Impact23 User
Group Meeting

August 3, 2023




Agenda

Welcome and Housekeeping Asirra Suguitan

Budget & COA Kristina Breckenridge & Asirra Suguitan
Contracts & Grants Bobbi McCracken

Procure to Pay Anna Leynes & Helen Kotke

Travel & Expense Helen Kotke & Josh Hoerger

Question & Answer Josh Hoerger
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Upcoming System Deployments

Application Name Additional Information

Jul

Aug

Aug

Aug

Aug/Sept
Aug/Sept

Aug
Aug
Oct

Guest Traveler Routing

Web Recharge

Looker

Financial Web Reports

Salary Cost Transfer Tool
Non-Salary Cost Transfer Tool

Ledger Reconciliation
VCUA Gift Acceptance

Payroll Certifications

Live

* Legacy: Currently working on converting the legacy Web Recharge
application to read-only per user requests.

* New: In August, the Web Recharge application will undergo an
additional development and testing cycle.

e Phase 1 Payroll Distribution: Targeting mid-August
* Phase 2 Finance (Oracle GL & Budget): Targeting mid-August

Pre-run reports: Financial Transaction Details Report, Prime PI
Summary Report, and UCR Purchase Order Encumbrance Report

Planned for late August/early September

Planned for late August/early September; dependent Looker

Planned for mid-August; involves updating LRSS Matrix for COA
Planned for August

Certifications of payroll under COA



Budget & COA
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Oracle Budget & Oracle COA Management

 All budgets are being loaded into Oracle Budget T - ﬁ
without Flex fields. Therefore, when viewing the |

budget in Oracle, defaulting to the NO FLEX option is
recommended unless any budgets have explicitly
moved.

To request new Flex2 values, the Org CFAO should

submit the request to stephm@ucr.edu. 8 P 01>
Please ensure the request includes the following: v \> i
* First and Last Name /)

* NetlD
« Employee ID (Academics) or Student ID (Grad Students)

« The non-C&G fund sources that require tracking .
with the Flex2 value | N



SmartView Training

Introducing the SmartView Training for Oracle Budget! R

Home

LIBRARY

Browse and search available learning activities. You can use the Topics tab to narrow your results by subject and the Filters tab o ly additional criteria (such as the activity type or durz
TOPICS FILTERS - oz
6. SPECIALIZED PROCESSES & PROGRAMS
A Share Topic

) Smiart View enables you to integrate ERP,
of 1 results for "smart DRACL’E enterprise performance managemeant (EFM), and
Euzinzzz intellig {Bl} data directly from =
All & Read : SMART VIEW dats source inta Microsoft Word, PowerFoint,
Excel. and Outlook. Uszing Smart View, you can
distribute and share

ECOURSE . o , impart, manipuls
Oracle: Smart View Training datz in Office-based interfaces.
i udzst.

for anyone using Smart Vie wport, view, and edit financial data from Ora

2 D =
£ Fins What can you do with Smart view?
5. Faculty, Researcher, & PLOUPI(T) Smart View provides 8 common Microsoft Office interface for Oracl terprise
6. Specialized Processes & Programs Performance Management (EPM). Using Smart View allows users to view, import,
(10}
manipulate, distribute, and share data through Microsoft Excel, Word, and PowerPaint

interfaces.

Smart View benefits include:

o A common Microsoft Office interface for all UCR users

e Ad hoc or Free-farm Analysis

'ﬂ Decreszed Cuery Time -




Training & Tools

Access & Training

Oracle COA Management Update

« UC Learning Center (LMS)
» UCR Enterprise Directory
» Enterprise Access Control System

« Enterprise Systems Access Instructions

The new Chart of Accounts (COA) management tool, Oracle COA - EACS Accountability Report
Management has launched and is available as an App in R'Space!

Tools

» TS Website and Service Genter
» UCPath Portal

To gain access, please consult your CFAO for guidance because all access is s
by Org « Fidelity NetBenefits

« UCnet

- DocuSign
Prior to submitting a request, it is important to familiarize yourself with the : ;PQ;\,QU'T
guidelines for COA values and descriptions found in the Chart of Accounts + RProjects Project Intake
Overview training. L P s

« UCR Policies and Procedures
= Delegations of Authority

Turn on Oracle Guided Learning for guidance: . FMS (Facilitios Management System)
. . . » WUCPath ServiceLink Forms
How to Install Oracle Guided Learning Extension Manually t

» TechAlerts

« One-Time Payment Tool
. » Encumbrance Tools & Tips
Atte n d Offl Ce H O u rs = iTravel Web Support
= Reporting Systems @ UCR

» Oracle COA Golden Tree Viewer

The new Oracle COA Golden Tree Viewer is in R’Space under Tools. Changes = UCRFS Golden Tree Viewer
initiated and approved in the Oracle COA Management production e

environment are now visible in the new Golden Tree Viewer. » UCR HRMS Job Code Information

« Course Catalog Search
« Adoptions & Insights
» Web Recharge Rates
« Workfront

« Workplace Health and Wellness


https://uc.sumtotal.host/Core/pillarRedirect?relyingParty=LM&url=core%2Factivitydetails%2FViewActivityDetails%3FActivityId%3D631134%26UserMode%3D0
https://docs.google.com/document/d/1LuvgZR52lRIR3mK-OqyMY6SeDnAKMR8NHf0nfTXEMw4/edit?usp=sharing

COA Validation Process — Temp Adjustments

The COA validation process involves a check to ensure that the COA elements (entity, fund, activity, function,

program, project) are linked via a valid budget entry.

« Permanent budgets as of 5/31 converted to Oracle Budget, but the carry-forward balances associated with
COA combinations in permanently budgeted funds were not.

« Final Perm 6/30 budgets were uploaded last week.

- Balances as of 5/31 for Non-Perm Budget Funds were loaded as Rollover (aka carryforward) in Oracle
Budget. Final Rollover (CFD) Balances will be loaded in mid-August.

If a COA combination does not exist AND it is

anticipated that there will be carry-forward

funding into FY24:

* The current workaround is to do a Temp Ad;]
moving $1 to BC75 from an activity with a
perm budget

* Note this workaround should only be

Information - Adjustments to perm/temp budget are done in
Budget Execution within the unit or InterORG.

Budget Adjustments within the same ORG:

1 ) Navigate to Control Budget Adj. - Navigate to Financials >
Budget Execution > Control Budget and Rollover (2nd
vertical option on the left) > Control Budget Adjustment

tab

2 | Select POV - Select an ORG. All activities within the ORG
will be displayed on the rows
Select the desired fund and flex members

. . . . . - 3 | Enter adjustments in the Form - Make the required
performed if the COA combination is valid and adjustments in the perm] Temp Budget Adjustment
. Columns.
a carryforward budget is reasonably | .
Adjustments that do not net to zero will trigger an error
expeCtEd. message to pop up

Please report any error codes via ServiceNow.



Correct Function

The conversion of budget data included a function clean-up. For example, the administrative functions in Colleges/Schools
used to be function 40, but it should be function 43. FP&A will be posting a Function Cheat-Sheet next week on our website.

Please run the Activity Summary report in Oracle Budget to see the correct function to use for your transactions.

= @ Planning and Budgeting Cloud: UCR_PLAN

Dashboards Infolets Approvals Academy .
[ Close
g
Financial Reports E=Ji= | Refresh
= Business Genera
@ Show POV Options |v
Name Description
4 Home
A4 1. UCR - Financial Reports

ﬂActivity Summary

All Funds Summary
L]
ﬂCarryfoward Report

ﬂDefn:lt Analysis Report

Deficit Analysis Report with Flex Detail
L]




Budgetary Control Dashboard

Access: Requires the "UCR Budget Inquiry JR" to see the Dashboard.
Navigation: Oracle Financials > General Accounting > Budgetary Control

Budgetary Control Dashboard

# Budget Monitor @

View w FE i =r iz Detach  Budget Account Group RTR Working Budget * Budget Period |2024-08 « | * Balance |Period to date ~| )

Consumption

Budget (USD) (USD) Funds Available E
Entity Fund Activity Account Funetn Program Project
Total Total Amount (USD) Budget (%)

All Entity Values  All Fund Values All Actiaty Values 524277 All Functn Values  All Program Val...  All Project Values 8 : 1] 3.84 2,542 245 003.74 100.00

All Entity Values Al Fund Values All Activty Values 427777 All Functn Values  All Program Val .. All Project Values  -1,889 844 609.86 0.00 -1.809 844 G09.86 100.00
A Overrides
Requiring My Attention Reguested by Me

Vieww T [§ [J] Detach  Day Range |Lastweek v
Transaction Requesteds, w View
Transaction Type Override Justification Date Requested By Results

Mo data to display.



