PURDUE

ONIVERSIT?Y

Quick Reference Card
Process a Refund and New Charge Correction

This document outlines the steps to refund an incorrect charge and create a new correct charge for internal customers.

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.

Initiate Refund

purdue.ilabsolutions.com

Lab Management
iLab

G

Click invoices to view a
comprehensive list of all
invoices for the department.

Agibent

CrossLab | teose

Home k.
Communications {0}

Core Facilities
My Cores

View Requests
View Funds

My Centers
Invoices

Time Entry

Reporting

Manage Groups
My Groups

My Departments
My Cores

Purdue University

To view only invoices for a
particular billing event, hover
over my cores and select
desired recharge center where
the charge originated.

# Home
Communications {0} ¥ Home

¥ Lyles-Porter
Macromolecular Crystallography X-Ray Diffraction Lab
MEP Core
Mabile Lab (MiMTL}
Neuroscience Cell Engineering
North Central Superpave Center
P3MC (Purdue Polytechnic Precision Measurement Cen
Particle, Powder and Compact Characterization Lab
Physics Helium Core
Plant Growth Chamber Center
Pre-Clinical Research Laboratory - Center for Comparsti
Precision Machining
PRIME Recharge
Purdue Center for Regional Development (PCRD)
PUrdUe Electron Microscopy Faaility, l[b

orEFICH v

Purdue Healthcare Advisors

Click Billing tab.

People ' Reporting | Billing | Administration
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LURDUE

Process a Refund and New Charge Correction

Locate b||||ng event containing o Cssedty sats Das e Vi ofcharges acions
. Purdue Election Microscopy Faciiy - comrectio Elzaheth Rausch File sent May 10'19 Summa
charge to correct, click e —r—— e bt s Fisan o310
’
. Purdue Elecion Microscopy Faciity - mulfile correctons Elzaheth Rausch File sent Ar30'19 Summand Invoces
Invoices.
Purdue
University Bryant, foorery O
4. May 0916 Center for PUCFCR-745  Frances 11010000-1099001000-7123456789  Internal $25375  Paid  notrequired z
CI- k - t . . . Cancer (PUR) Lab Bryant mark as billed
ICl O VieEw Invoice. Research
UNIVERSITY
PUCFCR-745
May 09, 2016
Bryant, Frances (PUR) Lab
From: Purdue University Center for Cancer Research To: Bryant, Frances (PUR) Lab | Frances Bryant
Hover over line to refund. show adaitional contats
Invoice Total $253.75
. /‘5 e Invoice Details
CIICk to In itiate refu nd . DATE ITEM DESCRIPTICN PMT#  QTY PPU  STATUS TOTAL
¥ Request: PUCCR-SP-T  Start: May 05, 2016  Owner: Siella Price \ &
(38241) May 05,2016 Blood Collection 11010000- 40 $41.00fea  Completed _ $164.00
7123456789
(38242) May 05,2016 Balbic- female 11010000- 50 $17.95/a  Completed §89.75
1099001000-
7123456789
Actual cost: $350.83 Projected cost: $350.83 Invoice cost: $253.75
Invoice Total $253.75

Select Refund Reason from E
drop-down menu. P
[
9

e Incorrect Quantity S LT

e Charge Cancelled Refund Reason
¢ Incorrect Price

[Select one v|

‘ Refund Quantity (4.0 available to refund )
Leave Refund Quantity the

same. The entire line is being
refunded.

Initiate Refund

Click Initiate Refund.

Message from webpage @

! The refund has been submitted. Click on the magnifying glass
: ., for the request on this invoice to view the refund line items.
Click OK. a
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Quick Reference Card

Process a Refund and New Charge Correction

Add Correct Charge (if you are refunding without a replacement charge, skip to Add

Comment step)

