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Goal s for Todayo0s

Francisco

A Touch on why PAN review is a critical function of
resource stewardship

A Highlight the improved features of WebPAN
A Walk through WebPAN screens and functionality

A Outline the required skills/lknowledge/abilities of a
PAN reviewer

A Explain importance of ensuring the right people are
considered AnMandatory Revi e
Mandat ory Reviewerso

A Discuss how Business Officers can add, change, or
remove PAN reviewer access

A Provide customer support information for questions
or issues encountered while using WebPAN

s Office




=8 \Why PAN Review Is Important

Francisco

A Post-Authorization Notifications (PANS) are sent to
pre-designated staff for four primary reasons

I As a required secondary check for transaction accuracy
and correctness

I To ensure University policy compliance
I To verify the appropriateness of the transaction

I To prevent entries that could result in fraudulent or
erroneous payments and a loss of University funds.

A WebPAN supports UC Systemwide transaction
review policy
i Addresses UCSF I nternal Audi
Actiono (MCA) findings

I Provides reporting to Control Points to ensure prompt
review of OLPPS data changes and exception payments.
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UGSk Exciting New Features

University of California
San Francisco

What 0s the SWmmat 6s | mpr

The same update actions in A A secure web-inbox with the
OLPPS that currently cause a ability to sort incoming PANSs,
notification to be generated will and delete read PANs from the
remain unchanged inbox, and search for up to six
Reviewers continue to receive rolling months of PANs

e-mail notifications A Readability and PAN formatting
| f youdre a PAN Re'U‘Pf%VW%ePtS thraygh the use
youol |l aut omat.i calq(f/ %b e set up

as a PAN reviewer in WebPAN A One-click linking to WebEDB
Inquiry to view employee record

Mandatory Reviewers will sti ' i
andatory Reviewers will still associated with the PAN

responsible for validation of the

processed payroll changes A Ability for preparers and
within two business days reviewers to add comments to
Non-Mandatory Reviewers will the PAN after it has been

still receive e-mail, but will not generated

be monitored centrally for A Capability to review and report
compliance with the two on Mandatory Reviewer
business day PAN review compliance
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-2 Types of PAN reviewers

University of California
San i

Francisco

A Three main types of PAN Reviewers

I Mandatory Reviewer 1T Accountable for reviewing PAN
Notification via the WebPAN secure inbox within two
business days of the transaction date. This type of
reviewer will receive an e-mail link to his/her WebPAN
inbox after every PAN action.

I Non-Mandatory ReviewerT Al so call ed ncou
Ainformati onal 0 revi eto-know wi
This type of reviewer will continue to receive e-mail with
the actual PAN content as they do today.

I Additional Reviewer i These are people that the EDB
Preparer can add manually to a PAN Notification per
transaction, or someone a Mandatory Reviewer forwards
the PAN Notification to within the WebPAN application
itself.
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sk Example of PAN Workflow

University of California
San Francisco

Department Informs

Required Approvals for Departmental Preparer
Employee

Payroll or Personnel Enters and Updates Data
Action are obtained prior
to entry/update by

Preparer
Departmental Mandatory
Payroll/Personnel System | Reviewer(s) review PANS in
collects and Stores Data web inbox within 2 business
days
PAN notice
Generated '
Other Departmental
Reviewers review as
needed
Oof fice




Current E-mail Notification
of Payroll Changes

—————————————————————— Employee and Preparer Information -----------------~-~-~---

Employee: DOE, JOHNM Preparer: SMITH, ANN
ID: geeaseann Phone: (415) 476-1111
Action: @1-Initial Employment Email: ann.smith@ucsfedu
—————————————————————————————————— Comments ___________________________T%______
Preparer: SFACCAS

New hire, effective 83/38/089
----------------------------- General Information ---------cmmmmmmmm i -

