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FACILITIES AND SAFETY
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CE-CERT FACILITIES

e Required Training for access to labs:
e Lab Safety Orientation Fundamentals
e Hazardous Waste Management

e Required Paperwork:
e CE-CERT Proximity Card Usage Agreement
e Allaccess must be authorized by Pl’s via signature

e Safety Tour

* PPE



Valernce [tomas

Purchasing procedures can be found on CE-CERT INTRANET
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PURCHASING PROCEDURES

¢ Sub Requestors roles are assigned by the Requestor (faculty
member) this role can be given to grad students or others in
the lab with net ID who have authority to make purchases.
Requestor will approve all purchases prior to submission of
order .

¢ An email will be sent to the Requestor (PI). Once the PI
reviews the order and indicates a funding source. He/she
then submits the order directly to the Purchasing Assist.




General Options

Data Warehouse
Vendor Search Use this to search all orders contained within the purchasing system, as of the previous day. It includes the ability to view
Data Warehouse legacy orders from the PO-Lite and SubPO systems.
Reports Vendor Search
View Campus Agreements Q Use this to find and view the Vendors that are available in the purchasing system. This link can also be used to request new
Search UC Agreements Vendors.
Go To Campus Storehouse Hel
Help 2 This link will take you to the CNC support site for the purchasing system.
B — o
Exit Application
Transactor Options
Deliveries to Campus
Create Order
Pursuant to Campus Policy number 750-75, large equipment items requiring special handling or manpower will require the use of professional
View Requests (7) movers in order to deliver in a timely and completely safe manner. Typically, these types of items will be larger/bulky or heavier weight items
needing to go into specific room locations and not left on a dock. In cases where professional movers are required, the charge for delivery will
Search Orders be billed to the department. If the movers are asked to uncrate the item(s) and remove waste, additional charges will apply. Most palletized
items can be safely delivered by Receiving staff.
Create Emergency PO
(2 available) Thanks so much for your understanding and support of ensuring deliveries are made in the safest manner possible. If you have questions or

concerns, please call me at x25546 or email @ dolores. cordova@ucr edu
eCatalog Shopping

Dolores Cordova, Logistics Manager, Logistics Services
Receiver Options

Receive Orders

Sub-Requestor Options

Create Request

Create eCatalog Request _

View Requests (2)




In Progress

User Contact: Valerie Thomas User Fhone: 1951.781.5729 |
Date Needed: 10/19/2017 E} (MM/DD/YYYY) Requestor: | Dell, Katie Elizabeth 'V|

Order Description: Gloves used for testing

|
Vendor Name: | | Clear

General Comments Attachments Deliver To Routing

Sub Total: $ .00
Tax: $.00
Total: $ .00

Funding Source (this information is optional):
Enter funding resource to be usag for this order:

Understanding how to complete Funding Source

\Admin fund |
Specify FAU
Account Activi Fund Function Cost Center Project Code Amount (%)

8 — 8 s 18 @ 12 ok B [ B Fovorites Clear

Add FAU Display FAU Descriptions

Cancel Request |JExit (No Save)
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configurables only. Regular items will still need
to be ordered either through the Hosted

catalog, or through Storehouse. Thank you.
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We have a new hosted catalog. Medline has been
added for the purchase of medical and scientific
supplies.

Our sales rep is:

Gia Esposito

Account Manager

Scientific Product Sales

Medline Industries, Inc.
310-505-2823

800-817-2926 (Customer Service)
gesposito@medline.com
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Sharp Electronics has been added for the purchase of Laser
Printers, along with related products and support. Our sales
rep is Sarah Razi. 888-258-2802 x1822
Sarah.Razi@Sharpusa.com
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Advanced Search  Everything simple search

Reporting

Find Results That Have:

All of These Words GLOVES Supplier Type to filter... Q
Part Number (SKU) Manufacturer Name

Other Options
Exact Phrase Exclude Words

Any of These Words

Custom Attributes
Fisher First Item ® M

Fisher 1st Item |

Shortcuts Browse
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Menu Search
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File Edit View Favorites Tools Help
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Services

?

Shop ! Shop Shopping Shopping Home = Product Search - All

Results for: Everything : GLOVES + Fisher First Item
Documents

Showing 1 - 92 of 92 Results  Compare Selected: 0

RS Add Keywords ? Results Per Page Sort by: | Best Match V| [] Page 1 0f 1[2] 2
| | m Microflex UltraSense Powder-Free Nitrile Exam Gloves; Small; 1000/CS US-220-S 59.97 usD

from Fisher Scientific

cs
Filter Result : Part Number 19167032B (CS) — 23 -1 Add to Cart .
er Resuits E

Reporting

Manufacturer Info US-220-S - (Microflex Medical Corporation) check availability
By Custom Attribute Fisher 1st Item 32919-002 (CS) 32919-002 (PK) 108-60134-1G MFX-US-220-S add favorite | compare
Fisher First Item (92) ® Fisher First ltem Yes
By Product Flag 2R 0
Green (2) A XC-310-S Gloves, Nitrile; Microflex; XCEED; Latex free; Ambidextrous; 9.3in. long; 2.4 mil. 12.64 UsD
beaded cuff; 2.8 mil. palm thickness; 3.5 mil. finger thickness; Textured fingertips; Non- PK
By Supplier sterile; Powder free; Blue; S; 250/PK from Fisher Scientific I:I
Fisher Scientific (92) . Part Number 19177521 ' check availability
By Supplier Class Manufacturer Info XC-310-5 - (Microflex Medical Corporation) add favorite | compare
Fisher 1st Item 89174-540 (BX) 8§9174-540 (CS) 108-60299-CX Z687456-10X250EA MEX-
Primary Award vendor (92) jn XC-310-5
Free Shipping (92) & Fisher First Item Yes
By Category Yo Zme
GIDV?S 49 ) f XC-310-M Gloves, Nitrile; Microflex; XCEED; Latex free; Ambidextrous; 9.3in. long; 2.4 mil. 12.64 UsD
MZ?;%;&ZT or non surgical procedure ! ) beaded cuff; 2.8 mil. palm thickness; 3.5 mil. finger thickness; Textured fingertips; Non- PK
Specimen collection and transport sterile; Powder free; Blue; M; 250/PK from Fisher Scientific 23 I:l
containers and supplies (1) larger image Part Number 19177522 check availability
- Ve Sl . % Manufacturer Info XC-310-M - (Microflex Medical Corporation) add favorite | compare
(Alt+M) L e Ly L2 * Fisher 1st Item 89174-542 (BX) 89174-542 (CS) 108-60302-CX Z687448-10X250EA MFX-
CS (48) XC-310-M

