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Course Outline
* Internal Service Request Process Overview

The Requester, through the
Procurement/ISR process, creates the
Internal Service Request (ISR)

BUworks Central

Detailed Navigation

* ISR Request- Create
* |SR Regquest- Display

L Finance [
The Provider, through Finance / ISR ||l
Fulfillment posts charges against the | i |

Detailed Navigarti(m =
ISR « ISR Request - Fullfillment Internal Service Request Fullfillment
* ISR Request- Display

* Internal Service Request Form - Create SAP Easy Access - U:
A Requesters will use the Internal Service Request process to 4| [s_Pss_210000147 |
request services and record the transaction on the financial system.

* ISR WebGUI and BW Reports ACCT XWelk

A Requesters uses available reports to track the life cycle of an ISR form.
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Internal Service Request Process Overview

* Requesters submit online ISR forms for services to Internal Service
Providers:

BUworks Central

[41+]
Detailed Navigation _ R
"l provider Information
= |5R Request- Create
= ISR Reguest- Display ISR Reguest No:
= Facilities Service Request Provider: ¥ | |'| Pl/Reguester Detail: | | Extension:
= BUMC Facilities Service Request Requester Contact Detail: * | | Phone Extension: * Pl/Reguester Emai: * [ |
Delivery Information
Requested Deliveny Date: *
Deliver To Buikding: * | |"| Rma: * | | Far Attention:
Note Pad Charge Distribution
CostObjact Distribution  Chisct Text []
0.0
0.0
0.0
0.0 IE‘
Requested Items
Lins ltem Mo Short Text - Oty Order Unit MetPrice  Totsl Amount  CostObject Costbject.. Chang=Date  Changed By | |
00001 - 0.00 0.00
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Internal Service Request Process Overview

* When the ISR Request is submitted,
the Internal Provider receives an e-mail notification

From: BUWTNS03 [mailto: BUWTNS03@Eu.edu]

To ® Mulligan, Brian; bu@bcdtravel.com

C

Subject: FW: ISR Request: 2040022330 created on: 02/26/2013

>4 Message lf'_LZ_ISR PDF Copy.PDF (17 KE) ii]excel file test.XLS {26 KB} j;pl:lf file test.PDF (98 KB} E]J'Fhis is a word test.DOC {13 KB}

«=  Note — Only one email address is required.
Do not enter multiple emails.
If entered the notification will not be sent to anyone.
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Internal Service Request Process Overview

The ISR Request Display is available on the Procurement and Finance tabs of
the BUworks Central portal.

BUworks Central

Procurement

Home Employee Self-Service Manager Self-Service Payroll Coordinator (Organizational Chart Finance ACCT XWalk Reporting

Overview | Personalization | TemierTemps | Internal Service Request

[41¢]
Detailed Mavigation

= |3R Request- Create

= Faciliies Service Request

Related Links

= Help Home Employee Self-Service Manager Self-Service Payrell Coordinator Zrganizational Chart Finance ACCT X\Walk

[4]¥] L]

Detailed Mavigation =]
* I3R Request - Fullfillment
[+ 15R Request- Display |
I Related Links =]
- Help Provider Information
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Internal Service Request Process Overview

* ISR Reporting - Through Reports tab you can find a list of
open requests in the system and view them by Provider.

— Through the Reporting Tab of the BUworks Central portal for
Accounting (Fl), Funds Management (Distributed) Reports, the
Transaction Detailed report is available

— Through the WebGUI tab - ECC System sub-tab of the BUworks
Central portal a transactional report is also available:

e S P99 41000147 — Earmark fund journal
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Provider Selection and Contact List

_ _ Provider Information
To select a provider click

SR Reqy
on the Drop Down Menu.  [[rovcer - <l orreq

PhoneExt* | | PlorReq

Requester Contact Detail: *

«=  Pay close attention to the provider selected as many have

similar names. *If the wrong provider is selected a new ISR form is
required.

If you have additional questions on estimate charges or on
what to include on the ISR form, contact the Provider for
any specific details to include.

