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Service Center Billing

Department of Chemistry Revised 9/7/04, 9/30/04, 3/1/05, 10/02/09

The Department of Chemistry operates the following Service Centers:

. Staff Responsible for .
Service Center Manager Billing P Committee Members
Chemistry Service Facilities
) A ) A Dr. D. Hoffman, Dr. T. R. Lee, Dr. A. Jacobson, Dr.
= Electronic Shop Hans Hofmeister Erika Markin A. Guloy, Dr. O. Daugulis, Dr. E. Bittner, Dr. M.
Pettitt
) i i Dr. D. Hoffman, Dr. T. R. Lee, Dr. A. Jacobson, Dr.
= Glass Shop Roger Ramirez Erika Markin A. Guloy, Dr. O. Daugulis, Dr. E. Bittner, Dr. M.
Pettitt
i i i Dr. D. Hoffman, Dr. T. R. Lee, Dr. A. Jacobson, Dr.
= Machine Shop Mark Bushman Erika Markin A. Guloy, Dr. O. Daugulis, Dr. E. Bittner, Dr. M.
Pettitt
3 ) Dr. D. Hoffman, Dr. T. R. Lee, Dr. A. Jacobson, Dr.
= NMR Shop Charles Anderson Erika Markin A. Guloy, Dr. O. Daugulis, Dr. E. Bittner, Dr. M.
Pettitt
- Dr. D. Hoffman, Dr. T. R. Lee, Dr. A. Jacobson, Dr.
= X-Ray Shop James Korp EII_en Lee _monthly A. Guloy, Dr. O. Daugulis, Dr. E. Bittner, Dr. M.
Erika Markin - quarterly | peuitt
i A Dr. D. Hoffman, Dr. T. R. Lee, Dr. A. Jacobson, Dr.
= Surface Analysis Boris Makarenko Ellen Lee A. Guloy, Dr. O. Daugulis, Dr. E. Bittner, Dr. M.
Pettitt
) A Dr. D. Hoffman, Dr. T. R. Lee, Dr. A. Jacobson, Dr.
Mass Spectrometry Huanyi Chu Huanyi Chu A. Guloy, Dr. O. Daugulis, Dr. E. Bittner, Dr. M.
Pettitt

Overview of Shop Billing Process

Shop Managers finalize their work requests on a monthly basis and submit their monthly billing as follows.

l. Department Billing Staff receives the Shop Bills from the Shop Managers.
All bills are due by the 10" of each month. The Chair and DBA must be informed of all past due billing.
a. Xray, Surface Analysis, Mass Spec and NMR shops submit physical pre-printed shop bills to the billing
staff.
b. Machine, Glass and Electronic Shops bill online in FMP. These bills must be printed from the Time
Billing Database in FMP.

1. Department staff verifies that the rate charged matches the UH approved billing rate. The staff
creates invoices.

I1. Invoices are submitted to Professors and non-UH Customers for payment.

a. For UH Customers: Invoices are submitted to Chemistry Professors for signature and cost center.
Invoices for non-Chemistry faculty are sent to the DBA or designated Point of Contact (POC) in the
Professor’s Department.

b. For non-UH customers: Invoices are mailed directly to a designated Point of Contact (POC).

c. Copies of all invoices are kept as PDF files in Q:\ChemAdmin\Erika Markin\Shop Billing\Copies of
Invoices.

d. Invoices not returned within 14 days are handled as follows.

i. Chemistry Professors — email reminder notice. Non-Chemistry faculty - email is sent to the
Professor’s DBA.
ii. Non-UH Customers — reminder notice is mailed.
e. Invoices not returned within 60 days:
i. A duplicate copy stamped “Past Due” will be sent
ii. The customer account will be referred to the Chair

V. Payments (Invoices and Checks) are returned to Department Staff.
a. The Invoice or the check will be matched with the pending copy.
b. FMP records will be updated as “Paid.”
c. For SC Vouchers: The cost center provided by the P1 will be verified for sufficient balance and grant end
dates (If using a grant, the services provided must within the grant dates).
d. For Checks: A PS journal will be created and the journal number will be added to the FMP Debit record.

