2013
*iEquipment  EQUIPMENT TRAILER AR-NEW STD Hours 12.25 09/14/2009 01/06/2013

3. Click View Rejections as shown in 3 in above.
The rejection reason is displayed as shown in Figure 3-21 on the following page.
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Rate | Notifications
CCTM Rate Home | CCTM Rate Search

Rate: CCTM Rate Home =
* Indicates required field

| CCTM File Upload Status
Rate Card Screen =

| CCTM Create Rate Card

Rate Card Header

RateCard Number 4590 Effective From 09/14/2009
Revision Num 0O Effective To 01/06/2013
Contract Number 455502 Rejection Reason |rates are not in

Supplier Name CCTM Supplier 1, Inc.

agreement with
contract

Mandztory for Rejection

Attachments None
Rate Card Details

[ |

<! Previous Il-lD 'l Next 10 (=

Change Request

Work Rate Effective Effective
*Craft Type *Craft *Craft Code Class Local Type “*Rate Type “UOM ($) From To Reason
Equipment  PICKUP TRUCK IM'NEW Q STD Day 16 09/14/2009 01/06/2013

UPPLIER1.COM

Cancel

Figure 3-21
4.

After reviewing the rejection reason, click Ok as shown in 4 above.
The Rate Card page appears as shown below.

Rate | Notifications

CCTM Rate Home | CCTM Rate Search | CCTM File Upload Status | CCTM Create Rate Card
User Name JOHN@SUPFLIER1.CO
L} Confirmation
The Rate Card # 4590 is now available for modification and re-submission.
Export | Uplo( 5}Review Craft Changes |] Cancel
-
Rate Card Header
Rate Card Number 4590 Supplier Name CCTM Supplier 1, Inc.
Revision Number 0 Effective From 09/14/2009
Contract Number 455502 Effective To 01/06/2013
Rate Card Details
Show Details for
& Active
<Al
© In-Active
& Indicates Modified - % Indicates New - *iIndicates Rejected
Craft Type |Craft |Craft Code Class |Loca| |WOrk Type |[RateType |UOM Rate ($) |Effective From |Effective To
#%#Equipment  DW 8020 TRENCHER AR-NEW STD Hours 17.25 09/14/2009 01/06/2013
#%#Equipment  EQUIPMENT TRAILER AR-NEW STD Hours 12.25 09/14/2009 01/06/2013

5.

Click Review Craft Changes as shown in 5 above.
The Rate Card Screen page appears as shown in Figure 3-22 on the next page
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Notifications
CCTM Rate Home | CCTM Rate Search | CCTM File Upload Status | CCTM Create Rate Card
Rate: CCTM Rate Home = User Na @SUPPLIER1.CO
* Indicates required field { 12) Save and Submit |] Save | I Cancel Change Request Cancel
= TIP Submit Button will be enabled & Attachment Link will be visible once rate card is saved.
Rate Card Header
RateCard Number 4590 Effective From 09/14/2009
Revision Num 0 pifact
Contract Humber 455502 Approver Q 11
Supplier Name CCTM Supplier 1, Inc.
Attachments None| Add
=TI save the changes before you Add/Modify the attachment.
Ra Details
Add Another Row | Delete from Change Request ‘ <) Previous [1-10 of 12 ¥ Next 2 &
Select All | Select None
Work Change Request
“Craft Type “Craft “Craft Code Class Local Type “Rate Tyjfe “UOM “Rate ($) “Effective From “Effective To Reason
7 Josisssos—micue Toncy [aamew Q STD pay | 16 [09/14/2009 | [ [o1/06/2013 |
quipment  PICKUP TRUCK [aa-nEw Q STD Hours | 3 [oo/1472000 | [E Jor/0s/2013
I fquipment DWW 8020 TRENCHER [aa-nEw Q sTD Hours | 17.25 [09/14/2009 | & Jo1/06/2013
" fquipment  EQUIPMENT TRAILER [ranEw Q, STD Hours | 12.25 [09/14/2009 | [ Jo1/06/2013 |

Figure 3-22

6. If you want to delete this rate card so that you can upload a new rate card file in its place, click
Cancel Change Request, as shown in 6, and then click Yes to the confirmation prompt.

Selecting this action deletes or removes the current rate card. You can now update the rate card file; upload it
again; and resubmit it to the Ameren approver.

7. To delete one or more rows, click the Select check box for the row and click Delete from
Change Request, as shown in 7 above.

8. To add more rates, click Add Another Row and enter the rate information, see 8 above.
9. Tomake changes to an existing rate, edit the fields as shown in 9 above.
o Rate ($) — If applicable, enter the new rate.
o Effective From — If applicable, enter the new start date for the rate.
o Effective To — If applicable, enter the new end date for the rate.
10. click Add, as shown in 10 above, and attach supporting documentation for the rates.
11 . Enter an Approver name as shown in 11 above.
If you do not know the approver name, you can use the Magnifying Glass to search for an approver name.
12. Aiter all data has been entered, click Save and Submit as shown in 12 above.
A confirmation message displays as shown below.

Rate I Notifications
CCTM Rate Search | CCTM File Upload Status | CCTM Create Rate Card

L] - .
Eg Confirmation

Rate Card has been submitted to LaBeaume(StratSourc 645), Kenneth 1 for approval

|
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Chapter Four:
Modifying Approved
Rate Cards

Chapter Objectives:
¢ Modify Rate Cards
e Export Rate Cards
e Correct Rejected Rate Card Modifications

Estimated Lesson Time: 30 minutes

You can maintain your approved rate cards in CCTM. Maintenance consists of updating rate cards to add or delete lines
and updating craft rates because of new rate agreements. You can update rate cards directly online in CCTM, or by
exporting an existing rate card from CCTM, making modifications, and uploading the modified file.
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Lesson 4-1: Modify Approved Rate Cards Online

Rate I Notifications,
CCTM Rate Home | | CCTM Rate Search || CCTM File Upload Status | CCTM Create Rate Card
User Name JOHN@SUPPLIER1.CO

Simple Search
Please enter a

and select the Go button to see the results.Mote that the search is not case sensitive.

OU Name IF\MEREN OF UNIT 'I

Supplier Name ICCTM Supplier 1, Inc. Q
Contract Number Q,
Status j
Go Clear
Search Results
Rate Card Change
ou Rev Contract Supplier |Effective |Effective Rate Card Requested
Rate Card Number ~ [Name Num Number Name From To Status Approver/Submitted To By/Submitter Attachments
CCTM
4527 0 - 01/04/2010 12/30/2012 Approved Hammitt{CSFTrnSvcs 204),
Supplier 1,
Theresa G

Inc.

Figure 4-1

You can request changes for rates on approved rate cards; for example to reflect union increases or new labor or
equipment rates. If you are modifying just a few rates, it is easy to request your changes online. Each line that is
modified requires a change request reason; enter a descriptive reason so that your approver will know why you are
requesting the rate change.

When you are requesting changes, enter your changes a few weeks in advance of the dates that you want the changes to
take effect; this ensures that the rates will be submitted and approved prior to the date that you need to begin entering
them on time cards.

1. Open the CCTM Rate Card application and select the CCTM Rate Search page. Enter your
search criteria and click Go as shown in 1 above.

A list of rate cards matching the search criteria displays in the Search Results grid as shown above.
2. Click the Rate Card Number link for the rate card you want to modify as shown in 2 above.

The Rate Card page displays as shown in Figure 4-2.
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Rate | Notifications
CCTM Rate Home | CCTM Rate Search | CCTM File Upload Status | CCTM Create Rate Card
Rate: CCTM Rate Search >

Export |

Rate Card Header

Rate Card Number 4527 Supplier Name CCTM Supplier 1, Inc.
Revision Number 0 Effective From 01/04/2010
Contract Number Effective To 12/30/2012

Rate Card Details

Show Details for
& Active

C Al
© In-Active

‘—‘/ Indicates Modified - & Indicates News - *§Indicates Rejected
Select All | Select Mone

Sel Type ~ |Craft Craft Code Cla55|LocaI|Work Type |Rate Type UOM Rate ($)|Effective From|Effective To
vl §jﬂor APPRENTICE: 4TH 1000 HOURS 51 TRANSMISSION TIME & ONE-HALF Hours 23.5 01/04/2010 12/30/2012
i Labar GROUNDMAN - EQUIPMENT OPERATOR 51 TRANSMISSION STRAIGHT TIME Hours 32.5 01/04/2010 12/30/2012
i Labar APPRENTICE: 7TH 1000 HOURS 51 TRANSMISSION TIME & ONE-HALF Hours 27.5 01/04/2010 12/30/2012
i Labar GROUNDMAN - EQUIPMENT OPERATOR 51 TRANSMISSION TIME & ONE-HALF Hours 34.25 01/04/2010 12/30/2012
i Labar APPRENTICE: 7TH 1000 HOURS 51 TRANSMISSION STRAIGHT TIME Hours 29.75 01/04/2010 12/30/2012
i Labor APPRENTICE: 2ND 1000 HOURS 51 TRANSMISSION STRAIGHT TIME Hours 24.75 01/04/2010 12/30/2012
r Labor WELDER [ FITTER T Hours 35.85 01/04/2010 12/30/2012
Figure 4-2

3. Click the Select check box for the lines you want to modify as shown in 3 above.
If you only want to add new rates and are not changing any existing rates leave the boxes unchecked.
4. Click Request changes as shown in 4 above.

The Rate Card page displays as shown in Figure 4-3.

|
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Click this button to discard any
changes and return the rate
card to Approved status.

Notifications

CCTM Rate Home | CCTM Rate Search | CCTM File Upload Status | CCTM Create Rate Card
Rate: CCTM Rate Search = Rate Card Screen >

U%{ame JOHN@SUPPLIERL.COM
* Indicates required field Save and Submit | Save | Cancel Change Request | Cancel |
#TIP Submit Button will be enabled & Attachment Link will be visible once rate card is saved.

Rate Card Header

RateCard Number 4527 Effective From 01f04/2010
Revision Num 1 e 2] Uy 20T
8 Contract Number [ Approver Bl ( 9
N’ Supplier Mame CCTM Supplier 1, Inc.
[ Attachments None Add
— — fore you 4 y the attachment.

Rate Card Details

No of Row(s) to Add Add Another Row || [Delete from Change Request |

Select All | Select None

Select “Craft Type ~“Craft “Craft Code Class Local Work Type ~Rate Type ~UOM ~Rate (%) “Effective From - Effective To *Change Requesr
I Labor APPRENTICE: 4TH 1000 HOURS [AA-NEW Q |51 TRANSMISSION TIME & ONE-HALF Hours | 23.5 [o1/04/2010 | [ [12/30/2012 | [ [UNION INCREASE 5
T} [Equipment =] [AIR COMPRESSOR EESIE £y f o fFours =11 525 J0L/042010 | [ [Lela0/2002 | T [NEW EQUITMENT

#TIP The Comments field is required when an existing Rate Card i%mud\ﬁed

If the Craft Code Class is blank, enter AA-
New. Otherwise, do not change.

jve and Submit | Save ‘ Cancel Change Request ‘ Cancel

Figure 4-3

5. To modify an existing rate, update the following fields (you cannot change any other fields):
e Craft Code Class: If this field is blank, enter AA-New; otherwise do not change the value.
o Rate: Enter the new rate.

o Effective From: Enter the start date for the new rate. You can enter a past date, only if the rate has not been
used on any time cards during or after that date.

o Effective To: Enter the end date for the new rate. The effective to date must be today’s date or a future date.
¢ Change Request Reason: You must enter a change request reason for each line that you update.

6. Toenteranew labor, equipment or chemical rate:
e Click Add Another Row to add a new rate card line as shown in 6.

e Enter or select the Craft Type, Craft, Craft Code Class (AA-new), Local (optional), Work Type (optional),
Rate Type, UOM (100’s, Day, Each, Feet, Gallons, Hours, Miles, Meter, Week), Effective From date,
Effective To date, and Change Request Reason.

7. To make arate inactive, so that it will no longer display on the rate card:

e Enter the date that the rate will expire on in the Effective From and Effective To fields. The date entered
must be today’s date or a date in the future.

e  Enter a change request reason.

. Click Add, as shown in 8, and attach supporting documentation to justify the rate modification
request.

Enter an approver name in the Approver field, as shown in 9 above.
You can click the Magnifying Glass to search for an approver name, if needed.
10. Atter you have completed your change requests, click Save and Submit as shown in 10 above.

A confirmation message displays on the page as shown below and the rate card status changes to Pending
Approval.

Rate I Notifications
CCTM Rate Search | CCTM File Upload Status | CCTM Create Rate Card

=& Confirmation

Rate Card has been submitted to LaBeaume(StratSourc 645), Kenneth J for approval

© Ameren Services



Modifying Approved Rate Cards 57

Lesson 4-2: Modify Approved Rate Cards via
Export

Home Logout Preferences Diagnostics
Rate
CCTM Rate Home |

User Name JOHN@SUPPLIER1.CO

CCTM Rate Search || CCTM File Upload Status | CCTM Create Rate Card
Simple Search

Please enter gfSupplier Name and/or Contract Number and/or StatuN\and select the Go button to see the results.Note that the search is not case sensitive.
OuU Name |AMEREN OF UNIT 'l

Supplier Name |CCTM Supplier 1, Inc. Q
Contract Number Q,

Status j

Go | Clear |

Search Results

Rate Card Change
ou Rev Contract Supplier [Effective |Effective Rate Card Requested
Rate Card Number = |[Hame Num Number  Name From To Status Approver/Submitted To By/Submitter Attachments
CCTM™
0 Supplier 1, 01/04/2010 12/30/2012 Approved John@supplierl.com

Inc.

Figure 4-4

If you need to request rate changes for many lines on a rate card, you can request the changes by submitting the changes
in a file which you upload to CCTM.

To request changes using the file upload method:
9. Export the rate card file and save it on your PC. The file is in text file format and is included in a zip file.

10. Open the file in a spreadsheet program and make the required changes. The template can be opened in any
program that allows you to create a CSV file, for example, Excel.

11. Save the file as a Comma Separated Value (*.CSV) file.

12. Import the rate modification file into CCTM.

13. Monitor the upload process.

14. 1f necessary, correct errors in the file and import the file again.
15. Submit the rate card for approval in CCTM.

NOTE: If your organization does not use Excel or WinZip, check with your internal IT department for information
about downloading and opening the template.

1. oOnthe CCTM Rate Search page, enter search criteria, and click Go as shown in 1 above.
A list of rate cards matching the search criteria displays in the Search Results grid as shown.
2. Click the Rate Card Number link of the rate card you want to modify as show in 2 above.

The Rate Card Header page displays as shown in Figure 4-5 on the next page.

|
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Rate | Notifications

CCTM Rate Home | CCTM Rate Search |
Rate: CCTM Rate Search =

Rate Card Header

Rate Card Mumber 4527
Revision Mumber 0
Contract Number

Rate Card Details

Show Details for

& Active
Ol
! In-Active

Select All | Select None
Select Craft Type |Craft

CCTM File Upload Status |

CCTM Create Rate Card

Export |

User Name JOHN@SUPPLIER1.CO

Upload | Request changes | Cancel |

Supplier Name CCTM Supplier 1, Inc.
Effective From 01/04/2010
Effective To 12/30/2012

Ef Indicates Modified -  Indicates New - *dIndicates Rejected

Craft Code Class|Lcn:aI|Work Type Rate Type UOM Rate (%) |Effective From|Effective To
O Equipment 3440 DIRECTIONAL BORE MACHINE ST Hours 22.5 01/04/2010 12/30/2012
r Equipment gUCKET TRUCK 53-65' ST Hours35.15  01/04/2010 12/30/2012
Figure 4-5
3. Click Export as shown in 3 above.
A File Download dialog box displays similar to the one shown below.
File Download - Security Warning x|
Do you want to open or save this file?
—%] Mame: RateCardE=port.zip
Tepe: Wingip File
From: gobledoas. ameren.com
Open || Save | Cancel I
l--"“- Wwhile files from the Interet can be uzeful. this file type can
\\_F) potentially harm your computer. IF you da not trust the zource, do nat
open or zave thiz sofware, What's the risk Y
4. ciick Open.
A Zip utility window opens similar to the one shown below.
[B=1] wfinZip - RateCardExport[1].zip B ] |
File &ctions Options Help
= = ] [ - = i
= & 8@ Y e &8 9
Mew Open Favarites Add Exntract Encrypt Wiew CheckOut  “Wizard
Al | Type | Modified | Size | Rat
Microzoft Exc...  05/04/2009171:10 ... 1583 B0
o | »
|Selected O files, 0 bytes |Total 1 file, 2KB 80

5.

Double-click RateCardExport.xls.

The file opens similar to the example shown in Figure 4-6 on the next page.
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A B C D E F G I ] K L 1) (0] 2
1 Record Ty Supplier b Contract M Hdr Start Da Hdr End Dati Craft Type Craft Nam]Craft CodqLocal Work Pl Rate Type Unit Of Rate  Effective FrEffective To Changg

Update  CCTM Supplier 1, Inc 01/04/2010 12/30/2012 Labor APPRENTHAA-NEW 51 TRANSMATIME & OF Hours 22.5 05/04/2010 12/30/2012 Union
Update  CCTM Supplier 1, Inc 01/04/2010 12/30/2012 Labor APPRENTHAA-NEW
Create

51 TRAMSAKTIME & OF Hours 23.5 05/04/2010 12/30/2012 Union
CCTM Supplier 1, Inc 01/04/2010 12/30/2012 Equipmer Air ComplAA-NEW

STD Hours 12.5 05/04/2010 12/30/2012 new eq

Figure 4-6

6. You must delete all rows that you are not requesting changes to.

7. To modify an existing rate, update the following fields (you cannot change any other fields):
e Craft Code Class: If this field is blank, enter AA-NEW, otherwise do not change.
e Rate: Enter the new rate.

o Effective From: Enter the start date for the new rate. You can enter a past date, only if the rate has not been
used on any time cards during or after that date.

o Effective To: Enter the end date for the new rate. The effective to date must be today’s date or a future date.
e Change Request Reason: You must enter a change request reason for each line that you update.
8. Toenteranew labor, equipment or chemical rate:
e Enter Create as the Record Type, as shown in labove.
e  Copy the Supplier Name, Contract Number, Hdr Start Date, and Hdr End Date to the new line.

o Enter the Craft Type (Labor, Equipment or Chemical), Craft Name, Craft Code Class (AA-NEW), Local
(optional), Work Type (optional), Rate Type, UOM (100’s, Day, Each, Feet, Gallons, Hours, Miles, Meter,
Week), Effective From date, Effective To date, and Change Request Reason.

9. Toremovean existing rate so that it will no longer display on the rate card:

o  Enter the date that the rate will expire on in the Effective From and Effective To fields. The date entered
must be the date the file will be uploaded or a date in the future.

e Enter a change request reason.
10. Aiter all changes have been entered, click File - Save As.

The Save As dialog box displays as shown in Figure 4-7 on the next page.

|
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|

21x]
A @-@ X -

S
a Ty bb) Ameren Frate Card 01-4-10t0 12-30-1 2 cav
SharePoi... B30 nion Rate Adjustment. csy

My Recent
o Cocuments

I“:l Ameren Rate Cards

=) Adrmin
@ Desktop

Ty Metwork,
LS
3 Places

=y My
L‘J Documents

PR

Comnpuker
Oracle R1Z

2 Training ...

Save the file in csv format

5 1y Sike

(2)

File name: ,L IRate Card Modifications (5-12-100.csv N—r? j

SRR Ty o delimited) (.

Tools |- | Save I Caniel

Figure 4-7

11 . Complete the following fields:
1. Select a Save in folder as shown in 2above.
2. Inthe Save as type drop-down list, select CSV (Comma delimited) (*.csv) as shown in 3 above
3. Enter a file name in the File name field, as shown in 4 above. Do not use quotes (“Rate Card”).
4. Click Save as shown in 5 above.

A dialog box displays similar to the one shown below. The dialog box may be different based on the program that
your organization uses.

