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Definitions of Operations Cost Centers (CC) versus Pl Cost Centers

A cost center is part of the Full Accounting Unit (FAU). Example: Account-CC-Fund, 441357-AF-
36627. Determining which two digit cost center to use is dependent on whether the FAU is used for
Operational Accounts or for Principal Investigator (PIl) Accounts.

For a Pl account, almost any two-digit combination of Alpha/Alpha (e.g. AF), or Alpha/Numeric (e.g.
F8) characters is acceptable. Please avoid using the letters O and I, since these are easily confused
with the numbers 0 and 1. Once a PI's cost center has been established, then that cost center is used
for all funds under the control of the PI, e.g. contract, grants, gifts, endowments. See below for
assignment of new PI cost centers.

A cost center for the Operational Account is based on the mission (clinical, teaching, or research),
and category of expense (academic, divisional, administration, housestaff, recruitment, etc.). A two
digit Numeric/Alpha (e.g. 2D) is used to identify Operational cost centers.

Assigning Pl Cost Centers in the Department of Medicine and Linking
the new Cost Center (CC) to Your Divisional Research Accounts
(Linkage #1)

If you are submitting a grant proposal for a Pl who does not have a cost center, you will need to
establish a new cost center unique to that PI prior to submission of the proposal. The PI cost center is

required on the EPASS, so if the grant is awarded, EFM can appropriate the monies into the proper
Full Accounting Unit (FAU). Requesting a new cost center is a two-step process.

Step 1: Search if the cost center is already assigned to another Pl in your Division

1. Login to OFSR: https://shb.ais.ucla.edu/shibboleth-idp/profile/SAML2/Redirect/SSO?execution=e1s2
2. Click: UCLA Financial Web Reports - Tables - Table of Accounts

FINAMCIAL SYSTEMS * Financial Systems Report Descriptions
‘ LA MEWS AND + A new feature - follow our changes to the system
INFORMATION s New Excel Download Instructions
Financial Systems
‘Summary . . -
Campus Organizational Hierarchy
Detail » R » Recharge ID by Department
Tables
Table of Accounts -
Payroll P By Departmenk » Service Table
CG Reporis y Iable of Funds , General Liability Request Report
By Department By Org, Dept
PAC ! BruinBuy i . .
» Sub-Object Code Listing » Suspense Redirect

DACSS

» Funds with Invalid Awards "EW

» PI Listing MEw

3. Insert your department FS code and click ‘Get Report’
4. ‘CTRL’ + ‘F’ search on your keyboard and search for the cost center you want to assign. If it is
not already used, you may assign it.
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Step 2: Link the cost center to the account

1. Log into https://request.finance.ucla.edu/?frm_id=AccountCC

e Make sure you use a browser other than Internet Explorer
2. Include mandatory information required with *

e For “Requester Department Name” enter 4 digit department code to search.
3. Check “yes” to ‘I have authority’ question and go to the next page

New Account / Cost Center Request

Requester University 1D (UCLA) Requester EmpliD (UC Path ID) *

Where can ! find the D7

Requester Last Name * Requester First Name * Middle Initial
Requester Email * Requester Phone * Ext
Requester Department Name * Requester Title *

Please confirm that you have authority to request changes to the fund(s) listed on this form *

I':' Yes, | have authority to make this request.l

© No, | do not have authority to make this request.

4. Select “Create new Cost Center” and go to the next page

New Account / Cost Center Request

Please mention the nature of you request *

') Create new Account

|':' Create new Cost Center |

D Link existing Cost Center to existing Account
@) Update Account — Cost Center Title
@ Close Account

) Close Account [ Cost Center

5. Include the cost center you have chosen and complete the mandatory required fields that
indicate *

Check “yes” for Pl cost center and include PI Information

Under special instructions, include FS/Department code, Pl UID #, and account and cost
center that needs to be linked.

