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Background
Cost Centers and Project Codes are values established in the UCR Financial System (UCRFS) to assist

departments and/or Organizations to track transactions. These codes are defined by departments and used at the
discretion of the campus departments. These codes do not have any “institutional” meaning like the account,
activity, fund or function codes and are not required as part of a transaction’s Full Accounting Unit (FAU).
Although there is no institutional value associated with these codes, the use of these codes may be very
important to your department financial management to assist in the tracking and reporting of revenue and/or
expenses.

Access

Access to the Golden Tree Modification System is granted by departmental System Access Administrators
(SAA) via the Enterprise Access Control System (EACS) for specific Accountability Structures. At this time,
there are two roles available in this application: Transactor-CC/PC and Courtesy Copy-CC/PC. The
Transactor-CC/PC roles allows the user to request new cost centers and project codes, modify titles of existing
cost centers and project codes, and inactivate/re-activate existing cost centers and project codes for their
Accountability Structure(s). The Courtesy Copy-CC/PC role only provides the user with an e-mail as cost
centers and project codes are added, modified, and inactivated/re-activated for a given Accountability Structure.

Future phases of this application will involve other Full Accounting Unit (FAU) data elements such as activity
codes and fund numbers.

Users assigned the Transactor-CC/PC role will access the Golden Tree Modification System from their list of
Authorized Applications in R*Space.
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COST CENTERS
Adding a New Cost Center

STEP 1: If the transactor has been granted access to the Golden Tree Modification System for more than one

Accountability Structure, the user must select the appropriate Accountability Structure from their drop
down menu and click on *“continue”. Note: users assigned to one Accountability Structure will by-

pass this step.
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STEP 2: Under the menu Transactor Options, click on Add/Modify Cost Center.
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STEP 3a: To avoid subsequent error messages, the transactor should perform a “search” to ensure the cost
center code does not already exists by selecting the code “pre-fix” from the drop down list and
clicking on “Search”. Please note if only one “pre-fix” code is associated with the Accountability
Structure, it will automatically be pre-populated.
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A list of all codes matching the search criteria (in this example, code “pre-fix” begins with “SB”) will

be displayed.
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Depending upon the volume of cost centers associated with a particular Accountability Structure,
searches can also be performed on specific codes by entering additional information in the field next to

the code “pre-fix”.
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If a match to the search criteria exists, it will be displayed (in this example, the cost center code begins
with “SBT”.
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STEP 3b: To avoid duplicate cost centers with the same description, the transactor should also perform a
“search” to ensure the description has not previously been assigned to a different cost center code.
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Note the description search can be performed by using either “starts with” or “contains” function.
Click on *“search”.
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If a match exists, it will be displayed.
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STEP 4: If the code does not exist, click on “Add Code” to request a new cost center code.
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STEP 5: All fields designated in red italics are required.
a. Under the “Code Requested” area, select the appropriate two-digit pre-fix for the new Cost Center
from the drop down list.
b. Enter up to three characters (alpha and/or numeric) in the field next to the pre-fix. The total Cost
Center value (pre-fix plus suffix) may not exceed 5 characters.
c. Enter the Short Description (up to 10 characters). This is an optional field.
d. Enter the Long Description (up to 30 characters). This is a required field. This description will
appear on the Golden Tree Viewer as well as the FAU description field of the various UCR
applications.
e. A Comment can be optionally included. Special instructions to Accounting should be included
here.
f. Click on “Submit” to forward the request to Accounting. (“Save and Exit” will save the item as
“work-in-progress” for submission at a later time. “Cancel” will delete the action.)

In the example below, the user is completing a request to add Cost Center “SBSLP”.
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STEP 6: A confirmation that the request has been successfully submitted will display. Please allow 7-10
working days for your request to be processed.
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Your request has been sucessfully submitted.

STEP 7: The requestor will receive an e-mail when the request has been approved or denied by the Accounting
Office. Please note that all other Cost Center/Project Code Transactors and Courtesy Copy roles associated
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with the same Accountability Structure will also be copied on the e-mail. Question will be directed to the
individual that initiated the cost center request.

When the code has been approved, it will appear on the Golden Tree Viewer. If the code is denied, the e-mail
will include the reason.
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Questions about the cost center will be
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Flease send all responses to BOBBIBi@ucr.ed request

This is an automatically generated message. Please do not "REFLY" to ccpowebmaster@ucr, edu as your rmessage will not be received and will be returned to you by
the e r.

CcC
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“MODIFYING” an existing Cost Center’s Description

Please note Transactors have the ability to modify the description of any cost center under their Accountability
Structure(s); there is no approval process required by the Accounting Office. However, department financial
manager may want to develop departmental procedures and guidelines for Transactors.

STEP 1: Determine the Cost Center Description requiring modification. Under the menu Transactor Options,
click on Add/Modify Cost Center.
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and/or the cost center description then clicking on “search”.
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STEP 3: Select the Code to Modify by clicking on it.

STEP 2: Search for the cost center to be modified either by specifying information about the cost center code
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STEP 4: Modify the description(s) and click on “Update”. Remember: the Long Description is a mandatory
field and can be a maximum of 30 characters long; this is the description that appears on Golden Tree
Viewer as well as the FAU description field of the various UCR applications. The Short Description
is optional and can be a maximum of 10 characters long and is only displayed in the UCRFS Chart-

field Attributes screen.

Comments are optional, but it is recommended that this field be used to document the reason for the

description modification.
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STEP 5: The system will ask the user to confirm the change; click on “Submit” to proceed (to withdraw the
modification, click on “Cancel”.)
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A confirmation that the request has been successfully submitted will display.
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STEP 6: An e-mail will be sent to all Transactors and Courtesy Copy roles confirming the modification to the

Cost Center.
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Subject: Cost Center SEDIS has been modified

This e-mail confirms your request to modify Cost Center SBDIS has been processed,
SBDIS Long Description: Internet Credit Card-Discover

Pleasze send all responses to BOBBIB&ucr edu

will be returned to you by the mail server,

CC
BOBBIB@ucr. edu
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JERRYM@ucr.edu
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cepctestwebmaster@ucr.edu

» |51

This is an automatically generated message. Please do not "REPLY" to cocpowehmaster@ucr.edu as your message will not be received and

*

“INACTIVATING” or “REACTIVATING” a Cost Center
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Please note Transactors have the ability to inactivate and reactivate any cost center under their Accountability
Structure(s); there is no approval process required by the Accounting Office. However, department financial

managers may want to develop departmental procedures and guidelines for Transactors.

STEP 1: Determine the cost center to inactivate or reactivate. Under the menu Transactor Options, click on

Inactivate/Reactivate Cost Center Code
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9 Search

) Help
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STEP 2: Search for the Cost Center to be “inactivated” (or “reactivated”).
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STEP 3a-Inactivating a Cost Center: From the Search grid displayed, click on “Inactivate” under the Action
column. The system will query UCRFS to determine if the code is eligible to be inactivated. A code is eligible
to be inactivated if there is no current fiscal year activity in the Actuals ledger under the cost center AND there
are no encumbrance balances associated with the cost center. Please note this process may take several

seconds to complete while the sytem queries the database.
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If the code is eligible for “inactivation”, the system will update the first five characters of the Cost Center
description to “INACT” and updates the code status to “I” for Inactive. This Cost Center will no longer be

available for use on transactions.
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@ Cost CenterfProject Code Management Utility - ¥Windows Internet Explorer E EI@

MODIFICATION ‘SYSTEM

Search Cost Center

f: Fawvorites i;g @ Suggested Sites v @ | \Web Slice Gallery Microsoft = . UC Carnpus Sites » . UCR Links = @ Bestofthe\Web @ | Channel Guide

& B = @ v Pagew Safety» Tools '@'@E
f OF CALIFORNIA GOLDEN TREE

Type Cost Center Change Accountahility
Code Starts With P =

Description Starts With -

Status - -

[Searcn 1 Ciear 1 Man tenu |

Select a Code to Inactivate /Reactivate
12 record{s}) found

m

Code Description Type Status Action
Cost
SB ACCOUNTING (DO1100) Center =y
= i Cost .
SR123 st adding cc - @ Reactivate
58345 testmodifySB345-no shrt des [elsie & Inactivate
Center I <z
4| m 3
Qi Local intranet | Protected Made: Off fa v m1% -

Upon inactivation, an e-mail will be sent to all Transactors and Courtesy Copy roles associated with the
Accountability Structure. Questions will be directed to the individual that initiated the inactivation request.

