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

 
 

3. Click the Add a New Value tab 
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4. Enter your Service Center ID and Request ID 

 
 

5. Click the Add Button 
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6. The Request ID’s information is displayed 

 
 
 
 

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

 
 
 
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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