Contracts & Grants
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Chart of Accounts Reminder

Contract & Grants projects - No Flex1 or Flex 2

« Contracts and grants projects (i.e., project values beginning with “K”) may not utilize the Flex1 and Flex2 fields.

« The Projects Portfolio Management (PPM) module uses the POETAF values.

« Any boundary system that utilizes the GL chartstring involving a “K” project will automatically interface with PPM using the
POETAF.

« To keep all systems synchronized, a GL chartstring using a “K” project value must use the default Flex1 and Flex2 values (i.e., all
zeros).

General Ledger - COA Chartstring

Account Functn Program

PPM Subledger - POETAF Chartstring

Project Expenditure Jll Expenditure Task RYTard Funding
Org Type Source

Non Contract & Grant Funds associated with a Faculty member - Use FLEX 2

« Non-contract and grant funds associated with a faculty member’s portfolio of resources should be coded using the appropriate
Flex2 value in the budget and financial transactions. These actions will enable the generation of non-contract and grant
faculty portfolio reports.

Several departments have requested additional K project values to assist with tracking expenditures for contract and grant awards.
The Accounting Office will be developing criteria and procedures for these requests in the coming weeks. Stay tuned for further
updates and information to be shared soon.



Converted Awards/Duplicate Version

Converted awards must be copied to create a working version of the budget.

DEVS
TRAINING

Manage Budget Versions 1940992 - AGUILAR - 04/30/2023 - NATL.. @

Award K011558 | Currency = USD Duplicate -
4 Overview Dasts 2
Cost Budget Resources Unplanned Cost Analyze
Adjust
No BUdget o O u ;. Refresh Rates
Spent $ G Mo resources over budget Mo unplanned cost T Refresh Conversion Rates
) Edit Viarzion Flanning Oplions
| Actions | vidlv B X F - )

Create Baseline

Lock
Version 2 — @
Currant Working 2 99 9 99.00

1
@ Version 1 Cost Budget
Current and Original Baseline 299 999.00
Duplicate -
1 Click Arrow - Right click on the e Use caution when duplicating a budget. If you don’t know what is in the working version, then duplicate the
dropdown arrow for menu baseline. Otherwise, use the current working version.

e Asareminder,a new working version is created whenever you create a baseline.
. . e Duplicating will copy the most recent version regardless of what was selected. This is a known issue and will
2 Duplicate - Select Duplicate to create a

. be resolved in a future system update.
copy of the most recent version.

. [T RIVERSIDE



Replacement Budget

PPM Budget is Inception to Date not
incremental.

e UCRFS was an incremental system, so
budgets were displayed as debit and credit
transactions with individual journal ids

e PPM budget focus is on the inception to
date budget amounts; budgets are
replacement not incremental. The total of
all project budgets must equal the total
award amount

25,000.00

om0 - _ e Note the Raw Cost AND the Burdened Cost
must be exactly the same. UCR budgets for
F&A in BC80, not at the individual BC level

e BY1C contains the converted budget and
costs, do not modify BY1C budget




Column added - UCR Purchase Order Encumbrance Report

e This column was added to reflect the Burden Cost, aka "indirect costs" associated with Contract and Grant
PO purchases. For further guidance on this topic, you can refer to the resource: Contract and Grants Burden
Costs Guide.

* The column was added so that the encumbrance total on the Financial Transaction Detail Report would
align with the amounts reported on the UCR Purchase Order Encumbrance Report.

Parameters

UCRBU

SR PO AT R I AR AP

Business Unit Page No.
Organization Run Date 05204
Division - Run Time 91723 AM
Department [D01047 Botany and Plant Saences Dept 7 In ¢ 26 o 10 ant Cell £ Dept D0123 Program Dept D01266 Plant Transformation Facity Dept)
Activity Code Al
x " e s 2 Freight Burden
PO PO Date Supplier ID Supplier Name \Entity Fund Activity Account Functn Program Project Flex1 Flex 2 Encum Balance
! oo } 4 ! ! Tolerance [Cost
321 27-2 0000003667 3 1511 19 )108 570240 44 ) )000000000 )00000 000000 $11 25
CORPORATION 1 +
TOTAL PO Encumbrance Balance: $11.003 35I


https://clt1411124.benchurl.com/c/l?u=FDA8CBB&e=1696462&c=158834&t=0&l=B3E625AF&email=Yhj5eJcT5vF0Xu1EkKXg8aBanR218rId&seq=1

Known Issue — Missing Projects in Concur

G2 B SN e
o o . . . o ¥4 - - y ? £ \ LY
Missing Projects in Concur: ’ @0. . ’:’ %‘{;} 2 urEre :/é/ /’:"Q ., ‘e,\\ ot -
Currently. oror . 100y 00,555 7w mis 2o 30N
y, project codes that fall outside Y A \./s%, o5 i gl LI X o0 N\ "
their designated start and end dates are 'l CA /7 of'::‘\\"‘,"-'“.h'gg?, Vob 23 ) ,\‘_ ; -‘—
inaccessible in Concur. '];'I // ;;i’\;“:\\\;\",' be LA ;“*‘ e % t‘\“‘ "
"7’ g ~i‘\¢\‘.'l,/l’[lﬁ“¢"¢ig -
' oL LY SEXN T 3P P —
We are in the process of making - & ! ] "0\:;‘\‘ "‘ﬁ"-"‘ -‘!_‘ o " ¢ B
. | THATH [ TS er TR i D=
adjustments to the business rules. ‘;;' § ,i.i‘.g, ;E‘i'_:; A:__H__.ﬁ o -
5 !ﬁ BTN, SRl | il S g
The aim is to enable "active" awards to “ ‘%‘,‘“‘3‘\“}’:‘3 ﬁﬁ?‘\\";,’jﬁ.’::i'i ;"',: LT
remain accessible even outside of their ." f--\\\\’@%‘}z’h’ i ‘?’\\(Q’\\"'“,!{.,, ) s =
S NI\ LKA
to reconcile expenses incurred within the \\3% ,‘;, ,”.* (1 1&?"\& é{"’ AW S0 AR
project's designated time frame. .\ R ;‘5&% o, ﬁ'? v 5.:1 -.u ':: '_‘f} ¢ $ 2> :{'/[“\ A
L \V,;o, g.,:g-..m:/ﬁ %" &



Procure to Pay
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PCard Questions

Create Requisition using a PCard Check out the OGL guide on this topic. It is also included in the Buying and Paying Workshop
with a case study on this specific process. To view the step-by-step PDF guide for Create Requisition using PCard, please visit
here. Please note this process is optional to assist units with tracking requests fulfilled with the PCard.

Need a PCard? Take the new and improved Procurement Card (PCard) Training under the Specialized Processes and Programs

learning path! It includes requesting a PCard, using the PCard, Expense Report processing, and more! Important reminders
regarding PCard usage:

» PCard EACS Setup: To ensure card transactions are associated with the correct profile in Concur, PCard Holders must be
set up in EACS.

* Timing of Card Charges: Card charges typically appear in Concur within 3-5 days after the purchase is made.

* PCard Expense Reports: It is essential to submit the PCard Expense Report to your Financial Approver by the 28th of the
month (allowing three days after the 25th statement closing to distribute within the same period) and ensure approval
before the last day of each month. Access this detailed step-by-step guide for completing the monthly PCard Expense
Reports. *PCard Reports for July period ending cannot currently be submitted due to an issue with Oracle being able to
process the reports. An error message has been added to Concur with this information. Escalation notices will not apply.



https://clt1411124.benchurl.com/c/l?u=FDA8CBA&e=1696462&c=158834&t=0&l=B3E625AF&email=Yhj5eJcT5vF0Xu1EkKXg8aBanR218rId&seq=1
https://drive.google.com/file/d/1fQMFKM6XpFEevXAQ8u9I2iEEeSxYATN8/view

Concur COA Validation

After the report is submitted, a pop-up

) ] " Repor Sialus X
will appear confirming the status.
In the box on the “Manage Expenses” Gl-{er}(}r[ Submitted
screen a bannerwill appear at the bottom PCard: 06/26 - 12/25 -1 3942  $874.36

which reads “Pending ERP Validation.”

