WEB RECHARGE 

I.  Establishing Service Providers

Each recharge unit will need to provide information in order for the Service Provider to be established in the web recharge system.  This form and any attachments will be routed through the Organizational CFO for approval prior to the Service Provider being established.  Complete the requested information for EACH Service Provider Unit to be established in the web recharge system (i.e. if Bookstore requested a unit for the Main Bookstore and CompUCR, two forms should be completed).

1.  Suggested Service Provider Code (10 characters maximum including spaces):   

(This code must be unique for each unit requested.  The Accounting Office will approve final code.)

	


2. Service Provider Short Description (approximately 30 Characters): 

(This description will be displayed when users are selecting a Service Provider. e.g. Bookstore, CompUCR, Police, Human Resources)

	


3. Service Provide Long Description (approximately 50 Characters):

	


4. Describe the services to be provided (up to 2000 characters including spaces of unformatted text only—no bold or special fonts):  
(Note any special forms or procedures to be used.)
	


5.  Service Provider’s UCRFS Department Code (e.g. D01234):

	Department Name
	Department Code 

	
	


6.  The Default Reviewer (i.e. Organizational CFAO) for the organization is automatically notified when changes are made to Define Services or Rates.  Please list the Alpha User Names of additional individuals (up to 3) to be notified when changes are made to the Defined Services or Rates:

	

	Individual’s Name
	ALPHA User Name

	Responsible Individual 1
	
	

	Responsible Individual 2
	
	

	Responsible Individual 3
	
	


7.  Can requesting departments place orders via the web?  (YES / NO)

(If no, the Web Recharge application is only available to the Service Provider for these services—no external department users will be able to access the Service Provider via the web.  The Service Provider must have another mechanism to document the request for service, such as e-mail or paper document.)

8.  The rates charged must be published and approved by COSSA, AP&B or Organization CFO.  

a. Please provide the name of the person or committee that approved the rates to be charged:  

	


b. Please provide the date the services and rates were approved: 

	


c. ATTACH (electronically) a Word or text document with the approved services and rates.  (Note:  This should not be the same document as #4 above.)

9.  FAU(s) for Recharge Income:  

Multiple distributions can be added.  Activity, Fund and Function are required.  Cost Centers and Project Codes are optional and can be added when processing the individual service requests.  If the cost center and project code frequently change depending upon the order, it may be best to just establish the basic recharge income FAU and add the cost center or project code on the individual service requests.   (Note: Account Number R99999 will always be used for the recharge income, therefore the function should reflect the operation’s expense function code.)  

	
	Account
	Activity
	Fund
	Function
	Cost Center
	Project Code

	FAU1:
	R99999
	
	
	
	
	

	FAU2:
	R99999
	
	
	
	
	

	FAU3:
	R99999
	
	
	
	
	

	FAU4:
	R99999
	
	
	
	
	

	FAU5:
	R99999
	
	
	
	
	


II.  Establishing Service Provider Roles within the Web Recharge System:

The Accounting Office will establish the individuals who will have access to process service requests, bill for services, define/change services, update rates, and create templates.  This is the “Provider” role.

Provide the “name” AND “Alpha user name” of the individuals in your departments that should be established under the Provider Role.  In addition, provide the UCRFS Department Code (Division or Organization Codes are acceptable) associated with this individual.  This code provides a link to the SAA.  In order for the link to occur, the same UCRFS code must be used for Service Provider and SAA Roles.  (Note:  The Office of Control and Accountability established the Departmental Systems Access Administrators (SAA) based upon information in UCRFS.)

	
	Individual’s Name for Provider Role
	Individual’s ALPHA user name
	Department Code Link

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	


.

III. Routing.  The Service Provider’s Organizational CFO must approve EACH service provider unit request, the service provider unit’s rates/services, and provider roles PRIOR to establishment in the Web Recharge system.
1. Complete form and save electronically.

2. E-mail your Organizational CFO the completed form for each unit requested and attach the associated document containing your approved rates and services.

3. If approved, the Organization CFO should forward the form and attachments to bobbi.mccracken@ucr.edu and jerry.monahan@ucr.edu

