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Step/Description Snippet Outcome/Result

B Faculty (Requestor)

B Submit Form Data
Open the form from Microsoft Teams and fill out all of the required fields.

- All new requests should have a Service Type of "Service Request"
- Parters & Buyers should be your department

K

- Responsible Customer should be the relevant Pl Service Type *

- Phone Number should be the requester's phone number v N A SB35 A Figast

- Project should be the associated project's name r.

- Job Description should contain any additional details for the job |\-"'—“'“'“‘- Requesat o

- If you have any files to add, those go under File Upload
Partners & Buyers *

ST M TRvMISaNnGg CAMBATY or ih SSaTMAAT, IF They 478 0T B80a, Dleass contast

¢ IniraamE i o AsaisTanee

Click "Submit" to submit your request.

Type to szarch I~ |

Requested By:
Ihiz appies if the order is requestad by someone oifsr than ihe responsibie customer.

| Type to szanch hd |

Phone Numbser
[« o ]

4

Service Request Detail

Praject:

4 Job Description

Flle upload

Bropyour files hara
Erowse

7| Send ma 2 copy of my rosponses

. Pawered by [0 smartsheat

0%
et A ———

Page 1 of 7



Step/Description Snippet Outcome/Result

Service Type All new requests should have a Service Type of "Service Request".

Service Type *

Far new request submit as "Service Raquest'

Service Request = -

Partners & Buyers Parters & Buyers should be your department.
Partners & Buyers *
Select the requesting company or uh department. If they are not listed, please contact

wjordan@uh.edu for assistanca.
[| v }

UH Physics

UH TeSUH
UH Engineering Technology
UH Caollege of Technology

UH CBO, N5M

Responsible Customer Responsible Customer: * Responsible Customer should be the relevant P, selected from a list of
. names that will auto-populate with available users.

Select the Responsibia PIL If they are not listed, please contact jwjerdan@uh.edu for
assistance.

[T\,’pe to search w ]

Aaranyah Kandasamy
akandasa@cougamet.uh.edu

Aaron Skaria
avskaria@cougamet.uh. edu

Aaron Smith
absmith&@cougamet, uh.edu

Aasiyah Lakhani
alakhan7@cougamet.uh.edu v

Phone Number Phone Number should be the requester's phone number.
Phone Number

i

v o+ il

Project Project should be the associated project's name.

Service Request Detall

Project:

| Project MName
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Step/Description Snippet Outcome/Result

Job Description Job Description Job Description should contain any additional details for the job.

Details about the job should go here.

File Upload File upload If you have any files to add, those go under File Upload.

Drop your files here
Browse

Click the "Submit" button. This will generate a new line on the General Intake Source Sheet; the shop

i will be notified via email and will begin the approval process.

!
:

B Admin - Generating a Quote _
B Generating a Quote I

When a new request is entered, an update request will be sent to a specific user in
charge of reviewing invoices.

This will open the request in your browser.

Open that email and click on the "Open request" button to open the update request.

B M Reqest for Servce - soice HOT12-10065

parmmes e Skt mkmdudup aresaLone =)

CALTI Trar o g e e
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# g ranus] b bean pubmied b ou e
Srel It e 1 ek Bk

Tinos v o x Tasards
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Step/Description Snippet Outcome/Result

Make any necessary updates. When you're ready to send to the customer, change This will trigger an automation that creates a PDF based on the fields filled
the Status field to "Quote" and hit the "Submit Update" button at the bottom of the College of Natural Sciences out and a second automation that emails the contacts in the Requested By
page. and Mathematics and Customer fields.

UNIVERSITY OF HOUSTON

& New Request for Services -
Invoice HO112-10068

A new request has been submitted by Dzienlara@oeplimumcs.com. You can find
the details in the link Delow,

Once you open thi request, you can make any necessary updates. To send a
quote o the customer for their approval, simply change the Status o "Quote”
after you've made your changes.

Involce #
HONM2-10068

Status

Service Request ¥
Customer

brientara@optimumes.com v
Requested By

Submit Update

When the Status changes to "Quote", an approval request is sent to the contacts in & ction Required: Herw Cuote tom Physics Machrs Shap - HDI12.10088
the Customer and the Requested By fields. @ i 4 S e <eniomsdimbaspamahiceme & o

(-

TR ThE e R e g T R S s e T o P, ¢ B s e e

ol

haric v bor jor el e Fures e He deeady anc soepaned fha
ahiches quits ket et ennataion

Fanen smdac] “Nppmaes” | mearything ok serbstacory 1 sy conges s
rresein, hruly sdvet Tk’ sral anhka pour comessnis 40 we s ks
i TR ST

[ n prisrgt irnd e b funz e

Bt i1gta,
i Skt
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Step/Description Snippet Outcome/Result

When they click the "Open request" button, an update request will open and prompt Their response will be saved in the Status field as either "Approved" or
them to either approve or decline. % College of Natural Sciences

"Declined". This will trigger another email.
and Mathematics

UNIVERSITY OF HOUSTON

& Action Required: New
Quote from Physics Machine
Shop - HO112-10068

Dear

Thank you for your request. We have reviewed the details and prepared the
altached guote for your consideration,

Please select "Approve” if everything looks satisfactory. If any changes are
needed, kindly select "Decling” and include your comments $o we can make
the necessary adustments,

Wi aporeciale your prompl attention and 6ok fomward L your response.

