UNIVERSITY

CALIFORNIA

NEED TO TAKE ACTION NOW?

FOLLOW THESE BRC QUICK TIPS TO

GET YOU STARTED!

Purchasing methods may vary based on types of goods or services you are acquiring.

| want to buy

Purchasing method

Who to contact for questions

Most Goods

Shop Office Depot catalog in Oracle
Create a requisition in Oracle

BRCPURCHASEandPAY@ucop.edu

PCard purchase (UCOP

Create a requisition in Oracle to request the

BRCPURCHASEandPAY@ucop.edu

Credit Card) use of a BRC Pcard
= *Note - this process is currently under review
and will change in the near future. We will
send out a communication once the process
has changed.
Gift Cards = (Create a request in Concur BRCPURCHASEandPAY@ucop.edu

Be sure to review policy to ensure that this
purchase is appropriate

v' Employee Non-Cash Awards

v' Non-Employee Gifts

UCOP Guideline for employee SPOT Awards

Service Awards

Submit ServiceNow Request

Be sure to attach the completed and
approved Service Award Request Form that
you receive from your HR Business Partner

BRCPURCHASEandPAY@ucop.edu

Software

Submit a ServiceNow request to IT Client
Services

If ITCS cannot procure the software for you,
submit a requisition in Oracle

SERVICEDESK@ucop.edu
or
BRCPURCHASEandPAY@ucop.edu

Food for Business
Meetings (small events)

If paying an invoice to a caterer / restaurant:

Create a requisition in Oracle

v Attach invoice to the requisition, along
with all other required documentation

If seeking reimbursement or paying a Travel

& Entertainment Card: Submit an Expense

Report in Concur

Be sure to review the policy and UCOP

Guidelines to ensure that this purchase is

appropriate

v’ Are meals allowed at my meeting?

v/ UCOP Meal and Entertainment Guidelines

BRCPURCHASEandPAY@ucop.edu



https://fis.ucop.edu/
https://fis.ucop.edu/
mailto:BRCPURCHASEandPAY@ucop.edu
https://fis.ucop.edu/
mailto:BRCPURCHASEandPAY@ucop.edu
https://concur.ucop.edu/
https://www.google.com/url?client=internal-element-cse&cx=017681962718933441792:58v7bkn1mnc&q=https://policy.ucop.edu/doc/3420353&sa=U&ved=2ahUKEwius5K9s6PsAhXHr54KHaGPAu4QFjAAegQIBRAC&usg=AOvVaw24rSUctMEEBxaHfp370nWy
https://www.google.com/url?client=internal-element-cse&cx=017681962718933441792:58v7bkn1mnc&q=https://policy.ucop.edu/doc/3420354/BFB-G-42&sa=U&ved=2ahUKEwius5K9s6PsAhXHr54KHaGPAu4QFjABegQIBxAC&usg=AOvVaw3e9OoH-WQ6le_Yp0jNjz26
https://www.ucop.edu/business-resource-center/_files/morale-building-noncash-awards.pdf
https://www.ucop.edu/local-human-resources/op-life/employee-recognition/spot-award.html
mailto:BRCPURCHASEandPAY@ucop.edu
https://ucop.service-now.com/nav_to.do?uri=%2Fcom.glideapp.servicecatalog_cat_item_view.do%3Fv%3D1%26sysparm_id%3D80db6c882b72f100918feba217da158f%26sysparm_link_parent%3Def7c598313def2003878dbf18144b03d%26sysparm_catalog%3De0d08b13c3330100c8b837659bba8fb4%26sysparm_catalog_view%3Dcatalog_default
https://www.ucop.edu/local-human-resources/staff-contacts/find-hr-business-partner.html
mailto:BRCPURCHASEandPAY@ucop.edu
https://ucop.service-now.com/nav_to.do?uri=%2Fcom.glideapp.servicecatalog_category_view.do%3Fv%3D1%26sysparm_parent%3Ddbc1beb5f0c67400dfe1ca4477ff8a4f%26sysparm_catalog%3De0d08b13c3330100c8b837659bba8fb4%26sysparm_catalog_view%3Dcatalog_default
https://fis.ucop.edu/
mailto:SERVICEDESK@ucop.edu
mailto:BRCPURCHASEandPAY@ucop.edu
https://fis.ucop.edu/
https://concur.ucop.edu/
http://policy.ucop.edu/doc/3420364/BFB-BUS-79
https://www.ucop.edu/business-resource-center/_files/te-food-at-ucop-hosted-mtgs.pdf
https://www.ucop.edu/business-resource-center/policies-and-guidance/guidelines/new-restrictions-on-use-of-ucop-funds.html
mailto:BRCPURCHASEandPAY@ucop.edu

Food for Business
Meetings (large events)