Microsoft Dffice Excel x|

Rate Card Modifications (8-12-10).csw may contain Features that are not compatible with 5% {Comma delimited).

- Do you wank ko keep the workbook in this Format?

\lj) + To keep this Format, which leaves out any incompatible Features, click Yes.
+ To preserve the Features, click Mo, Then save a copy in the latest Excel format.,
+ Ta see what might be lost, click Help.

Yes Mo | Help |

12. Click Yes to save your changes.
13. Return to the CCTM Rate card application and open the rate card that you are modifying.

The Rate Card displays as shown in Figure 4-8 on the next page.
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Notifications
CCTM Rate Home | CCTM Rate Search | CCTM File Upload Status | CCTM Create Rate Card
Rate: CCTM Rate Search = User Name JOHN@SUPPLIERL.CO
Export Request changes Cancel
Rate Card Header
Rate Card Mumber 4527 Supplier Name CCTM Supplier 1, Inc.
Revision Number 0O Effective From 01/04/2010
Contract Number Effective To 12/30/2012
Rate Card Details
Show Details for
@ Active
O Al
' In-Active
& Indicates Modified - # Indicates New - *UIndicates Rejected
Select All | Select None
Select Craft Type |Craft Craft Code Class|Lcn:.aI|Work Type |Rate Type UOM Rate ($5) |Effective From|Effec:tive To
O Equipment 2440 DIRECTIONAL BORE MACHINE ST Hours 22.5 01/04/2010 12/30/2012
O Equipment BUCKET TRUCK 53-65' ST Hours35.15  01/04/2010 12/30/2012

Figure 4-8
14 ciick Upload as shown in 1 above.
The Upload File Status page displays as shown below.

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 JOHN@SUPPLIER1.COM

Upload File - Status
upload | ( 3 )el
* Select File for Upload |C:\Documents and Settir{ Browse... g : >

Data File Loader Batch Requests:

View By |AIIJOhs vl Go|

15. click Browse as shown in 2 above.
16. Navigate to the modified rate card file location, click the file to select it, and click Open.
17. click Upload as shown in 3 above.

A confirmation message displays.

|
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CCTM Rate Home

Rate Search | CCTM File Upload Status | CCTM Create Rate Card

= Rate Card Screen = User Name JOHN@SUPPLIER1.CO

Upload Cancel

Upload File - Status

* Select File for Upload I Browse... |

Data File Loader Batch Requests:

View By |All Jobs
Data File Batch Successful Rejected Batch Run
Type Number + |File Status Lines LinesDate

Rate Card 20858872 Rate Card Update for Completed 3 003/29/2011
OAQ.cav

(2)
Details Comments u

= The Rate Card# 4527 has been updated successfully.

Figure 4-9

18. click Go, periodically, as shown in 1 above, until the Status field displays Completed.
You may need to click Go several times before the Status field displays Completed.

19. Review the rate card Comments as shown in 2 above; the current rate card submission always
appears on the top line.

o If the comments field indicates that the batch request has failed, click the = blue Details icon to view
the errors. You must then correct the errors in the file and begin the upload process again. Refer to
Lesson 4-3: Viewing and Correcting Upload Failures on page 64 for information on this process.

o If the comments field indicates that the rate card has completed successfully you can continue with the
next step.

20. After the rate card has been updated successfully, you must submit the rate card for approval.
Click CCTM Rate Home as shown in 3 above.

The CCTM Rate Home page appears as shown below.

Rate | Notifications
CCTM Rate Home | CCTM Rate Search | CCTM File Upload Status | CCTM Create Rate Card

Rate Card Home
Rate Cards in Pending Submission Stage

Rate Card OU Rev Contract Supplier Effective  Effective Rate Card Rate Card Change Requested
Numbe Name HNum Number Name From To Status Approver/Submitted To By/Submitter
e 1 CCTM Supplier 01/04/2010 12/30/2012 Pending John@supplierl.com
1, Inc. Submission
Rate Cards in Pending Approval Stage
Rate Card ou Rev  Contract Supplier Effective Effective Rate Card Rate Card Change Requested
Number Name HNum Number Name From To Status Approver/Submitted To By/Submitter
No results
found.
Rate Cards in Rejected Stage
Rate Card ou Rev  Contract Supplier Effective Effective Rate Card Rate Card Change Requested
Number Name HNum Number Name From To Status Approver/Submitted To By/Submitter
No results
found.

21 . click the modified Rate Card Number link in the Rate Cards in Pending Submission Stage
section as shown in 4 above.

The Rate Card page displays as shown in Figure 4-10 on the next page.
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Rate | Notifications

CCTM Rate Home | CCTM Rate Search | CCTM File Upload Status | CCTM Create Rate Card

Rate: CCTM Rate Home = User Name JOHN@SUPPLIER1.CO
Export | Upload | IReview Craft Changes | Delete Rate Card | Cancel |

Rate Card Header 5
Rate Card Number 4527 Supplier Name CCTM Supplier 1, Inc.
Revision Number 1 Effective From 01/04/2010
Contract Number Effective To 12/30/2012

Rate Card Details

Show Details for

& Active
Al
" In-Active
E Indicates Modified - %% Indicates New - *Indicates Rejected \
Craft Type |[Craft . 3 Rate Type UOM Rate (%) [Effective From [Effective To
Equipment |24X4D DIRECTIONAL BORE MACHI IConS mark the rates WhICh |ST Hours 22.5 |Dl,"D4,"2DlD |12f30,"2012
#4Equipment AIR COMPRESSOR have been Changed' STD Hours 12.5 05/04/2010 12/30/2012
Equipment BUCKET TRUCK 53-65' J ST Hours 35.15 01/04/2010 12/30/2012

Figure 4-10

22. click Review Craft Changes as shown in 5 above.

All requested changes are summarized as shown below.

Click this button if you want to discard changes

Rate | Notifications and return the rate card to Approved status.

CCTM Rate Home | CCTM Rate Search | CCTM File Upload Status | CCTM Create Rate Card

Rate: CCTM Rate Home > Rate Card Screen >
* Indicates required field

User Name JOHN@SUPPLIERL.CO

Save and Submit | Save ‘ Cancel Change Request ‘ Cancel ‘

®TIP Submit Button will be enabled & Attachment Link will be visible once rate card is saved.
Rate Card Header

RateCard Number 4527 Effective From 01042010

m Revision Num 1 et T T2 U7 20T

6 Contract Number [[ Approver ILaBeaume(StratSnurc 5 % 7
) g Supplier Name CCTM Supplier 1, Inc.

Attachments None| Add

Rate Card Details

Add Another Row || Delete from Change Request |

Select All | Select Hone

hefore you Add/Modify the attachment.

Select *Craft Type “Craft “Craft Code Class Local Work Type “Rate Type “UOM “Rate (%) “Effective From “Effective To *Change Reques
[ Labor APPRENTICE: 2ND 1000 HOURS |AA-NEW G 51 TRANSMISSION TIME & ONE-HALF Hours | 22,5 [05/04/2011 | [ [12/30/2012 | 7 [union Increase
T Labor APPRENTICE: 4TH 1000 HOURS |AA-NEW S, /51 TRANSMISSION TIME & ONE-HALF Hours | 23.5 |05,"D4s‘2011 & |12:'3U;'2012 & |Uni0n Increase
I Equipment AIR COMPRESSOR aa-NEW Q STD Hours | 12.5 [o5/04/2010 | [ [12/30/2012 | [ [new equipment

® TIP The Comments field is required when an existing Rate Card is modified.

Save and Submit | Save | cancel Change Request | Cancel

23. Review the changes. You can make additional changes on this page, if needed.

24 . click Add, as shown in 6 above, and attach supporting documentation to justify the requested
rate changes. You must add a supporting attachment.

25. After changes are completed, select the Approver as shown in 7 above.
Click the Magnifying Glass to search for and select an approver, if needed.
26. click Save and Submit as shown in 8 above.
A confirmation message displays similar to the one below and the rate card status changes to Pending Approval.

L'L Confirmation
Rate Card has been submitted to LaBeaume(StratSourc 645), Kenneth J for approval

|
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Lesson 4-3: Viewing and Correcting Upload
Failures

Rate | Notifications
CCTM Rate Search | CCTM File Upload Status | CCTM Create Rate Card
Rate: CCTM Rate Search > Rate Card Screen = User Name

Upload File - Status
Upload Cancel

= Select File for Upload Browse... |

Data File Loader Batch Requests:

View By IAII Jobs vl Go

Data File Batch Successful  Rejected Batch Run ‘

T Number + |File Status Lines Lines Date DetailyComments

R| te Card 15635410 Rate Card Modifications  Completed 2 1 05/04/2009 =l The batch request has failed. Please look at the ]I
(05-06-09).csv = | details and reupload the file after corrections

Figure 4-11

If the upload process is not successful, CCTM will display an error message. If this is the case, you must review the
error, correct the error condition in the file, and reinitiate the upload process.

1. ifthe batch request fails, click the Details
The Rejections page displays as shown below.

icon as shown in 1 above.

Rate | Notifications
CCTM Rate Search | CCTM File Upload Status | CCTM Create Rate Card

User Name
Rejections

Cancel

Rejected Lines in Data File Upload Request Id # 15635410

Line Number field Type Error Description Suggested Corrective Action
1 omments Invalid Please enter the comments when uploading the medified crafts for an existing rate card.

2. Review the Suggested Corrective Action.

NOTE: The Line Number, as shown in 2 above, indicates the line in the spreadsheet which contains the error. The
line number reference does not include the column heading line in the file. In this instance, the line that
requires correction is spread sheet line 2 as shown below.

Al B e D E R e D H R LM N e
1 |Record Ty Supplier M Contract MHdr Start Dat Hdr End Dal Craft Type Craft Mamelocal  Wark Plac Rate Type Unit Of Me Rate  Effective Fro Effective TolChange Re
[ [ 2 [Update |Patent Ca 501615 05/04/2009, 05022010, Labor APPRENT 109 SHIFT 1 OT Hours 13.5 05/25/2009, DSIDZ;QDWJ I ]
| 3 [Update  [Patent Co S016Tk| 0504720039, 0547272010, Labor APPRENT 1097 5HIFT 1T DT Hours 15.5] 052572009, U5A12/2010, union increa
4 | Create Patent Co 501616 05/04,2009, 05022010, Equipment Air Cormpressar Standard  Day 526 050572009, 05022010, new equipme

3. Correctthe file, save the changes and begin the upload process again.
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Lesson 4-4: Correct Rejected Rate Card
Modifications

Home Logout Preferences Diagnostics

CCTM Rate Search | CCTM File Upload Status | CCTM Create Rate Card

Rate Card Home
Rate Cards in Pending Submission Stage
Rate Card ou Rev  Contract Supplier Effective Effective Rate Card Rate Card Change Requested
Number Name Num  Number Name From To Status Approver/Submitted To By/Submitter
No results found.
Rate Cards in Pending Approval Stage
Rate Card ou Rev  Contract Supplier Effective Effective Rate Card Rate Card Change Requested
Number Name Num  Number Name From To Status Approver/Submitted To By/Submitter
No results found.
Rate Cards in Rejected Stage

Rate Card OU Rev Contract Supplier Effective  Effective Rate Card Rate Card Change Requested
me Num HNumber Name From To Status Approver/Submitted To By /Submitter
l 4527 i CCTM Supplier 01/04/2010 12/30/2012 Rate Modification John@supplierl.com
1, Inc. Rejected
Figure 4-12

If an Ameren approver rejects a rate card modification, you will receive a notification about the rejection (For
information about viewing notifications, see Chapter 3: Creating Rate Cards, Lesson 1-8: View Notifications). If a rate
card modification is rejected, you must;

1. Open the rejected rate card modification.

2. View the rejection reason.

3. Correct the rate card modifications.

4. Submit the rate card modifications for Ameren approval.

1. Open the CCTM Rate Card application and go to the CCTM Rate Home page.
A list of rate cards matching the search criteria displays in the Search Results grid as shown above.

2. Click the Rate Card Number link in the Rate Cards in Rejected Stage section as shown in 1
above.

The Rate Card page displays as shown in Figure 4-13.

|
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Rate | Notifications
CCTM Rate Home |
Rate: CCTM Rate Home >

Rate Card Header

Rate Card Number
Revision Mumber
Contract Number

Rate Card Details

Show Details for

CCTM Rate Search |

CCTM File Upload Status | CCTM Create Rate Card

@& PPLIER1.CO
Export | Uploa View Rejections Cancel |
_—

4527

Supplier N\ame CCTM Supplier 1, Inc.
1]

Effective From 01/04/2010
Effective To  12/30/2012

@& Active
Al
 In-Active

When rate changes are rejected, all rate
changes included in the request are rejected.
An icon marks the rejected rates.

A
Craft Type |C ft

d - 2 Indicates New - *GIndicates Rejected

|Craft Code Class |Loca||Work Type |Rate Type |UOM Rate (%) |Effective From |Effective To

Equipment 2440 DIRECTIONAL BORE MACHINE ST Hours 22.5 01/04/2010 12/30/2012
*3Equipment AIR COMPRESSOR AA-NEW STD Hours 12.5 05/04/2010 12/30/2012
Equipment BUYCKET TRUCK 53-65' 5T Hours 35.15 01/04/2010 12/30/2012

Figure 4-13
3.

Click View Rejections as shown in 3 above.

The rejected lines and the approver’s rejection reason are displayed similar to the example shown below.

Rate | Notifications

COCTM Rate Home |

CCTM Rate Search |
Rate: CCTM Rate Home =

CCTM File Upload Status |
Rate Card Screen >

CCTM Create Rate Card

* Indicates required field

Rate Card Header

Attachments None
Rate Card Details

*Craft Type “Craft

Labor APPRENTICE: 2ND 1000 HOURS [AA-NEW @ 51 TRANSMISSION TIME & ONE-HALF Hours 22.5 01/04/2010  45:55/5015 UNION INCREASE
05/04/2011 1%

Labor APPRENTICE: 4TH 1000 HOURS [AA-NEW @, 51  TRANSMISSION TIME & ONE-HALF Hours 23.5 "M/04/201045/30/5012 UNION INCREASE
05/04/2011 %

Equipment AR COMPRESSOR [aa-nEw Q STD Hours 12.5 05/04/2010  12/30/2012 NEW EQUIPMENT

RateCard Number
Revision Num
Contract Number
Supplier Name

4537

Effective From
1] Ly

Rejection Reason
CCTM Supplier 1, Inc.

User N N@SUPPLIER1.CO
ok Cancel
01/04/2010

Please resubmit AI
with fully loaded
labor breakdowns x|

Mandatory for Rejection

Rate Effective

*Craft Code Class “UOM ($) From

LocalWork Type  “Rate Type

= TIP The Comments field is required when an existing Rate Card is modified.

Effective

To *Change Request Rea

M Cancel

above.

All rate modification requests are discarded and the Rate Card status returns to Approved.

© Ameren Services

If you want to resubmit the change request, refer to the instructions in either:
Lesson 4-1: Modify Approved Rate Cards Online on page 54.
Lesson 4-2: Modify Approved Rate Cards via Export on page 57.

When you are finished viewing the rejected lines and rejection reason click Ok as shown in 4



Chapter Five:
Entering Time
Cards

Chapter Objectives:

e Describe the relationship between rate cards and time cards
in CCTM

o Identify the different methods of time card entry
e View time cards and identify time card status

o Enter fixed price time cards and milestones online
¢ Enter time and materials time cards online

¢ Add attachments to time cards

¢ Download a time card template

e Upload a completed time card template

e Correct a rejected time card

e Make adjustments to time cards

e Modify an approved time card

e View notifications

¢ Run the time card report

Estimated Lesson Time: 2 hours

Time cards are entered into CCTM to record costs for work performed by individuals and groups, materials, equipment,
and other expenses. For time and materials purchase orders, an approved rate card is used to calculate costs. For fixed
price time cards, milestones are entered and costs associated with those milestones are recorded.

Fixed price timecards are always entered online. Time and materials timecards can be entered using an online entry
method or by uploading a file which includes the timecard details.
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Lesson 5-1: Time Card Process Flow

Time &
Material

.f'f : \"-I

Ameren: ccri:
Supplier: Ep Reviews a.n d Receiptinvoice
CCTM Time Card > A Ti created
Entry pproves 1ime per the Billing
Card
\ i ] . Frequency
L A M ‘ - e d

cCcT: AP:
Caicuiates Costs Invoice Payment
using Approved per the
Rate Card Payment Terms

Figure 5-1

Time cards are entered on a weekly basis. A supplier user can enter one time card per PO per week ending period. The
time card process flow is shown in Figure 5-1.

1. The supplier enters the time card into CCTM to record the costs of work performed.

Each supplier user can enter one time card per PO per week ending period. Supporting receipts for materials and
expenses must be scanned and included as attachments.

2. Fortime and materials entries, CCTM calculates costs using the approved rate card for the
period or contract. For fixed price entries, no rate card validation is performed.

Rates are calculated for chemical, labor, and equipment charges. Material, and expense costs are not subject to
rate card verification but attachments are required to support the entries.

3. The designated Ameren approver reviews and approves or rejects the time card submission.

If the time card is rejected, the time card is returned to the supplier for correction. If the time card has not been
approved within 7 days, a reminder email is sent to the approver and his supervisor.

4. Anautomated receiving process generates receipt/invoices for approved time cards.

Receipt/invoices are generated daily for approved time cards. The system passes the receipt/invoice to Accounts
Payable for processing.

5. An electronic payment for the receipt/invoice is processed according to the PO payment terms.
Ameren sends an ACH (Automated Clearing House) payment alert notification email to the supplier.

© Ameren Services
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Lesson 5-2: Glossary

In this chapter, a variety of terms will be used. It is important that you understand these terms. Additional terms and
acronyms are posted on the supplier web site.

Table 5-1: Key Terms

Term

Definition

Fixed Price

Atype of time entry requiring the entry of a milestone and the total costs for achieving the milestone.
Individual time entry can be entered, when required. Rate cards are not required for fixed price time

cards.

Time and Materials

Atype of time entry requiring separate entries for labor, equipment, material, and expense costs.
Rate cards are required for time and materials time entry.

Bulk Entry

Atype of time and materials entry where time is entered in bulk for all workers in a particular craft
combination. For example, if 10 linemen worked on a job, there would be a single time card line on
which you would enter the total hours worked by the 10 linemen. Bulk entry may be daily, weekly or
monthly based on the terms and conditions for the contract or job.

Craft Combination

For time and materials entry, this is the combination of craft type, craft, local, work type, and rate
type approved on a rate card. Time and materials entries must reference valid craft combinations.

Individual Daily Entry

Atype of time and materials entry where time is entered for each person who works on the job or

PO.

Time Card Status

The current status of a time card in CCTM. The statuses are:

Approved — The time card has been approved by an Ameren approver.

Draft — The time card has been entered into or uploaded into CCTM, but it has not yet
been submitted for approval.

Pending Approval— The time card has been submitted for approval but is not yet
approved.

Receipt — The time card amounts have been fully receipted. Time cards with a status of
receipt cannot be modified.

Rejected — The time card has been rejected and returned for correction.

ASCI/IT Computer Training Services
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Lesson 5-3: View Time Cards

E-Business Suite

Diagnostics Logout Preferences Help Personalize Page

Logged In As [
Oracle Applications Home Page

Favorites
Navigator

Personalize
Time Card (CCTM)

CCTM Reports (CCTM Reports)
Rate Card (CCTM)

Personalize |

[ AMCCTM Supplier Rate Card User

. s :
[ AMCCTM Supplier Time Card Super
User

Please select a responsibility.

