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The document outlines the steps to prepare and send a billing event. 

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  

 

View Charges 

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

 

Click Billing tab. 
 

Click View Charges. 
 

All charges that are eligible for 
billing are displayed. 
 
Click create a billing event. 

 

Create Billing Event 

https://one.purdue.edu/
https://one.purdue.edu/
http://purdue.edu/ilab/files/qrc/How%20to%20login%20to%20iLab.pdf
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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 Invoices tab. 
 

Click send invoices with 
selected price types to 
invoice owners… and select 
Internal. 
 
Click Send Invoices. 
 
An email notification which 
includes a link to the invoice will 
be sent to the Invoice 
Owner/Financial Contact (most 
likely the PI) for approval. 
  

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. 
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Billing Errors 

A billing event which contains errors will fail and not process.  No charges listed on the billing event will process until 
the error is resolved. 

If a billing event contains an 
error, the results will include 
warning/error messages.  

 

 

Click Billing Errors to view 
those charges which contain 
errors.  

Click View Invoice to open 
invoice and make correction(s). 

 

The line containing the error is 

noted with a red arrow .   
 
Click the corresponding 
payment icon to fix the payment 
error. 
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Select the correct account 
assignment from drop-down 
menu. 
 
Click save. 

 

Click Billing Event to exit 
invoice and return to billing 
summary.  

Click Billing Errors. 
 

Click revalidate to verify 
account information is accurate. 

 

Click Invoices tab. 
 

Click send invoices with 
selected price types to 
invoice owners… and select 
Internal. 
 
Click Send Invoices. 
 
An email notification which 
includes a link to the invoice will 
be sent to the Invoice 
Owner/Financial Contact (most 
likely the PI) for approval. 
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It is not necessary to Download 
Files.  All billing event files are 
sent from iLab to SAP in an 
overnight upload. 

 

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

 

Merge Multiple Saved Billings 

If multiple drafts were created to merge later with other prepared and saved files, those individual files must be 
merged to send the billing file from iLab to SAP. 

Click Billing tab. 
 

Status of files to be merged is 
listed as Draft. 

 

Click Merge Drafts. 
 

Click the checkbox next to all 
draft billings to include in the 
merged billing event. 

 

Click Merge Drafts. 
 

Click OK. 

 

Click Edit.  
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Click Create Billing File and 
Invoices. 

 

Click Invoices tab. 
 

Click send invoices with 
selected price types to 
invoice owners… and select 
Internal. 
 
Click Send Invoices. 
 
An email notification which 
includes a link to the invoice will 
be sent to the Invoice 
Owner/Financial Contact (most 
likely the PI) for approval. 
 

 

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. 

 
 

 

 

 


