Human Resource Management System Contracting Out

Justification Application Request

Initiate a Contracting-Out Non-Emergency Justification Request

The following steps are required to initiate a Contracting Out Non-Emergency Justification Request.

Navigation: R’Space > HRMS > Contract Out

Requesting Department Coordinator Role

W | Human Resource Management System SUPPORT ~ SWITCH BACK

1. From the HRMS Gateway page, click the
Contract Out tile.

Welcome, Requesting Dept. Coordinator Role

‘Welcome to the UCR Human Resources Management System (HRMS). The HRMS is a UCR developed
Staff HR Soff ication containing the following modules: Job Co
Recruitment, Re
only visible to you if you have a
description.

tion,

b Builder,
and Contract modules are

Jab Code Information Contract Out

[ RIVERSIDE

2. The Contract Out landing page displays.
Click the Initiate New Contract tile.

m | Human Resource Management System SUPPORT SWITCH BACK

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.

My WIP Contracts Al Open Contracts Completed Contracts

Contract Out Search Engine
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3

3. The Initiate a NEW Contract Out Request dISp|ayS Initiate a New Contract Out Request X
“ " . have consulted with Labor Relations about this Contract Out Request. a
a) Check the “I have consulted with Labor Relations _ | |
about this Contract Out request” box i
b) Se|ect Requesting Department Service Department: o D01209 (Dining and Catering Services) |-
c) Select Service Department @
) It s an emergency or other option qualifying for expedite bor Relations concapt approval required) @
(@it is not an emergency or other option guallfying ions concept approval reguired)

d) Select “It is not an emergency or other option
qualifying for expedited review (Labor Relations
concept approval required)”.

e) Upload the concept approval attachment and @
then enter Pre-approval comments -

f) Click the Create the Contract Out Request

Pre approval Attachment

Drop pre approval attachment.
(or click)

Concept Approval:

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

Pre approval Attac%ent

Uploaded Pre approval attachment &

Enter Pre approval Comment:

| have consulted with Labor Relations and have uploaded Concept Approval email

3919 charsztars remaining

@ Create Contract Out Request

w | Human Resource Management System

4. Once the Create Contract Our Request
has been submitted the Contract Out
landing page displays. Click the Click
to expand icon to expand the
Required Fields Banner to display all
the fields for this role. Click on the
Contract Out Certification button.
Click on the Justification tab or Next
Section tab to proceed.

Contract Out

lowing fiekds must be completed befare the contract aut can be completed

Contract Out Certification

understand and cestify the information entered meets the esiteria
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Justification

5. The Justification page displays. Select
one of the available justification 8 surmcmwomuron
exceptions. Once selected, you will S :

[ Emergency: The services are needed to address an actual emergency. An emergency may include, but is not limited
be required to enter the details about IR T T T .

the situation that supports the [0 uantity:Tre empicgees capaiaof prvisng th e seves are ot vl o the Unversy catonn
- sufficient quantity or do not possess the necessary level of expertise, or the s 'S cannot be performes
iffi it ity 1 it e | of 1 1 it b i d
S . . <asfctory by Unerty mplyees, o sarices e of 2 specilzed o el et ad o sprtie
justification. Click on the Supplier e, I anc/of eqUpment e s nt vl el T provslon sl b meprted oy
and shall not be relied upon to aveid reasonable efforts t hire and train sufficient numbers of University employees.
. .
Information tab or Next Section tab
[[] Lease: The services are incidental to a contract for the purchase or lease of real or personal property. This includes
services that are to be provided on property that the university has leased to or from a third party or through public
tO p rocee d . private partnerships. This does not include arrangements where the university maintains operational control

o SERVICE INFORMATION he justification for contracting out {only one can be selected)?

h an urgent, temparary, or occasional nature that the delay resulting from their
performance by university employees hired under the University's ragular or ordinary hiring process, or the
inefliciencies or difficulties in utilizing university employees, would frustrate the university's goals giving rise to the
need for the services. This provision shall be interpreted narrowly and shall not be relied upon to justify the ongoing
use of temporary workers

[] Occasional: The services are of suc

] Equipment or Location: The contractor will provide equipment, materials, facilities, or support services
not be provided feasibly in the location where the services are to be performed. Services at remote W
are those not within a 10-mile radius of a university campus, medical center, or Laboratory, may fall within this
exception.

al operations to address short-term staffing
cruitment efforts to hire are unable to satisfy

[ clinical: The services are performed by registry personnel in its cli
needs, including circumstances where the university's reasonable re
ongoing staffing needs.

