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New Enhancement Features

ISR Provider Fulfillment
New Enhancement Features

|BU| BUworks Central

« ISR Request - Fullfillment Internal Service Request Fulifillment

= ISR Request- Display

Relsted Links =

+ e Request Document Details
Prov. D Prov. Name tNo Line Mo  Descripti Amount  Aready Charged Amount Charge Amouht Posting Date C ion Indicator |
000027 BU Police Dept 9040022446 00001  BUFD 200.00 0.00 040 05022013 O
000027 BU Police Dept 9040022557 00001  Estimate 600.00 280.00 0.80 050272013 O
ODO0ZT BU Police Dept 9040021744 00001 BUPD 40,000.00 1,843.37 080 05022013 (]
000027 BU Pollce Dept 9040022633 00001  detalls will show on reports  280.00 0.00 040 05022013 O
000027 BU Police Dept 3040022573 00001  BUPD Detai 200.00 000 080 05022013 O
000027 BU Police Dept 9040021573 00001  Reception Coverage 100.00 100.00 080 050272013 |
000027 BU Police Dept 9040020446 00001  Police Detad 100.00 &TTT64 080 05022013 O
000027  BU Police Dept 9040020450 00001  BUPD for UO2012 Details 2,000.00 B,238.07 0.80 050272013 ]
000027 BU Police Dept 9040022116 00001  IFC officer 5 hrs 97112 260.00 270.00 040 0S022013 |

The screen for fulfilling and displaying an ISR has changed

slightly

* Posting date field is available to accommodate for first
Fiscal Close Period

» Posting period needs to reflect the posting date or

Fulfillment can not processed.
Boston University 5/2/2013 1
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The screen for
creating and
displaying an ISR
form has changed
slightly

« Addition to the
Note Pad area
informs
requester’s of
field length
limitations.

« Anew area for
Attachments is
now available

Boston University

ISR Provider Fulfillment
New Enhancement Features

i Detailed Navigation =]

= ISR Request- Create

= |SR Request- Display

= Facilties Service Regquest

= BUMC Facilties Service Request

Note Pad

<Enter description text here, limit 255 characterss

—

Z Reset Note

" Requested Items

Short Text * Oty Order Unit
o000 -
oooo2 -

Line tem No Net Price
0.00

0.00

 Attachments

File Name

Select File: |[ Browse... |

[« Attach Fie | T Delete File | 3 Clear/Reset |

Charge Distribution

CostObject

0.0 E
3 Clear Distribution
Total Amount  CostObject Cost ObjectD...  Change Date Changed By =

Distribution  Object Text
0.0
0.0

[ I—(

0o

0.00
000

=

| G Reset A1 || g Validate Data Entries || PP Suomit | [ 36 Exit|
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Description: Describe the changes made to ISR Fulfillment process

User/Role: Internal Service Provider

ISR Provider Fulfillment New Enhanced Features

Note Pad Area has changed

* An Internal Service Request form informs the requester of the
character limitation on the Note Pad area prior to entry of a note via
this informational text:

“<Enter description text here, limit 255 characters>"

* The Note Pad field allows up to 255 characters
* A note can be added in one of three ways:
1. Type over the informational text.
2. Delete the Informational text and then enter the note
in the Note Pad area.
3. Start to type the note below the informational text.

Once the Internal Service Request is completed and submitted
the text will automatically disappear.

» There is an option to clear or reset the Note Pad area if it is
necessary to delete the text that was entered .

New Area for Attachments

An Internal Service Requester has the ability to attach documents to
the Internal Service Request form as backup for the ISR Provider.
The Provider will receive a copy via email.

+ Acceptable attachments documents include PDF, Word
and/or Excel files.

+ Multiple documents can be attached to the Internal Service
Request form

+ Attached documents can be deleted if necessary

+ Attached documents can also be cleared and reset if
necessary

Boston University
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Changes to Note Pad Area

Note Pad

I 1
|l <Enter description text here, limit 255 charactera= |
Traveler name, date of travel & record locator number

Trawvel

This Infermtion iz provided by agent, when the trip has been placed on hold by BCD

In this example the note was
added after the informational
text

| 4 Peset Note |

Note: Once the ISR has been
completed and submitted the
informational text is automatically
removed.

Provider will be able to view the

complete note on the Note Pad
area when displayed or printed.

