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Create an External Charge 
 

An External Charge is a generic way to create a charge on a Work Order Phase.  The charge can be applied to any 
of the Subledgers and is just a flat amount.  There are fields on the screen to allow the entry of other information 
that can be used to document the charge. 

 

1. From the menu, under Finance, select External Charge 

 

2. Click the External Charge hyperlink and then click:  

a. Alternatively, you can click  to go right to the External Charge entry screen. 

 

3. Add the following required fields: 

a. Work Order 

b. Phase 

c. Work Code 

d. Select the Subledger from the dropdown 

e. Subtotal 
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4. Add the other fields as needed by your institutions guidelines. 

 

5. Use the  to have the system recalculate the Total Amount field. 

6. Click:  

Note: On initial entry the External Charge will be saved as Not Posted.  

You cannot approve the External Charge from here. 
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