DZ (1)

Fisher First ltem Yes
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59.97 USD

Advanced Search  Everything v
Find Results That Have:
Supplier i Q
Part Number [SKU) Mandacturer Name
Other Options
Exact Phrase Exclude Words

Any of These Words

Custom Attributes
Fisher First item @ [

Fisher 1st Item I
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- @ B repesvaiitions eiquest comnpps Foumw Frglen O-&c [~ umpasen [IFpse S0 bmacl | thuekUch. Clahiah.  Totereds  Steets [IFtece  Sohtonai & fommar < | B '
Shortcuts Browse File Eft View Favetes Tooh Help
Favorites  Fosms  Non-Ca em  (uick Order Suppliers | Categories  Contracts U NG Riveruide A-7 Lating [ Commoiests Whitwosth ] Address notvald @) Facebosk (8 Witp--onc acradu-downi & portal_ressunce_spds] B~ B -2 m o~ Page= fatety= Took~

Valerie Thomas » 1™ & W seorch (wiec 2

ICRIVERSIDE &=

W Shop . My Cants and Orders ~ Cpen My A

s All done! The required has been d and this request is ready to be submitted.

Showcases

4/ Retum to shopping cart 4 Continue Shopping

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition Comments Aftachments History

Summary & 1
Hide header alue desonphions
General ?
Cart Name 2017-02-28 VALERIET 01 Cedit |
Supplier / Line Item Detalls 7

Hich For selected fina items | Add 1o Favrites

det

Fisher Scientific £ o oo

Product Description Catalog Mo Slze / Packaging Unit Price  Guantity Ext. Price [ ]
1 Gloves, Exam; Microflex; UltraSense; Powder.free; Nitrile; Textured fingers; Nonsterile; 191670328 (CS) M 59.97 1CS 5097USD [ eant
Ambidextrous: Single-use; Length: 9.6 In. (24.4cm); Fingertip thickness: 4.7 mil; Blue: Small: 1000/CS a1 Caitiact: (EDP-43 movsinh
US-220-8 @  more ailn g s e
Manufacturer Mame Microflex Medicasl Comporation

Manufacturer Past Number US-220-5
More Information URL  hittpo!fwww fishersd.o
UNSPSC 42-13-2203

nfitemdet.. 8




Ctri#: | VALERIET20170928132742 Status:

In Progress
Help with creating a Sub-Request

User Contact: \Valerie Thomas | User Phone: 1951.781.5729 |
Date Needed: 10/19/2017 E} (MM/DD/YYYY) Requestor: | Dell, Katie Elizabeth V|
Order Description: Gloves used for testing

|
Vendor Name: | | Clear

General Comments Attachments Deliver To Routing
1 1 Case 131670328 (CS5) 59.970 Y

59.97

Description: Gloves, Exam; Microflex; UltraSense; Powder-free; Nitrile; Textured fingers; Nonsterile; Ambidexirous; Single-use; Length: 9.6 in_ (24 4cm); Fingertip thickness: 4.7
mil; Blue; Small; 1000/CSs US-220-S

Sub Total: $ 5997
Tax: $525

Total: $65.22

Funding Source (this information is optional): Understanding how to complete Funding Source
Enter funding resource to be used for this order:
[Admin fund |
Specify FAU
Account Activity Fund Function Cost Center Project Code Amount (%)
I:I 2 |:| = 46038 | B -E 2 RTXMK | U= |:| = 100 Clear
Add FAU Display FAU Descriptions

Cancel Request JExit (No Save)



General Options

Vendor Search

Data Warehouse

Reports

View Campus Agreements

Search UC Agreements

Go To Campus Storehouse

Help

Exit Application

Transactor Options

Create Order

Data Warehouse

Use this to search all orders contained within the purchasing system, as of the previous day. It includes the ability to view
— legacy orders from the PO-Lite and SubPO systems.

N

Vendors.

Help

Vendor Search
q Use this to find and view the Vendors that are available in the purchasing system. This link can also be used to request new
g This link will take you to the CNC support site for the purchasing system.

View Requests (7)

Search Orders

Create Emergency PO
(2 available)

eCatalog Shopping

Receiver Options

Receive Orders

Sub-Requestor Options

Create Request

Create eCatalog Request

View Requests (2)

Deliveries to Campus

Pursuant to Campus Policy number 750-75, large equipment items requiring special handling or manpower will require the use of professional
movers in order to deliver in a timely and completely safe manner. Typically, these types of items will be larger/bulky or heavier weight items
needing to go into specific room locations and not left on a dock. In cases where professional movers are required, the charge for delivery will
be billed to the department. If the movers are asked to uncrate the item(s) and remove waste, additional charges will apply. Most palletized
items can be safely delivered by Receiving staff.

Thanks so much for your understanding and support of ensuring deliveries are made in the safest manner possible. If you have questions or
concerns, please call me at x25546 or email @ dolores cordova@ucr.edu

Dolores Cordova, Logistics Manager, Logistics Services



UNIVERSITY OF CALIFORNIA, RIVERSIDE R'VERSIDE
eBuy - Purchase Order & Requisition System B °

Ctri#: VALERIET20170928134929

In Progress
Help with creating a Sub-Reguest
User Contact: \Valerie Thomas | User Phone: [/ |
Date Needed: 10/19/2017 E} (MM/DD/YYYY) Requestor: Dell, Katie Elizabeth V|
Order Description: tools |
Vendor Name: [McMaster-Cari X ] Clear
General Comments Attachments Deliver To Routing
Add Line
Sub Total: $.00
Tax: $.00
Total: $ .00

Funding Source (this information is optional):

Enter funding resource to be used for this order:

Specify FAU

Account Activi Fund Function Cost Center Project Code Amount (%)

— R — B 8 —e —8 Favores Clar
Add FAU Display FAU Descriptions




eBuy - Purchase Order & Requisition System B 3 ‘

Favorite Vendors Search

Vendor Search

Name [Starts With V| [MCMASTER-CARR SUPPLY CO |
Address [Starts With V| | |
oy | |
State [Starts With V| | |
Postal [Starts With V| | |
| |
Fax [Starts With V| | |
UNSTP starts With V| | |
0 | |
Vendor Type | v