Al
AMCCTM Time Card Inguiry

0
3 AMPON Sourcing Supplier
3 AMPOS iSupplier Portal Full Access

Figure 5-2

E-Business Suite

Diagnostics Logout Preferences Help Personalize Page

Logged In As [
Oracle Applications Home Page

Favorites
Navigator

Personalize

Personalize |

3 AMCCTM Supplier Rate Card User

3 AMCCTM Supplier Reports Users

] AMCCTM Supplier Time Card Super
User

3 AMCCTM Supplier Time Card User

CcCTM
FM Data e
Time Card

= MNotifications

Time Card (CCTM)
CCTM Reports (CCTM Reports)
Rate Card (CCTM)

3 AMCCTM Time Card Inquiry

3 AMPON Sourcing Supplier
3 AMPOS iSupplier Portal Full Access

Figure 5-3

1. From the E-Business Suite Home page, click the AMCCTM Supplier Time Card User or
Super User link as shown in 1 in Figure 5-2.

A list of responsibilities displays in the right side of the Navigator.
2. Click the Time Card link as shown in 2 in Figure 5-3.

The CCTM Time Card Home page displays as shown in Figure 5-4.
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Home Logout Preferences Diagnostics

Notifications

PM Data
CCTM Timecard Home | CCTM T Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

OU Name IAMEREN OF UNIT =

Time Cards In Draft Stage

User Name JOHN@SUPPLIER1.CO

PO Humber OU Name : pp : itter ‘l’lme Card Period(Week Ending Date) = | Total Timecard A it C /Change Attach
499000 [AMEREN OP UNIT CCTM Supplier 1, Inc. John@supplierl.com 03/07/2010 1,554.75

ime Cards In Pending Stage
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 Approved Stage
PO Number OU Name | itter ‘]‘II‘I‘IE Card Period(Week Ending Date) - | Total Timecard A t C /Change Attach

455711 AMEREN OP UNIT CCTM Supplier 1, Inc. John@supplierl.com 04/04/2010 6,968.94

Time Cards In Rejected Stage

PO Total Timecard

Number OU Hame fi bmitter Time Card Period{Week Ending Date) =~ Amount Rejection Reason Attachments

[Supp
AMEREM OP  |CCTM Supplier 1, The job # is incorrect; please change to

|
455711 UNIT e, John@supplierl.com 04/04/2010 2,012.50 prnoooo17

AMEREN OF  CCTM Supplier 1, Bucket Truck hours need to be corrected to 3
499000 UNTT Inc. John@supplierl.com 04/04/2010 4,014.75 0o per day

= 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

Figure 5-4

Time cards are grouped according to status.
o Draft — Time Cards in draft status have not been submitted to Ameren for review and approval.
e Pending Approval — Time cards have been submitted to Ameren and are pending review and approval.

e Approved — Time cards have been approved and are ready to be invoiced. The automated receipt/invoice process
runs nightly to create invoices for approved time cards. After the invoice is created, the time card is assigned a
status of Receipt and the time card is no longer displayed on the TimeCard Home page.

o Rejected — The Ameren approver has rejected one or more time card lines. You must correct the time cards and
resubmit them to an Ameren approver.

A maximum of five time cards can be displayed for each status. If more than five time cards are associated with a
particular status, click the drop-down list or the Next 5 link to view additional time cards.

Time cards reference purchase orders and are entered on a weekly basis. Review the time card period or amount to
ensure that you are selecting the correct time card.

3. Toview time card details, click the PO Number link for the time card that you want to view.
The Time Card Main Screen displays as shown in Figure 5-5 on the next page.

NOTE: This example uses a time and materials time card. A fixed price time card will look a bit different.

|
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Time Card Main Screen

* Indicates required field

PO Header Details

FO Number 499000 Comments EMPRV Requisition #2900001:
PO Type Time and Material Job #IR08047420: Boilermaker
PO Revision 0 Package for U1 Fall Outage
OU Name AMEREN OP UNIT Supplier Name CCTM Supplier 1, Inc.

Buyer Lawrence(SupChnops ), Mark

Time Card Details

Entry Type Individual , Daily Time Card Period(Week Ending Date) 03/07/2010 Total Hours 44 Total Amount  1,554.75

Total Labor Amount  1,122.00 Total Equipment Amount 402.16 Total Material Amount 4.91 Total Expense Amount  25.68

op Vendor Reference Number [am-400000-030710 [] ~ 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 _JAll - Go

*TIP To update a Tinfe Card, select the Time §ard'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 Mode is set to 'ALL' or
'Receipt'.

Labo - laterial | Expense

Select All | Select o
PO Line Job Craft Combination Badge Consultant Mon,Mar Tue,Mar Wed,Mar Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total Total Job
Select Status Number Number Craft Local WorkType RateType UOM Number Hame 01 02 03 04 05 06 07 Hours/Units Amount Comments Descri
Draft 1 JR080474/20 LABORER ST Hours Tel, Jeff 10 2 10 22 533.50 CCTM
Suppli
cover
platfor
with ta
from h

Figure 5-5

4. Review the information on the Labor tab.
This time card is for individual daily entry. Totals for Labor, Equipment, Materials and Expenses are summarized
in the Time Card Details section

5. Cclickthe Equipment link as shown in 1 above to switch to the Equipment tab.
The Equipment tab displays as shown in Figure 5-6 on the next page.
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Time Card Main Screen
* Indicates required field

PQ Header Details

EMPRV Requisition #2900001:

PO Number 499000 Comments
Job #JR08047420: Boilermaker

PO Type Time and Material
PO Revision 0 Package for U1 Fall Qutage
QU Name AMEREN OP UNIT Supplier Name CCTM Supplier 1, Inc.
Buyer Lawrence(SupChnOps ), Mark
Time Card Details
Entry Type Individual , Daily Time Card Period(Week Ending Date) 03/07/2010 Total Hours 44 Total Amount  1,554.75
Total Labor Amount 1,122.00 Total Equipment Amount 402.16 Total Material Amount 4.91 Total Expense Amount  25.68
. Vendor Reference Number [xm-4g0000-030710 [=] * change Reason =
Attachments None Add & =i Ci

#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 Time Card Listing Mode is set to 'ALL' or
'Receipt'.
Labor | Equipment] Material 2
i Details

Select All | Select None
Craft Combination

PO Line Job Craft
Select Status Number Number Type Craft Local WorkType RateType UOM Id

Draft 1 JRO80474/20 Equipment VACUUM ST Hours
TRAILER

02 03 04 05 06
10 2 10 22

Equipment Mon,Mar Tue,Mar Wed,Mar Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total
(i} Hours/Units Amount Comments Descrij

Total

402.16

PO Ling

001-Pr:
labor,
materig
supervi
and expl

Figure 5-6

6. Review the information on the Equipment tab.
Daily entries have been made for equipment costs.
7. Click the Material tab as shown in 2 above to switch to the Material tab.

The Material tab displays as shown in Figure 5-7 on the next page.
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Time Card Main Screen
Delete Time card

* Indicates required field

PO Header Details
Comments EMPRV Requisition #2900001:

PO Number 499000
PO Type Time and Material Job #IR08047420: Boilermaker
PO Revision Package for U1 Fall Qutage

Supplier N\ame CCTM Supplier 1, Inc.

o
0OU Name AMEREN OP UNIT
Buyer Lawrence(SupChnOps ), Mark

Time Card Details
Entry Type Individual , Daily Time Card Period{Week Ending Date) 03/07/2010 Total Hours 44 Total Amount 1,554.75
Total Equipment Amount 402.16 Total Material Amount 4.91 Total Expense Amount 25.68

Total Labor Amount  1,122.00
= 5 Vendor Reference Number [am-400000-030710 =]  Change Reason =l
Attachments None Add . = =

with supporting documentation is required to submit a time card or a time card revision.

“TIP Aftachment|

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 Time Card Listing Mode is set to 'ALL' or
'Receipt’.

Labor | Equipment | Material | Expense

Material Details

ct None

S =
PO Line Job
Select Status  Number Number “Item Description Quantity Price “UOM “Amount Comments PO Line Description Job Description Attachments
Draft 1 JRO80474/20 PVC Tubing 1 4.91Each 4.91 001-Provide labor, materials, supervision, and expertise to perform ccTM Supplier to cover
| the work outlined in Ameren specification GE-1307. The work will  work platforms with i
consist of repairs and modifications to the Rush Island .... FOR tarps, from handr /
REMAINING ITEM DESCRIPTION SEE ATTACHMENT

Figure 5-7

8. Review the information on the Material tab.
Material cost details have been entered for this time card. A supporting attachment has been added to the line.

9. Click the Expense tab as shown in 3 above to switch to the Expense tab.

The Expense tab displays as shown in Figure 5-8 below.
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Time Card Main Screen

* Indicates required field

PO Header Details
Comments EMPRV Requisition #2900001:

PO Mumber 499000
PO Type Time and Material Job #IR08047420: Boilermaker
PO Revision 0 Package for U1 Fall Outage
Supplier Name CCTM Supplier 1, Inc.

0OU Name AMEREN OP UNIT
Buyer Lawrence(SupChnOps ), Mark

Time Card Details
Total Hours 44 Total Amount  1,554.75

Entry Type Individual, Daily Time Card Period(Week Ending Date) 03/07/2010
Total Equipment Amount 402.16 Total Material Amount 4.91 Total Expense Amount 25.68

Total Labor Amount  1,122.00
- . Vendor Reference Number [an-4599000-030710 | * Change Reason -
Attachments None Add A & j j

with supporting documentation is required to submit a time card or a time card revision.

“TIP Attachment|

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 Time Card Listing Mode is set to 'ALL' or

'Receipt.
Labor | Equipment | Material Expense
Expense Details

PO Line Job
Select Status  Number Number “Expense Type “Description *Amount Comments PO Line Description Job Description Attachments
it i | I 001-Provide labor, materials, supervision, and expertise to perform the work |
Bl DS A 2L QU e B outlined in Ameren specification GE-1307. The work will consist of repairs | —| M Supplier to cover
and modifications to the Rush Tsland .... FOR REMATNING TTEM work platforms with tarps,
from handr /

DESCRIPTION SEE ATTACHMENT

Return to Timecard Search Save and Submit
Delete Time card

Approver |Hammitt{CSFTrnS 20

Figure 5-8

10. Review the expense details.

|
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Lesson 5-4: Enter Fixed Price Time Card Online

Home Logout Preferences Personalize Page Diagnostics

CCTM Timecard CCTM Timecard Upload Status | CCTM Timecard Upload

OU Name |AMEREN OP UNIT 'l

Time Cards In Draft Stage
PO Number 0OU Name Supplier Submitter Time Card Period(Week Ending Date) Total Timecard Amount
No results found.

Figure 5-9

User Name E4123

Fixed price time cards are entered directly into CCTM. Rate cards are not required for fixed price time cards although
you can enter time details, as requested. You can attach supporting documentation to the time card. For instructions about
attaching files to a time card, refer to Lesson 5-13: Add Attachments.

®“CAUTION: The system will not allow you to create a time card for a PO that has been closed.

1. Inthe CCTM Timecard application, click CCTM Timecard as shown in 1 above.
The Time Card Search page displays as shown below.

Home Logout Prefe
PM Data Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

User Name JOHMESUPPLIER L. COI
* Indicates required fisld

Time Card Search @ @ e

) g -
Ol Marmne IAMEREN OP UMIT v[ * Salect the PN 490027 Ql * \ieek Ending Date |baf0?f2010

S TIP Future \Week Ending Periods are noest i e A WD CLIFTENt v

About this Page

2. Enter the PO number, as shown in 2 above.
If you do not know the purchase order number, use the Magnifying Glass to search for it.
3. Enter the Week Ending Date, as shown in 3 above.

The date must be a Sunday date. If you do not know the week ending date, use the Calendar button to select a
week ending date.

4. Click Go as shown in 4 above.
The Time Card Main Screen page displays as shown in Figure 5-10 on the next page.
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i ata | Tme | oo

CCTM Timecard Home | OCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name JOHN@SUPPLIER1.COM
Time Card Main Screen

* Indicates required field Delete Time card

PO Header Details

FO Number 499027 Comments EMPRY Requisition
PO Type Fixed Price #2900017: Job
PO Revision 0 #JIR08047420: Fixed Price
0OU Name AMEREN OP UNIT Boilermaker Package for U1
Fall outage

Supplier Name CCTM Supplier 1, Inc.
Buyer Lawrence(SupChnOps ),
Mark

Time Card Details

Entry Type Individual, Daily Time Card Period(Week Ending Date) 03/07/2010 Total Hours Total Amount

|| * Change Reason

H

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 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 Time Card Listing Mode is
set to 'ALL' or 'Receipt'.

FP  Labor

FP Details

]

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

Select Status Line Number *Job Number PO Line A t *Mil “A t PO Line Description Job Description

Add Another Row ‘ Save Delete

J

Figure 5-10

B. click Add Another Row as shown in 5 above.
A new blank row displays as shown in Figure 5-11 on the next page.

|
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Time Card Main Screen

* Indicates required field

PO Header Details

PO Number 499027
PO Type Fixed Price
FO Revision 0
OU Name AMEREN OP UNIT

Comments EMPRV Requisition

Delete Time card

#2900017: Job
#IR08047420: Fixed Price
Boilermaker Package for U1

You can delete a time
card if all time card lines
are in Draft status.

Fall Outage

Supplier Name CCTM Supplier 1, Inc.

Buyer Lawrence(SupChnOps ),
Mark
Time Card
Entry Type Individuyl, Daily Time Card Period(Week Endi 03/07/2010 Total Hours

i A 2,
= Attachments 5 Vendor Reference Number Nanrn-490027-03072010

Total Amount

* Change Reason

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

Timecard Listing Mode IDraf‘t - Go

(B

“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 Time Card Listing Mode is

set to 'ALL' or 'Receipt’.
FP  Labor
FP Details

~TIP You cannot delet: that has been previously approved.

Select All | Select None

PO Line Description

Job Description

PO Line PO Line
Select Status Number *Job Numb A t  *Milest /é\mnt
Draft 1 IROB0474/20 »{ 200,000.00 |First Level Completed \ /

-

750.00| 001-Provide labor, materials, supervision, and expertise to
perform the work outlined in Ameren specification GE-1307.
The work will consist of repairs and modifications to the Rush
Island .... FOR REMAINING ITEM DESCRIFTION SEE
ATTACHMENT

N\
CCTM Supplier to cover
work platforms with
tarps, from handr /

Add Another Row Save Delete

Figure 5-11
6.

As required, complete the following fields:

Vendor Reference Number — You can enter your internal invoice number in the Vendor Reference Number
field for payment tracking purposes as shown in 1 above. The Vendor Reference Number is included in the
ACH payment alert email when the timecard’s associated invoice is paid. The Vendor Reference Number is
also displayed on the Invoice Report.

PO Line — If required, enter the PO Line Number as shown in 2 above.

Job Number — If the Job Number field is displayed on a time card, enter the applicable job number as
shown in 2 above. For EMPRV POs, you can search for the job number. For DOJM POs, you must type the
job number in the field. Valid DOJM job numbers consist of the 4 character district code plus the Work
Request number, for example, IPMNO000688. If you are not certain which job number applies, consult your
Ameren contact at the plant or district.

Milestone — Enter a milestone as shown in 2 above; the milestone is an agreed upon payment based on a
percentage of work completed or a specific progress point.

Amount — Enter the payment amount associated with the milestone as shown in 2 above.

Click Add, as shown in 3 above, to attach supporting documents to your time card. The system
will not allow you to submit the timecard without a supporting document attached.

Change Reason is only required when resubmitting a time card.
If you need to enter labor details, click the Labor tab as shown in 4 above.
The Labor tab displays as shown in Figure 5-12 on the next page.
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Time Card Details

Entry Type Individual , Daily Tirme Card Period(esk Ending Date)  03/07/2010 Total Hours Total Amount

AMRIN-400027-02072010 =] * change Reason =

=

endor Reference Mumber

@
Attachrnents Views Add

TIP Attachment(s) with supporting documentation is required ta submit a time card or a time card revisian,

Tirnecard Listing Maode | Draft vl Go

“TIP Tao update a Time Card, select the Time Card's status fram the Time Card Listing Mode drap-down list and click Go button.You cannot update a Time Card when the Time Card Listing Mode is set to 'aLL' ar
'Receipt’,

Kl

FP | Labor
Labor Details

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

Select all | Select Mone

al
Hourg/Units Cc

Badae zlon
Selfct Status Number *Job Number *Craft Local Work Type  *UDM  Number *Consultant Name D1

Draft 1 [rogos7ao A [carperter  Joog [ Jhours | [o1234s  Jconover(co [ = g e [ 8 |

)

-

l Add Another Row ! Save| Delete
Return tn Timecard Search Approver  [Harnmitt(CSFTrnSves 2DI Save and Submit I

Figure 5-12

10. click Add Another Row to create a new blank row.
11. Complete the following fields as shown in 5 above:
e PO Line (required)— Enter or select the applicable purchase order line.

e Job Number — If the Job Number field is present, you must enter the job number. For EMPRV POs, you can
search for the job number. For DOJM purchase orders, you must type the job number. Valid DOJM job
numbers consist of the 4 character district code plus the Work Request number, for example, IPMN000688. If
you are not certain which job number applies, consult your Ameren contact at the plant or district.

e Craft (required) — Enter the employee’s craft.

e Local (optional) — Enter the union local, if applicable.

o Work Type (optional) — Enter the work type for which you want to enter time.
o UOM (required) — Enter the unit of measure; for example, hours, day, feet, etc.

e Badge Number (Individual Daily Entry Type only) — If the contractor has an Ameren Badge, enter a “Q”
followed by the 5 or 6 digit employee reference number on the badge.

e Consultant Name (Individual Daily Entry Type only) — If you did not enter a badge number, you must enter
the contractor name.

e Daily Time entry fields — Enter the number of hours or units for each day as shown in 1 in above.
NOTE: If the time card is set for bulk weekly entry, only a single time entry field displays.

11. 1o submit the completed time card to the Ameren Approver, click Save and Submit.
A confirmation message displays as shown below. The time card status changes to Pending Approval.

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

g Confirmation
Time Card Submitted Successfully

|
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Lesson 5-5: Enter Time and Material Time Cards
- Online or File Upload?

For time and material time cards, you have the option of entering time cards online in CCTM or uploading the time card
data from a file. The method you select depends on the number of time card lines you must enter each reporting period.

When you enter time card information directly online, many fields, such as craft combinations, units of measure, and
expense types are searchable, meaning that you can select valid values from a list.

If you have many time card lines to enter, you may find it more efficient to use the time card file template. In addition,
the file template can be reused for subsequent time card entry (for instance, you can change the week ending date and
any other applicable information and upload the file.) When using the file template to enter time, you must type the craft
combination values directly into the file template. Since the associated rate card provides the details for the craft
combinations which need to be entered on the time card, you might find it helpful to have a printed copy of the rate card
to use as a reference when entering the craft combinations on the time card.
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Lesson 5-6: Enter Labor for Time and Materials
Individual Daily Time Card Online

Time cards for Individual daily PO types require you to enter daily time for each individual on a project. When you enter
time, you enter the PO line number, job number (for EMPRV and DOJM POs), the craft combination from an approved
rate card, the individual’s Ameren badge number or name, and the number of hours that individual worked for during the
week ending period. You must also enter daily amounts for equipment usage. Material and expense costs can also be
entered. You also include supporting documents as attachments to the time card.

e For information about adding attachments to a time card, refer to Lesson 5-13: Add Attachments.
e  For information about entering bulk daily time cards online, refer to Lesson 5-10: Bulk Daily Time Entry
e  For information about entering bulk weekly online, refer to Lesson 5-11: Bulk Weekly Time

@“CAUTION: You cannot enter a time card for a purchase order that has been closed.

Home Logout Preferences Diagnostics

* Indicates required field
Time Card Search

OU Name IAMEREN OP UNIT 'I

“TIP Future Week Ending Periods are n

499000/ | &, l Week Ending Date |o3/07/201o| =)
= vl default to currént week ending perioa.

PM Data Time Notifications Home Logout Preferences Diagnostics

About this Page  Privacy Statement Copyright (c) 2008, Oracle. Al rights reserved.

