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).

b
Human Resources

The HR team is currently working hard to update our documents to ensure full ADA compliance across our resources. If you have any trouble finding a X

document you need, or if you spot something that looks incorrect, please don't hesitate to email us at hrpolicy@ucr.edu.

Bold Hearts. Brilliant Minds.

UcR LIC Rigerside

Human Resources BULU |
UCR Central Human Resources (HR) provides HR leadership and expertise to create and HEARTS-

support a high performing, inclusive workplace which advance UCR's mission and

strategic objectives. Our mission of teaching research, public service, and patient care in BR I LLIAN.I

our community is what matters most.

HR is the benchmark in higher education for visionary and innovative HR strategies and M’_:!N%s-

exemplary service delivery.

CONTACT HR R'EMPLOYEE PORTAL

*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.
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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”

R EMPLOYEE
SERVICES

s~ Home - as5 & Compensation

Employee & Labor Relations

Leave of Absence

Other HR Services

Search

(®)

https//ucrsupport service-now.com/esclid=ucr_ec_pro_home

Home 3 Other HR Services

Other HR Services

‘The following request forms are designed to help Human Resources provide efficient and personalized support o UCR faculty and
staff. In our continued effort to deliver excellent customer service, we offer a wide range of request topics.

Catalog Filters

HR Administration
Policy & Strategic Initiatives
UC Learning Center Requests

Employee Organizational
Development

Talent Acquisition

HR Administration

HR ADMIN - CAT Leave HR ADMIN - Rehired

HR ADMIN - CAT Donation
at Retiree

HR ADMIN - CAT Doration HR

HR ADMIN - Rehired Retiree

View Details View Details View Details

Policy & Strategic Initiatives

HR ePer and Performance
Development

HR Covered Services

HR Communication &
Design

it re Policy &

B

3. A prepopulated box will appear with the requester's information

[N

HR Covered Services

To submit requests for Policy & Strategic Initiatives: Covered Services

* Indicates required

*Requestor (If requesting on behalf of another
person, please enter name of individual here)

| ©®  Susan Uyemura

x|"

First Name

| Susan

Email

| susanu@ucredu

Work Phone

*Sub type:

Employee ID

| 10716656 |

NetlD:

| susanu |

Last Name

| Uyemura |

Department

| DO1103 |

Organization

| ORG20 |

Covered Services How to Guide
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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”

HR Covered Services

)
To submit requests for Policy & Strategic Initiatives: Covered Services
* Indicates required
* Requestor (If requesting on behalf of another Employee ID
person, please enter name of individual here) ‘ pre— ‘
‘ ®  susan Uyemura x ‘ N ‘
NetiD:
First Name ‘ ‘
susanu
[suan \
Last Name
Email
[oyemur \
‘ e ‘
Department
Wiork Phone
‘ ‘ ‘ DOmM03 ‘
Organization
‘ ORG20 ‘
*Sub type:
[~nore - N
[ <
Concept Approval
Exemption
HR Covered Services n

To submit requests for Policy & Strategic Initiatives: Covered Services

* Indicates required

* Requestor (If requesting on behalf of another Employee ID
s it f individual h
person, please enter name of individual here) ‘107‘5655 ‘
[0 susntyerus T
NetiD:
First Name ‘ ‘
susanu
[ssan \
Last Name
Email
[oyemu \
‘ susanu@ucredu ‘
Department
Work Phone
‘ ‘ 01103
Organization
‘ ORG20 ‘
*Sub type:
- None -- ‘ . ‘
* priority

[U, o 3

[~ none - |

Low
Medium
High

Critical

Covered Services How to Guide
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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

r

HR Covered Services

To submit requests for Policy & Strategic Initiatives: Covered Services

* Indicates required

*Requestor (If requesting on behalf of another Employee ID
person, please enter name of individual here) | 10716656 ‘
‘ O Susan Uyemura x | v |

NetlD:
First Name |

susanu
‘ Susan |

Last Name
Email

| Uyemura ‘
‘ susanu@ucredu |

Department
Work Phone
‘ | Do1103

Organization

| ORG20 ‘
*Sub type:
‘ --None -- ‘ v ‘
*Priority
‘ --None -- ‘ v ‘

Additonal Information

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

a. Vendor Estimate

b. Service Department Email
13

HR Covered Services

To submit requests for Policy & Strategic Initiatives:

* Indicates required

* Requestor (If requesting on behalf of anather
person, please enter name of individual here)

®  Ssusan Uyemura
First Name
Susan

Email

Work Phone

Additonal Information

Employee 1D
10716556

NetiD:
susanu

Last Name

Uyemura

© Department

oamio:

Organization
ORG20

&dd attachments

Covered Services How to Guide
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9. Click submit

[N

HR Covered Services

To submit requests for Policy & Strategic Initiatives: Covered Services

* Indicates required

* Requestor (If requesting on behalf of another Employee ID
person, please enter name of individual here) | TR |
| @ Susan Uyemura x
NetlD:
First Name
| susanu |
| Susan
Last Name
Email
| Uyemura |
| susanu@ucr.edu
Department
Work Phone
| | D01103 |
Organization
| ORG20 |
*Sub type:
- None - - l
*Priority
-- None - - l

Additonal Infermation

Add attachments

Choose a file or drag it here.

