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SOM Business Operations Fund Transfer/Swap Request Process

Purpose: The purpose of this document is to outline the process for entering a Fund Transfer or Fund Swap request
using the Servicelink form.

Entering a request

1. Onthe SOM Intranet Homepage https://medschoolintranet.ucr.edu/ select “ServiceLink Requests- All
Departments”
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2. Inthe Categories list, select “Business Operations.” In the Service Catalog section select “Fund Transfer Requests
/ Fund Swap Requests.”
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o Entertainment Preapproval Fund Transfer Reguests / Generic Request for SOM
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3. Complete the form.

a. The requestor details will auto populate.

b. Select “Fund Transfer” or “Fund Swap” from the drop down list.

This form is used for Fund Transfer Requests and Fund Swap Regquests

User Information
Requestor @

Ema

|ﬂ' Disanna Yournans

| deanna.youmans{@uer.edu

Fhone

Cepanment

{851) 827-7905

| 8 | 20M Finance & Administration

Raole

‘ Frocess Improvement Advisor

Today's Date

| 0310023

* Are you requesting 3 Funds Transfer or 3 Fund Swap?

‘ Hone

O%ES
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c. Fillin the rest of the information as required. Note: Iltems with a star are required.

d. If any request requires someone to be notified, instructions for adding names to the watchlist is detailed
in the next section of this user guide.

e. Once complete, select submit.

*\What is the dollar amount of the transfer? *Purpose of the request
E | | |
*Name of FAD/ budget owner of the fund *Mame of the Principal Investigator (PI) for this fund

What is the complete FAU you are requesting the transfer FROM?

* Activity *Fund
* Function
Cost Center Project Code

What is the complete FAU you are requesting the transfer TO?

Fund and Function number must be the same as the FAL you are requesting from.

* Activity *Fund

| -] | -]
* Function

| -]

Cost Center Project Code

| -] -]
Motes

—

bmit

Required informatin = noeuty | 7unc |
| Funotian |

@ Add attachments
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After submission the following screen will provide you with the RITM number that was created for the Business
Operations Team to review. Note: Do not add someone to the watchlist from this screen. Also, your
attachments may not appear from this screen. Click on the RITM number (circled in red below) and this will take
you to a new screen.

REQO203863 - Ganeric Riesquest for SOM Human Resousces

Krisben West

RECKR05663 Created

Completed (Pending - has nol

DO NOT ADD ATTACHMENTS WILL NOT -
ATTACHMENTS APPEAR IN THIS
H ERE WINDOW

After clicking on the RITM number, the screen pictured below will appear. In this screen the attachments should
appear, and additional staff may be added to the watchlist by scrolling down.

Home ¥ Generic Request for SOM Human Resources Search Q

Generic Request for SOM Human Resources @ Your request has been submitted
Number
Type your message here.. RITMO218821
X Short description
ATTACHMENTS WILL Kristen West Generic Request for SOM Human
APPEAR HERE — 03124123 10:41:34 Resources
Epic Access Request Form.pdf State
292 KB Opén
_ Priority
Kristen West 4-Low
032423 10:41:40
b Created
RITMO0218821 Created 3m ago
Updated
e 3m ago
~ Options

Release Date: 5/22/2023



RIVERSIDE

School of Medicine

6. Add to the watchlist by typing first name, last name, and plus sign. Any attachments that were previously added
will appear in this window. New attachments can be added by clicking on the paper clip on this page.

Role
Business Operations and HR
Project/Polic

Description
TEST WATCHLIST

Tickets are picked up within
4 hours (M-F 9-5)

Watch List
Attachments

\ Epic Access Request Form pdf

(291.7 KB)

I/

!

F A
4m ago
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Viewing a Request

1. Inthe main Servicelink portal go to “My Dashboard,” select “Active Requests.”

SOM INTRANET MY DASHBOARD

UCPATH SERVICELINK CHANGE TENANT

o DARLINE GRAHAM

Home > My Dashboard Search Articles and Services Q

Opened by Me Assigned to me Other ltems

Active Requests Active Incidents Active Dept. Incidents

2. All active requests will be displayed. Click on the request.

SOM INTRANET MY DASHBOARD CHANGE TENANT AN ADRIANA NAVARRETE

Home 3 My Dashboard 3 My Active Requests

Search ‘ Q |
My Active Requests
View | Open requests V| | Search open requests ‘ Q |
Request State Assignment Group Updated
Qrocurement Service Request > Open @ 6mago
RITH
Adriana Navarrete

Release Date: 5/22/2023



RIVERSIDE

School of Medicine

3. After clicking on the request, the status updates and comments will be displayed.

SOM INTRANET MY DASHBEOARD CHANGE TENANT AN ADRIANA NAVARRETE

Home » My Request- RITM0214044

Mumber Created Updated State
RITM0214044 9mago justnow Open
Procurement Service Request
Item Requesied for
Procurement Service... Adriana Navarrete
Stage
» Fulfillment
Activity Attachments Additional Details

[Type your message here... l m @

Q@justnow @ Additional comments

Status updates from BO Team

® 9m ago
RITM0214044 Created
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