SB123 Description: INACT test adding co

Please send all responses to BOBBIB&@ucr. edu

Thisis an automatically generated message. Please do not "REFLY" to copowebrmaster@ucr. edu as your message will not be received and
will be returned to you by the mail server,

CC
MEARLAR@ucr. edu
KIMPAD@uUCr ey
JERRYM@ucr. edy
LUPER@UCH. edu
VICKIT@Euer edu

BOBBIB@ucr edu
DaVIDG@ucr. edu

|:| ccpetestwebmaster@ucr.edu DD

=y + 9 [3 @ (& Cost Center SB123 has been inactivated - Message (Plain Text) = - = 52
File Message & e
ay : b Rules - ¥ rdark Unread gy Find
iy Ignore x il i $ il Meeting | Mo ta: 7 A3 [ Rules = Mark Lnrea a% # Fin -,‘;
¢ o L—% To kdanager - = _‘,ﬂ Cnebote '3 Categorize ~ % Related =
%Jumk - Delete  Reply Reply Forward ‘?‘)‘d More * — | Move X Translate Zoom
211 34 Team E-mail = [ Adions - | ¥ Follow Up - - g select-

Delete Respond Quick Steps ] Maowe Tags ] Editing Zoom
Frarm: copetestwebmaster@ucr  edu Sent: Fri 97242011 8:35 PM
Ta! EBobbi & McCracken
Cio
Subject: Cost Center SB123 has been inactivated

i}
Your reguest to inactivate Cost Center Code SB123 has been processed, "
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STEP 3b-Reactivating a Cost Center: From the Search grid displayed, click on “Reactivate” under the Action

column.

(& Cost Center/Project Code Management Utility - Windows Internet Explorer
s @Convert v [ Select

B [=leEs

~ Page~ 3Safety~ Tools~ @v AE M

Search Cost Center

Type Cost Centear

Code Starts with 58 -
Description Starts With -

Status - -

[Searcn 1 Ciear 1 Man Menu

Select a Code to Inactivate /Reactivate
12 record(s) found

3¢ Favarites | 95 @ Suggested Sites v @] Web Slice Gallery v | Micrasoft v JJ U

MMUUVITICATIVIN. J 12T -

C Carnpus Sites v [ UCR Links » @ Best of the Web

(07100 - Accounting

m

| Code ‘ Description | Type | Status ‘ Action
Cost
|SB ‘.&CCOUNTING (Do1100) Center |A ‘ b
. Cost
|5|3123 ‘test adding cc Centar |A ‘Inactwate
SB34S testmodifySB345-na shrt des sl - Inactivate
Center e
SBSET INACT testing long desc on add (Cos 1 Reactivate
Center —
Cost
|SBQQQ ‘INACT GE(Q39 Earth Science Clas |Center |I Reactivate
[y— ey |cast [ [—— =
4 " ] 3
€& Local intranet | Pratected Made: Off a4 v fnx -

Once “reactivate” is clicked, the Cost Center description will automatically update to remove “INACT” from
the cost center description and the Status will change to “A” for Active. The code is now available for use.

€ Cost Center/Project Code Management Utility - Windows Internet Explorer

E =o]=

@ O L4 ‘g, httpedfecpetest.ucredufcopetest/CC_PC.srch_code

X %Cnnvert hd Select

'|§|"f‘x”,{;Googfe p'l

57 Favorites | 9 @ Suggested Sites v @) Web Slice Gallery v | Microsaft |

(& Cost Center/Praject Code Management Ltiliny

»

UC Carnpus Sites » | UCR Links v g Best of the Web

& < | gé; v Page v Safety~ Toolsw @v *

GOLDEN TREE

MODIFICATION /SYSTEM

Search Cost Center

Type Cost Center

Code Starts With P -
Description Stans With -
Status - -

[Search | Giear ] Man bienu

Select a Code to Inactivate/Reactivate
13 record(s) found

001700 - Accounting

1

| Code | Description | Type | Status ‘ Action
|se |ACCOUNTING (D01100) |cost center [a I
[se123 [test adding cc |cost center [a [Inactivate
| | (58345——frestrodify5e345-nashrt des [cost Centepta—_ [Inactivate
[ses67 [testing long desc on acu [cost Cent@\r | ) [Inactivate
[EECEE] TNACT GECOY Earth Science Clas |costcenter T |Reactivate il
4 1 | +
o Trusted sites | Protected Mode: Off v W10% v
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An e-mail will be sent to all Transactors and Courtesy Copy roles associated with the Accountability Structure.

Questions will be directed to the individual that initiated the re-activation request.

Y¥our request to reactivate Cost Center Code SB567 has been processed,
$B567 Description: testing long desc on add

Please send all responses to BOBBIB@ucr.edu

Thisis an automatically generated message, Please do not "REPLY" to copowebmaster@ucr. edu as your message will not be received and
will be returned to vou by the mail server,

cC
MARLARE LCr. edu
EIMPAD@ucr edu
JERRYMi@ucr. edu
LUPER@ucr.edu
WICKIT@ucr edu

BOBBIB@ucr. edu
D& DGE@ucr, edu

¥ T G A ol | o Cost Center SB56T has been reactivated - Message (Plain Text) B - =3 =
1A B
&l ge « @
H — ]
n : ¥ Rules v ¥ Mark Unread > Find [
% Ignore ; il ¥ _$ HL Meeting | 1 Muove ko: 7 % [ Rules (¥ Mark Unrea a& 3 Fin _5;
¢ gp Ta Manager - _J ;F_I Onetote E Categorize ~ % Related =
&Junk - Delete | Reply  Reply Forward B pqgpe - . — Mowe Translate Zoom
a1l = 3 Team E-mail i = 2] Actions ~ | ¥ Fallow Up ~ = lg Select -

DCelete Respond Quick Steps Fl fMove Tags ] Editing Zoom
Fram: coprkestwebmaster@ucr, edu Sent: Fri /22011 &:48 PM
To EBobbi & MoCracken
T
Subject: Cost Center SBS67 has been reactivated

»

D ccpetestwebmaster@ucr.edu I:JI:J ~
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WITHDRAW/UNWITHDRAW a Cost Center Request

When a Transactor selects “Save and Exit” when adding a new cost center, the item will remain in the
Accountability Structures “work-in-progress”. If the code will not be added, the Transactor may “withdraw”
the request to add the cost center to remove the request from the work in progress grid. Additionally, items that
have previously been withdrawn can be “un-withdrawn” and returned to the work in progress status.

STEP1: Determine the cost center request to withdraw or un-withdraw. Under the menu Transactor Options,
click on Withdraw/Unwithdraw Cost Center Code

€ Cost Center/Project Code Managerment Utility - Windows Internet Explarer E EI@

%Cunvert - E'Selact

’3 Fawarites ‘!;5 @& Suggested Sites - £ Web Slice Gallery + . Micrasoft = UC Campus Sites + . UCR Links v g Best of the Web g | Channel Guide >
i~ B v & @ v Pagev Safetyv Toolsv @+ N kd

NIEBETRE | GOLDEN TREE
UGRWERSIDE MODIFICATION /SYSTEM

welcome, Bobbi McCracken

General Options
) search
© deip
© Exit

Transactor Qptions

Q Yiew Requests

Q Add/Modify Cost Center

Q Add/Modify Project Code

Q Inactivate /Reactivate Cost Center Code
) Inactivate

Q Withdraw /Unwithdraw Cost Center Code Request

2 e e ftfen o A DB

€ Local intranet | Protected Made: Off v H10% v

STEP 2a-Withdrawing a request: Search the Work In Progress for the pending cost center code by selecting the
appropriate code pre-fix, selecting WIP-Dept under the status field, and clicking on “search”.

€ Cost Center/Project Code Managerment Liility - Windowes Internet Explorer E EI@
%Cunvert - ESE\Ect

¢ Favorites | sis @ Suggested Sites = @) Web Slice Gallery ~ Microsoft = UC Campus Sites = UCR Links = @& Best of the Web g Channel Guide ”
i v B v [ d® v Pagev Safetyv Tools~ @~ N kd

swx) (GOLDEN TREE

MODIFICATION SYSTEM

Search Cost Center

Type Cost Center
Code Starts W|
Description-Starteiith -

wiP-Depi |

LA
Search Clear Main Menu

4 n 3

& Local intranet | Protected Mode: Off fa v R0 -
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The codes matching the search criteria will display in the grid. Click on “Withdraw” under the Action column

to remove the item from the department work in progress grid:

/€ Cost Center/Project Code Management Utility - \Windows Intemet Explarer

X %Convert - @Select

== = o

57 Favorites . Microsoft «

M v B v = = v Pagev Safetyv Toolsv @+ N hd

GOLDEN TREE
MODIFICATION 'SYSTEM

95 @ Suggested Sites v @] Web Slice Gallery » o UC Campus Sites -

NIVERSITY OF CALIFORNIA

UCRIVERSID

Search Cost Center

3

o UCRLinks = | Best of the Web g | Channel Guide

Type Cost Center

Change Accountability Structure
Code Starts with SB -
Description Starts ‘With -

WiP-Dept -

[Searcn 1 Ciear ] Main wenu ]

Select a Code to Withdraw /Unwithdraw
1 record(s) found

Status

Code Description Type
Cost
SBTST Test Cost Center System Center

Status Action
i

4 | i

| 3

Cone

€ Local intranet | Protected hMode: Off

3 v

0% v

The system will display the following screen where comments regarding the reason for the withdrawl can be

entered. Click on “Submit” to withdraw the request.