Search Clear New Vendor Close
View Vendor Requests

Select a Vendor or View a Vendor

| || vendoriD || Vendor | Type |[ Action || |
| ||U000000020  ||MCMASTER-CARR SUPPLY CO - 9630 NORWALK BLVD. SANTA FE SPRINGS |x2 (INew Address = |
|O ||u0o00000020 |[McASTER-CARR SUPPLY cO - PO BOX 54960 LOS ANGELES |x2 |[Mew Adaress =
|O ||u000000020 ||mcmasTER CARR SUPPLY CO - 200 AURORA INDUSTRIAL PKWY. AURORA |x2 |[Mew Adaress =]
O |luooo000020  |[MCMASTER CARR SUPPLY CO - 6100 FULTON INDUSTRIAL BLVD - SW_ATLANTA || X2 New Address -
U000000020  ||MCMASTER-CARR SUPPLY CO - 600 N. COUNTY LINE ROAD. ELMHURST X2 New Address




Ctri#:. | VALERIET20170928134929 Status:

In Progress
Help with creating a Sub-Request

User Contact: |Valerig Thomas ‘ User Phone: l:l
Date Needed [1019/2017 ] =) pummonvvvy Requestor
Order Description: [tools |

Vendor Name: MCMASTER-CARR SUPPLY CO Clear

General Comments Attachments  Deliver To Routing
1 20 Each 1.550 Y

31.00 [Edit] [Remove]
Description: 1/2 tools

Sub Total: 31.00
Tax: 27
Total: 337

Funding Source (this information is optional):

Understanding how to complete Funding Source
Enter funding resource to be used for this order:

Specify FAU

Account Activi Fund Function Cost Center Project Code Amount (%)

\ 18 18 woss |8 @ |8 18 L Favorites Clear
Add FAU Display FAU Descriptions

Cancel Request |Exit (No Save)

UNIVERSITY OF CALIFORNIA, RIVERSIDE

eBuy - Purchase Order & Requisition System

Quantiy

Hgi;solfjre: | Each vi

Description:|1/2 Tools

ﬁgtrﬁll?gr: | pp-122 |

Taxable: ves ® No O

Save & Add Next m







TARS — Electronic timesheets

timesheet.ucr.edu

Time & Attendance Reporting System

Welcome, Berenice Murillo Quintana (09/26/2017)

General Options

( EditiComplete Current Timesheet (1) _

9 Review Previous Timesheet(s)

9 Approve Previous Timesheets (0)

@ e

9 View Payroll Calendar



UNIVERSITY OF CALIFORNIA, RIVERSIDE

Time & Attendance Reporting System

Berenice Murillo Quintana Main Menu

Timesheet =~~~ [Employee Name |[Status =~~~ |LlastUpdated |UpdatedBy

September 24, 2017 - October 07, | Berenice Murillo Employee Saved 09/25/2017 10:11:07

Berenice Munllo
2017

Quintana Timesheet AM Quintana




IVERSITY OF RNIA

VERSIDE

UNIVERSITY OF CALIFORNIA, RIVERSIDE

UcRI
Time & Attendance Reporting System E-mail

Feedback

Sep 24, 2017 - Oct 07, 2017 Timesheet

Name Home Department Employee ID Supervisor Leave Balances Save
Berenice Murillo D01007 - CE-CERT 856380240 Katie Dell Current Balances Pending Submit to Supervisor
Quintana Mai

OVERVIEW LR PAY SOURCES ATTACHMENTS COMMENTS  APPROVAL HISTORY

Day of Month Hours Worked Vacation Leave Sick Leave Comp Time Off I Leave Without Pay Other Leave
SUNDAY SEP 24, 2017 ' | ' '
MONDAY SEP 25, 2017 ' 7 REG ' 1v
TUESDAY SEP 26, 2017 ' 8 REG
WEDNESDAY SEP 27, 2017 ' 8 REG
THURSDAY SEP 28, 2017 ' 8REG
FRIDAY SEP 29, 2017 ' 8 REG
SATURDAY SEP 30, 2017 '
SUNDAY OCT 01, 2017
MONDAY OCT 02, 2017 ' 8REG
TUESDAY OCT 03, 2017 ' 8 REG
WEDNESDAY OCT 04, 2017 ' 8REG
THURSDAY OCT 05, 2017 ' 8REG
FRIDAY OCT 06, 2017 ' 8 REG
SATURDAY OCT 07, 2017 '
Total: ' 79 ' 1 0 ' 0 ' 0 ' 0

Import Default Hours Clear All Hours




Name Home Department
Berenice Murillo D01007 - CE-CERT
Quintana

UNIVERSITY OF CALIFORAL

Manth

- ovvew  ((TTEERINY parsounces  armach

MONDAY SEP 25, 2017

TUESDAY SEP 26, 2017

WEDNESDAY SEP 27, 2017

THURSDAY SEP 28, 2017

FRIDAY SEP 29, 2017

n:go:-_:ua:a-d

SUNDAVECT O] 2017

MONDAY OCT 02, 2017

TUESDAY OCT 03, 2017

WEDNESDAY OCT 04, 2017

THURSDAY OCT 05, 2017

FRIDAY OCT 06, 2017

| @ of ml m

SATURDAY OCT 07, 2017

Total:

) o-EEm 7]
Time In Time Out Hours
400
400

Total Hours: 8

Distribution

Time/Leave Type Time/Leave Sub-Type
Regular Work Hours| v Regular Work Remove
Regular Work Hours|[ v | Regular Work H v |
FIE: 1
e llocati
FIE Y%

CE-CERT [FINANCIAL ANL 2

Admin Ford Endowment Staff

UCRIVERSIDE

Save
Submit to Supervisor
Main Menu




UNIVERSITY OF CALIFORNIA, RIVERSIDE

Time & Attendance Reporting System

Sep 24, 2017 - Oct 07, 2017 Timesheet

Name Home Department
Berenice Murillo D01007 - CE-CERT
Quintana
OVERVIEW LIRS PAY SOURCES

Day of Month
SUNDAY SEP 24, 2017
MONDAY SEP 25, 2017
TUESDAY SEP 26, 2017

WEDNESDAY SEP 27, 2017
THURSDAY SEP 28, 2017
FRIDAY SEP 29, 2017
SATURDAY SEP 30, 2017
SUNDAY OCT 01, 2017
MONDAY OCT 02, 2017
TUESDAY OCT 03, 2017
WEDNESDAY OCT 04, 2017
THURSDAY OCT 05, 2017
FRIDAY OCT 08, 2017
SATURDAY OCT 07, 2017
Total:

Employee ID
856380240

ATTACHMENTS

Hours Waorked

7REG
8 REG
8REG
S5 REG
8REG

8 REG
8 REG
8 REG
8 REG
8 REG

79

Supervisor Leave Balances
Katie Dell Current Balances Pending

APPROVAL HISTORY
Vacation Leave Sick Leave
1V
1 ' 0

Import Default Hours Clear All Hours

Comp Time Off

UCRIVERSIDE

E-mail -
4
Feedback
Save
Main Menu
Leave Without Pay Other Leave
0 0



Documents on the Intranet

RIVERSIDE

BIWEEIPA‘I’RDLL CALENDAR FOR T*? (v2-11/13/2016) l l

Month Pay PayBegin PayEnd Roster Employee Cutoff Supervisor Cutoff TAA Cutoff/Roster Close Compute  PAYDAY
Cyde Date Date Open Date

Dec** |B1 18-Dec 31-Dec 1/3 Tuesday, January 3, 2017 ‘Wednesday, January 4, 2017 Thursday, lanuary 5, 2017 1/6 1/11/17++
Jan B2 1-Jan 14-Jan 1/17 Tuesday, January 17, 2017 ‘Wednesday, January 18, 2017 Thursday, lanuary 19, 2017 1/20 1/25/17
lan B1 15-lan 28-Jan 1/30 Tuesday, January 31, 2017 ‘Wednesday, February 1, 2017 Thursday, February 2, 2017 2/3 2817
Feb* B2 29-Jan 11-Feb 2/10 Monday, February 13, 2017 Tuesday, February 14, 2017 Wednesday, February 15, 2017 2/16 222017
Feb B1 12-Feb 25-Feb 227 Tuesday, February 28, 2017 Wednesday, March 1, 2017 Thursday, March 2, 2017 3f3 3/8f17
Mar B2 26-Feb 11-Mar 3/13 Tuesday, March 14, 2017 Wednesday, March 15, 2017 Thursday, March 16, 2017 3f17 3f22/17
Mar* |B1 12-Mar 25-Mar  |3/24 Monday, March 27, 2017 Tuesday, March 28, 2017 Wednesday, March 29, 2017 3/30 af5§17
Apr B2 26-Mar B-Apr 4/10 Tuesday, April 11, 2017 Wednesday, April 12, 2017 Thursday, April 13, 2017 4/14 a4/19/17
Apr Bl 9-Apr 22-Apr 4/24 Tuesday, April 25, 2017 Wednesday, April 26, 2017 Thursday, April 27, 2017 428 5317
May B2 23-Apr 6-May 5/8 Tuesday, May 9, 2017 Wednesday, May 10, 2017 Thursday, May 11, 2017 5/12 5/17/17
May* |B1 7-May 20-May |5/18 Monday, May 22, 2017 Tuesday, May 23, 2017 Wednesday, May 24, 2017 5/25 5/31/17
Jun B2 21-May 3-Jun 6/5 Tuesday, June 6, 2017 Wednesday, lune 7, 2017 Thursday, lune 8, 2017 69 6/14/17
Jun B1 4-Jun 17-Jun 6/19 Tuesday, June 20, 2017 ‘Wednesday, June 21, 2017 Thursday, June 22, 2017 6/23 6/28/17
Jul B2 18-Jun 1-Jul 6/30 Tuesday, July 4, 2017 Wednesday, July 5, 2017 Thursday, July 6, 2017 77 7/12f17
Jul Bl 2-Jul 15-Jul 7117 Tuesday, July 18, 2017 Wednesday, July 19, 2017 Thursday, July 20, 2017 711 7/26/17
Jul** |B2 16-Jul 29-Jul 7/28 Monday, July 31, 2017 Tuesday, August 1, 2017 Wednesday, August 2, 2017 Bf4 Bfaf17+*
Aug B1 30-Jul 12-Aug  |B/14 Tuesday, August 15, 2017 ‘Wednesday, August 16, 2017 Thursday, August 17, 2017 8/18 8/23/17
Aug* |B2 13-Aug 26-Aug  |B/25 Monday, August 28, 2017 Tuesday, August 29, 2017 Wednesday, August 30, 2017 8/31 9/6/17
Sep B1 27-Aug 9-Sep 9/11 Tuesday, September 12, 2017  |Wednesday, September 13, 2017 Thursday, September 14, 2017 9/15 /2017
Sep B2 10-Sep 23-Sep 9/25 Tuesday, September 26, 2017 Wednesday, September 27, 2017 Thursday, September 28, 2017 9/29 10/4/17
Oct Bl 24 Sep 7-0ct 10/9 Tuesday, October 10, 2017 Wednesday, October 11, 2017 Thursday, October 12, 2017 10/13 10/18/17
Oct B2 8-Oct 21-0ct 10/19 |Monday, October 23, 2017 Tuesday, October 24, 2017 Wednesday, October 25, 2017 10/26 11/1/17
Mov* |Bl 22-0ct 4-Now 1173 Monday, Movember 6, 2017 Tuesday, November 7, 2017 ‘Wednesday, November 8, 2017 11/9 11/15/17
Nov* B2 5-Mow 18-Nov 1116 |Friday, November 17, 2017 Monday, November 20, 2017 Tuesday, November 21, 2017 11/22 11/29/17
Dec B1 19-Nowv 2-Dec 12/a Tuesday, December 5, 2017 ‘Wednesday, December 6, 2017 Thursday, December 7, 2017 12/8 12/13/17
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Documents on the Intranet