V. SC Vouchers and Journals will be submitted to DBA for certifying signature.
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Procedures to Print a Bill from Time Billing

1. Goto FMP “Time Billing”

File Edit t Records Scripts  Window  Help
DE-|@¥|iei|-[0E B2 S8 E
[ 1c1”? TirmneSilli... + Time Billing 1
2' SEIeCt JOb LISt I:[ Purchase dnventory Time Billing
i v
1

Records:
B21

o -
Check Book

Unsorted B > “
T
,;,e 7 >L

<A Shops List Enter Job

User Info
ru%j Job List / 2
P —

Reports

3. Select “List”

Billed = a field updated by the
. . . o . Department Staff to indicate that the
4. Select “Fllr:d; uswg the following criteria: bi"phas been printed.
a. Billed: NO
b. Completion Status: Yes Completion Status = a field
c. Duplicate the record Ppgatid m’ thebs_hop Mﬁnﬁgeréoth
d. Choose IMD Sequencing from the “Shop” field bl ts roa df/Jt(()) b':gﬁ:tzs eandthe
e. Click “Omit” on the left hand side '

3

B FileMaker Pro - [¥ChemShops (¥DBS.NsM.uh.edu)]

8] x|
7y Ble Edt Wew Insert Format Requests Scripts Window Help [0
D@-Mav | iee-BEE|® 0
Find

Layout,
[Listiew

W [rorm FUSU)| WerhFequeat | Report |

LT [ New { find ) [ Delete 4
5 —r L _
+L

Project Title Last Name

Department  Phone  Datefinished  Total amt Eilled?

Request \ \ Il Il ] I \
B [ [0 Swqueig | 1 ] ] | \
Tatal

2

[

Symbols

4/5

5. Click on “Find” to populate the jobs on the screen.
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6. Click on “Work Request” to show the billing information. 6

E_'} FileMaker Pro - [W¥ChemShops {(¥DBES.NSM.uh.edu)]

ry File Edit Wiew Insert Format Records Scripts  Window  Help
DE-Ha&y|ime|lolmEcl@Edss

Browse

z)

% MAIN MENU

%I‘ .| [“rorm FUst )| wark Requsst | Report |
Chew D D (eeie)
| L
Eecord [ s638 [ Olassshop £ 00 #3507 Ealdelli | Chemisty [ 35107 [ emmooe | $12s0
il IEEREEEEER oz 00 & 30 | 1iljamic | Chemiewy [ sams [ emaoe | vl
Found: Ui e6an [ Glass@op Loz (D #3500 Les | Chemisty [ 3272t [ @emote | B0.00
::_? I [ s641 [ Glassshep £z 00 # 330 Haold J_hen  J[713-2082397 [ smem009 | %2000 =
Zg;ag [ eeez [ Glaseshep e 00 #37] Edran | Eammacologica) [715-795-8375 | ema2009 | $109.20
Unsorted IEEREEEEER gz (0 # 330 ][ Baldelli | Chemewy J[ 35107 | salmoes | $10.00
[ e64s [ Glssshep buz 00 #3733 Cai | Chemiswy [T s2710 [ sa4zo0e | @05
U [e64s [ Glassshep oz 00 #3534 Biloller ][ Cemiery |[713-213-0192 [ 242000 | $60.00 [E=1
Ui eeas [ Classshep | B 00 # ] Il | ey [T 32829 | snsmoos | #5435 v |
[8647 [ Olassthop | Bz 00 # 336 10 ks | Chemiemy [T =171 | sasooes | gaoa0
Ui es4e [ Glassihop | Enz 09 #3357 11 Les | Choniemy J[ saras | sasamone | gs0.00
[ eeas [ Glassshep Lz 00 #3738 Cliford ] Cee J[ @452 [ smomooe [ g1500 [E=1
Ui ees0 [ Clssshep | Bne (0 # 330 11 Lee | Chemiory [ 32724 [ ezeaoos | seo2z =
[8651 [ Olaseshop | Bz 00 # 340 10 Eadich | Chwsmictry |[T zavs0 | eaecom | ge666e
Ui ees2 [ Glassihop | Bz 00 #3541 11 Shoupm | Choniewy J[ s271s | sasmoe | §10.00
Ui[eess [ Glassshep Bz 00 #3427 Advinods [ Chemismy || 3i7e0 | zasao0s | $s00.00 [E=1
Ui ees [ Clssshep | el 11 | Gwmiery [ 31927 | smszoos | #0000 =
7. Select “Print” from the screen.

FileMaker Pro - [¥ChemShops (¥DBS.NsM.uh.edu)] =181 x|
©y Flle Edit View Insert Format Records Scripts Window Help =15 x|
DE-pay i ipel-laEd |8 fesm @