@ Click here for a copy of the ISR Provider contact list or
copy and paste this URL to your browser

http://www.bu.edu/tech/files/2016/01/ISR-Provider-
Listing-with-GL-Recovery-CO.pdf



http://www.bu.edu/tech/files/2016/01/ISR-Provider-Listing-with-GL-Recovery-CO.pdf
http://www.bu.edu/tech/files/2016/01/ISR-Provider-Listing-with-GL-Recovery-CO.pdf
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The ISR Request — Create

Provider Information

Provider: * |
Requester Contact Detad: *

Delivery Information

Reguested Delivery Date; * 15}

Dediver To Building: *

Note Pad

=Enter d tion text here, imid 255 characters=

Requester can include
a note to the provider.
Note is limited to 255

IER Request Mo

* Enter only one
Email in this field
(E-mail notification will not

generate if multiple email
are enter

- iad
|_}='1-’H¢qu-=5lcr Emai * [

For Attenbon

Charge Distribution

CostObject Distribution  Object Text
0.0
0.0
0.0
0.0

characters
J

Any field with a Red * is a required entry field.

e  * If multiple emails are entered the Requester and ISR Provider will not receive
Jmportart

the an email notification.
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The ISR Request — Create

** Split distribution by
percentage is
available; see example

AR

New
Attachment
functionality

Attachments

File Hame:

below.
Requested Items
Ling bem No Short Text
oon
oonoz

/r'-"\- A, it . i _-'" _,-“'."' 1-._\-1P-'_.'-z___-.n.. Jl__.i—'_‘ -~

—

Charge Distribution

CostObject Distribution  Object Text

Wwport ond

0.0
0.0
0.0
0.0 -
& Clear D
Order Unig Net Price Totad Amount  CostObject Cost ObjectD...  Change Date Changed By
- 0.00 0.00
- 0.00 0.00
e e o,
‘J_.L-.-ﬂ\-n-L . ‘f\.n. il ..ﬂ-&/‘.—'\.-ﬂ— _.\._p"'ﬂ- i ph. b b
T O AMETIRIOTT Tog
fver to Buiding AMORY STREET Rm & 102
Note Pad Charge Distribution
rfare — teslmg chalge distibution Distribution | Object Text CostObject
40.0 | CAS BIOLOGY 1202020000
B60.0 | CAS CHEMISTRY 1202050000
Requested Items
Line em Mo | Short Text " Oty Order Unit Met Price: | Total Ameo..  CostObject | CostObject..  Charge A.. | Compietio... Change Date | Changed By
00001 airfare fors... 1 each 250.00 250.00 0.00 OTHT2014 BUWTNS03

more departments. Any line item without a cost object will default to the charge distribution.

** Cost Objects are entered in the Charge Distribution area when splitting cost between two or
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ISR Reporting

The Requester can view the Financial entries generated through the S_P99_41000147
Earmarked Fund Display report listing SAP Easy Access - Ui

Access the transaction code through WebGUI 4| [s_Pss_410000147 |

Earmarked funds journal
[Menu) 4] | || [ Save as Variant... [ Back |[ Exit || Cancel | | System,] || Execute || Get Variant... |[ Program Documentation |[ Dynamic Selections |
.
Document Header Data Filter the Report
Earmarked Funds to =
Doc. Category to &
Document type 04 to 04 =
Company Code TRBU to 5
Document Date to o al File... || Mail Recipient || ABC Analysis || Graphic || Change Layout... || Select Layout... |[ Ware...]
Posting Date to &
Created by to &
Costs due on to =
[changed|changedchanged on [Block |
i passes 0.00 0.00 0171372012
Line ltem Data o ot
Controlling Area TREU to = 2425 000 B0100
—_— o4 0.00 0.00 06/01/2012
GIL Account to 5 000  0.00 06/28/2012
[ | med 0.00 0.00 05/07/2012
Cost Center 1202020000 to 1202020000 = o T O
|::> 0.00 0.00 06112012
Drder tD — one ling 0.00 0.00 01110/2012
WBS Element to = ement Samsung 0.00 0.00 04/04/2012
— 0.00 0.00 04/04/2012
FM Area TREU to = PO Forms 000 000
. PASS FOR 1/24,25 26 0.00 0.00 04/06/2012
commltment ltem tD i ect 0.00 0.00 02/06/2012
Funds Center tU I::) van 0.00 0.00 04/20/2012
= jgram 0.00 0.00 06/01/2012
Fund to 5 000  0.00 04/06/2012
? Bullirogs 0.00 0.00 03/07/2012
Vendaor to er forms 000 000
E:) ICE MAIL SERVICE FOR PROFESSOR 1AN 0.00 0.00
CUStomer tD o ler Form 0.00 0.00
0.00 0.00
Shopping cart 0.00 0.00
0.00 0.00
TZ02020000 0 54050 TTBI207 4000 510050 T.00 1202020000 4000 TestZ. 0.00 0.00
1202020000 3 30 94 USD 01152013 130.00 510050 0.00 1202020000 130.00 Test3 0.00 0.00
1202020000 9040022800 1 30 94 \USD 01/09/2013 150.00 893310 0.00 1202020000 150.00 test 0.00 0.00
1202020000 9040022801 30 94 USD 01152013 100.00 510050 0.00 1202020000 0.00 Testfor Freight 0.00 0.00
1202020000 9040022802 2 30 94 \USD 013012013 2500 893270 0.00 1202020000 000 X |01/30/2012 |blanket order support senvices 0.00 0.00