Copy and paste clipboard files here.

Submit

Required information

Covered Services How to Guide
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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.

HUMAN RESOURCES TICKETING SYSTEM [TARIVERSIDE

Request completed. Thank vou for submitting your request to Central Human Resources.

Your requested ite¢m RITMO0285863 has been completed.

Thank you.

Covered Services How to Guide
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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

@ | Human Resource Management System SUPPORT ~ SIGN ouT

HOME

Welcome, Susan

Welcome to the UCR Human Resources Management System (HRMS). The HRMS is a UCR developed Staff HR Software Application
containing the following modules: Job Code Information, Job Builder, Recruitment, Review, and Contract Out. The Job Builder,

Recruitment, Review, and Contract modules are only visible to you if you have a corresponding EACS role. Mouse over each module tile
for a brief description.

==

=

Job Code Information 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

m | Human Resource Management System SUPPORT ~ SWITCH BACK

¥

HOME CONTRACT OUT

Contract Out

The Contract Out Module is UCR's online repository of contracts initiated for Contract. Based on your EACS role(s), using the Contract
Out Module you may be able to initiate, edit, approve, view, and search Contract actions.

Initiate New Contract My WIP Contracts All Open Contracts Completed Contracts

Contract Qut Search Engine

Covered Services How to Guide
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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)

Initiate a New Contract Out Request X
I [ I have consulted with Workforce Compliance Specialist about this Contract Out Request. I
Requesting Department:
Requesting Department * -
Service Department:
Service Department * -

Concept Approval:

O It is an emergency or other option qualifying for expedited review (no Workforce Compliance concept approval required) €
O It is not an emergency or other option qualifying for expedited review (Workforce Compliance concept approval required)

Create Contract Qut Request

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

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

Initiate a New Contract Out Request X
[ I have consulted with Workforce Compliance Specialist about this Contract Out Request.
Requesting Department:

5 Requesting Department * -
Service Department:

6  Service Department * -

Concept Approval:

O It is an emergency or other option qualifying for expedited review (no Workforce Compliance concept approval required) €
O It is not an emergency or other option qualifying for expedited review (Workforce Compliance concept approval required)

Covered Services How to Guide
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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.

Initiate a New Contract Out Request X

| have consulted with Workforce Compliance Specialist about this Contract Out Request.

Requesting Department:
D01039 ( School of Business Admin Ops ) -

Service Department:
D01123 (Security Services) v

Concept Approval:

@ It is an emergency or other option qualifying for expedited review (no Workforce Compliance concept approval required) @
O It is not an emergency or other option qualifying for expedited review (Workforce Compliance concept approval required)

Enter Emergency Justification Notes:

I This event will occur within 7 days and we do not have the personnel to cover our event.| I

912 characters remaining

Create Contract Out Request

Covered Services How to Guide
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7. Normal requests require the HR Service Request Ticket (RITM Ticket number,
same as Concept Approval - sample provided, see #8)

Initiate a New Contract Out Request X
L

Service Department:

D01123 (Security Services) -

Concept Approval:

() ltis an emergency or other option gualifying for expedited review (no Workforce Compliance concept approval required
I@ It is not an emergency or other option qualifying for expedited review (Workforce Compliance concept approval required)

Pre approval Attachment /
Uploaded Pre approval attachment (2 i'

Enter Pre approval Comment:

The RITM #0282294 attached and explains whly this request is necessary.

3029 characters remaining

Create Contract Out Request

8. Sample of Concept Approval Ticket. RITM Ticket # is in green. Please include
this number in the purchase order.

Request RITM0284564 has been Completed

IT Service Desk<ucrsupport@service-now.com> () €\ Reply %\ Replyall ~ Forward ¢
To: We

HUMAN RESOURCES TICKETING SYSTEM [T RIvERsIDE

Request completed. Thank vou for submitting vour request to Central Human Resources.

Your requested rterh RITMO0284564 has been completed

Thank you.

& E & @ @o QS
Ref:MSG8576350

“ Reply €\ Reply all #~ Forward

Covered Services How to Guide
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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.

HOME MY WIP CONTRACTS = ‘ = l

CO nt ra Ct 0 Ut [ Update Service Department @ Cancel Contract Out t Back

Contract ID: 24885570 | Requesting Department: D01039 - School of Business Admin Ops | Service Department: D01123 - Security Services

The contract out is missing some required information. The following fields must be completed before the contract out can be completed.