Service

PURDUE

UNIVERSITY

From: Purdue University Center for Cancer Research

show additional contacts

Invoice No. PUCFCR-748
Invoice Date  May 089, 2016
Lab Bryant, Frances (PUR) Lab

To: Bryant, Frances (PUR) Lab | Frances Bryant

. . . s .
From invoice, click to view Invoice Total $253.75
original request or reservation. Invoice Detais
DATE ITEM DESCRIPTION PMT # Qry PPU STATUS TOTAL
¥ Request: PUCCR-SP7  Start: May 05, 2016 Owner: Stella Price ,
(38241) May 05,2016 Blood Collection 11010000 40 $41.00/a  Compleled  $164.00
1098001000-
7123456789
(38242) May 05,2016 Balbic- female 11010000 50 $17.95%a Completed  $89.75
1099001000-
7123456789
Actual cost: $350.83 Projected cost: $350.83 Invoice cost: $253.75
Invoice Total $253.75
Vactive requests
. . date for service id © status cost
The request is displayed. > e s053 S a0
(May 05 2016) Bryant_Frances (PUR) Lab Transgenic Mouse ($186.83)
completed: May 05
ML By, Frances (PUR) Lab Transgen Mose sonpe sy vmel

Click E to view details.

> Overview
> Payment information

v Forms and Request Details

C May05  CS7BUE- female o male Quanty Untpice: Tota Motk Staus ex
BEP S taion 60 51618 $97.08 Complolod v/
> May05  Biood Collecion Guaniy Unipice  Totd ik Staus
A - 40 $4100 $164.00 Comploted v A X
& May20 Quani Untpics Tota v
pipd B 4100 $-164.00 incorrect quantity &x
> May05  Babic- female Quantty Untpice  Tota v = e x
GO SacoseSvakston 50 51795 $80.75 Completed
© add service add charge add form add milestone change order add event
© Build a quole, or add components fo:a new or running request using the ‘add" lnks abovo.
J- Generate PDF quote
comments sddcommant Atachments & URLs
> Service Request History
> Biling nformation it > snipping Information o

completed: May 05

wpdate payment nformaton

(see botom of st 1o add s to Ui request) 1=

Click add service.

@l add sewice!add charge add form add milestone change order add event
& Build a quote, or add components to a new or running request using the 'add’ links above.

/| Generate PDF quote
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PURDUE

Process a Refund and New Charge Correction

Create new request with correct
information.

Click L to add to invoice.

enic_Mouse ($186.83) o
Search

I

Name Quantity Show alphabeticall

¥ Biological Evaluation (4!

Balb/c- female ~N

J $17.95

Blood Collection

| ) $41.00 | 5td

C57BL/6- female or male ) $16.18 tus

fus|
=

| O 0] O

» Transgenic Mouse (4)

J add service ag

On newly created charge,

Change Bi"ing Status tO Ready May 20 Blood Collection Quantity ;lmt price: éczs Billing Status Work Status:
. 03:57 PM Biclogical Evaluation 41.00 123.00 Ready To Bil C leted
To Bill and change Work Status ’ 30 cady ToBivl|] |[[Completed
to Complete.
Reservation
UNIVERSITY
LSMF-846
May 25, 2016

From invoice, click L— to view
original request or reservation.

Bryant, Frances (PUR) Lab

From: Life Science Microscopy Facility To: Bryant, Frances (PUR) Lab | Frances Bryant

show additional contacts

Invoice Total $80.00
Invoice Details
DATE ITEM DESCRIPTION PMT.# Qry PPU STATUS TOTAL
¥ Request: LSMF-SP-8 Start: May 05, 2016 ‘Owner: Siella Price D =
(38692) May 18, 2016  NovaNanoSEM (NovaNanoSEM) | Wednesday, May 18 11010000~ 20 $32.00/rr  Completed $64.00
1099001000~
7123456789
(38693) May 24, 2016 NovaNanoSEM (NovaNanoSEM) | Tuesday, May 24 11010000~ 05 $32.00/nr Completed $16.00
1099001000-
7123456789

Invoice cost: $80.00

Invoice Total $80.00

The reservation is displayed.

Vactive requests

date for service id © status cost
» May01 Stella Price LSMF-SP-8 Equipment Charges $0.00 dés ]
(May 052016) Bryant, Frances (PUR) Lab (8650.50)
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UNIV

Quick Reference Card

Process a Refund and New Charge Correction

Click E to view details.

v Mayo1 Stella Price LSMF-SP5 Equipment Charges 5000 G40
Qay052016) Bryant, Frances (PUR) Lab (865050
> Overview et

> Payment Information

v Forms and Request Details

May 03

iovaNanoSEM) | Tuesday, May 03

ot
e [

Va1 (ovaNanoSEM) | Wednesday, May 11 Tom
11%0A

> Meyn2 (ovaNanoSEM)  Thursday, May 12 Tou
0230PM cope $32.00

> Meyie (ovaNanoSEM) | Wednesday, May 18 o
0530 A 8400

> My iovaNanoSEM) | Tuesday, May 24
10300 e

& Juni4
Do

@ Build a quote, or add components to a new or running request using the ‘add links above.