Browse [ Primt_| ux | |=|
) il | CHEMISTRY DEPARTMENT SHOP WORK REQUEST
%_»I JokiLog Muraker: 8638
Date Job Finished: 8/4/2009 Project Title: Aug 09 # 327
Contact Name: Chariz Peiialber Shop: GlassShop
= Pl Name: Steven Baldelli Monith: Aug  Year. 09
Pl Department Chemistry Joh Tyne:wo  Jok ID
Found:
17 Carmpus Phone: 3-5107
Total 7
2813
Unsoted | Diagramsiviork Requested
Aug 09 £ 327
Fabricated a flange With a ground joint
TF WO e i ot sob ot
Total Materislz
Shop Manager: rotal Lavor [$12.50
INon Billable Hes. Haurs Billed Tett Erorge $1250
CHEMISTRY DEPARTMENT SHOP WORK REQUEST
JohiLog Number: 8639
Date Job Finished: 852009 Project Title: aug 09 % 328
Contact Name: Ogngen Milianic Shop: GlassShop
Pl Name: Ogngen Miljanic Month: g Year. 09
| 100] Jull B Browse | <[ ﬂﬂ
For Help, press F1 [ o [
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8. From the Printer options box, select “Records being browsed” and Print Range “All”.

ot
Print [Records being browsed =l 4 8

~Prinker
Fropetties...

Name:

Status:  Ready

Type: Dell Laser Printer 5310n

Where:  IP_172.21.110.5

Comment: I™ Print to file
—Print rang; Copi

& Al Mumbet of copies: 3:

© Pages from: |1 w1

=t Ll i e
Number pages from: 1
OLE
™ Update &l Links before printing
Cancel

9. Click on “List” to return to the original view.

imIx]
Ty Fle Edit View Insert Format Records Scripts Window Helo TR
EEREY AR AL |
Diowse [ Frim ] L=t = |
I =l=] o) CHEMISTRY DEPARTMENT SHOP WORK REQUEST
Lot
vormeev] JobiLog MumBer: 5635
Dale Jub Finished. 8412009 Prujuc Till. Aug 09 # 527
Contact Name: Chariz Pefialber Shap: GlassShop
eeora Pl Harme: Steven Daldel Morth: Aug  Year 09
I Pl Department: Chemistry Job Type:we  Job ID
Found:
57 Carmpus Phone: 3 5107
Totat
3
Ursarted | Diswranmsnaurk Requesteu
Aug 09 = 327
Fabricated a flange with & ground joint
L e oo e
Total Matarials
Shop Manager: it 1o | $1250
bicr Ditaste s, Homrs BT e latas
CHEMISTRY DEPARTMENT SHOP WORK REQUEST
JobiLog Number: 8639
Date Job Finished: 8/5:2000 Project Title: aua 09 # 328
Cantact Mame: Vgngen Mimanic sShop: Glassshop
FI Name: ogngen Mianic montn: Aug vear 09
100] u B Browse <141 B
ror Help, press 1 [ T

leMaker Pro - [¥ChemShops (¥DBS.NSM.uh.edu)]

| File Edit Wiew Insert Format Records Scripts  WWindow Help
DE-Fa@y|ibme|o|EEc|ss @

EBrowse

el

hzﬁ;‘:w S .| [“rorm Fiist || work Requeat | Report |
. (New ) ( Find )} ( Delete )
I =+ e — —
— |
HEee Ui eeze [ Class@op Loz (0 #3527 Badeli [ Chemiewy |[0 35107 | sAc00 | §1a50
i [ sez8 [ Glssshep e 00 # 528 Mlmic  J[ Chewiemy || 32718 | &mmo0s | 4710 =
Found: [ s6a0 [ Glweshop | e 09 #3090 11 Lee | Chemistry J[ 2728 | smso09 | $a000
?I'7otalz [8641 [ Olassthop | Az 00 #3300 11 EHarold | chon  J[71szes2397 [ smmo0s | wa0.00
2019 D[ e6az [ Classmhep Lz 09 # 531 Bilran ) Phemmacologica] [715-795-6375 [ &rr2008 | $109.20
Unsarted [ e643 [ Glassstep Loz 00 #3532 [ Eadeni  J[ chewismy J[ 35107 [ salaoos | $ll0.00 E=
Ui eees [ Classshep | B0 # 11 Cai | Gemiery [T 32710 | sn4moos | w05 v |
[8645 [ Olassthop | e 00 # 33 ] BiloTler | [ Cheniewy ] [715-213-0198 [ easzone | ge0.o0
[ e64s [ Glssthop Bz 00 #3535 Dy | Chemisme [ 280 | sasaoee | 3548
U [eear [ Glassshep Loz (0 #3736 Sicadives [ chewiore [ 31171 | sasaoee [ 000 [E=1
Ui eee [ Clssshep | Ene 00 # 337 11 Lee | Gwmiery [ 3272+ | sas;moos | $e0.00 =
[8640 [ Olseshop | P | Clifford I Cee ][ 34262 [ emozoos [ sis.o0
Ui w650 [ Glassfhop | Bz 02 #3372 11 Les | Choniewy J[ saras | smcmoe | @s0uz
U[86s1 [ Glassshep Lz 09 # 340 Eadich J[_Chemiemy [ 32740 | sa6o009 | $466.84 [E=1
Ui eesz [ Glassshep £y (10 # 341 Shonim [ Chemiemy || 32715 | asmoe | $10.00 =
[865% [ Glasesmop | Bz 00 #3a0 ] [_ssturimen | Chwsmictry [T z:i7e0 | easmoes | gs00.00
[8654 [ Glassaop | Az D ED 1o | Chgmiemy J[ w1927 | smsmoes | 00
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10. Change the “Billed” field to Yes. 10