B Click to Collapse

+ User Certification: must be acknowledged. This field is ALSO required in order to have any routing options available under "Contract Out Action Options™ on the "Review & Submit"
tab (Contract Out Certification Tab)
Are you/staff affiliated with the supplier: must be selected (Supplier Information Tab)
Supplier Information: must be entered (Supplier Information Tab)
Service Description: must be selected (Service Infermation Tab)
Is the work site 10+ miles from Main UCR Campus or UCR property: must be selected (Service Information Tab)
Service Si ust be selected (Service Information Tab)
Service Building: must be selected (Service Information Tab)
Required Term of Service Begin Date: must be selected (Service Information Tab)
Required Term of Service End Date: must be selected (Service Information Tab)
This is a new service or extension to existing service: must be selected (Service Information Tab)
Dollar Value of service quoted by supplier: must be selected (Service Information Tab)
Annual Estimated Dollar Value of service quoted by supplier: must be selected (Service Information Tab)
At least one Supplier Pricing: must be entered (Service Information Tab)
Contract Out Request for Quote: must be uploaded (Contract Out Attachments Tab)

Next Section »
9
Requesting Service HR Department Department Workforce HR Talent Central HR Planning and Procurement History
Department Department Compensation CAO/CFAD Chair/Head/Dean Compliance Acquisition (AVC) Budget (VC)
Coordinator Coordinator Analyst

Covered Services How to Guide
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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.

rnprernesaE  Contract Out Certification

JUSTIFICATION

=5

% SUPPLIER INFORMATION

o SERVICE INFORMATION
SERVICE DEPARTMENT
RESPONSE

WAGE PARITY

[ | inderstand and certify the information entered meets the criteria for Contracting Out.

Next Section »

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.

@f CcONTRACT 0UT CERTIFICATION [[EYD! pp| ier Information

JUSTIFICATION
Are you/staff affiliated with the

supplier? @

QO Yes O No

% SUPPLIER INFORMATION

Supplier
o SERVICE INFORMATION
SERVICE DEPARTMENT
RESPONSE
. WAGE PARITY Supplier Name

=
9‘ PROCUREMENT Supplier Email
CONTRACT OUT ATTACHMENTS
Supplier Representative
@ CONTRACT OUT COMMENTS
Supplier Phone Number
[_L REVIEW & SUBMIT

Choose a supplier

B Enter Manually @

Supplier Name
Supplier Email
Supplier Representative

Supplier Phone Number

Covered Services How to Guide
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2. Service Information.

The contract out is missing some required information. The following fields must be completed before the contract out can be completed.

B Click to Collapse

+ User Certification: must be acknowledged. This field is ALSO required in order to have any routing options available under "Contract Out Action Options" on the "Review & Submit"
tab (Contract Out Certification Tab)
Are you/staff affiliated with the supplier: must be selected (Supplier Information Tab)
Supplier Information: must be entered (Supplier Information Tab)
Service Description: must be selected (Service Information Tab)
Is the work site 10+ miles from Main UCR Campus or UCR property: must be selected (Service Information Tab)
Service Si ust be selected (Service Information Tab)
Service Building: must be selected (Service Information Tab)
Required Term of Service Begin Date: must be selected (Service Information Tab)
Required Term of Service End Date: must be selected (Service Information Tab)
This is a new service or extension to existing service: must be selected (Service Information
Dollar Value of service quoted by supplier: must be selected (Service Information Tab})
Annual Estimated Dollar Value of service quoted by supplier: must be selected (Service Information Tab)
At least one Supplier Pricing: must be entered (Service Information Tab)
Contract Out Request for Quote: must be uploaded (Contract Out Attachments Tab)

The information for this tab is in the vendor's estimate.

prsrneEessl  Service Information

JUSTIFICATION

Service Description:

%1 SUPPLIER INFORMATION
% Describe the service being provided and the specific work duties being performed by each of the people (supplier positi...

SERVICE INFORMATION

4000 characters remaining

SERVICE DEPARTMENT
RESPONSE

WAGE PARITY Is the work site 10+ miles from Main UCR Campus or UCR O Yes O No
property:

Service Site - Service Building -
é CONTRACT OUT COMMENTS : /
Enter Begin Date (MM/DD/YYYY) [l
Requested Term of Service:

Enter End Date (MM/DD/YYYY) [l

Covered Services How to Guide
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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.

This is a new service or extension to existing service?: @ New O Extension

Enter dollar value here

5000

Dollar Value of service quoted by supplier:

Enter annual estimated dollar value here

Annual Estimated Dollar Value of service quoted by 5000

supplier:

Supplier Pricing

Vendor Head Estimated Hours Estimated Supplier Hourly Rate Supplier Position

Actions
Count (Per Vendor Head Count) (Per Vendor Head Count) Title

Add

£ Previous Section Next Section »

¥ Add Supplier Pricing X

Vendor Head Count
Enter vendor head count here *

5

Estimated Hours (Per Vendor Head Count)
Enter estimated hours (per vendor head count) here *

10

Estimated Supplier Hourly Rate (Per Vendor Head Count)
Enter estimated supplier hourly rate (per vendor head count) here *

35.09

Supplier Position Title
Enter supplier position title here *

Security Guard

4. This tab contains all attachments:

Covered Services How to Guide
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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.