RIVERSIDE

2017 PAY DAYS

January February March April
Su|Mo| Tu (We| Th | Fr |Sa Su|Mo| Tu |We|Th |Fr| Sa Su|Mo| Tu (We|Th | Fr |Sa Su|Mo| Tu |We|Th | Fr | Sa
1[/2NG[4|5][6]7 Dl2]3] 4 dl2[3]4 1
8|9 |10(l12]13]14 5|67 |2]]o910]11 567 (2] 91011 2(3|4]5l[6]7]|8
15|48 1718|1920 | 21 1213|1415 (16 |17 | 18 12|13 |14 (15| 16|17 (18 9 1011|1213 14 (15
22|23(24 (25| 26 |27 | 28 19 |40 21|22| 23 | 24| 25 19(20|21|22] 23|24 |25 16]17]18](19) 20| 21 | 22
29| 30| 31 26 | 27| 28 26 | 27 |28 29@ AN 23 |24125|26|27|28|29
30
May June July August
Su|Mo|Tu|We|Th | Fr | Sa Su|Mo|Tu (We| Th | Fr |Sa Su|Mo| Tu [We|Th| Fr | Sa Su|Mo|Tu|We|Th | Fr | Sa
2 [[F]4]5]8 1 2]3 1 @D[2]3]4]5
7(8|9(|10111]12[13 4 5|6 (7|89 (10 2 |3 )/a|5|6|7|8 5?8(9“‘-10112
14|15 |16 (j_?;\l 18 (19|20 1112 13@?6} 15|16 |17 9 1011|1213 (1415 1314|1516 |17 | 18|19
21|22 (23|24 (25|26 |27 18(19|20(21|22(23 |24 16 (17|18 (19 (20| 21 | 22 20 (21|22 24125| 26
28 /29| 30 |[31] 25|26 |27 29 |30 23 24|25 |26 27 ] 28| 29 2728293031
30| 31
September October November December
Su(Mo|Tu|We|Th|Fr|sa Su|Mo|Tu|We|Th| Fr |Sa Su|Mo| Tu|We|Th| Fr|Sa Su|Mo|Tu|We|Th|Fr|sa
] 2 1]2|3f4)5]6]X KD 234 1 2
3l/aNs5|®) 78] 8|0 [10[11]12]13]14 5678|911 3 5/6[7[8]9
1011|1213 |14 | 15|16 15|16 | 17 19 (20 (21 12 (13]| 14 16|17 (18 10|11 [12[[12][ 14 [ 15 16
17|18 (19 212223 22| 23|24 |25|26(27 |28 19 [ 20| 21|22 |£3] 24| 25 17 (1819|2021 (2223
24 (25|26 27|28 29| 30 29|30 31 26 | 27| 28 |(29)| 30 24 | £5\/46\(27)| 28 |29\ 30
31
KEY:
Q MO PAYDAY l:l |BlPhYDAY[NDLeavencclual] | (_) B2 PAYDAY [With Leave Accrual) | 18 |BiweekIyPayEndDate
HOLIDAYS 1/11/17 & 8/9/17 [Flat Dollar Deduction Holidays)
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Deadlines

e Pay day is every other Wednesday
 Timesheets are due every 2 weeks

* You usually have until the Tuesday after the last day of the pay cycle
to submit to your Supervisor

e On Early Cutoff Dates set by the Payroll Office, that deadline moves
up to Monday

* You can find the deadlines on the INTRANET



Any questions, you are more than welcome to contact me ©
bmurillo@cert.ucr.edu



RESERVATIONS, TRAVEL, FEDEX, CAFE PASS, AND
OTHER FRONT DESK OPERATIONS
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Reservations can be found in Outlook.

Please seek out John Cleary, or systems for assistance if you do not have
Outlook or other programs on your computer already.

To schedule and appointment with John, email, jcc@engr.ucr.edu
Systems should be contacted of all computer related questions.

Email, systems@engr.ucr.edu

Carolyn, Amanda or Alta can assist you in making reservations
in the mean time.
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' Tell me what you want to do...

é’?_-l x IT‘D:L Fal Calendar

save &  Delete Copy to My I‘_:j, Farward - Appointment Scheduling Skype Meeting
Close Calendar Assistant Meeting Motes
Actions Show Skype Meeting  Meeting Motes
>
subject Barsanti-Orientation 1-3
Location |
Start time | Wed 9/20/2017 =] | 1:00 PM - All day event

End time Wed 9/20/2017 5] | 3:00 PM -

Find the day on the calendar that you will be setting your reservation. If the time you wish to set your reservation is free,
click on New Appointment in the upper left hand corner.

On the subject line, put your name, brief description and time you are making this reservation for. Fill in your start and

end time. This will highlight your total reservation time on the calendar. | you booked an hour, and hour will be shaded in.
Next, click on Save and Close in the upper left hand corner.

If you are reserving a parking spot in lot 15, you need to make a parking pass to put on your dash while you are parked.



CE-CERT RESERVATION PARKING POLICY

Before reserving a spot, you must open your calendar to show DAY VIEW. (If you do not know
where to find the calendar, ask Carolyn. If do not have it on your computer, ask John Cleary.)

BCOE Building 2 Parking Slot

Students are NOT allowed to reserve this parking spot.
Lot 15

NOTE: Students may not reserve a spot in Lot 15 to attend classes. You will need to purchase a
parking permit via a permit dispenser located in most all lots.

You may not reserve a time slot that is currently shaded in. This shaded area means the spot is
already reserved.

If the spot is available, click on New Appointment in the upper left corner of your screen.
On the subject line, add your name and the hours you will have this place reserved.

On the location line, add your vehicle plate number and the reason you are on campus.
Make sure you have the right date, next, set your start time and end time.

Click Save & Close. Your time slot in the DAY VIEW MODE will now be shaded in. If it is not, call
Carolyn at the front desk to assist you.

Do not over stay your allotted time. Do not book and park in a spot that someone has
previously reserved. Both of these offenses WILL GET YOU A CITATION. Each reservation made
is time stamped. So it will be a very simple to tell who booked a space first.

If someone is in the spot you reserved, please email a picture of the vehicle to Carolyn. Because
most everyone pulls in nose first, a picture from behind the car will show both the plate and the
(reserved for) sign in front of the car. This will help TAPS easily identify the illegally parked car
and issue a parking citation.

It is solely your responsibility to make sure you do not double reserve a parking space.

Remember, all of this information can be found
via the Intranet.

Intranet Web Address
http://www.cert.ucr.edu/intranet.html



CE-CERT RESERVATION PARKING POLICY



Before reserving a spot, you must open your calendar to show DAY VIEW. (If you do not know where to find the calendar, ask Carolyn. If do not have it on your computer, ask John Cleary.)

BCOE Building 2 Parking Slot

Students are NOT allowed to reserve this parking spot. 

Lot 15

NOTE: Students may not reserve a spot in Lot 15 to attend classes. You will need to purchase a parking permit via a permit dispenser located in most all lots.

You may not reserve a time slot that is currently shaded in. This shaded area means the spot is already reserved. 

If the spot is available, click on New Appointment in the upper left corner of your screen. 

On the subject line, add your name and the hours you will have this place reserved. 

On the location line, add your vehicle plate number and the reason you are on campus.

Make sure you have the right date, next, set your start time and end time. 

Click Save & Close. Your time slot in the DAY VIEW MODE will now be shaded in. If it is not, call Carolyn at the front desk to assist you. 

Do not over stay your allotted time. Do not book and park in a spot that someone has previously reserved. Both of these offenses WILL GET YOU A CITATION.  Each reservation made is time stamped. So it will be a very simple to tell who booked a space first. 

If someone is in the spot you reserved, please email a picture of the vehicle to Carolyn. Because most everyone pulls in nose first, a picture from behind the car will show both the plate and the (reserved for) sign in front of the car. This will help TAPS easily identify the illegally parked car and issue a parking citation. 