No
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New Account / Cost Center Request

~ Cost Center Information -

Cost Center *

B

Title of Cost Center *

Medicine - Cardiology - Bruin123456789

Is this a PI Cost Center * @ yes O No
Pl Last Name * PI First Name * PI Middle Initial
Bruin Joseph

Pl University ID *
123456789

Is the Pl in accordance to Palicy 900 and a part of UCLA's Academic Senate? * @ Yes ) No
Doas the Pl have a payroll appointment that matches the account department? * @ yves O No

What Account(s) do you want to attach this cost center to? *

441357

M A

Add Another Cost Center

Special Instructions

Medicine - Cardiology (1553)
PIUID: 123456789
Please link 441357 to JB

Previous Page Submit

NOTE: Research Account Number Examples:
e 4413xx - for most contracts and grants
e 4013xx & 7813xx - for training grants
e 6213xx - for public service grants

You will be unable to process any financial transactions (e.g. TOFs, BruinBuy, Non-Pears, PETSs,
etc.) until the link is established. If you attempt to process a financial transaction prior to the linkage
establishment, you will receive an error similar to this one:

Errors X

w This line contains the following error(s).

Account/CC must be defined in table of Accounts

Close
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Linking the Account/Cost Center (CC) to the Fund (Linkage #2)

Once the Account/CC linkage has been established by Daniel, the Account/CC is now one unit, and it
will have to be linked to the fund. If it is a new grant, EFM will establish the fund and process the
Transfer of Funds (TOF). At that time, EFM will also take care of linking the Account/CC to the newly
established fund.

What if | want to process a TOF into an Account/CC that is not already linked to my fund?
Note: First, make sure that the Account has been linked to the Cost Center. See Linkage #1 above.

You can go ahead and process the TOF, but you will receive the following Warning message:

Warnings X

U This line contains the following warning(s).

Acct/CC-Fund link not established

Close

In order to establish the link between the Account/CC and the Fund, you will need to copy the
appropriate fund manager in either EFM (for contract and grant funds) or General Accounting (for
unrestricted funds) in order to have them establish the links for you. To do this, follow the steps on
the next page.

Note: EFM will not process the link without a TOF, i.e. you cannot just email EFM to request the link
be made.

UC a BUSINESS TRANSFER OF FUNDS Accounting Main Menu | Logowt
H SYSTEMS | RANSFER OF FUNDS You are logged in a5 €. Y. RUJANURUKS. CIiCk Email after
lome © TOF Document
REVIEW PROCESSED TEMP DOCUMENT o Ao 1 % oiow eV Sme|SS|On Of the
Prepared By: RUMMNURUKS, C.Y.  Effective Date: 03202014 Type Entry: 14 Wip No: 1535061 Status: PROCESSED TO F SO yo u can
Phone: 3102066287 Trans No: 091390 Dept: 4 - 1585 - MEDICINE-DEPT ADMINISTRATION s
Explanaton: WATMALLOGATIG YR 1 OF 1 FUNDS FROW SUB 08 NTO VARIOUS SUBS ACCORDING TO THE APPROVED BUDGET PER NOTICE OF fo rw ard it to th e
I i
Ay E— appropriate EFM or
;\vu\gLGRED:-PE&]I-!O&gng@m 2202015 1
PROJECT T General Accounting
#  Loc Account cc  Fund Project Sub  Object Source Description Temp Debit Temp Credit d d
e e e T Fund Manager an
TEA 1351 WA 00 0000 FR SUB 08 Y1 17,500.00 .
3 4 441351 WA 08 0000 T SUB 02 Y1 22 589,00 req uest the Ilnkage
5 38 WA 02 0000 ERL SUB 08 Y1 2258900
5 4 441351 WA 03 0000 T0. U8 03 Y1 9.562.00 H
R ©w ow R we0evi s=a | | IN the Comments
T 4 441351 WA o8 0000 TO:- 508 05 Y1 200000 .
A 4038 WA 0 0000 R SUB 0871 2,000.00
9 4 441351 WA 03 0000 TO. 3U8 06 Y1 13,732.00 SeCtlon.
10 4 441361 WA 06 0000 FR SUB 08 Y1 13,732.00
1 4 441351 WA 0a 0000 TO: SUB 07 Y1 9,597 00
12 4 441351 WA oF 0000 FR. 508 08 Y1 9.557.00
Towaks: 75.000.00 75,000.00

Page 4 of 6



Cost Centers and Linkages

UCLA BUSINESS TRANSFER OF FUNDS Accounting Main Menu
swstaMs | TRANSFER C 2 You are bgged in a5 C. Y, RUJANURUKS,