< Previous Section

6. The Supplier Information page R < |0 rmation
displays. Complete the fields by first P— N
Indicating if you/staff are affiliated B sueucamromwmon - - .‘
wupplier noose & supplier
with the supplier. Then choose a @ servcemvommon x

lier. *Note if the supplier is not | ERa i
supplier. ote if the supplier is no :
. . . :_;11 . Supplier Name __' S
listed, slide the Enter Manually slider
PROCUREMENT Supplier

to the right and complete all the :
@ CONTRACT QUT ATTACHMENTS
. . . . . Supplier Representative
supplier information sections. Click on | pryessm—, e

the Service Information tab or Next osple Phone Numees 714723072
Section tab to proceed. Suppler Adess P

Supplier Ad

Supplier City

Supplier State

Supplier Zip Code

< Previous Section
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7. The Service Information page displays. J—
. . Service Description: ) ) . o
Com pl ete the Ser\”ce | nformatlo n ta b ;I';w.e dd;ps-rt;ner‘;t \-s host'n‘g s‘b\g‘e‘re—m where e;t‘rs-sec;mty ':wl\ D-e neede-sd- Tr;\s vvi\l-inc:.ude se‘c‘ur\ty persc;m;e\ t-o
provide security services
fields. *Note requests equal to or over e

SERVICE DEPARTMENT

5100,000 require HR Talent ESPONSE - |
Is the work site 10+ miles from Main UCR Campus or UCR
Acquisition, Central HR (AVC) and property

. % PROCUREAENT |U‘CR-Ma;H Campus v| | A- G,;\I;{Y ANDERSON HALL 1 - |
Planning and Budget (VC) approval. |® womerarmmones
*Note The Service Department P — |,,‘;J,:2'022 s |

Response, Wage Parity and

Procurement tabs will be completed
by Other rO/ES. C||Ck on the Contract This is a new service or extension to existing service?: @ New (O Extension
Out Attachments tab. The Upload o0 |

Dollar Value of service quoted by supplier:

|I,'7;‘2022 x 8 |

Request for Quote tab will display. P —— |
* . Annual Estimated Dollar Value of service quoted by 5000
Note Comments are OptIOI’ICI/. supplier:
Supplier Pricing
Vendor Estimated Hours Estimated Supplier Hourly Supplier
Head (Per Vendor Head Rate Position Actions
Count Count) (Per Vendor Head Count) Title
25 8 $25.00 Security Gusrd & w
£ Previous Section Next Section ¥
< Pres Secti Next Section »

CONTRACT OUT CERTIFICATION

Contract Out Attachments

%; SUPPLIER INFORMATION Maximum size per file is LOMB
@ servicemroruaToN !

SERVICE DEPARTMENT | Drop a single file to upload.
ONS| |

£ (or click)

Q‘ PROCUREMENT

-
Uploaded Attachments

D c N
C ) EEmsmeCE e Attachment Uploaded  Date

File Type Comments Action
- Title By Uploaded
(5 revewasusmir
Concept Concept  Initial Concept 12/20/21
Ana Kafie o]
Approval.docx (' Approval Approval 12:59 PM
< Previous Section Next Section »
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Upload Request for Quote.docx X

Request For Quote v Supplier Request for Quote

Attached supplier quote

CONTRACT OUT CERTIFICATION

Contract Out Comments

JUSTIFICATION
Enter your comments here

(] 7 Comments are not required, but highly recommended
% SUPPLIER INFORMATION
s
o SERVICE INFORMATION 3950 characters ramaining

SERVICE DEPARTMENT
RESPONSE Add Comment

- WAGE PARITY

Ana Kafie 12/29/2021 12:59:32 PM
% PROCUREMENT Concept Approval for Non-Emergency Contract Out Initialization

I have consulted with Labor Relations and have uploaded the Concept Approval email

CONTRACT OUT ATTACHMENTS

@' CONTRACT OUT COMMENTS

£ Previous Section Next Section »
G REVIEW & SUBMIT

Contract Out Cancelconracton | |t Back

8 . C I | C k on th e Review an d S u b m it ta b . Contract ID: 23017750 | Requesting Department: D01039 - School of Business | Service Department: D01123 - Security
(8)