It is solely your responsibility to make sure you do not double reserve a parking space.  
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UNIVERSITY OF CALIFORNIA Bourns C{)“ege
IVERSI DE ' of Engineering
CE-CERT Parking Permit has been issued to

Name

Valid in Engineering spaces only located in Lot 15 only
Date 8/11/2017
Time From: 12:30pm To: 3:30 pm

Reservation Required via CE-CERT outlook calendar to use
this permit.

Please make sure that this permit is placed on the dashboard
where clearly visible upon parking your vehicle.

If someone is in your parking space or you have a question,
contact Carolyn at 951-781-5791 and take a picture of the
vehicle.

N

ABEEDEFN DR

194 -EBU ||
b u

| PENTLAND WAY - |

261 - Bourns Hall




CE-CERT does have vehicle you can use for short trips.
A valid drivers license must be presented at the front desk
before you can get the key to the vehicle.

Vehicles available are, the White Nissan Leaf, the Honda
and the Silverado truck.

If you reserve the White Nissan Leaf,
you are required to know how to drive and electric car.

A parking permit is not required to park on campus if you are
Using one of these vehicles.

Do not park in any Reserved for CE-CERT parking spaces.




TRAVEL

Pre-Approval Travel Request

And Pre-Approval Expenditure forms
Can be found

In the Mail Room on the Shelves

http://www.cert.ucr.edu/intranet.html



Travel Document Requirements

Pre-Approval Travel Document:

0 Must be attached and include PI signature + fund number
Air Fare:

0 Show proof of purchase
0 If it comes with a PO, please provide the PO number
0 Itemized Itinerary is required.

Rental Car:

0 Please provide itemized final receipt and proof of purchase/payment
Personal Car:

0 Provide google maps and proof of mileage
Hotel:

0 Provide proof of purchase
0 |If hotel room is split, please provide two separate invoices if possible.

0 Parking, room service, phone, internet will be removed from bill & added to correct tab.
Conference Registrations:

Please provide invoice and proof of purchase/payment
0 Ifthereis a PO, please provide PO number.
0 Conference Badge
0 Agenda
Other Transportation:

0 Provide all receipts (Uber, shuttle, etc.) if total is $75 or more.
Meals:

0 Receipts are not required.
0 You cannot treat someone and expect to be reimbursed.

0 Meals & incidental expenses cannot exceed $71 per day. This includes room service food.
Parking:

0 Proof of parking receipts if $75 or more
Remember...

0 If receipt does not show how/what items were paid with, please provide bank statement as proof.
If you do not need to be reimbursed for certain items, please let me know via the comment tab.

If you are completely missing a receipt, fill out the Declaration of Missing Evidence Sheet.

Provide how you reached your destination via the comment tab.

The more detailed the items, along with comments, the faster the reimbursement.

o o0 oo




CENTEE. FOF. ENVIRONMMENTAL RESEARCH AND TECHNOLOGY
Pre-Approval Travel Request

TRAVEL NOTES:

Autharization by the appropriate SupervisorMaragen'P| fior travel is required BEFORE travel arangements are made.

All receipts/expenses must be tumed in five (3] working days upon retum.

Lodging expensas are to be paid by the traveler and reimbursed wpon retum.  All receipts must be femized — NO EXCEPTIONS. F you lose your
receipt, a duplicate can be requested from the hotelimobelicar rental.

The mileage reimbursement rate i _53.5 cimile effective 1001117

Recsipts for local ransportation and fior miscellaneous expensas of $75 or more are required.

No meal expenses are allowed for one-day travel.

The reimbursement caiing amount fior achsal daily meal and incidental expenses for fravel in excess of 24 hes is $74.00 day.

oSN s L pa s

TRIP NO.: PO: PO:
Flaava bk ] ooy faal

Please prevade ail tafbrmsanon requested.

Today's Date: Destination (From | Tao) Riverside CA | Chatfanooga TH
Mame: Departure Dats & Tima:

Fhone No: Refum Date & Timec

Car License plate por ** Purpase of Trip: Posier Presentation

Home Address:

H youm are not a citisen, please peovide your Visa fype:

EXPENSE INFORMATION: (Enter information i the Estimmied Cost column bgfore you ravel, and the dcmal Ciost columm when you reurm. |

Type of Expenss No. of Days Estimated Goat Actual Gost
Air Fare | P.O.# §175.00 §
Rendal Car* H $
Persomal Car | Tokal Miles:30 x 53.5 § 1605 §
Hotel | Mumksr of days: 3 § 8000 H
Conference Registration $§ 250.00 §
Ovher Tramsportation | Tax, bus, shuttle, eic. 5 50000 H
Mealzt §115.00 §
Parking 5 5
Other jplease specily) | Luggage 3 §
TOTAL § 886.05 §

* Cor reninls must be: made under speciic UG confmd numbers. with reninl companies; obensse, imveler will be pemonally responsible for nsumnce covermge and deducibles should an
acgdent oor.

FUNDING SOURCE(s):

Fund No. Coat Cantsr Amount/Parcentage Gash Advance®

= Please noie fal fhere is no sulbmeiic per diem at UCR. Al mesis musé be Semized on & Trevel Noucher o be reimbursed wi mosipl.  Please see breved noles sbove.
lemized Meal table, you may use the back if you require more dates..

DATE City State  Breakfast Lunch Dinmer DATE City State  Breakfast Lmmch Diinner
10-3-17 | Omiario CA |6.00

10-3-17 | Chattsnooga ™ 5.00 13.00

Pre-Approval: X Traveler Sign- Final Approval:

Revised: 082717

And estimated cost of trip needs to be presented to your Pl prior to trip.

If flying, look up the flight you would like to take, note the cost and take a
screen shot and make a copy for later reference.

Present the total of you estimate trip cost to you Pl for a Pre-Approval
signature prior to planning trip.

(Note) Your flight and/or Registration and Membership can be paid for

by CE-CERT if purchased far enough in advance and with approval and fund
number from your PI. (Flight could cost additional $25.00, so adjust price if
asking Carolyn to purchase for you.)

No less than 1 month in advance for Registration and or Membership. Provide
me with the forms and your PI’s approval and fund number.

No less than 1 week for a flight. Provide me with a screen shot of your flight
and your Pl’s approval and fund number and | will book the flight.

| will also need you name as it appears on your ID, your Date of Birth and what
type of visa if you are a foreign student.

Travel Tip: Bring an envelope or folder with you to save hold all required
receipts.



CEMTEE. FOF. ENVIRONMENTAL RESEARCH AND TECHNOLOGY
Pre-Approval Travel Request

TRAVEL NOTES:

Authorization by the appropriate SupervisorMaragerP| for travel is required BEFORE travel arrangements are made.

All recaipts/expenses must be tumed in five (5) working days upon refum.