‘& Cost Center/Project Code Managerment Utility - Windows Internet Explorer
2 W Convert v [ Select

El (=)o =]

T Favorites | 5i5 @8 Suggested Sites = @] Wb Slice Gallery =

Bi v B v O @ v Pagev Safety~ Tools~ @~ M kd

(GOLDEN TREE
MODIFICATION 'SYSTEM

. Micrasoft v | UC Campus Sites +

NIVERSITY CALIFORNIA

UCRIVERSIDE

Withdraw Code

Type
Request Code

Short Description

Long Description

Camments

Submit | Cancel

. UCR Links » @& Best of the Web @& | Channel Guide

»

co_po.process_code & Lacal intranet | Protected Mode: Off

dh v BA0% v
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A confirmation will display. An e-mail confirmation will not be sent.

@ Cost Center/Project Code Management Utility - Windows Internet Explorer E EI@
X %Cnnver’t - @ Select

{3 Favarites i,;; @ Suggested Sites v @] Web Slice Gallery ~ rdicrosoft » UC Campus Sites = UCR Links = @ Best of the Web @& Channel Guide
E}i R/ - = @ v Page = Safety~ Tools - @lv @ &é‘

UCRl GOLDEN TREE

»

MODIFICATION | SYSTEM

Your request of withdraw has been granted.

Done € Lacal intranet | Protected Mode: OFf Gy ov HA0E v

STEP 2b: Unwithdrawing a previously withdrawn request: Search the Work In Progress for the pending cost
center code by selecting the appropriate code pre-fix, selecting Withdraw under the status field, and clicking on

“search”.

X %Convert - @Select

/€ Cost Center/Project Code Management Utility - \Windows Intemet Explarer E EI@

Sl Favorites | 5i5 @ Suggested Sites v @) W/eh Slice Gallery » | Microsoft v || UC Campus Sites || UCR Links = @] Best of the Web @] Channel Guide

% v B v = @ v Pagev Safetyv Tooksv @~ B kd

UNIVERSITY OF CALIFORNIA GOLDEN TREE
UCRWERS"]E ODIFICATION 'SYSTEM

Search Cost Center

Type Cost Center

Code Starts Wit

Description Starts ‘With -

Status

[Searon ) Ciear ] Main wenu ]

'l 1 | +

3

€ Local intranet | Protected Mode: Off 5 v ®urw -
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The codes matching the search criteria will display in the grid. Click on “Unwithdraw” under the Action
column to move the item back to the department work in progress grid:

@ Cost Center/Project Code Management Utility - Windows Internet Explorer

= =N e =)
x %Convert - @Se\ect

o Favorites | g3 @8 Suggestad Sites = @] Web Slice Gallery v Micrasoft »

UC Carnpus Sites | UCRLinks v 2] Best of the Web ”
ﬁ B/ - = @ * Pagew Safetyw Tools~ l@lv@&é‘

NIVERSITY OF CALIFORNIA

UCRIVERSID

(GOLDEN TREE
MODIFICATION SYSTEM

Search Cost Center

Type Cost Center Change Accountahility Structure

Code Starts With S8 -

Description Starts With - =
Status Withdraw

[ Main Menu |

Select a Code to Withdraw /Unwithdraw
2 record(s) found

Code Description

Type Status setien
sBTS2 Test Cost Canter Systam-2 [Clmsie Withdraw
Center
Cost B . b
SBTST Test Cost Center System . Withdraw  |Unwithdray i
4 1l | 3
& Local intranet | Protected Mode: Off dg o | w10 v
Lo

The system will display the following screen where comments regarding the reason for the un-withdrawing can
be entered. Click on “Submit” to un-withdraw the request.

& Cost Center/Project Code Management Utility - Windows Internet Explorer

== [ == =
x %Convert - @Select

i Favorites | 55 @ Suggested Sites = @] Web Slice Gallery v )| Microsoft «

| UC Carnpus Sites |0 UCR Links ”
& B = Qé; v Page v ZSafety~ Toolsw '@"@E

(GOLDEN TREE
MODIFICATION /SYSTEM

NIVERSITY OF CALIFORNIA

UCRIVERSI

Unwithdraw Code

Tyroe
Request Code
|

Short Degscription

Long Description

‘ Submit ) Cancel

~—————

Daorne

€& Local intranet | Protected Maode: Off Fq v H100% -
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A confirmation of the action will display. An e-mail confirmation will not be sent. The code will now appear

in the department Work In Progress grid.

o~ v [ s v Pagew Safetyw Toolsv @+ N ki

@CUst Center/Project Code Management Utility - W/indows Internet Explorer E EI@
x %Convert - @Se\ect
o7 Favarites | 515 @ Suggested Sites » @ Web Slice Gallery v | Micrasoft | UC Campus Sites v | UCR Links = ”

IVERSIRE | GOLDEN TREE
UBRWERSID MODIFICATION /SYSTEM

Your request of unwithdraws has been granted.

Done € Local intranet | Protected Mode: Off

a

0% -
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PROJECT CODES

Adding a New Project Code
STEP 1: If the transactor has been granted access to the Golden Tree Modification System for more than one
Accountability Structure, the user must select the appropriate Accountability Structure from their drop

down menu and click on “continue”. Note: users assigned to one Accountability Structure will by-
pass this step.

/€ http:ffccpetestucreduf - Cost Center/Project Code Management Utility - Windows Internet Explorer E EIIEI

X %Convert - @Select

3

{\? Favorites i;";; @ Suggested Sites » @ | Web Slice Gallery v | Micrasoft v | UC Carnpus Sites = |y UCR Links =

f v B v 2 = v Pagev Safetyv Toolsv @~ N kd

IWEBSIRE| GOLDEN TREE
UCRWERSID MODIFICATION /SYSTEM

Associated User's Accountability Structure

Please select an Accountability Structure before continuing

Continue | Logout

001043 - IGPP
001100 - Accounting
ORG23 - Control Functions

Dane S Trusted sites | Protected bMade: Off v HmANW v

STEP 2: Under the menu Transactor Options, click on Add/Modify Project Code.

@ Cost Center/Project Code Management Utility - Windows Internet Explorer eoe . i gl - .‘ﬁ E‘E‘g
@U = [ http://cepetestucredu/ccpctest/ CC_PC_LOGIN DisplayAcctgMenu [ B[+ x [ Google p -

% @ Convert ~ [H)Select

i Favorites | 5k (@& Suggested Sites v @] Web Slice Gallery v Microsoft = UC Campus Sites v UCR Links v @ | Best of the Web | Channel Guide

_ o »
58 | | @ ucR Enterprise Access Co... | @ Cost Center/Project Co... Bi - B - = @ - Pagev Safety~ Took~ @~

UNIVERSITY OF CALIFORNIA GOLDEN TREE
UBRWERSIDE MODIFICATION SYSTEM

‘Welcome, Bobbi McCracken

General Options

Q Search

) Help
) Exit

Transactor Options

1

9 View Requests

Q Add/Modify Cost Center
J Add/Modify Project Code |

9 Inactivate /Reactivate Cost Center Code

9 Inactivate/Reactivate Project Code

Q Withdraw/Unwithdraw Cost Center Code Reguest

Q Withdraw/Unwithdraw Project Code Request

Done / Trusted sites | Protected Mode: Off A v ®i0%n v
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STEP 3a: To avoid subsequent error messages, the transactor should perform a “search” to ensure the project
code does not already exists by selecting the code “pre-fix” from the drop down list and clicking on

“Search”. Please note if only one “pre-fix” code is associated with the Accountability Structure, it will
automatlcally be pre- populated

~
é http://ccpctestucredu/ - Cost Centerfpmjed Code Management Utility - Windows Internet Explorer li‘ﬂlﬂ
| x '@Corwerl - @ Select

{3 Favorites j::‘; @ Suggested Sites » @ | Web Slice Gallery ~ Micresoft = UC Campus Sites + UCR Links » g | Best of the Web
i - v [ fm v Pagev Safetyw Toolsv @~ W] ki

UNN‘ERSIT\' OF CA IF RNIA OLDEN TREE
uch IDE MODIFICATION /SYSTEM

|
- U
Search Project Code
|
Type Project Code Change Accountability Structure |
Code Starts w|t
Description Starts With

(Searcn Chiain benu ] Add Gode

" Trusted sites | Protected Mode: Off

A list of all codes matching the search criteria (in this example, code “pre-fix” begins with “SB”) will
be displayed.
(& Cost Center/Project Cade Management Utility - Windows Internet Explorer = (=l ==
@Q v [ hpy/cepotestucredufecperastioC PCarch code ~[ & 4] x ][ £ Googie o -
% @ Convert v [ Select

3 Favorites | 9l (@& Suggested Sites v @& Web Slice Gallery v | Microsoft ~ UC Campus Sites « UCR Links v @ Bestof the \i/eb

= - »
(& Cost Center/Project Code Managerment Utility Eh h v [ = v Pagew Zafety = Toolsw @~