&V FileMaker Pro - [¥ChemShops (¥DBS.NSM.uh.edu)]
™y Elle Edit Miew Insert Format Records Seripts  Window  Help

D2 -lx&@¥|sme|o | Bgo & fSg B

I:ﬁ%] L | [Form FOst || work Requeat | | Rapart
1  New ) ( Find ) (__Deleg
T
r Order # Shop Project Title Last Name Department  Phone - t: - Complation Status
Record B63% Glass Shop Long 09 #327 [ Eaeni Ve [ 55107 [ eemios [ $1230
17 8639 |  HlassShop anz 00 # 302 Tiljemic ) Chemicerr J[ 52718 | wma00e [ 7.0
Found: [ 8630 [ (lassShop oz (D #5320 Le: ] Chemistry [ savz+ | smeaoos | s0.00
WT?t ] [ 8641 [ olassShop [ = 09 % 330 1L Harold 1[ Chemn J[71z2082397 [ smema00e [ 2000
zg-ﬁc_; [ e6a2 [ OClassshop £z 09 # 331 Ellcun ) Ehemmacologica) [715-7958375 [ sm2000 [ goe.o
Unsorted [ e6a3 [ OlassZhop Lz 09 # 3530 Ealielli ) Chemismy [ 5107 [ salamooe [ 000 Wes
[ ess4 [ classShop [ Ene 09 & 10 Cai I Chemiory [ 3270 | easmoos | oS
[e645 [ GlassShop iz 00 # 554 Toller ) Chemicmr ) [F15-213-0198 [ eil4zo0e | $60.00
[ee46 [ GlassShop iz 00 #3555 ey ) Chemmicmr J[ 32829 | eilerzoos | $5.45
[8647 [ GlassShop g 09 # 356 Arkadiiss [ Chemiere J[ 31171 | saszoos [ $#0.00
8648 | (Classshop Lz 09 # 337 Tee | CChemiary [ 3272¢ [ sassazo0e [ ssoo0
[ e649 [ OlassShop £ 09 # 358 | T | Cee )[ =az62 [ smomo09 [ s1s.00
"1[ 8650 [ Dlassshop [ Euz 09 #3539 10 Les ) Chemistrr J[ s272¢ [ sasmooe | se022
[ e651 [ lassShop e 09 # 340 Iadich ) Chemistrr J[ 32740 [ sasmo0e | wes.84
1[ees2 [ Glassshop Lm0 2 5] Shoupm [ Chemisry [ zavis | smemoos | slo00
[#65% [ Glaetmor [ oz 00 % 540 ] [ fdvincu I Gemimy [ i760 | s@smoos | 3e00.00
[e65% [ Glasschop Az 00 #0 Depatmert | [ Chemierre )| 3-1927 | szecoos | $0.00 Hes
11. Review the rate charged on each bill. Compare to the UH approved billing rate and make
sure it matches. The rates are approved annually so make sure you have the current
billing rate schedule. Once the bill has been printed, it will look like this.
CHEMISTRY DEPARTMENT SHOF WORK REQUEST
JobiLog Mumber: 8638
Date Job Finished: 8/4:2009 Project Title: Aug 09 # 327
Caontact Mame: Chariz Peiialber Shap: GlassShop
FI Mame: Steven Baldelli Manth: Aug  Year 09
FI Department: Chemistry Job Type:wo  Job [D:

Campus Phone: 3-5107

Diagramsiork Requested:

Aug 09 = 327

Fabricated a flange with a ground joint R ate mu St m atCh
the UH approved
rate for the shop.

Id®  #OF tems [ Costiunit Subr Total

| Materials
— E(m T oo {51050
Hours Billkd  Bill Rat
[Mon Billable Hrs. Haurs Bi il Rate otal Charge  $12.50

Shop Manager:
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Instructions for Preparing the Invoice once the Shop bills have been
received and printed.

1. Sort bills by:
a. Shops (i.e. Machine, Glass, Xray, etc).

b. Faculty Name

2. Go to the Invoice Database saved in ChemAdmin/FilemakerPro Desktop Use/Invoice.

(Access will be provided by LaSaundra Cotright) and click on invoice.