Figure 5-13

1. Inthe CCTM Timecard application, click CCTM Timecard as shown in 1 above.
The Time Card Search page displays.
2. Enter the PO Number as shown in 2 above.
If you do not know the purchase order number, use the Magnifying Glass to search for it.
3. Enter the time card Week Ending Date as shown in 3 above.
The week ending date must be a Sunday date. You can click the Calendar icon to select a date.
4. CcClick Go as shown in 4 above.
The Time Card Main Screen displays as shown in Figure 5-14 on the next page.

|
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pirData | Tme | otiicaton |

CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload
User Name JOHN@SUPPLIER1.COM

Time Card Main Screen

= Indicates required field Delete Time card

PO Header Details .
— You can delete a Time Card

PO Mumber 499000 Comments EMPRV Requisition H H H
POType Time and Material 22000001 Job if all the lines on the time
PO Revision 0 #IR0D8047420: Boilermaker H
OU Name AMEREN 0P UNIT e card are in Draft status.

Supplier Name CCTM Supplier 1, Inc.
Buyer Lawrence{SupChnOps ),

Mark
Time Card Details
Entry Type Individual , Daily Time Card Period{Week EngiagDate) 03/07/2010 Total Hours Total Amount
Total Labor Amount Total Equipment Amount 1 Total Material Amount Total Expense Amount

N

= Change Reason

F

- 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 butten.You cannot update a Time Card when the Time Card Listing

pde is set to 'ALL' or 'Receipt’.
quipment | Material | Expense
LaDoO L)e k

“TIP You ¢ 2 te a line that has been previously approved.

BN

]

Add Craft
Line Job Craft Combination Badge Consultant Mon,Mar Tue,Mar Wed,Mar Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total Total
Select Status Number Number Craft Local WorkType RateType UOM Number Name 01 02 03 04 05 06 o7 Hours/Units Amount Commel
No
results
found.

Save Delete -l

Figure 5-14

5. EnteraVendor Reference Number as shown in 1 above.

Use this field to enter your unique invoice number to help you track payment for this time card. The Vendor
Reference Number will be displayed on the ACH payment alert email notification which is sent to the supplier
when the invoice associated with the time card is paid.

6. Click Add Craft as shown in 2 above.
The Search and Select: Add Craft pop-up window displays as shown in Figure 5-15 on the next page.
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(j Search and Select List of ¥alues - Microsoft Internet Explorer provided by Ameren - |E||ﬂ

-

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 Combination j |carp°.-'cne~.-\-'ton Go

Search and Select: Add Craft

Results

3 F|'e=.'icl.|s|l-20 'I Next 20 1

Select All | Select None —

Select Craft Local WorkType Rate Type Unit Of Measurement Start Date Active End Date Active
[ |carp 347 NEWTON DT1 Hours 06/02/2008 05/31/2009
[T |carp 347 NEWTON DT2 Hours 06/02/2008 05/31/2009
[T |carp 347 NEWTON DT3 Hours 06/02/2008 05/31/2009
I 347 NEWTON oT1 Hours 06/02/2008 05/31/2009
r ( :43 347 NEWTON oT2 Hours 06/02/2008 05/31/2009
[T |carp 347 NEWTON oT3 Hours 06/02/2008 05/31/2009
W |carp 347 NEWTON 5T1 Hours 06/02/2008 05/31/2009
[~ Jcarp 347 NEWTON ST2 Hours 06/02/2008 05/31/2009 =
| | v
| l_l_l_l_l_’_|-leusled sites | =100 -
Figure 5-15

7. Select a Search By option from the drop-list, as shown in 3 above.
You can search by Craft, Local, Work Type, Rate Type, Unit of Measurement, or Craft Combination.

8. Enter your search text and click Go. Do not enter search text if you want to view a list of all
labor crafts.

A list of crafts matching the search criteria displays in the Results grid as shown above.

NOTE: Example: Enter “fore” to find all entries that start with “fore”, such as foreman. Enter “%fore” to find all

entries that contain the text “fore”, such as foreman, carpenter foreman and general foreman.

9. Click the check boxes for the crafts that you want to add to the time card as shown in 4 above.

10. click the Select button as shown in 5 above.
The Time Card Main Screen displays the selected crafts as shown in Figure 5-16 on the next page.
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Entry Type Individual , Daily Time Card Period{Week Ending Date) 03/07/2010 Total Hours Total Amount
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount
Vendor Reference Mumber [aMRN-400000-03072010 =] = Change Reason =1

Timecard Listing Mode IDraf‘t hd Go

=TIP To update a Time Card, select the Time Card's status fram the Time Card Listing Mode drop-down list and click Go button.¥ou cannot update a Time Card when the Time Card Listing
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
Select All | Select None
PO Line Craft Combination Badge Consultant Mon,Mar Tue,Mar Wed,Mar Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total
Select Status Number Job Humber Craft Local WorkType RateType UOM_Humber Name 01 02 03 04 05 06 07 Hours/ Unit
Drfft 1 JR080474/20 “{ OPERATOR ST HULIFSIQ12345 ICDHDVET’(CO 10 I 2 10 I I
O
or KL R080474/20 O\ LABORER o m|Qs3451 [Fintconsd[ 1] [ 2 10 | | /
. \:_L/
| Save ‘ ;Delete |
Figure 5-16

11 . Complete the following fields as shown in 1 above:

e PO Line (required ) — Enter or select the applicable purchase order line. For EMPRYV jobs, the PO line
number defaults based on the Job Number entered.

e Job Number — If the Job Number field is present, you must enter the job number. For EMPRV POs, you can
search for the job number. For DOJM purchase orders, you must type the job number. Valid DOJM job
numbers consist of the 4 character district code plus the Work Request number, for example, IPMN000688. If
you are not certain which job number applies, consult your Ameren contact at the plant or district.

e Badge Number — If the contractor has an Ameren Badge, enter a “Q” followed by the 5 or 6 digit employee
reference number on the badge. Only valid badge numbers are accepted.

e Consultant Name — If you entered a badge number, the associated Consultant Name is defaulted in the
field. If you did not enter a badge number, you must enter the contractor’s name.

e Daily Time entry fields — Enter the number of hours or units worked each day as shown in 1 in above.
12. click Save as shown in 2 on Figure 5-16.
The time card is saved, but not submitted for approval.

13. i you do not need to enter any more data, click Add to attach supporting documentation. Then
click Save and Submit. You must attach a supporting document before the system will let you
submit the time card for approval.

e |f needed, refer to Lesson 5-13; Add Attachments for instructions on how to add attachments.

e If you need to enter equipment costs, click the Equipment tab. Refer to Lesson 5-7: Enter Equipment Costs
for Time and Materials Time Card Online for information about entering equipment costs.

e If you need to enter material costs, click the Material tab. Refer to Lesson 5-8: Enter Material Costs for Time
and Material Time Cards for information about entering material costs.

e If you need to enter expenses, click the Expense tab. Refer to Lesson 5-9: Enter Expenses for Time and
Material Time Cards for information about entering expenses.
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Lesson 5-7: Enter Equipment Costs for Time and
Materials Time Card Online

Time Card Details

Entry Type Individual, Daily Time Card Period(Week Ending Date) 03/07/2010

Total Hours Total Amount
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount
. Vendor Reference Number |4 ¥ 03 ange Reason =]
+ Attachments. .. AMRN-499000-03072010 g )
A View| Add [ 1 =
= TIP Attachment(s) with supporting documentation is reqUired Lo SUDMIT a UME card of a Lme 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 Time Card Listing
IMode js satto 1Al ' or 'Receipt’.
Labor| m Material = Expense
EquipnieNT DETaIs
~TIP You cannot delet hat has been previously approved.
l Add Equipment
Craft Combination
PO Line Job Craft Equipment Mon,Mar Tue,Mar Wed,Mar Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total Total
Select Status Number Number Type Craft Local WorkType RateType UOM Id 01 02 03 04 05 06 07 Hours/ Units Amount Comments
No
results
found.

Delete

Figure 5-17

When equipment costs must be entered for a reporting period, you must make individual daily entries for each craft
combination.

N2

& “CAUTION: You cannot enter a time card for a purchase order that has been closed.

1. CcClick the Equipment tab.

2. i applicable, enter a Vendor Reference Number as shown in 1 in above.
Use this field to help track payment for this time card.
3. Click Add Equipment as shown in 2 above.

The Search and Select: Add Equipment pop-up window displays as shown in Figure 5-18 on the next page
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(,'_.‘ Search and Select List of Yalues - Microzoft Internet Explorer provided by Ameren

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.

Search By | CraftCode - |trL|ck Go @

Results

Select All | Select None

Select|CraftType CraftCode Local WorkType RateTypeCode Unit Of Measurement Start Date Active End Date Active
quipment TRUCK RENTAL ALLLOC STANDARD Hours 06/02/2008 05/31/2009
quipment TRUCK RENTAL ALL LOC STANDARD Day 06/02/2008 05/31/2009

Cancel | Select |_

| |

|Dune. l_’_|_|_|_|_| . Tiusted sites | HA00% - 2
Figure 5-18

4. sclectaSearch by criterion from the drop-down list as shown in 1 above.
You can search by Craft, Local, Work Type, Rate Type, Unit of Measurement, or Craft Combination.

5. Enter your Search text and click Go as shown in 1 above. Leave the search field blank to view
a list of all equipment crafts.

A list of crafts matching the search criteria displays in the Results grid as shown above.
NOTE: You can use the % wildcard in your search text. For example, %truck would find all crafts that include
truck such as Pickup Truck, Truck Rental, etc.

6. Click the check boxes for the equipment that you want to include on your time card as shown
in 2 above.

7. Click Select as shown in 3 above
The Time Card Main Screen displays the selected crafts s shown in Figure 5-19 on the next page.
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Time Card Details

Entry Type  Individual , Daily Tirme Card Periodieek Ending Date) 03/07/2010 Taotal Hours Tatal Armount
Taotal Labor &mount Total Equipment Amount Total Material Amount Total Expense Amaount
vendor Reference Number  [anpn-400000-02072010 =] * Change Reason =l
*
Attachments view| Add ;I ;I

~TIP Attachmentis) with supporting documentation is required to submit a time card or a time card revision.

Tirnecard Listing Maode | Draft hd Go

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

Labor | Equipment Material = Expense

Equipment Details

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

Add Equipment

Select all | Select Mone
Craft Combination
PO Line Craft MHon,Mar Tue,Mar Wed,Mal ar Fri,Mar Sat,Mar Sun,Mar To
Select Status Number Job Number Ty, Craft Local WorkType RateType UOM Equipment Id o1 0z 03 O 05 06 o7 Hol
4 ~ ~~
Draft 1 ROS0474/20 | 9 egfEment PICK- ST Hoursl 10 2 I 10 I I
P
r TRLICK

Return to Timecard Search Approver  [HarmmitiCSFTrnSvcs 21 Save and Submit

Delete Time card

Figure 5-19

8. Complete the following fields:
e PO Line — Enter the purchase order line number. For EMPRYV jobs, the PO Line number defaults based on
the Job Number entered.

e Job Number — For EMPRV and DOJM jobs, enter the job number that the equipment is charged to as shown
in 4 above. You can click the Magnifying Glass to search for an EMPR job number. Valid DOJM job numbers
consist of the 4 character district code plus the Work Request number, for example, IPMN000688.

e Daily Time — You must enter the number of equipment hours for each day as shown in 5 above

9. Click Save as shown in 6 above.

10. If you do not need to enter any more data, click Add to attach supporting documentation. Then
click Save and Submit. You must attach a supporting document before the system will let you

submit the time card for approval.

o If needed, refer to Lesson 5-13: Add Attachments for instructions on how to add attachments.

e If you need to enter material costs, click the Material tab. Refer to Lesson 5-8: Enter Material Costs for Time
and Material Time Cards for information about entering material costs.

e If you need to enter expenses, click the Expense tab. Refer to Lesson 5-9: Enter Expenses for Time and
Material Time Cards for information about entering expenses.
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Lesson 5-8: Enter Material Costs for Time and

Material Time Cards

Time Card Main Screen

* Indicates required fizld

PO Header Details

PO HWumber 499000 Cornments  EMPRY Requisition
PO Type Time and Material #2900001: Job
PO Revision 1 #IJR08047420: Boilermaker
Ol Mame  ANEREN OP UNIT Package for U1 Fall Dutage

Supplier Mame CCTM Supplier 1, Inc.
Buyer Lawrence(SupChnOps ),

Mark
Time Card Details
Entry Type Individual , Daily Time Card Period(ieek Ending Date) 03/07/2010
Total Labor Armount Total Equipment Amount Total Mater t

o Wendor Refarence Mumber | [ K-400000-02072010 Change Reason
Attachments viow| Add

TIP attachment(s) with supporting documentation is res

Timecard Listing Made IDraft - Go

Delete Time card

Total Hours Total Amount

Total Expense Armount

[

= 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 Time Card Listing

Mode is set to ‘ALl Qe Bacgiot.
Labor | Equipment || Material iExpEnSE
Material Details

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

Select Status 2 ine Number *Job Number *Item Description Quantity Unit Price *UDM *Amount Comments PO Line Description Job Description Attachments

Add Another Row Save | Delete

Figure 5-20

IMPORTANT: You must attach a supporting receipt/invoice for all items entered on the Materials tab.

1. Click the Material tab.

2. i applicable, enter a Vendor Reference Number as shown in 1 above.
Use this field to enter your internal invoice number or to help track payment for this time card. The Vendor

Reference Number prints on the ACH payment notification and the Invoice Report.

3. Cclick Add Another Row as shown in 2 above.
A new blank row displays as shown in Figure 5-21 on the next page.
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Time Card Details

Entry Type Individual , Daily Time Card Period(Week Ending Date) 03/07/2010 Total Hours Total Amount
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount
= Attachments endor Reference Number [2mrN-400000-03072010 [=] = change Reason =1

~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 Time Card Listing
Mode is set to 'ALL' or 'Receipt.

Labor | Equipment Material | Expense
Material Details

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

Select All | Select Mone 1
Select StatusfNumber *Job Number “Item Description Quantity Price “UOM mount Comments PO Line Description Job Description  Attachment:
Draft 1 [Rosoa7a/z0 | & [PVC Tubing R B 4.01 Frovide labor, CCTM Supplier to
materials, supervision, | ar ok n
- and expertise to platforms with n
perform the workthe '+ o o handr /
Tall outage
Add Another Row Save lete
Return to Timecard Search Approver [Hammitt(CSFTrSves 20) | Save and Submit

Delete Time card

Figure 5-21

4. Complete the following fields as shown in 1 above:
e PO Line — Enter the PO line number. For EMPRYV jobs, the PO Line Number defaults based on the Job
Number entered.

e Job Number — For EMPRV and DOJM jobs, you must enter the job number that the material costs apply to.
You can use the Magnifying Glass to search for an EMPRV Job number. Valid DOJM job numbers consist of
the 4 character district code plus the Work Request number, for example, IPMNO000688.

e |tem Description — Enter a description of the material.

e Quantity — Enter a quantity; you can use a quantity of 1 and a Price equal to the total amount on the
invoice/receipt.

e Unit Price — Enter the unit price of the item; this can be the total amount on the invoice/receipt.

e UOM — Select the unit of measure.

e Comments — If desired, enter comments about the material cost.

e Attachments — If applicable, click the Plus sign to attach the scanned materials receipt. Refer to Lesson 5-13:
Add Attachments for information about adding attachments.

5. CcClick Save as shown in 2 in Figure 5-21.

The time card is saved, but not submitted to the approver.

6. i you do not need to enter any more data, click Add to attach supporting documentation. Then
click Save and Submit. You must attach a supporting document before the system will let you
submit the time card for approval.

o If needed, refer to Lesson 5-13: Add Attachments for instructions on how to add attachments.

e If you need to enter expenses, click the Expense link. Refer to Lesson 5-9: Enter Expenses for Time and
Material Time Cards for information about entering expenses.

|
ASCI/IT Computer Training Services




90 CCTM Supplier Training
|

Lesson 5-9: Enter Expenses for Time and
Material Time Cards

Time Card Main Screen

* Indicates required field Delete Time card

PO Header Details

PO Number 499000 Comments EMPRV Requisition
PO Type Time and Material #2900001: Job
PO Revision 1 #JR08047420: Boilermaker
0OU Name AMEREN OP UNIT Package for U1 Fall Outage

Supplier Name CCTM Supplier 1, Inc.
Buyer Lawrence(SupChnOps ),

Mark
Time Card Details
Entry Type Individual, Daily Time Card Period(Week Ending Date) 03/07/2010 Total Hours 44 Total Amount 1,176.41
Total Labor Amount  1,122.00 Total Equipment Amount 49.50 Total Amount  4.91 Total Expense Amount 0.00
= Attachments .. [ Add Vendor Reference N'—'mher[lAI\rIRNAQQDDD—DBD?EDLD = Change Reason =]
vow] £d | 1 || [ |

= TIP Attachment(s)

Timecard Listing Mode IDraf‘t 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 Time Card Listing
Mode is set to 'ALL' or 'Receipt'.

Labor | Equipment Material

Expense Details

vith supporting decumentation is required to submit a time card or a time card revision.

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

Select Status Line ber ~Job by “EXp Type “Description “Amount Comments PO Line Description  Job Description Attachments

Add Another Row ve | Delete
J

Figure 5-22

When expenses must be entered for a reporting period, you can enter the total expense cost for the period for each
expense.

IMPORTANT: You must attach a supporting receipt/invoice for all items entered on the Expense tab.

1. Click the Expense tab.
2. If applicable, enter a Vendor Reference Number as shown in 1 above.

Use this field to enter your internal invoice number or to help track payment for this time card. The Vendor
Reference Number prints on the ACH payment notification and the Invoice Report.

3. cClick Add Another Row as shown in 2 above.
A new blank row displays as shown in Figure 5-23 on the next page.
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Time Card Details

Entry Type Individual , Daily Tirme Card Period(week Ending Date)  03,/07/2010 Total Hours 44 Total Amount  1,176.41
Total Labor Armount 1,122.00 Total Equiprent Armount  49.50 Total Material Amount 4.91 Total Expense Amount  0.00
‘pndor Reference Number  [anpp-400000-02072010 || * change Reason =]
*
Attachrments View| Add | |

“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 Time Card Listing
Mode is set to 'ALL" or 'Receipt!,

Labor | Equipment @ Material = Expense
Expense Details

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

Select All | Sel

PO Line
Select Statuf Number *Job Number *Expense Type *Description * Amount Comments PO Line Description Job Description  Attachment:

Provide |abor,

Draft 1 IJRDSD474,.-"20 Q, IEqulpmemt Rental j IPneumatlc Drill 25,68 TS, SUFEREER, CCTH 5upkp|ier 0
- and expertise 1o ET"’;; o . *
perform the work the  PIETOFMS W
£l otage tarps, from handr /
Add Another Row Save ‘ Delete
Return tn Timecard Search Approver IHammltt(CSFTrnSvcs 20| | save and Submit
Delete Time card

Figure 5-23

4. Complete the following fields as shown in 3 above:

e PO Line — Enter a PO line number. For EMPRYV jobs, the PO Line Number defaults based on the Job
Number entered.

e Job Number — For EMPRV and DOJM jobs, enter the job number that the material costs apply to. You can
use the Magnifying Glass to search for an EMPRYV job. Valid DOJM job numbers consist of the 4 character
district code plus the Work Request number, for example, IPMN000688.

o Expense Type — Select an expense type from the drop-down list. Expense types include Car Rental,
Equipment Rental, Fuel Surcharge, Hotel Accommodation, Material Handling Charges, Meals and
Miscellaneous.

NOTE: Use the Material Handling Charges expense type to enter markup for materials that were entered on
the Materials tab.

e  Description — Enter an expense description.
e  Amount — Enter an expense amount.
¢ Comments — You can enter comments regarding the expense.

o Attachments — If applicable, click the Plus icon to attach the scanned expense receipts. Refer to Lesson
5-13: Add Attachments for information about adding attachments.

B. Click Save as shown in 4 above.

6. When you are finished entering data, click Add to attach supporting documentation. You must
attach a supporting document before the system will let you submit the time card for approval.

