Budget & Finance

Weekly Digest

August 1, 2023 | 132nd Edition

=

Foundation Endowed Chair Recurring Transfers

If you have a Foundation endowed chair (fund number starts A-L) that was set up for recurring transfer from the Foundation
to the UCSD ledger, please submit a new transfer request with appropriate approvals. The recurring transfer between
ledgers for endowed chairs expires each June 30th so we can comply with PPM 230-8. The form and instructions can be
found here.

Recurring transfer requests for other endowments or current use gift funds will continue to process to the chart string
originally provided until a ticket is submitted requesting us to stop the recurring transfer. If you'd like to make a change to
where the recurring transfer is posting, please submit a new recurring transfer form and we will be happy to update our
records.

Financial Accounting Program: Upcoming Information Sessions

The UC San Diego Financial Accounting Program is a complementary professional development opportunity being offered to
help you become more effective in your role. This program is currently offered at no cost to eligible career employees
through the end of the fiscal year (Spring 2024)!

We invite you to hear more by attending an upcoming Information Session for the following dates. Please register using

links below:

o Tuesday, August 15, 2023 @_10:00am - 11:00am
e Thursday, August 17, 2023 @_1:00pm - 2:00pm

You are encouraged to share this information with your teams, colleagues, and those who may be interested in participating in
the full program or Financial Accounting for Non-Accountants (FAFNA) as a standalone course.

We appreciate the partnership with UC San Diego Division of Extended Studies and the support from supervisors across
campus and health sciences.


https://blink.ucsd.edu/finance/budget-finance/index.html
https://foundation.ucsd.edu/endowment-financials/foundation-forms.html#Foundation-Requests-for-Funds
https://urldefense.com/v3/__https:/t.e2ma.net/click/fcop8k/3ihv1ce/v09qs2b__;!!Mih3wA!C7sS29ohi1HOCbA9RCElkOKALUd6LmTksLH0lUs5Nlx7-sT1d71Yf37eJ_RVkoEi4vW-P8rw8KdafqHy7NSIZbPA-FQZ$
https://urldefense.com/v3/__https:/t.e2ma.net/click/fcop8k/3ihv1ce/btars2b__;!!Mih3wA!C7sS29ohi1HOCbA9RCElkOKALUd6LmTksLH0lUs5Nlx7-sT1d71Yf37eJ_RVkoEi4vW-P8rw8KdafqHy7NSIZdE69846$
https://ucsd.zoom.us/meeting/register/tJ0lc--srjItHNVRRP103DhBAwcMJpdLd-Va#/registration
https://ucsd.zoom.us/meeting/register/tJYkfuytpjMvGdY9zS6chAuw_f475xJaW-HS#/registration

Oracle Fixed Assets Module Office Hours Monday August 7th
Next Monday August 7, 2023, will be the next session of Office Hours. Please join us at 10:05 AM on Zoom to learn more
about the following topics:

e Cost Transfers for Assets
o Expenditure Type Corrections for Assets

Watch recorded office hours and more on our UC San Diego Budget & Finance YouTube channel.

ECERT Effort Reporting Office Hours
Every Wednesday @ 2:30pm - 3:30pm
Come get your questions answered, system access setups, or helpful hints on the effort report certification process.

Fund Management Office Hours
Every Thursday @ 11:00am - 12:00pm
Come get your questions answered and solidify your knowledge and understanding from a useful and information packed

session. Don’t miss it!

We will not be holding Fund Management office hours on Aug. 17th for the annual Staff Summer celebration.

Concur: Event Expenses & Other Reimbursements

Thursday, August 17 @ 9:00am - 11:00am

The course will include an in-depth explanation of Concur processes related to meetings, entertainment, and business
expense reimbursements. This course will be especially valuable for employees who host meetings and events and want to
further their understanding of the expense reconciliation process via Concur. Also, those who previously utilized MyPayments
for requesting employee reimbursements for business expenses may attend this course. Intended for preparers,
meeting/event hosts, financial managers, and entertainment approvers who are familiar with Entertainment Policy BUS-79
and would like to learn about more advanced meetings and entertainment terminology and concepts.

