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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

Lab Management
iLab

Upload Charges

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

# Home

Communications (0}

Core Facilities

A

VENEEE  P3MC (Purdue Polytechnic Precision Measurement
Particle, Powder and Compact Characterization Lab
Physics Helium Core
Plant Growth Chamber Center
Pre-Clinical Research Laboratory - Center for Comp
Precision Machining
PRIME Recharge
Purdue Center for Regional Development (PCRD)

I Purdue Electron M'icmst:ogyFa\_c:ility[g I
Purdue Genomics Core Facility
Purdue Proteomics Facility (PPF)

Purdue Stable Isotope Facility

Recharge Center

Research Instrumentation Center

Research Machining Services

School of Materials Preparation and Characterizatio
Scientific Glass Blowing Lab

Small Animal MRI Facility

View Funds
My Centers
Invoices

Time Entry

Click Charge Entry tab.

Click File Upload.

About Our Core || Request Services |~ Animal Acquisition || View All Requests || People || Reporting || Billing |Charge Emryl Administration

File Upload | Quick Add

Click Upload file.

&) Upload file

Click Browse... to locate
prepared upload CSV file.

& Upload file

Upload name |

Separator (default comma) |,
How to process notes:(®) do not process note column

(Charge name can be a max of() append note to service name
255 characters inclusive of the() prepend note to service name
notes, no HTML allowed)() repiace service name with note column

Payment number FEQLIU'ECID
Csv file ( template )
Upload file
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https://one.purdue.edu/
https://one.purdue.edu/
http://purdue.edu/ilab/files/qrc/How%20to%20login%20to%20iLab.pdf
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72 Choose File to Upload =
OO [ Deskiop » <[44 ][ searc 2|
Organize +  New folder - 0 e
favortes - “ Libraries Weatherford, Tiffany LB -
l’ Ez‘s:f::ads g System Folder Je) System Folder
. . . 5 Recent Places . Computer o Network =
Find file and click to select. 1 N e @ .
o Libraries Adobe Reader XI Adobe Scout CC
‘L Documents g Shortcut g Shortcut
& Music & 1.97 KB & 59 KB
H £, Pictures Camtasia Studio 8 Gammadyne Mailer
Click Open. L St %
p 8 videos & 1.14 KB & 1.80 KB
- Google Chrome iTunes
.’fcmpmer !. Shortcut I Shortcut
~§ Windows (C) & 213 KB & 171KB
# shared M\itsofs0d\ ~ — =
File name: | v |All Files (%) -
& Upload file
: I Upload name ||
Enter Upload name. Ex: Separator (default comma) |,
oy e (@)
CMALF Billing December 2016. Howto process nates:®) do not process note column
(Charge name can be a max of(_) append note to service name
55 i i ~ .
255 characters inclusive of the(") prepend note to service name
A Ji Y
Click Upload file notes, no HTML allowed)(?) rapiace service name with note column
: Payment number required|:|
Csv file { template ) : Browse. ..
Upload file

The following statuses may be
displayed as the upload is in
progress:

e Enqueued for validation —
File is uploading and
preparing for validation.

e Errors present — Some
items contain errors and
must be fixed to move
forward.

¢ File invalid — The uploaded
file does not meet the
required specifications.

e Processed — Upload was
successfully validated.

< Status Name
File invalid test
Filename: Copy_of_Form_79.csv
Processed CMALF Dec 2016 pt 4

Filename: CMALF_charges_upload_Dec_2016_pt 4 csv

CMALF Dec 2016 a
Filename: CMALF _charges_upload_Dec2016.csv

Errors present

© 2017 Purdue University
Last Updated 04/03/2019, HAG
Page 2 of 6




PURDU Quick Reference Card
UNIVEURSI

T ¥ Create a New Billing Event - Upload

Errors present

Created At Actions
Click Download explained to

open Excel file.

Apr 24, 02:41PM Downlosd explsined ol , Re-validate | & Cancel

Invalid payment number entered

e 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

Line items containing errors will
have a reason code.

Could not identify user’s lab, check Pl email; invalid payment number entered

Fix error using the following e Contact Business Office to update iLab to include account under PI
methods:

Owner not found; Pl user is not registered in the system; invalid payment number
entered
e Contact Business Office to update iLab to include account under PI

Once errors are fixed, save file

and re-upload to iLab. Actions
Click Validate.
Status
. . File valid
Once the Status of File valid

appears, click Process.

j Actions
Click L to Archive original
uploaded file containing errors. 14&
File invalid

j Actions
Click L to Archive original
uploaded file containing errors. = & ‘f

File name: charges_upload_template
Verify file is in csv format.

Save as type: [CSV (Comma delimited)

Click Upload file to upload

& Upload file
corrected file.
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The following actions are
available upon completion of a
successful billing upload:

e Show Details

e Download original
e Archive

e Show results

Actions

Click L—1 to Show Details.

Oammibmed Ab

. Summary
Total entries: 63
Failing lines: 0
Total processed:

History

Jan 20, 11:00AM :
Jan 20, 11:00AM :
Jan 20, 11:01AM :
Jan 20, 11:01AM :
Jan 20, 11:01AM :
Jan 20, 11:01AM :

Jan 20, 11:03AM :

63

Uploaded

Validation started

Validation finished | L] EF

Validation started
Validation finished | _
Processing started

Processing finished

Jan 20, 11:00AM

Click . to Download original
upload file.

