
 
 

 

 
2026 Updated Covered Services Guide  
 
Steps on how to begin and complete the Concept Approval through the 
HRMS Contracting Out Process 
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Concept Approval 
Step 1 of a 2-part Process 
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Concept Approval 

 

Concept Approval is required for all Human Resource Management System 

(HRMS) requests involving Covered Services.  

 

To begin, navigate to the Human Resources homepage at https://hr.ucr.edu/ and 

click on the “R’Employee Portal” button (outlined in green).  
 

 

 

*Exception is for emergency requests ONLY. For emergency requests, you still need to notify 

coveredservices@ucr.edu for instructions on how to proceed to HRMS. 

  

https://hr.ucr.edu/
https://hr.ucr.edu/
mailto:coveredservices@ucr.edu
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Concept Approval Online Form  
(also known as an SNOW ticket) 

 

Service Now is the internal ticketing system for Concept Approval. 

 

1. Click on “Other HR Services” 

2. Click on “HR Covered Services” 

 

 
 

3. A prepopulated box will appear with the requester's information 
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Concept Approval Online Form  
(also known as an SNOW ticket) 

 
 

4. Your information will be prepopulated except for “*Subtype:”  

5. Choose “Concept Approval” or “Exemption” 

 
 

6. Please choose the level of priority. 

  
  



Covered Services How to Guide 

Last reviewed for Compliance May 2026 

7 

7. Provide the following information: 

a. Date of Service (when do you need this service to begin) 

b. Type of Service Requested (custodial, laborer, etc.) 

c. Name of the Vendor 

 

 
 

8. Every request must include the following two attachments to be considered for approval: 

a. Vendor Estimate 

b. Service Department Email 
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9. Click submit 
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Final Concept Approval 

 
 

10. The requester should receive a copy of this request [sample below]  

a. PDF this receipt as proof of Concept Approval. 

b. The requester will receive an email instructing them to begin the HRMS Approval 

Process. 
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HRMS Step-by-Step Guide 
HRMS Contracting Out Process 
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Initiate Contracting Out HRMS Request 

 

 

1. To submit a Contracting Out HRMS Request**, please go to this site:  

https://hrms.ucr.edu/app/home 

 

2. Select Contract Out 

 
**Before any department submits an HRMS (Human Resource Management System) request, Concept 

Approval is required for all Covered Services. If you have not received Concept Approval from Central 

Human Resources, please do not submit a request. 

 

3. Initiate New Contract 

 
  

https://hrms.ucr.edu/app/home
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4. First, check the box “I have consulted with Workforce Compliance Specialist 

about this Contract Out Request.” Checking this box means you have completed 

Concept Approval and should have a RITM ticket number. (see #8) 

 

 
 

5. Requesting Department: The requester who is initiating this request selects their 

department.  

6. Service Department: The department that would normally provide the service. 
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Emergency HRMS Request 

 

Emergency request if the event occurs within 7 days or less and does not require 

Concept Approval. The requester will need to provide a justification statement as to why 

this request is an emergency. [sample text provided in green outline] and communicate 

with the Workforce Specialist at coveredservices@ucr.edu 

 

This is reserved for unique situations and should not be a common request. 

 

 
  

mailto:coveredservices@ucr.edu
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7. Normal requests require the HR Service Request Ticket (RITM Ticket number, 

same as Concept Approval - sample provided, see #8) 

 

 
8. Sample of Concept Approval Ticket. RITM Ticket # is in green. Please include 

this number in the purchase order. 
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Requestor 
 

1. Once the requester initiates the HRMS request, the screen will change to the 

following. Everything in red must be addressed before the requester can submit 

the request. The text in parentheses describes which tab to enter the required 

information. 
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  a. User Certification. Please check this box. Once you click this box, the 

notification in the red box will disappear. This action is required at all approval levels. 

 

  b. Are you/staff affiliated with the supplier?  

c. Supplier Information. Use the blue box to select the vendor. If UCR 

has used this vendor before, please select it from the drop-down 

menu. If this is a brand new vendor, please enter the details manually.  
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2. Service Information.  

 
 

The information for this tab is in the vendor's estimate. 
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3. Input the information for the contracted employees [example: 5 individuals, 10 

hours each, $35.09 (wage parity rate); Security Guard–Click Add.  

 

 

 
4. This tab contains all attachments:  
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a. Concept Approval RITM Ticket 

b. Vendor's estimate 

c. An email from the service department explaining why they cannot provide 

this service. 

 

 
 

 
5. If everything has been answered, the red box will be gone, and the requester can 

submit the HRMS request.  
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a. Check out the Contract Out option. This option is used when the 

requester has a question and is pausing the request. The requester can 

“assign” this request to a specific person. 

 

 
 

6. Once you click “Submit to Service Department,” you will see this image. I would 

add a brief comment to the next person in the cue to help them understand the 

request. 
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7. Once the requester types a short response and clicks “Submit,” they will see this 

image indicating that the HRMS request is now in process. 

 

 
 

8. The requestor will receive an email within minutes. 
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Service Department Coordinator 
 

The HRMS request (also known as a WIP) is now in the Service Department Cue. The 

Service Department's tasks will be in the red box. All of these tasks must be completed 

before the Service Department can submit to the HR Compensation Analyst. 

 

9. User Certification. Please check this box. Once you click this box, the 

notification in the red box will disappear. 

