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NAVIGATION	Enhancements
For	easier	reference,	the	benefits	on	your	Dashboard	list	will	now	display	with	the	
most	recent	Benefit	entries	at	the	top	of	the	first	page.	(rather	than	displaying	in	entry	
order	or	by	Benefit	ID/Activity	ID).	
Note:	Search	results	will	continue	to	be	listed	by	Benefit	ID/Activity	ID.
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NAVIGATION	Enhancements

To	see	more	Benefit	entries	with	fewer	clicks,	now	25	benefits	are	displayed	per	page	
in	both	your	Search	results	and	Dashboard	lists	(lists	formerly	showed	only	10	results	
per	page).
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Fewer	
clicks!



NAVIGATION	Enhancements

For	quicker	and	more	accurate	navigation	of	both	your	Search	results	and	Dashboard	
lists,	you’ll	see	new	First,	Last,	Previous,	or	Next	buttons	in	the	‘Go	to	page:’	navigation	
section	of	your	Search	results	and	Dashboard	lists.
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Easier
navigation!



NAVIGATION	Enhancements

To	streamline	the	Benefit	
creation	process,	the	
“Select	Impacted	
Locations”	box	will	be	
pre-checked	with	the	
user’s	campus	location.	

If	a	Benefit	applies	to	
multiple	locations,	the	
user	will	continue	to	check	
additional	boxes	for	the	
applicable	locations.
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One	less	
entry	step!



NAVIGATION	Enhancements

To	streamline	the	benefit	creation	process	– in	Step	2	(Search	for	Organizational	
Units),	you	are	now	also	able	to	use	a	department	code	to	find	the	correct	
department,	which	will	narrow	your	search	results	and	speed	up	the	process.	
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Enter	at	least	three	letters	or	numbers	into	the	
search	field	to	find	the	department	you	need.

Speeds	up	
process!



CUT-OFF	DATE	COLUMN	Added	to	Queues

To	assist	in	tracking	benefit	cut-off	dates,	you’ll	see	a	new	“Cut-Off	Date”	column	added	
to	your	queue.	
This	column	shows	the	final	cut-off	date	by	which	this	benefit	must	be	submitted	and	
approved	– 10	business	days	into	the	following	month	after	the	Agreement	date.
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REMINDER	HIGHLIGHTS	Added	to	Queues

To	help	you	stay	on	top	of	things,	benefit	activities	that	need	action	will	be	
highlighted	in	red as	a	reminder.
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ANNUAL	BENEFITS	COLUMN	added	to	Search	Results

For	easier	checking	and	tracking,	you’ll	find	an	’Annual	Benefit’	column	added	to	
Search	results.
§ This	column	functions	similarly	to	the	‘Annual	Benefit’	column	in	your	Dashboard
§ It	is	sortable	and	searchable	for	all	activity	types

(NOTE:	Clicking	on	the	column	headers	on	your	dashboard	queues	and	in	search	results	will	sort	the	results	in	
ascending	or	descending	order.)
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YEAR-OVER-YEAR	Enhancements

With	an	added	underline,	the	
access	to	‘Year-Over-Year	
Benefit’	listings	displays	
more	clearly	as	clickable	link.
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(The	next	slide	shows	the	
screen	that	will	appear	when	
you	click	on	the	link…)



YEAR-OVER-YEAR	Enhancements

For	improved	benefit	comparison,	forecasting	and	planning,	the	Year-Over-Year	
Benefit	report	now	displays	three	fiscal	years	simultaneously.	Now,	you’ll	see	the	
previous	fiscal	year,	the	current	fiscal	year	and	the	upcoming	fiscal	year	all	at	once.	
Note:	When	the	fiscal	year	changes	on	July	1,	the	fiscal	years	displayed	will	update	
automatically.		(Targets	have	not	currently	been	set	for	FY’19.)
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(Last	FY) (This	FY) (Next	FY)



CURRENT	MONTH	EXTRACTS	Enhancement

For	improved	individual	and	campus	tracking,	all	users	can	now	export	‘Current	
Month	Extract’	reports.	These	reports:
• Include	benefits	from	the	campus(es)	associated	with	that	user
• Include	benefits	from	the	current	month	(Ex:	An	extract	created	on	April	30	will	

contain	benefits	with	agreement	dates	of	April	1-30;	an	extract	created	on	May	1,	
will	only	show	benefits	with	agreement	dates	of	May	1.)

• Excludes	benefits	in	Draft	or	Rejected	status
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To	export	an	MS	Excel	extract	report,	use	the	‘Current	Month	Extract’	button,	
located	in	the	lower	right	area	of	the	dashboard,	just	above	the	‘Rejected’	and	‘All’	
queue	buttons.



"Benefit	Bank	October Cutoff	Occurs	Soon,	ACTION	REQUIRED"	

NOTIFICATION	Enhancements
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New	Subject	Line	Example

“The	cutoff	date	for	approving	October's Benefit	Bank	entries	is	just	around	the	
corner: November	12,	2017…”

New	Notification	Example

To	reduce	confusion	about	which	month’s	benefit	cut-off	is	occurring,	notification	
emails	will	now	include	the	benefit	month	in	both	the	subject	line	and	the	body	of	
the	email:
§ "Benefit	Bank	[benefit	month]	Cutoff	Occurs	Soon,	ACTION	REQUIRED”
§ The	cutoff	date	for	approving	[benefit	month’s]	Benefit	Bank	entries	is	just	

around	the	corner…



REMINDERS	AND	RESOURCES
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Benefit	Bank	data	is	loaded	into	spend	analytics

All	benefits	for	a	given	month	must	be	submitted,	reviewed	and/or	
approved	within	10	business	days	into	the	following	month	

Reminders

For	more	information	on	Benefit	Bank	including	past	release	notes,	guidelines,	
training	documents	and	definitions,	go	to:
http://www.ucop.edu/procurement-services/procurement-systems/uc-benefit-training.html

For	assistance,	contact	the	Help	Desk:	analytics@ucprocure.zendesk.com	

See	your	Approver	with	questions	and	additional	support	needs

Resources