Best regards,
John Costales

Status
Quote

Invoice #
HOM2-10068

Custnmer

When the Status changes to "Approved" or "Declined", an email alert will be sent to a

B Service Requast Update: Invesce HONIZ- 10068 After sending the email out, the Status will automatically be changed to
specific person updating them of the change. "

f :
e Ik 0o v S LIbAGE o el er kLTl il vy ¢ "Invoice".
‘

(T e i S e P DAL, A K € B

CAUTIOH Tl ol ot iginaton I ontsidhponie ovganizaton Exered s ok wlven oprasiing alladlsvenks o (5 kiing ks, sspacialy

ol of Martural Seivnees
ared Mathematics

UKIVERSITY OF HOUSTON

# Sarwici Ruquis! Upditi: levaica HI112-10083
Usetates

Redpuns! By
Irrecien # R 1008
S AT

The sersom raguest for Irsoice 540011210068 fas Deen reviewad and is now efher
approved o deniedl. For addiional informsaion, ploasa follow the provided [ink.

13 Bermrd b Lowerw S
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Step/Description Snippet Outcome/Result

When the Status changes to "Invoice", an automation will trigger and generate a PDF s shop = I The invoice will be attached to the same row on the General Intake Source
of the invoice. ot Machine

heet.
Mepariment o Pl Gzleee ol e ol Saemc: i Mathematis Regeeet Tyse Inssice: s eet
Unsersty of Houston | Scence & Research fuldng 1 | rosices Mo

3507 Cu e Bvd, Aoom B17. Howston, Tewss 77204 il

Fhone: 713 743 3380 B Bt “_'"i

st dif b v by e Project:
S Dy Endl Dyre
CLIENT DETAILS SERVICE CENTER DETAILS

Curtmmar Cradit Cost Canter:
Raquested iy 2% drck e
CamIN UK Physks Jck Demeriptions

S and Resath Sukling 1 1

FEOT Cullen Bhd Foom 617

Hauston, Texas Tra04-5008

UM KSR Phyvics D pariment UIH MR Fhyelcs Depariment PHYEICH DEFT - 535
College of Natursl Scienses & Mathematis Banh Nuwvatt JP Morgan Chise Mok, LIH INTERRAL BEPT . 385
Scimnce & Hamarch Building 1 ABA for Wirmn W AFFILIATE - S0
3527 cullan b, Anom 617 ABA dor a0 I
Howstoa, Teans 77208 ANt mber -

Hwiff Codm:

DESCRIFTION e HE AMOUNT

When the Status changes to "Invoice", an update request will be sent to the contacts
in the Customer and Requested by fields.

Th sk pou boe st s Pysacos Machine Shop wilh pour peogect
g s s, Paavs do s O Fors o ok b frd e
adlazod rres e, Srachl yuu s oy awduem o crome s
B2t 40 COMCE [KOUBRGCORETHL IR 2.

Wie aporec ale W business G Kok foneard 122 sixcesshy collabarsan

Tnal rmgarci,
Jud G

When they click the "Open request" button, an update request will open and give H After sending the email out, the Initial Invoice Date will automatically be
them the option to download the attached invoice. recorded.
Attachments
Upload Files
* 1 Allachment

[ Send me & copy of my responses
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Step/Description Snippet Outcome/Result

Reminders - 30/60/90/180 days after the date in "Initial Invoice Date", if the Status B Cverue maooe: Inenioe BT 1210028 - Due D12126
field is still "Invoice" an update request will be sent to the contacts in the Customer
and the Requested By fields.

nucor v Sraishest cmsomuicr Ba oratieocns

T vt | worvoms os o’ o Foadonn rague 1w culslarc g balaros
an irvoboe HETIZ- 10168 for 00T which was dua on 072124,

R LTI FUR AT AT NEITEE TaS L miSpaTE Ut o Biing
 pormaer S aa alvancy e, sact s =31 nobow. Prot Cleass
ool tre sl of the et with your accoms cevabie sman

P bt b i o e v v ckbonad cosumartaisn.

When the Status of an invoice changes to "Closed" or "Cancelled", the row will
automatically be moved to the Paid in Full/Closed sheet to be recorded historically.

B Additional Information [

Status Updates: This field is the customer’s primary window into their project. Please Service Request: New Request

ensure the status is accurate and updated regularly. If a project is Pending or Delayed
(e.g., awaiting parts or a response), you must add a comment explaining the reason.
Clear communication here builds customer trust and reduces follow-up inquiries.

Declined: Revision Needed
Approval: Approved & Ready
Processing: In Progress

Pending: Delayed / On Hold
Cancelled: Project Cancelled

Please add comments during the payment reconciliation process so everyone, including
leadership, stays on the same page. This shows that the work is being handled. We also
need these notes to back us up if we ever need to decide whether to write off an
outstanding balance.
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