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This document outlines the steps to prepare and send a billing event using the charge entry upload option. 

Access iLab 

Go to the iLab solutions site 
using the direct link or the One 
Purdue Portal and login using 
your Boilerkey credentials. Help 
logging in to iLab using 
Boilerkey can be found here. 

purdue.ilabsolutions.com  

 
 

Upload Charges 

Click the name of the core 
facility to prepare its billings. 

 

Click Charge Entry tab. 
 
Click File Upload.  

Click Upload file. 
 

Click Browse… to locate 
prepared upload CSV file. 

 

https://one.purdue.edu/
https://one.purdue.edu/
http://purdue.edu/ilab/files/qrc/How%20to%20login%20to%20iLab.pdf
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Find file and click to select. 
 
Click Open. 

 

Enter Upload name. Ex: 
CMALF Billing December 2016. 
 
Click Upload file. 

 

The following statuses may be 
displayed as the upload is in 
progress: 
• Enqueued for validation – 

File is uploading and 
preparing for validation. 

• Errors present – Some 
items contain errors and 
must be fixed to move 
forward. 

• File invalid – The uploaded 
file does not meet the 
required specifications. 

• Processed – Upload was 
successfully validated. 
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Errors 

Errors present 

Click Download explained to 
open Excel file. 

 

Line items containing errors will 
have a reason code.   
 
Fix error using the following 
methods: 

Invalid payment number entered 
• Check the format and possible typos of the account string 
• New account and Business Office needs to add account under PI 
• Check GM Aims for SPS account info 
• Contact PI’s Business Office for a valid account 
 
Could not identify user’s lab, check PI email; invalid payment number entered 
• Contact Business Office to update iLab to include account under PI 
 
Owner not found; PI user is not registered in the system; invalid payment number 
entered 
• Contact Business Office to update iLab to include account under PI 

Once errors are fixed, save file 
and re-upload to iLab. 
 
Click Validate.  

Once the Status of File valid 
appears, click Process. 

 
 

 

Click  to Archive original 
uploaded file containing errors. 

 

File invalid 

Click  to Archive original 
uploaded file containing errors. 

 

Verify file is in csv format. 

 

Click Upload file to upload 
corrected file.  



 

 
Quick Reference Card 

Create a New Billing Event - Upload 
 

© 2017 Purdue University 
Last Updated 04/03/2019, HAG 

Page 4 of 6 

Actions 

The following actions are 
available upon completion of a 
successful billing upload: 
• Show Details 
• Download original 
• Archive 
• Show results 

 

Click  to Show Details. 

 

Click  to Download original 
upload file. 
 
Click Open to view or Save to 
save file outside iLab. 

 

Click  to Archive.  

Click  to Show results. 
 
Individual line items are 
displayed below the upload. 
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Create Billing Event 

Edit criteria to display charges 
for the appropriate billing period. 
 
End Date: Last day of the billing 
period. 
Event Name: Auto-populates 
with name of core. 
Include: All (Both internal and 
external billings can be on the 
same event.) 
Group By: Select manner to 
group included charges. 

 

Click Load Charges. 
 

Click  to move a charge from 
the included charges list to the 
excluded charges list. 
 

Click  to move a charge 
from the excluded charges list 
to the included charges list. 

 

Prior to creating a billing event, 
review the charges to ensure no 
errors are present.  A line or 
charge with an error will be 

denoted with a red flag . 
NOTE: These errors must either 
be fixed or those charges with 
errors must be excluded to 
successfully create the billing 
event. 

 

Click Create to prepare the file 
for overnight upload to SAP. 
 
Click Save as Draft to save file 
and bill the charges later.  Save 
as Draft allows a file be to 
merged later with other 
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prepared and saved files for a 
later billing. 
 
Click cancel to discard the 
billing event. 

Overview of the billing event is 
displayed.  The overview 
summarizes the external vs. 
internal totals and status. 

 

Click Send file to Purdue. 

 

Click OK. 

 

It is not necessary to Download 
Files.  All billing event files are 
sent from iLab to SAP in an 
overnight upload. 

 

If needed, select an audience to 
send Email Billing Event 
Summaries to. 

 
 