This indicates that they system has not

yet checked to confirm that the COA PCard: 06/26 - 1226 1 3042 A | oo |
values that were entered are correct. A $874.36

This process runs every 20 minutes. Once the submitted sl

report has passed this validation, the report will go Hbmied

to the approver for review and approval. If it failed, Panding ERP Validution

it will remain stating “Sent Back to User—- Concur System.”
This is process happens for both requests and expense reports.



What about PCard Charges (PCT).... Expense Report Processing

General Process:

1.
2.

3.
4.

Navigate to the Expense Report

Update the Report Header

DO NOT CHANGE THE REPORT NAME

Identify allocation(s)

Enter details and itemize (if applicable) for each expense

Concur Travel and Expense

PCard Distribution Expense Reports

g Steps to Take

Overview

This guide outlines the steps necessary to process expense reports in Concur Travel and Expense.
This process is completed by the PCard Holder or the DCA (Department Card Administrator). A
Financial Approver also needs to be setup for the accountability structure that is chosen to ensure
that whoever it routes to can approve it.

PCard Haolders MUST have the “PCard Holder” roles within Concur so that charges connect to the user.
Otherwise, they could be confused with T&E Card transactions.

Notes: Transactions will be viewable within Cancur within 3-5 days of the charge being made.

Topics Covered
RSpace Login.

Navigate to the Expense Report.

Update the Report Header...

Identify Allocation............ou.

B oW N N e

Enter Allocation Details and temize (if BPPHCEDIE)..........wru s sssemms ossonmems srssssemsmsssnssemrss s sssssmssossnsssessesssens s

To log in to Concur, complete the following steps:
RSpace Login

Visit UCR BSpace - hitp://rspaceucredu/

Complete Duo Authentication if prompted

Select Authorized Apps

. Select Concur Travel and Expense

. Enter your UCR NetlD with "@ucr.edu”
added to the end - ex. NetiD@ucredu
[joshho@ucredu]

6. Select Sign in with University Credentials

[

[P —————

July 2023 | 1

Quick Reference Guide



https://drive.google.com/file/d/1fQMFKM6XpFEevXAQ8u9I2iEEeSxYATN8/view?usp=drive_link

PCard Expense Report Timeline

\ PCard Holder, DCA, or Delegate
ALERT: Due to the integration with

26- . .
Oracle Financials, the July PCard Expense Itemizes and allocates expenses (card charges) throughout the month in

25th . :
Reports submission has been delayed Concur. All roles receive notice of a charge.
until at least Friday, 8/4. \
Billing Cycle Closed
25th Transactions made near the end of the month, such as on the 24th, may not be

processed in time for the current billing cycle, which closes on the 25th. In such
Pca rd cases, the charge will be included in the following month's billing cycle.

PCard Holder, DCA, or Delegate

First day PCard Expense Reports can be submitted to the Financial
Approver.

Last day Financial Approver
of the
Month

Last Day to Approve before Escalation Notices Begin

/ To be determined and communicated.

If approved by the last day of the month, expenses will post in that month's ledger
(accounting period).




Non-Catalog Requisition Forms

DEV5
TRAINING

Requisitions @

Non-Catalog Requisition Forms
Non Catalog Requisition <S10K for Goods

e <S10K

* Goods & Services

* Non Catalog

e Catalog (if needed)
Non Catalog Requisitions > S10K for Goods

Recent Requisitions / More

UCRR00001505 1000 modified ladybugs - The Ladybug Store

UCRR00001205  Test ... test supplier_Supplier

UCRRO0001197 % bio

UCRRO0001196 Chairs

UCRRO0001195  test L4 >$1OK
e @Goods & Services
* Non Catalog

Catalog (except for select restricted catalogs)

Non Catalog Requisition for Lump sum Services — Restricted Categories
* Lump sum Services

* Restricted Categories

Top Categories

Funchout Catalog

Request Forms

» Mon Catalog Reguisition = $10K for Goods » Non Catalog Requisition = $10K for Goods « Mon Catalog Requisition for Lump sum Services - Restricted Categories




Requisition Reminders (These Impact Approval Routing)

)=

Reduced Tax Rate & Compliance with BUS-79:

When selecting "Yes" for reduced tax rate or BUS-79, carefully evaluate if the
order qualifies. In most cases, the answer is no. Incorrectly selecting "Yes" will

route the requisition for unnecessary Central Procurement approval.

Owning Department Field: This field affects the approval routing for your
requisition, so it is important that the appropriate ORG, DIV, or Department
value is entered to ensure the requisition routes to the appropriate

approver(s).

Requisition Lines

Use Shift or Control Key to select multiple rows and click Edit Multiple Lines to edit more than one line.

Actions w View w Formatw B & X = Detach
Line  Description
1 1000 modified ladybugs

Total

Rows Selected 1 Columns Hidden 8

4 Line 1: Details

4 Delivery

* Receiver | Sutton, William

Requested Delivery Date | 07/25/2023 L"b |

Category Name

Animal Purch - Non-l... |

* Quantity UOM Name

O P .~

Check Funds || Manage Approvals || View PDF ‘ Save | ¥

Requisition Amount 3,000.00 USD

Approval Amount  Calculate Amount with Tax

Funds Status Not reserved

Attachments None s

= Eligible for Reduced Tax | Mo v |
* Owning Department | D01046 v |

BUS-T9 Transactor Attestation D

BUS-79 Fiscal Approver Attestation D

End User | Schrock, Richard

“Price  Amount (USD) Funds Status

1.DCIO| Each 3.00 USD 3,000.00 Mot reserved

Department Transactor: If you are the Department Transactor, make sure to
enter YOUR NAME in the suggested buyer field for orders below $10,000. This
helps with routing the approval correctly. If you have not been assigned as the
Transactor, go back to Process Requisition and reassign it to yourself.

* Deliver-to Location | UC Riverside Central Receiving Q |

Deliver-to Address " Station, Road, RIVERSIDE, CA 92521, UNITED STATES

Suggested Buyer | Kotke, Helen

qJ

Delete




Freight (Shipping & Handling)

Freight as well as shipping and handling line should be
added as a line item with category as ‘Freight[543100]. On
PO, freight and shipping/ handling line will be always non-
taxable. If freight or shipping handling line is taxable then
taxability nature will be taken care at Invoice level by AP
team. So, procurement doesn’t need to worry about
taxability.

If freight or shipping charges are below $500 then please
update invoice and receiving close tolerance as 100% so
that line will be closed on PO. Because on such PO’s, AP
will not match invoice with PO freight or shipping line
item.

Whereas, if freight or shipping charges are above $500
then please don’t update invoice and receiving close
tolerance. Because in such cases, AP will match invoice
with PO freight or shipping line item.




Worklist Creation

Notifications

The worklist is a @
helpful way to UCRE —— 0up o
manage notifications

within Oracle.

ORACLE BPM Worklist

My Tasks - Shows FY| notifications and [ wonaist |
tasks requiring actions.

e | &+ [reemoon v] [ - 3 =
igne:

My Tasks (10)

Inibisted Tasks.

Open Worklist: [ L —

1 click bell icon il

2. Select Show all

3. Click Worklist

4. My Tasks — Shows
all notifications

¢ Notifications Worldist

Edit User View : user view

Click the Plus Icon to add a new view.

e [ssrums

Assignee | Me &My Groun v
Match A :—,

v e | ®

[roems

Name the View, and then click the
Green Plus above "Workflow
Patterns" and change this to:
Not Equals - FYI

Create a View:
5. Click the plusicon &
6. Enter a name

and workflow pattern
7. Once set, click OK

Share View () Definition only @ Data

S E—
] E—

This view will show all notifications
that require action.

ACTION REQUIRED

Approve Requisition UCRR00001186

Quick Reference Guide



https://drive.google.com/file/d/1hxFaeNPA2PgGMIryvUVuzgGQrsJpK00v/view?usp=drive_link

Approval Process & Review

Approval Process:

Requisition approver
levels

PO Approval

Change Order Approval

Review Approval Routing:

Navigate through the
requisition

From the Actions menu,
select “View Document
History”

Select the step you
would like to view
Review the routing and
comments

Oracle Financials

Approval Process

Qverview

A change request is submitted by a transactor at the PO level when something needs to be changed.
If the PO has already been fully paid, it is not possible to change the PO.

