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Introduction

Process and Trigger

Perform this procedure when you need to request services from an Internal Service provider (other than
Facilities).

Once the ISR is submitted, the Internal Service Provider receives an email informing them of the ISR.
The ISR can be displayed and printed or saved to a file, if desired, once,it has been submitted (see work
instruction for ISR Request - Display).

Prerequisites

e You know which provider you are requesting from.
¢ You know which cost object(s) you will charge to.

Menu Path

BUworks Central Portal # Procurement @ Internal Service Request® ISR Request- Create
Transaction Code

None

Tips and Tricks

o Al ISR have a document type of 30, the Document numbers are system generated, being a
10 digit number which always begins with " 904".

e Ifrequired, you can split the cost distribution among multiple cost objects (by percentage
only).

¢ Any line item without cost object will default to the Charge Distribution cost objects.

e FMRP_RFFMEP1AX
e S_P99 41000147
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Procedure

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

Provider Information

Provider Information
ISR Request No:
g  Froviten [ [=]mI Detsil: | ] Extension: [
Requestar Contact Detail: * Fhone Extension: * FliRequester Email: * | ]
Delivery Information
Requested Delivery Date: * —
Deiiver To Buiding: = [ [=] rm# = [ ] Fordtentons[ ]
Note Pad Charge Distribution
CostObject Distribution  Object Text |
0.0
00
20 L
00 =l
[ re v | — >
2. Click in the Provider: field | [=].
Provider Information
Provider Information
ISR Request No
Frovider: * [=]FI Detsil: | ] Extension: [
Requestar Contact Detail: * + || PI/Requester Email: * [ ]
J ————————— Agganis Arena - Catering/Events
Delivery Ini:u==
: ) | Amie L
Requested Delivany D2t= ¥l g0 v - Domestic
Deiiver To Buiding: * BCD Travel - Forsign ForAttention:| |
BME - Bisintarface Teshnologizs (BIT)
Nate Pﬂd BME - Micro/Nanc Biosystems Fabrication (MNBF) 'rge Distributiﬂn
BME - Micro/Nano Imaging (MMNI) —
BU Folice Degt e Distribution  Object Text -l
0.0
0.0
20 L
00 =l

3. Select Agganis Arena - Catering/Events #zganis Arena - Catering/Events
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Provider Information

Provider Information

ISR R=quest Mo:

Provider: * [Bgganis Arena - Catering/Events

Reuester Contast Detsil: | | ] Phone Extension: *

Delivery Information

Requested Delivery Date: ©

Daiiver To Building: * [ [=] rm=: = | ]

[¥] FirRequester Detsil

Pl/Requester Email:

[ Extansion:

For Attention:

Note Pad Charge Distribution
CostObject Distribution  Object Text -~

As required, complete/review the following fields:

Field R/O/C Description

Reqqgster Contact Required Name of the requestor contact.

Detail:
Example:
Cletus C Queen

Phone Extension: Required A phone number.
Example:
8-6062

P/ Requester email: Required Email address for the requestor contact. Enter
only one email address in this field. Email
notification will not generate if multiple emails are
entered.
Example:
cqueen@bu.edu

Click the Matchcode Search button ! in the Requested Delivery Date field.
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Provider Information

Provider Information
Frow: = s - Catering/Events | Excrznzion: [
Reg Contact Detsit: *[C Phane Extengion; * | E-8052 J
Delivery Information
Requested Defivery Date: * [ |& —
e A e L E—
ERE-- - 1 2|3 4
6 Note Pad wiEle 78 s|uln Charge Distribution
:; :; ; ; ; z ;‘ z CostObject Distribution ~ Object Text ]
13 % ¥ B W 20| H 00
U 2 BE 3 0.0
00 L
00 =
[ Recer tine | I ——— B
6. Select March 5th [=1.
Provider Information
Provider Information
Provider: * |Agganis Arena - CateringEvants | Exctension: |
Requester Contact Detail: * [Cletus Phone Extension; *  [28082 er Email: * [cqueeng@bu.edu
Delivery Information
Requested Delivery Date: * —
7 —Deliver To Buiding: * [ =] Rms: = [ I Forstenton:[ ]
Note Pad Charge Distribution
CostObject Distribution  Object Text -l
00
00
0n L
0.0 z
[ Bt vt | ——— ~]
7. Click in the Deliver To Building: field | [~
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Provider Information