HOME GONTRAI

I
[
[ |

CO nt ra Ct 0 Ut [ Update Service Department [ Cancel Contract Out t Back

Contract ID: 24885570 | Requesting Department: D01039 - School of Business Admin Ops | Service Department: D01123 - Security Services

The contract out is missing some required information. The following fields must be completed before the contract out can be completed.

B Click to Collapse

» User Certification: must be acknowledged. This field is ALSO required in order to have any routing options available under "Contract Out Action Options® on the "Review & Submit"
tab (Contract Out Certification Tab)
Are you/staff affiliated with the supplier: must be selected (Supplier Information Tab)
Supplier Information: must be entered (Supplier Information Tab)
Service Description: must be selected (Service Information Tab)
Is the work site 10+ miles from Main UCR Campus or UCR property: must be selected (Service Information Tab)

Service Site: must be selected (Service Information Tab)
Service Building: must be selected (Service Information Tab)
Required Term of Service Begin Date: must be selected (Service Information Tab)

Required Term of Service End Date: must be selected (Service Information Tab)

This is a new service or extension to existing service: must be selected (Service Information Tab)

Dollar Value of service quoted by supplier: must be selected (Service Information Tab)

‘Annual Estimated Dollar Value of service quoted by supplier: must be selected (Service Information Tab)
At least one Supplier Pricing; must be entered (Service Information Tab)

Contract Out Request for Quote: must be uploaded (Contract Out Attachments Tab)

CONTRACT 0\_“ CERTIFICATION

Contract Out Attachments

y JUSTIFICATION

(7 g Maximum size per file is 10MB
% SUPPLIER INFORMATION == e e )
| i
1
o SERVICE INFORMATION i '
| . i
| 1
P ——— : Drop a single file to upload. :
RESPONSE ' (or click) '
i i
| i
| i
| 1
i i

=L WAGE PARITY
9& PROCUREMENT

INET R RENISETTENEY  Uploaded Attachments

Uploaded Dat:
6 CONTRACT OUT COMMENTS File Type Attachment Title [l e Comments Action
By Uploaded
Walklng on
; Email from Service 11/26/24
Sunshine.png Other L 0]
Department 02:04 PM
=y
FoodTruck.jpg Request For  Estimate Provided by 11/26/24 ]
= Quote Vendor 02:04 PM S
A d. C t 11/26/24
pproved.png oncep Approved » o
= Approval 02:03 PM

£ Previous Section Next Section »

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.

L
& Click to Collapse

+ Are the described services available on the local campus service department: must be selected (Service Department Response Tab)

+ Can the described services be performed within the required period of time by the local service department: must be selected (Service Department Response
Tab)

' Service Department Manager Response: must be entered (Service Department Response Tab)

+ HR Compensation Analyst Job Code: must be selected (Wage Parity Tab)

£ Previous Section ~ P Contract Out Action Opticns

Check Out Contract Out

Requesting Service HR Department  Department Workforce HR Talent CentralHR  Planning  gupmit to Service Department
Department ~ Department ~ Compensation ~ CAO/CFAO  ChairfHead/Dean Compliance Acquisition (AvVC) Budget |
Coordinator Coordinator Analyst

eyl | Review & Submit

JUSTIFICATION

Justification

% SUPPLIER INFORMATION _ )
Supplier Information
o SERVICE INFORMATION
B Service Information
'-‘_"\ SERVICE DEPARTMENT
=Y  RESPONSE
. wace pariry Service Information
ed PROCUREMENT
Service Description:
G REVIEW & SUBMIT

6. Once you click “Submit to Service Department,” you will see this image. | would
add a brief comment to the next person in the cue to help them understand the
request.

3028 characters remaining

Submit to Service Department

Comments *
We are requesting approval for security services on 10/1-10/3. Please approve as soon as possible.|

3402 characters remaining

e —

Submit to Service Department Close

Covered Services How to Guide
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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.

Success

Submit to Service Department Successfully

8. The requestor will receive an email within minutes.

noreply@ucredu () € Reply %\ Replyall > Forward & 45 @ [E
To: hrms-developers@ucr.edu Wed 11/27/2024 10:42 AM

Cc: hrms-developers@ucr.edu; hrms-developers@ucr.edu

3
\ Human Resource Management System

HRMS Contract Out Routed to Service Department Coordinator by Requesting Department Coordinator

Dear HRMS Contract Out Service Department Coordinator(s).

The Contract Out Contract ID (24885570) has been Routed to Service Department Coordinator by Requesting Department Coordinator The Contract
can be located in the HRMS Contract Out "MY WIP" queue for vour review and action.

UCR Human Resources Management System (HRMS)

ve you have receive
Reply” to this email it will be returned to you by the Mai

contact the corresponding Depariment SAA
Delivery System as "Undeliverable” If necessary, please use the "Forward" email action to send this message

o specific recipients.