B Fiertaker Fro - [Invoice (CHEM_ADMIN)]

) Bl G Wew [t Foma fecade Gogte Wedoe b
D&F-B&¥ 'l BE®&S TS

Erowie
J7 slzif

Totst
e
Unsosted

Welcome fo the Depariment of Chemist

invoice Datal

[r— Imvoices for
nvoice cMC

List by Service
Center

Report any problems 1o LaSaundra Colright X-3-2712.

3. The invoice screen will populate

a. Scroll until you get to the last record in the database
b. Click on “Create New”

Y FileMaker Pro - [Invoice (CHEM_ADMIN)]

7 Fle Edit View Insert Format Records Soripts Window Help

D= wayreels BED @ISR D)

[lnvoice |

Record:
2316

Total
2316

Unsorted

Service center name:

3a

Browse Menu | Find | | Create New
[Usl=l5l  involce et o Costernar ot @y Bz
Layout University of Houston, Dpament of Chemistry, 136 Flaming, Houston, T 77204

Tne: 7137431927

Mass Speetrometry

] Step 1: Select the Shop:

C

PHARM 5037

Invoice #

Joydip D
Toological & Pharmaceutical Scisnces Iivaics Date
'_J‘/ University of Houstan Billing Period

CHEM1927

Step 2: Enter the Customer ID:

090108

Bearch for Customer ID

080109 to 02/31108

Step 3: Enter Invoice Details

Billing Methad Electronic
Bill To gf different from Customer) Amourt Due $38.00
[Fricka Adams., DBA- euiliams @uh.edu
[Copies to: 1) Customer 2) Shaki Commissariat . College Business
iministrator - shaki@uh.edu
Professor ttemdJob # Description Cost Total
Anjoy z ESkMS Experiments 36.00 36.00
. 3 Balance Due $36.00
Fer uniwersity policy, the uniwersity's on-campus indirect cost (IDC rate) is —
included in the billing rate unless there is an approwed waiver. UH hisin Cumert |DC rate 0.000 enter as 0.000 <==:
campus users are exempt from IDC. Some non-UH academic users may be  Cost before 10| 35,00
exempt nith prior approval 10 Amount 0.00
Totalwith 10C 36.00
Cetifioation of Service Center Manager or Aepresentative.
| centify, that based on information and belief formed after reasonable
inquiry, the statements and information cortained in this imroice are true,
accurate and somplete TS SOV W o R Ve S

Payment Is Due Upon Receipt Of Invoice

Hon-UH Mzin Campus Customers

Maks Check Payable to: University of Houston and remit with copy of thiz invoice to:  Attention:
LaSaundra Cotiight, Department of Chemistry, University of Houstan, 136 Fleming Building, Houston, TX

772046003

UH Main Campus Customers only:

-Prepare an SC Vousher payable to:Mass Spectrometry
-bepositto cost canter: Z060-HI07-F1715-NA-30611
-Upload inwoice, and, if prowided, wodk request.

~Create one woucher per invoice

Service Center Billing - Department of Chemistry

Step 4: Verify Accuracy of all Information
Step 5: Print

VERIFY IDC.
Verify whether IDC is in the approved

" fiote: 10C effective 8/1/108 is 49%
Go to B 10C effective 3/1/08 is 50%
‘arify with DBA each fiscal year for any changes.

the approved biling rate and shown
separately on the shop bill, add it as a line item in
this section. I not shown separately, just verify

that total rate charged includes IDC.

=Remember to check IDC rate.
Enter 0 if the user's rate is exempt
from IDC.

EillingHote

Peremail from Shaki Commissariat 8/45/08: LaSaundra,
itwould be a good idea to send the invoices to the
DB, Ms. Ericka Adams (email copied). with a copy to

P A0ONTCOE: 50051 GHE MAGE)
000 (b3l k)

3b
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4. The information on the invoice is entered as follows:

3 FileMaker Pro - [Invoice (CHEM_ADMIN)]
Y| Flle Edit View Insert Formst Records Scripts Window Help

D& -8y Jel - BEE 8o ssa

£l

Browse | Menu | | Find | | Create New |
elElsl  involce ey Costomer Corto
Layuu[_ University of Houston, Depatment of Chemistry, 136 Fleming, Houston, TX 772045003 Fhone: 713-743-1927

Invoice ¥

Service certer name

VERIFY IDC.

bi

ate.