" | GOLDEN TREE

MODIFICATION /SYSTEM

Search Project Code

Type Project Code Change Accountability Structure

Code Starts with 5B -
Description Stars With -

[ Searoh | _Glear ] Main Menu ] Add Gode ]

Select a Code to Modify

6 record(s) found

Code Description Type
SB ACCOUNTING Project Code
SBFFF SB77T search test Project Code
SRB88 testadding pokRRRR R RER R RRRR R Project Code
SBTS &P Travel Audit Reporting Project Code
SBTSE2 Test Project Code 2-short Project Code
SBTST Test Project Code modify Project Code L
| mn | 3
S Trusted sites | Protected Mode: Off dh v HmA% -
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Depending upon the volume of project codes associated with a particular Accountability Structure,
searches can also be performed on specific codes by entering additional information in the field next to
the code “pre-fix”.

r — — M
& Cost Center/Project Code Management Utility - Windows Internet Explorer ﬁ E@Iﬂ

@O L4 ‘& http://ccpctest.ucr.edu/ccpetest/CC_PC.srch_code?sUserid=BOBBIB&cboT v| 22 ‘ ‘y‘ X |-| 53 Google o -]

‘ % @ Convert v PR Select

14 Favorites | 95 @& Suggested Sites v | Web Slice Gallery » ||| Microsoft v |}, UC Campus Sites = |, UCR Links = 2/ Best of the Web

= »
(@ Cost Center/Project Code Management Utility ﬁ < > [] @ - Pagev Safety~ Tools~ @v

VEBSTRE | GOLDEN TREE
VERSIDE MODIFICATION /SYSTEM

Search Project Code

Code

Type Project Code Change Accountability Structure II'I' 100 - Accounting
Starts wit-

Description Starts With -

(Searon] ctear ] Man Menu ] Add Code
{

|4\ . | 3

+// Trusted sites | Protected Mode: Off 43 v ®100% -

If a match to the search criteria exists, it will be displayed (in this example, the project code begins
with “SB” followed by the letter “T”.

S (o] ]
@ @.“| & http://cepetest.ucredu/cepetest/CC_PC.srch_code '| 2] | "'r| X | |;~: Google » -

‘ x %Culwerl - Seled

-
& Cost Center/Project Code Management Utility - Windows Internet Explarer

{j Favorites | {:‘5 @ Suggested Sites ~ & | Web Slice Gallery ¥ |, Microsoft » |, UC Campus Sites ¥ || UCR Links v | Best of the Web

= »
(& Cost Center/Project Code Management Utility [ v [ = v Page~ Safety~v Tools~ @~

GOLDEN TREE
MODIFICATION |SYSTEM

Search Project Code

Type Project Code Change Accountability Structure I: 071100 - Accounting

Code Starts with SB » T

Description Starts With -

[ Search | Glear ] Main Menu ] Add Gode

Sele Code to Modify
3 record(s) found

— I Description I Type
|SEITA |AP Travel Audit Reporting |Project Code
|seTs2 |Test Project Code 2-short |Praject Code
|[seTsT |Test Project Code Modify |Project Code
4 m | 3
Done o/ Trusted sites | Protected Mode: Off ‘& v H0% -
L
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STEP 3b: To avoid duplicate cost centers with the same description, the transactor should also perform a

“search” to ensure the description has not previously been assigned to a different cost center code.
Note the description search can be performed by using either “starts with” or “contains” function.

Click on “search”.

r - " e
& http://ceptestucredus - Cost Center/Project Code Management Utility - Windows Internet Explorer

[E=IERS)

| x %Colwert + [P Select

<7 Favorites | o3 @ Suggested Sites = @) Web Slice Gallery v || Microsoft =
fit ~ B v ) & - Pagev Safetyw Tools~ @~ § |

GOLDEN TREE

MODIFICATION /SYSTEM

Search Project Code

. UC Campus Sites v | UCR Links v & | Best of the Web

Type Project Code Change Accountability Structure I:Z:' 100 - Accounting
Code Starts with

Description

“
~YContains

sm

1|

i,

3

CC_PC.ProcessSrchCode  Trusted sites | Protected Mode: Off

A

If a match exists, it will be displayed.

#100% v

-
& http://ccpctestucredu/ - Cost Ce ject Code Manag

~
Utility - Windows Internet Explorer E‘M

| X %Com’er{ 4 Sele:l

i Favorites | 53 @8 Suggested Sites ~ @] Web Slice Gallery v }) Microsoft ~

. UC Campus Sites = || UCRLinks = & Best of the Web
fi v B v [ & v Pagev Safety~ Tooks~ @~ B L

PR | GOLDEN TREE

MODIFICATION /SYSTEM

Search Project Code

Type Project Code Change Accountability Structure I:':":: - Accounting

Code Starts With SB -
Description Starts With - test

[Searcn 1 Giear ] Man wenu ] Ada Cooe

S to Modify
2 record(s) found

‘ Code | Description | Type
\SBESS |test adding pc |Pr01ect Code
|sBTST [test PC modify |Project Code
q m | b
/' Trusted sites | Protected Mode: Off £y v HI0% ~
L A
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STEP 4: If the desire code does not exist, click on “Add Code” to request a new project code.

& http:/fcepetestucr.edu/ - Cost Center/Project Code Management Utility - Windows Internet Explorer =B S

@& Convert ~ [0 Select
i Favorites | ol @ Suggested Sites = @) Web Slice Gallery ~ Microsoft v | UC Campus Sites v | UCR Links v | Best of the Web

5 v B v = # v Pagev Safetyv Toolsv @~ W] Ld

WEBSIRE | GOLDEN TREE
UCRW RSlDE| MODIFICATION /SYSTEM

Search Project Code

Type Project Code Change Accountability Structure |

Code Starts With - =
Description Starts With -

Main Menis | Add Code

J/ Trusted sites | Protected Mode: Off

STEP 5: All fields designated in red italics are required.
a. Under the “Code Requested” area, select the appropriate two-digit pre-fix for the new Project Coder
from the drop down list.
b. Enter up to three characters (alpha and/or numeric) in the field next to the pre-fix. The total Project
Code value (pre-fix plus suffix) may not exceed 5 characters.
c. Special Note: Project Codes do not have to begin with the pre-defined prefix. However, if NO
prefix is selected, the Project Code must start with a NUMBER; the maximum length of this type of
project code is 5 characters. Please be aware, Project Codes beginning with a number are assigned on
a first-come- first-serve basis and will not appear under your departmental pre-assigned prefix; so it is
important to include your department code within the project code description to readily identify your
departmental codes.
d. Enter the Short Description (up to 30 characters). This is a require field. This description displays
on the Golden Tree Viewer as well as the FAU description field of the various UCR applications.
e. Enter the Long Description (up to 254 characters). This is a required field. This description appears
in the UCRFS Chart field Attributes and should provide additional information regarding how the
code will be used.
f. A Comment can be optionally included. Special instructions to Accounting should be included here.
g. Click on “Submit” to forward the request to Accounting. (“Save and Exit” will save the item as
“work-in-progress” for submission at a later time. “Cancel” will delete the action.)
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_.'." Cost Center/Proje

UCRIV

UNIVERSITY OF f'ﬂLII'ORNI"!

VERSID GOLDEN TREE
MODIFICATION /SYSTEM

Add Code

Type Project Code

Code Requested [ ~ <:|

II Short Desciption

Long Description <::|
Comments

[Suomit ) Save & exit ] Cancel

| B |
< m v ﬂ
— ———

In the example below, the user completed a request to add Project Code “SBTA”.

-
& Cost Center/Project Code Management Utility - Windows Internet Explorer E‘m
r 3 -

UCRIVE

LINIUEE.JIT'\' ﬁF CALIFORMIA

GOLDEN TREE
MODIFICATION /SYSTEM

Add Code

Type Project Code
Code Requested SB = TA

Short Desciption AP Travel Audit Reporting

btreamlining Project Rccounts
Long Description Payable Travel Rudit

Reporting. This project code

m e

=

1

L= requested by the Department
Financial Manager J. Jones on
Comments T/5/11

»

I 5uomi ] save & ext Y Cance |

|
| |
N 1n P
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STEP 6: Upon clicking on “submit”, a confirmation that the request has been successfully submitted will

display. Please allow 7-10 working days for your request to be processed.

‘& Cost Center/Project Code Management Utility - Windows Internet Exphrerw E@g

“~

GOLDEN TREE

MODIFICATION SYSTEM

Your request has been sucessfully submitted.

STEP 7: The requestor will receive an e-mail when the request has been approved or denied by the Accounting
Office. Please note that all other Cost Center/Project Code Transactors and Courtesy Copy roles associated
with the same Accountability Structure will also be copied on the e-mail. Questions will be directed to the

individual that initiated the project code request.

When the code has been approved, it will appear on the Golden Tree Viewer. If the code is denied, the e-mail

will include the reason.