I To: (@ucredu I

w RIVERSIHE © 2019 REGENTS OF THE UMIVERSITY OF CALIFORNIA
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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.

Contract Out

Contract ID: 24885570 | Requesting Department: D01039 - School of Business Admin Ops | Service Department: D01123 - Security Services

t Back

The contract out is missing some required information. The following fields must be completed before the contract out can be completed.

B Click to Collapse

» User Certification: must be acknowledged. This field is ALSO required in order to have any routing options available under "Contract Out Action Options® on the "Review & Submit"

tab (Contract Out Certification Tab)
» Are the described services available on the local campus service department: must be selected (Service Department Response Tab)
+ Can the described services be performed within the required period of time by the local service department: must be selected (Service Department Response Tab)
+ Service Department Manager Response: must be entered (Service Department Response Tab)

Requesting Service HR Department Department ‘Workforce HR Talent Central HR
Department Department Compensation CAO/CFAOD Chair/Head/Dean Compliance Acquisition (AVC)
Coordinator Coordinator Analyst

panpepnavaEeas Contract Out Certification

JUSTIFICATION

% SUPPLIER INFORMATION

Next Section »

O
Planning and Procurement History

Budget (VC)

E understand and certify the information entered meets the criteria for Contracting Out.

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.

Contract Out

t Back
Contract ID: 248855670 | Requesting Department: D01039 - School of Business Admin Ops | Service Department: D01123 - Security Services
¢ Previous Section  Next Section 3
9
Requesting service HR Department  Department  Workforce HR Talent Central R Plann Procurement History
Department  Departm{yt  Compensation  CAO/CFAQ  ChaiyHead/Dean Compliance  Acquisition ave)
Coordinator  Coordinator Analyst

- CONTRACT OUT CERTIFICATION
JUSTIFICATION

%; SUPPLIER INFORMATION

o SERVICE INFORMATION

SERVICE DEPARTMENT
RE:

L WAGE PARITY

CONTRACT OUT ATTACHMENTS

@ CONTRACT OUT COMMENTS

Service Department Response

Are the described services available on the local campus O Yes

service department?

Can the described services be performed within the Q Yes

required period of time by the local service department?

@ No

@ Mo

Service Department Manager Response: (Please explain your response)
Enter

dates needed.

Please see attached communication from the Service Department stating they are unable to provide personnel on the

3673 charactars remaining

< Previous Section Next Section »
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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.

Contract Out

t Back

Contract ID: 24885570 | Requesting Department: D01039 - School of Business Admin Ops | Service Department: D01123 - Security Services

Requesting Service HR Department Department ‘Workforce
Department Department Compensation CAOQ/CFAOQ Chair/Head/Dean Compliance
Coordinator CoordInator Analyst

ppennsaEeae Review & Submit

JUSTIFICATION

% SUPPLIER INFORMATION
o SERVICE INFORMATION
ﬂ:’; SERVICE DEPARTMENT
= RESPONSE

WAGE PARITY

)

CONTRACT OUT COMMENTS

G REVIEW & SUBMIT

Justification

Supplier Information

B Service Information

Service Information

Service Description:

HR Talent
Acquisition

£ Previous Section

Central HR
(AVC)

C t v ing provided and the specific work duties being performed by each of the people (supplier positior

Is the work site 10+ miles from Main UCR Campus or UCR

PCnnlracl Out Action Options =

Planning
Budget (!

Check Out Contract Out

Return Contract Out Request to Requesting Department

Accept Contract Out Request

3900 characters remaining
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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.

Accept Contract Out Request X

Comments *

We agree we cannot provide these services. Please proceed with the HRMS request.

©

2420 characters remaining

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.

Success

Accept Contract Out Request Successfully

Covered Services How to Guide
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14. The Service Department Coordinator (along with the requester) will receive this
email.

noreply@ucr.edu © & Reply 4 Replyall = Forward & &

To: hrms-developers@ucr.edu; hrms-developers@ucr.edu; hrms-developers@ucr.edu Wed 11/27/2024 4:30 PM

Cc: hrms-developers@ucr.edu; hrms-developers@ucr.edu

\ Human Resource Management System

HRMS Contract Out Accepted by Service Department Coordinator

Dear HRMS Contract Qut HR Compensation Analyst(s),

The Contract Out Contract ID (24885570) has been Accepted by Service Department Coordinator Sumita Roy Chowdhury. The Contract can be located 1n the
HRMS Contract Out "MY WIP" queue for your review and action.

UCR Human Resources Management System (HRMS)

This email is an automated notification. The information transmitted in this email is infended for the person(s) to which it is addressed and may contain confidential and'or privileged material. Any review,
Tetransmission, dissemination or other use of or taking of any action in reliance upon this information by person(s) other than the intended is prohibited. u believe you have received this email in error, please
contact the corresponding Departmen and delete the material from any computer. The sender email addr unable to receive replies; should you "Reply” to this email it will be returned to you by the Mail
Delivery System as "Undeliverable”. If necessary, please use the "Forward” email action to send this message to specific recipients.

