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Goals for Todayôs Webinar

ÅTouch on why PAN review is a critical function of 
resource stewardship

ÅHighlight the improved features of WebPAN

ÅWalk through WebPAN screens and functionality

ÅOutline the required skills/knowledge/abilities of a 
PAN reviewer

ÅExplain importance of ensuring the right people are 
considered ñMandatory Reviewersò versus ñNon-
Mandatory Reviewersò

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

ÅProvide customer support information for questions 
or issues encountered while using WebPAN
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Why PAN Review Is Important

ÅPost-Authorization Notifications (PANs) are sent to 
pre-designated staff for four primary reasons

ï As a required secondary check for transaction accuracy 
and correctness

ï To ensure University policy compliance

ï To verify the appropriateness of the transaction

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

ÅWebPAN supports UC Systemwide transaction 
review policy

ïAddresses UCSF Internal Audit ñManagement Corrective 
Actionò (MCA) findings

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

Whatôs the Same
Å The same update actions in 

OLPPS that currently cause a 
notification to be generated will 
remain unchanged

Å Reviewers continue to receive 
e-mail notifications

Å If youôre a PAN Reviewer now, 
youôll automatically be set up 
as a PAN reviewer in WebPAN

Å Mandatory Reviewers will still 
responsible for validation of the 
processed payroll changes 
within two business days

Å Non-Mandatory Reviewers will 
still receive e-mail, but will not 
be monitored centrally for 
compliance with the two 
business day PAN review 
standard

Whatôs Improved
Å A secure web-inbox with the 

ability to sort incoming PANs, 
and delete read PANs from the 
inbox, and search for up to six 
rolling months of PANs

Å Readability and PAN formatting 
improvements through the use 
of color

Å One-click linking to WebEDB 
Inquiry to view employee record 
associated with the PAN

Å Ability for preparers and 
reviewers to add comments to 
the PAN after it has been 
generated

Å Capability to review and report 
on Mandatory Reviewer 
compliance
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Types of PAN reviewers

ÅThree main types of PAN Reviewers

ïMandatory Reviewer ïAccountable 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.

ï Non-Mandatory Reviewer ïAlso called ñcourtesyò or 
ñinformationalò reviewers with a business need-to-know.  
This type of reviewer will continue to receive e-mail with 
the actual PAN content as they do today.

ï Additional Reviewer ïThese 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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Example of PAN Workflow
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PAN notice 
Generated

Departmental Preparer 
Enters and Updates Data

Department Informs 
Employee

Payroll/Personnel System 
collects and Stores Data 

Departmental Mandatory 
Reviewer(s) review PANs in 
web inbox within 2 business 
days

Other Departmental  
Reviewers review as 
needed

Required Approvals for 
Payroll or Personnel 
Action are obtained prior 
to entry/update by 
Preparer
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Current E-mail Notification 
of Payroll Changes
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Web PAN E-mail Notification 
of Payroll Changes

Å 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/pp2cgi/ucdb2www/ppslogon.d2w/main and 

accessing your PAN inbox
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Log On
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OLPPS 

User Id & 

Password



Controllerôs Office

WebPAN 
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Inbox Options

Å Click on Employee Name to view details of the Notification

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

Å Wherever you see a ñ?ò, you may click to display the 
definitions

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

Å Click on Main Menu or on other underlined links to return to 
Payroll screen (never use browser back or forward arrows)
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WebPAN Notification Details 
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Scroll Down

Add Comments
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WebPAN Notification Details 
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Go to Next PAN
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WebPAN Notification Details

14

Plus = 

changes

Minus = 

original 

Print

E-mail 

notification

Data in red was 

added

-

+