7. Click Save and Submit as shown in 5 above.
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Lesson 5-10: Bulk Daily Time Entry

Home Logout Prefi

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

* Indicates required fisld m m
Time Card Search 1 2
N N’
O Marne IAMEREN OP UNIT 'l [* Select the POT 522242 ]Cl [* \iesk Ending Date |03m5f2011 |i | Go

=TIP Future Week Ending Periods are not allowed, Future YWesk Ending Periods will default to current week ending period.

User Name ECARTER@GOSCHECK,CO

Figure 5-24

When using the bulk daily entry type, you enter the total daily hours worked for each craft. For example, if 5 carpenters
were on the job, there is a single line for the carpenter craft and the total hours worked by the five carpenters is entered in
the hours field.

Bulk daily entry time cards are very similar to individual daily time cards. The Equipment, Material, and Expense tabs
are exactly the same as those used when entering individual daily costs. The Labor tab is slightly different from
individual daily time cards. Bulk daily entry does not require entry of badge numbers or consultant names.

o Refer to Lesson 5-13: Add Attachments for information about adding attachments.

o Refer to Lesson 5-7: Enter Equipment Costs for Time and Materials Time Card Online for information about
entering equipment costs.

o Refer to Lesson 5-8: Enter Material Costs for Time and Material Time Cards for information about entering material
costs.

o Referto Lesson 5-9: Enter Expenses for Time and Material Time Cards for information about entering expenses.

& “CAUTION: You cannot enter a time card for a purchase order that has been closed.

1. onthe Time Card Search page, enter the PO Number as shown in 1 above
If you do not know the exact purchase order number, click the Magnifying Glass button to search for it.
2. Enter the Week Ending Date as shown in 2 above

The week ending date must be a Sunday date. If you do not know the exact date, click the Calendar button to
select a date.

NOTE: The date format may vary based on your user preferences.
3. Click Go as shown in 3 above

The Time Card Main Screen displays as shown in Figure 5-25 on the next page.
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PM Data I Time I Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

User Name ECARTER@GOSCHECK.CO|
Time Card Main Screen

* Indicates required field Delete Time card

PO Header Details

PO Number 522848 Comments Utility Pole Inspection for
PO Type Time and Material Ameren Hlinois Division VI
PO Revision 0O Supplier Name SCHECK INDUSTRIAL
OU Name AMEREN OP UNIT CORPORATION
Buyer Bernstein(ConsDept 1150),
Shelle
Time Card Details
Entry Type Bulk , Daily Time Card Period(Week Ending Date) 03/21/2010 Total Hours Total Amount
Total Labor Amount Total Equipment Amaunt Total Material 4 Total Expense Amount
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 - 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 Time Card Listing
Mode is set to 'ALL' or 'Receipt'.

Labor | Equipment | Material = Expense

Labor Details
S line that has been previously approved.

Add craft |

Figure 5-25

4. cnter aVendor Reference Number as shown in 4 above.
Use this field to help track payment for this time card.
B. cClick Add Craft as shown in 5 above.
The Search and Select: Add Craft pop-up window displays as shown in Figure 5-26 on the next page.
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ﬂ; Search and Select List of Yalues - Microsoft Internet Explorer provided by Ameren - |EI|1|
Search and Select: Add Craft PR
Cancel Select
Search
o find your item, select a filter item in the pulldown list and ENTEr @ valle | eyt field, then select the "Go" button.
Search By |Craft Combination j |°.-'cne‘.-\-t0n°.-'cst Go
Results
Select All | Select None —
Local WorkType Rate Type Unit Of Measurement Start Date Active End Date Active
v 347 NEWTON 511 Hours 06/02/2008 05/31/2009
r 347 NEWTON 512 Hours 06/02/2008 05/31/2009
r 347 NEWTON 513 Hours 06/02/2008 05/31/2009
v 347 NEWTON 511 Hours 06/02/2008 05/31/2009
[T CARFF 347 NEWTON 512 Hours 06/02/2008 05/31/2009
[T CARFF 347 NEWTON 513 Hours 06/02/2008 05/31/2009
[T CARFGF 347 NEWTON 511 Hours 06/02/2008 05/31/2009 .
1] | _’l_l
|Done l_l_l_l_l_l_l " Trusted sites | 00 - 2

Figure 5-26

6. selectaSearch By criteria from the drop-down list.
You can search by Craft, Local, Work Type, Rate Type, Unit of Measurement, or Craft Combination.

7. Enter your search text and click Go as shown in 1 in Figure 5-26. Leave the search field blank
to return alist of all labor crafts.

A list of crafts matching the search criteria displays in the Results grid.
Entering “fore” in the search field returns all entries that start with “fore”, such as foreman and foreman-spray

crew. Entering “%fore” in the search field returns all entries that include “fore”, such as foreman and carpenter
foreman.

8. Click the Select check boxes for the crafts that you want to add to the time card as shown in 2
above.

9. cClick Select as shown in 3 above.
The Time Card Main Screen displays as shown in Figure 5-27 on the next page.
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Time Card Details

Entry Type Bulk , Daily Time Card Period{\eek Ending Date) 03/21/2010 Total Hours Total Amount
Total Labor Amourt Total Equiprment Arnount Tatal Material Arnount Total Expense Amount

*
* Attachments l ol Add Yendor Reference Number d Change Reason
“TIP attachmenlis) Wit sUpparting documentation is required to submit a time card or a time card revision.

Tirnecard Listing Mode IDraft - Go

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

(B

Labor | Equipment @ Material = Expense
Labor Details

“TIP You cannat delete a line that has been previously approved.

Add Craft

Selert sl | 4
PO Line Craft Combination Mon,Mar Tue,Mar Wed,Mal r Fri,Mar Sat,Mar Sun,Mar Total Total PO
Select Stathis Number Crpft Local WorkType  RateType UOM 15 16 17 1 19 20 21 Hours/Units Amount Comments De:
— -~ =] L
MEVITION Ing|
r BOILER, far

Draff 1 Q sfery sToay  hows| 24 [ 24 | [ [ [ z

MAINTEMAMCE _I Illin|
2010 Drivi
.I Ll
MEVITON Ins|
T braf 1 % poiEcT BOILER stoay hows| 8 [ 8 | | | | =] for
rdAGER MAINTEMAMCE Illin|
\_ ) 2010 Divi

Save( jlete
Return to Timecard Search Approver IHamm\tt(CSFTmSvcs 2D| Save and Submit

Delete Time card

Figure 5-27

10. Complete the following fields:

e PO Line Number — Enter the PO line number as shown in 4 above. You can click the Magnifying Glass to
search for a purchase order line number. For EMPRY, the PO line number is entered when you select the job.

e Job Number — For EMPRV and DOJM jobs, enter the job number that you are charging time to as shown in
4 above. Valid DOJM job numbers consist of the 4 character district code plus the Work Request number, for
example, IPMNO000688.

o Daily Time — Enter the total number of daily hours worked for the craft as shown in 5 above.

11 . Click Save as shown in 6 above.

12. if no further data entry is required, click Add to attach supporting documentation to your
timecard, and then click Save and Submit. You must attach a supporting document or the
system will not allow you to submit the time card for approval.

e |f needed, refer to Lesson 5-13; Add Attachments for instructions on how to add attachments.

e If you need to enter equipment costs, click the Equipment link. Refer to Lesson 5-7: Enter Equipment Costs
for Time and Materials Time Card Online for information about entering equipment costs.

o If you need to enter material costs, click the Material link. Refer to Lesson 5-8: Enter Material Costs for
Time and Material Time Cards for information about entering material costs.

o If you need to enter expenses, click the Expense link. Refer to Lesson 5-9: Enter Expenses for Time and
Material Time Cards for information about entering expenses.

ASCI/IT Computer Training Services




96 CCTM Supplier Training
|

Lesson 5-11: Bulk Weekly Time Entry

Home Logout Prefi

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

User Name ECARTER@GOSCHECK,CO

* Indicates required fisld m
1 2

Time Card Search

N’ N/
O Marme IAMEREN OF UNIT 'l [ * Select the PO I 522548 ]Q * \Wesk Ending Date ID3[DE[2011 = Go

#TIP Future Week Ending Periods are not allowed, FUILINE Weesk Ending Periods will default b curr ST wesr e e e,

Figure 5-28

For bulk weekly time entry for labor, you enter the total hours worked that week by craft. For example, if five carpenters
worked eight hours each day for five days, you would have one time card line for the carpenter craft with 200 entered in
the hours field. You also enter total weekly hours or costs for equipment. You enter costs on the Material and Expense
tabs just as you do for individual daily time cards.

o Refer to Lesson 5-13: Add Attachments for information about adding attachments.

e Refer to Lesson 5-12: Enter Equipment Costs Online for Bulk Weekly Time Cards for information about entering
equipment costs.

o Refer to Lesson 5-8: Enter Material Costs for Time and Material Time Cards for information about entering material
costs.

o Refer to Lesson 5-9: Enter Expenses for Time and Material Time Cards for information about entering expenses.

&“CAUTION: You cannot enter a time card for a purchase order that has been closed.

1 . Onthe Time Card Search page, enter the purchase order PO Number as shown in 1 above.
If you do not know the purchase order number, click the Magnifying Glass to search for it.

2. Enter the Week Ending Date as shown in 2 above.
The week ending date must be a Sunday date. You can click the Calendar icon to select a date.

3. Click Go as shown in 3 above.

The Time Card Main Screen displays as shown in Figure 5-29 on the next page.
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Time Card Main Screen
Delete Time card

* Indicates required field

PO Header Details
Comments Utility Pole Inspection for
Ameren Illinois Division VI
Supplier Name SCHECK INDUSTRIAL
CORPORATION
Buyer Bernstein(ConsDept 1150),
Shelle

FO Number 522848

PO Type Time and Material
PO Revision 0

OU Name AMEREN OP UNIT

Time Card Details
Time Card Period(Week Ending Date) 03/07/2010 Total Hours Total Amount

Total Mat 4 nt

[AMRN-522848-03072010 * Change Reason =
=l

Entry Type Bulk , Weekly
Total Expense Amount

Total Equipment Amount

Total Labor Amount

o 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 'l 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 Time Card Listing

Mode is set to 'ALL' or 'Receipt’.
Labor | Equipment Material | Expense
Labor Details

te a line that has been previously approved.

Add Craft

Craft Combination

craft Local WorkType RateType UOM Total Hours/Units Total Amount Comments PO Line Description

Select Status PO Line Number
No results found.

Save Delete
Figure 5-29
4. Enterthe Vendor Reference Number as shown in 4 above.

Use this field to help track payment for this time card.

B. Click Add Craft as shown in 5 above.
The Search and Select: Add Craft pop-up window displays as shown in Figure 5-30 on the next page.

|
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Search and Select: Add Craft lanmmms

Cancel Select
Search

To find your item, select a filter item in the pulldown list and enter a value 1 text field, then select the "Go" button.

Search By | Craft Combination j I".-‘ccoffeen'?-‘cst GO
Results
Select All | Select Hone

Local WorkType Rate Type Unit Of Measurement Start Date Active End Date Active

. )
w

P-QOCIF 725 COFFEEN 5T1 Hours 06,/02/2008 05/31/2009

I |carp-ocP 725 COFFEEN 5T2 Hours 06,/02/2008 05/31/2009

I |care-ocrP 725 COFFEEN  ST3 Hours 06/02/2008 05/31/2009

I~ |carer-ocP 725 COFFEEN  ST1 Hours 06/02/2008 05/31/2009

[T |carPF-ocCIP 725 COFFEEN 5T2 Hours 06/02/2008 05/31/2009

[ |carPF-OCIP 725 COFFEEN 5T3 Hours 06,/02/2008 05/31/2009
L CARPGF-OCIP 725 COFFEEN 5T1 Hours 06,/02/2008 05/31/2009

Figure 5-30

6. selectasearch by criterion from the drop-down list.
You can search by Craft, Local, Work Type, Rate Type, Unit of Measurement, or Craft Combination.

7. Enter your search text and click Go as shown in 1 in above. Leave the search field blank to
return all labor crafts.

A list of crafts matching the search criteria displays in the Results grid as shown above.

8. Click the Select check boxes for the crafts that you want to enter on your time card as shown
in 2 above.

. Click Select as shown in 3 above.
The Time Card Main Screen displays as shown in Figure 5-31 on the next page.
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Time Card Details

Entry Type Bulk , Weekly Time Card Period(Week Ending Date) 03/07/2010 Total Hours Total Armount

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

o Wpndaor Reference Mumber  [appp-522248-02072010 =] * change Reason =]
Attachments None| Add ;I ;I

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

Timecard Listing Maode 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 buthon.You cannot update a Time Card when the Time Card Listing

Mode is set to 'ALL' or ‘Recejpt’,

Labor | Equipment @ Material | Expense
Labor Details

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

Add Craft

Select All | Sg

PO Line Craft Combination Total tal

t Statys Number Craft Local WorkType RateType UOM Hours/ Units ount  Comments PO Line Description
R
T - ol B - S SO OO | B
I
Draft l—l L INSTRUMENT TECH uimﬁ—?;:fr\?g—;;mu ST D&Y Hours 223 = ﬁﬁ:igspgil\?islir;ipsgtim o ameren
Save | Delete
Retum i Timecard Search approver [FammittCaF Trnsves 20] | Save and Submit

Delete Time card

Figure 5-31

9. Complete the following fields as shown in 1 above:

e PO Line Number — Enter the PO line number. Click the Magnifying Glass if you want to search for a
purchase order line number. If you are entering an EMPRYV job, the Purchase order line number will be
defaulted when you select the job.

e Job Number — For EMPRV and DOJM jobs, you must enter the job number that you are charging time to.
Click the Magnifying Glass to search for an EMPRYV job number. You must type the DOJM job number in the

field. Valid DOJM job numbers consist of the 4 character district code plus the Work Request number, for

example, IPMNO000688.
e Total Hours — Enter the total number of hours worked during the week for all individuals in the craft.
10. click Save as shown in 2 above.

11, you are finished entering time card information, click Add to attach supporting documentation
to your timecard, and then click Save and Submit. You must attach a supporting document or

the system will not allow you to submit the time card for approval.
e If needed, refer to Lesson 5-13: Add Attachments for instructions on how to add attachments.

¢ If you need to enter equipment costs, click the Equipment link. Refer to Lesson 5-12: Enter Equipment Costs

Online for Bulk Weekly Time Cards for information about entering equipment costs.

e If you need to enter material costs, click the Material link. Refer to Lesson 5-8: Enter Material Costs for

Time and Material Time Cards for information about entering material costs.

o If you need to enter expenses, click the Expense link. Refer to Lesson 5-9: Enter Expenses for Time and

Material Time Cards for information about entering expenses.
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Lesson 5-12: Enter Equipment Costs Online for
Bulk Weekly Time Cards

Time Card Main Screen

p—— -
Indicates required field Delete Time card

PO Header Details

PO Mumber 522848 Comments  Utility Pole Inspection for
PO Type Time and Material Ameren Illinois Division VI
FO Revision 0 Supplier Name SCHECK INDUSTRIAL
Ol Mame  AMEREN OP UNIT CORPORATION
Buyer Bernstein(ConsDept 1150),
Shelle

Time Card Details

Entry Type Bulk , Weekly Tirne Card Periodiwesk Ending Date)  03,/07,/2010 Total Hours Total Arnount

Total Labor Amaunt Total Equipment Amaunt Total Material Arnaurnt Total Expense Amount

Wendar Reference Nurmber | [ rarn-S22845-03072010 ange Reason -

* Attachments none| Add 1 j

#TIP sttachment(s) with suppaorting documentation is required o submit a time card or a time card revision.

Tirmecard 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 Time Card Listing

Mode is set to 'all' or 'Receipt’.

Labor | Equipment | Material | Expense

Equipment Details

ZLIP oy cannnt depine that has been previously approved.

Add Equipment e

Craft Combination

Select Status PO Line Number Craft Type Craft Local WorkType RateType UOM Equipment Id Total Hours/Units Total Amount Comments PO Line Description

Mo results found,

Delete

Beturn to Timecard Search approver  [Hammith(CSFTrmSves 20) | Sawe and Submit
Delete Time card

Figure 5-32

When you enter equipment costs for bulk weekly time cards, you make a single entry for all hours for each craft
combination for the week.

&“CAUTION: You cannot enter a time card for a purchase order that has been closed.

1. click the Equipment tab.
2. Enter aVendor Reference Number as shown in 1 above.

Enter your internal invoice number in the Vendor Reference Number field for payment tracking purposes. The
Vendor Reference Number is included in the ACH payment alert email when the timecard’s associated invoice is
paid. The Vendor Reference Number is also displayed on the Invoice Report.

3. Click Add Equipment as shown in 2 above.
The Search and Select: Add Equipment pop-up window displays as shown in Figure 5-33 on the next page.
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T
Search and Select: Add Equipment GL‘

Cancel | Select
Search
z T fimd TSI e alect = filter jtoima =t :-||||4 som lichk o d pebe ool text field,. then select the "Go" button.
Search By ICraftCode j Itruck Go
\
Results

(EE ECE( 4 )=_Iect MNone

Local WorkType RateTypeCode Unit Of Measurement Start Date Active End Date Active

ALL LOC STANDARD Hours 06/02/2008 05/31/2009
ALL LOC STANDARD Day 06/02/2008 05/31/2009
About this Page
Cancel Select

Figure 5-33

4. sclectasearch by criterion from the drop-down list.
You can search by Craft, Local, Work Type, Rate Type, Unit of Measurement, or Craft Combination.

B. Enter your search text and click Go as shown in 3in Figure 5-33. Leave the unlabeled field
blank to return a list of all crafts.

A list of crafts matching the search criteria displays in the Results grid as shown above.

6. Click the check boxes for the crafts that you want to enter time for as shown in 4 above and
click Select as shown in 5 above.

The Time Card Main Screen displays as shown in Figure 5-34 on the next page.

|
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Time Card Details

Entry Type  Bulk , Weekly Tirne Card Period(Week Ending Date) 03/07/2010 Tiotal Hours Total Amourt
Total Labor &mount Total Equipment Amount Total Material Armount Total Expense Amount

Yendor Reference Mumber | apr-522648-02072010 «| * Change Reason -
* sttachments Non j j

= TIP sttachmentis) with supporting 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 fram the Time Card Listing Made drop-down list and click Go button,You cannat update a Time Card when the Time Card Listing
Mode is set to 'ALL" or 'Receipt’,

Labor | Equipment = Material | Expense

Equipment Details

= TIP “fou cannat delete a line that has been previously approved.

Add Equipment

Siloct 4l | Select Mone

Craft Combination

PO Line Craft Total Total

nt Comments PO Line Description

Select Status Iupe Lraft LoC,
TRUCK —l utility Pale Inspection
r 1/2 TOMN 4 MNEWTON BOILER for Ameren Illinois
Draft 1 “{ Equipment x 2 MAINTEMARNCE 2010 STANDARD Day LI Drivigion I

Save Delete

et Timecard Search approver  HammittCSFTrnSvis 2

Delete Time card

Figure 5-34

Complete the following fields as shown in 1 above:

e PO Line Number — Enter the PO line number. Click the Magnifying Glass if you want to search for a
purchase order line number. For EMPRV jobs, the PO line number is defaulted when you select the job
number.

e Job Number — For EMPRV and DOJM jobs, enter the job number that you are charging the equipment to.
You can click the Magnifying Glass to search for an EMPRV Job number. You must type the DOJM job
number in the field. Valid DOJM job numbers consist of the 4 character district code plus the Work Request
number, for example, IPMNO000688.

o Total Hours — Enter the total hours/units for the week for all equipment craft combinations.

Click Save as shown in 2 above.

o If you need to enter material costs, click the Material link. Refer to Lesson 5-8: Enter Material Costs for
Time and Material Time Cards for information about entering material costs.

o If you need to enter expenses, click the Expense link. Refer to Lesson 5-9: Enter Expenses for Time and
Material Time Cards for information about entering expenses.