Do you want to open or save CMALF_charges_upload_Dec_2016_pt_2.csv from purdue.ilabsolutions.com? Open Save w Cancel
Click Open to view or Save to
save file outside iLab.
Click to Archive.
"CMALF Dec 2016 pt 2" resulting charges
date entered by service name quantity  price  total price billing status work status
L » Jan 20 CMIAF(CMIAF)-JH-39 Mice - Barrier Ventilated *Per Cage™ Quantiy Unitprice:  Total Biling Status Work Status:
. 12:00 AM Anim Husoanary 19200 $040  $768.00 Biling Initialized
C l ICk tO Sh ow resu Its . » Jan 20 CMLAF(CMLAF)-JH-39 Mice - Barrier / Biohazard *Per Cage* Quantity Unitprice:  Total Billing Status. Work Status:
1200 AM Avimal Hustandy 265.0 8095  $25175 Billing Initialized
» Jan 20 CMLAF(CMLAF)-JH-39 Rats - (Non Autoclaved) *Per Animal* Quantity Unitprice:  Total Biling Status Work Status:
1200 AM Aritmal Husbandry 2145.0 S080  $1,716.00 Biling Initialized
ivi i i > Jan 20 CMLAF(CMLAF)-TR-40 Mice - Barrier Ventilated *Per Cage” Quantiy Unitprice:  Total Biling Status Work Status
Ind|V|dUa| Ilne Items are 12:00 AM Animal Husbanary 127.0 $0.40 $50.80 Billing Initialized [Completed V]
d isp|ayed below the up|oad . » Jan 20 CMLAF(CILAF)-TR-40 Mice - Barier Ventiated *Per Cage® Quantty Unitprce:  Total Biling Status Work Staus:
12:00 AM animl Husbandry 4053.0 $0.40 $1,621.20 Billing Initialized
Quantity: ’fﬂ\' Status:

> Jan20  [Stephanie Les v]
B

CMLAF(CMLAF)-TR-40 Mice - Barrier Ventilated *Per Cage*
A -~ N Y -

e I NP

P,

Biling Status.
e

“‘,—-—r A

]
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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

Create a New Billing Event

1. Select which charges to view

errors must be excluded to
successfully create the billing
event.

End Date May 31, 2016 = @
with name of core. Event Name ‘Purdue University Center for Cancer Research - May | &
. . Include: v | &
Include: All (Both internal and al ’
Group By ] @
e ab v @
external billings can be on the
same event.)
Group By: Select manner to
group included charges.
Click Load Charges. 13 Load Charges
2. Review and select which charges to include
. ¥ included charges
Click to move a charge from e senceid @ - atone®
the included charges list to the
excluded charges list e o i ey e RasTos 1S
g : 04/15  Steven Frankel $9,340.00 Multiple: 5 Ready To Bill 13
Frankel, Steven (PUR) Lab (1.0x$0,340.00) 100.0% 21030000--8000018473 Yr2 Noise 3C/Cost Share
e PR Lo vt & ragTosn 1%
04/13  Luc Mongeau . §5385 ,;;um;‘; ,,M Ready To Bill 13
u. Mongeau, Luc (PUR) Lab (30x$17.95) 100.0% 41010000--8000018470 Yr2 Noise 38
» excluded charges
Click to move a charge | E—
date customer service id total & payment number & status @ actions &
from the excl u ded charges I ist 0520 Stella Price PUCCRSP.7 $123.00 Muliple: & Ready To Bill 135
50.0% 21010000--8000000109 501 1063-9005
- . 50.0% 21010000--8000001517 500 1063-8000
to the included charges list. TR T A
50.0% 21010000--8000000764 501 1063-9003
Prior to creating a billing event,
review the charges to ensure no
errors are present. A line or
Charge with an error will be 2. Review and select which charges to include
¥ included charges
. date customer service id total & payment number & status @ actions &
denoted W|th a red ﬂag 04/15  Steven Frankel PUCCR-SF-6 R $9.34000 Multiple: Ready To Bill 13
Frankel, Steven (PUR) Lab Blastoc: njection of ES Cells (1.0 x $9,340.00) 100.0% 21030000-8000018473 Yr2 Noise 3C/Cost Share
NOTE: These errors must either 1 B Slovon (PUR) Lab &  Counting o 5360.00) e ReeyToca® %W |
. . 0413 Luc Mongeau ) PUCCR-LM-4 $5385 Multiple: 5 Ready To Bill 13
be fIXed Or. those charges Wlth Mongeau, Luc (PUR) Lab Balb/c- female (3.0x$17.95) 100.0% 41010000--8000018470 Yr2 Noise 38

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

3. Save the billing event with all included charges and view invoices

Create Save as Draft cancel
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prepared and saved files for a
later billing.

Click cancel to discard the

billing event.
Overview
Summary Price Type Billing Status
Created on May 23, 2016 at 11:58
. . i End date May 31, 2016 at 23:59
Overview of the b|”|ng eventis This billing event includes 5 charges totaling in $10,444.85
d |Sp|ayed . The OVG r‘V|eW Invoices were created grouped by lab

summarizes the external vs.
internal totals and status.

I Billing Initalized ($10.444 85

Download Files

Click Send file to Purdue.

Send file to Purdue

& | Internal | B | External

Message from webpage @

! . The file has been scheduled to be sent.

Click OK. T

Download Files
It is not necessary to Download

Files. All billing event files are
sent from iLab to SAP in an Undo file send | The billing file has already been scheduled to be sent

overnight upload. & | Internal | B | External

Email Billing Event Summaries

. To help clarify features, we have moved the 'send invoices' functionality fo the 'Invoices’ tab (see upper right of this page)
If needed, select an audience to

send Email Billing Event
Summaries to.

[ Send Summary to Institution Managers
[send Summary to Service Center Managers

Send Summary to Additional Emails

Send Summaries
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