Lodging expenses are to be paid by the fraveler and reimibursed wpon retum. Al receipts must be temized — NO EXCEPTIONS.  you lose your
receipt, a duplicate can be requested from the hotelmotelicar rental.

The mileage reimbursement raie & _53.5 c'mie effective 1MHHT

Riecaipts for local transportation and for miscellaneous expenses of $75 or mare are required.

Ho meal expenses are allowed for one-day travel.

The reimbursemant ceiing amount for actual daily meal and incidental expanses for travel in excess of 24 hes is $74.00 day.

e s apa

TRIF NO_: PO: PO:

Barve bk} {Airfre) fcowy foa)
Please provide ail tglvmanon requesied.

Today's Date: Deestination (From / To) Riverside CA/ Chatfancoga TH

MName: Departure Date & Tima:

Fhone Mo: Retun Date & Time:

Car License plate noc ™ Purpase of Trip: Poster Presentation

Home Address:

Hf yom are not a citisen, please provide your Visa type:

EXPENSE INFORMATION: (Enter imfarmarion i the Estimated Cost coiumn before you ravel, and the Acai Cast colummn when you return_ )

Type of Expanss No. of Days Estimated Coat Achual Cost
Air Fare | PO # §175.00 $ 180,00
Rental Car* $ $
Persomal Car | Total Mies:30 x 53.5 § 16.05 § 16.05
Hotel | Number of days: 3 § 80.00 $ 90.00
Confizrence Registration $ 250.00 $ 250,00
Odher Transporiation | Tax, bus, shuitle, eic. § 50.00 §45.00
Maglz® § 115.00 $ 100.00
Parking $ $
Other (please specify) | Luggage 5 $
TOTAL $ 688.05 $ 681.05
: m&:‘;ﬂn:mbemdﬂr\duqxﬁnm contmct numbers wih reninl companies; ofhemise, Boveler will be personally responzible for immmnce covemge and dedudibles should an
FUNDING SOURCE(s):
Fund No. Cost Genter Amount/Percentage Cash Advance®
X
* Please nobe el there is no sulnmeiic per diem at UCR. Al mesls musé be: fzmized on & Travel Voucher o be rembursed wirsceipf. Plense see bavel nobes sbove.

liemized Meal table, you may use the back if you require more dates..

DATE City State Breakfast Lunch Dinner DATE City Stae  Breakfast Lumch Diinner
10-3-17 | Ontario CA [600

10-3-17 | Chattanooza ™ 5.00 13.00

Pre-Approval: Traveler Sign: X Final Approval: X

Rewvised: 002707

Travel Reimbursement Request must be submitted no more than one
week after returning from trip.

Fill in the top portion of this page. Don’t forget to give a Purpose of Trip
explanation. If you drove you car for any purpose on this trip, please
provide your cars’ plate number.

Pull out all saved receipts from trip and fill in the Actual Cost column.
Remember, you must submit a receipt for anything $S75 or more.

Your meals cost at the bottom must be completed and total added to
actual cost column.

Once completed, sign at the bottom and give to your Pl to sign on the
Final approval line and fill the fund number.

Next, log in with your net ID and Go to iTravel to log in your trip
Reimbursement.



SSrENSE, ][ GENERAL ][ R " ADVANGES ][PF:EPMMENT”THANsponmnoN andEALS ol Lobeine ][

EMMANUEL FOFIE (E856846455) v |  Accauntaniity Structure | DO1007 - CE-CERT ¥

856846455 Work Phone [951-781-5745
EMMANUEL FOFIE Prepared Date [09/11/2014 04:49 PM
UCR/CE-CERT, RIVERSIDE, CA, 92521, USA ¥
po1o07

Payment Option CHECK - CAMPUS MAIL » Title ISTUDENT

Travel

Training visit to Droplet Management Technologies
Description/information

Furpose of

trip/Location

CCNC training
Explanalion why over
21 days

Memo Type of Travel | Team ¥ Special Handling

OTHER ”

Estimated Location And Date
Qrigin City
Origin State/Prov| - ¥

Destination City

Destination State/Prov| -- v
Origin Country | - T

Destination Country | - v
Departure Date Return Date
Time Time

Copy Estimated Location And Date To Actual Location And Daie

Actual Location And Date

These fields can also be changed durin

ing the expense reporiing
igin City Riversde, CA {UCR} Boulder CO

California ¥ Colorado ¥

rigin Country | United States T United States ¥

09/09/2014
11:00 PM
1.42

te [09/08/2014 Return
Time |01:00 PM

Actual Total Days OF Trip:

FALI

I conmens |

APPROVAL
HISTORY

|

Comments, Comments,
Comments, Speeds up
your Reimbursement.

No Transportation
expense? Write a
comment why.

No lodging or 2 people
in the room? Write a
comment. Who was the
other person and who
paid the bill.



Business & Finance Bulletin G-28 Menu

Back To Search Results Back To Search
| s | cenern | oIEMERG || aovances [[enervment o niEtomsl tosome [ omen [ eau | commenrs | AzREguA- |

Transportation Expenses
Type | Purpose Dept Date Dept Loc Dest Loc

Insur | Lic | Odom Odom | Total Amt | USD Cumcy | Exch Foreign | Jstfcin | Prepay- | SubPO | Type | Status

Nbr | Begin | End Miles per | Amt Rate | Amt ment
mile

Air CCHN 09/028/2014 Ontario Denver 09/028/2014 Ontatio Mo Qut  Valid
of

Fare Training 04:45PM International International 08:00 PM International
Adrport Adrport Adrport State

Business & Finance Bulletin G-28 Menu

Back To Search Resulis Back To Search

[ iy ][ GENERAL ][ P ][ ADVANGES ][F'FIEF'M‘HENT][‘I‘R&HSFOHTA‘I‘IDNI&I LODGING ][ OTHER ][ FAU ]

Effective 1/1/16, for travel in-state and out-of-state expense types. actual meal and incidental expenses up to 574 per day per person can be
Feimbursed. Please note: 1) this is a meal cap based on ACTUAL costs and it is MOT a per diem. 2) When the entire length of a irip is less

than 24 hours, M&IE shall not be reimbursed UMLESS the travel includes an “overnight stay™ as supported by a lodging receipt.

edl / Incidental Expenses

Type UsSD | Cumcy | Exch | Foreign | Jstfcin | Expensze Statuz | Receipt
Amt Rate | Amt Type i Meeded
Y¥iew Rules
0%/08,2014 05:00 Ontario, Lunch 496 l In-State Mo Valid Mot
P CA Required
05/09,2014 08:00 Denver, Dinner 20.00 l Out of State Mo Valid Mot

