@aspentech

process. to the power of e.

AspenTech Enterprise Project Solutions

Oracle® Self-Service Time
Quick Reference Guide

vi.0
February 2001
Contents
Getting Started........o i ——————————————
L (01T (T 1=y o [T o SRS 1
Overview Of Self-Service TIME .....ccciiiiiii i 1
Hints on Using Oracle’s Search Feature ...........ccccooiiiiiin e 1
Oracle icons and buttons in Self-Service TiMe.........cccceiiiiiiie e, 2
Launch and Log in to Self-Service Time......ccccciiirmmiinnmninnnesrrnnsss s ssssssssssaes 3
Create, Modify, Save, Review and Submit Timecards........cccccccviiivcismmcrmnnnnninsssssnnees 4
Create @ NeW TimMeCard.........ooo it 4
Save @ TIMECAId ... e e e e e e e 5
Modify Timecards—open, copy, delete ......cvvviiiiieiiiii e 5
ReVIEW @ TIMECAIT .......eeeiiiiiiii e 6
SUDBMIt @ tIMECANd ... et 7
TO Create an Alias Set.......cocuiiiiiiiiii e 7
Figures
Figure 1: The Self-Service Time Reporting ProCess.........cccccvevveeeiicciiieeee e, 1
Figure 2: Oracle Self-Service TIMe ICONS ......cc.vvviiiieeiiiiieeee e 2
Figure 3: Main Menu (NALA/Asia Pacific, Timecard responsibility).............cccccveeeee.. 3
Figure 4: Timecard Information WindOW ..............coiveiiiiiiiiiiie e 4
Figure 5: Enter HOUrS WINAOW ........cooiiiiiiiiiiiie e 4
Figure 6: Validation error window (invalid Project/Task combination) ...........c....c.c..... 5
Figure 7: Modify Timecard WINAOW............ocuuiiiiiiiiiiiiiiee e 5
Figure 8: Final Review Confirmation WindOW ..............cccciiiiiiiiiiiii e 6
Figure 9: Timecard submission confirmation window (partial view)............ccccccoeeeee 7

Figure 10: Define User Preferences window with an alias set.............ccccoveiiins 7




Copyright (c) 2001 by Aspen Technology, Inc. All rights reserved.

The aspen leaf logo and Plantelligence and Enterprise Optimization are trademarks or registered trademarks of Aspen Technology,
Inc., Cambridge, MA.

All other brand and product names are trademarks or registered trademarks of their respective companies.

This manual is intended as a guide to using AspenTech's software. This documentation contains AspenTech proprietary and
confidential information and may not be disclosed, used, or copied without the prior consent of AspenTech or as set forth in the
applicable license agreement. Users are solely responsible for the proper use of the software and the application of the results

obtained.

Although AspenTech has tested the software and reviewed the documentation, the sole warranty for the software may be found in
the applicable license agreement between AspenTech and the user. ASPENTECH MAKES NO WARRANTY OR
REPRESENTATION, EITHER EXPRESSED OR IMPLIED, WITH RESPECT TO THIS DOCUMENTATION, ITS QUALITY,
PERFORMANCE, MERCHANTABILITY, OR FITNESS FOR A PARTICULAR PURPOSE.

Corporate
Aspen Technology, Inc., Ten Canal Park, Cambridge, MA 02141-2201, USA
Phone: (1) (617) 949-1021, Toll Free: (1) (888) 996-7001, Fax: (1) (617) 949-1724
URL: http://www.aspentech.com

AT EPS Oracle Self-Service Time ¢ Quick Reference Guide
ii



Getting Started

How to Get Help

System Requirements: You must have Internet Explorer 5.x installed on your local computer.

If you need further help with Oracle Self-Service Applications,

For further documentation on Oracle Self-Service Time functionality, access the Oracle online help
files. (Use caution—these are not customized for AspenTech.)

For help regarding AspenTech standards related to charging time to projects, contact your Project
Administrator or your department Administrative Assistant.