Click on the +icons to review what

will be submitted. Click on Contract b mme  0n
Out Actions Option dropdown. -
[ogeErheen  Review & Submit
a. The Contract Out dropdown
USTIFICATION B Justification Check Out Contract Qut

cisplays.
= @ Supplier Information

b. Select Submit to Service e e e Submit to Service Department

Department Option *Note the
" B wacepary Service Information
user has the ability to check

d PROCUREMENT Service Description:

out this request to any UCR
employee with a NetID for )

VieW Only purposes' Q FEVIEN ESUEMT Is the work site 10+ miles from Main UCR Campus or UCR O ve ®
c. A pop-up box will display.
Enter comments (required).

CONTRACT OUT COMMENTS
3852 charscters emaining
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Click on Submit to Service
Department.

9. A pop-up box appears indicating the
request has successfully been
submitted to the Service Department.
Click on OK. An email notification will
be sent to all associated users that
request is now in the Service
Department queue.

Service Department Coordinator Role
Navigation: R’Space > HRMS > Contract Out

1. Click on the My WIP Contracts tile.

Submit to Service Department X

Comments (Required

Please review this request at your earliest convenience,

o
C 3444 characters remaining

Submit to Service Department

©

Success

Submit to Service Department Successfully

[«

m ‘ Human Resource Management System SUPPORT v SWITCH BACK

HOME. CONTRACT OUT

Contract Out

The Contract Out Module is UCR's online repository of contracts ur];\ated for Contract. Based on your EACS role(s), using the Contract
t Module you may be able to initiate, edit, approve, view, and search Contract actions.

Completed Contracts

My WIP Contracts All Open Contracts Contract Out Search Engine
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2. The My WIP Contract page displays.
Click on the pencil icon under the
actions column.

SUPPORT v SWITCH BACK

@ | Human Resource Management System

HOME

My WIP Contracts

GONTRACT OUT MYWIP CONTRACTS

= Filter
Contract ID Requesting Department Service Department Routing Queue Request Initiated Date Actions
23017750 School of Business (D01039) D01123 (Security Services) Service Department Coordinator 12/29/2021
23008302 School of Business (D01039) D01123 (Security Services) Service Department Coordinator 11/29/2021 '
22999230 SOM Compliance (D02010) D01123 (Security Services) Service Department Coordinator 11/02/2021 '
22998494 SOM Compliance (D02010) D01123 (Security Services) Service Department Coordinator 11/02/2021 '
3
OContract Out Lok

3. The Contract Out page displays. Click
the Click to expand icon to expand
the Required Fields Banner to display
all the fields that must be completed
for this role. Click on the Contract Out
Certification button. Review the
Justification, Supplier Information
and Service Information tabs. Once
these tabs have been reviewed click
on the Service Department Response
tab.

The Service Department Response

Contract ID: 23017750 | Requesting Department: D01039 - School of Business | 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.

Click to Expand

Next Section >

Contract Out Certification

CONTRACT OUT CERTIFICATION

JUSTIFICATION
%il SUPPLIER INFORMATION

o SERVICE INFORMATION

@\ understand and certify the information entered meets the criteria for Contracting Out

Next Section >

S, SERVICE DEPARTMENT
RESPONSE

, WAGE PARITY

% PROCUREMENT
CONTRACT OUT ATTACHMENTS
@ coneacrour commens

page displays. Answer the two
guestions along with entering a
comment (required). *Note The Wage

@

Parity and Procurement tabs will be
completed by other roles. E
Attachments and comments are

optional.

JUSTIFICATION

Are the described services available on the local campus (O Yes @ No
service department?
d
Can the described services be performed within the O vYes @ No
o SERVICE INFORMATION required period of time by the local service dep:

WAGE PARITY

PROCUREMENT

)
)

CONTRACT OUT CERTIFICATION

Service Department Response

y  SERVICE DEPARTMENT

RESPONSE Service Department Manager Response: (Please explain your response)
T e T e et

We currently do not have sufficient personnel on staff to handle this type of request.