I To: (@ucr.edu; (@ucr.edu; ‘@ucredu I

w RIVERSIDE © 2019 REGENTS OF THE UNIVERSITY OF CALIFORNIA
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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.

Contract Out

The contract out is

B Click to Collapse

Contract ID: 24885570 | Requesting Department: D01039 - School of Business Admin Ops | Service Department: D01123 - Security Services

t Back

ing some required information. The following fields must be completed before the contract out can be completed.

User Certification: must be acknowledged. This field is ALSO required in order to have any routing options available under "Contract Out Action Options® on the "Review & Submit"

1ab (Contract Out Certification Tab)
* HR Compensation Analyst Job Code: must be selected (Wage Parity Tab)

Requesting Service HR Department Department
Department Department ~ Compensation ~ CAO/CFAO  ChairfHead/Dean Compliance
Coordinator Coordinator Analyst

Contract Out Certification

CONTRACT OUT CERTIFICATION

y JUSTIFICATION

=0
% SUPPLIER INFORMATION

o SERVICE INFORMATION

Next Section »

E understand and certify the information entered meets the criteria for Contracting Out.

9
HR Talent Central HR Planning and Procurement History
Acquisition (AVC) Budget (VC)
Next Section >

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

correct job and matching the wages to ensure wage benefit parity.

Contract Out

Contract ID: 24885570 | Requesting Department: D01039 - School of Business Admin Ops | Service Department: D01123 - Security Services

Requesting service HR Department  Department
Department  Department ~ Compensation ~ CAO/CFAO  ChairfHead/Dean Compliance
Coordinator  Coordinator Analyst

Wage Parity

CONTRACT OUT CERTIFICATION

JUSTIFICATION .
Requesting Department

=
SUPPLIER INFORMATION
Vendor Head
Count (Per Vendor Head Count)
6 SERVICE INFORMATION
5 10

SERVICE DEPARTMENT
RESPONSE

WAGE PARITY

Estimated Hours

HR Compensation Analyst

Supplier Position
Title

Job Code

1 Back

< Previous Section Next Section »

)

HR Talent Central HR Planningand  Procur History
Acquisition (AVC) Budget (VC)

Supplier Position

Estimated Supplier Hourly Rate
Title

(Per Vendor Head Count)

$35.09 Security Guard

Parity Hourly
Rate

Job Code
Description

Total Cost

9‘ PROCUREMENT

005327

X | SCRTY GUARD $31.34 $1,754.50 @

CONTRACT OUT ATTACHMENTS B
Security Guard

[_" REVIEW & SUBMIT

Grand Total $1,754.50

< Previous Section Next Section >
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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].

Contract Out £ Back

Contract ID: 24885570 | Requesting Department: D01039 - School of Business Admin Ops | Service Department: D01123 - Security Services

£ Previous Section ¥ Contract Out Action Options ~

Check Out Contract Qut

Requesting Service HR Department Department ‘Workforce HR Talent Central HR Planning Return Contract Out Request to Requesting Department

Department Department ~ Compensation | CAO/CFAC  Chair/Head/Dearf| | Compliance Acquisition (ave) Budget (

Coordinator Coordinator Analyst Approve Wage Parity

e e aaesel | Review & Submit

JUSTIFICATION

Justification

% SUPPLIER INFORMATION ‘ )
B3 Supplier Information
o SERVICE INFORMATION
B Service Information
SERVICE DEPARTMENT
RESPONSE
2L waceeariy Service Information
9& PROCUREMENT
Service Description:
_ Describe the service being provided and the specific work duties being performed by each of the people (supplier position titles) providing the service.
CONTRACT OUT ATTACHMENTS
@

CONTRACT OUT COMMENTS
3900 characters remaining

| [_" REVIEW & SUBMIT

Is the work site 10+ miles from Main UCR Campus or UCR

Covered Services How to Guide
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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.

Approve Wage Parity X

Comments *

Wage Parity has been met.

©

2474 characters remaining

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.

Success

Approve Wage Parity Successfully
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19. The HR Compensation Analyst (along with the requestor) will receive this email.

noreply@ucr.edu © 4 Reply 4 Replyall ~ Forward & &[5

To: hrms-developers@ucr.edu Thu 11/28/2024 2:20 PM

Ce hrms-developers@ucr@l: hrms-developers@ucr.edu

\ Human Resource Management System

HRMS Contract Out Approved for Wage Parity by HR Compensation Analyst

Dear HRMS Contract Out Department CAQ/CFAQ,

The Contract Out Contract ID (24896872) has been Approved for Wage Panty by HR Compensation Analyst Scott Biggerstaff. The Contract can be located m the
HREMS Contract Out "MY WIP" queue for your review and action.