Step 1: Select the Shop:

Verify whether IDC is in the approved

A Customer: R higniass Step 2: Enter the Customer ID:
T Invoice Date 10/2/2009] [Search for Customer (D)
o Billing Period | to ‘aotep 3: Enter Invoice Details
Fiecord Billing Method Yow.d: Verify A £ all Inf ti
(2317 Bill To gt differert from Customer) Amount Dus 2 ?"fy ccuracy of all Information
Totst Step 5ORgnt [___prt__|
217
Unsorted
Professar, temdlob # Description, Gost, Total

icte: 1D =H=ctive 91106 1= 0%
Goto " 1DC effective 21108 1= 500
‘erify with DBA each fiscal year for any change

he approved bili
separately on the shop bill, add it

Balance Due

Per university policy, the university's on-campus indirect cost (IDC rate) is
included in the billing rate unlezs thers is an approved waiver, UH Main Curment 10C rate: 0.440
campus users are exempt from IDC. Some non-UH academic users may be  Cost before IDC[__ 0.00
&xempt with prior approval. 1D Amount 000

Totalwith IDC ] .00

from

Centfiation of Servive Center Manager or Fkpresertative
I certify, that based on information and belief formed after reasonable
inquiry, the statements and infarmation cartained in this invaice are true,

accurate and complete TEIGE CRITET MANAE 1 Of Replere i SEIAn T

Payment Is Due Upon Receipt Of Invoice

Mon-UH sin Campus Customers:

Make Check Fayable to: University of Houston and remit with copy of this invoice to:  Attention:

LaSaundra Cotright, Department of Chemistry, University of Houston, 136 Fleming Building, Houston, TX
772045003

UH Main Campus Customers onl

-Frepare an SC Woucher payable to

-Deposit to cost center: PS5 acoontCock - S0051 e ack)
-Upload inwoice, and, if prowided, work request, 50050 (beal T uck)

~Craate one voucher per invaice

Purpose/Benefit Statement;

illingHate

Bill to Cost Center.

FI or Authorized Signature Date
Questions, Call: 713-743-2730

Prlve: 1020008 328017 PI

this section. If not shown separately, just verify
that total rate charged includes IDC.

member to check IDC rate.

Enter 0 if the user's rate is exempt

1. Select the shop from drop
down box.

2. Enter the Customer ID #,
can be searched by clicking
here.

3. Invoice # and Invoice date
will automatically populate

4. Enter invoice details:
Professors last name, job #,
description and cost

Billing period will be
(mm/dd/yy - mm/dd/yy)

. Current IDC rate will be
0.00 if the customer is
from UH, if customer is
non-UH, the IDC will
automatically be 0.50

Verify “Balance Due”
matches “Total w/ IDC”.

8. Print

Service Center Billing - Department of Chemistry
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Instructions for Preparing the Invoice once the Shop bills have been
received and printed.

Enter all invoices in FMP prior to distributing invoices.

1. Goto FMP. Navigate to: Main Menu, Ledger, Quick Entry.

TT B Bt Yew [rert Fopet Bowedt Jowti Wndew bl

DF-BE&7| i iaf < |mDe @ dcsn| i
Brawse Ledger
Jo sl Budger Purchase Inventery  Time Billing HRPayroll
o 21| fo e g
BE ) & &7
—
mecn | SN9SK BOK “ —
P & Cost Cemter List
ot Z- < e
Uraoetad g
AT Oick Entiy
_
Transaction List
( Sty of
[rem—p—
Transaction List Detail
Reconciliation
Current Mesnh Search

2. Select FIND and type one of the following in the Vendor Field to obtain a template for
the shop you are billing.

NMR Shop

Machine Shop

Glass Shop

Xray Shop

Electronic Shop

Mass Spec Shop

a.
b.
c.
d.
e.
f.

B FileMaker Pro - [vChemLedger (¥DBS.NSM.uh.edu)]

Iy Bile Edit View Insert Formst Seripts Window Hslip
EER e R = E e
Quick Entry

File Control Records Find Reqyest
Page Setup | Delete This Record | Find
Print | Duplicste Thiz Record | Modified Last Find | Sort

| Delete Found Records | Add Mew Request | Unsort

| Replace Field Contents | Duplicate Request | Omit
| Relockup Fizld Contents | Show All Records | Omit Mukiple

2a-f

IHEWES‘ Postto Lag Do
1

Total Document Type: :l Speed Type:
1
Omt [~

tstatus ] Send E-mail

Sub Ascount:

Project Status:
Sponsor,

Symbols | Tipe the vencior name in the Vendor bo below,
then click on gl hjoek
Vendo Coaleitvandet | [k

Descriptiol

| Internsl Notes:

' Morthly Form Description

PS Account

i Purchase Agent Note:

Entered By:
Date Entered

Documert

Iue must be *1° or greater]

Reference
P Num:
Line#td .}

Emunbrams ATt En. ek

Py

Search for PS Account number using the description
You can search by KeyWord or Full Search)

Service Center Billing - Department of Chemistry

Full Search
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3. Scroll until you find the record for the previous month.