CONTRACT OUT ATTACHMENTS
@D’  CONTRACT OUT COMMENTS
(3 reviews suswir

< Previous Section Next Section »

Contracting Out — Justification Application Request (Rev. 12.09.21)
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5. Click on the Review and Submit tab. @ontract Out

Click on the +icons to review what
will be submitted. Click on Contract
Out Actions Option dropdown.

a. The Contract Out dropdown
displays.

b. Select the Accept Contract
Out Request or Return
Contract Out. *Note the user
has the ability to Return
Contract Out Request to
Requesting Department for
additional information or
check out this request to any
UCR employee with a NetID for
view only purposes.

c. A pop-up box will display.
Enter comments (required).
Click on Accept Contract Out
Request.

6. The request has successfully been
submitted to the Compensation
Analyst. Click on OK. An email
notification will be sent to all
associated users that the request is
now in the HR Compensation Analyst
queue.

Contracting Out — Justification Application Request (Rev. 12.09.21)

@ Cancel Contract Out t Back

Contract ID: 23017750 | Requesting Department: DO1039 - School of Business | Service Department: D01123 - Security,

<Pre P Contract Out Action Options ~

e

Requesting
Department
Coordinator

\4
- . .
Check Out Contract Out
@ Justification
I Return Contract Out Request to Requesting Depar‘lmeni
i @ Supplier Information b
@ Service Information
SERVICE DEPARTMENT
RESPONSE
Service Description:

Department  Department HR Labor HR Talent Cenral R Planningand  Procurempnt Nistory

nt  Compensation ~ CAO/CFAO  Chair/Head/D Relations Acquisition (AvE) Budget (VC)
or an

I Accept Contract Out Request I

2
=

‘@D’ CONTRACT OUT COMMENTS

G REVIEW & SUBMIT

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

Accept Contract Out Request X

Comments (Required)

Your request for contracting out has been accepted)

C) 3440 characters rem: r/r'/
3448 characters remaining

O

Success

Accept Contract Out Request Successfully

o
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HR Compensation Analyst Role

Navigation: R’Space > HRMS > Contract Out

1. Click on the My WIP Contracts tile.

m | Human Resource Management System SUPPORT SWITCH BACK

HOME GONTRACTOUT

Contract Out

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

(1)

My WIP Contracts All Open Contracts Completed Contracts Contract Out Search Engine

y WIP Contracts

2. The My WIP Contract page displays.

Click on the pencil icon under the , _ N—
o Service Routing Queue o Actions
actions column. g S B et R comparsatin
(D01039) Analyst
23003197 E"terp”fe Info Systems D01209 (Dining and Catering Services) HR Compensation 11/10/2021
(D01135) Analyst

3 Contract Out tBack

Contract ID: 23017750 | Requesting D

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

3. The Contract Out page displays. Click —
the Click to expand icon to expand
the Required Fields Banner to display
all the fields for this role. Click on the

RRURERERGEA  Contract Out Certification

Contract Out Certification button.
Ef) sTeATon derstand and certify the information entered meets the criteria for Contracting Out.
Review the Justification, Supplier E ' ’

Information Service Information and
Service Department Response tabs. -

Once these tabs have been reviewed

click on the Wage Parity tab.

Contracting Out — Justification Application Request (Rev. 12.09.21) Page 9 of 14
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4. The Wage Parity page displays.
Complete the information on this
page. *Note The Procurement tabs
will be completed by other roles.
Attachments and comments are
optional.

CCONTRACT OUT CERTIFICATION

JUSTIFICATION
%; SUPPLIER INFORMATION

Wage Parity

(&)

Requesting Department

Click on the Review and Submit tab.
Click on the +icons to review what
will be submitted.

Click on Contract Out Actions
Option dropdown. The
Contract Out dropdown
displays.

Select the Approve Wage
Parity or Return Contract Our
Request to Requesting
Department for additional
information *Note the user

©

a.