> Billing Information eat

> Shipping Informa

(s bottom of st ac fems.

Worksst & X

Completed v

i Vo St 343
Biling Intialzed -

g Sut x
Billing Initialized Completed Vv v

s Fax

X

& x

Bl
[Ready To Bi V] pasont number
© add service add charge add form add milestone change order add event

-] Generate PDF quote

acd ot

tion

Click add event.

Click add charge.

Enter info

&) add service add charge add form add

& Build a quote, or add components to a new or running

milestone change order | add event

request using the 'add’ links above.
/~| Generate PDF quote

Select Resource from drop-
down menu.

Add event

Resources:

NovaNanoSEM

CM 100
CM 100
autofib.exe
autofib.exe

NovaNanoSEM
A —— |

Enter reservation from: and to:
details for the correction entry.

Click book.

» NovaNanoSEM : NovaNanoSEM

from: 06/14/2016

17.05 to: 18:05 06/14/2016

==y

Click Schedule Equipment.

About Our Core |Schedu\eEquipmem| Request Services | View All Requests || Reservations | People | Reporting | | Biling = Administration

Click review usage, located to
the right of the equipment name.

NovaNanoSEM

description pricing

) vi

ew schedule | &

L= review usage

i u

€ take offline

pload usage
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PURDUE Quick Reference Card

URIVERSITY Process a Refund and New Charge Correction
date person/lab start end
Click confirm, to confirm usage \[:\:]ed, May 18 Erazi?sf__?gjigts i=ras scheduled 09:30 AM 11:30 AM no charge (| @
. logged adjust
MNovaNanoSEM FB-
for the corrected reservation. Lt e . billable  09:30 AM 11:30 AM 2.0 hrs T
Charge Name: NovaNanoSEM (NovaNanoSEM) | Wednesday, May 18
Add Comment
Under Comments, click add
comment.
Include a detailed comment Comments
regarding the reason for the
correction. Adding a comment
is critical in the event of an
audit.
[~ Financial managers:
[ Frances Bryant=<fbryant@purdue.ilbax.com> Phone:
|Department managers: |
¥ il Researcher=billn@wfu.test= Phone:
Enter Email content. This [uane Researcher<janer@mssm.test> Phone
Sh0U|d be a detailed explanation [Jsusan Researcher<susanr@mssm.test> Phone:
of why the refund was given and [ Principal investigators: |
new charge added. [l Frances Bryant<fbryant@purdue.ilbax.com> Phone:
C||Ck checkbox to send to the [ stella Price=stella price@ilabx.com= Phone:
following: . Core contacts:
° Department managers 3 iLan Admin<admin@ilabx.com= Phone:
I
(Business Office) 4 Additional Email Addresses
e Principal investigators | i |
G: Email content:
(] Researcher I Message(optional)
| B I U % = —
. I
Click Send Message. 3 A quantity of 4 was originally billed, however only a quantity =~
of 3 was used.
e
v ud
Send me a copy of this email: | | "
Send Message
Message from webpage
. y !\A‘ Your message has been sent.
Click OK. ==

Add Attachment (Correcting Document required for all refunds and new charge corrections)
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PURDUE
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Quick Reference Card
Process a Refund and New Charge Correction

The completed Correcting Document — iLab must be added to the transaction as an attachment to document the

template.

correction. This document must be completed by the business office which manages the account(s) effected by the
error. Business manager, Pre-audit and Pl (when necessary per Correcting Document Review Grid-Certifications tab)
approval signatures are required. Approvals via email and not on the template must also be uploaded along with the

Click add attachment.

Attachments & URLs

(5 stachmentlecd i

Click Browse... to locate file.

Click Upload to attach.

Click the name of the desired
core facility to prepare billing.

Work Status: o X

Add an Attachment

X
File | Browse. .. I
Notes | |Lem
Visibility [Customer and Service Center V| 1bove.

