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Adding Expenses on an Examiner’s Work Request for Institutions 

Add an expense to a work request 

1. Click Work Requests, then click the work request 

 ID number. 

2. Click Billing, then Add New Service Item. 

3. Select the below information: 

 Service Date 

 Service Type 

 Service Hours 

 Service Minutes 

 Examiner’s Name 

 Add Comments 

4. Click Save To Institution Billing Queue. The service 

expense will display on the expense list. 

Only institution owners and authorized users 
with billing and invoicing access can add  
expenses to an examiner’s work request. 

 

https://sp.courts.state.mn.us/mjb/edu/alleeed/ecourtmnu/SitePages/Home.aspx
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5. Click Go To Billing Queue, then click Select All. 

6. Click Generate Invoice. 

7. Review and click Submit. The “Invoice generated 

successfully” message will display. 
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