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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. 

purdue.ilabsolutions.com 
 

 

Initiate Refund 
 
 
 
 
 
 
 
 
 

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

 

 
 
 
 

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

 

 

 
Click Billing tab. 

 

 

https://one.purdue.edu/
https://one.purdue.edu/
http://purdue.edu/ilab/files/qrc/How%20to%20login%20to%20iLab.pdf
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Locate billing event containing 
charge to correct, click 
Invoices. 

 

 

Click  to view invoice. 

 

 

 
 
 
 

Hover over line to refund. 

Click  to Initiate refund. 

 

 
Select Refund Reason from 
drop-down menu. 
• Incorrect Quantity 
• Charge Cancelled 
• Incorrect Price 

 
Leave Refund Quantity the 
same. The entire line is being 
refunded. 

 
Click Initiate Refund. 

 

 

 
 
 
 

Click OK. 
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Add Correct Charge (if you are refunding without a replacement charge, skip to Add 
Comment step) 

Service 
 
 
 
 
 
 
 

From invoice, click  to view 
original request or reservation. 

 

 

 
 

The request is displayed. 

 

 

 
 

Click  to view details. 

 

 

 
 

Click add service. 
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Create new request with correct 
information. 

 

Click  to add to invoice. 

 

 

On newly created charge, 
change Billing Status to Ready 
To Bill and change Work Status 
to Complete. 

 
 

 

Reservation 
 
 
 
 
 
 
 
 

From invoice, click  to view 
original request or reservation. 

 

 
 

The reservation is displayed. 
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Click  to view details. 

 

 
Click add event. 

Click add charge. 

Enter info 

 
 
 

 

 
 
 
 
 

Select Resource from drop- 
down menu. 

 

 

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

 

Click book. 

 

 

Click Schedule Equipment. 
 

 
 
 
 

Click review usage, located to 
the right of the equipment name. 
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Click confirm, to confirm usage 
for the corrected reservation. 

 

 

Add Comment 

Under Comments, click add 
comment. 

 
Include a detailed comment 
regarding the reason for the 
correction. Adding a comment 
is critical in the event of an 
audit. 

 
 
 
 

 

 
 
 
 
 

Enter Email content. This 
should be a detailed explanation 
of why the refund was given and 
new charge added. 

 
Click checkbox to send to the 
following: 

• Department managers 
(Business Office) 

• Principal investigators 
• Researcher 

 
Click Send Message. 

 

 
 
 
 

Click OK. 

 

 

Add Attachment (Correcting Document required for all refunds and new charge corrections) 
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The completed Correcting Document – iLab must be added to the transaction as an attachment to document the 
correction. This document must be completed by the business office which manages the account(s) effected by the 
error. Business manager, Pre-audit and PI (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 
template.   

 
Click add attachment. 

 

 
 
 

Click Browse… to locate file. 

Click Upload to attach. 

 

 

Create New Billing Event 
 
 
 
 

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

 

 
 

Click Billing tab. 

 

 
 

Click View Charges. 

 

 
 
 
 

All charges that are eligible for 
billing are displayed. 

 

 

http://purdue.edu/ilab/files/qrc/Correcting%20Document%20iLab.pdf
https://www.purdue.edu/business/sps/xls/Correcting_Document_Review_Grid.xlsx
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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. 
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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 all charges 
except for the refund and 
correction charge(s) from the 
included charges list to the 
excluded 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 cancel to discard the 
billing event. 

 

 

 
 

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

 

 
 