For system issues, contact the AspenTech IS Help desk.

= During the first 30-45 days after implementation of Self-Service Web Applications, send an email
to EPS Help.

= After 30-45 days, log in to the ISC Help Desk and submit your issue.
URL.: http://HELPIS.aspentech.com

= If you are unable to access the web, you may call one of the EPS Help numbers.

- 1-281-584-1900 for normal priority issues (Priorities 3 and 4). Your will receive a response
during normal business hours.

- 1-281-584-1911 for business critical issues only (Priorities 1 and 2). You will receive a
response within an hour.

Caution: Please do not call the business critical number unless the issue meets the Priority 1
or 2 definition of significantly impacting AspenTech’s ability to do business.

Overview of Self-Service Time

Log in to Enter Enter hours Review your
SSWA and . - Correct any Submit the
timecard for project completed .
start new . . - errors timecard
. information tasks timecard
timecard

Figure 1: The Self-Service Time Reporting Process

Hints on Using Oracle’s Search Feature

To access the search feature for a particular field, click the up-arrow icon ﬂ next to the field.

Use an unrestricted search for fields with a limited amount of available information, such as task
number. For fields with a large amount of available information (such as Project number), use a
restricted search.

Project and task numbers are case-sensitive. Make sure Match case is not checked if you are unsure
of the exact way an attribute appears in the LOV.

AT EPS Oracle Self-Service Time

1

Quick Reference Guide



http://helpis.aspentech.com/

Oracle icons and buttons in Self-Service Time

The large round icons appear in the upper right area of the window

\ Exit Menu
1!)‘ Exit Self-Service Time and return to the 1@ Return to the Main Menu (also called the
Exit Oracle Web Applications Home Page Menu Menu)
2. Help .| New Search
J Access the Oracle Self-Service Time Help “:j Perform a new search (Search window)
Help files Hew
Seatrch
4= = Previous and Next arrows .| Export
p}‘?ﬁﬁs "*:f Move to the previous or next window or @ This functionality has not been
~ | record in a series Expost implemented

Small round icons appear singly, or combined with text on buttons

. Login | Search Search / Find
‘r:" Login Log in to Oracle Self-Service Web % Search on the parameters entered
Applications ) Find (Search window)
5 Clear Al Clear all 52) Advanced Search || Advanced Search / More
L =& 28 Clear data from a comments field Choices

7= Mere Choices ]

Show additional search fields

Copy Timecard
Copy a timecard (Modify Timecards and
Timecard History windows)

»

Delete Timecard
Delete a timecard (Modify
Timecards window)

Enter data from an Alias you created

.| Copy Line . Cancel
7 Copy Line Copy a line of data to the next empty line M Cancel actions without saving and
(Enter Hours window) return to the Main Menu

&) Clear Line Clear line P Save .
— —————1 Clear all data from a line M Save timecard

4 £dd Lines Add Lines 4} Final Review Final Review

— | Add five blank lines to timecard — | Review timecard

- -__| Apply Alias = : Revise
& Apply Allas < Revice I Revise timecard

Y Details

Details
Make a note about hours worked on a
project task

Submit
Submit timecard

The up and down arrows appear next to fields

[

List of Values (LOV) search

Open a search window for a field. Perform a
search and click on a hyperlink within the
resulting LOV to enter data.

Poplist

data.

Open a poplist of preset values for the field.
Highlight and click an item from the list to enter

Figure 2: Oracle Self-Service Time Icons
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Launch and Log in to Self-Service Time

* Launch from your Web browser. The Login window appears.
* Bookmark the Oracle Self-Service Web Application Login window.
* Enter your User Name and Password to open the Main Menu.

= User Name is same as AspenTech network login name.