If you are finished entering time card information, click Add to attach supporting documentation

and then click Save and Submit. The system will not allow you to submit the time card without

supporting documentation attached.

A confirmation message displays as shown below. If needed, refer to Lesson 5-13: Add Attachments for

instructions on how to add attachments.

g Confirmation
Time Card Submitted Successfully
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Lesson 5-13: Add Attachments

Time Card Main Screen
= Indicates required field

PO Header Details

PO Number 332896 Comments EMPRV Requisition
PO Type Time and Material #224788: Job
PO Revision 0 #JR03626402: Patent
OU Name AMEREN OP UNIT to install scaffold to
repair leak on 3C mill
chute
Supplier Name PATENT CONSTRUCTION
SYSTEMS

Buyer Ryckman(Purchasing
1101), Gerald R

Time Card Details

Entry Type Individual, Daily Time Card Period(Week Ending Date) 04/12/2009 Total Hours 72 Total Amount  4,560.48

Total Equipment Amount  70.00 Total Material Amount  0.00 Total Expense Amount  0.00

#Endor Reference Number IAI\-I-DQ-D412
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 Time Card Listing Mode is set to 'ALL' or 'Receipt’.

Total Labor Amount__ 4,490,

Attachments Viel

Labor Equipment Material Expense
Material Details

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

Select All | Select None

PO Line Unit PO Line Job
Select Status Number “Job Number *Item Description Quantity Price “UOM “Amount Comments  Description Description Atta S
; - 001-patend |Erect/
3 / .'r . v . N ;
Draft 1 pro36264/02 | @ |PVC Tubing [ 1] sotlfeach o] 401 gl
r scaffold to  Scaffold as &

repair leak required to
on 3C mill  |support leak
chute repair at /

Add Another Row | Save | Delete

Figure 5-35

All time cards must include at least one supporting attachment at the header level (1 above).
e Material and Expense items always require a supporting invoice/receipt to be attached.
e  Other attachments must be included, as required by your Ameren approver.

To add attachments at the time card header level click Add as shown in 1 above. For Material and Expense time card
entries, add attachments at the line level by clicking the Plus icon on the material or expense line as shown in 2 above.

1. cClick Add to add an attachment to the header or the Plus icon to add an attachment to a
material or expense line.

The Add Attachment page displays as shown in Figure 5-36 on the next page.

|
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Add Attachment

Add

Attachment Summary Information

Define Attachment

Cancel | Add Another | Apply

Desktop File/ Text/ URL =]

Title |

Description ljen waivers ;ll;

Type ™ File |C ‘Documents and Settings\E41236'DesktopiLien 'v"-.-faivE{ Browse... |
CurL ||
C Text |

=

Cancel | Add Another | Apply |

Figure 5-36
2. Enter a Description for the attachment, as shown in 3 above.
3. Selectthe Type of attachment you want to add:
o File — If you select this option, you must provide the file path for the attachment.
o Text — If you select this option, type the text into the field to the right of the Text option button.
4 i you are adding a file attachment, click Browse, as shown in 4 above.
5. Achoose file window opens. Navigate to the file that you want to attach, click the file to select it,

8.

and click Open.

The file path displays as shown above.

If you need to include additional attachments, click Add Another as shown in 5 above.
Repeat steps 5 through 8 as required.

When you have finished adding attachments, click Apply as shown in 6 above.

A confirmation message displays as shown below.

P bata | Time | notincations |

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

User Name

[5& Confirmation
Lowe's Material Receipt.tif attachment has been added successfully.

Time Card Main Screen
= Indicates required field

Click Save to save your attachments.
You can edit or delete attachments as shown on the next page.
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Time Card Details

Entry Type Individual, Daily Time Card Period(Week Ending Date) 04/12/2009 Total Hours 72 Total Amount  4,560.48
Total Labor Amount  4,490.48 Total Equipment Amount  70.00 Total Material Amount  0.00 Total Expense Amount  0.00

Attachmentf . 1 Vendor Reference Number IAM-DQ-D412

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 Time Card Listing Mode is set to 'ALL' or 'Receipt’.

Labor Equipment Material Expense
Material Details

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

Select All | Select None

PO Line Unit PO Line Job
Select Status Number “Job Number *Item Description Quantity Price “UOM “Amount Comments  Description DescriptiopAttachments
Draft 1 pro36264/02 | @ |PVC Tubing [1[ sot[each = a1 001-patend  Erect /
to install Wreck

scaffold to |Scaffold as
repair leak required to
on 3C mill  |support leak
chute repair at /

r

Add Another Row | Save | Delete

Figure 5-37

9. To edit or delete an attachment, click the View link or the Paper Clip as shown in 1 above.
The Attachments page displays as shown below.

Attachments

Search

Mote that the search is case insensitive

Title | [ 6o |

[® Show More Search Options

Add Attachment

Title |Ty|}e|[)escript'|on Category |Last Updated By |Last Updated |Usage |U ate Delgge Publish to Catalog
Lowe's Material Receipt.tif File |Lowe's Material Invoice Miscellaneous MSUTTON@PCSHD.COM |05/04/2009 One-Time 4 m =

Return to Time Card Main Screen

10. To edit the attachment, click the Pencil as shown in 2 above.
The attachment becomes available for editing.

11 . To delete an attachment, click the Trashcan as shown in 3 above.
A warning message displays as shown below.

By Warning

Are you sure you want to delete the attachment "Lowe's Material Receipt.tif" of
attachment type File for this record?

lio |

12. Click Yes as shown in 4 to delete the attachment.
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Lesson 5-14: Download Time Card Template for
File Upload

Use the CCTM time card template to record and upload time and materials time cards when you have multiple lines of
data to enter. The template can be reused each week by updating the reporting period dates, hours worked, and other
costs as necessary.

When you export the template, a guide for completing the template (TimeCard_Template_Readme.html) is also
downloaded. Refer to this file for information about completing the template.

The process to upload a time card file follows:

1.

2.
3.
4

o N o O

Download the template.

Open the template in a spreadsheet program, such as Excel.

Complete the time card.

Save the completed time card as a Comma Separated Value (*.CSV) file.

You can use the template in any program that enables you to create a *.CSV file. In the example used in this

training, data from an excel file are interfaced to CCTM. If your organization uses a different spreadsheet
program, check with your internal IT support for information about creating a *.CSV file.

Upload the completed template.

Monitor the upload process.

If necessary, correct any upload errors and restart the upload process.
Submit the time card for approval in CCTM.

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

OU Name IAMEREN OF UNIT Vl

Time Cards In Draft Stage

User Name JOHN@SUPPLIER1.CO

PO Number OU Name pph |Subm'ltter |T|me Card Period(Week Ending Date) ~ | Total Timecard Amount C t/Change R Attachments
499027 AMEREN OP UNIT CCTM Supplier 1, Inc. John@supplierl.com 03/07/2010 ’U“
Time Cards In Pending Stage
PO Number OU Hame Supplier Submitter Time Card Period(Week Ending Date) Total Timecard Amount C: t/Change R Attachments
Mo results found.

Figure 5-38

1. intheCCTM Timecard application, click CCTM Timecard Upload as shown in 1in

Figure 5-38.
The Upload File — Status page displays as shown in Figure 5-39 on the next page.
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CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status |

Upload File - Status

CCTM Timecard Upload
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Home Logout Preferences Personalize Page Diagnostics

User Name

= Select File for Upload

Data File Loader Batch Requests:

View By IAII Jobs vl Go

Browse... |

Upload

l Down Load Template

Data File Batch Number Successful Rejected|Batch Run
Type - |File Status Lines Lines Date Details Comments
Time Card 15629298 Patent TIme Completed 5 0/05/01/2009 =l The batch request has completed
Card.csv = successfully.
Figure 5-39
2. Click Down Load Template as shown in 1 in Figure 5-39.
The File Download dialog box displays similar to the one shown below.
File Download - Security Warning ﬂ
Do you want to open or zave this hle?
@ Mame: TimeCardE=part. zip
Type: WirZip File
From:  goblxdoaz ameren.com
<2 While fileg from the Internet can be useful, this file type can
| .
. potentially harm your computer. |F you do not buzt the zource, do not
open of zave thiz zoftware. 'What's the rizhk?
3. click Open.
A WinZip dialog box displays similar to the one shown below.
_ O] x|
File Actons Optionz Help
1
== ’E »-i 'ﬁ L Enter your labor, equipment,
T/’?ﬁ k 1 material and expenses in the time
Open Favorites Add Extract Encrypt Wigw CheckOut | card file.
Mame | Type | Maodified | Sz | nat
B TimeCardE sport. ol : ¢ bhisraseboit Exc..  05/04/2009 8:35 PM EE8 50
ETimeCard_Temp ate_Readrme binil Q—IiDocu... 05/04,/2009 8:35 PM 20252 85
a Open this file to view and print detailed instructions which explain how to

|Selected O files. D bytes |Total 2 fil

enter labor, equipment, material, and expenses in the time card file.

4. Openthe TimeCardExport.xls file.

The file displays similar to Figure 5-40 on the next page.
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|

]

ata Type

00| = | T O e | DD RO =

PEEREREREREERESS

|

B

PO Nurnber

422918
422918
422918
422918
422918
422918
422918
422918
422918
422918
422918
422918
422918
422918
422918
422918
422918
422918

21 ™ The Data Type
must be one of
the following
values:

25 LA - Labar
EQ - Eguipment
271 MA- Material
EX - Expense
23| CH- Chemical

The CCTM
PO number
must be
entered on
each line. If
applicable,
you can
include
multiple PO
numbers
within a
single time
card file.

c

PO Line Murnber

The
associated
PC line
number must
be entered on
each line.

D

Job Mumber

JR107586/02
JR107586/02
JR107586/02
JR107586/02
JR107586/02
JR107586/02
JR107586/02
JR107586/02
JR107586/02
JR107586/02
JR107586/02
JR107586/02
JR107586/02
JR107586/02
JR107586/02
JR107586/02
JR107586/02
JR107586/02

Far EMPRY
or DOJM time
cards, the
corresponding
job number
must be
entered on
each line and
must be valid
for the PO,
Faor iProc time
cards, leave
this field
blank.

E

Time Card Period|\endor Reference

060372007,
060372007,
060372007,
060372007,
060372007,
060372007,
060372007,
060372007,
060372007,
060372007,
060372007,
060372007,
060372007,
060372007,
060372007,
06032007,
060372007,
060372007,

The time
card week
ending date
must be a

Sunday.

F

Your invoice
or tracking
number for the
timecard.
{optional)

G
Craft

H |

Local Work Type Rate Type

J

AFPRENMTICE 1
AFPRENTICE 1
AFPPRENTICE 1
AFPRENMTICE 1
AFPRENTICE 2
AFPRENTICE 2
JOURNEY MAN
JOURNEY MAN
JOURNEY MAN
JOURNEY MAN
FOREMAN

FOREMAN

GENERAL FOREMARN
GENERAL FOREMARN

109 SHIFT 1
109 SHIFT 1
109 SHIFT 2
109 SHIFT 2
109
109
109
109
109
109
109
109
109
109

TRUCK, PICK UP

WELDER, GAS

oT

For Labor and
Equipment lines, the
craft information in the
fields outlined in
green must exactly
match the fields on
the rate card.

Ve
Badge M|

Far Ind
you m
numbet

If your
out at
the bad
line. Th
falloy
Refe

C

Far Bu
tirme

Figure 5-40

=0 00N OOl

. Select File, Save As to save the file on your PC.
Select the Save in location for the file.
Enter a File name. Do not enclose the name in quotes.
Select CSV (Comma delimited) (*.csv) from the Save as type drop-down list.
. Click the Save button.
Print a copy of the Completed Time Card (CSV File Example) on the Supplier Training Materials

page on www.ameren.com for further instructions.
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Lesson 5-15: Upload Time Card

Time cards created using a template must be uploaded in CCTM. After they are uploaded successfully, they must be
submitted for approval. To upload a time card, you must:

Locate and select the file.

Start the upload process.

Monitor the upload process.

If necessary, correct any upload errors and restart the upload process.

Open the uploaded time card from the Time Cards in Draft Stage section and submit it for approval.

o s~ w DR

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

OU Name |AMEREN OF UNIT 'I

Time Cards In Draft Stage

CCTM Timecard Upload

User Name JOHN@SUFFLIER1.CO

PO Number OU Name 1 ppli 1 bmitter |'I‘|me Card Period(Week Ending Date) =~ | Total Timecard Amount C t/Change R Attachments
499027 AMEREN OP UNIT CCTM Supplier 1, Inc. John@supplierl.com 03/07/2010 |
Time Cards In Pending Stage
PO Number OUName Supplier Submitter Time Card Period(Week Ending Date) Total Timecard A t C /Change Attachments
Mo results found.

Figure 5-41

1. Fromthe CCTM Timecard Home page, click the CCTM Timecard Upload link as shown in 1in
Figure 5-41.

The Upload File - Status page displays as shown below.

P bata | Time | Hotincation

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

User Name e
Upload File - Status g 3

Down Load Template Il Upload |
| S
¢ Browse.. |

j S

= Select File for Upload  |C:\Documents and Settil

Data File Loader Batch Requests:

2. Click Browse as shown in 2 above.
3. Navigate to the modified rate card file location, click the file to select it, and click Open.
4. click Upload as shown in 3 above.

A confirmation message displays as shown below. Continue with Figure 5-42 on the next page.

PM Data I Time I Hotifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

LIL Confirmation
The Batch Number 15635799 has been launched sucessfully.

|
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M Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

AT — e —— -
CCTM Timecard Home'

User Name

Upload File - Status

Down Load Template Upload

= Select File for Upload Browse... |

Data File Loader Batch Requests:

view By [allJobs |- m

Data File Successful Rejected Batch Run 5

Type Number - |File Status Lines Lines Date DetailfComments =

Time Card 15635799 Patent TIme Completed 5 0/05/04/2009 =l The batch request has completed successfully.
Card.csv —

Time Card 15635795 Patent TIme Completed i] 5 05/04/2009 =l The batch request has failed. Please look at the details and
Card.csv = \reupload the file after corrections

Figure 5-42

B. Click Go, periodically, as shown in 4 above, until the Status field displays Completed.
You may need to click Go several times before the Status field displays Completed.
6. Review the Comments as shown in 5 above; the current time card submission always appears
on the top line.
o If the comments field indicates that the batch request has failed, click the = blue Details icon to view
the errors. You must then correct the errors in the file and begin the upload process again.

e If the comments field indicates that the time card has completed successfully you can continue with the
next step.

7. Aiter the time card has been uploaded successfully, you must submit the time card for approval.
Click CCTM Timecard Home as shown in 6 above.

The CCTM Timecard home page appears as shown below.

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

OU Name Ir'-\MEREN 0P UNIT 'l

User Name JOHN@SUFPLIER1.CO

lame Supp |Subm'rtter ‘Tlme Card Period(Week Ending Date) ~ | Total Timecard Amount C /Change Attachments
REMN OP UNIT CCTM Supplier 1, Inc. John@supplierl.com 03/06/2011 1,071.00
ards In Pending Stage
PO Number OUName Supplier Submitter Time Card Period(Week Ending Date) Total Timecard Amount C /Change Attachments

Mo results found.

EY Coande 1o A Aot

8. under Time Cards in Draft Stage, click the PO Number link for the file you just uploaded as
shown in 7 above

The Time Card Main Screen page opens as shown in Figure 5-43 on the next page.
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Time Card Main Screen
* Indicates required field Delete Time card

PO Header Details

PO Number 499000 Comments EMPRV Requisition

PO Type Time and Material #2900001: Job
PO Revision 1 #JR08047420: Boilermaker
OU MName AMEREN OP UNIT Package for U1 Fall Outage
Supplier Name CCTM Supplier 1, Inc.
Buyer Lawrence(SupChnOps ),

Mark
Time Card Period(Week Ending Date) 03/06/2011 Total Hours 42 Total Amount 1,071.00
Total Equipment Amount  0.00 Total Material Amount 0.00 Total Expense Amount 0.00
Wendor Reference Number [amRN-490000-03062011 |=| ~ Change Reason =l

= 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 Time Card Listing

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,Feb Tue,Mar Wed,Mar Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total Total
Select Status Number Number Ccraft Local WorkType RateType UOM Number Name 28 01 02 03 04 05 06 Hours/Units Amouny
Draft 1 JROB0474/21 LABORER ST Hours Q01399 Glenn 5 8 8 21 509.25
(CONSOUTG
CA-460),
Matthew M
r
Draft 1 JROB0474/21 OPERATOR ST Hours Q50278 Sherman 5 3 8 21 561.75
(ConsDept },
Tom W
r

nsves | Save and Submit

Delete Time card

Return to Timecard Search Approver

Figure 5-43

9. Click Add as shown in 8 above, and attach supporting documentation to the time card.
The system will not allow you to submit the time card if a supporting document is not attached. All Material and
Expense entries require a supporting receipt or invoice.

10. click Save and Submit as shown in 9 above.
A confirmation message displays as shown in below.

Eg Confirmation
Time Card Submitted Successfully

ASCI/IT Computer Training Services
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Correcting File Upload Errors

CCTM Timecard Home | CCTM Timecard |

Upload File - Status

CCTM Timecard Upload

User Name

CCTM Timecard Upload Status |

= Select File for Upload

Data File Loader Batch Requests:

View By IAII Jobs vl Go

Down Load Template

Upload

Browse... |

reupload the file after corrections

he batch request has failed. Please look at the details and

Data File Batch Successful  Rejected Batch Run
Type Number - |File Status Lines Lines Date
Time Card 15635818 Patent TIme Completed i] 505/04/2 =l T
Card.csv —
Figure 5-44

When a timecard upload is not successful, CCTM displays an error message similar to the one shown in Figure 5-44. If

this occurs, you must review the errors, correct the file, and upload the file again.

1.

Rejections

Click the Details button as shown in 1 in Figure 5-44.
The Rejections page displays as shown below.

Rejected Lines in Data File Upload Request Id # 15635818

Line Number Field Type Error Description Suggested Corrective Action

Invalid Job Number
Invalid Job Number
Invalid Job Number
Invalid Job Number
Invalid Job Number

null
null null
ull null
| null
| null

1 null

J

6

Cancel

2.

upload process.

NOTE: The header row on the file is not counted when CCTM displays the line number that is in error. For

Review the error message. When you are finished, correct the upload file and reinitiate the

instance, Line Number 5 as shown in 2 above refers to spreadsheet row 6 as shown in 3 below.

A B c_ | D [ E [ F G H [ 1 [ K [ L Mo | M
1 |Data Type PO Numbe PO Line M Job Number Time Card Pe¥endor Re Craft Local YWork TypeRate Type Badge Nur Consultant Unit of Me: Monday
2 |LA 391616 1.JRE259850 03/15/2009, Ahd-213460 CARP 347 NEWTON 5T1 Smith, Bot Hours 2
_ 3 |LA 391616 1.JRE259850 03/15/2009, CARPGF 347 NEWTON 5T1 klein, GretHours 2
4 LA 391616 1.JRE259850 03/15/2009, LABR 1157 NEWTON 5T1 m Jones, SusHours 2
- J91E1E 1. 1Ee2e0350 0201802009 SIET LEWTOR ST 3 Willizens EHou 2
G (LA 391616 1.JRE259850 (03/15/2003, CARP 347 NEWTON (5T1 S’ Hagerty, T Hours 2
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Lesson 5-16: Correct Rejected Time Card

An Ameren approver may need to a reject a time card or time card line. When the decision to reject a time card or time
card line is made, the Ameren approver must provide a rejection reason. You will receive an email message and an online
notification when this occurs. When a time card or time card line is rejected, you must open the time card, make the
required corrections, and resubmit the time card for approval.

