How to Process Online Billing for a Service Center
(For Service Centers Only)

User must be assigned to the GL Service Center Provider Role established by IRAM

Form to Information Services and User must be set up for email notifications
established by Finance - Budget and Planning Office

1. Sign in the PeopleSoft Application

Personalize Content | Layaut
Menu = B

Search:
)

[> Wy Favorites

[ Employee Self-Service
[> Manager Self-Service
[ Inventary

[> eProcurement

[> Semwices Procurement
[ Travel and Expenses
[> Accounts Payahle

[> UTWB Internal Services
[ Commitment Contral
[> General Ledger

[> Allocations

[> Statutory Reparts

[ 8et Up FinancialsfSupply Chain
[> Wworklist

[> Tree Manager

[» Reporting Tools

[> PeopleTools

[ FRS Interface

— Chanoe by Password
— My Personalizations

— My Systern Prafile




2. Navigate to UTMB Internal Services>Charge>Online Charge

CET—1

Search:
&

[> My Favarites

[ Employee Self-Service
[> Manager Self-Service
[= Inwentory

[> eProcurement

[> Services Procurement
[ Travel and Expenses

[> Accounts Payahle

[~ UTME Internal Services

— Online Charge
— Bpreadsheet Charge
Entry
— Reguests
[> Cammittment Control
[ General Ledger
[> Allocations
[> Statutory Reports
[ Set Up FinancialsiSupply
Chain
[> Wiorklist
[> Tree Manager
[> Reporting Toals
[ PeapleTools
[ FRS Interface
— Chande by Password
— My Personalizations
— My Systern Profile

ain Meny = UTHB Interns

ﬁ Charge

Charge

E" Online Charge

Service department charges posted to IDT requests

E" Spreadsheet Charge Ent

Spreadsheet Charge Entry

3. Click the Add a New Value tab

Search:
®

[ Wty Favorites

[ Employee Sel-Service
[> Manager Self-Semice
[ Inventary

[> eProcurement

[ Serices Procurement
[ Trawvel and Expenses

[ Accounts Payahle

= LUTME Internal Services

a
— Spreadsheet Charge
Entry
— Reguests
> Commitment Control
[» General Ledger
[> Allocations
[ Statutory Reports
[> et Up Financials/Supply
Chain
[> Worklist
[ Tree Manager
[> Reparting Tools
> PeopleTools
[> FRE Interface
— Change by Passwiord
— Wy Personalizations
— iy Svstern Profile

Assign Charges for Services

Home

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

J/ Find an Existing Value {_Add a New value

Service Center ID: [ beging with ¥|] Q
Request ID: |begins with jl Q
Request Number: |: =l |

Reference #1: |begins Withj|

Requestor Reference:l hegins with jl

Credit Department ID: | hegins with jl Q,
Credit Class Field: [ begins with 7| Q
Credit Project ID: [ beging with ¥ Q
Debit Department ID: |hegins with x| [ Q.
Debit Class Field: [ begins with || Q
Dehit Project ID; [ beging with ] Q

Search | Clear | Basic Search Save Search Criteria

Find an Existing Yalue | Add a Mew Yalue




4. Enter your Service Center ID and Request ID

Search:
&

[> bty Favorites

[ Employee Selt-Sewice
[ Manager Self Service
[+ Inventory

[ eProcurement

[ Services Procurement
[> Travel and Expenses
[ Accounts Pavahle

= LUTMB Internal Services
= Charge

Assign Charges for Services

| Eind an Existing Valug | Add a New Value

Service Center ID: || Q
Reqguest ID: | Q

Request Number: I i}

[ Commitment Cantral

[> General Ledger

[> Allocations

[> Statutory Reports

[ Set Up FinancialsiSupply
Chain

[ Warklist

[ Tree Manager

[ Reporting Tools

[ PeopleTaols

[ FRS Interface

— Change bty Password

— iy Persanalizations

— My System Profile

— Onlin e
— Spreadsheet Charge Add |
Entry
— Beqguests

Find an Existing Yalue | Add a Mew Yalue

5. Click the Add Button

[ —]

Search:
&

[> My F aworites

[» Employee Self-Service
[ Manager Sel-Service
[> Inwentory

[> ePracurement

[ Services Procurement
[> Travel and Expenses

[> Accounts Payable

< UTMB Internal Services
= Charge
— Online Charge
— Spreadsheet Charge

Assign Charges for Services

[ Eind an Existing Yalue |~ Add a New Value

HOme

Senvice Center ID:IHR_ETD Q,
Reguest ID: IISCDDSDB3? Q

Request Humber: | 0

gl |

Entry
— Reguests
[> Commitment Contral
[> General Ledger
[> Allocations
[> Statutory Reports
[ Set Up Financials/Supply
Chain
[> Warklist
[ Tree Manager
[> Reporting Tools
[ PeopleTools
[ FRS Interface
— Change My Password
— My Persanalizations
— My Systern Profile

Find an Existing Yalue | Add 3 Mew Vallue




6. The Request ID’s information is displayed

T T—)