Return to login window  Oracle online help

N\ N
ORACLE P2
Euit Help

1—Start
here\ | Welcome HANSONJ

Expense Reports - AT

@ Create Mew Expense Bepott @ View Expense Beport History
@ Modify Expense Reports

ferences

Open a list of -
saved (but not @ Change Session Language @ General Preferences
Time

/ Change
password

submitted) ds - INAT.A/Asia Pacific

timecards Search for all

\o Create MNew Timecard @ View Tunecard History — your submitted
Create an alias — * Moddy Timecards * Quick Tour timecards
set for quick @ TTzer Preferences
Oracle tour of
. ent’;:y ol: Horkdlow :  Self-Service
projecttas @ View Notifications @ View Progress Time

combinations

Figure 3: Main Menu (NALA/Asia Pacific, Timecard responsibility)
Notes:
*  Recommended: Check the Modify Timecards window before beginning a new card to make sure you
don’t have one for the week partly finished!

* The Oracle online Help and Quick Tour files are not customized for AspenTech and may contain
misleading information. Use AspenTech documentation first!
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Create, Modify, Save, Review and Submit Timecards

Create a New Timecard

1—From the Main Menu, click Create New Timecard to open the New Timecard window.

3—Click Enter
Your name 7 - Hours tab to
&
defaults JORACLE @ 1!/ é open Enter
wpecard Information % Enter Hours Menw t Helg Hours window
2—Click Ermployee HANSON, Mr. TAMES STEVE (STEVE) (500) Return to Main
down arrow Week Ending [21-Jap. 2001 BB Menu (lose
to select date Comment = > unsaved
. changes)
or click
calendar to
select a date — | ~ Save work
not in the without
poplist submitting it
Comment % Cancel | 1 Save| Y Final Review ] ™~ Review the
is optional 7 /&1 e [ [ [ e 7| timecard

Figure 4: Timecard Information window
Notes:

When you create a new timecard, the default date is always the date following the latest timecard for
which you have no timecard saved or submitted.

4—Enter

(optional)

. ORACLE P Y
proJeCt number \ T dInformation*  Enter Hours Y\ Mews B
Imecard Information / 7_Add hOUrS
5__Enter Employee HANSON, Mr. JAMES STEVE (STEVE) (500) Week Ending 07-Jan-2001 C;M/ worked on that
project Task |\ von | Te | wea | mm | m | »~T<m | 7 taskfor each day
) Select| \project Task Type | 01-Jan | 02-Jan | 03-Jan | 04-Jen | 05-Ipprt 054G | 07-Tan .
number (ClICk 1 @ |1EIEIEI1F‘ 2| | [peAPCT_Studimma| [St ] | [5.00 E_~ 5/| iz | — Add Details
arrow fgr 2 ¢ |[1oooaF 2] | [ecaPca_Madel st =] [p.00 [6.00 5.00 7.00 [ pamo Y (Optlonal)
searc ~
= s T ' ! E\S—Fin in
Use an alias Alias = € Add Lines | EXCEN T YN TR I XTI T ‘ additional lines
for QUICk entl'y< & Apply Alias | 4 c1em;4%\m % Cancel | ) Save | ¥ Final Review |

Clear all data Add 5 Select a line and click to copy

6—Select  from a selected line New lines gyl its data to the next line
Straight time
Figure 5: Enter Hours window
Notes:

* Use ADMIN project number for all non-project time (e.g., Vacation, Sick time). Non-exempt staff
should report overtime hours using the ADMIN project number and Support staff O/T Task.

* For hours, use up to two decimal places (for example, 2.25, which is 2 hours and 15 minutes).

* All data—including hours—is copied when you copy a line, so be sure to enter the correct number of
hours per day on the new line.

AT EPS Oracle Self-Service Time
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Save a Timecard

9— Save the timecard, without submitting it, for later modification (optional.) Click Save, then Yes.

If you entered valid information, you get a confirmation message reminding you that you must review a
timecard before submitting it. Continue working on the timecard, or return to the Main Menu.