Message & e

| a v QEF Request to add Project Code SETA Approved - Message (Plain Text) =

a1 . = T pules v * Find [
%lonore x il & 75& EMEEUHQ 5 Moveto:? g To Manager A% [ Rules i W E a& darin -\j
¢ &4 Team E-mail « Done L _',E OneNote ] 2 Related -
- Delete Reply Reply Forward [ - Move Mark Categorize Follow | Translate Zoom

& unk L @ More ™ | /oy Reply & Delete "7 Create New = | M B adions+ | uareag 2 e [t Select -

Delete Respond Quick Steps F] Mave Tags F] Editing Zoom
From: cepctestwebmaster @uer.edu Sent: Tue 7/5/2011 12:39 PM
To: Bobbi A McCracken
Cc

f Subject: Request to add Project Code SBTA Approved

Your reguest to add Project Code SBTA has been approved.
SBTA Description: AP Travel Audit Reporting

Questions will be directed to the

Please send all responses to BOBBIB@ucr.edu <:I individual that initiated the request,
This is an automatically generated message. Please do not "REPLY" to copowebmaster@ucr.edu as your message will not be received and will be returned to you by the
mail server.

C:
JERRYM@ucr.edu
LUPER@ucr.edu

VICKIT@ucr.edu

KIMPAD@ucr.edu
BOBBIB@ucr.edu
DAVIDG @ucr.edu

ccpctestwebmaster@ucr.edu DE‘ "ol

% All ltems I~ Request to add Project Code SBTA Approved 1 minute ago
[ (=3 Reanact tn reartivate Cost Center Cnde SRSAT Annrovad QG1 AK TN - 7

Please note that all other Transactors and
Courtesy Copy roles for this Accountability

< ———— | Structure will be copied on the e-mail

notification.
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“MODIFYING” an existing Project Code’s Description

Please note Transactors have the ability to modify the description of project codes that utilize the “pre-fixes”
associated with their Accountability Structure(s)*; there is no approval process required by the Accounting
Office. However, department financial managers may want to develop departmental procedures and guidelines
for Transactors. * Please note that users may not modify the description of project codes using numeric pre-

fixes using this system.

STEP 1: Determine the Project Code Description requiring modification. Under the menu Transactor Options,

click on Add/Modify Project Code.

& Cuost Centes/Project Code Management Uility - Windaws Interret Explorer i e [ S

A, )

@k_\)v 8] hipefeepetest uer ety coptest
x @ Convert = [ Select
Micrasaft = | UC Campus Sites » |, UCRLinks = 2] Best of

-8

p Fecorites | 55 @0

sted Sites v @] Weh Slice Gallery »

25 = | UCR Enterprise Access Co.. @8 Cost Center/Project Co.., X

i GOLDEN TREE
UCRIVERSIDERo5rc i ch svsven

Welcome, Bobbi McCracken

General Options
& search
) velp
© exit
Transactor Options
& view Bequests

<_ &) add/modify Project Code

g Inactivate/Reactivate Cost Center Code

[*] i Project Code

& withdraw/Unwithdraw Cost Center Code Request
© Withdraw /Unwithdraw Project Code Request

Dene J/ Trusted sites | Protected Made:

I

the Web @ Channel Guide

» Pagev Saetyv Tgehv e

off fa = Mlon -

STEP 2: Search for the project code to be modified either by specifying information about the project code
and/or the project code description then clicking on “search”. If a search is being performed on the
project code description, the query will be performed against the project code short description only.

@ Cost Center/Project Code Management Utility - Windows Internet Explorer

o [ B [ |

| x @jConvert v [ Select

Microsoft »

< Favorites | gl @ Suggested Sites = &) Web Slice Gallery ~
5 v B ~ [0 & ~ Page~ Safety~ Tools~ @~ S d

UNIVERSITY OF CALIFORNIA GOLDEN TREE
UGRWERS D MODIFICATION SYSTEM

UC Campus Site:

Search Project Code

Type Project Code

Code Starts With 58 - TST <

Description Starts With - | <:|
(=== Chdan benu ] Add Code

Change Accountability Structure |

s v UCR Links v @& | Best of the Web & | Channel Guide

D

€& Local intranet | Protected Mode: Off

5 v ®10% -
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STEP 3: Select the Code to Modify by clicking on it.

(& Cost Center/Project Code Management Utility - Windows Internet Explarer

= e
@Q b4 |g http:/fecpetest/ccpetest/CC_PC.srch_cade - ‘ "1‘| X | | ; Google P -
x %Cunvert - @ Select

fg Favorites {'3 @ Suggested Sites v 4@ | Wifeb Slice Gallery ¥ Microsoft = UC Campus Sites v |, UCR Links v & Best of the \ieb ”

- —_
(& Cost Center/Project Code Managerment Utility M v B - ] e v Page~ Safety~ Tools~ @~

NIVERSITY OF CALIFORNIA

UCRIVERSIDE GOLDEN TREE

MODIFICATION SYSTEM

Search Project Code

Type Project Code

Change Accountahility Structure

Code Starts with 5B v tst
Description Starts With -

[ Search | Glear ] Main Menu ] Add Gode

Select a Code to Modify
1 record(s) found

Code Description Type
SBTST Test PC modify Project Code

4 n | 3

& Local intranet | Protected hMaode: Off G v B -

STEP 4: Modify the description(s) and click on “Update”. Remember: the Short Description is a mandatory

field and can be a maximum of 30 characters long; this is the description that appears on Golden Tree
Viewer as well as the FAU description field of the various UCR applications. The Long Description
can be a maximum of 256 characters long and is only displayed in the UCRFS Chart-field Attributes

screen. Comments are optional, but it is recommended that this field be used to document the reason
for the description modification.

& tup wereduf = Cost Ce et Cod Utiity - Windows Intemet Explorer (S=HE]
x @ Coamvert = [ Select
Jp Favores | g 8 Suggested Stes v | Web Shce Gallery = ) Microsoft +

UC Campus Sites = |, UCRLinks = 2] Bestofthe Web 2] Channel Guide

Eiw B -0 o ov Pager Sefeyw Tookse e i b

| GOLDEN TREE

MoDIFICATION /SYSTEM

Update Code

|
Type
Code Requested
Short Description TestProject Code modify

Tesc PC modify
Long Description

Comments

[=>=

/' Trusted sites | Protected Mode: Off v R -
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STEP 5: The system will ask the user to confirm the change; click on “Submit” to proceed (to withdraw the
modification, click on “Cancel”.)

'€ Cost Center/Project Code Management Utility - Windowes Internet Explorer E EI@

x %Conver’c A Select
7.7 Favorites | 95 @ Suggested Sites v @] Web Slice Gallery =} Micrasoft »

b3

‘& ~ * [ @3 v Page > Zafety~ Tools+ QV@M

(VERCIRE | GOLDEN TREE
UCRWERSI MODIFICATION /SYSTEM

A modification to the description of an existing cost center/project
code has been initiated. Please click on Submit to proceed or Cancel

to withdraw this request

(Suomit

H 100

€5 Local intranet | Protected Mode: Off R

A confirmation that the request has been successfully submitted will display.
/& Cost Center/Project Code Management Utility - Windows Internet Explarer E EI@

% @ Convert Select
77 Favorites | o5 @ Suggested Sites v @ Web Slice Gallery v | Microsoft =

2

G~ B - =) & v Page~ Safety~ Tools~ @~ 0 hd

NIVERSITY OF CALIFORNIA GOLDEN TREE
VERSID MODIFICATION 'SYSTEM

Your request has been sucessfully submitted.

F100% -

€& Local intranet | Protected Mode: Off -
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STEP 6: An e-mail will be sent to all Transactors and Courtesy Copy roles confirming the modification to the
Project Code. Questions will be directed to the individual that initiated the project code request.

== +« 93 u‘é’g & Project Code SBTST has been modified - Message (Plain Text) B - =3 =

File Message & e
Bmere Y (0 () Bhvieeing [ W7 B D Qe gl B Q
=] i | ‘

(3 To Manager - W] onenote  HE Categorize - 2 related -
&Junk - Delete | Reply Reply Forward B pqope = . _ ke Translate Zoam
&l 5 & Team E-mail v - ] Actions * ¥ Faollow Up ~ o Ly Select~
Drelete Respond Quick Steps x Plowe Tags x Editing Zoorm

Fram: cepckestwebmaster@ucr, edu Sent: Fri 8/2/2011 3:34 PR
To Biobbi A McCracken
o
Subject: Project Code SBTST has been modified

This e-mail confirms your request to modify Project Code SBTST has been processed.
SBTST Short Description: Test Project Code Modify

» L7

SBTST Long Description: Test PCmodify-long.

Flease send all responses to BOBBIB@ucr.edu

This is an automatically generated message. Please do not "REPLY" to copowebm aster@ucr.edu as your message will not be received and
will be returned to you by the mail server.

