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Introduction

Process andTrigger

Perform this procedure when you need to post amounts from fulfillment of Internal Service Requests for
multiple orders using an external spreadsheet.

An example includes:
¢ When G/L entries related to an Internal Service Request need to be posted.
Prerequisites

o A tab-delimited text file must exist on the local machine in the correct format ((tab-
delimited).txt) for upload.

Menu Path
Use the following menu path to begin this transaction:
e Portal # Finance 2 ISR Request - Fulfillment
Transaction Code
Portal
Tips and Tricks

e Attimes you may need to use your scroll bar to view additional information.
e Completion Indicator must be a Capital "X" in the upload file.

Reports

None
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Procedure

1. Start the transaction using the above menu path or transaction code.

ISR Request - Fullfillment (Finance)

BUworks Central

Log off

= ISR Request - Fullfillment Internal Service Request Fullfillment
Provider: * | ‘ ': 2
@ Request Number: e | |Tu | | =
" File Name [ Il |

|_|H Search for Documents || 3¢ Exit |

2. Click the Provider: combo box El
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ISR Request - Fullfillment (Finance)

BUworks Central Logoff

ISR Provider ISR Fulfillment

+ ISR Request - Fullfillment Internal Service Request Fullfilment
Provider: * =
@ CAS Electronic Design Facility
3 T Tame | Telecomunications Servies

Marketing&Comm - BU Productions

H Search fi Warketing&Comm - Photography
T | Marketing&Comm- De=ign / Print Communications
Marketing&Comm - New Media/interactive Design
CRC Facilities & Maintenance

Mail Services - Bulk Mail
Laboratory Animal Science Center (LASC)- Special Services

0 I Y

3. Select the Telecomunications Services list item
Telecomunications Services

P 3/9 Status:Final w/o SME Review
Last Modified:6/23/2015 File Name:FIN_ISP_ISRFulfillment-Upload.udc © Boston University



H Work Instruction
BUWDI'J(S Onhne HEtp 02 ISR Fulfillment - Upload (ISP)

ISR Request - Fullfillment (Finance)

R Request - Fullfillment - DPO - Windows Internet Explorer _|rz

5\;.’ - | https: /fdpo.buw.bu.edu/ V| & [ X ‘ ng ‘ 2|~

: File Edit View Favorites Tools Help

i} e I%leg(l)um... I!Judge IgMicros... l@ﬁlad{b... l

BUworks Central Log off

3

Welo... EIS... X [@Fm(n...]_] R B @ - [Sreace - Groos - @ 5 8

+ ISR Request - Fullfillment Internal Service Request Fullfilment
Provider: * |Telecnmunicatiuns Services | V|
@ Regquest Number: <& ‘ |TD | ‘ =
4 File Name [ [ Browse.. |

[ search for Documents || 3¢ Exit |

Dane & Internet # 100% -
—

4. Click the File Name radio button - File Name
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ISR Request - Fullfillment (Finance)

BUworks Central Logoff

ISR Provider ISR Fulfillment

+ ISR Request - Fullfillment Internal Service Request Fullfilment
Provider: * |Telecnmunicﬂtinns Services | vl
e Request Number: € | To =
@FieName [ |[ Browse.

[ Upioad Fiie |[ % Exit

5.  Click the Browse button | _Browse... |
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Choose file
=
Choose file @
Look in: | (& Desktop j 5 ER-
L Eil'*‘ly Documents @ISPFUH".ESV
L\b" d My Computer B 1sPFulfil. s
My Recert WMy Network Places [Z] 15PFuIfill. bet 6
Documents

ﬂSHIISDﬂ Course Manager

P_"i_' @RWD uPerfarm
Ea.ﬁ.ppF'Drtal

Desktop B3 sap Logon
IChSAF Nav

,) @Shnw Desktop
E'_]AM 102357001033, xlsx
B} sap GUI Logon
- @ 1603 M Bigelow Electrical Diagram.vsd
3! 'EL']EmpIDyEE Expense FAQ ver3.pdf
I'U'r'_.r.Cnmerter ﬁn |LOG_Procurement_Create_PurchaseOrder_Manually.udc
[Z] sRM signon. txt

My Documents

Q :
My Network  File name: | j Open -7
Places
Files of type: |All Files (*7) - Cancel
6.  Click the ISPFulfill.txt list item (=) ISPFulfil.txt
L
\mpﬂrfﬁ"‘t
The location of the prepared file may be different on your local machine.
7. Click the Open button .
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ISR Request - Fullfillment (Finance)

BUworks Central Logoff

ISR Provider ISR Fulfillment

- ISR Request - Fullfilment Internal Service Request Fullfilment

Provider: * |Telecumunicﬂtiun5 Services | vl

o Request Number: @ To =
(@ File Name [C:\Documents and Setting|[ Browse..
8 [ Upload Fie

8.  Click the Upload File button L[ Ypioad File |
6 Any corrections can be manually made before posting the entries.
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ISR Request - Fullfillment (Finance)

BUworks Central

5050000000
9050000012

9050000045
50500000594

[T ot [ oo | @1 55

oooo1
00001
00001
00001
oooo1

0,00 0,00 700,00 O =]
0,00 0,00 999,00
0,00 0,00 10,00
0,00 0,00 150,00
0,00 0,00 489,00 O
L
E‘ 10

9.  Click the Post button [ Post]

10. Click the Exit button [EEXt]
The system displays the message: "Fulfillment for ISRNR XXXX Line XXXX successfuly

posted" for each successful posting

11. The transaction is complete.
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Results and Next Steps

You have posted amounts from fulfillment of Internal Service Requests for multiple orders using an
external spreadsheet.
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