If the PO was approved before the change order was entered, it will not progress until the change
order is fully approved (if it isn't auto-approved by the system).

Topics Covered

Approval Process 1

Review Approval Routing 3

Approval Process

Requisition Approval

1# approver - Department Transactor (skipped if the dept transactor creates the requisition. Only
required if the requester submits the request. Otherwise, requisition will route to the 2™ level
approver.) The Department Transactor also creates the PO once the requisition is fully approved.

2* approver - Department Approver Always required for each requisition.
3™ approver - Restricted Category Approver Routed based on the restricted categery.

4= approver - Pl Based on the project code that was used. This is a conditional approver if the
project is above $10,000.

5% approver - Reduced Tax Rate
Approver These are Central
Procurement Buyers. Based on
the reduced tax rate flag on the
requisition header level. If yes,
will route to this level of A
approval. This is a conditional |conditiana)
approver based on the reduced g B Bes Rete
tax rate flag=Y

Requisition
= Amount >510K
Sysco Foods Supplier Approver
Auto approved; can only be
created by DO1029 - Dining
Services. Will not route for
approval.

P1 Approver [canditional]
-Praject manager will be B
iemtified based on project

Restricizd Commaity

July 2023 | 1

Oracle Financials

Approval Process

lly by department transacters only if it is nen-catalog, below $10K.
ill automatically be approved.

|0K and 525K
the central procurement buyer is in the suggested buyer field, the PO
patically approved

lal procurement buyer is in the suggested buyer field will be
approved

uyer 3 level in the suggested buyer field, the PO will route to the

ple in the Central Procurement Office: Anna Lopez, Katherine Ensign, or
ez

atically approved when the three buyers mentioned above created the

| L8

uyer 3 level in the suggested buyer field, the PO will route to the

ple in the Central Procurement Office: Gae Purvis, Marshall Holman,
ftherine Inglett Mendoza

atically approved when the above mentioned buyers created the PO

oe Andreu for approval
Bl

ces or doesn’t change the amount, no approval is required.

e change order.

Updates to restricted category
3 level - Restricted category
approver

13

ill route to the
ransactor (this
Ed if change order
w the department Updates funding to a project code (and
is above $10K)

partment fiscal 4" level - Pl approver
Updates the reduced tax rate (YES)
ing receiver 5 approver - reduced tax
ill route to the approver (central procurement)
ransactor (this

Fdl if change order +  Increases the amount ABOVE $10K

iy the department - Route to central procurement
for approval (based on
suggested buyer)

See PO Approval section for
additional details

partment fiscal

July 2023 | 2

, select Purchase Requisitions.
ated with the Purchase Order by selecting View More or Manage

Enter Search Parameters > Click the Requisition Number).
ct View Document History.
d like to review the approval workflow from (Requisition, PO, or

approval routing and comments made throughout the process.

July 2023 | 3

Quick Reference Guide



https://drive.google.com/file/d/1eTB7wvfq9__Zf_wN3ryhsoqXs087ifRg/view?usp=drive_link

PO Questions!?

Auto-Rejection .

« Purchases entered in punchout catalogs that are greater e
than $10,000 (except for certain restricted catalogs Sysco,
Amerisource Bergen, ePlus, and McKesson)

/

« If no approver was set up through EACS, then the
requisition will auto-reject

Purchase Order (PO) Conversion Reminder

Specific base criteria were used to determine conversion
eligibility for each PO type. However, due to variances in data
structures between eBuy and Oracle, it is possible that certain
POs meeting the criteria may not have successfully converted.
Read Purchase Order Conversion for Oracle Procurement for
guidance and next steps.

If your PO did not convert - create a new requisition!



https://clt1411124.benchurl.com/c/l?u=FDA8CB6&e=1696462&c=158834&t=0&l=B3E625AF&email=Yhj5eJcT5vF0Xu1EkKXg8aBanR218rId&seq=1

PO Creation — Transactor Reminder

For transactors, when a
requisition has completed
the approval routing, it will
return to the transactor for
action!

Create a Purchase Order

1. Procure to Pay

2. Purchase Orders

3. Select the Requisition Lines
Requiring Actions

4. Select all rows associated

with the specific requisition

number

Add to document builder

Click OK

Orders Pending Acknowledgment

0w P &

Add to Document Builder
4 Procurement BU

Selected Requisition Lines
UCRBU v

Actions v | View v Format v Freeze  [g] Detach
4 Document Builder

Requisiton Line Line Description Amount Currency

UCRR00001082 1 4899 USD

CODN Recor ding Microj phone Isol

UCRR00001083 2

Freight

2000 USD ‘

Columns Hidden 44

Add All Selected

g Style
Purchase Order

Emergen Supplier

O N W

Click Create | e
A confirmation pop-up will e

The document (Purchase Order) UCRP00000463 was created

Recently Added Lines

appear. Click OK

— Freight 20.00 USD
CODN Rect roph... 48.99 USD
Total 68.99 USD

‘RH Create} Clear




PO Creation — What if a row is Non-Taxable?

Update a PO Row to Non-Taxable

1. In the PO, select the Schedules tab
2. View
3. Columns [
4. Add "User Defined Fiscal =
Classification® field e 7
change that field to "Overrideto |
Non-Taxable” and click Save ‘

|

b
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Freight Line, and only the Freight Line!

If there is a freight line, bring
the Receipt Close Tolerance

4 Additional Information

Percent and the Invoice Close s
Tolera nce Perce nt to 100. Line Edit Delete Split Item Revision Description

Complete Freight

End User | Helen Kotke

Context Prompt

S
Quantity

1.00 20.00 | 06/15/202

econdary g sndary UOM Price  Orde

romised

4 Receiving Controls

1. In the Additional Information
section, select Schedules

2. Select the Freight line

Click the Pencil icon to edit

4. Update Receipt Close Tolerance
Percent and the Invoice Close
Tolerance Percent to 100

5. Once done, click OK

w

4 _Shinning and Daliver

)
gl 2

4 Billing

4 Additional Information

Receipt Close Tolerance Percent

Country of Origin

Receipt Routing | Direct de! ~

ount | 1511-18083-A01010-543100-40-000-01 | £8,

Budget Date | 06/08/2023 Y

= il

Caution! ONLY complete the freight line (if there is one). Closing all the rows will close the PO.



Communicate PO — Transactor Reminder

When issuing a PO:

1. Select Email from the Communication Method dropdown

2. Enter your email into the Bcc box to receive a copy of the email
3. Click Submit

B Edit Document (Purchase Orde X +

€ > C @t

a-evbz-dev5-saasfaprod.fa.ocs.oraclecioud.com/fsemUifaces
- u c R DEVS
= TRAINING

Overview  Process Requisitions x  Edit Document (Purchase Order): UCRP00000463 x

Edit Document (Purchase Order): UCRP00000463 @ %

Main  Contract Terms

4 General

—_—  —  —  —
| Check Funds | | Manage Approvals l View PDF | Actions ¥ ‘ Save

e % » 00 :

O P &8

==
3

D
\
Procure t UCRBU =1
curement BU UCR BU Supplier Contact v Total Tax IL EJ
Requisitioning BU UCRBU —
Communication Method | E-Mail v Tot | I
Sold-to Legal Entity  The Regents of the University of California Riverside {11}
g (
Billto BU UCRBU Em o
Order UCRP00000463 Descris
¢ | NETID@ucred
Status Incomplete
Requisition
Funds Status o .
) ) Agre
Buyer | Kotke, Heler v Bill.to Location Riverside v
Creation Date  06/09/2023
fault Shig

the PO is processed/communicated correctly.