Boston University

Note Pad

Trawveler name, date of travel & record locator number
Thiz Informtion is provided by agent, when the trip has been placed on hold by BCD
Travel
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View of Print Request
Of a Internal Service Request form

Internal Service Request

Provider Mame: BCD Travel - Foreign

Request Number: 9040022838

Contact Name: Izabel Guillermo Phone: X8-582 PlIRequester: Pl or Request contact info |Pho|1e:
E-Mail: iguiller@bu_edu
Delivery Information
BUworks Central
Requested Delivery Date:  2013-04-01
BoliverTo—iesd SUE AT fRegm: 102
Procurement
'htepad Personalization Building Address Maintenance Internal Service Request
Cost Object POl betsilea = | Provider Information
1202020000 6 e o SR Request No: (9040022836 |
Traveler name, date of travel & record locator number 1202400000 4] - IsRRequest-Display Frovider BCD Travel - Forsign | PURequester Detal |Plor Request contact infa Extension
This Informfion is provided by agent, when the trip has been placed on hold by = Facilties Service Request Requester Contact Detal |Isabel Guilermo Phone Extension: | X8-5828 PURequester Emai:
BCD Travel = BUMC Facilties Service Request - -
Delivery Information
Related Links =1
Requested ltems Requested Delvery Date:
. Hep For Aftention:
Deliver to Building: 1010 COMMONWEALTH AVENUE Rm# 102
kine M |item Description  |Qnty [Unit [Net Price (1012~ |Cost Object Charged  |cos Note Pad Charge Distribution
CostObject Distribution  Object Text =
00001 Traveler's name & record | 1 EA | o540.00 o540.00 ol.00 Traveler name, date of travel & record locator number
This Informtion is provided by agent, when the trip has been placed on hold by BCD 1202020000 600 CASBIOLOGY
Travel 1202400000 40.0 CAS BOSTON UNIVERSIT.. |
=
Requested Items
Line kem No. Short Text - Oty Order.. Net Price  Total CostO. Cost Object. C.. Com.. ChangeD. Changed ... D
oooo1 Traveler's name & record locator # + fee 1 each 549.00 549.00 0.00 O 04/01/2013 = BUWTNS03
Created On Iﬂr 1, 2013 Created At |10:52:22 AM | Created By |BUWTNS03
Page 1 of 1
=
Request Header Information

Boston University

Date and Time Created 0£/01/2013 10:52:22 Al Created By BUWTNS03

I
[[g@ Validate Cata Entries| | [[&] Print Request | [ 3¢ Ext |

5/2/2013
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Addition of New Attachments Area

Attachments
File Name [=]

| Testfie pdfdoc appiication/pdf
J Test file Excel applicationsvnd. openxmiformats-officedocument. spreadsheetml. sheet

Select File: |C\UserstiguileriDeskiopyT| Browse... || rge Distribution
« Aftach File Delete File | 3£ Clear/Reset Destniutan || Oty Tead 2]
80.0
0 40.0 H
0.0
Reset All || g@ Validate Data Entries || Bd# Suomit | | 3§ Extt | 0o =
[ & Clear Distribution |
Requested Items J|§cnun;ernemu;:|oad | [ = ]
LinekemMNo  Short Text “aty Order Unit I::L ) <Ml Desktop » ~ [ 43 |[ Search Desktap 3
® Req uester ha.S the 00001 Traveler's name & record locator # + fee 1 each = ) _
o w0002 ~|| Organize v Newfolder = 0O @
ability to attach S - g bocumer :
00004 9 M Desktop Test file_Excel
dOCU mentS to the 00005 - 4 Downloads | |ij:ﬁi Meiitmlzi}tEieca\“.-urkzhﬁt
ooooe - % Recent Places 1 B30
00007 - Test file_pd d
ISR form. — I [
| 10,
to00e - |, 55. Lab matericls - agendas scripts ctc — jui:; T
. . oooto hd I 50. Production Work Instructions - Managed [ (wi ] e
ISR Provider will be le?ﬁiaw N
notified by email and Attachments e R -
File Name
- - Fiename et e word .
Wl" recelve a Copy Of r Testfile pdfdoc  application/pdf r
|| Testfis Excal nd pri hest Open Cancel
attachment and
ol
form . Select File: | | Browse... |
[« Attach File | 1] Delete File | 3¢ ClearReset |

5 Resel Al |[ g Validate Data Entries
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