&Y FileMaker Pro - [¥ChemLedger (YDBS.NSM.uh.edu}]
Fle Edit Yiew Insert Format Records Seripts indow Help
g may|( i melo BEe M @de SR 0

Browse

Quick Enti
Ine —

Records
| Mew

File Control Records Find Request
Layout:

lm Page Setup | Delere Thiz Record

Print | Duplicate Thiz Record

| Find

| Delete Found Records Peidliew Request | Unsort
| Replace Field Contents | Duplicate Remue
| Relookup Field Contents | Show All Records

IT:ED;M Postto Log Document Status:  Paid

Send E-mail

Found Document Type: [__SC Voucher Speed Type: Sub Ascourt;

1432 Project Status

Total sponsor

78011 Project vear ] a
Unsorted Type the vendor name in the lYendor hox below,

then click on “Select Vendor'lo puif out closest maltchies).

: b ilities) CSelect Vend
Vgnan. [MRB Shop (Chern Sve Facilities] electiender | 3748 Invvoice # [CHEMIE85 ]|
Description: [A1gust 2009 NMR Shap Charges fart| Internal Notes: J—
he Undergraduate Lahs mmJdd 4 b
Morthly Form Description:
PS Account : [50050 RECOVERED COSTS-LOCAL
Revenue -
Ertered By:lemmatin__]| purchase Agent Hote:
2565 [ Jwaue must be 1" or greater Date Ertered: B/31/2006
255 = Dosumant sz 7es ]
Refersnce # [CHEM1895
L1 Pa Hum
Ercumbrancs Amt Enc.Dote trew [ ]

urpose Benefit :
Wugust 2008 NMR Shop Charges for the Undergraduate Labs. NMR Services needed for the compl (2

etion of CHEM 4228 by students during the Fall 2009 semester. Will be funded by the incidental fee
= cost center being charged in the Department of Chemistry,

Search for PS Account number using the description
{rou can search by KeyWord or Full Search)

Type the description the box below then click on “Full Search”
Full Search

Record Nura: 46785
TR Num
Creator Hame: emmarkin

/2172000 [8:72:44 A
Modifier Name: lkarenadm

anrona 23042 PM [0 ][0]

4. Duplicating the record template.

a. Duplicate the record template to enter the information for the current month.
b. All Shops have a subaccount that needs to be entered in FMP for ST 17835
(except Mass Spectrometry — ST 30611)

Shop Initials for Chem Facilitie:
Glass.......ccoeveeevennnn... GS
Machine Shop............ MS
Electronic Shop .........ES

NMR Facility............. NMR
Xray ..ooccvevennieenneen . XRAY
Surface Analysis....... SURF
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5. Duplicating the Credit Record to create the Debit Record.

a. Enter the Speed Type # the PI provided.

(Since the record is being entered in FMP prior to receiving the speed type # from
the PI, enter 12345 as the speed type to be able to create the record. Speed type

provided by PI will replace 12345 once received).
b. Change the PS Account to 53855.

c. Change the Amount to a positive amount.

BY FileMaker Pro - [¥ChemLedger (YDBS.NSM.uh.edu)]
7 Ele Edt Wew Insert Format Records Scripts Window Help

Browse

R

——
Record:
1490

Found;
1432

Tatal
7E003

Unsorted

QuickEnl_+

EEREE A A

Quick Entry
Eile Control Records
Page Setup | Delete This Record

Print | Duplicate This Recard
| Delete Found Records

Find Reguest
| Find

Fostto Log Daocument Status:

Document Type: [__5C Voucher Speed Type:

Type the vendor name in the Vendar box below,
then click on "Select Yendor” to pull out closest matchies).
Vendor: [NMR Shap {Chem Sve Facilities: Dgalact Vender

Description: ’August 2008 MMR Shop Charges fort| Internal Notes

he Undergraduate Labs.

. mw. SERVICECO
PS Account : |[53855) NTRACT

hand O

| Modified Last Find | Sort

| Add Mew Request | Unsort
| Replace Field Contents | Duplicate Requ,
| Relookup Field Contents | Shew All Records | omit Multiple

Records
| Mew

5a

est | Gmit

Sub Account:
Project Status: [Active |
Spansor:
Project vear: ]

5b

3748 [ CHEM1805

Irv. Date: 0941509
mmldd

Marthly Form Description:

5¢c

2555

Aot

Emcurmbrance At

[ |Walue must be 1" or greater|

Quartity

Enz. Date

urchase Agent Note:

Purpose Benefit :

trugust 2009 NMR Shop Charges for the Undergraduate Labs. NMR Services needed far the compl |2
letion of CHEM 4228 by students during the Fall 2009 semester. Will be funded by the incidental fee
s cost center being charged in the Department of Chemistry.