UCR Human Resources Management System (HRMS)

This email is an automated notification. The information transmitted in this email is intended for the person(s it is addressed and may contain confidential and 'or privileged material Any review,
retransmission, dissemination or other use of or taling of any action in reliance upon this information by person(s) other than the mtended 13 prohibited. If you believe you have recerved this email in error, please
contact the corresponding Department and delete the material from any computer. The sender email address is unable to receive replies; should vou "Reply” to this email it will be retumned to you by the Mail
Delivery System as "Undeliverable”. If necessary, please use the "Forward" email action to send this message to specific recipients.

To:
Ce:

m R IVER s I DE ©201% REGENTS OF THE UNIVERSITY OF CALIFORNIA
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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.

Contract Out

Contract 1D: 34587422 | Requesting Department: ORG13 - School of Business | Service Department: D01123 - Security Services

Requesting Service HR Department
Department Department Compensation CAOQ/CFAOD
Coordinator Coordinator Analyst

Central HR
(AVC)

HR Talent
Acquisition

Department Workforce

Chalr/Head/Dean fompliance

CONTRACT OUT CERTIFICATION

JUSTIFICATION

% SUPPLIER INFORMATION

Contract Out Certification

Planning and
Budget (VC)

| understand and certify the information entered meets the criteria for Contracting Out.

t Back

Next Section »

9

Procurement History

Next Section »

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.
€ontract Out

Contract ID: 24896872 | Requesting Department: D01039 - School of Business Admin Ops | Service Department: D01123 - Security Services

£ Previous Section

1 Back

PP Contract Out Action Options ~

Check Out Contract Out

9

Requesting Service HR Department  Department Workforce HR Talent Central HR  Planning| | Approve History
Department Department Compensation CAO/CFAD Chair/Head/Dean Compliance Acquisition (AavC) Budget (!
Coordinator Coordinater Analyst
Deny
PIMIRENEEEYSMY  Review & Submit
JUSTIFICATION
Justification
%T SUPPLIER INFORMATION .
i Supplier Information
o SERVICE INFORMATION
8 Service Information
S SERVICE DEPARTMENT
=/ RESPONSE
Bl waceramiry Service Information
Q, PROCUREMENT
Service Description:
Desciibe the service being provided and ok o
CONTRACT OUT ATTACHMENTS 2
@ CONTRACT OUT COMMENTS
2950 charscters ramaining
[_', REVIEW & SUBMIT
Is the work site 10+ miles from Main UCR Campus or UCR @) ve @]

Covered Services How to Guide
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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.

Approve

Comments *
| approve.

©

3489 characters remaining

App r‘:’ue

23. Once the CAO/CFAOQ types in a short response and clicks “Submit,” the
CAO/CFAO will see this image showing that the HRMS request is now in
process.

Success

Approve Successfully

Covered Services How to Guide
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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.

Contract Out £ Bock

Contract I1D: 34587422 | Requesting Department: ORG13 - School of Business | Service Department: D01123 - Security Services

Next Section »
—o—o—o0—0 @9
Requesting Service HR Department Department Workforce HR Talent Central HR Planning and Procurement History
Department Department Compensation CAO/CFAQ Chalr/Head/Dean gompliance Acquisition (AVC) Budget (VC)
Coordinator Coordinator Analyst

nntanennavne | Contract Out Certification

JUSTIFICATION

| understand and certify the information entered meets the criteria for Contracting Out.

% SUPPLIER INFORMATION
ext secton )

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.

Contract Out ¢ Back

Contract ID: 24896872 | Requesting Department: D01039 - School of Business Admin Ops | Service Department: D01123 - Security Services

£ Previous Section P contract Out Action Options ~

‘Check Out Contract Out
—o—0O o)
Requesting Service HR Department Department Workforce HR Talent Central HR Planning Approve History
Department Department ‘Compensation CAO/CFAD (Chair/Head/Dean Compliance Acquisition (AVC) Budget (!
Coordinator Coordinator Analyst
Deny
- . .
CONTRACT OUT CERTIFICATION eview & Submit
JUSTIFICATION
Justification
=
% SUPPLIER INFORMATION _
Supplier Information
o SERVICE INFORMATION
B Service Information
Sy  SERVICE DEPARTMENT
RESPONSE
Bl wceearmy Service Information
Q PROCUREMENT
Service Description:
Describe the service being provided and i i
CONTRACT OUT ATTACHMENTS [[REIRISESSSRt 2
@ CONTRACT OUT COMMENTS
3050 characters emainin 7

[_‘. REVIEW & SUBMIT

Is the work site 10+ miles from Main UCR Campus or UCR @®vyes O
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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.

Approve

Comments *
| approve.

©

2489 characters remaining

App r::i\re

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.

Success

Approve Successfully

Covered Services How to Guide
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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.

CO nt raCt Out [ Cancel Contract Out 1 Back

Contract ID: 24896872 | Requesting Department: D010389 - School of Business Admin Ops | Service Department: D01123 - Security Services

The contract out is missing some required information. The following fields must be completed before the contract out can be completed.

