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e Charges are posted against the Phase of a Work Order.

e Labor charges are posted through the Timecard.

e Inventory charges are posted through the Counter Release or Shop Stock.

e Purchasing charges are posted through the Purchase Order Invoice.

e Charges or adjustments that do not follow one of these processes can be entered through the
External Charge.

Account Entry

IV WorkDesk

Restore

Work Management

e On the WorkDesk Menu, click on Finance

Finance
Fix&_JAsset Management

Finance

Restore

e On the Finance Menu, click on the Il next to
Account Management

External Charge Approval
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LAVl Account Management ANNA About Help Logout

W

- - Last Edited by ANNA BARWICK On 08/03/2016 11:02 AM Active
Account Extension Aecount name or deparomend Invoice Group a]
Transaction History 2]
Notes Log FE——

J Utility Invoice Group a
User Defined Fields 5
Related Documents

Administrator Q

Start Date ]l
Labor 5000 50.00 5000
Material 5000 $0.00 $0.00
e e 1l Equipment 5000 5000 5000

1. Account Number — TAMU Accounts should be in the following format - ##-##H#H-#iHH#H
2. Description — List the name of the department or other identifier for the account
3. Click

**Subcodes will populate as they are used in AiM.

External Charges

If an invoice is entered through the External Charges screen, each line item is entered separately.
External Charges do not post automatically. They must go through an approval process.

DueDsie 12252015

Invoice
Invoice 1732-161 ] nLEK
okl Crostod oy Fle Edit View Higony Bookmars Tooks Help o)

making a difference . ) [ Extemsi Charges < |y Tomsoonation SevcesPa.. x4 AM x|+
CE Oftce & Lab Buidng — - N
4 STATE HWY 30 =
”'s"":‘:"""""‘m COLLEGE N, TX 77805 € @ 49p.ASIeMMONS.CONS 3/1ma c||Qs "Ee 9 $ne =
Colleoe Sition, TX 77842 F‘;g;'(’;:;;’lwhgj % 8 Most isted [3] SSC AM test @ Getting Stated @ Compass benefits J] KSBI 893 FM - Welco... %4 SSCPROD AM @ AM Production @ Compass Mail | Imported From € [l New Mail (3 ParentsWeb - Login |_| Xerox Machines
Djjingiaddiess 5 TACLA9262C

Texzs Agid Universty
$SC Service Soutons EDCS
1971 TAMU s bon Tz
Cotege Sk R ST1 o oo (= | ST st

Sas Rep. s

rour P.O. Number 150723168304 et Line niem descrigrion - Dagromx Analysis | PostDane.

CECT) et TR R
= [s]

U e
W coA s 72500 00 0%
100 C_RESEARCH Trace Out & Rese 45000 w000 0g
Tovaehs ST T Varchantie Toal Aot
Tex Exermor Setes 00 Snppog %000
Tax 5000
Total $575.00 Work Oucer L] =3 < Totals

S
50

nocbe (T

(- q) tem @ o,
o
This invoice would have 2 separate e =
records created. :
2
T 5
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J.V1" M WorkDesk

m
x
—t
@D
=
>
=3
(@)
>
QD
=
«Q
(0]

Restore

Work Management

e On the WorkDesk Menu, click on Finance

Finance
Fix&_)Asset Management

Finance

Restore

QB Account Management

¢ On the Finance Menu, click on the [ next to
External Charges

Q 5"1 External Charges
= External Charge Approval

Q, & Account Journal Entry
Q, & Work Order Journal Entry
Q Billed Transactions

i|i! External Charges ANNA About Help Logout

i 327066 Last Edited by ANNA BARWICK On 08/03/2016 1106 M Posted Mot Posted

Motes Log
User Defined Fields
Related Documents

Line item description - Diagnostic Analysis Post Date
1
' w9

Total Amount

s @ LG — 2 o
am=y
US Dollar
invoice Number 10 (1732761 |
fa g (o Q uom 7 [ Lo |
o - IwoiceDate 41| [jun03 206 08|
- &
Discount ‘ ‘
ok e ey &G - —
Tax2 ‘ |
Tax Rebate h ‘ ‘
Comacor (5| (7az7s9ss1 Q| Shap Markup (]
Requisition ]

Cash Tramsaction (12, (12500

AddressCode (o0 Q| [ Batch

PO Code ( |

)
{
]
o

Terms (

Payment Date ( ]

Description — Line Item description

Work Order number to be charged

Phase number

Work Code — SSC Invoice or SSC Payment Card (method of payment)
Contractor identifier

Part number from the invoice

oakrwdpE
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UOM - Unit of measure