Search:
®

(- iy Favarites

[ Employee Self-Service
[- Managet Sel-Service
[ Inventory

> eProcurement

(> Services Procurement
(- Travel and Expenses
[- Accounts Payable

[~ UTMB Internal Services
= Charge

— Spreadsheet Charne
Entry
— Benuests
(> Commitment Control
> General Ledger
(- Allocations
[- Statutory Reports
(> Set Up Financials/Supply
Chain
[ Worklist
[- Tree Manager
[ Reporting Tools
[- PeopleTools
- FRS Interface
I~ Chanoe ky Password
I My Personalizations
|- My Systern Profile

{ Internal Billing Charge(s)

Request ID: Service Request Description:
15C0050837 Helping Tearm May 2006
Requestor Requestor Reference: Status:
Emplid:
05/03r2006 ER - HELPING TEAM MAY 2006 Active
Service Center ID:
HR_ETD HR Organizational Development
Requested By: Email ID: Telephone:
Mielsch,Emily J. ejmielsci@utmb.edu A09/747-3522
B 4 Service Charge & it | Date: Charge Origin:
I | | e On-Line
*Reference #1: Reference #2: Reference #3:
Service Description:
*Revenue Acct: BU: Fund: Sub Fund: Dept: Class: Program:
[+0020 Q utMes 210 11462 223110 11462
Project ID: PC BU: Budget Ref: Activity ID:
Expense Acct:  BU: Fund: Sub Fund: Dept: Class: Program:
513180 UTMBG 120 10553 243480 10786
Project ID: PC BU: Budget Ref: Activity ID:

7. Enter at least the Amount, Completion Date, Ref #1 and Service Description

Er—)

Search:
®

[> My Favorites

[ Employee Selt-Service
[> Manager Self-Service
[+ Inventary

[> eProcurement

[> Serices Procurement
[ Travel and Expenses
[» Accounts Payahle

= LITMB Internal Services
= Charge

n harie
Entry
— Reguests

[> Commitment Control

[» General Ledger

[ Allocations

[ Statutory Repaorts

[> SetUp FinancialsfSupply
Chain

[+ Worklist

[> Tree Manager

[> Reporting Tools

[- PeopleToals

[> FRS Interface

— Chande My Password

— My Personalizations

— My Systern Profile

{ Internal Billing Charge{s)

PN WITIOU | HEIE | L LSLUrT)

Request ID: Service Request Description:
15C0050837 Helping Team May 2006
Requestor Requestor Reference: Status:
Emplid:
08/03r2006 ER - HELFIMNG TEAR MAY 2006 Active
Service Center ID:
HRE_ETD HR Qrganizational Development
Requested By: Email ID: Telephone:
Mielsch,Emily.J. ejimielsc@@utmb.edu 409/747-3522
R, i Service Charge Amount: Completion Date: Charge Origin:
| 1040.00  [05e25/2008] [ on-Line
*Reference #1: Reference #2: Reference #3:

[ER-HELFINGTE | |

Service Description:

*Revenue Acct:

Expense Acct:
513180

|4SUDQU e} UTMBG

BU: Fund: Sub Fund:
210 11462
Project ID: PC BU:
BU: Fund: Sub Fund:
UTMBG 120 10853
Project ID: PC BU:

Dept:
223110
Budget Ref:

Dept:
243480

Budget Ref:

Total registration fees of $260 for the following emplovees to attend Helping Your Team Wark training session on May d
4, 2006: James Beldon, Marilyn Haupt, Jenny Reegan Johnsan, Linda Maurilla

Class:
11462
Activity ID:
Class:
10786
Activity ID:

Program:

Program:

[




8. Click the Save Button

Search: o 4
{ Requestor Reference: Status:
@ Emplid:

[ My Favorites 05/032006 ER - HELFIMG TEAM MAY 2006 Active
[ Emplovee Sel-Semice Service Center ID:
[> Manager SelF-Serice ) .
> Inventary HR_ETD HR Crganizational Development
[> eProcurement Requested By Email ID: Telephone:
I Services Procurement Miglsch Ermily J. ejmielsc@utrb.edu 408/747-3522
[> Travel and Expenses
[ Accounts Payahle - " . e

B S Ch C Date: Che 0 o
[ UTMB Internal Services 8 e © AL

| 1040.000)  [05/25/2008 On-Line
*Reference #1; Reference #2; Reference #3:
— Spreadsheet Charne IER, HELFING TE I I
— Reguests Service Description:
[ Commitment Control ;I
[ General Ledger
[> Allocations LI
I Statutory Reports *Revenue Acct:  BU: Fund: Sub Fund: Dept: Class: Program:
[ Bet Up FinancialsiSupply
Chain |43002D UTMBG 210 11462 223110 11462
[ WWarklist Project ID: PC BU: Budget Ref: Activity ID:
[> Tree Manager
[» Reporting Toals . . . . : . |
> PeopleTaols Expense Acct:  BU: Fund: Sub Fund: Dept: Class: Program:
I FRS Interface 513180 UTMBG 120 10553 243480 107886
- Chanae My Passward Project ID: PC BL: Budget Ref: Activity ID:
— Mty Personalizations
— Wby Systerm Profile
B save | i Refresh | [Ee 2dd | Update.fDisplayl

After you save the Online Charge page, the nightly accounting journal processor
will pick up all saved Online Charges and post the journal entries to GL to update

revenue and expenses.
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