B Click to Collapse

» User Certification: must be acknowledged. This field is ALSO required in order to have any routing options available under "Contract Out Action Options® on the "Review & Submit"
tab (Contract Out Certification Tab)

Next Section ¥

e o o o o 0O 9

Requesting Service HR Department Department Workforce HR Talent Central HR Planning and Procurement History
Department Department Compensation CAOQ/CFAD Chair/Head/Dean Compllance Acquisition (AVC) Budget (VC)
Coordinator Coordinator Analyst

narenvsaEl  Contract Out Certification

JUSTIFICATION

E understand and certify the information entered meets the criteria for Contracting Out.

RS
% SUPPLIER INFORMATION

o SERVICE INFORMATION .
Next Section »

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

CONTRACT QUT CERTIFICATION
JUSTIFICATION
SUPPLIER INFORMATION

SERVICE INFORMATION

b, || SERVICE DEPARTMENT
RESPONSE

L | WAGE PARITY

PROCUREMENT

= B | CONTRACT OUT ATTACHMENTS

CONTRACT OUT COMMENTS

REVIEW & SUBMIT

Covered Services How to Guide
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30. Once everything is verified, Workforce Compliance will approve the request.

Contract Out

i Cancel Contract Out t Back

Con%‘act I1D: 24896872 | Requesting Department: D01039 - School of Business Admin Ops | Service Department: D01123 - Security Services

Requesting Service HR Department Department Workforce
Department Department Compensation CAO/CFAQ Chair/Head/Dean Compllance
Coordinator Coordinator Analyst

CONTRACT OUT CERTIFICATION

JUSTIFICATION

I.u;

% SUPPLIER INFORMATION

SERVICE DEPARTMENT
RESPONSE
=

WAGE PARITY

®

CONTRACT OUT COMMENTS

REVIEW & SUBMIT

>

Review & Submit

3 Justification

Supplier Information

B Service Information

Service Information

Service Descripti
Describe the se

S reques

Is the work site 10+ miles from Main UCR Campus or UCR

¥ Contract Qut Action Options ~

9

History

£ Previous Section

Check Out Contract Qut

Central HR
(AVC)

Planning
Budget (1

HR Talent Approve
Acquisition

Deny

ved by each of the people (supplier position titles) providing the service

3950 characters remaining

@®ves (ON

31. Once the Workforce Compliance clicks “Approve,” you will see this image. The
next stage is procurement unless the request is over 100K.

Approve

Comments *

| approve.

©

3489 characters remaining
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Success

Approve Successfully

32. The HRMS request is now in Procurement and cannot be canceled.

sContract Out ¢ Back

Contract ID: 24896872 | Requesting Department: D01039 - School of Business Admin Ops | Service Department: D01123 - Security Services

£ Previous Section

e o o o o o —0 D

Requesting Service HR Department Department ‘Workforce HR Talent Central HR Planning and Procurement History
Department Department Compensation CAO/CFAOQ Chair/Head/Dean Compliance Acquisition (AVC) Budget (VC)
Coordinator Coordinator Analyst
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33. The final email will be sent.

noreply@ucr.edu © 4\ Reply 4\ Replyall > Forward & &

To: hrms-developers@ucr.edu Thu 11/28/2024 3:08 PM

Ca hrms-develcpers@u@du: hrms-developers@ucr.edu; hrms-developers@ucr.edu; hrms-developers@ucr.edu; +1 other

| Human Resource Management System

HRMS Contract Qut Reviewed and Approved by Workforce Compliance

Dear HRMS Contract Qut Procurement.

The Contract Out Contract ID (24896872) has been Reviewed and Approved by Workforce Compliance Deborah A Page. The Contract can be located in the
HRMS Contract Out "MY WIP" queue for your review and action.

UCR Human Resources Management System (HRMS)

This email is an automated notification. The information transmitted in this email is intended for the perzon(s)
dissemination or of of or taking of any action in reliance upoen th than the infended 15 probubited. If you vou hav

onding Department SA4 and delete the material from any computer. Th mable to recaive replies: should you "Rephy” to this email it will be returned to you by the Mail
Delivery System as "Undeliverable”. If necessary, please use the "Forward" email action to send this message to specific recipients.

to which it it addressed and may contain confidential and/or privileged material Any review

To:
Ce
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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

MContract Out

1 Back

Contract ID: 24940815 | Requesting Department: D01038 - School of Business Admin Ops | Service Department: D01123 - Security Services

Next Section ¥

oooo——o—o—o——o,@

HR Department Department Workforce HR Talent Central HR Planningand | Procurement
Compensation CAOQ/CFAD Chait/Head/Dean Compliance Acquisition (AVC) Budget (VC) History
Analyst

emaarnrvaaawned | Contract Qut Certification

| understand and certify the information entered meets the criteria for Contracting Out.

% SUPPLIER INFORMATION

@ e oo o
‘l- SERVICE INFORMATION
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For Personalized Training, Additional Questions, and Issues

Questions?

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