Contract ID: 23017750 | Requesting Department: D01039 - School of Business | Service Department: D01123 - Secu ges
n

—o+o

23

% SUPPLIER INFORMATION

i

o SERVICE INFORMATION
SERVICE DEPARTMENT
RESPONSE

[l wacePaRITY

@) crocureuent

Service Description:

CONTRACT OUT ATTACHMENTS

@

Vendor Head Estimated Hours Estimated Supplier Hourly Rate Supplier Position
Count (Per Vendor Head Count) (Per Vendor Head Count) Title
o 'SERVICE INFORMATION
2 8 $25.00 Security Guard
RVICE DEPARTMENT
'SPONSE
HR Compensation Analyst
WAGE PARITY
Supplier Position Job Code Parity Hourly
Job Cod Total Cost
e o Sl fate -
“ 'CONTRACT OUT ATTACHMENTS , ;
Security Guard 005327 X SCRTY GUARD $26.91 §5,382.000
Grand Total $5,382.00
< Previous Sect Next Section >
Contract Out ook

¥ Contract Out Action Options ~

HR Department HR Labo HR Tale tralHR  Planningand P
Compensatio  CAO/CFAO Rela Acquis AVC) Budget (VC)
n Analyst

Review & Submit

Check Out Contract Out

Justification
Return Contract Out Request to Requesting Department
Supplier Information

Approve Wage Parity

@ Service Information

Service Information

CONTRACT OUT COMMENTS

REVIEW & SUBMIT

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

has the ability to check out this
request to any UCR employee
with a NetID for view only
purposes.

A pop-up box will display.
Enter comments (required).
Click on Approve Wage Parity.

6. The request has successfully been
submitted to the Department
CAO/CFAO. Click on OK. User will
receive confirmation email that
request is now in the Department
CAO/CFAOQ queue.

Contracting Out — Justification Application Request (Rev. 12.09.21)

Approve Wage Parity X
Comments (Require: %
Compensation has approved this wage parity|
#4
5 emaining

Approve Wage Parity

Ly

Success

Approve Wage Parity Successfully
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For the following roles the steps below will be followed: Department CAO/CFAO, Department
Chair/Head/Dean, HR Labor Relations, HR Talent Acquisition, Central HR (AVC) and Planning and
Budget (VC). *Note only requests equal to or over $100,000 require HR Talent Acquisition, Central HR

(AVC) and Planning and Budget (VC) approval.

Navigation: R’Space > HRMS > Contract Out

1. Click on the My WIP Contracts tile.

2. The My WIP Contract page displays.
Click on the pencil icon under the
actions column.

3. The Contract Out page displays. Click
the Click to expand icon to expand
the Required Fields Banner to display
all the fields for this role. Click on the
Contract Out Certification button.
Review the Justification, Supplier
Information Service Information,
Service Department Response and
Wage Parity tabs. During the review
process these roles can view and add
comments and attachments. Once
these tabs have been reviewed click
on the Review & Submit tab.

Contracting Out — Justification Application Request (Rev. 12.09.21)

m ‘ Human Resource Management System SUPPORT ~ SWITCH BACK

HOME CONTRACT OUT

Contract Out

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

My WIP Contracts All Open Contracts Compieted Gontracts) Contract Out Search Engine

2 My WIP Contracts

Contract ID Requesting Department Service Department Routing Queue Request Initiated Date Actions

23017750 School of Business (D01039) D01123 (Security Services) Department CAO/CFAQ 12/29/2021 rd

23014323 School of Business (D01039) D01209 (Dining and Catering Services) Department CAQ/CFAQ 12/09/2021 rd
Contract Out Lok

Cantract ID: 23014323 | Requesting Department: DO1038 - School of Business | Service Department: D01209 - Dining and Catering Services

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

B Click 1o Expand

3 Next Section »

Department  Depar
CAO/CFAQ

nt or CentrslHR  Planningand  Procurement .

ettty | Contract Out Certification

% JUSTIFICATION

o SERVICE INFORMATION 5
Next Section »
BT, SERVICE DEPARTMENT
ESPONSE
% PROCUREMENT

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

CONTRACT OUT ATTAGHMENTS

@ contRac s
5 reviewasus
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4. Click on the Review and Submit tab. Contract Out

tract ID: 23017750 | Requesting Department: D01039 - School of Business | Service Department: D01123 - Security
<Prey

Department  Department HR Labo HR Talent Central HR  Planningan
Compensation ~ CAO/CFAO Chair/Head/D Relations Acquisitior (ave Budget (VC)

Click on the +icons to review what <
will be submitted.

a. Click on Contract Out Actions
Option dropdown. The
Contract Out dropdown
displays.

b. Select the Approve *Note the

Review & Submit

. Check Out Contract Out
@ Justification

© Supplier Information
b

© Service Information

Deny
user has the ability to check : e Service Information
out this request to any UCR W
employee with a NetID for @ covraacroutcomuents
view only purposes. ER e
c. A pop-up box will display.
Enter comments (required). Approve N x

Click on Approve. S—

Enter comments when approving here]

7
C 2255 charscters emaming

5. The request has successfully been @
submitted to the Department
CAO/CFAO. Click on OK. User will
receive confirmation email that Success
request is now in the Department Apprave Successfully
CAO/CFAOQ queue. An email ﬁ

notification will be sent to all
associated users that the request is
now in the next role’s queue.