Topics Covered:

« Learn how to submit event payment requests and employee reimbursements via Concur
* Review the process to submit event vendor payments
+ Be able to view and reconcile Travel & Entertainment card transactions


https://ucsd.zoom.us/j/98405306051
https://urldefense.proofpoint.com/v2/url?u=https-3A__t.e2ma.net_click_jru77h_z7d6lrh_n2p6xbb&d=DwMFaQ&c=-35OiAkTchMrZOngvJPOeA&r=N8Kc9acxjH4jhvT16fFOdwptvVyE98q2W89CmV1oyp8&m=hdzRSDOqG0AxrZS4yjFLRW-oN84u5EW-oLYC81josx0PExZUFMmhEPjhMQxhdoJU&s=CfXGosMfKtIktCXKXaTrk_LmTsQpB1WTprel1o4UXOI&e=
https://us06web.zoom.us/j/82763879165?pwd=MDVlc0dWOEJKZ1A2ekg0VVdVM3NBUT09
https://urldefense.com/v3/__https:/t.e2ma.net/click/rh0bmj/7x7su7d/fgvdjmb__;!!Mih3wA!DflEj6fBUddYmjL9hy5fPKJAPhEbY9AG4dAWIrZlRsDl2Fc2uEYH3EVNSYK1k-S8DqTntSZ1QU5lMJ_uPynq5qn4Nw$
https://uc.sumtotal.host/rcore/c/pillarRedirect?isDeepLink=1&relyingParty=LM&url=https%3A%2F%2Fuc.sumtotal.host%2Flearning%2Fcore%2Factivitydetails%2FViewActivityDetails%3FUserMode%3D0%26ActivityId%3D397223%26ClassUnderStruct%3DFalse%26CallerUrl%3D%2Flearning%2Flearner%2FHome%2FGoToPortal%3Fkey%3D0%26SearchCallerURL%3Dhttps%253A%252F%252Fuc.sumtotal.host%252Fcore%252FsearchRedirect%253FViewType%253DList%2526SearchText%253Devent%25252520expenses%2526startRow%253D0%26SearchCallerID%3D2

UC San Diego Travel: Before You Go

Thursday, August 24 @ 9:00am - 11:00am

The course will include an in-depth explanation of topics covered in the Concur Travel and Expense eCourse. This course will
be especially valuable for employees who travel or book business travel and want to further their understanding of travel
preauthorization and UC San Diego's instance of Concur Travel booking tool. Intended for travel arrangers, delegates,
travelers, and financial managers who are familiar with Travel Policy G-28 and would like to learn about more advanced
Concur Travel terminology and concepts.

Topics Covered:

» Review the process to request travel preauthorization via Concur Request
« Be able to request a new University Travel & Entertainment Card
e Learn how to book travel via Concur Travel

UC San Diego Travel: Reporting Expenses

Thursday, August 24 @ 1:00pm - 3:00pm

Intended for: Those involved in the process of trip reconciliation for business travel at UC San Diego, including travelers,
preparers (Concur Delegates) and approvers.

The course provides an overview of UC San Diego travel policy and procedure, including summarized guidelines, resources,
and information about online tools.

In this course, you will learn about Concur processes for prepaying travel and claiming expenses after the business trip
occurs in accordance with Travel Policy G-28.

Topics Covered:

« Arranging for prepayment of fees, such as registration
« Making deposits, such as for hotels

* Reporting expenses

e Claiming traveler reimbursement

IPPS Hot Topics: Move/Relocation Policy & Procedures

Wednesday, August 30 @ 10:00am

This Hot Topics Training is great for department Move Coordinators who are in charge of assisting new employees with their
Move/Relocation expenses. You will learn about the different move policies, how to find out which policy applies to your
employee, reimbursable expenses versus non-reimbursable, the process in Concur to reimburse the employee/reconcile card
charges, the taxability component associated with these expenses.

Contract and Invoice Creation Training

Wednesday, August 30 @ 10:00am - 11:00am

Find out about the PPM contract and invoice process. These resources and training are for individuals new to UC San Diego
or those interested in refreshing their knowledge of the PPM contract and invoice process.

Reporting 1:1 Sessions
Sign up for a 1:1 Zoom session to meet with a member of the Bl & Financial Reporting team who can answer your specific
questions about financial reporting and dashboards/panoramas in the Business Analytics Hub (BAH).


https://uc.sumtotal.host/rcore/c/pillarRedirect?isDeepLink=1&relyingParty=LM&url=https%3A%2F%2Fuc.sumtotal.host%2Flearning%2Fcore%2Factivitydetails%2FViewActivityDetails%3FUserMode%3D0%26ActivityId%3D404372%26ClassUnderStruct%3DFalse%26CallerUrl%3D%2Flearning%2Flearner%2FHome%2FGoToPortal%3Fkey%3D0%26SearchCallerURL%3Dhttps%253A%252F%252Fuc.sumtotal.host%252Fcore%252FsearchRedirect%253FViewType%253DList%2526SearchText%253Dtravel%25252520before%2526startRow%253D0%26SearchCallerID%3D2
https://uc.sumtotal.host/rcore/c/pillarRedirect?isDeepLink=1&relyingParty=LM&url=https%3A%2F%2Fuc.sumtotal.host%2Flearning%2Fcore%2Factivitydetails%2FViewActivityDetails%3FUserMode%3D0%26ActivityId%3D404374%26ClassUnderStruct%3DFalse%26CallerUrl%3D%2Flearning%2Flearner%2FHome%2FGoToPortal%3Fkey%3D0%26SearchCallerURL%3Dhttps%253A%252F%252Fuc.sumtotal.host%252Fcore%252FsearchRedirect%253FViewType%253DList%2526SearchText%253Duc%25252520san%25252520diego%25252520travel%2525253A%25252520reporting%25252520expenses%2526startRow%253D0%26SearchCallerID%3D2
https://ucsd.zoom.us/meeting/register/tJMpfuGhrzwoHtzChZRWNXs0XY6L_amBJg0g#/registration
https://blink.ucsd.edu/finance/billing/get-started/training/contract-invoice/index.html
https://calendly.com/bi-and-financial-reporting/1-1-session