= 1010 COMMONWEALTH AVENUE
8 Provider Inf,

100-108 BAY STATE ROAD -

1013 COMMONWEALTH AVENUE
1053 BEACON STREET

11 BAY STATE ROAD

11 BUSWELL STREET

11 MUZZEY STREET

ISR Request No:
Frovider: E

Requester Contact Detai: * [4

- 11-15-13 DEERFIELD ETREET
Delivery Infi N
110 BAY STATE ROAD
Requested Delivery Date: * | 110-112 CUMMINGTON STREET -

Deliver To Building: *

Detii: [
FliReguester Emai: * [oqueen@bu.sdu ]

] Extension: [

For Attention:

Note Pad Charge Distribution
9 CostObject Dis(rihm:: Object Text -~
8. Select 1010 COMMONWEALTH AVENUE 1910 COMMONWEALTH AVENUE
9. Asrequired, complete/review the following fields:

Field R/O/C Description
Room Number Required Room number for deliveries.
Example:
110
For Attention: Required The name of the person who will receive the
services.
Example:
Cletus C Queen
Note Pad Required Description of services.
Example:
\Welcome Back Breakfast for Andy
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Changes to Note Pad Area

Changes to Note Pad Area

I::‘:;f_‘fw I In this example the note was
Freer R 088 51 Fvel § E0rS ERST Pt added after the informational
Tha P Rarmpes & proveid by dotnl wie? P B0 B4 Didn SEDhd 5n haid By BCD
Trave text
&
Note Pad
Note: Once the ISR has been
F:'D rnpletn_ad and submitted the ;:::““""::';L:; mmmm e e
informational text does not Trwrel
appear

9.1. The Internal Service Request form informs the requester of the limitation of characters on the
Note Pad field area.

The Note Pad field allow up to 255 characters

jwport ot
A note can be added by:

o Typing over the ""<Enter description text here, limit 255 characters>""

o deleting "<Enter description text here, limit 255 characters>" sentence and proceed to
enter theISRnote

e ISR note can be typed on the following line, after "<Enter description text here, limit
255 characters>"".

e Once thelSRis completed and submitted the informational text will disappear
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Provider Information

10

Provider Information

Provider: * Agganis Arena - Catering/Events

Requestar Contact Datail: © | Cletus

Delivery Information
.+ [oaoezon [

Fhone Extension: * | 88082

Deliver To Buikding: = [1010 COMMONWEALTH AVENUE =] rme = [110

Note Pad

Weloome Back Breakfast for Andy

Extension:

Charge Distribution

CostObject

Distribution ~ Object Text =

10. As required, complete/review the following fields:

Field

R/O/C

Description

Cost Object

Required

Cost collector in SAP providing various means to
collect and manage costs. Examples of cost
objects include cost centers, project work
breakdown structure elements, internal orders,
and maintenance work orders.

Example:
1202020000

Distribution

Optional

The transfer of amounts from Cost Center(s) to
receiver(s) such as Cost Centers, Internal Orders
or WBS Elements using a defined allocation
method and posting to a primary cost used.

Example:
50

Cost Object

Optional

Cost collector in SAP providing various means to
collect and manage costs. Examples of cost
objects include cost centers, project work
breakdown structure elements, internal orders,
and maintenance work orders.

Example:
1089000000

Distribution

Optional

The transfer of amounts from Cost Center(s) to
receiver(s) such as Cost Centers, Internal Orders
or WBS Elements using a defined allocation
method and posting to a primary cost used.