Pit Data | Time | Hotinotions |

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

User Name JOHN@SUPPLIERL.COM
OU MName |AMEREN OP UNIT 'l

Time Cards In Draft Stage

PO Number OU Name |Suppﬁer |Subm'rtter |'I‘|me Card Period(Week Ending Date) =~ |Tol:a| Timecard Amount Comment/Change Reason Attachments
499027 AMEREN OP UNIT CCTM Supplier 1, Inc. John@supplierl.com 03/07/2010 i)

Time Cards In Pending Stage

PO Number OU Name Supplier Submitter Time Card Period(Week Ending Date) Total Timecard Amount C t/Change R Attachments

No results found.
Time Cards In Approved Stage
PO Number OU Name | itter

=P |

|‘I‘|me Card Period(Week Ending Date) = |Tota| Timecard Amount Comment/Change Reason Attachments

455711 AMEREN OPF UNIT |CCTM Supplier 1, Inc. John@supplierl.com 04/04/2010 6,968.94
Time Cards In Rejected Stage

OU Name |Suppligia Submitter Time Card Period(Week Ending Date) = Amounf Rejection Reason ttachments

r 1, John@supplierl.com 03/07/2010 1,202.09 Please attach the receipt/invoice for the ﬁ
Pneumatic Drill rental.

1, : The job # is incorrect; please change to
John@supplierl.com 04/04/2010 2,012.5

IPMNO00017
CCTM Supplier 1, ) Bucket Truck hours need to be corrected to 3
NIT . John@supplierl.com 04/04/2010

hours per day
gler to add a new line against a new job to an existing TC please go to CCTM Timecard tab. Enter PO Number and WeekaRg]
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

Figure 5-45

details,

1. From the CCTM Time Card Home page, under Time Cards in Rejected Stage, click the PO
Number link as shown in 1 in Figure 5-45.

The Time Card Main Screen page displays as shown in Figure 5-46 on the next page.
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Time Card Main Screen

= Indicates required field

PO Header Details

PO Mumber 499000 Comments EMPRV Requisition
PO Type Time and Material #2900001: Job

PO Revision 1 #IR08047420: Boilermaker
OU Name AMEREN OP UNIT Package for U1 Fall Outage

Supplier Name ©CTM Supplier 1, Inc.
Buyer Lawrence(SupChnOps ),

Mark
Time Card Details
Entry Type Individual, Daily Time Card Period(Week Ending Date) 03/07/2010 Total Hours 44 Total Amount  1,202.09
Total Labor Amount  1,122.00 Total Equipment Amount  49.50 Total Material Amount 4.91 Total Expense Amount  25.68
+ attachments =7 Vendor Reference Number [amRN-498000-03072010 |=] = change Reason =]
[2ad ] E [

~TIP Attachmer with supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode | All i 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 Time Card Listing
Mode is set to 'ALL' or 'Receipt'.

Labor | Equipment | Material Expense | Rejections
Rejection Details

PO Line Number Rejection Reason 2
il Please attach the receipt/invoice for the Pneumatic Drill rental.

Figure 5-46

2. Clickthe Rejections tab as shown in 2 above.
The Rejection Reason displays as shown above.

3. Review the rejection reason. When you are finished, click the Labor, Equipment, Material, or
Expense tab as applicable to display the time card lines that require correction.

The selected tab displays as shown in Figure 5-47 on the next page.
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Time Card Main Screen

* Indicates required field

PO Header Details

PO Number 499000 Comments EMPRV Requisition #2900001:
PO Type Time and Material Job #IR08047420: Boilermaker
PO Revision 1 Package for U1 Fall Outage
OU Name AMEREN OP UNIT Supplier Name CCTM Supplier 1, Inc.

Buyer Lawrence{SupChnOps ), Mark

Time Card Details

Entry Type Individual , Daily Time Card Period{Week Ending Date) 03/07/2010 Total Hours 44 Total Amount 1,202.09
Total Labor Amount 1,122.00 Total Equipment Amount  49.50 Total Material Amount 4.91 Total Expense Amount 25.68
& el Add Vendor Reference Number [2mrn-400000-03072010 [=] = Change Reason =]

vieu| 6dd | = |

#TIP Attachment( th supporting documentation is required to submit a time card or a time card revision.

Timecard Listing Mode | Rejected - Go
d coloo o T e bt

I datoa T

- Jcard Listing Mode drop-down list and click Go button.You cannot update a Time Card when the Time Card Listing Mode is set to 'ALL' or
'Receipt’.

Labor Equipment Material | Expense  Rejections
Labor Details

Craft Combination Badge Consultant Mon,Mar Tue,Mar Wed,Mar Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total Total Job
Craft Local WorkType RateType UOM Number Name 0 02 03 04 05 06 07 Hours/Units Amount Comments Des
Rejected 1 JRO80474/20 LABORER ST Hours Q83451 Flint 10 2 10 22 533.50 CCT|
(CONSOUTG Sup
CA-460), Covi
Corey B plati
o wit
fro
Rejected 1 JRO80474/20 OPERATOR, 1T Hours Q12345 | Conover 10 2 10 22 588.50 CCT|
(CONSOUTG Sup
CA-460), COVi
Terry A plati
= wit!
fro

Edit
Figure 5-47

4. select Rejected from the Timecard Listing Mode drop-down and click Go as shown in 1
above.

B. Click the Select All as shown in 2 above and then click Edit as shown in 3 above.
The Timecard Status changes to Draft, and the selected lines open for editing as shown in Figure 5-48 on the next
page.

|
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Time Card Details

Entry Type Individual , Daily Time Card Period(Week Ending Date) 03/07/2010 Total Hours 44 Total Amount 1,202.09
Total Labor Amount  1,122.00 Total Equipment Amount  49.50 Total Material Amount 4,91 Total Dxpansa Amount 25
ndor Reference Number [4MRN-430000-03072010 [&] = change Reason] [xitached receolt for pneumatic drill =l
(s) with supporting documentation is required to submit a time card or a time card revision. 1

Timecard Listing Mode | Draft 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 Time Card Listing 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

Selact All | Select Hone

PO Line Craft Combination Badge Consultant Mon,Mar Tue,Mar Wed,Mar Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total Total
Select Status Number Job Number Craft Local WorkType RateType UOM Number Hame 01 02 03 04 05 06 07 Hours/Units Amount Comment

1R080474/20 O, || ABORER ST Hours[Q83451 [Fiint(consd [ 10 2 [ [ [ 22 533.50

Draft |1

Draft 1 JRo80474/20 A oPERATOR ST Hours[Q12345  [Conaver(CO[ 10 2 I 10 I 22 588.50

Save Delete

Approver |Hammitt(CSFTrmSves )| | Save and Submit

Delete Time card

Return to Timecard Search

Figure 5-48

NOTE: If you exit this page before clicking Save and Submit, the time card will be moved to the Time Cards in Draft
Stage section on the CCTM Time Card Home page.

6. Correct the time card.
7. Entera Change Reason explaining the changes that you made as shown in 1 above.
8. Add asupporting Attachment, and then click Save and Submit as shown in 2 above.

A confirmation message displays as shown below

.

[ Confirmation
Time Card Submitted Successfully
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Lesson 5-17: Delete a Time Card

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

User Name JOHN@SUPPLIER1.CO
0OuU Name |AMEREN OP UNIT 'l

ards In Draft Stage
Name li |Submitter

"
PO Nui

|'I‘|me Card Period{Week Ending Date) ~ ‘ Total Timecard A t C /Change

|Supp | Attachments
499000 REN OP UNIT CCTM Supplier 1, Inc. John@supplierl.com 03/07/2010 1,202.09 @‘
499027 AMEREN OP UNIT CCTM Supplier 1, Inc. John@supplierl.com 03/07/2010 i}
Time Cards In Pending Stage
PO Number OUName Supplier Submitter Time Card Period{Week Ending Date) Total Timecard A t C t/Change R Attachments
Mo results found.
Time Cards In Approved Stage
PO Number OU Name : pp : litter |1‘|me Card Period{Week Ending Date) = \ Total Timecard Amount Comment/Change Reason Attachments
1 AMEREN OF UNIT |CCTM Supplier 1, Inc. John@supplierl.com 04/04/2010 6,968.94
Time Cards In Rejected Stage
Total Timecard
0OU Hame |Supp | itter Time Card Period{Week Ending Date) ~ Amount Rejection Reason Attachments
AMEREN OP  CCTM Supplier 1, . The job # is incorrect; please change to
UNIT Inc. John@supplierl.com 04/04/2010 2,012.50 TFMNO00017
. AMEREN OP  CCTM Supplier 1, . Bucket Truck hours need to be corrected to 3
499000 UNIT Inc. John@supplierl.com 04/04/2010

4014.75 poyyre per day
= 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

You can delete a time card if all time card lines are in draft mode. You can delete time cards that are in Pending Approval

or Rejected stage, if you can edit the time card and place all lines in draft mode. The system will display an error
message if the time card cannot be deleted.

1. click the PO number to open the time card, see 1 above.
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Timecard Listing Mode | Draft vl Go 2

o I [ the Time Card Listing Mode drop-down list and click Go button.You cannot update a Time Card when the Time Card Listing
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

Craft Combination Badge Consultant Mon,Mar Tue,Mar Wed,Mar Thu,Mar Fri,Mar Sat,Mar Sun,Mar Total
t Statusflumber Job Humber Craft Local WorkType RateType UOM Number Name 01 02 03 04 (13 06 07 Hours/Unit}

[Roso474720 | Laporer ST nours[@e3sst [Ameconsc[ 10 [ 2 [ [ | [ [ 1 [ | =2

Draft |1 IJRDSD474f2D 3, OPERATOR ST Hours|Q12345 Comover(COI 10 I 2 I 10 I I 22

Save Delete

Return to Timecard Search Approver |Hammitt{(CSFTm

Svgg20 | Save and Submit
< 3 ) Delete Time card |
2. |Ifthe time card is not in Draft status, put the time card into draft status.

a. Select the status from the Timecard Listing Mode drop list and click Go, see 2 above.
b. Click Select All and then click the Edit button on the left, below the time card lines.
3 . Click Delete Time card, see 3 above.

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

/% Warning

This action will permanently delete this Time Card 105389. Do you really want to delete
it?

4. A Warning displays. Click Yes to delete the time card.
A confirmation message displays.

PM Data ] Time l Notifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Ti

L?n Confirmation
Time Card for week ending 07-Mar-2010 and PO 499000 has been deleted successfully.

NOTE: An error message displays if the time card cannot be deleted.

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

@ Error

Time Card for weekending date 04/04/2010 against PO 455711 cannot be deleted as all lines are not in Draft status against this TC.
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Lesson 5-18: Adjust Time Cards

Home Logout Preferences Diag

Notifications
CCTM Timecard Hotme | CCTM Timecard | CCTM Timecard Upload Status | CCTM Tirmecard Upload

User Name JOHN@SUPPLIERL.COI

* Week Ending Date |03f05f2011

T o current week ending period.

* Indicates required field

Time Card Search

Ol Mame IAMEREN OF UMIT 'l

®TIP Future ‘Week Ending Periods are ni

* Galect the PO | 400000 @

Ph Data Time Motifications Home Logout Preferences Diagnostics
About this Page

Figure 5-49

Privac y Statement Copyright () 2006, Oracle. All rights resenved.

After a time card has been marked with a status of received, you cannot make changes to it. However, you might need to
adjust previously submitted costs. For instance, adjustments to craft rates may be retroactive to a prior period, which
requires you to make an adjustment for all previously submitted time cards to which the retroactive rates apply.

When adjustments are due to increases, you can submit a miscellaneous charge for the total amount using the Expense
tab of a time and materials time card. You must attach supporting documentation for the charge. Documentation may
consist of receipts for expenses or calculations for the rate increase. For information about adding attachments to time
cards, refer to Lesson 5-13: Add Attachments.

You must also make an entry in the Comments field for the time card line. If you are submitting the adjustment for a
week in which you must also record costs, you must enter your current costs on the applicable tabs as required.

If an adjustment results in a decrease to previously submitted time card costs, you must enter a credit memo for the
decreased amount. Contact your Ameren representative for information about entering a credit memo.

*“CAUTION: You cannot enter a time card adjustment for a purchase order that has been closed.

1. On the Time Card Search page, enter the PO Number that you need to enter an adjustment for
as shown in 1 above.

If you do not know the exact purchase order number, click the Magnifying Glass to search for it.
2. Enter the Week Ending Date field, as shown in 2 above.

The week ending date must be a Sunday date. If you do not know the exact date, click the Calendar button to
select a date.

3. Click Go as shown in 3 above.
The Time Card Main Screen page displays as shown in Figure 5-50 on the next page.

|
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PM Data ] Time I HNotifications
CCTM Timecard Home | CCTM Timecard | CCTM Timecard Upload Status | CCTM Timecard Upload

User Name JOHN@SUPPLIER1.CO
Time Card Main Screen

* Indicates required field Delete Time card

PO Header Details

PO Mumber 499000 Comments EMPRV Requisition
PO Type Time and Material #2900001: Job
FO Revision 1 #IR08047420:
OU Mame AMEREN OP UNIT Boilermaker Package for
U1 Fall Qutage

Supplier Name ©CTM Supplier 1, Inc.
Buyer Lawrence(SupChnOps ),

Mark
Time Card Details
Entry Type Individual , Daily Time Card Period(Week Ending Date) 03/06/2011 Total Hours Total Amount
Total Labor Amount Total Equipment Amount Total Material Amount Total Expense Amount
- 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 IDraft - Go

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

Labor | Equipment @ Materia
Expense Details

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

Select Status Line Number “Job Number “Expense Type “Description “AmountComments PO Line Description Job Description Attachments

Add Another Row |

Save | Delete

J

Figure 5-50

4. Clickthe Expense tab as shown in 4 above.
The Expense tab displays.
5. Click Add Another Row as shown in 5 above.
A new blank row displays as shown in Figure 5-51 on the next page.
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Time Card Main Screen

" - -
Indicates required field Delete Time card

PO Header Details

PO Number 499000 Comments  EMPRY Requisition
PO Type Time and Material #2900001: Job
PO Revision 1 #IJR08047420: Boilermaker
QU Mame  AMEREN DP UNIT Package for U1 Fall Dutage

Supplier Marne  CCTM Supplier 1, Inc.
Buyer Lawrence{SupChnOps ),

Mark
Time Card Details
Eniry Ty Time Card Period(WWeek Ending Date) 03/06/2011 Total Hours Total Amount
Total Lal Tatal Equipment Armount Total Material Armount Taotal Expense Amount
* attachme endaor Reference Number ﬂ * Change Reason jl
TIP attachrme " Mrporting documentation is required to submit & tirme card or & tirme 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,You cannaot update a Time Card when the Time Card Listing
Mode is set to 'all' or 'Receipt’,

Labor | Equipment @ Material =Expense
Expense Details

= TIP “ou cannot delete 3 line that has been previously approved.

Select Al | Select Mone m
e 1

5
Belec\[status Number *Job Number *Expense Type *Description \-/‘muunt Comments PO Line Desdription Job Description  Attachments

Provide |abor,
raterials, sugervision,
r e

o K th platforrms with
periorm he work he tarps, from handr /

Draft 1 IJRDSD474,-’20 Q, IMisceHaneous j IRahe Adjustrment I 423,93 I:al 403 Increase CCTM Supplier

cover work s

fall outage
Add Another Row | Save | Delete | e
Return to Timecard Search approver  [Hammitt(CSFTrnSves | | Save and Submit

Delete Time card ‘

Figure 5-51

6. Complete the following fields as shown in 1 above:
e PO Line — Enter or select the PO line.

e Job Number — For EMPRV and DOJM jobs, you must enter a job number. Click the Magnifying Glass to
search for an EMPRV Job number. DOJM job numbers must be typed in the field and consist of the 4
character district code plus the Work Request number, for example, IPMN000688.

o  Expense Type — Select Miscellaneous from the drop-down list.
e  Description — Enter “Rate Adjustment”.
e  Amount — Enter the total adjustment amount. The amount cannot be a negative number.
e Comments — You must enter a comment regarding the cost as shown in 1 in Figure 5-51.
7. Click the Add button and attach the supporting documentation as shown in 2 above.
For information about adding attachments to time cards, refer to Lesson 5-13: Add Attachments.
8. cClick Save and Submit as shown in 3 above.
A confirmation message displays as shown below.

Egg Confirmation
Time Card Submitted Successfully

|
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Lesson 5-19: View Time Card Notifications

E-Business Suite

Diagnostics Logout Preferences Help Personalize Page

Logged In As
Oracle Applications Home Page

Favorites

Navigator Personalize
Personalize | [E Time card (cCcTM)

[E ccT™ Reports (CCTM Reports)
[E Rate card (ccTM™)

3 AMCCTM Supplier Rate Card Use

BT R

1 )™
= PM Data
=| Time Card

[E notifications

|1 AMCCTM Supplier Time Card Sup@
User

I L 110 411 O LT | R

3 AMCCTM Time Card Inguiry

3 AMPON Sourcing Supplier

3 AMPOS iSupplier Portal Full Access

Figure 5-52

When an Ameren approver approves or rejects a time card, you will receive an e-mail notification from Ameren
Corporation with a subject line similar to: FYI: Time Card for the weekend period 06/12/2005has been rejected by
Jones(CSF ASC CS 204), William H. You can also view the notifications in CCTM.

NOTE: You will receive additional notifications depending on your responsibilities within the iSupplier portal.

1. From the E-Business Suite home page, click the AMCCTM Supplier Time Card Super User
link as shown in 1 above.

A list of responsibilities displays in the right side of the Navigator.

2. Click the Notifications link as shown in 2 above.
You can also access the Notifications page by clicking the Notifications tab in the CCTM Time Card application.
The Worklist displays as shown in Figure 5-53 on the next page.
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Diagnostics Home Logout Preferences Help Personalize Page

Notifications

MNotifications =

Worklist @
View IOpen Notifications 'l Go v

Select Notiications: | Open | | Reassign | | Close | 9 Previous [1-25 7] Next 25 ®
Select All | Select None
Select From [Type Subject |sent~  |pue
r Hammitt(CSFTrnSves 204), AMCCTM Time Card Time Card for the weekend period 03/01/2009 has been rejected by Hammitt 109
Theresa Motification (CSFTrnSves 204), Theresa G 4
r Ahlers(Purchasing 1150}, PO Approval AMEREN OP UNIT - Standard Purchase Order 10000130,0 requires your acceptance |0 5rwef2009
Timothy

Figure 5-53

3. Ifneeded, select a notification type from the View drop-down list and click Go as shown in 3
above.

4. cClicka Subject link to view the notification as shown in 4 above.
The notification details appear similar to the example shown below.

Diagnostict: Home t Preferences Help Personalize Page
MNotifications =  Worklist = @

(@) Information
This notification has been closed and did not require a response.

Time Card for the weekend period 03/01/2009 has been rejected by H itt{CSFTrnSvcs 204), Theresa G

From Hammitt(CSFTrnSvcs 204), Theresa
To MARIE SUTTON
Sent 05/04/2009 22:39:13
Closed 05/04/2009 22:41:01
I 6040755
Responder
Hi Sutton. Marie.

Time card for the weekend period 03/01/2009 against the PO# 391616 has been Rejected

Regards,
Hammitt{CSFTmSves 204), Theresa G

Time Card Rejection Details

|PO Line Number|PO Line Description |J0b Number|Rejecti0n Reason
|1 |001JR525989.40 Scaffold support for Unit 2 ACI silo and associated equipment per S&L spec. |JR52SEIBEI.-"4U |F'Iease resubmit

Figure 5-54

5. Review the notification details.
6. When you are finished:
e Click OK toindicate that you have read the notification.

When you click OK, the notification is removed from the Open notifications list. You can view the
notification later by selecting All Notifications.

e Click the Return to Worklist link to view more notifications as shown in 5 above.
e Click the Home link as shown in 6 above to return to the E-Business Suite home page.

|
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Chapter Six:
Entering Project
Management Data

Chapter Objectives:

e Describe the requirements for entering project management
data

¢ Enter project management data in CCTM

Estimated Lesson Time: 15 minutes

When you enter project management data in CCTM, you are providing Ameren with your best estimates of:
e the job completion date.
e anticipated man hours and dollars required to complete a job.

