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External Billing Automation through iLab 
Important information outlining automated billing process 

Effective 12/20/17, the iLab external billing process will be automated for cores providing services to external customers and JHU Affiliates.  
Cores will no longer need to park invoices manually (FV70) and this function will occur automatically after a billing event is processed.  Similar 
to past FV70 procedures (Parking an Invoice), Cores should work with the JHU iLab support team to ensure the external customer is registered 
in iLab (see section 1 below).  External customers will continue to have four options for payment: credit card, wire transfer, P.O., and check.  
Please be aware that external customer billing generated prior to 12/20/17 should be processed manually in SAP.   

Please carefully read each of the sections below to understand the updates associated with billing automation.  If you have questions 
regarding the external billing process after reading the information below, please contact one of the members of the iLab Admin Team (Shawn 
Franckowiak, Barb Daily, Jeff Smith) 

1. Registering External Customers
In order for external customers to request services and/or schedule equipment, they must be registered in iLab and be 
associated with an external institution.  Prior to cores billing any new external customers for services rendered, please 
contact the iLab Admin team to ensure that the external group has the proper SAP customer information entered within iLab. 
Customers not having complete SAP information will be highlighted in red on the service request list and will not be 
accessible for billing.  When working with the iLab Admin Team to update SAP customer info, please be sure to forward the 
“billing point of contact” and billing address information outlined on page 2 of this document to expedite registration. 

2. Customer selects a payment method
External customers are required to identify their preferred payment method through iLab at the time of the original service 
request.  This information can be viewed by the Core through iLab in the payment information section of the customer 
request.  When a customer receives the electronic iLab invoice, the “Select Payment Method” can be clicked for the 
customer to submit a credit card payment through the Paywire system (see screenshots below). 

3. Customers paying by wire transfer, check or PO
When a billing event is processed through iLab, please be aware that a separate official JHU invoice will be sent to the invoice 
customer/owner.  Customers paying by wire transfer, check or PO should reference the JHU invoice number found on the 
JHU invoice that begins with the digits “18XXXXXXXX.” (See example on page 3). Customers paying by check should remit 
payment to Johns Hopkins Central Lockbox.  In addition, POs received by Cores should be forwarded to: billings@jhu.edu  
**Please communicate to customers that both a JHU Invoice and iLab Invoice will be sent and to submit only one payment. 

4. Customers paying invoices by credit card
When customers pay by credit card, please refer them to the iLab Invoice (sent to customer after billing). Have them click on 
the Select Payment Method icon under invoice amount and chose Credit Card.  The customer will be re-directed to Pay Wire 
where they will be prompted to enter the iLab invoice number (See example on page 3 with invoice # MSAPC – 1092364) 
and their credit card information to finalize the transaction.  **Please communicate to customers that both a JHU Invoice and iLab 
Invoice will be sent and to submit only one payment. 
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Supplemental Information 

Instructions for Registering Two Types of Customers  

JHU Affiliated External Customers (i.e. Kennedy Krieger, Carnegie Institution of Washington) 
Affiliated External Customer Registration Guide 

Non-JHU Affiliated External Customers (i.e. institutions, corporate entities) 
1. The Core staff must obtain the following information from the external customer:

• Customer Name:
• Company/Institution:
• Acronym for Company/Institution:
• Country:
• Street Number:
• Street Name:
• Building:
• Room:
• Floor:
• City:
• State:
• Zip Code:
• Bank Routing Number:  (This is only required for customers paying by electronic transfer)
• Bank Account Number:  (This is only required for customers paying by electronic transfer)

2. The external customer information above should be sent to either Shawn Franckowiak, Barb Daily or Jeff Smith.
3. The external customer will then be verified/created and entered into the iLab system.  This process may take a few

days (2-3 days) if a new external customer number needs to be generated.
4. You will be notified when the external customer number has been placed into the iLab system.

JHU Remit to Address Info 

Johns Hopkins Central Lockbox 
c/o Bank of America 
12529 Collections Center Drive 
Chicago, IL 60693 

Identifying Payments in Holding Account  
In certain instances, payments from external sources cannot be identified and are placed into a holding account until the 
funds recipient can be identified.  If your core has external customers that have made payments, but haven’t been received, 
you can check the holding account for unidentified funds received by using the links below. 

Holding Account Website:  
https://apps.finance.jhu.edu/depts/treasurer/tops/internal/ca-ucr.html 
Link to Holding Account: 
https://collaborate.johnshopkins.edu/sites/treasurer/treasury_services/SitePages/Unidentified%20Cash%20-%20Date.aspx 

http://www.hopkinsmedicine.org/research/resources/synergy/core-in-a-box/finder/JHU%20Affiliated%20Institution_Registration-Final.pdf
mailto:sfranko@jhmi.edu
mailto:bdaily@jhmi.edu
mailto:smithje@jhmi.edu
https://apps.finance.jhu.edu/depts/treasurer/tops/internal/ca-ucr.html
https://collaborate.johnshopkins.edu/sites/treasurer/treasury_services/SitePages/Unidentified%20Cash%20-%20Date.aspx
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Example of Official JHU Invoice 
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Example of iLab Invoice 
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