Search for PS Account number using the description
(rou can search by Key'word or Full Search)

Type the description the box below then click on “Full Search”

Record Num: |BS6766
TR Mum,
Crestor Hame: emmarkin
272172000 2:23:44 A0

Full Search

Modifier Name: karenadm
sranes a4 [o][0]

6. Prepare Invoice for Distribution to the PI.
a.

Once the invoice has been entered in FMP, it is now ready to be submitted for payment.

b. Place the invoice in a folder that should be returned to you. Labeled “Sign and Return to

XXXX™.

7. Once PI returns the Invoice:
a. Verify the cost center balance, allowability, and project dates.

b. Find the Invoice # in FMP. This should bring up both the debit and credit records.

Service Center Billing - Department of Chemistry
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Clear Lake Payment Procedures

4/27/04, 10/02/09

Below is a summary of how the University of Houston-Clear Lake pays for Chemistry
Service Center Invoices:

0 Clear Lake Department receives the invoice.

0 Clear Lake Department forwards invoice with cost center information to the Clear Lake
General Accounting Department requesting payment of the invoice.

0 Clear Lake General Accounting prepares an inter-campus journal and includes the
following description which will appear in the description field of the 1074 report
(Revenue/Expense - 1074.3Db).

» 50050 UHCL PMT INV# CHEM#### - IRNL #HH#HH#HHH

Source: Arlene Lockwood, Clear Lake General Accounting Department

Clear Lake Contacts:

Name Title Department Phone Email
Major
Contacts:
Maria Winters School of Science 281-283- Recelves e bils winters@cl.uh.edu
& Computer 3770 ;;Sm?er:ﬁ[) (Sse?:
Engineering Acct.
Arlene Staff General Accounting | 281-283- ng;r‘t?nee?]'t": forthe | Jockwood@cl.uh.edu
Lockwood Accountant 2128 Prepares the inter-
campus journals
Kimberly Bujok | Senior Sec. | School of Science 281-283- bujok@cl.uh.edu
& Computer 3793
Engineering
Sandy Lejeune Accounts Payable 281-283- prepares the wire lejeune@cl.uh.edu
2123
Administrative
Contacts
Lee Folk Research 281-283-
Admin Acct. 2138
Mike Business School of Science 281-283-
MacDonald Coordinator | & Computer 3718
& Assoc. Engineering
Dean
Harriet Vincent | Director A/P | Accounts Payable 281-283-
2127
John Cordary Assoc. Vice
President
for Finance
Robert Ferebee | Assoc Dean 281-283-
& Director of 3715
Admin
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PS Account Codes for Service Center Recovered Costs

UH Customer Service Center

50050 — RECOVERED COSTS - LOCAL Use when paying with Local Funds only

PS Description: FOR USE BY LEDGER 1 SERVICE DEPARTMENTS TO RECORD
COST REIMBURSEMENT BASED ON COST OF DIRECT MATERIALS, LABOR AND
SUPPLIES PLUS REASONABLE OVERHEAD CHARGE WITHOUT ANY MARKUP FOR
PROFIT. IT IS USED ONLY WHEN THE RECEIVING DEPARTMENT CHARGES THE
COST TO ANY FUND ACCOUNTS OTHER THAN A STATE FUNDED ACCOUNT.

50051 - RECOVERED COSTS - STATE Use when paying with State Funds only

PS Description: FOR USE BY LEDGER 1 SERVICE DEPARTMENTS TO RECORD
COST REIMBURSEMENTS BASED ON COST OF DIRECT MATERIALS, LABOR, &
SUPPLIES PLUS REASONABLE OVERHEAD CHARGE WITHOUT ANY MARKUP OR
PROFIT. IT IS USED ONLY WHEN THE RECEIVING DEPARTMENT CHARGES THE
COST TO A STATE FUNDED ACCOUNT. (LEDGER 1)

50053 — RECOVERED COSTS - CASH SALES Use for payments by cash/check only

PS Description: FOR SPECIFIC USE BY LEDGER 1 SERVICE DEPARTMENTS TO
RECORD CASH COSTS FROM SERVICES TO NON-UNIVERSITY RELATED
ACTIVITIES PERFORMED OR FOR GOODS OR SERVICES PROVIDED TO
STUDENTS, STAFF AND GENERAL PUBLIC.
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