Home Dept: 478821 Controller Ops Emp Rel Cd: E-Other
<none> <none>
Emp Status: A-Active Emp Rel Un: 9%-No Bargaining Unit
<none> <none>
Hire Date: 83/38/89 EUZ: 99-No Bargaining Unit
<none> <none>
Student Status: 1-Not Registered EREP: C-Covered
<@-x <nonex
Registered Units: BELI: 1-Full Benefits
<nones>
Retirement: U-UCRP Derived BELI: 1-Full Benefits
<nong> <none>
FICA Elig: E-DASDI & Medicare BELI Eff Date: B83/38/89
<none> <none>
Ret/FICA Derive: Y-Elig Auto Derive Status Qual 1/2:
<ngone>
Citizenship: C-U.5. Citizen Next Review Type:
<nones>
Visa Type: Next Review Date:
Work Permit End Date: Probationary End: 89/38/89
<none>

U.5. Date of Entry:
UC W-3BEN Date:

Separation Date: LOA Begin Date:
Last Day on Pay Status: LOA Return Date:
Destination: LOA Reason:

Separation Rgn:

Action:

+18) 7628 ACCOUNTANT II Dept: Controller Ops FLSA: Exempt
- <none>

+Term of Service: 83/38/89 to Indefinite X Time: 1.88 Grade: 3 TUC: 99 LV: A

+Personnel Program: Prof/Staff Appt Type: Career Basis: Paid Over:
k11) Pay Category: REG-REGULAR $4,758.88 Monthly st
- <none>

+at 186 .00% Fixed Time, effective 83/36/82, with an end date of Indefinite

Oof fice )

+from account 2-661881- -19988-ACCSA -1




UGSk Web PAN E-mail Notification

University of California

of Payroll Changes

You will receive an e-mail that has a link to
WebPAN.

You are a reviewer for this Post Authorization Notification.
You may review this notification by logging in to the Payroll/Personnel system
website at https://prod.ucop.edu/pp2cqi/ucdb2www/ppslogon.d2w/main and

accessing your PAN inbox
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https://prod.ucop.edu/pp2cgi/ucdb2www/ppslogon.d2w/main

Log On

San Francisco

University of California

Payroll/Personnel System

Logon

A
Userd: [ - OLPPS
Password: | | User Id &

Password

Oof fice




WebPAN

San Francisco

University of California

Payroll/Personnel System

Main Menu

Empl

~ Post guthorization MNotification Functions;
- Inbox 0

Directory
Notification Selection
Audit Review

Web Merit

Change Password

Logout

Oof fice
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Inbox Options

Click on Employee Name to view details of the Notification

Status will remain U (Unread) until reviewer clicks on the
Employee Name to view Notification details

Wherever y_®u, syee®u amay click to
definitions

Once Notification is viewed, the Delete box becomes
available to check for removal from the list to be reviewed

Click on Main Menu or on other underlined links to return to
Payroll screen (never use browser back or forward arrows)

o Do o Do Do

Payroll [Personnel System Userid: SFACCL2 Date: 02003109 Tt ZITE~ |

CAMPUS NAME U Main Menu Jogout

Post Authorization Netification Inbox
Motification Selection Criteria;

Date : All Dates Employes: Al
Department: All Preparer: Al
Actions: All Unopened: All

Click on column header to sort, or cecify new selection criteria.

[ Delete Checked | [ Delete All Read |

Delete Status 7 Tvpe 7 Employee Action(s) Date Preparer Comments
v John Doe ou2109 Daisy Fovers et o
T WCAL PROFESSOR-IOL
U M Jane Doe 01423108 Sarah Smiles change appt end date

CLINICAL INSTRUCTOR-IVOLUNTEER

M Mary Smith 1213108 David Jones Test
ASSISTANT i

Displaying record 1 thru 3 of 3 recards.
Page 1 of 1

Bl 031105-13.23




= \WebPAN Notification Detalls

San Francisco

Payroll [Personnel System [useria: sFazcLz Dste: 03/20/09 Time: 16:57:15
CAMPUS NAM Return to Inbox Main Menu Logout

Printar Friendly Farmat

g0 top General Information | Appointments and Distributions | List of Reviewers

|
Preparer : Ann Smith
01/23/2009 11:01 &)
General Information
Hame Dept 413561 5-0BIGYN EDUCATION-STUDENTS
Employment Status &-Bctive Employes Relations Code
Hire Dste 0701588 Employee Relations Unit 99-Mo Bargaining Unit =
Employee Unit Code 99-Mo Bargaining Unit
Employes Rep Code C-Covered