Example:
50
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When splitting cost between two or more departments cost objects are entered in the Charge

Distribution area. If any line item is without a cost object the system will default to the Cost
Objects listed on the Charge distribution area.

Provider Information

E———— -
Deiver To Buking: * [1070 COMMCNWEALTH AVENLE =l rms* [10__] For attantion: [Gietos & Goeer
Note Pad Charge Distribution
Welcome Back Breakfast for Andy CestObject Distribution ~ Object Text -
1202020000 500 CASBIOLOGY
1089000000 £0.0 BUWORKS
0.0
00 -
& Peset Nots & CiearD
Requested Items
Line Item No Short Text - Oty Order Unit Net Frice Totsl Amount ~ CestObject Cost Object Change Date Changed By
1 1 100001 - 0.00 0.00
00002 - 0.00 0.00
12
11. As required, complete/review the following fields:
Field R/O/C Description
Short Text Required - . .
q Text description of an object limited to 40
characters.
Example:
bagels
Quantit Required o
y q IAn exact or specified amount of measure.
Example:
6

12. Click the drop-down menu *in the Order Unit field for Line Item No 00001.

Provider Information

= -
Requested Delivery Date: *
Deliver To Building: * [1010 COMMGNWEALTH AVENUE =] Am= = [110__ | Faor Attention: |Cletus © Cusen
Note Pad Charge Distribution
Welcome Back Breakfast for Andy —| Costibject Distribution ~ Object Text -
Centimsteninour 1202020000 500 | GAS BIOLOGY
1089000000 £0.0 | BUWORKS
Siemens per meter ne
Ton/Cubic meter 00 =
Resat Note nampere = =
@ Reset Note Degres ” Clear Distribution
Requested Items E‘-WE‘E’
rum
13— Tt Soted &5 Dogen 7| Totsl Amount CostGtject CostObject . Change Date  Changed By
00001 begals [ Dezen - 0.00 0.00
14 s - 0.00 0.00
15 —m ' . 0.00 0.00
-
e 8/13
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13.
14.

15.

Select Dozen oaz=r

As required, complete/review the following fields:

Field R/O/C Description

Net Price Required Price (rate) of the item after any discounts and
surcharges are applied.
Example:
25.00

Short Text Required Text description of an object limited to 40
characters.
Example:
pastries

Quantity Required IAn exact or specified amount of measure.
Example:
6

Click the drop-down menu

Provider Information

T in the Order Unit field for Line Item No 00002.

16

Requestad Delivery Date: * 03062012 [
Deiivar To Buiding: * [1010 COMMGNWEALTH AVENUE =] rm= = [i10
Note Pad

[Welcome Back Breakiast for Andy CostObject
Drum I | Pepeaamece
Dozen 1085000000
each
Enzyme Units

Enzyme Uinits / Milliiter

For Attention: | Cletus C Quesn

Charge Distribution

Distribution ~ Object Text -

50.0 CASBIOLOGY

£0.0 | BUWORKS

&/ Resst Note | Forg ZC
Requested Items
Line Item No Short Text - oy Square foot Totsl Amount  CostObject Cest Object Change Date Changed By
00001 begals 5 Cubic foot - 150.00
1 7 00002 pastries. ] - 0.00 0.00
00003 - 0.00 0.00
00004 - 0.00 0.00
18
16. Select Dozen ="
17. As required, complete/review the following fields:
Field R/O/C Description
Net Price Required

Price (rate) of the item after any discounts and
surcharges are applied.

