
ENTER EXTERNAL CHARGES 
 
Path: Module:Finance>External Charges 
 

1. Click the NEW Icon to insert a new record 
2. Complete the following information for Equipment charges: 

a. Description: Enter the identity of the equipment 
b. Subledger: Equipment 
c. Total Cost 
d. Work Order & Phase (Zoom to complete Work Code) 
e. UOM: Hours or Days 
f. Invoice Date: Date of Equipment Use 

3. Click the SAVE Icon to save the record 
 

 
 
 



APPROVE EXTERNAL CHARGES 
 
Path: Module:Finance>External Charge Approval 
 

1. Click the EXECUTE SEARCH Icon to find unapproved records 
2. Click on More Detail to view the transactions for each Work Order 

 
3. Check the transactions to approve, or Select All 

 
4. Click on the APPROVE Icon. The display will update to show any remaining 

unapproved charges 