You are required to enter project management data for certain jobs as requested by your Ameren time card approver.
You can update project management information whenever there is a business need to do so.

NOTE: Only users that have been assigned the responsibility of AMCCTM Supplier Super User can enter project
management data.
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Lesson 6-1: Enter Project Management Data

E-Business Suite

Diagnostics Logout Preferences Help Personalize Page

Logged In As i
Oracle Applications Home Page
- Favorites
— Personalize
7\ Personalize | Time Card (CCTM)
5 ; : N 1 - 2 CCTM Reports (CCTM Reports)
[ ] AMCCTM Supplier Time Cah‘ﬁiper R Rate Card (CCTM)
User -
TJ AMCCTM Supplier Time Card User 5 Time Card
£ AMCCTM Time Card Inquiry Notifications
3 AMPON Sourcing Supplier
[ AMPOS iSupplier Portal Full Access

®TIP Ameren Employee Need Help? Call the ASC Service Desk: 314-55(4-4357).
= TIP Supplier User Need Help? For RFQ or PO questions, contact your Ameren buyer. For CCTM project related questions, contact your Ameren job or work order
supervisor. For invoice/payment questions, technical difficulties, or other problems call the Ameren Supplier Service Desk at 1-888-857-5640.

Figure 6-1

1. From the E-Business Suite Home page, click the AMCCTM Supplier Time Card Super User
link as shown in 1 above.
2. Click the PM Data link as shown in 2 above.

The PM Data page appears as shown below.

PM Data I Time I Notifications
CCTM PM Data

User Name
Project Management

= Indicates required field

Search PO
= PO Number [385315 @
PO Details
PO Number Comments
PO Revision Supplier Name
FO Type

Enter the purchase order number in the PO Number field and click Go, as shown in 3 above.
NOTE: Click the Magnifying Glass if you want to search for PO numbers.

The jobs associated with the PO appear in the Project Management Details grid as shown in Figure 6-2 on the

next page. If project management data was previously entered for a job, the project management data is displayed
in the grid
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Project Management
= Indicates required field

Search PO
= PO Number |385315 Q Go
PO Details
PO Number 385315 Comments Added Item 2 for PO increase of
FO Revision 1 $600,000 for PayneCrest EWOs to
PO Type Time and Material facilitate payment of timecards to
be associated to Item 1.
Supplier Name s
Project Management Details If PM data has previously been entered for a job, the two

most recent updates are displayed in the grid.
= TIP Flease Check the Select button to enter ar madify the PM Data.

Expected Date of Completion should be in format MM/DD/RRRR /

Update and Save Previous I 1-10 of

Remaining
Estimated Cost at Expected Date of  Duration (in Remaining Man Last
PO Job Completion Completion Hours) Hours % Job Complete Upda
select Line Job Number Description Old(in $) New(in §) old New old New old New old New Comments By

T Thistaskis 2174 I 1rnrianllanienior - - - -
Funazo/on TS askis | 2174 200 [toozzdfioimoi2d] o[ o o o oo oo
Electrical
Contractor
cost for LP
Gene [

.11 MBO Unit 1 p— e e g - - - - —
FIJDLQDQD"D"lPrecipitator 1697¢ 16 |__| _| 2 | | | | | |

Figure 6-2

4. Click the Select checkbox for the jobs that you are updating as shown in 4 above.
The fields for the selected jobs become available for data entry as shown in Figure 6-3 on the next page.

|
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Project Management Details

“TIP Flease Check the Select button to enter or modify the PM Data. If project management data was previously entered
' Should be in format MM/DD/RRRR for the jobs, it is shifted to the “Old” fields.
Update and Save 2 1-10 of
Remaining
Estimated Cost at Expectgd Date of  Duration (in Remaining Man Last
PO Job Completion Cogfipletion Hours) Hours % Job Complete Upda
i IpLi ins) _lew(inS) ___Oid liew _Oid liew _Oid liew _Oid lew __C
FU14201/01 || his taskis | 200 | [11/02/2c | | 4 | 8 [ o5

to track
Electrical
Contractor
cost for LP
Gene /

M 1 Fuoisoso/o/1 MBO Unit1
Precipitator
rappers-
check and
inspect,
replace /

CHK AND
MTH A-AA
RAFPERS

T 1 Fuo190so/o1 tTh‘ftafk‘S| | | | | | | | | |

/ R ining effort in hours Old]

E

Hover your mouse over a field to display the
column heading information for the field.

Figure 6-3

B. You must enter avalue in each field in the row. If a value has not changed, enter the old value in
the field, as shown 1 above.

e Estimated Cost at Completion: New (in $): Enter the estimated cost at completion in dollars.
o Expected Date of Completion: New: Enter the expected completion date.
e Remaining Duration (in Hours): New: Enter the total remaining hours needed to complete the work.

e Remaining Man Hours: New: Enter the remaining man hours.
For example, if the Remaining Duration is 40 hours and 3 contractors will each be working 40 hours to
complete the job, the Remaining Man Hours would be 120.

e 9% Job Complete: New: Report the %Job Complete against schedule, not costs.
e Comments: Enter optional comments regarding your update.
NOTE: If you want to cancel the PM data entry for a job, uncheck the Select box. Any values that you entered
will be discarded and the previous values will display in the fields.
6. Aiter you have completed the PM Data entry, click Update and Save as shown in 2 above.
The project management information is saved and can be reviewed by Ameren.
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Chapter Seven:
CCTM Reports

Chapter Objectives:
¢ Run the CCTM Time Card Report

¢ Run the Invoice Reconciliation Report

Estimated Lesson Time: 10 minutes

CCTM reports provide the capability to view time card summary information and to view invoice information.
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Lesson 7-1: Time Card Report

You can run a summary report for time cards you have entered in the system. The report data can be sorted and displayed
in a variety of ways.

E-Business Suite

Diagnostics Logout Preferences Help Personalize Page

Logged In As
Oracle Applications Home Page

Favorites
Saaios Personalize
Personalize | Time Card (CCTM)
CCTM Reports (CCTM Reports)
CCTM Reports .
C o) Rate Card (CCTM)
0 AMCCTM Supplier Time Card Super

e [E ccTm view Requests
3 AMCCTM Supplier Time Card User
3 AMCCTM Time Card Inguiry

3 AMPON Sourcing Supplier
3 AMPOS iSupplier Portal Full Access

1. From the E-Business Suite Home page, click AMCCTM Supplier Reports Users and then click
CCTM Reports as shown in 1 above.

The Schedule Request: Name page appears as shown below.

reports [

CCTM Reports | CCTM View Requests
) ( ( O
Name Parameters Layout Review
Schedule Request: Hame
* Indicates required field
Cancel (Step 1 of 4 | Next
* Program Name |AMCCTM Time Card Listing Report qQ, 2
Request Name ITime Cards for PO# 332416
T e T = e e @
Cancel (Step 1 of 4 | Next

2. Click the Magnifying Glass, as shown in 2 above.

3. Inthe Search window that opens, click the Go button and then click the =* Quick Select icon
to the left of the AMCCTM Time Card Report.

4. Optionally, enter a Request Name as shown in 3 above and then click Next.

You can locate the report later, using the request name that you enter. The Parameters page displays as shown in
Figure 7-4 on the next page.
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Reports
CCTM Reports | CCTM View Requests
> f ( o
MName Parameters Layout Review

Schedule Reguest: Parameters

* Indicates required field Cancel || Back | Step 2 qul Next

Pragram Name AMCCTM Time Card Listing Report
Request Name Time Cards 1
= 0rg Name IAMEREN OF UNIT 'l
Supplier Name IPATENT CONSTRUCTION SYSTEMS Q
PO Number [332416 Q

From Week End Date I =]
To Week End Date I =

Timecard Status

Approver Name
Job Number

\ Group By

|
|
|
| Q -/

Cancel | Back | Step 2 of 4 | Hext

Figure 7-4

B. select Ameren OP Unit in the Org Name field.
6. Enter any of the following search criteria as shown in 1 above.
e  Supplier Name — This field defaults to your company name and cannot be changed.
e PO Number — Enter or select the PO Number for the report.
e From Week End Date — Enter or select a start date for the report.
e To Week End Date — Enter or select an end date for the report.
e TimeCard Status — Enter or select a time card status for the report:
e  Approved — The time card has been approved by Ameren.
e Draft — The time card has not yet been submitted to an Ameren approver.
e Pending Approval — The time card has been submitted to Ameren for approval.
e Receipt — The amounts on the time card have been receipted and invoiced.

e Rejected — The submitted time card has been rejected by the Ameren approver and returned to the
supplier for correction.

e  Approver Name — Enter or select an approver name for the report.
e Job Number — Enter all or part of a Job number.
e  Group By — You can group the information on the report by:

e Approver

e Job Number

e Job Status (time card status)

e None

e PO Number

|
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7. After you have entered your search criteria, click Next as shown in 2 in Figure 7-4.

The Layout page appears as shown in

Reports
CCTM Reports | CCTM View Requests
@ 2 ! o
Name Parameters Layout Review

Schedule Request: Layout

Cancel | Back | Step 3 of 4 | Next

Program Mame AMCCTM Time Card Listing Report
Request Mame Time Cards for PO# 332416
Template Name |AMCCTM TimeCard Listing Report Templatej

Language |English:United Statesj
Format |{=4{e8=E ~
Preview

Cancel | Back | Step 3 of 4 | Next

Figure 7-5 on the next page.

Reports
CCTM Reports | CCTM View Requests
O O G o
Name Parameters Layout Review
Schedule Request: Layout —

Cancel || Back | Step 3 of 4

Program Mame AMCCTM Time Card Listing Report
Request Mame Time Cards for PO# 332416
Template Name |AMCCTM TimeCard Listing Report Templatej

friguage English:UniteS 1 )Sd

Preview

Cancel | Back | Step 3 of 4 | Next

Figure 7-5

8. select aformat as shown in 1 above.
o  Excel — Select this option to view the output in Excel spreadsheet format.
e HTML (Hyper Text Markup Language) — Select this option to view the output in a web format.
o PDF (Portable Document Format) — Select this option to view the output using Adobe Acrobat.
o RTF (Rich Text Format) — Select this option to view the output in Microsoft Word or WordPerfect format.
9. cClick Next as shown in 2 above.
The Schedule Request: Review page displays.
10. click Submit.
The Information page appears as shown below.
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CCTM Reports |

CCTM View Requests

@ Information

Your request for AMCCTM Time Card Listing Report has been scheduled. The Request ID
is 15634924

11 . Click OK as shown in 3 above.

The Requests page appears as shown below. Your report is listed on the top line.

CCTM Reports | CCTM View Requests
Requests P
View ILast 24 hours vl Go 4\ Search
Requests Summary Tabl l
Refresh
Status [Name Phase  |Scheduled Date | Detailf | output | st 1D| Republist
w Time Cards for PO# 332416 (AMCCTM Time Card Listing Report) Completed |05/04/2009 00:08:11 = & 4924 =
w Timecards for PO# (AMCCTM Time Card Listing Report) Completed |05/03/2009 23:45:22 = & 15634905 =
12. If necessary, click Go every 60 seconds until an Output icon display, see 4 above
13. click the Qutputicon as shown in 5 above.
The report displays similar to Figure 7-6 on the next page.
CCTM Time Card Listing Report
Appmva Tane ;
Supplier Marce © ShshAil | ashasdes cmeiios s
FOMmber: | mmle
From Tame Pened :
Tirrecard Status
Job Murnber :
Crouping Mok © | [Hore
T&M PO(s)-
Group By: NULL
Week End SuppHer PO# PO Joh # T&NM Amounts(3) Total | Approval Approver Name Status Submitted By
Date Name Line # Lahor Equipment Expense TMatertal Amount($) | Pending Stce
14 0CT-07 332416 1 TR033700/10 137806 70.00 0.oC 0.0 2,049 Lucas(COF Mice ), irgll | Receipt
HII
A ER e B E TS T TROZETONI0 R 3500 [ [ L0857 Luca [COF I ), Wirgll | Feceipt
HII
Figure 7-6

14. You can save or print the report.

15. ifthe report opened in a separate browser window, close the window when you are done
viewing the report.

If the report opened in the same window, click the browser’s Back @ button to return to the
CCTM application.
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Lesson 7-2: Invoice Reconciliation Report

You can run a report to view the invoice which was created from your approved time cards. This report displays both the
Ameren invoice number and the Vendor Reference Number. The Vendor Reference Number field is entered on the time
card entry screen. You can enter your internal invoice number in the vendor reference number field on the timecard so
that you can track payment for your invoices and time cards.

E-Business Suite

Diagnostics Logout Preferences Help Personalize Page

Logged In As MSUTTON@PCSHD.COM
Oracle Applications Home Page

Favorites

— Personalize
1 Personalize | Time Card (CCTM)

n - ‘:

JAMCCTM Supplier Rate Card User CCTM Reports CCTM Reports (CCTM Reports) C(\:TM Reports

AMCCTM Supplier Reports Users = CCTM Reports Rate Card (CCTM)

i UDpler 1ime Card Super —p_.

User 5 CCTM View Requests

3 AMCCTM Supplier Time Card User
3 AMCCTM Time Card Inguiry

3 AMPON Sourcing Supplier
3 AMPOS iSupplier Portal Full Access

1. From the E-Business Suite Home page, click AMCCTM Supplier Reports Users and then click
CCTM Reports shown in 1 above.

The Schedule Request: Name page appears as shown below.

Trepores I

CCTM Reports | CCTM View Reguests

¢ { { O
Name Parameters Layout Review

Schedule Request: Name

* Indicates required field

Cancel |Step 1 of 4 | Next
= Program Mame |AMCCTM Invoice Reconciliation Report @

Request Mame [ IIn\fDice for PO# 455711
T T T D T T T T T T T 3
* Operating Unit IAMEREN OF UNIT vl

Cancel |Step 1 of 4 | Next

2. Clickthe Magnifying Glass, as shown in 2 above.

3. Inthe Search window that opens, click the Go button and then click the i Quick Select icon
to the left of the AMCCTM Invoice Reconciliation Report.

4. Optionally, enter a Request Name as shown in 3 above and then click Next.

You can locate the report later, using the request name that you enter. The Parameters page displays as shown in
Figure 7-7 on the next page.
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CCTM Reports | CCTM View Requests

O Q ( O
MName Parameters Layout Review
Schedule Request: Parameters

* Indicates required field Cancel || Back | step 2 of ][ Hext

Program Mame AMCCTM Invoice Reconciliation Report

Request Mame Invoice for 455711 1
* Org Name |AMEREN OF UNIT |=

* Supplier Mame |CCTM Supplier 1, Inc. Q
= Invoice Status |AII Q
Invoices from both base and interface t=ble
= PO Number [455711 Q
Invoice Number I Q

\" Show Details |‘r‘es Q, /
Cancel | Back | Step 2 of 4 | Hext

Figure 7-7

5. Complete the following fields as shown in 1 above
e  Org Name — Select Ameren OP Unit.
e  Supplier Name — This field defaults to your company name and cannot be changed.
e Invoice Status — Select one of the following values:
e All - Shows In Process and Processed invoices.

e In Process — Shows invoices that are currently being processed; these invoices are not yet visible on
the View Invoices tab in iSupplier Portal.

e Processed — Shows invoices that have been processed; these invoices are visible on the View Invoices
tab in iSupplier Portal.

e PO Number — Enter or select the PO Number that you want to view invoices for.
e Invoice Number — Select an invoice number or leave this field blank if you want to view all invoices.

e  Show Details — Enter or select Yes or No. Choose No if you want to view only the total amounts on the
invoice. Choose Yes if you want to view the associated time card line details along with the total amounts.

6. Click Next as shown in 2 above.
The Layout page appears as shown below.

CCTM Reports | CCTM View Requests

@ o

Q o
MName Parameters Layout Review 4
Schedule Request: Layout

Cancel | Back | Step 3 of Next |

Program Mame AMCCTM Invoice Reconciliation Report
Request Name Invoice for PO# 332416
Template Name |AMCCTM Invoice Reconciliation Report Templatej

Langu H 'l
Forgat v

Preview

Cancel | Back | Step 3 of 4 | Next

7. Select aformat as shown in 3 above.
e Excel — Select this option to view the output in spreadsheet format.

|
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e HTML (Hyper Text Markup Language) — Select this option to view the output in a web format.
o PDF (Portable Document Format) — Select this option to view the output using Adobe Acrobat Viewer.
e RTF (Rich Text Format) — Select this option to view the output in Microsoft Word or WordPerfect format.
8. Click Next as shown in 4 above.
The Schedule Request: Review page appears.
9. cClick Submit on the Review page.

The Information page appears as shown in Figure 7-8 on the next page.

CCTM Reports | CCTM View Requests

@ Information

Your request for AMCCTM Invoice Reconciliation Report has been scheduled. The
Request ID is 15634947

Figure 7-8

10. click OK as shown in 1 above.
The Requests page appears as shown below.

Reports
CCTM Reports | CCTM View Requests
Requests P
Views ILast 24 hours ] | Go 2 \ Search
Requests Summary Ta l
Refresh
Status |Name Phase Scheduled Date | Detaild | Output est ID| Republish
w  Invoice for PO# 332416 (AMCCTM Invoice Reconciliation Report) Completed |05/04/2009 00:38:39 = & 634947 =
»  Report (AMCCTM Time Card Listing Report) Completed |05/04/2009 00:24:49 = g 15634937 =
11 necessary, click Go every 60 seconds until an Output icon display, see 2 above
12. click the Outputicon as shown in 3 above.
The report displays similar to below. If a Vendor Reference Number was entered on the timecard, it is displayed
on the report as shown in 4 below.
[ [CCTM Invoice Summary Report
Supplier Mame  CCTM Supplier 1, Inc.
PO Mumaber 453711
Inwoice Number
Fommat  Details
Inwoice Mumber Amount(§)
CCTM 455711372577 B031.44
CCTM-455711-372578 203144
Taotal Amacunt 17962.38
4
Timecard Details
Wee:lc- Subratted By ! Approved By / “endar TEM Amaunt(§) Tatal
El;?;ng Date Date %z;]ﬁ@ce Laber Equiprent Material Expense Amount ($)
TIMAF-10 | Tom@suppil ool ATt CaF TIoves 2040, A& 1052110 WS 2639 0 0 EDEE I8
13-AFR.-10 Thersa G/
13-AFR-10
Laber
Craft Mame W Mane Tatal Hours Tatal Amaunt($)
CREW LDR TirnJeres 26 845
LAECRER, Kavin Tipswerl 23 55775
CFERATOR, Lamy Brwn 23 61525
WELDER / FITTER. SeveTeubnar 23 42455
Equipment
Cra ft Mame Consultant Mame Total Heurs Total Amount($)
24340 DIRECTICNAL BORE 22 5
MACHINE
EUTT FUSION MACHINE 2 &5
CREW TRUCK i1 155
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ummary
Information

Chapter Objectives:

e Describe the hardware and software requirements for access
to CCTM

Estimated Lesson Time: 5 minutes
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Lesson 8-1: Supplier Requirements

In addition to taking this course, the following requirements must be met in order for you to use CCTM:

Hardware Requirements

o High speed broadband Internet Access
e 16 MB RAM
e 266 MHz Pentium processor

Software Requirements

e Astandard Web browser, such as Netscape Navigator (version 4.5 or later, but not 6.x) or Internet Explorer
(version 5.0 or later).

e Your browser must have cookies enabled.
A cookie is a small amount of information that a web site uses to identify you.

e Your browser must support Secure Socket Layer (SSL) connections.
SSL is a high-level security protocol that is used for protecting the confidentiality of data transmitted over the
Internet.

e Adobe Reader is required to view and print some documents.
A free download of Adobe Reader is available at:
http://www.adobe.com/products/acrobat/readstep2.html

o “Zip” utility software , such as WinZip or Netzip, is required to download and open rate card and time card
templates.

e  Aprogram, such as Microsoft Excel, that enables you to create Comma Separated Value (*.CSV) files is
required to upload completed rate card and time card templates.
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