If you get a validation error message

— e ; . WL *@ c—Close
a—Note the ~ ORACLE /3 Timecard - Validation Errors - Microsoft Internet Explorer !li[ the error
i P
line number ation a Please correct the following information before you proceed. messr_:lge, or
and error you will not
Employee HANS Location -"\ Error Message be able to
R = — save the
|L1ne 2 |Inva.hd projectitask combination T L
| timecard
b—Correct _ |ger ; B
] ~3e el:t| FProject &
the timecard W ) Close | of
(here, the ' . . .

task is ‘2_ @ ‘|1DDDSF [ TTpeeRea_ Al ilSt ji|8.uu ||6.DD i| ||3.DD
|nCOmp|ete) |4_| T il oI 1 I I:I [r Ir LI;I d_CIiCk .
. = Save again
I ‘ 4 Add Lines (T ||BDD/PE\( F

¢ Apply Alias | 3 Clear Line | % Copy Line | % Cancel | i Save | ) Final Review |

‘ FAIEH

Figure 6: Validation error window (invalid Project/Task combination)

Modify Timecards —Open, Copy, Delete

The Modify Timecards window shows a list of all the timecards you have saved, but not yet submitted.
You cannot edit or delete a timecard that has been submitted, although you may copy it.

From the Main Menu, click Modify Timecards to open the Modify Timecard window.

" -] Copy the timecard.
Clickto | ORACLE c AN

open the : : Menu  Eit  Help In the new timecard,

timecard Modify Timecard = Select a new week

for review ~~{ : ending date, then

or editing \% TN"]:'J';':;:E Ewn ;;:; “ﬁi:lly Status  Comment Copy%lete Click OK to the date
change confirmation.

HA?%%@(I}SBTE{\‘%E\\ -198 ]42'3‘31' 42 Wotking 2 = Change data in the

o NeON 1L T ERTETS Enter hours window

STEVE (STEVE) _15%_ 2001 38 [Working 9 »
Delete the timecard

Figure 7: Modify Timecard window
Notes:

* To copy a submitted timecard, click View Timecard History in the Main Menu to bring up a search
window. Perform a search for the timecard you want to copy.

e Never submit two or more timecards for the same week.

AT EPS Oracle Self-Service Time ¢ Quick Reference Guide
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Review a Timecard

9—Review a timecard.

You must review your timecard for accuracy and completeness before submitting it. You cannot change a
submitted timecard.

e Click Final Review in the Timecard Information or Enter Hours window

* If your entries are complete, and you are authorized to charge against the project/task combinations
you entered, the Final Review Confirmation window opens.

=
ORACLE PP
Memu  Exit Help
General Final Review Confirmation
timecard -
information Employee HANSON, Mr. JAMES STEVE (STEVE) (500) Week Ending 31-Dec-2000
Comment
Week Total 40.00
Summary Summary By Day
by Day Type Sun |Mon | Tue |Wed |Thu | Fri | Sat | Total R
Straight Time-Straight Time 200 2.00] 200] 2.00] 200 40.00 eturn to
Total ooo| soo| goo] so0] so0) 00| 000l 4000 Enter
Summary Summary By Project Hours
by Project Project o Tope — window to
Mame / Number Hours Mame / Number Hours Mame Hours m Od ify
BF Amoco Texzas City PX2 / 10003T 33.00 |pcAPC3_Devel / pcAPC3_Devel 33,00 | Straight Time- Straight Time 33.00 InfOI"matIOﬂ
Project [BP Amoco Texas City PX2 Cirl / 10003F 7.00 [pe&PC3_Model / poAPC3_Modsl 7 00 |Straight Time-Straight Time 7.00
Details: Project Details /
= Project nos. Progest Tack Type Date  |Day Hows Comgleat
M Task nos BF Amoco Tezas City PX2 / 10003T peAPC3 Devel { peAPC3_Devel | Straight Time-Straight Time |25-Dec-2000 Mon |8.00 /
' BP Amoco Texas City PX2 / 10003T peAPC3_Devel / pc APC3 Devel | Straipht Titne-Straight Time |26-Dec-2000 |Tue |8.00 / After
= Type ET Amoro Texas Ciy PX2/ 10003T  [peAPC3 Devel/ praFC3_Devel  |Straight Time-Straight Time |27-Dee-2000 [Wed [3.00 /' K .
= Dates [BP Amoco Texas City PX(2/ 100037 [pcAPC3 Devel f pcAPC3 Devel |Straight Time-Straight Time [28-Dec-2000 Thu |5.00 reviewing,
[BP Amoco Texas City PX2/ 10003T  [pcAPC3 Devel f peAPCE_Devel  |Straight Time-Straight Time [29-Dec-2000 Fri 4 save or
- Days [BP Amoco Texas City P32 Ctrl / 10003F [pcAPC3 Model f pcAPC3 Model |Straight Time-Straight Time [28-Dec-2000 Thu 700 submit
= Hours [BP Amoco Texas City P32 Cirl / 10003F [pcAPC3 Model f peAPC3_Model |Straight Time-Straight Time [29-Dec-2000 Fri /4,00 f
= Comments 3% Canrl J@J i 3| ) o]
Figure 8: Final Review Confirmation window
Notes:

* If you get a validation error message, follow the instructions If you get a validation error message
under Save a Timecard.

* If you entered data into a line and then erased it cell by cell, you may receive an incompletion error
message for that line. Return to the Enter Hours window, select the problem line, and click Clear
Line.

* Atransaction control violation means that you are not authorized to charge against that project/task
combination. If the information you entered is complete, but violates transaction controls, correct your
entries so that you are using valid and chargeable project/task combinations. If you know your entries
are correct and valid, contact your Project or Department Administrator.

* Timecards with incorrect hours (for example, entering 80 instead of 8) are accepted without error.
Check your hour entries carefully!
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Submit a Timecard

9—Submit a timecard.

Once your timecard is confirmed as having valid entries, and you have ensured that the hours entered
are correct, you may submit the timecard.

e From the Final Review Confirmation window, click Submit. The Timecard Submission Confirmation
window appears. The summary information is same as that which appears in Final Review window.

Timecard Number -196 has been submitted.
Summary
information is
the same as in

Timecard Number -196
Employee HANSON, Mr. JAMES STEVE (STEVE) (500) Week Ending 31-Dec-2000

Comment

the Final Week Total 40.00
Review
window. Semmary By Day
| Type E‘Mon | Tue |Wed ’EWEW
[Straight Time-Straight Time [ | 200 200] 200/ 800] 00| | 4000
[Total [o00[ 500 s00] 2od] 800 s.00] 0.00 4000

Figure 9: Timecard submission confirmation window (partial view)
Notes:

* You can also submit the time card from the New Timecard or Enter Hours windows.

*  You can submit an unsaved timecard.
* If you submitted an incorrect timecard, inform your Project or Staff Administrator.

Create an Alias Set

An alias is a short code associated with a particular project/task combination. When you create an Alias
Set unique to your projects and tasks, it appears in the LOV for the Alias field in the Enter Hours window.
You may then select an alias from the list to populate the project and task numbers simultaneously.

* From the Main Menu, click Create User Preferences to open the User Preferences window.

. User Preferences
a—~Enter a unique Al
name \ . d—Select Straight
efault Comment = .
B / Time
e D2 [un Mon Tue [Wed ThuFi [Sat I
I e e
Alias P
b_Enter a Valld proJeCt — Select \ame Project Task Type /
number ickaf 1000t 2] [pAPC1_a [Steight Time-Stright Tme =] | N e—Repeat steps a—d
2 |[BP Devel 100037 /QMPcs_j Straight Tirne-Straight Time x| for each alias you want
i 3 C |HOI\day AW leegu\aer Straight Time-Straight Time j tO Create
C_Enter a Va“d taSk ‘4 & _[vacation ADMIN jl\/acation j Straight Time-Straight Time j Y
number 5 Ol C] | o Z f—Save and return to
‘ ) CleaereJ ] CoEngeJ A Add Lines - Maln Menu
# Cancel | W Save

Figure 10: User Preferences window with an alias set
Notes:

* Do not change the Working Days default.
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