INSTRUCTIONS

INTERNAL ORDER REQUEST FORM

· Type of Transaction - Indicate (by checking the box) the purpose of this form.  Note:  In the case of a master data element change, complete only the internal order data that is changing, the internal order number, date, and affix the proper signatures.

· Order Type – UK10 is used by PPD for job orders.  UK20 is used to post to a cost center and statistically to an internal order to replace user code functionality.  UK30 should be selected to track special programs or functions that need to be tracked separately but considered part of the overall budget of a cost center.  Select the appropriate order type from the drop down menu.

· Short Text - Enter a 20 character short title for the internal order.

· Business Area -
An organizational unit that requires audited financial statements for external use.  Often this corresponds to a separate operational or responsibility area in the organization.  Enter the Business Area or select from the drop down menu if business area is unknown.

· Status - The status line indicates which status is currently set for the request being processed.  The system status is set internally and determines whether or not specific business transactions are allowed.  “REL” is used when creating an internal order and allows transactions to post to the internal order.  “Close” is used to prevent any other financial transactions from being posted.
· Applicant – Enter the requesting individual’s name in this field.
· Person Responsible - Enter up to 20 characters of the name of the person with responsibility for the internal order.  Enter the last name and first name separated by a space but with no punctuation.

Example:  Beck Rhonda

· Work Start – Enter the date the internal order is being created.
· Required Explanation - Descriptive information regarding the purpose of the internal order requested.

· Approval Signatures - Obtain the necessary approval signatures.  