 
 

10. If there are any issues or comments, the red arrow points to where the Service 

Department Coordinator can add comments. It is not required.  
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11. Notice the Service Department Coordinator has different options than the 

Requestor in the review and submit box. 

 

a. Check out the Contract Out option. This option is used when the 

coordinator has a question and is pausing the request. The coordinator 

can “assign” this request to a specific person. 

b. Return Contract Out Request to Requesting Department. This means 

the service coordinator is denying the request or has serious concerns 

about it.  

c. Accept Contract Out Request. This action will move the request to the 

next person. 
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12. Once you click “Accept Contract Out Request,” you will see this image. The next 

stage is for Wage Parity. The estimate should reflect Wage Parity. 

 

 
 

13. Once the coordinator types a short response and clicks “Submit,” they will see 

this image indicating that the HRMS request is now in process. 
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14. The Service Department Coordinator (along with the requester) will receive this 

email. 
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HR Compensation Analyst 
 

The HR Compensation Analyst's focus is to verify that the vendor has met the Wage 

Parity Benefit (WPB). The HRMS request (also known as a WIP) is now in the HR 

Compensation Cue.  

 

15. User Certification. Please check this box. Once you click this box, the 

notification in the red box will disappear. 

 

 
 

16. Wage Parity Tab. The HR Compensation Analyst is responsible for selecting the 

correct job and matching the wages to ensure wage benefit parity.  
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16. Notice the HR Compensation Analyst has the same options as the coordinator in 

the review and submit box. 

a. Check out the Contract Out option. This option is used when the 

coordinator has a question and is pausing the request. The coordinator 

can “assign” this request to a specific person. 

b. Return Contract Out Request to Requesting Department. This means 

the service coordinator is denying the request or has serious concerns 

about it.  

c. Accept Wage Parity. This action will move the request to the next person. 

 

** Emergency Request. If this is an emergency request, it will automatically skip 

CAO/CFAO and Department Chair/Head/Dean [outlined in blue] and go to Workforce 

Compliance [outlined in yellow]. 
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17. Once you click “Accept Contract Out Request,” you will see this image. The next 

stage is for CAO/CFAO. Type in a short comment and Approve Wage Parity. 

 

 
18. Once the HR Compensation analyst types a short response and clicks “Submit,” 

they will see this image indicating that the HRMS request is now in process. 
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19. The HR Compensation Analyst (along with the requestor) will receive this email. 
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CAO / CFAO 
 

Once the HRMS request reaches the CAO/CFAO cue, there are no additional tasks to 

complete except for “user certification.” The role of this person is to verify that this 

request is required. 

 

20. User Certification. Please check this box. Once you click this box, the 

notification in the red box will disappear. 

 

 
 

21. The CAO / CFAO can check out, approve or deny. If the CAO / CFAO denies this 

request, it will return to the requestor and the process either needs to begin again 

or be canceled.  
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22. Once you click “Accept Contract Out Request,” you will see this image. The next 

stage is for the Chair/Head/Dean. Type in a short comment and Approve. 

 

 
 

23. Once the CAO/CFAO types in a short response and clicks “Submit,” the 

CAO/CFAO will see this image showing that the HRMS request is now in 

process. 
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Head/Dean/Chair 
 

In the Head/Dean/Chair cue, there are no tasks to be completed except for “user 

certification.” The role of this person is to verify that this request is required. 

 

24. User Certification. Please check this box. Once you click this box, the 

notification in the red box will disappear. 

 

 
 

25. The Head/Dean/Chair can check out, approve or deny. If the Head/Dean/Chair 

denies this request, it will be returned to the requestor, and the process must 

either begin again or be canceled.  
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26. Once you click “Accept Contract Out Request, ” you will see this image. The next 

stage is for Workforce Compliance. Type in a short comment and Approve. 

 

 
 

27. Once the Head/Dean/Chair types in a short response and clicks “Submit,” the 

Head/Dean/Chair will see this image showing that the HRMS request is now in 

process. 
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Workforce Compliance 
 

Workforce Compliance focuses on verifying the vendor's status, wage parity, concept 

approval, and working with Employee Labor Relations on any potential issues. 

 

28. User Certification. Please check this box. Once you click this box, the 

notification in the red box will disappear. 

 

 
 

29. The focus of Workforce Compliance is to verify everything, from justifications to 

comments. 
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30. Once everything is verified, Workforce Compliance will approve the request. 

 

 
 

31. Once the Workforce Compliance clicks “Approve,” you will see this image. The 

next stage is procurement unless the request is over 100K.  
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32. The HRMS request is now in Procurement and cannot be canceled.  
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33. The final email will be sent.  
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For requests of 100K or over 
 

For requests over 100k, please email our Employee Labor Representative, Cassandra 

Serrato, before starting the HRMS process.  This allows ELR to give proper 

notification to the Union. Also, as a courtesy, include Procurement in your message, 

Gae Purvis. 

 

Requests of 100K or more require additional steps in the HRMS process. [outlined in 

yellow]. 

 

 
 

  



Covered Services How to Guide 

Last reviewed for Compliance May 2026 

39 

For Personalized Training, Additional Questions, and Issues 

 

 

 

Questions? 

 
 
 

If you have any questions, feel free to contact us at 
coveredservices@ucr.edu 

 


