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Create
Reservation

EMS STATUS:
PND SERVICE
DETAILS

\

Enter Charges
& Request Estimates

EMS STATUS.:
PND SERVICE
APPROVAL

Approve Requests
& Enter Staffing
Estimates

Review Approvals &
Staffing Estimates

\/

EMS STATUS:
SERVICES
CONFIRMED

O\ EMS

Generate Estimate

(EMS) & Send to
Client

\

If Client requests additional discounts or waived fees, complete the Waiver Process and
send new Estimate to Client

Send Contract to
Client

EMS STATUS:
CONTRACT
SENT

Client Reviews,
Signs & Returns
Contract

\

EVENT

Complete Internal
Contract Routing

EMS STATUS:
CONTRACT
SIGNED

\

Enter Deposit
Charges in CUNYfirst

\

EMS STATUS:
PND DEPOSIT

INVOICE

\

Request Post-Event
Staffing Actuals

EMS STATUS:
PND POST-EVENT
BILLING

Track Payment from
Client

EMS STATUS:
EVENT READY

Client Makes Deposit

A

Enter Post-Event

Staffing Actuals

Generate Post-Event
Billing Summary in
EMS

Payment

Review Deposit
Invoice & Send to
Business Office

EMS STATUS:
DEPOSIT INVOICE
APPROVED

Generate Deposit
Invoice (CUNYfirst) &
Send to Client

EMS STATUS:
DEPOSIT INVOICE
SENT

Enter Final Billing in
CUNYfirst

Track Payment from
Client

EMS STATUS:
FINAL INVOICE
COMPLETE

A

\

EMS STATUS:
PND FINAL
INVOICE

\

Review Deposit
Invoice & Send to
Business Office

EMS STATUS:
FINAL INVOICE
APPROVED

Client Makes Final

Payment

I

Client
Business Office

TESS Billing

Service Department

Coordinator Department

Generate Deposit
Invoice (CUNYfirst) &
Send to Client

A

EMS STATUS:
FINAL INVOICE
SENT
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