Home Email Notification

Look up by last names: yang

4 5 6 |3 m am Selected email users list

Select Mame Department Remove Hame Email
select YANG, HONG MEDICINE-GASTROENTEROLOGY o YANG, HEIL-PING HYANGRRESEARTH LICLAEDU
select YANG. HONGHAD (HANK]}
select VANG. HONGYAN HELROPSYCHIATHIC INSTITUTE
selodt VANG, HONGYL HEUROPSYCHIATRIC INSTITUTE
select YANG. HONGYLH MOLECULAR, CELL & DEVELOPUENTA
seluct YANG, HEIL-PING EXTRAMURAL FUND MANAGEMENT
saloct VANG, HEUAN AJAX
aelact VANG, HUA
splec) YANG, HUR-MN

selec VANG, HUIWING

Laogons

ow Reviewers
Search Show Reviewers

Add Comments
Type your comment below: _
Please link account'cost center 441351-WA with fund @ 26% FAAMTDC Base J]

How do | know whom in EFM or General Accounting to copy?

EFM (for all contract and grant funds)
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http://ora.research.ucla.edu/EFM/Pages/EFMTeamAssignments.aspx

General Accounting (for all unrestricted and operational funds)

https://www.finance.ucla.edu/corporate-accounting/general-accounting/fund-managers-

by-fund-category

How do | check if the linkages already exists?

Use the UCLA Financial Web Reports

0 Logout

UCLA BUSINESS SYSTEMS You o oaged

¥. RUJANURUKS.

FINANCIAL SYSTEM REPORTS FINANCIAL SYSTEM KEY ENTRY

» UCLA Financial Web Reports (COW) Fesdback » Mon-Payroll Expenditure Adjustment
— UCLA Financial Web Reports + Transfer of Funds
Payroll Reports * Interdepartmental Recharge
CG Reports = Recharge Order Request

"
-

"

= PAC/BruinBuy Reports
= BAR Reports

-

CASHNET Reports

APPLICATIONS

C i Gift Fund

Web DocumentDirect

-
>

*= PAN - Post Authorization Notification
» CASHMET - Processing Cash Receipts
>

CASHMNET - Services Application

Go to the Financial Systems, Tables link (1):
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QUESTIONS SUGGESTIONS

FINANCIAL SYSTEMS e Financial Systems Report Descriptions
‘ LA NEWS AND e A new feature - follow our changes to the system
INFORMATION e New Excel Download Instructions
Financial Systems

Summary

. Campus Organizational Hierarchy
Detail By Hierarchal, Org

Tables _ (2)
(l) Table of Accounts € > Service Table
Payroll By Department -

General Liability Request Report
By Org, Dept

» Recharge ID by Department

CG Reports Table of Funds
By Department

PAC I BruinBuy Sub-Object Code Listing

Lodtet Funds with Invalid Awards New

®3)

PI Listing HEW

To see if the Account is linked to the Cost Center, use the Table of Accounts link (2) —
Linkage #1

e Type in your FS Code and click on the Get Report button.

o All of the linked Accounts and Cost Centers for your division will be listed.

To see if the Account/CC is linked to the Fund, use the Table of Funds link (3) —
Linkage #2
e Type in your FS Code and click on the Get Report button.
Click on the blue hyperlink to the Fund in question.
A “Report Parameters for Fund Balances” window will appear. —»
Click on the Get Report button.
All of the Accounts/Cost Centers linked to the fund will be listed.
OR Go to Financial Systems — Summary — Fund Balances — Fund ||
o Enter Fund # only, leave Acct/CC blank & Get Report (4) s Mol

.|ch Reporl j e

» Custom Balances Hielp with auoud tyge
Ry Dapartmant

Budget Summary Get Report I

Report Parameters for Fund Balances

Payrell
CG Reporis >

By Account/CC/Fund By Fund, Budgat ta Actusl

PAC | BrulnBuy

» Budget to Actual » Overdraft Reports by Account/Fund
DACSS By Depactimunt. Fl rce MW

» Expenditures by Fund Source >
By Org / Div / Dapt
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