
Subject and Task: Create a Not Billable billing event for $0.00. 

1.) After logging in, select the 

hamburger symbol in the top 

left corner.  

2.) Hover over “My Core” and 

select your Core from the list. 

3.) Select the orange crowned “Billing” tab. 

4.) Select “View Charges”.  

Note: If you cannot see orange crowned tabs, 

contact cwrucores@case.edu to gain access 



5.) Make status Not Billable / Completed  
Note: If you click the Red X, you will 

delete all records of the charge from 

iLab history.  

Note: Charges marked “Not Billable” will 

process for a $0.00 amount.  

6.) Select “New Billing Event”.  

7.) Initiate a Not Billable billing event.  

8.) Select “Review Charges”. 



9.) Search “Not Billable”. 

11.)  Complete. Your Core’s billing event is now 

with Research Administration. There are no further 

steps for the Core Administrators to take.   

10.) Select “Ready for Review” to send file 

to Research Administration for processing. 
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