CC

MARLAR@UCH edu

KIMPAD@ucr, eduy

JERRYM@ucr.edu

LUPER@ucr.edu

WICKI T@ucr, eddu b

cepetestwebmaster@ucredu DD ~
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“INACTIVATING” or “REACTIVATING” a Project Code

Please note Transactors have the ability to inactivate and reactivate project codes under their Accountability
Structure(s)*; there is no approval process required by the Accounting Office. However, department financial
managers may want to develop departmental procedures and guidelines for Transactors. * Please note that

users may not inactivate/reactivate of project codes using numeric pre-fixes

STEP 1: Determine the project code to inactivate or reactivate. Under the menu Transactor Options, click on

Inactivate/Reactivate Project Code

X %Cnnvert - @Select

@ Cost Center/Project Code hManagement Utility - Windows Internet Explarer E E\@

{3 Favorites {.;, @ Suggested Sites = @ | Web Slice Gallery = [ Microsoft = [} UC Campus Sites +
ﬁ B - = Eég v Pagew Safety> Tools I@Iv @ e

22 (GOLDEN TREE

MODIFICATION SYSTEM

Welcome, Bobbi McCracken

General Options

Transactor Options

9 Viewr Reguests

9 Add/fModify Cost Center

9 Add/Modify Project Code

9 Inactivate /Reactivate Cost Center Code

d Inactivate/Reactivate Project Cude)v

9 Withdraw /Unwithdraw Cost Center Code Request

9 Withdraw /Unwithdraw Project Code Request

1| n

3

>

m

Daone € Local intranet | Protected Mode: Off Fy v F00%

-
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STEP 2: Search for the Project Code to be “inactivated” (or “reactivated”).

'€ Cost Center/Project Code Managernent Utility - \Windows Internet Explorer

B (oo =

@u b |g httpi/fecpetest/copetestfCC_PCsrch_code

x ﬁCDnvert - @Select

"‘?|A||).} Google il - |

/€& Cost Center/Project Code Management Utility

< Favorites s @ Suggested Sites “éeb Slice Gallery » [0 Microsoft = 1) UC Campus Sites = ) UCR Links = Best of the Web
W = 4 99 €] ¥ p €]

E)

& B = géa v Page~ Safety = Tools - -@-v z

Search Project Code

Type Project Code
Code Starts With -
Description Starts ‘With -
Status - -

(Searcn ] Ciear ] tan Menu |

UNIVERSITY OF CALIFORNIA GOLDEN TREE
UCRWERSIDE MODIFICATION /SYSTEM

m

untability Structure

4 I

b

Done

€ Local intranet | Protected hode: Off v HI00% v

STEP 3a-Inactivating a Project Code: From the Search grid displayed, click on “Inactivate” under the Action
column. The system will query UCRFS to determine if the code is eligible to be inactivated. A code is eligible
to be inactivated if there is no current fiscal year activity in the Actuals ledger under the project code AND there
are no encumbrance balances associated with the project code. Please note this process may take several
seconds to complete while the system queries the database.

(€ Cost Center/Praject Code Management Utility - Windows Internet Explarer

&= (=)o /=]

@u - |g hitpiffccpetest/copctest/CC_PCosrch_code
% @Convert » PO Select

'|‘f|ﬁ‘|}.}GOO§‘"E £ -

(& Cost Center/Project Code Management Utility

S Favarites | 5i5 @ Suggested Sites = @ Web Slice Gallery = | Microsoft = | UC Campus Sites + UCR Links v & | Best of the Weh

2

@ B -3 @ * Page v ZSafety = Tools = |@|v =

Search Project Code

Type Project Code

Code Starts With 58 -
Description Starts With -
Status - -

Csearcn ] _Giear ] Mai Wenu

Select a Code to Inactivate /Reactivate
6 record(s) found

B ETRE | GOLDEN TREE
UBRWERSIDE MODIFICATION SYSTEM

Change Accountability Structure

Code Description Type Status Action

SE ACCOUMTING Project Code |&

SB777 SB777 search test Project Code &

SBE2ES testadding PCRRRENKHKKKHRRARRE Project Code |& Trtivate

SETA AP Travel Audit Reporting Project Code |& Inactivate

SBTS2 Test Project Code 2-short Project Code |& Inactivate

SRTST Test Project Code Modify Project Code & Inactivate
4| 11 2
Done € Local intranet | Protected Mode: Off 5 - H A0 -
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If the code is eligible for “inactivation”, the system will update the first five characters of the Project Code

description to “INACT” and updates the code status to
available for use on transactions.
@Cnst Center/Project Code Management Utility - Windows Internet Explorer E E@

@\:j A |g, http:ffccpetest/copotest/CC_PCosrch_code - | “)| A | |,). ) Google R -

x %Conuert hd @Se\ect

fz Favorites {,:‘3 @ Suggested Sites v @ | \eb Slice Gallery - . Microsoft = . UC Carnpus Sites » . UCRLinks v @& Best of the Web

»

- = »
@CostCenter,fPrDJectCodeManagementUti\ity m? * B + [ == w Pagew Safety > Tools = l@lv

UNIVERSITY OF CALIFORNIA GOLDEN TREE
UBRWERS MODIFICATION 'S

Search Project Code

Type Project Code

Code Starts With -~
Description Starts With -
Status - -

Search 1 Ciear ] Main wenu )

Select a Code to Inactivate /Reactivate
6 record(s) found

Code Description Type Status Action
SB ACCSUNTING Project Code
SBFFT SBF77 search test Project Cod Reactivate
SBE23 testadding pPorEEEEERRRRRRRHENNY Project Code Inactivate
SBTA AP Travel Audit Reporting Project Code & Inactivate
SRTSZ Test Project Code 2-short Project Code (& Inactivate
SBTST Test Project Code Modify Project Code & Inactivate
< | 1 | +
Done € Lacal intranet | Protected Mode: Off A v H100% v

for Inactive. This Project Code will no longer be

An e-mail will be sent to all Transactors and Courtesy Copy roles associated with the Accountability Structure.

Questions will be directed to the individual that initiated the project code inactivation.

=" + %3 @ = Project Code SB777 has been inactivated - Message (Plain Text) B - 5 =
File Message 2 e
a3 . Gy - ] ¥ €
Y lanare x | ¥ $ Bl Meeting | |1 Move to:F j 5 Rules (3 Mark Unread a& 4 Find KI
B (g To Manager - ] onenote  J5 categorize 2 related -
-+ Delete Reply  Reply Forward B - b owe Translate Zaoom
& urk iy ¥ 2 More T 44 Team E-mail < 7T B adtions | ¥ FallowUp - T select -

Delete Respond Quick Steps ] Move Tags ] Editing Zoom
From: cepctestwebmaster@ucr, edu Sent: Fri 9/2/2011 9:52 PR
To: Biobbi A McCracken
(@]

Subject: Project Code SBY¥7 has been inactivated
’ . Lix]
Your request to inactivate Project Code SBYT7 has been processed, N
SBTF7 Description: INACT SB777 search test
Please send all responses to BOBBIB@ucr.eduy
Thizis an automatically generated message, Please do not "REPLY" to copowebm aster@ucr, edu as your message will not be received and
will be returned to you by the mail server.
cC =
MARLAR@UCH 2du
KIMPAD @ucr, ecy
JERRVIM@ucr. edu
LUPER@uct edu
WICKIT@ucr.ecu
BOBBIB@ucr. ecu
DayIDG@ucr edu
=

D cepctestwebmaster@ucr.edu DD A
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STEP 3b-Reactivating a Project Code: Search for the code and from the Search results grid, click on

“Reactivate” under the Action column.

.
@ Cost Center/Project Code Management Utility - Windows Intemet Explorer [E=En )
- -
— ~
@w L |g http://ccpetest.ucredu/copetest/CC_PC.srch_code '| I ‘ "f‘ X | ‘}f Google £ |

% @Convert ~ [ Select

i Favorites | 5% @8 Suggested Sites ~ @] Web Slice Gallery » Microsoft = UC Campus Sites ¥ || UCRLinks = & Best of the Web

- - »
(& Cost Center/Project Code Management Utility fi v B v = d® v Pagev Safety~ Teolsv @~

ViRt | (GOLDEN TREE
UCRWERSI E ODIFICATION SYSTEM

Search Project Code

|| Type Project Code Change Accountability Structure \

Code Starts With 5B ~

Description Starts With -

Status - -

[searcn 1 Ciear ] Wain wenu |

Select a Code to Inactivate/Reactivate
6 record(s) found

Code Description Type Status Action
I sB ACCOUNTING Project Code |A
SB777 INACT SB777 search test Project Code |1 Reactivate
SB888 testadding poocooooeooOonom Project Code |A pactivate
SBTA AP Travel Audit Reporting Project Code |A Inactivate
SBTS2 Test Project Code 2-short Project Code |A Inactivate
SBTST Test Project Code Modify Project Code |A Inactivate
4 m I »
/ Trusted sites | Protected Mode: Off fa v R10% ~

Once “reactivate” is clicked, the Project Code description will automatically update to remove “INACT” from
the project code description and the Status will change to “A” for Active. The code is now available for use.