If the selected supplier is a Punchout Supplier, additional considerations and steps are needed to ensure that



B2B Communication — Transactor Reminder

Edit Document (Purchase Order): UCRP00000141 @

Main  Contract Terms

4 General @

Procurement BU UCRBU
Requisitionin gBU UCRBU
Sold-to Legal Entity The Regents of the University of Califomia Riverside
Bill.toBU UCRBU
Order UCRP00000141

Status Incomplete
Funds Status

* Buyer | Burke, Matthew v

Creation Date  5/19/23

Supplier | CDW GOVERNMENTLLC Q * Currenc y |UsD |w
Supplier Site | SHELTON_2 v Ordered 1500.00 USD
Supplier Contact v Total Tax 13125 USD
+/| Override B2B communical tion Total 1,631.25 USD
Communica tion Method |None v | @ Procurerment Card

Bill-to Location | UC Riverside Accounts Pa | w | Descrintion (featOracle23b

Default Ship-to Location | UC Riverside Central Rece Q

Requisition UCRR00000214

Documentation Only

Is it a PCard Transaction for
documentation only?

( ) ( )
Click the checkbox Click the checkbox

g J \§ J

( ) ( N\
Select None for the Select Email for the

“Communication Method” “Communication Method”
|\ J |\ J
( N

PO Needs to be Filled
Is it a non-catalog transaction for a punchout
supplier that needs to be filled?

Enter the Supplier’s
email address

Punchout Suppliers

The “Override B2B communication”
checkbox will appear if this is a non-
catalog requisition for a punchout
supplier.

These steps are critical because if
incorrectly processed, a transaction
could get communicated to the supplier
for fulfillment that is meant to be
documentation-only OR a transaction
that does need to go to the supplier
won’t be communicated.



How do | find? .... A Requisition?

m e
TRAINING
— Must be set to a
() Yr F Manage Requisitions @ default search
- AR W
4 Search ‘ Advanced ” Manage Watchlist ‘ Saved Search | Requisitions | Entered
More Tasks w J
** At least one is required
Requester \ Requisitioning BU ‘ v‘ Requester ‘ Q|
** Entered By ‘ Q‘ ** Supplier ‘ CL| @
** Requisition ‘ ‘ Order ‘ Q|
Recent Requisitions View More Recent Purchases .
Description ‘ ‘ Item ‘ CL|
Created ‘ - | Requisitions Requiring Attention ‘ v ‘
UCRR00001505 1000 modified ladybugs - The Lady... Withdrawn f - —
Status | All v
UCRR00001205  Test ... test supplier_Supplier Pending approval ‘*'
Search || Reset || Save...
UCRR00001197  x bio Pending approval ‘7H7”7|
36yd (108) L X 2"W 5 mil Standing Desks for new Freight
UCRR00001195  Chairs Pending approval Black General Pump Office Search Resui s
DEV5
UCRRO0001185  test Incomplste Aclions w  Viev w TRAINING
§10.724 Each
o Requisition
B\ Manage Requisitions @
@ UCRRO000150
o
‘ . 4 Advanced Search ‘ Basic ” Manage Watchlist ‘ Saved Search ‘ Requisitions | Entered v|
Top Categories Purchasing News e
** At least one is required
Requisitioning BU| Equals v ” w ‘ Requsster‘ Equals w ” Q |
** Entered Ey| Equals v ” Q ‘ = Supmier‘ Equals » ” Q | @

- Requwswtion| Starts with v ” Order‘ Equals v ” Q |

1. From the home screen, select Requisitions I ‘ = =

2. On the Requisitions page, review recent :_II_| e Ct Y
requisitions or click View More or Manage () ) e e o]

Does not contain
Search Results

Req u is iti o n S Actions w  View w Format w B F iz Detach
3. Filter based on the parameter options (5 uch as Requisiion  Descripton CresionDale PRIV g Funds Staws  Order

o UCRR00001505 1000 modified ladybugs - The Ladybug Store 07/18/2023 3,262.50USD Withdrawn Mot reserved

Entered by, Supplier, Requester, Etc.). For e . o :
additional options you can click Advanced.




How do | find? .... A PO?

1. From the home screen, select Purchase
Orders. On the PO page, click one of
the icons on the right to find POs. The
Tools will take you to a detailed Search.
(Magnifying glass will give you a simple
search; the List icon will show recently
opened POs).

Filter based on the parameter options.
For additional options you can click
Advanced.

Requisitions
» Process Requisitions

°

« View Reguisition Lines,

‘ Keywords

Orders Advanced
» Manage Orders

= Create Order
Agreements

= Manage Agreements

» Create Agreement

» Generate Approved Supplier List Entries

Search

%,O |

Deliverables
= Manage Deliverables
il

Supply Base
» Research Suppliers

No di aa

DEVS

TRAINING

Overview  Manage Orders x

Manage Orders @
P

Headers  Schedules

4 Search

** Keywords ‘ |

Procurement BU ‘ UCRBU w |

w

Supplier ‘ Q ‘

e Buyer‘ ‘ - ‘

Search Results
DEV5

Actions w  View TRAINING
Order

No search conducted.] Overview  Manage Orders x

= = Purchase Order. UCRP00000480
o « Purchase Order: UCRP00000093
« Purchase Order: UCRP00000483
« Purchase Order: UCRP00000483
« Purchase Order: UCRP00000441
« Purchase Order: 11148555

« Purchase Qrder: UCRP00000470

Manage Orders @

Headers  Schedules

4 Advanced Search

Must be setto a
default search

- Keywor(ls| Containg v ”

Procurement BU | Equals v H UCRBU v |

| Advanced ” Manage Watchlist ‘ Saved Search | All My Orders v|

** At least one is required

i]] .O m

** Order | |

** Requisition | ‘

Status | v |

Includy Closed Documents |r\.c v|

| Search H Reset H Save... ‘

L.,.JIE

| Basic || vdanage Watchlist | Saved Search | All My Orders v ‘

** At least one is required

Source Agreement| Equals v H ‘

** Requisition | Equals v H ‘

= soptr[Eme q s [ g g
T | et s ocomans ] ¥ )
| searen |EE|| save... | AddFieigs v || Reorder |
Search Results
Actions w View w Format v = B B i’ Detach
Ordar Descrintian Ordorad Curroncy Statie Lifa Curla Chann Ordar Craation Darg




What Does the Status Mean

The new Procurement Statuses guide
contains statuses and descriptions for:
Requisition Statuses

Purchase Order Statuses

Fund Statuses

Status

Canceled

Pending Approval

Incomplete

Rejected

Returned

Withdrawn

Oracle Financials
Procurement Statuses

racle Financials
Procurement Statuses

Requisition Statuses

You can view the status of purchase orders in the Manage Orders page. Here's the list of purchase
order statuses and their descriptions:

Description

A requisition is approved if on initial submission for approval it was approved.

The requisition retains the status of approved unless all the active lines on the
requisition have a different status. Then, the new status is rolled up to the
reguisition header.

Note: An approved requisition can contain lines with other statuses such as
returned, withdrawn, rejected, and so on. For example, a requisition with multiple
lines is approved, so both the header and the lines are approved. If a buyer returns
a ling, the header and line remain approved with the exception of the retumed line,
which will have the status of returned. If a line from the approved requisition is
withdrawn, the status remains the same for the other lines and header.

A requisition is canceled if all the lines on the requisition except for those with a
status of split or replaced have a status of canceled.

A requisition line that's submitted but hasn't yet gone thraugh the approval
process is pending approval. A requisition is pending approval if all the active lines
on the requisition are pending approval.

A requisition is incomplete when it not submitted for approval or when all the
active lines have a status of incomplete.

A requisition is rejected if all the active lines on the requisition have a status of
rejected (all the active lines were rejected during the approval process).

A requisition is returned if all the active lines on the requisition have a status of
returned (all the active lines on the requisition have been returned by the buyer).

A requisition can be withdrawn after submission for approval if, for example,

maodifications to the requisition are required. This gives the requisition withdrawn
status.

July 2023 11

tatuses
bf purchase orders in the Manage Orders page. Here's the list of purchase

Hescriptions:

Description

It indicates that the order is canceled and will not be fulfilled anymore.
It indicates that no further fulfillment activity is expected on the order.
It indicates that no further invoicing activity is expected on the order.
It indicates that no further receiving activity is expected on the order.

It indicates that all receiving and invoicing activity on the order has
completed, and it can now be archived and purged.

It indicates that the decument is pending further authoring and
submission.

It indicates that receiving and invoicing activity is temporarily
suspended on the order, These activities can resume after the hold is
removed.

It indicates that the order is open for receiving and invoicing.

t It indicates that the order is pending acknowledgment from the
supplier,

It indicates that the order is pending approval.