Upload |or Cancel .Ote

add attachment add url

Create New Billing Event

#® Home
Communications (o}

<[ Core Facilities
My Cores.
View Requests
View Funds
My Centers.
Irvoices
Time Entry

ls Reporting

= Manage Groups
My Groups
My Departments
My Cores
Purdue University
People Search

Click Billing tab.

About Our Core | Request Services || View All Requests || People = Reporting | Billing | Administration

Click View Charges.

¢k Merge Drafts , View Charges

&) New Billing Event

All charges that are eligible for
billing are displayed.

Upcoming Charges for the Purdue University Center for Cancer Research

Retun to Core|

Creale abiling event|@

date customer service name quantity billing status  work status.

unit price total price
& May23 Steven Abel fling Staus:
@2

lood Collection

& May20 Stolla Prico
035 PM

& May 11

Luc Mongeau

C57BLI6- female or male

2 May 11 Luc Mongeau
bl

Create a biling event|@

Retun to Core|
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PURDUE

Process a Refund and New Charge Correction

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.

Create a New Billing Event

1. Select which charges to view

End Date
Event Name
Include

Group By

May 31, 2016 9

|Purdue University Center for Cancer Research - May

all v|e

lab b

L)
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PURDUE

Quick Reference Card

Process a Refund and New Charge Correction

Include: All (Both internal and
external billings can be on the
same event.)

Group By: Select manner to
group included charges.

Click Load Charges.

13 Load Charges

Click to move all charges

except for the refund and
correction charge(s) from the
included charges list to the
excluded charges list.

2. Review and select which charges to include

¥ included charges

date customer service id total @ status @ actions @
0523 Stoventoel PUCCRSALS s Multiple: & ReayTooi i 1%

Abel, Steven (PUR) Lab jood Collection 10x$ e inisad N — efund - Incorrect payment number
o0 selepree PUCCR P siei Muliple: Reagyfomil 1%

yant, Frances (PUR) L o ton i 100.0% 11010000-1099001000-7123456789 S

Bryant Moltple: § Ready To Bill 1%
BryantTest, Frances (PUR) Lab 00,00 .
Y Honces EURNaD 000.00) 400,09 41010000-8000014394 501 1063-8005 - 0% Rafund-incotrect price

0511 Luc Mongeau 516,18 Multiple: & Ready To Bill 1%

Mongeau, Luc (PUR) Lab 10x$16.18)

$164.00
(-4.0x341.00

0511 Luc Mongeau
Mongeau, Luc (PUR) Lab

» excluded charges

Multiple: <
100.0% 41010000--8000018470 Yr2 Noise 3B

100.0% 41010000--8000018470 Yr2 Noise 38

search| Clear

Refund - Incorrect quantity

Ready To Bill 12
Refund - Incorrect payment number

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 n

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

2. Review and select which charges to include

V included charges

S —

date customer service id total © payment number © status © actions ©
04/15  Steven Frankel $9,340.00 Ready To Bill g
ankel, Steven (PUR) Lat Cal (10x89
ks Lt . it 100.0% 21030000-8000018473 Y2 Noise 3C/Cost Share
04713 Garland Russel $380.00 ReadyToB1 & 1 '@
Frankel, Steven (PUR) Lab (1.0 x $380.00)
04113 Luc Mongeau PUCCRLM-A $53.65 Ready To Bl )
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 cancel to discard the
billing event.

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

Create Save as Draft cancel

Overview of the billing event is
displayed, summarizing the
external vs. internal totals and
status.

Overview

Summary Price Type

Created on May 23, 2016 at 17:30
End date May 31, 2016 at 23:59

This billing event includes 5 charges totaling in $-10,385.18

Invoices were created grouped by lab.

W Intern

10.385

Billing Status
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PURDUE

Process a Refund and New Charge Correction

Click Send file to Purdue.

Download Files

|Senc| file to Purdue |

@ | Internal | | B | External

Click OK.

Message from webpage @

! The file has been scheduled to be sent.

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

Download Files

Undo file send The billing file has already been scheduled to be sent

B | Internal | | B | External

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

Email Billing Event Summaries

To help clarify features, we have moved the 'send invoices' functionality to the 'Invoices' tab (see upper right of this page)
[J send Summary to Institution Managers
[Jsend Summary to Service Center Managers

Send Summary to Additional Emails

Send Summaries
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