Studert Status 1-Mot Registerad BELI S-Mot Eligible
Registered Units oo Derived BELI S-hot Eligible
Retirement H-EZafe Harbar BEL| Effective Date 070198
FICA, Eligibility M-Mecdlicare Status Qualifier 172
Ret/FICA Derivation Ind '-Elig Auto Derive
Citizenzhip -5, Ctizen Mext Salary Review Type
Wiza Type Mext Salary Review Date L
Work Permit End Date Probationary End Date
UC W-8BEN Date
Date of Entry %
Separstion Date LOA Begin Date
Last Day on Pay Status L&, Return Date
Destination LO& Reazon
Separation Reason

intments and Distributions 1
Appointment 10 ASST CLIMICAL PROFESSOR-WOL Department CBGYM & RS

Actionis) S0-Cher Distribution Action Drepartment Code 373615 Sub Locstion

Title Code 2087 FLZA 1-exempt Grace

Begin Dste 0701083 AnnHr Rate Program A-Academic ,v;

NEX{@

[ <= Return to Inbox } [De\ete >>] [Add Comment ] ﬂ dd CO en S Forward To: | Send

Oof fice
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=ees \WebPAN Notification Detalls

San Francisco

Payroll /Personnel System ‘UEeHd SFACCL2 Date: 04/02/08 Time: 10:48:47
CAMPUS NAME Return to Inbox Main Menu Logout

Post Authorization Notification Detail

FrinterFriendly Format

Employee : JOHN DOE Preparer: ANN SMITH
1D: 020000001 Phonc: (415)476-17111
Action(s): Email: ann.smith@ucsf.edu
Date: 01/23/2009 11:01 AWM Link to: EDB Inquiry
+

LRl d Comments ] General Information | Appointments and Distributions | List of Reviewers |
Uestnaton LUA Reason - &
Separation Reason -

Appointments and Distributions il

Appointment 10 ASST CLINICAL PROFESSOR-VOL Department OB/GYM &RS
Action(g) 50-Other Distribution Action Department Code 373615 Sub Lecation
Title Code 2057 FLSA 1-exempt Grade
Begin Date 07/01/98 AnniHr Rate Program A-Academic
End Date 99/99/99 Rate Code Type S-Academic
Duration Hndefinite Basiz/Paid Over D t H d Leave Accrual N-No vacation/no days sick
TucC 9-No Bargaining Unit % Time: a- a- In re Pay Schedule
AREP U-Uncoversd Fixed/Variable aS ad d e d Time Code W-WOS - no timesheet
Appointment 10 Distribution(s)
Dist # Full Accounting Unit Begin Date End Date Dist¥e FTE Rate Dos Step OiA Work Study Program
" MED SCH-OBSTETRICS & GYNECOLOGY
+ 2404531 18800 o 07/01/98 01/20/08 0.0000 o.00 Wos
- 59/99/99
List of Reviewers
Name Email Phone Type Status
BETH G CROVITZ berovitz@accounting.ucsf.edu (415) 4780730 Mon-Mandatory Reviewer Unread
LUMIR KOVARCIK Lumir.Kovarcki@ucsf.edu (415) 5022969 Mandatory Reviewer Unread
WILLIAM R LAUTENBERGER Wiliam. L autenbergerf@ucsf.edu (415) 4763044 Mandatory Reviewer Read
WILLIAM R LAUTENBERGER Wyiliam. Lautenberger@ucsf.edu (415) 4763044 Mon-Mandatory Reviewer Unread
CORRINE JAR-Y1LEE corrine.lee@ucsfedu (415) 4764592 Mon-Mandatory Reviewer Unread
LEAH DANETTE MCKEE leah. mckee@ucsf.edu (415) 4781171 Mandatgry Reviewer Read
GEORGE SHEEH George.Shieh@ucst.edu (415) 4765630 i Unread

ERCL  Go to Next PAN

Add Comment

Oof fice
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Minus =
original

Plus =
changes

WebPAN Notification Detalls
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Data in red was
added
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