Contact the UCOP Event Services Team

UCOPEVENTS@ucop.edu

Food for Morale Building
Activities

Obtain required Additional approval (before
planning this event)

Create a requisition in Oracle

Be sure to review the policy and UCOP
Guidelines to ensure that this purchase is
appropriate

v’ Are meals allowed at my meeting?

v/ UCOP Meal and Entertainment Guidelines

v" UCOP Guideline for Morale Building
Events

BRCPURCHASEandPAY@ucop.edu

Furniture (Non-Ergo)

Create a requisition in Oracle

UCOPContractor@ucop.edu

Furniture (Ergo)

Contact the UCOP Ergonomics Program to
begin the process

Create a requisition in Oracle attaching the
completed and signed ergonomic
equipment form

ERGONOMICS@ucop.edu

Cell Phones Submit a request to IT Telecommunications | SERVICEDESK@ucop.edu
in ServiceNow
Services Purchasing services requires a pre-approval UCOPContractor@ucop.edu

through the Approval of Contractors and
Consultants (AC&C) process

Create a requisition in Oracle and attach the
approved AC&C form

Temporary Labor

Create a requisition in Oracle

UCOPContractor@ucop.edu

In addition to making purchases, you may want to know how to do the following:

| want to

Process

Who to contact for questions

| know | need Pre-approval for hiring | =
outside consultants and independent | =
contractors. Where are the AC&C, .

DM, MPI Forms?

AC&C Process
AC&C Form
MPI Process and Forms

= DM Process and Forms

UCOPContractor@ucop.edu

Inquire about the status of a

requisition

= Lifecycle of a requisition

BRCPURCHASEANDPAY@ucop.edu

Request a change order to a PO

= Create a requisition in Oracle

BRCPURCHASEANDPAY@ucop.edu

or
UCOPContractor@ucop.edu

Correct any COA segments on a PO .

Create a requisition in Oracle
with new COA

BRCPURCHASEANDPAY@ucop.edu
UCOPContractor@ucop.edu

Submit an supplier invoice

=  Email invoice to
invoice@ucop.edu

BRCPURCHASEANDPAY@ucop.edu

See an invoice payment

= Lifecycle of a requisition
= |nvoice Inquiry Report

BRCPURCHASEANDPAY@ucop.edu

Look up a supplier in Oracle

= (Click here

BRCPURCHASEANDPAY@ucop.edu



https://ucop.edu/building-administrative-services/services/event-services/index.html
mailto:UCOPEVENTS@ucop.edu
https://www.ucop.edu/business-resource-center/controls-processes/exceptional-additional-approvals.html
https://fis.ucop.edu/
http://policy.ucop.edu/doc/3420364/BFB-BUS-79
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https://ucop.service-now.com/nav_to.do?uri=%2Fcom.glideapp.servicecatalog_cat_item_view.do%3Fv%3D1%26sysparm_id%3D31c9bdaf0f9ac300f5b81d2be1050e02%26sysparm_link_parent%3Deb148e32a44e7400a2dc07a1f131b478%26sysparm_catalog%3De0d08b13c3330100c8b837659bba8fb4%26sysparm_catalog_view%3Dcatalog_default
mailto:SERVICEDESK@ucop.edu
https://www.ucop.edu/uc-operations/procedures-guidance/preapproval-consultants-contractors.html
https://www.ucop.edu/uc-operations/procedures-guidance/preapproval-consultants-contractors.html
https://fis.ucop.edu/
mailto:UCOPContractor@ucop.edu
https://fis.ucop.edu/
mailto:UCOPContractor@ucop.edu
https://www.ucop.edu/uc-operations/procedures-guidance/preapproval-consultants-contractors.html
https://www.ucop.edu/uc-operations/_files/psa-ica-request-form.pdf
https://www.ucop.edu/pmo/resources/major-projects-and-initiatives/index.html
https://sp.ucop.edu/sites/peo2/ai/SitePages/Home.aspx
mailto:UCOPContractor@ucop.edu
https://ucofficeofthepresident.sharepoint.com/:p:/r/sites/fsr/FIS%20Training/Quick%20Reference%20Guides/Procurement/FIS%20Quick%20Reference%20Guide_Viewing%20a%20Requisition%E2%80%99s%20Life%20Cycle%20in%20Oracle.pptx?d=wa625611c255342ef9e1e869534153f64&c
mailto:BRCPURCHASEANDPAY@ucop.edu
https://fis.ucop.edu/
mailto:BRCPURCHASEANDPAY@ucop.edu
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https://ucofficeofthepresident.sharepoint.com/:p:/r/sites/fsr/FIS%20Training/Quick%20Reference%20Guides/Procurement/FIS%20Quick%20Reference%20Guide_Viewing%20a%20Requisition%E2%80%99s%20Life%20Cycle%20in%20Oracle.pptx?d=wa625611c255342ef9e1e869534153f64&c
https://ucofficeofthepresident.sharepoint.com/:p:/r/sites/fsr/_layouts/15/Doc.aspx?sourcedoc=%7B0a337cf3-858c-4a0b-8527-2e30c9e24ef0%7D&action=default&uid=%7B0A337CF3-858C-4A0B-8527-2E30C9E24EF0%7D&ListItemId=175&ListId=%7B6A7CC695-1B8B-4054-ABB6-95C586CC6335%7D&odsp=1&env=prod
mailto:BRCPURCHASEANDPAY@ucop.edu
https://www.ucop.edu/business-resource-center/_files/spl-mgmt-guide-supplier-search-oracle.pdf
mailto:BRCPURCHASEANDPAY@ucop.edu