PM CO Required




ALz TRIF L2 1N mEAL-JINLT VLD E.
Back To Search Results Back To Search Business & Finance Bulletin 5-28 Menu

omen [ e [ comenrs | Agzagus |

| simis | oo || ol [ sovances [[enceament [rmansmommmon] iEias| Losemc |

Lodging Expenses
Expense Payment | SubPO HotelMotel | Address | Location | # of Room #of |USD | Cumcy | Exch | Foreign | Jstfcin | Status
Type Type i MName rooms | Rate | days | Amt Rate | Amt

09/08/2014 09/09/2014 Cutof  Paid Boulder 300 Boulder, 1 79.81 l Valid  es
State upon Outlook 28th 5t CO
arrival and Suites

THIED THRIF IS 1N HEAL-UINLY VI E.
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ECMNEIDT O8/24/2018 | CERTIFY THIS EXPEMNSE WOUCHER IS A TRUE STATEMENT. THE AMOUNTS CLAIMED FOR
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R B UNIVERSITY BUSINESS FOR THE DATES INDICATED, 2) EXCLUDE PERSOMAL TRAVEL
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T ANY OTHER SOURCE. ORIGINAL RECEIPTS HAVE BEEN PROVIDED TO MY DEPARTMEMTAL
TRAVEL COORDIMATOR AS REQUIRED BY UC BUSINESS & FINAMNCE SULLETIMN G-25. (SYSTEM
SEMERATELD)

Trawvel CBRAY O8/24/2018 | CERTIFY THIS TRAVEL EXFEMSE REPORT HAS EEEN PREFARED IMN ACCORDAMCE WITH UC

Coordinator (Carolyn Ray) 040737 EUSIMNESS & FINAMCE BULLETIMN G-28 AND ORIGINAL RECEIPTS (OR DECLARATIONS OF

- Reviewed B MISSIMNG EVIDEMNCE) WERE SUSMITTED TO ME TO SUPPORT THE EXPEMNSES OM THIS

Expense REPORT AS REQUIRED BY POLICY. (S¥YSTEM GENERATED)
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Coordinator (Caralyn Ray) 04:-0:5:25
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Reporting

Trawveler - EOMNEIZT1 OE/Z2/2015 1 only had a flight back from Oakland becauss | was on the ship the

Submitted (EDWARD O'MEIL) O3:-25:23 SGolden Bear from Long Beach to Wallejo, and i stayed at Parents house on

Expense =] the night of 8/21 to 8/22.
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Expenditure Pre-approval Form
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Reimbursements

For Lab and or Project supplies, use this form.

You will to itemize and total your expense, give a reason for
the expense, (justification) and your PI’s signature and fund #
on this form before turning it in along with the receipts.

Don’t forget, Forms and required documents can be found
http://www.cert.ucr.edu/intranet.html

Or

In the Mail Room on the Shelves

This form can also be used for approval to purchase Airfare
and Membership or Registration.

You will need your PI’s signature prior to giving this form along
with a print out of the flight you wish to take, your name as it
appears on your ID, your DOB and type of visa if you have one.
Or Registration or Membership form no less than one month

In advance if that is what you are requesting.

For flights, adjust cost to reflect possible $25.00 additional cost.


http://www.cert.ucr.edu/intranet.html

Fed EX
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To schedule a pickup:

Call 1 (800) 463-3339 or go online to https://www.fedex.com/us/index.html



INCOMING PACKAGES

You will be sent an e-mail stating you have a package. Your package will be in the BOX ROOM,
Next to the System Admin Office.
You must sign out your package before taking it out of the BOX ROOM.

| will email you if a package comes in for you.

NO HAZARDOUS MATERIAL can come into this building.



Bourns CAFE Lunch Pass

Lunch Passes can be obtained at the front desk.

1 pass per person.
You must sign out the pass and sign back in once you return.

Passes are limited, so please remember to bring it back or | will hunt
you down.



Copy and Mail Room

If you need any assistance using the copy machine, please ask Carolyn, Amanda, any staff or student.
Anything not affiliated with CE-CERT may be printed on this machine.

Machine prints in black & white.
The machine can print from a flash drive. Save your printed material as a PDF on your flash drive or it won’t print.

If the machine won’t print or needs attention, please see Carolyn or Amanda.

If you need a mail box, please see me.

There is lots of scratch paper for you to use for notes or anything else. This is located on the shelves near the top.



This Presentation Can Be found on the CE-CERT Intranet

http://www.cert.ucr.edu/intranet.html



Don’t forget, Forms and required documents can be found
http://www.cert.ucr.edu/intranet.html

Or

In the Mail Room on the Shelves

http://www.cert.ucr.edu/intranet.html



http://www.cert.ucr.edu/intranet.html
http://www.cert.ucr.edu/intranet.html

ADMINISTRATIVE TEAM DIRECTORY
N L

Katie Dell, administrative supervisor

Berenice Murillo-Quintana, Payroll
Valerie Thomas, Purchasing

Carolyn Ray, Receptionist

Alta Vasquez, Institute Coordinator

John Cleary, John Cleary Jr., Systems
Todd Ambriz, Facilities Manager
Briana Moreno, Analyst

Kathy Vang, Marketing Specialist

Amanda Campos, Student Assistant

katie@engr.ucr.edu

bmurillo@cert.ucr.edu

valerie@cert.ucr.ed

cray@engr.ucr.edu

avasquez@cert.ucr.edu

systems@engr.ucr.edu

tambriz@engr.ucr.edu

bmoreno@engr.ucr.edu

kathyv@cert.ucr.edu

acampos@cert.ucr.edu

As needed; you will be directed to Katie by the other admin staff if required
Timesheets, payroll, due dates
Purchase orders, ProCard transactions, HR paperwork

All front desk functions (all reservations, lunch passes, FedEx/packages, etc.);
travel

All front desk functions; scholarships and fellowships; meetings with the
director or deputy director; events

IT and computer systems support
Facilities and safety

Contracts and grants

Events, marketing, and outreach

All front desk functions


mailto:Katie@engr.ucr.edu
mailto:bmurillo@cert.ucr.edu
mailto:Valerie@cert.ucr.ed
mailto:cray@engr.ucr.edu
mailto:avasquez@cert.ucr.edu
mailto:systems@engr.ucr.edu
mailto:tambriz@engr.ucr.edu
mailto:bmoreno@engr.ucr.edu
mailto:kathyv@cert.ucr.edu
mailto:acampos@cert.ucr.edu

QUESTIONS?



Thank you
For

Attending!

College of Engineering- Center for
Environmental Research & Technology
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