Have Finance-related questions?
Call the UC San Diego Finance Help Line.

(858) 246-4237 Tuesdays - Thursdays | 10:00am - 12:00pm & 1:00pm - 3:00pm

Call the UC San Diego Finance Help Line! Knowledgeable agents are standing by to assist you and answer Finance-related

questions.

Click to access the Event Calendar on Blink, which showcases a consolidated view of Office Hours, Instructor-Led Training sessions,
and Hot Topics. Be sure to try out the different calendar views in the upper right corner!

We Are Hiring!

Do you know someone who loves keeping everything organized and is super detail-oriented? We are in search of a Project
Coordinator to manage all of our report development projects, write Blink content, and provide first-line ticket support. They’ll
get the inside scoop on what’s happening with financial reporting and will gain a broad knowledge base on using Oracle and
reading financial data. This would be a great position for someone who wants to get into fund management, but doesn’t yet
have the right experience.

Sharing lodging with colleagues while on university travel status to reduce costs?

We understand travelers may choose to share lodging to offset costs. This aligns with policy. Keep in mind that group travel
must have an assigned group leader. Otherwise, travelers will need to cover and reconcile their individual business travel
expenses such as transportation, meals etc. under their own Concur profile.

When possible, you can request that the hotel split the charges into separate bills. In a case where travelers share a room,
the person who paid in full should be the only one requesting reimbursement. Note that the receipt(s) must show the separate
charges. To satisfy the requirements for lodging reimbursement, receipt(s) must state the following: the name of the traveler,
the dates of stay, the nightly rate, a breakdown of taxes/fees/incidental expenses, and a form of payment. Reimbursements
for personal transactions between travelers such as Venmo, Zelle, etc. cannot go through Concur and must take place
between individuals outside of the system. This information is also included in this Blink site.


https://blink.ucsd.edu/finance/resources-training/get-help/support/helpline.html
https://blink.ucsd.edu/finance/resources-training/get-help/support/helpline.html
https://urldefense.proofpoint.com/v2/url?u=https-3A__t.e2ma.net_click_jru77h_z7d6lrh_f8s6xbb&d=DwMFaQ&c=-35OiAkTchMrZOngvJPOeA&r=N8Kc9acxjH4jhvT16fFOdwptvVyE98q2W89CmV1oyp8&m=hdzRSDOqG0AxrZS4yjFLRW-oN84u5EW-oLYC81josx0PExZUFMmhEPjhMQxhdoJU&s=6DDPkOSxmELbOUH7jhTW-dleCKurXU9S-zoWsCQl_SY&e=
https://employment.ucsd.edu/financial-reporting-project-coordinator-124379/job/25539115
https://blink.ucsd.edu/travel/travel-policy/meals-lodging/index.html#Lodging

The Support Framework: Your Guide to Finding Help
Learning all there is to know about budget & finance can feel daunting.

The Support Framework is designed to help the Budget & Finance community, including faculty or staff with financial
responsibilities, identify their resources based on the following questions:

What can | do on my own?

Where can | get help?

 Who can help escalate?

 How do | suggest enhancements?

Bookmark or download a copy, for quick links to various resources available to you.
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Each Tuesday, the Weekly Digest provides important updates related to
Budget & Finance, including Oracle Financials Cloud and Concur Travel & Expense.
Our goal is to deliver timely information that matters to you.

Not sure where to find answers? Get started using our Support Framework.

Visit Our Website | Subscribe to our YouTube | Contact Us
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https://blink.ucsd.edu/finance/resources-training/get-help/support/Support_Framework.pdf
https://blink.ucsd.edu/finance/resources-training/get-help/support/index.html
https://blink.ucsd.edu/finance/resources-training/get-help/support/Support_Framework.pdf
https://blink.ucsd.edu/finance/resources-training/get-help/support/Support_Framework.pdf
https://blink.ucsd.edu/finance/resources-training/get-help/support/index.html
https://blink.ucsd.edu/finance/budget-finance/index.html
https://www.youtube.com/c/UCSanDiegoBudgetFinance
https://support.ucsd.edu/finance
https://app.e2ma.net/app2/audience/signup/1929723/1921773.693447405/
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