
Subject and Task: CWRU Cores Revenue Workflow 

29th of the Month 

 Core Administrators confirm Charges listed in 

the billing queue.  

30th of the Month 

 Research Administration 

processes monthly Billing. 

All Month 

Core Administrators select “Complete” 

to complete Service Request and send 

charges to the billing queue.  

31st of the Month 

File Sent = The billing event was successfully processed 

Note: Dates vary pending the last 

business day of the month. 

Core Administrators can confirm their billing by viewing the following reports.  

1.) iLab Report  

2.) Income & Expense Report (from CWRU Accounting) 

3.) Aging Report (from CWRU Accounting) 



The Excel file generated will provide a lot of useful details, but for this please see the following 

columns.  

Column P—Speedtype = The Core Speedtype that the revenue is received in.  

Column S—Account (Internal Debit|Internal Credit|External Credit) = The Account code for 

the Income and Expense Report (next page). 

Column X—Total Price = The total dollar amount of revenue.   

Column AD—Date file sent to ERP = The Date/Time the charge was sent to CWRU Accounting 

iLab Report  

Shows charge was sent to be added to CWRU 

records.  

Note: Column letters vary. 



The Income and Expense Report shows that the revenue has been added to CWRU Records.  

582910—Billings to Other Depts Control = Revenue from Internal Invoices (CWRU Core to CWRU 

Lab—automatically paid by CWRU Speedtype)  

406080—Other Income Control = Revenue from External Invoices (CWRU Core to External Lab—

manually paid by external funds)  

Income and Expense Report  

Shows charge has been added to CWRU Records 

Note: These Account codes are specific and can be verified using 

Column S—Account (Internal Debit|Internal Credit|External 

Credit) of the iLab report (previous page).  



The Aging Report shows that external payment was received for the charge and CWRU Records have 

been closed.   

Column D—Status = Paid/Closed or Not Yet Paid/Open 

Note: Any invoice 90 days past due is actively being collected on by 

CWRU Research Administration. Research Administration will send 

the Core Administrators quarterly updates on the Core’s collections.  

Day 1: Research Administration emails all external invoices to IO, FM, & PI.   

Day 90: If the invoice is 90 Days Past Due, Research Administration sends follow up email to IO, FM, & PI, and verifies 

lab contact information.  

Day 120: If the customer does not reply to the 90 Day Follow Up, Research Administration will cc DM.  

Day 150: If the customer still does not reply, Research Administration will cc CWRUCore Administrators for additional 

assistance.   

Collections Workflow 

Aging Report  

Shows CWRU Records have been closed.   
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