Quantity — how many were purchased

. Subledger — Material, Labor, Equipment, or Contract
0. Invoice Number

1. Invoice Date

2. Cash Transaction — line amount from the invoice

3. Subtotal — amount plus SSC markup

4. Click [IEN

External Charge Approval

IV WorkDesk

Restore

Work Management e On the WorkDesk Menu, click on Finance

Finance

Fix&_JAsset Management
Finance

Add Restore

Q K Account Management
Q

e On the Finance Menu, click on External
Charge Approval

External Charge Approval

Q W Account Journal Entry
Q k& Work Order Journal Entry
Q Billed Transactions

I.\"W = External Charge Approval

Execute Reset
New Query Transaction = - :]
View
SUBTRACT CHARGES o
TO REAPPLY FOR NON BILLABLE Trans Date = M [}
Work Order [} = - Q
Phase = - Q

Search for charges to approve
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ANNA About Help Logoul

= External Charge Approval

Approve Reject Search

) s VoDt

ErrorLog

[] WorkOrder 130702-010961 Phasa 001
Total Transactions 1

1507 IN THE PENTHOUSE AIR-HANDLER CB,L-2 AND L-3 ALL HAVE AIR CONDITIONING LEAKS ON THE BASE OF THE DUCT GOING INTO
Dascription THE AIR-HANDLER. THE ARE RUBBER SEALS THE NEED TO BE REPLACED AND INSULATED ALL AROUND THE BOTTOM OF THESE DUCTS Total Cost 5499485

GOING INTO THE HANDLERS.

[] WorkOrder 130716-012982 Phasa 001
Total Transactlons 4

0446 WE NEED TO HAVE AN EXTERMINATOR COME TO RUDDER 205 TO GET RID OF ANTS AS SOON'AS POSSIBLE. IF YOU HAVE ANY
Daescription QUESTIONS CALL BILL BIELAMOWICZ AT 845-8903. Total Cost §31332

e The list of records appears in summary mode by Work Order.
o Click BIEEBEEN to expand the lines.

ANNA About Help Logol

LYW = External Charge Approval

Approve Reject Search
£ v =
Error Log
[T] WorkOrder 130702-010961 Phase 001
Total Transactions 1
Description 1507 IN THE PENTHOUSE AIR-HANDLER C L-2 AND L-3 ALL HAVE AIR CONDITIONING LEAKS ON THE BASE OF THE DUCT GOING INTO THE AIR-HANDLER. THE ARERUBBER  Toral Cast 5499285
PHICR SEALS THE NEED TO BE REPLACED AND INSULATED ALL AROUND THE BOTTOM OF THESE DUCTS GOING INTO THE HANDLERS.
Trans Date Transaction Description Subledger Total Cost
[ Apros 2015 268882 REPLACE CANVAS CONNECTIONS Contract 5499485
Work Order 130716- Phase 001
O 130716012982
Total Transactions 4
0446 WE NEED TO HAVE AN EXTERMINATOR COME TO RUDDER 205 TO GET RID OF ANTS AS SOON AS POSSIBLE. IF YOU HAVE ANY QUESTIONS CALL BILL BIELAMOWICZ AT
Daseription 845-8903. Total Cost $31332
INSIDE/107
Trans Date Transaction Description Subledger Total Cost
[] May30,201 168352 23/32 BC PINE ULX EXTERIOR Material 57833
[[] May30,2018 168451 23/32 BC PINE ULX EXTERIOR Material 57833

e More Detail shows each transaction number, transaction date, description, subledgér and cost.
e Click on the Transaction number to see the full record
e Check the box in front of the transaction to approve

ANNA About Help Logou

|

1 Workorder 120702010961 Phase 001
Total Transactions 1
1507 IN THE PENTHOUSE AIR-HANDLER C,B,L-2 AND L-3 ALL HAVE AIR CONDITIONING LEAKS ON THE BASE OF THE DUCT GOING INTO THE AIR-HANDLER. THE ARE RUBBER Total Cost $4,994 85

D P SEALS THE NEED TO BE REPLACED AND INSULATED ALL AROUND THE BOTTOM OF THESE DUCTS GOING INTO THE HANDLERS.

Trans Date Transaction Description Subledger Total Cost
Contract 54,994.85

pr 08, 2015 268882 REPLACE CANVAS CONNECTIONS

I
[T WorkOrder 130716-012982 Phase 001
Total Transactions 4
0445 WE NEED TO HAVE AN EXTERMINATOR COME TO RUDDER 205 TO GET RID OF ANTS AS SOON AS POSSIBLE. IF YOU HAVE ANY QUESTIONS CALL BILL BIELAMOWICZ AT
Description 845-8903. Total Cost §31332
INSIDE/107
Trans Date Transaction Description Subledger Total Cost
May 30, 2014 164452 23/32 BC PINE ULX EXTERIOR Material 57833
May 30, 201 164451 23/32 BC PINE ULX EXTERIOR Material $7833
] May30,2014 164447 23/32 BC PINE ULX EXTERIOR Material 57833

Approve

Message

Approved: 4 - Failed: 0

OK
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Error Log

Approved: 0 - Failed: 1 - "Check Error Log for details".