Contracting Out — Justification Application Request (Rev. 12.09.21) Page 12 of 14
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Procurement Role

Navigation: R’Space > HRMS > Contract Out

W ‘ Human Resource Management System SUPPORT v SWITCH BACK

1. Click on the My WIP Contracts tile.

HoME CONTRAGT OUT

Contract Out

The Contract Out Module is UCR's online repository of contracts inJ;iated 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.

(1

Completed Contracts

My WIP Contracts All Open Contracts Contract Out Search Engine

2. The My WIP Contract page displays. My WIP Contracts

Click on the pencil icon under the
actions column.

= Filte

Contract Routing Request Initiated
Requesting Department Service Department Actions
1D Queue Date

- School of Business
23017750 D01123 (Security Services) Procurement 12/29/2021
(D01039)

School of Business.
23014117 D01209 (Dining and Catering Services) Procuremen t 12/08/2021
(D01039)

VPR

Contract Out @ L oeck

3. The Contract Out page d|S p|ayS. CIle \\ Contract ID: 23017750 | Requesting Department: DO1038 - School of Business 2 Department: D112

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

the Click to expand icon to expand B Clckio Expand

the Required Fields Banner to display NeaSectin’
all the fields for this role. Click on the
Contract Out Certification button.
Review the Justification, Supplier WETETI  Contract Out Certification

HR Lsbor HR Talsnt Cantral HR

STIFIGATION

Information Service Information, B =
Service Department Response and

Wage Parity tabs. Click on the
Procurement tab. B oo

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

% PROCUREMENT

CONTRACT OUT ATTACHMENTS.

@D CONTRAGT OUT COMMENTS
(3 reviews susmT

Contracting Out — Justification Application Request (Rev. 12.09.21) Page 13 of 14
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4. The Procurement page displays. Contract Out
Contract ID: 23017750 | Requesting Department: D01039 - School of Business | Service Department: D01123 - Security Services

Answer the following questions pr—— —
displayed on the page. Attachments
and comments are optional.

c
O
©r
" CONTRACT OUT CERTIFICATION Procurement
8 JUSTIFICATION .
Is this a Fair Work/Fair Wage Supplier? | @ Yes O No
%% SUPPLIER INFORMATION
Is this a Certified Small/Diverse @ Yes O No
o SERVICE INFORMATION Business?
[E SERVICE DEPARTMENT
RESPONSE £ Previous Section Next Section »

5. Click on the Review and Submit tab. Contract Out
Click on the + icons to review What Contract ID: 23017750 | Requesting Department: D01039 - School of Business | Service Department: D01123—Se<c::\/ty® PCDNractOMAC“:” —

will be submitted.
a. Click on Contract Out Actions
Option drO pd own. The [ogeparmayEeye  Review & Submit

Contract Out dropdown

displays. @ Suppler nformation @
b. Select the Approve *Note the & Senvice Information -

user has the ability to check Service Information

out this request to any UCR —
employee with a NetID for

HR Labor HR Talent Central R Planningandf  Procuremen t History
Relations Acquisition (ave) Budget (VC)

Check Out Contract Out

=

CONTRACT OUT ATTACHMENTS

VieW Only purposes- [—" REVIEW & SUBMIT
. . Is the work site 10+ miles from Main UCR Campus or UCR ©
c. Apop-up box will display.
Enter comments (required). Approve X

Click on Approve.

Enter approval comments here.

6. The request has successfully been @
approved. Click OK. The process has
ended. This request can be located

under completed contracts tile on the Success
Contract Out homepage. Approve Successfully
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	2. The Contract Out landing page displays.
	Click the Initiate New Contract tile.
	3. The Initiate a New Contract Out Request displays