Set up a new supplier

Submit a ServiceNow request to
have the new supplier set up

BRC-CAAP@ucop.edu

Change supplier method of payment
(ACH, Check)

Submit a ServiceNow request to
have the existing supplier set up

changed

BRC-CAAP@ucop.edu

Change a supplier address

Submit a ServiceNow request to
have the existing supplier set up

changed

BRC-CAAP@ucop.edu

| want to

Process

Who to contact for questions

Request approval to travel

Submit a Pre-Travel Request in Concur

BRCTRAVELANDENT@ucop.edu

Reimburse myself for travel
expenses

Submit an Expense Report in Concur

BRCTRAVELANDENT@ucop.edu

Concur Training Video

Travel Expense Reimbursement
Training Video

Reimburse my boss/coworker for
travel expenses

Traveler needs to be Added As a
Delegate for the traveler in Concur
Concur Overview

BRCTRAVELANDENT@ucop.edu

Reimburse a non-employee for
travel expenses

Submit ServiceNow request for a Non-

BRC-CAAP@ucop.edu

Employee travel supplier

Submit a Pre-Travel Request in Concur
for a Non-Employee Traveler*

Submit an Expense request in Concur
for a Non-Employee Traveler*

*A non-employee traveler includes any
non-UCOP employees, including
employees from other UC Campuses

BRCTravelandEnt@ucop.edu

Reimburse an employee for non-
travel expense

Submit an Expense request in Concur

BRCTravelandEnt@ucop.edu

Direct Bill for Hotel / Airfare /
Conference Registration

Submit an expense request in Concur

BRCTravelandEnt@ucop.edu

Contractor Travel questions

UCOP Travel Guidelines for Outside
Contractors

Submit invoice to invoice@ucop.edu
with all required backup
documentation

BRC-CAAP@ucop.edu
BRCPURCHASEANDPAY@ucop.edu

Recharge/Transfer Cost to a
campus

Submit a ServiceNow request for a
Cost Transfer

BRC-CAAP@ucop.edu

Recharge/Transfer Cost a UCOP
Department

Submit a ServiceNow request for a
Cost Transfer

BRC-CAAP@ucop.edu
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https://ucofficeofthepresident.sharepoint.com/:v:/r/sites/fsr/FIS%20Training/Training%20Presentations%20and%20Recordings/Concur%20Travel%20%26%20Expense/Mini%20Video_Travel%20Expense%20Reimbursement.mp4?csf=1&web=1&e=z18vuO
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| want to

Process

Who to contact for questions

Submit an Interlocation Transfer
of Funds

Submit ServiceNow Request for an
Interlocation Transfer of Funds

BRC-CAAP@ucop.edu

Correct any segment of the COA
for an expense on the GL (NPEAR)

Submit a ServiceNow request for a Cost

BRC-CAAP@ucop.edu

Transfer

Process a financial journal

Submit a ServiceNow request for a Cost

BRC-CAAP@ucop.edu

Transfer

Find my financial unit approver

Approvals are saved on the FIS
SharePoint site

BRC-CAAP@ucop.edu

Setup approver in Oracle

Submit ServiceNow Request for
Signature Delegation

BRC-CAAP@ucop.edu

Setup approver in Concur

Submit ServiceNow Request for
Signature Delegation

BRC-CAAP@ucop.edu

Deposit a check

Deliver the check and the deposit slip to
the BRC Cashiers

BRC-CAAP@ucop.edu

Create a new Chart of Account
(COA) segment

Submit ServiceNow Request for Chart of

BRC-CAAP@ucop.edu

Account Maintenance

Report a problem in Oracle or
Concur

Submit a ServiceNow Request reporting
the incident

In the Subject Line, start with “FIS” to
designate the incident is related to the
Financial Information System

SERVICEDESK@ucop.edu

Request access to Oracle

Submit a ServiceNow Request for access
to Oracle (FIS)

SERVICEDESK@ucop.edu
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