(& Cost Center/Project Code Management Utility - Windows Internet Explorer = =R
() = [ ritpicepctest/ccpetest/Ce_PCarch code =[] % |[ 2 Google P |
% @ Convert v [ Select

g} Favorites i;-:», @ Suggested Sites v @ | Web Slice Gallery = Micrasoft UC Campus Sites « UCR Links = @& Bestof the Web

»

(& Cost Center/Project Code Management Utility fa - B - = @ - Page~ Safery~ Tools~ @~

UNIVERSITY OF CALIF! GOLDEN TREE
UGRWERSI MODIFICATION /SYSTEM

Search Project Code

Type Project Code

Code Starts with - 7
Description Starts With -

Status - -

CSearcn 1 Ciear ] Mai Menu |

Select a Code to Inactivate /Reactivate
6 record(s) found

Code Description Type Status Action
Project Code &

<\ SBF7? SB777 search test Project CD Inactivate
SB TR AR K MR KRR R RN Project Code |5 Inactivate
SBTA &P Travel Audit Reporting Project Code |4 Inactivate
SBTS2 Test Project Code 2-short Project Code |4 Inactivate
SBTST Test Project Code Modify Project Code |4 Inactivate

4 . | 3

€ Local intranet | Pratected Mode: Off v WA -
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An e-mail will be sent to all Transactors and Courtesy Copy roles associated with the Accountability Structure.

Questions will be directed to the individual that initiated the project code re-activation.

=]

Your request to reactivate Project Code: SB777 has been processed,
SB777 Description: SBY77 search test

Please send all responses to BOBBIB@ucr. edu

will be returned to you by the mail server,

C:
MARLAR@uUCr edu
KIMPAD@uUCr. eddu
JERRYM@ucr edu
LUPER@ucr.edu
W CKIT@ucr ecdu

BOBBIB@ucr.edu
D&M DG@ U edu

D cepetestwebmaster@ucr.edu

=g * ¥ 3 u‘é‘g E Project Code SETT7 has been reactivated - hessage (Plain Text) = = 52
File Message & e
oY . G - 3 o [y
By 1gnore x y ¥ i& ﬁ Meeting 1 dove to! 7 4% [ Rules ¥ Mark Unread a& 34 Find .\
- izh To Manager - - _‘,ﬂ Onekote '3 Categorize = Related *
~ Delete | Reply Reply Forward B - Mowe Translate Zoom
&Junk P A?\y 5 More 3 Team E-mail = ] Actions v ¥ Follow Up ~ g select~
Delete Respond Quick Steps Move Tags Editing Zoom
From: cepetestwebmaster@ucr, edu Sent: Fri 9/2/2011 9:59 P
Toi Enobbi & McCracken
]
Subjedt Project Code SBFFT has been reactivated

»

This is an automatically generated message. Please do not "REPLY" to ccpowebm aster@ucr. edu as your message will not be received and

ey -
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WITHDRAW/UNWITHDRAW a Project Code Request

When a Transactor selects “Save and Exit” when adding a new project code, the item will remain in the
Accountability Structures “work-in-progress”. If the code will not be added, the Transactor may “withdraw”
the request to add the project code and remove the request from the work in progress grid. Additionally, items
that have previously been withdrawn can be “un-withdrawn” are returned to the work in progress status.

STEP1: Determine the project code request to withdraw or un-withdraw. Under the menu Transactor Options,
click on Withdraw/Unwithdraw Project Code

(& Cost Center/Project Code Management Litility - Windows Internet Explarer
@ Corvert v [ Select

T @8 Suggested Sites v @] Web Slice Gallery »

Y mm v Pagew Safety> Toolsw ’é*v ,';ﬁ_l M

(GOLDEN TREE

¢ Favorites
- B -

UNIV] Y OF CALIFORNIA

UCRIVERSIDE

welcome, Bobbi McCracken

General Options
() search
) Help
) Exit

Transactor Options
Q View Requests
Q Add/Modify Cost Center
Q Add/Modify Project Code

Q Inactivate/Reactivate Cost Center Code

Q Inactivate/Reactivate Project Code

. Microsoft «

. UC Carnpus Sites »

MODIFICATION SYSTEM

€& Local intranet | Protected Made: OFf

UCR Links v | Best of the Wieb @ | Channel Guide ”

E ===

mn

‘A v mA0% v

STEP 2a-Withdrawing a request: Search the Work In Progress for the pending project code by selecting the
appropriate code pre-fix, selecting WIP-Dept under the status field, and clicking on “search”.

(& Cost Center/Project Code Management Utility - Windows Internet Explorer ==
7 F » t/CC PC.si d ) Google -/
@-u - \g http://ccpctest.ucr.edu/cepetest/CC_PC.srch_code -| =] ‘ ‘y‘ X H, Google 2

& Convert v [ Select

i Favorites | 5 @ Suggested Sites = [g] Web Slice Gallery v} Microsoft ~

(& Cost Center/Project Code Management Utility

NIEHEIRE | GOLDEN TREE
UCRIVERSIDE | MoDIFICATION /SYSTEM

Search Project Code

Type Project Code

Code Starts
Description_Stars A
Status

UC Campus Sites ~

Change Accountability Structure ‘

UCRLinks = £ | Best of the Web g | Channel Guide

LR

| e v Pagew Safety~ Toolsv @~

/ Trusted sites | Protected Mode: Off G v R100% -
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The codes matching the search criteria will display in the grid. Click on “Withdraw” under the Action column

to remove the item from the department work in progress grid:

r N
& Cost Center/Project Code Management Utility - Windows Internet Explorer EIE@

@Q - |E http://ccpctest.ucr.edu/ccpetest/CC_PC.srch_code v| 2] “7‘ X ||‘ ;, Google o -

% @ Convert ~ [ Select

{3 Favorites {c‘g @ Suggested Sites v @ | Web Slice Gallery » |, Microsoft || UC Campus Sites ¥ |, UCR Links v @& | Best of the Web & | Channel Guide

— = »
/€ Cost Center/Project Code Management Utility ﬁ A v [ M v Pagew Safetyv Tools~ i@~

NEBEIRE | GOLDEN TREE
UERWERSIDE MODIFICATION /SYSTEM

'l Search Project Code

Type Project Caode Change Accountability Structure ‘

I Code Starts with SB ~
Description Starts With -
! Status WIP-Dept ~

searen 1 Ciear 1 wam wenu |

Select a Code to Withdraw /Unwithdraw
1 record(s) found

Code Description Type Status ATTIO
SBVEG Vegetable Project Code \WIP-Dept %

4 1 | b

J/ Trusted sites | Protected Mode: Off v ®10% -

The system will display the following screen where comments regarding the reason for the withdrawl can be

entered. Click on “Submit” to withdraw the request.

- -
(& Cost Center/Project Code Management Utility - Windows Internet Explorer [E=REE

@\J = [ nttpy/ccpetest.ucr.edu/cepctest/cc_pemithdraw_codeTsSourceApp=DEPTacmd Withdre ~ | B[ ¢ [ % {2 Google 2 -]

x @;Convert v [B)Select

i Favorites | 5 (@ Suggested Sites + @ Web Slice Gallery Microsoft » UC Campus Sites + UCR Links | Best of the Web ] Channel Guide

& Cost Center/Project Code Management Utility f3 v B v d v Pagev Safetyw Teolsw @~

UNIVERSITY OF CALIFORNIA GOLDEN TREE
UCRWERSIDE MODIFICATION /SYSTEM

Withdraw Code

Type
Request Code

I Short Description ‘

Long Description ‘
I =
Per the department financial manager the -
| establishment of this code is no longer required.
Comments
Submit | Cancel

Dene // Trusted sites | Protected Mode: Off ¥ v ®100% -
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A confirmation of the withdrawl! will display. An e-mail will not be sent.

@ Cost Center/Project Code Management Utility - Windows Internet Explorer E EI@
X %Cnnver’t - @ Select

{I Favarites i,;; @ Suggested Sites v @] Web Slice Gallery ~ rdicrosoft » UC Campus Sites = UCR Links = @ Best of the Web @& Channel Guide
- - [ mm v Pagew Zafetyw Toolsv @@+ BN i

UCRl GOLDEN TREE

»

MODIFICATION | SYSTEM

Your request of withdraw has been granted.

Done € Lacal intranet | Protected Mode: OFf Gy ov HA0E v

STEP 2b: Unwithdrawing a previously withdrawn request: Search the Work In Progress for the pending

project center code by selecting the appropriate code pre-fix, selecting Withdraw under the status field, and
clicking on “search”.