OK

b

If a record does not Post, this message will appear.

External Charge Approval

Approve

Unable to approve certain axtarnal charges. Check Error Log for datalls.
Select All

Work Order 130716-012932 Phase 001

0445 WE NEED TO HAVE AN EXTERMINATOR COME TO RUDDER 205 TO GET RID OF ANT:
Dascription 845-8903.
INSIDE/107

Trans Date Transactlon Dacription

ANNA  About Hel|

BEl__JEE B[5u] ]
s Date Work Order Phase  Transaction Editor Reason
Aug 05, 2016 160215-. 9 001 327070 708116 Field [Phase] contains an invalid value [001] on record [Transaction [327070]]
’ I External \ . \ Error
Date of attempted Work Order in o o Wh?Ot”Ed
approval Error
Trans # approve

e Click oore toreturn to previous screen
o Click to clear the entire Error List
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External Charge Import

Create File to Load
o If multiple External Charges need to be entered, they can be imported.
e The file must be saved as a csv file.
e The file should have these columns in this order. (Black is the name of the column. Red is
description of the data entered in that column.)
o Trans_Date(mm/dd/yy)
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Subledger — use the following — M for Material, L for Labor, C for Contract, E for Equipment
Amount — Do not use the $

Proposal

Sort_code — Format column as text so that the leading zeros save

Craft_code — Work Code

Batch_No

Description

Req_No

Inv_No — Invoice Number

Cash_No — Cost before markup

Shop

Shop_Person

Payment_Date

Inv_Date — Invoice Date

Part

Itm_Qty — Item Quantity

Contractor — Identifier found in AiM for the contractor
Address_Code — Can be left blank and AiM will autofill
Inv_UOM — Unit of Measure for parts

PO_Code

o 0 o o o o o o o oo o o o o o o o o o

e After creating the file in Excel, Save As CSV (Comma delimited)

- P LYMU LaDel L3010 4L

P | D L S R

File name: | [SElRs]ge Elis[=31

Save as type: lCSV {(Comma delimited)

Authors: Barwick, Anna Tags: Add a tag
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J.V1" M WorkDesk

Restore

Work Management

Finance

Fixﬂﬂsset Management
VVOTK UTUET INVOILE GenNerdLol

Q B Subcode

External Charges Import
External Charges Import Errors
Load Bank Card Transactions

External Charges Import

Load file

No fild chosen

External Charges

Transaction Transaction Date Total Cost

pel

v e .
% 4 » Barwick, Anna » Downloads »
- . -
Organize ~ New folder
4 Favorites MName Date

B Desktop I sqlexplorer 6/29/z
|l Downloads | WorkCentre7845-78..  6/27/
<> Recent Places | 0J8610_Basicxe4 198 5/25/:
I Work Order Reports | Desktop wallpaper 5/25/%
k. IMs loadsample 8/5/2(

External Charges Import

Load file Choose File |loadsample.csv

External Charges

Transaction Transzaction Date

Load File in AIM

e On the WorkDesk Menu, click on Finance

¢ In the Finance Module, look at the Setup
Menu
e Click on External Charges Import

e Click Choose File

e Look for the csv file to load
e Click on it and choose Open

o cick TN
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= External Charges Import ANNA  About Help Logout

External Charges
Transaction ransaction Da Total Cost Work Order
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327071 Aug 05, 2016 §78.33 130716-012982 001 Material 23/32 BC PINE ULX EXTERIOR
327072 Aug 05, 2016 $78.33 130716-012982 001 Material 23/32 BC PINE ULX EXTERIOR
327073 Aug 05, 2016 57833 130716-012982 001 Material 23/32 BC PINE ULX EXTERIOR
327074 Aug 05, 2016 54,994.85 130702-010961 001 Contract REPLACE CANVAS
CONNECTIONS i
N

e The list of loaded charges will appear.
e Proceed to the External Charge Approval proccess to post the charges.

External Charges Import Errors
If a file fails to load, the reason(s) for the failure will appear on the External Charges Import Errors

screen.

J.V1" M WorkDesk

Restore

Work Management e On the WorkDesk Menu, click on Finance

Finance

Fix&_)Asset Management
WO VWOIK UTUET NVOILE \enerdiol

¢ Inthe Finance Module, look at the Setup

Q B Subcode
Menu

External Charges Import e Click on External Charges Import Errors
External Charges Import Errors
Load Bank Card Transactions

Al

.V)"l = External Charges Import Errors

W g

C] Date

) S [—]
Work Order - -y = - Q

% C] Phase . - = v Q

e Search for the recent errors
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