BUworks Online Help
ISR Reporting

 The Requester has additional reporting available through BW Reporting:
Finance / Funds Management (Distributed) Reports / Transaction Detail
report

GL/Commitment item = Fiscal Pericd™ear 2 ISR Numberz FSR Mumberz (CostCenter:z Funded Program z Posting date =
820100 ISR: CATERING DEC 2012 9040005252 - 1202050000 FUNDED_PROGRAM_NR  12/21/2011
90400090681 - 1202050000 FUNDED_PROGRAM_NR  12/16/2011
9040009405 - 1202050000 FUNDED_PROGRAM_NR  12/21/2011
General Variables 9040013422 - 1202050000 FUNDED_FROGRAM_NR  03/23/2012
Verisble: T Cument Selection L=FE 0040013423 - 1202050000 FUNDED PROGRAM MR  03/29/2012
= Posting Date 08/30/2011 - 03/19/20["}| | 06/30/2011 - 03/19/2013
Funde Contar — & 9040014104 - 1202050000 FUNDED_FROGRAM_NR 031192012
Revenue (2) / Expense (3) 8040007986 - 1202050000 FUNDED_PROGRAM_MR  10/28/2011
[ @™
TR TELE 0040019699 - 1202050000 FUNDED PROGRAM MR  08/M12/2012
Fund Type I - |
Unit 9040007986 - 1202050000 FUNDED_PROGRAM_NR  10/28/2011
Commitment item I = | 9040020057 - 1202050000 FUNDED_PROGRAM_NR  06/26/2012
i I - |
Commitment Vs Actuz| L8 9040023184 - 1202050000 9300000850 07/25/2012
FM Statistical Indicator Real (Budget Relevant)
9040023184 - 1202050000 9300000850 07/25/2012
08/21/2012
SEF 2013 9040023184 - 1202050000 9300000850 07/25/2012
0W27/2012
593320 ISR: BUFD AUG 2013 9040021973 - 1202050000 9300000850 08/01/2012
893810 FMP: CARFENTERS JUL 2013 . 9080078378 1202050000 FUNDED_PROGRAM_NR  07/13/2012
SEF 2013 . 9060092155 1202050000 FUNDED_FROGRAM_NR  08/28/2012
8936820 FMP: ELECTRICAL FEB 2012 . 060029700 1202050000 FUNDED_FROGRAM_NR  02/29/2012
0680048401 1202050000 FUNDED_FROGRAM_NR 02/23/2012
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Additional Information

* ISR form is used to request Internal Services from a Boston University internal department.
* Note: Facilities uses their own process. FSR — Facilities Service Request.

* Ifa ISR form is created in error to the wrong provider. The Provider must close/complete the
ISR form to relieve the commitment item.

e The Note Pad field is limited to 255 characters.
« Attachments can be added to the ISR form.

* Once an ISR is submitted an ISR document number is created and funds are encumbered
through Funds Reservation.

— ISR forms cannot be updated.
* No approval process required.
 The Internal Provider receives an e-mail and fulfills the request.
— Once the ISR is fulfilled (billed against) it triggers the release on reserved funds.

* ISR should be closed before year end or grant ending period to ensure reserved commitment
item(s) are released. The Internal Provider is responsible for closing open ISR’s.

 To correct a ISR posted entry a journal entry is required.