€ Cost Center/Project Code Management Utility - Windows Internet Explorer li‘ﬂléj

@\;’} w ‘g http://cepetest/ccpetest/CC_PC.srch_code - | ‘y| X ||| ;, Google 2 -
x %Calwerl A @Seled

7l Favorites | 5k (@ Suggested Sites v @] Web Slice Gallery v || Microsoft v || UC Campus Sites ¥ || UCR Links = 2| Best of the Web | Channel Guide =

= - »
{& Cost Center/Project Code Management Utility & M v [ = v Page~ Safetyv Tools~ @~

(GOLDEN TREE

MODIFICATION /SYSTEM

Search Project Code

Type Project Code Change Accountability Structure |

Code Starts With

Description-StartsHth -
Status -

[ Search ) Clear ] Main Menu J

« [ ] »

€ Local intranet | Protected Mode: OFf 43 v ®H10% -
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The codes matching the search criteria will display in the grid. Click on “Unwithdraw” under the Action

column to move the item back to the department work in progress grid:

.
€ Cost Center/Project Code Management Utility - Windows Internet Explorer

@ \;j - ‘g http://ccpctest/ccpctest/CC_PCisrch_code = | 3 | x ‘|| }1 Google

x %Carwert = @Seled

9 Favorites | 5 @ Suggested Sites = @] Web Slice Gallery ~ Microsoft » UC Campus Sites = UCR Links ~ & | Best of the Web @] Channel Guide
M- - (2] d v Pagew Safety~ Tookw @+

(€ Cost Center/Project Code Management Utility

NEBETRE | GOLDEN TREE
UGRWERSIDE MODIFICATION |SYSTEM

Search Project Code

Change Accountability Structure |

Type Project Code
Code Starts with SB ~
Description Starts With -
Status Withdraw =

[Searcn 1 Clear J Main Menu )

Select a Code to Withdraw/Unwithdraw
1 record(s) found

| Code Description Type Status Action
SBVEG Vegetable Project Code |Withdraw Unwithdraw

< 1 | +
Done € Local intranet | Protected Mode: Off v HI0% -
|

The system will display the following screen where comments regarding the reason for un-withdrawing the item
can be entered. Click on “Submit” to un-withdraw the request and move back to the work in progress grid.

_fé Cost Center/Project Code Management Utility - Windows Internet Explorer

@u ® |§, http://ccpctest/ccpctest/cc_pcwithdraw_code?sSourceApp=DEPT&cmd_Withdraw=U8sInReA - | ‘y| x ‘ |)—/ Google

x %meert - @Saled

{3 Favorites {.3 @ Suggested Sites v @ | Web Slice Gallery ~ Microsoft = UC Campus Sites = UCR Links = @& | Best of the Web & Channel Guide
- - [ m v Pagew Safetyv Tools~ @+ ”

(€ Cost Center/Project Code Management Utility

NEBETIRE | GOLDEN TREE
UBRWERSID MODIFICATION /SYSTEM

Unwithdraw Code

Type
il Request Code

Short Description |

Long Description ‘

Due to a change in the department budget, this -
| code will be used to track related expenditures.
Comments

“Gancel

€& Local intranet | Protected Mede: Off 3 v ®100% v

|Done
.
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A confirmation of the action will display. An e-mail will not be sent. The code will now appear in the

department Work In Progress grid.

o~ v [ s v Pagew Safetyw Toolsv @+ N ki

@CUst Center/Project Code Management Utility - W/indows Internet Explorer E EI@
x %Convert - @Se\ect
o7 Favarites | 515 @ Suggested Sites » @ Web Slice Gallery v | Micrasoft | UC Campus Sites v | UCR Links = ”

IVERSIRE | GOLDEN TREE
UBRWERSID MODIFICATION /SYSTEM

Your request of unwithdraws has been granted.

Done € Local intranet | Protected Mode: Off

a

0% -
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“*VIEWING” a Request
This functionality can be used to determine the status of a request, to identify the individual that initiated the
request, to see the history of a particular code, etc.

STEP 1: Under the menu Transactor’s Options, select View Requests.

-
/& Cost Center/Project Code Management Utility - Windows Internet Explorer =NACN X

%Convert - ESeIect
5.¢ Favorites TS & Suggested Sites £ Web Slice Gallery ~ Microsoft = . UC Campus Sites + , UCR Links = @& | Best of the Web

fit ~ B -~ & o= v Page~ Safety~ Tools~ @~ $N ki

WEBSIRE | GOLDEN TREE
UCRIVERS"]E MODIFICATION /SYSTEM

Welcome, Bobbi McCracken
General Options

Q Search

Q Help

) Exit

Options
M_€) View Requests

{,‘ Add/Modify Cost Center
Q Add/Modify Project Code
Q Inactivate/Reactivate Cost Center Code

() Inactivate/Reactivate Project Code

AN

Q Withdraw /Unwithdraw Cost Center Code Request

Q Withdraw /Unwithdraw Project Code Request =
€& Local intranet | Protected Mode: Off g v H10% -

STEP 2: Enter the desired search criteria and click on “Search”. By default the Accountability Structure will
default to the last one used (or selected) by the Transactor. The search results can be limited by entering
information in one or more of following fields:
a.) Enter a date range in the “Requested Between” fields;
b.) Select “Type” — Cost Center or Project Code;
c.) Enter a two-digit prefix in “Code” starts with;
d.) Enter part of the description in “Description” starts with.
e) Selecting the appropriate “Status”:
I. “WIP-Dept” these are requests saved by the department and not yet “submitted”;
ii. “Requested” these are requests that have been “submitted” by the department, but pending
action by the Accounting Office;
ii. “WIP-Acctg” these are requests the Accounting Office is still working on;
iv. “Activated” these are requests that have been approved/activated;
v. “Denies” these are requests that have been rejected by the Accounting Office.
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@ Cost Center/Project Code Management Utility - Windows Interat Explorer [E=EE
@\) « [ @] nttpy//cepctest/ccpetest/CC_PC_REQUEST.sreh_requests [+ [ x ][ Google P -
x @ Convert v [Select

<y Favorites | iz (@ Suggested Sites » | Web Slice Gallery v || Mierosoft v |, UC Campus Sites v || UCRLinks = 2] Best of the Web ig| Channel Guide g Intemet Start ] Microsoft

. _ »
& Cost Center/Project Code Management tility 4 v B v ] & - Pagev Safety~ Tools~ @~

INEBEIRE | GOLDEN TREE
UCRIVERSID MobIFICATION S

Search Cost Center/Project Code Requests

g‘:ﬂ:,ﬁ‘,fd 7 and & Change Accountability Structure ||

(MM/DD/YYYY) (MM/DD/YYYY)
Type Any -
Code Starts With -

Description  StartsWith  ~

Accountability
Structure  E9U2ls ‘

St; All -

{ Search | Clzar ] Main Menu ]

€ Local intranet | Protected Mode: Off 45 v ®10% ~

STEP 3: Requests matching the search criteria will be displayed. In the screen shot below, the search criteria
was defined as all request initiated between 04/01/2011 and 04/30/2011 for both cost centers and project codes
beginning with “SB” under Accountability Structure D01100.

/@ Cost Center/Project Code Management Utility - Windows Internet Explorer [E=RE
@'\Jv [@] hrtpi//copetest/ccpetest/CC_PC_REQUEST srch_requests 4] x [ Google p -
% @ Convert v [)Select

i Favorites | o/l @ Suggested Sites = g Web Slice Gallery » || Microsoft » || UC Campus Sites ~ |, UCR Links ~ 2] Best of the Web 2] Channel Guide 2] Intemet Start 2] Microsoft

{& Cost Center/Project Code Management Utility fi v B ~ O d v Pagev Safety~ Tools~ @~

UNIVERSITY OF CALIFORNIA GOLDEN TREE
UCRWERS| MODIFICATION SYSTEM

Search Cost Center/Project Code Requests

b
! g:qt#.;:t:d 04/01/2011 2 and  04/30/2011 e Change Accountability Structure |

.

(MM/DD/YYYY) (MM/DD/YYYY)
Type Any -
Code Starts With ~ sb

Description Starts With -

Accountability
Structure Equals ‘

Status All -

(searcn { Giear ] Main Menu B

14 record(s) found
Last

ﬁ—nn_h'r'm Requestor ﬂ—nna_t":m AA;::::::,‘::" ﬁ—nlv_ém Status  Type Code Dﬁfr':—"[ito" Long Description ® Last ndated o Accla
156  |LUPER 04/10/2011 E?Ctt%%;g add Activated g:?ier SBXYZ [XYZ projct ;fg].te‘épa”ce”“' Oz 04/20/2011 [JERRYM View
157  |LUPER 04/19/2011 Egct{‘ﬁl;‘g Add Denied g:ztter SBGBT |STUD GRAD gf‘fgtjj‘” Stud Grad 04/22/2011 [JERRYM View
158 |LUPER 04/19/2011 E?Ctt?jnti;g add Activated gzatter SBTOE [Trsf Or Eq E?jgf;g&”mtam’” 04/28/2011 |JERRYM view
159  |LUPER 04/19/2011 E?ctt%;g Add WIP-Acctg g:tter SBHOS |HK PAPER E%‘;,Eﬁ?‘;"g Eapey 04/28/2011 [JERRYM View
162 |LUPER 04/19/2011 POL100-  fagg Activated |95 |spage [Earth Sci GEO99 Earth Science 04/28/2011 JERRYM -
< . | »
€ Local intranet | Protected Mode: Off 45 v R100% -
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CONTACTS

Direct questions and comments regarding this system to ucrfsfeedback@ucr.edu
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