L It indicates that the order is pending the approval of a change
proposed by the buyer or the supplier.

It indicates that the order is pending signature preparation.

It indicates that the order is rejected during approval or supplier
acknowledgment.

It indicates that the order is sent for signature.

July 2023 | 2

Oracle Financials
Procurement Statuses

Description

It indicates that the order was withdrawn by the procurement agent
while it was pending approval or acknowledgment.

hase order line statuses and their descriptions:

Description

It indicates that the order line is canceled.

It indicates that no further fulfillment activity is expected on the
purchase order line.

It indicates that no further invoicing activity is expected on the
purchase order line.

It indicates that no further receiving activity is expected on the
purchase order line.

It indicates that all receiving and invoicing activity on the purchase
order line is complete.

It indicates that the receiving and invoicing activity is temporarily
suspended on the order, These activities can resume after the hold is
removed.

It indicates that the order line is open for receiving and invoicing
activities.

It indicates that the order line is rejected by supplier during
acknowledgment.

July 2023 | 3

Oracle Financials
Procurement Statuses

Description

Indicates that the funds check failed either because period is closed,
or funds are not available for one or more control budgets that apply
to one or more of the distributions contained in the requisition

Indicates that a commitment was created

Indicates that there is no control budget that applies to a requisition’s
distribution (i.e. COA or POET)

Shows on requisitions that are Incomplete or Canceled

Indicates that the funds check passed successfully, that funds are
available, and the budgetary control period is open for all control
budgets that apply to the distributions contained in the requisition

Indicates that the funds check passed with waming. It indicates that
the funds are insufficient, but the contrel budget allows for a
tolerance amount or percentage over the available budget. This check
funds status does not prevent submitting the requisition for approval.
Upon submission, the user will receive a warning message and decide
whether to continue with the approval

Indicates that the funds check passed successfully, funds are
reserved, and the commitment is created

July 2023 | &
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https://drive.google.com/file/d/19IswtLcxPmQRpUoArEHoDAbal5x9jGbC/view?usp=drive_link

Still Pending? Was there a Change Order?

Job aid on how to create and review the approval process related to Change Orders.

Oracle Financials
Change Requests in Oracle Procurement

Overview

A change request is submitted by a transactor at the PO level when something needs to be changed.
If the PO has already been fully paid, it is not pessible to change the PO.

If the PO was approved before the change order was entered, it will not progress until the change
order is fully approved (if it isn't auto-approved by the system).

Topics Covered
Create a Change Order to a Purchase Order

Oracle Financials
Change Requests in Oracle Procurement

5. Awarning pop-up will appear. To change the PO, click Yes.

WARNING: Clicking “Yes" creates a Change Order, even if you don't submit

it and will stop the workflow of the PO until it is Deleted or Approved.

. The change order number will appear based on how many change orders have been created on this
specific PO. It will begin in Incomplete Status.

Make changes as needed, document the changes in the description, and then click Save and
Submit.

Review the Status of the Change Order

I:I Steps to Take

Create a Change Order to a Purchase Order

1. Login to Oracle Financials through the App Section
of RSpace.
2. Under the Procure to Pay tab, click Purchase Orders
3. Search for the PO that needs to be changed (Menu >
Manage Orders > Enter Search Parameters > Click the PO
Number).

July 2023 | 1

: 0.

Review the Status of the Change Order
From the Procure to Pay tab, select Purchase Requisitions.

Goad afternoos

July 2023 | 2
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https://drive.google.com/file/d/1jMUkTLv50d6FTip33gH_1x8WXtPraZq2/view?usp=sharing

Where is “Okay to Pay”? (Receiver Role)

Reminder, “Okay to Pay” is not an Oracle term. A department-designated Receiver is identified for each department (due to
the separation of duties, this should be a different person than the Transactor). If you are a Receiver that needs support,
many Oracle Guided Learning guides are available to walk you through new processes (ex., Receipt Types, Create Receipt, and
Partial Receipting).

If you are getting Receiver notifications but are not the Receiver, create and submit a change order to the PO to update the
Receiver to the correct individual.

Terms  Motes and Atachments

Required Acknowledgment | Hone b Shipping Method = Pay on receipt
Acknowledge Within Days Freight Terms | Destination Prepaid and Add A Confirming order
Payment Terms | Net 30 - FOB -
4 Additional Information
Owing Departient | DO1048 v End User Context Prompt v

Lingés Schedules | Distributions

Actions w View ¥ Formal w S X 5 C T ' Detach
Additional
eh ord Information
Line Description Subinventory | Receiver Deliver-to Location Quantity UOM Ordered PO Charge Account Budget Date Fu:ggesmtu:r Change Reason
Converted PO
Line Tax Rate
1 Dwierite fube assembly - complete, wipons for Xenoworks ERE Digital Micrompeciorn Ledesma, G 4 UC Riverside Central R 05| Each 100,00 1511-18200-A01084-541370-44-000- KD 7T0001-001 | 070172023 Not Applicable 875
1 Drigrite lube assembly - complele, wipars for Xenowodks BRE Digital Micromjector Ledesma, Glan UC Riverside Central R 0.5 Each 100.00  1511-57000-A01082-541370-44-000-K013796001-001 070172023 HNat Applicable
Dirierite Ledesma, Gian UG Riverside Central R 05 Each 2300 1511-18200-A01084-541370-44-000-K011770001-001 070172023 Kot Applicabile
Drierite Ledesma, Gian | UC Riverside Central R 0.5 Each 2300 1511-57000-A01082-541370-44-000-K013796001-001 07/01/2023 HNet Applicable

Link to OGL Guide



https://guidedlearning.oracle.com/player/latest/api/scenario/export/v1/5HTgMPi_Q7eH6rq0W6UIKg/j9cgnwle/lang/--/?draft=dev&_=1690475910

How do | find? .... An Invoice?

From the home screen, select Payables Invoices. On the Invoices page, click one of the icons on the right to

find Invoices. The Tools will take you to a detailed Search. (Magnifying glass will give you a simple search;

the List icon will show recently opened POs).

DEV5
TRAINING

Manage Invoices &

Filter based on the
parameter options.

For additional options
you can click Advanced.

Search Results

4 Search: Invoice

Business Un|(| v ‘
-

nvoice Number |

Invoice Amount |

** Invoice Date | mm/ddryyyy

** Supplier or Party | CL‘

DEV5
TRAINING

Manage Invoices @

Search Results

4 Search: Invoice

Business U|\i[|EuJa\5 vH ‘ v
™ Invoice Number| Starts with v H
Invoice Amoun[| Equals v H
= Invoice Date|EuJﬁ\s v" mm/ddiyyyy E‘°|
= Supplier or Party|Er.ua\s vH q|
™* Supplier or Pa
Bl By
C)\ C)\ ‘bl Actions w Vieww T3 B # E [l Detach ‘ Post | ¥ |
||Il ||_|| ‘mum| Invoice Number Invoice Date  Creation Date  Supplier or Party Supplier Site

Unpaid Amount

Must be setto a
default search

** Supplier Number|

supplier Site | - |

Taxpayer ID |

** Invoice Group | |

| Search HEH Save... |

[ Basic | <aved searcn | Allinvoices v
least o !

** Supplier Numhar| Equals vH |

Supplier Site | Equels v [+]

Taxpayer ID| Starts with v H |

** Invoice Gmup| Starts with v H ‘
Context Va\ue| Equals - H -

[sowen | e s | o = | wr |
Invoice Amount  Applied Prepayments Invaice Type  Attachments Source Notes Validation Status  Approval Status Holds ET.‘,ﬁ'SJ,“ Paid Sta’"




AP Invoice Report

Invoice Holds in Oracle Financials

e System Hold — Automatic hold created by the system

AP Communication Hold — Hold identified by AP. Reason documented by AP. (link to quick reference guide)
Review comment, take action (if appropriate), write a comment back to AP, and acknowledge the hold.