Example:

25.00
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Field R/O/C Description
Short Text Required _ . .
q Text description of an object limited to 40
characters.
Example:
Coffee
Quantit Required e
y q IAn exact or specified amount of measure.
Example:
2
18. Click the drop-down menu | in the Order Unit field for Line Item No 00003.
Provider Information
Requssted Delwar; Date: = [050_[ =
Deliver To Building: * [1010 COMMONWEALTH AVENUE [=] am= = [110 ] For Attention: [CRIS G Qoeen |
Note Pad Charge Distribution
Welcome Back Breakfast for Andy CostObject Distribution ~ Object Text =
1202020000 500 CAS BIOLOGY
= = 1083000000 500 BUWORKS
Megavolt 20
Microampers -
o 9 -
@ Reset Note | bar @ ClarD
Bottle
Requested Items Becquereliiclogram
19 —eene Ehort Text Tty Eﬂ"r Total Amount  CostObject Cost Object ... Change Date Changed By
00001 begals 5 :'""E_Ei o 150.00
00002 pastris 5 w:: :: ;; l:h e - 150.00
20 00002 Coffes 2 | - 0.00 0.00
00004 - 0.00 0.00
00005 - 0.00 0.00
00006 - 0.00 0.00

19. Select Boxs=

20. As required, complete/review the following fields:

Field R/O/C Description

Net Price Required Price (rate) of the item after any discounts and

surcharges are applied.

Example:
20.00
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Addition of new Attachment area

Addition of New Attachments Area

Attachments
i Kagsray

Dol fie poldes  appleatenipdf
Tealtim Eaipl  APERNNSAN BEAeTSalL £ et AL B BNt Ahe!

Geiecl Fie W vguie Caniaspt] Drrrane ]
o amach i | T Coiese fie | 3 Coarfionnt

Gy Peaet 00| [ S Vialdete Duts Entres || B =0 | [ 36 Dan|

L

Select Browse
button, choose
file to upload
then Click on

Attach File A

e P p—— ]

irmoim e
b.l_.---_'j | N art—

& i

21. Select Browse button, and choose file to upload then Click Attach File

Submitting an ISR form with Attachments

Submitting ISR form with Attachments

Attachments
Fiim Hawrm
(Il Testrse sroec  wppicatospa
| Tial fis Exce [ T RNEE P S et T P RN R Tl Y E L P R
) | IeatDie word dog e SatL 8 St G AR T et
Sews Fig [t
o Anach Fie || [ Deete Fie | 3 Ciearesst |
e Feact 13 8 Vilate ot e | QP =t | [ 96 B B
o i s i i o
Once all documents — -
have been attached, = -
click on Validate Data _: E
Entries to proceed
with submitting ISR IR
form. e me——
Then click on Submit T T s
button to complete s
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21.1. Click the Validate Data Entries button to proceed with submitting ISR form with attachments.

Provider Information

— T
0.0
0.0 -
& ResetNote|
Requested Items
Line Item No Shart Text -ty Order Unit MetPrice  Total Amount  CostObject CostObject ...  Change Date  Changed By
00001 begals -] Dozen - 25.00 150.00
00002 pastries ] Dozen - 25.00 150.00
00003 Coffes z Box - 20.00 40.00
00004 - 0.00 0.00
00005 - 0.00 0.00
00006 - 0.00 0.00
00007 - 0.00 0.00
00008 - 0.00 0.00
22 |
é’ Reset All ga Valdate Data Entries E ‘Submit ¥ Exit

22. Click the Submit button [ Submit]

Provider Information

Requested Items

Line Item ... Short Text =Qty Order Unit Net Prioe  Total Am... CostObject CostObjec.. Charge A.. Completi. Change Date  Changed ...
00001 -] Dozen 2500 150.00 0.00 |

00002 -] Dozen 25.00 150.00 0.00 [

00003 2 Box 20.00 40.00 0.00 (m]

00004 0.00 0.00 0.00 \_

00005 0.00 0.00 0.00 |

00008 0.00 0.00 0.00 [

00007 0.00 0.00 0.00 r

00008 0.00 0.00 0.00 [m]

Request Header Information

Date and Time Created 02/27/2011 11:25:20 Created By CONVFIT

23

[ Interns| Service Reguest 5040007553 created

23. Click the Exit button [3&],

@ The system displays the message: "Internal Service Request XXXX created".

At this point the system generates an informational email message to the provider that an ISR
b has been created.

24. The transaction is complete.
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Results and Next Steps

You have submitted a request for service using the Internal Service Request form.
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