ACTION REQUIRED

o ) ) UCR AP Communication Hold on Invoice F10001VP for Supplier FASTE... | View Invoice H View Approvals
UCR AP Communication Hold on Invoice F10001VP for Supplier FASTENAL COMPANY _ —

P

Sahin Nguyen
[TH RIVERSIDE
How will you know that an invoice is on hold? Ucr Ap Communication Hold
. . . pe . Hold R : Please attach proof of insurance for freight over
¢ AP Communication Hold — System notification e
(bell icon/worklist) or UCR AP Report for Invoices etz (103 FTe
. Supplier Name: FASTENAL COMPANY
® SVStem HOId - UCR AP Report for InV0|ceS "Note: This is Automated Notification. To respond to AP Team, click on Acknowledge
Hold to add comments and attach supporting documents after addressing the issue
Details

How to run the report:
* Open the report
* Magnifying glass — Search “AP Invoice”; uncheck exact match; location - all; sub-folder checked; type - report
* Folders — shared folders/custom/UCR/reports/financials/accounts payable/BI
e Select the Owning Department
e Select the Output Type and click Apply
* Review the Hold Reason column in the report to determine if any should be remedied by the department

[TH RIVERSIDE



https://drive.google.com/file/d/1wFwv5zIYYgPZTeQAglxP55d3nXiu5Cur/view?usp=drive_link

Department Action Hold Reasons

escription red.
Ho d Reason mount billed exceeds amount orde

Account Ordered

ceived.
Account billed exceeds amount re

Account Received

i ivered.
t close PO before schedule is fully delive
Canno

Cannot close PO

i i leased holds.
t close PO because invoice has unre
Canno

Cannot try PO close

antity.
Billed quantity exceeds consumed qu y

Consume Quantity

invoice.
PO was already final matched to another i
w

Final matching

i isi ice.
Insufficient funds exist for this invo

Insufficient funds

t.
i olerance amoun
d ntity exceeds consumed quantity by t

Billed qua

Maximum consumed quantity

ount.
tolerance am

led amount exceeds ordered amount by

Billed am

Maximum ordered amount

t.
[ lerance amoun
lled quantity exceeds received quantity by to

Billed qu

Maximum received quantity

limit.
unt exceeds

i between invoice and schedule amo

Variance

Maximum scheduled amount

ity.
Billed quantity exceeds ordered quantity.

Ordered Quantity

ase order.
Invoice matched to unapproved purch
n

PO not approved
Price

i r receipt
rice for PO o
i chase order p . o
i exceeds pur e o
e gr'lce ice line and exceeds consumption
0
matched inv

i hed
ion advice matc
ption advice price for consumption
consum

invoice line.

tity.
Billed quantity exceeds accepted quantity

Quality

i tity.
Billed quantity exceeds received quantity

Received quantity

eipt.
Exception exists for purchase order receip

Receiving exception '
UCR AP Communication

tion

iew comment, take ac

nted by AP. Review o edge
i do?:tr:)e write a comment back to AP, and a

(if appropriate),

the hold.

Oracle Financials
Depuf[mem Action - Invoice System Holds

Overview

This guide outlines the various holds that will neeq 10 be worked p,
Report for Invoices is run,

Y a department when the UCRAP

igate through the folders (shared
rs uSlom/UCR/repons/ﬂnan(rals/armunrs payable/gj)
4. Open the ycg ap Report for Invoices

5. Select your department from the

Department Action Hold Reasons;
Hold ptio
Account Ordereqd Amaunt billeg exceeds amoynt ordered.
Account Receiveq Account billeq exceeds amoynt received,
Cannot close po Ca

nnot close po before schedyle s fully delivereq
Cannot try PO close Cannot close PO because Invoice has unreleaseq holds.
Consume Qua Billed Quantity exceeds consumed qua tity.
Final Matching PO was already fina| Matched to another invoice,
Insufficient funds Insufficient fungs €xist for this invoice,
imum consumed Quantity Billed Quantity exceeds Consumed Quantity by tolerance amount.
Maximum ordered amount Billed amoyng exceeds ordereq amount by tolerance amount.
Maximum received Quantity Billed quantity exceeds received quantity by tolerance amount,
imum scheduled amount | Variance between invoice and schedule amoynt exceeds [imit.
Ordered Quantity Billed quantity €xceeds ordereq Quantity,
not approved Invoice matcheq 1o unapproved Purchase order,
Invoice price exceeds Purchase order price for po Or receipt
Matched invoijce line and exceeds consumption adyice price for
consumption advice price for consumption advice Matched
Invoice line,
Quality Billed Quantity exceeds accepted Quantity,
Received Quantity Billed quantity exceeds received quantity,
Receiving exception Exception exists for Purchase order receipt.
UCRAPCommuuication Re,

450N documenteq by AP. Review col
(if appropriate), Write a comment bac
the hold.

mment, take action
k to AP, angd acknowledge

Department Action — Invoice

System Holds QRG
[TH RIVERSIDE



https://drive.google.com/file/d/1OfN20sp3Ctdqp1UXkjPz1mzN7RMODyZ2/view?usp=sharing

EACS: Department SAA Provisioning Request

Department SAAs play an important role in provisioning access to our campus users. Various requests have been distributed
to Department SAAs regarding important role provisioning related to the new systems to enable the appropriate workflow of
transactions and system integration, such as the need to immediately provision: Concur Phase Il roles, specifically PCard
Holder and Financial Approver, to enable the US Bank interface of PCard transactions. Click for guidance.

All roles involved in the procurement workflow, such as Procurement Financial Approver, Payables Financial Approver and
Receiving roles for every Accountability Structure containing a Procurement Transactor. Without these roles, the routing will
fail and the transactions cannot proceed.

Oracle Financials Training Roles: Please note that participants cannot join training workshops without appropriate roles
assigned by the Dept. SAA in Oracle Financials Training, which is separate from production (Oracle Financials). Click to view
roles.

To obtain access to a new system, users are required to collaborate with their Department SAA (System Access
Administrator).

To locate your Department SAA in R'Space, please follow these steps:
* Click on EACS Accountability Report

» Select Click here for SAA Names

* Search for your SAA by Org Value


https://clt1411124.benchurl.com/c/l?u=FDA8CB4&e=1696462&c=158834&t=0&l=B3E625AF&email=Yhj5eJcT5vF0Xu1EkKXg8aBanR218rId&seq=1
https://clt1411124.benchurl.com/c/l?u=FDA8CB5&e=1696462&c=158834&t=0&l=B3E625AF&email=Yhj5eJcT5vF0Xu1EkKXg8aBanR218rId&seq=1

Training Feedback?

Think the training is great? Think it is not? Needs improvement?

Please share actionable feedback so that we can continue to make the courses more impactful!

New Courses Currently Available Post Go-live UCR

Finance Administration & Practices in the UCLC
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Link to Survey



https://ucriverside.az1.qualtrics.com/jfe/form/SV_cuJZjcuTL8MdSvk

Faculty Workshops! Coming up!

_ These workshops are opportunities to practice content provided in the Web Based Trainings.

UCR Finance and
Research Systems
for Academics

Oracle for Academics

Kuali & Oracle:
Contracts & Grants
for Academics

Concur for Academics

Kuali: Research
Systems & Tools

Contracts & Grants
for Academics Workshop

UCR Finance and Research
Systems for Academics
Workshop

Participants should only register for one of the two sessions based on if the Faculty,

Researcher, PD/PI use the contracts & grants.

Finance & Research Systems for Academics
(Non-Contract & Grants)

9/1/23 9-9:30
Package:

Finance & Research Systems for Academics

9/7/23 8:30-9:30

and

Contracts & Grants for Academics Workshop

10/13/23 8:30-9 11/3/23 9-9:30

10/9/23 9:30-10:30 11/17/23 12-1pm

Link to Learning Path


https://uc.sumtotal.host/core/libraryShare?TopicId=3369&TopicName=5.%20Faculty%2C%20Researcher%2C%20%26%20PD%2FPI&SearchText=&SortField=Name_Sortable&SortDirection=asc

Travel & Expense

[TH RIVERSIDE



Suppliers and Other Payees

Legacy Suppliers - those that have been imported over to Oracle and need an update such as

contact info, services offered, etc.

« The request must have “Legacy Supplier Registration” selected from the drop down menu under
request reason.

« The name of the supplier must have a -1 after the name as the system will not accept the same
supplier name as it is already in the system. The name must be unique. These requests are routed
to Valerie Davis.

PO Suppliers - New supplier requests in Oracle for transactors to create POs and order goods and

services from.

« Once fully registered, PO suppliers are able to use Oracle Guided Learning to find various
elements within the supplier portal.

« Ajob aidis in the works to assist PO suppliers in initial registration.

« Please note, requesting a supplier is not automatically approved. Certain criteria must be met.
Please see this job aid on requirements and the process (link).

Non-PO Suppliers (Payees) - New supplier requests in Oracle for non-PO suppliers/payees to receive
payment.
« Payees must complete the registration process before payment can be made.

 Ajob aid has been created to assist with this process (link) mﬂRIVERS”JE



https://drive.google.com/file/d/1JXFPkodzTTXIw1Z36Kh70NljBhFRbgtD/view?usp=sharing
https://drive.google.com/file/d/1AoFadA2TymLOgMajDaL80abkDAtH-QKY/view?usp=sharing

Suppliers and Other Payees

The Oracle term for vendors and payees is "Supplier"

As discussed in previous Town Halls and User Group meetings, suppliers will maintain their
information using the Supplier Portal

This process will ensure personal protected information is appropriately secured. Departments
should no longer be requesting or collecting W9's from payees.

Avoids duplicate suppliers

Once established, suppliers are available for use for other types of payments, so it is important to
obtain required information upon establishment of the supplier

Allows PO suppliers to upload insurance and other required certifications

When campus department users initiate a request, a valid email address associated with the
supplier/payee must be provided

Challenges were initially experienced individuals logging into the supplier portal

Enhancements are underway to improve communication

A guide has been developed for non-PO Suppliers (i.e., ePay and Concur non-employee payees) to
assist payees with completion of the required information (see below).

[TH RIVERSIDE




ePAY — What’s Remaining in the Online Payment System

Homestax

RETIRING FROM EPAY

MOVING TO CONCUR

SINGLE PAYEE/VENDOR, SINGLE PAYMENT

Membership (reimbursement)
Petty Cash

Reimbursement

Refunds

RHA (Housing Use Only)

BUSINESS MEETINGS, ENTERTAINMENT

& OTHER OCCASIONS

All Categories

-«

REMAINING IN EPAY

SINGLE PAYEE/VENDOR, SINGLE PAYMENT

* Honoraria to Non-UC Employee or Non-
UCR Student

Human Subject Payment

Performance Agreement

Stipend to Non-Student

Casual Labor

Game Official

Homestay

Library Acquisitions (ORG16 access only)
Other

MULTI-PAYEE/SUPPLIER,
MULTI-PAYMENTS

Honoraria to Non-UC Employee or Non-
UCR Student

Human Subject Payment

Refunds

Stipend to Non-Student

Casual Labor

Game Official




Need to setup a Non-PO Supplier for Concur and ePay

Steps were updated on 7/31 and will

ORACLE FINANCIALS Business and
Update Payee Information in UCR Supplier Portal e

update again on 8/7, so share the link with

payees.

The "UCR Supplier Requestor JR" is needed
to request a new Oracle Supplier and
Payee. Departments are requested to
instruct non-PO suppliers/payees to follow
this guide carefully and update their profile
with their personal information in all
relevant fields. Completion of the profile
will enable the payee for use in ePay or
Concur.

Creating a Profile in the UCR Supplier Portal:
https://drive.google.com/file/d/1Ao0FadA2TymLOg
MajDalL80abkDAtH-QKY/view?usp=sharing

Overview

UCR recently updated our campus financial system. To improve security and confidentiality of individuals and
others receiving payment from UCR (i.e., payees), payees are asked to securely provide information required to
issue a payment. This guide offers detailed instructions on how to create and manage profile information for a
payee that is not providing procurement related commodities (also known as a non-purchase order (PO)
suppliers) nor employment related services, such as non-employee payees receiving stipends, refunds,
reimbursements, etc. Please keep in mind that all data and values presented in this guide are for training
purposes only. When using the guide, for security and confidentiality purposes, payees are asked to update their
profile with their personal information in all relevant fields.

Steps to Take

Topic 1: How to access the Oracle Supplier Portal

This process outlines the steps required for a user that is not part of the UCR organization to log in to Oracle.
When a UCR campus department needs to initiate a payment to you, they will request your email contact
information and initiate a request to UCR’s Accounting Office. Next, an email will be sent from UC Riverside to
you, the Payee. From there, several subsequent steps need to be completed to create a user account and
password to successfully access the Oracle system and update your payee information.

Steps  Action

1: To register as a supplier, the proposed payee (you) will be sent an email invitation with the subject
"FYI: Supplier Contact User Account for UCR Enterprise was Created." Please open this email and

click on the Access the application link provided within. This will guide you through the registration
process.



https://drive.google.com/file/d/1AoFadA2TymLOgMajDaL80abkDAtH-QKY/view?usp=sharing

Establishing Guest Travelers

The process for establishing Guest
Travelers is as follows:

Confirm the supplier/payee is
"Spend Authorized" in the Oracle
Supplier portal.

Concur Delegate users can associate
the non-employee traveler

with the appropriate accountability
structure in Guest Traveler Routing
(currently requires campus VPN).

Confirm with your Dept. SAA that
the dept. has established an "ALL"
record for Concur Routing in EACS.

Business Relationship

4 Details
must be "Spend
Registration Request 40003 o " Appg atus  Approved
Requested By AUthorlzed for the Approval Action Date  07/25/2023
Request Date 07/24/2023 payee regIStratlon Business Relationship Prospective

process to be complete. Source . Intamal Request

Inviting Procurement BU UCR BU

Request Reaso

Justificatio

4 Company Details

Company Taxpayer ID

Corporate Web Site Tax Registration Number

Additional Information

Legacy Supplier Number Does the vendor accept Procard payment? No

What goods or services are you purchasing? Travel - Airfare, Lodging, Shuttle Supplier Employee Department

Reason for requesting a new supplier instead
Siny

2ac  Candidate Interview
f using an existing supplier? Wit e

Override Payables Specialist

How often will you use this supplier? 1-2 times

4 Attachments

Actions v View w

Type Category “ File Name or URL Title Description Attached By Attached Date
No data to display
4 Contacts
View v Format w = : Detach
Name a7 Job Title Email


https://guesttravelersystem.ucr.edu/

Concur Troubleshooting

To help us identify and address the various
problems, if you encounter a workflow issue,
we kindly request your cooperation in trying
the following troubleshooting scenarios
before submitting a ticket.

After completing the steps in the attachment,
if you have a pending ticket, please update
your ticket with the findings or a comment
that the issue is resolved, as your feedback
helps confirm resolution.

Troubleshooting Guide:

https://docs.google.com/document/d/1b8MIR aH4JCtvcf
K5JruvkLbxtfUmrXVHvkyVZFDj2E/edit?usp=sharing

Approver Workflow Troubleshooting Scenarios:

1. Verify with your Department SAA:

a. Roles AND routing are established for Phase Il (Concur Phase | routing was
deleted and must be re-established).

b. The Financial Previewer within your Accountability Structure is not also the
Financial Approver.

c. The department has established “ALL" routing for Concur Users unless the
Concur User is also the Financial Approver or another exception applies. This
routing is especially critical if you have non-employee guest travelers, as they
default to the “ALL" routing once associated with your Accountability Structure in
Guest Traveler Routing (launching soon).

Note: After items in step #1 are confirmed with your Department SAA, if any changes are
made in EACS, please wait to proceed with steps # 2-4 until the following business day.

2. Before proceeding, please ensure that the Request/Report is Recalled to the Concur
User (also known as Traveler or Payee). It's important to note that the Request/Report
cannot be updated while it is in the workflow.

3. The Accountability Structure should be updated in the Request/Report header, including
with the appropriate Approver ID and click Save (see scenarios a-c below).

a. If the Approver ID is blank, please skip to step #4 in this guide.

b. If the Approver ID has the Financial Approver selected, resubmit the
Request/Report into workflow and update your ticket with a comment that the
issue is resolved.

c. Ifthe Financial Previewer is listed in the Approver ID, update the Approver ID to
the Financial Approver (instead of the Financial Previewer) to set the correct
approval workflow routing. Next, resubmit the Request/Report into workflow and
update your ticket with a comment that the issue is resolved.



https://docs.google.com/document/d/1b8MIR_aH4JCtvcfK5JruvkLbxtfUmrXVHvkyVZFDj2E/edit?usp=sharing

Question

& Answer

RIVERSIDE
IMPACT23

Thank you!

Website: Impact23.ucr.edu




