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Agenda

1.  Accounting
— Travel Responsibilities
— CSU Travel Policy
— Definitions, Policies, and General Guidance
— International Travel Procedures at CSUMB
— Local procedures and forms & TEC Job Aid
— Request for Authorization to Travel
— Travel Expense Claim
— Resources
— Q&A

2. International Travel Insurance

Break - You Otter Stretch!!

3. Did you Know?
— CFS Upgrade Reminder
— Data Warehouse update

4. Next BOF & Finance Office Hours

1. Q&A
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Travel on University Business
Refresher Training

Susan Koch, Director - Accounting
Shari Mano, Accounts Payable Team Lead
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Agenda

Travel Responsibilities
CSU Travel Policy
Definitions, Policies, and General Guidance
International Travel Procedures at CSUMB
Local procedures and forms & TEC Job Aid
Request for Authorization to Travel
Travel Expense Claim
Resources

Q&A
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Travel Responsibilities
Traveler (policy link)

Familiar with Policy
Follow foreign travel guidelines

Expenses must be ordinary, reasonable, not
extravagant, and necessary for purpose of business
trip.

Reimbursement claimed timely (<60days)
Certification of travel claim

A California State University
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https://calstate.policystat.com/policy/10485892/latest/#autoid-9wb3a

Travel Responsibilities
Approvmg Authority (policy link)

Delegated authority over funding

- Ensure expenses were authorized (RAT) and in compliance with
policy

- Ensure expenses ordinary, reasonable, not extravagant, and
necessary for purpose of business trip.

- Validate that expenses were actually incurred and appropriate
support included

- Review & approve business purpose
- Timely approval (or denial) of travel claim
« Deny non-business related expenses
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https://calstate.policystat.com/policy/10485892/latest/#autoid-ekdw4

Travel Responsibilities

- Travel Reimbursement Office (i.e. CSUMB Accounts
Payable) (policy link)

Review for compliance with policy.

Verify appropriate approver.

Ensure appropriate documentation is submitted.
Process reimbursements and payments.
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https://calstate.policystat.com/policy/10485892/latest/#autoid-r3mvk

CSU Travel Policy

CSU Travel and Business Expense
Reimbursements Policy

https://calstate.policystat.com/policy/104
85892 /latest/
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https://calstate.policystat.com/policy/10485892/latest/

Domestic Travel

« 48 Contiguous States (excludes Alaska and Hawaii)

. Maximum Lodging Allowance - $275 per night
before taxes and fees

. Daily Meal Allowance (actual expenses)- $55

. Daily Incidental Allowance - S7 a day

A California State University
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Travel to Alaska, Hawaii or U.S.
Possessions

* Lodging
. Maximum Lodging Allowance - $275 per night
before taxes and fees

* Meals
Paid to employee at per diem rate set by the US

State Department.
https://aoprals.state.gov/web920/per_diem.asp
Adjustment for meals provided without charge

https://aoprals.state.gov/content.asp?content id=114&amp;menu i
d=81&menu_id=81

A California State University
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https://aoprals.state.gov/web920/per_diem.asp
https://aoprals.state.gov/content.asp?content_id=114&amp;menu_id=81&menu_id=81

Foreign Travel

Approval:

Requires campus President’s approval

Guidance and Foreign Travel Insurance:

Risk Management

https://csumb.edu/risk/

A California State University
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https://csumb.edu/risk/

Foreign Travel Expense
Reimbursements

Per Diem:

. Lodging

. Meals

. Incidentals

- Receipts for above items are recommended but not
required by CSU Travel Policy

https://aoprals.state.qov/
https://aoprals.state.gov/web920/per diem.asp
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https://aoprals.state.gov/
https://aoprals.state.gov/web920/per_diem.asp

Travel Insurance

« Domestic Travel Coverage
 International Travel requirements

« When the coverage begins

Travel Resources located under “Travel Insurance” at:
https://csumb.edu/risk/forms/ or you may contact CSUMB Risk
Management Office

A California State University
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https://csumb.edu/risk/forms/

Request for Approval of Travel (RAT)

What is a RAT and why does AP need it (or not!)
Establishes criteria for approval of travel
- Travel is authorized by departmental authority

- Accounts payable/Accounting/Finance has no role in
approving travel
. A fully-approved RAT is required by AP in only one
instance:
- To pay travel advance, if requested

- (Recommended) as support for travel expense
reimbursement (TEC)

A California State University
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RAT - continued

When to prepare a RAT:

e Domestic Travel
e Foreign Travel
e 25 or more miles from the headquarters

When not to prepare a RAT:
Non-travel Status

Non-CSU employee/special consultant (except candidates)

A California State University
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RAT - continued

RAT WITHOUT Travel Advance

e Must be approved before the trip by departmental/divisional
authority

RAT WITH Travel Advance Request

e Must be approved before the trip by departmental/divisional
authority

e Submit to AP 2 weeks prior to the first day of travel to ensure
timely processing of Travel Advance

e A travel advance will not be released to the traveler after the
trip.

e AP recommends the approved RAT with cost comparison to be
included as backup for the facilitation of TEC

A California State University
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Travel Advances

e [ssuance of travel advances:
75% of “To Be Reimbursed Total” on the RAT
Minimum of $200 (exception: athletic team travel)
Submission deadline: at least 10 business days prior to
the commencement of travel
e Travel expense claim (TEC) for trip with travel advance
must be submitted within 120 days from the date of last
day of travel
 Handling travel advance check (if non-EFT):

Must be picked up by the traveler at the Cashier’s

Office before the trip occurs, otherwise it will be
voided (no mail)

A California State University
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Travel Advances - continued

e Cancelled Trips

« When an employee received and cashed the travel
advance check (or EFT), funds must be repaid to
CSUMB immediately. If uncashed/undeposited,
check must be returned immediately

o If unable to collect reimbursement of travel advance,
the entire amount will be reported as taxable income
to the IRS. This will reflect on the W-2.
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Travel Expense Claim (TEC)

« Personal Reimbursement vs. Travel Expense Claim (TEC)
« Travel status

e Submission of travel claims not to exceed 120 days after the
travel occurs.

« TEC must include:
Departure and return dates and times
Destination
Purpose of the trip
Required supporting documentation
Approval

(Recommended) RAT

A California State University
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Travel Expense Claim (TEC)

p A Srare Us California State University Monterey Bay
Monterey Bay e o
Travel Expense Claim Amount Duc: s 76150
Pending Vehicle Mileage $ 43.75| [T Accounting Use only
Amt Due L $ 35075 ‘
Claimants Neme Position Tile ‘Department ‘ Department Contact and Extention
Residence Address Purpose of Tnip
city Sute | ZipCode Destination Dates of Travel
AccT FIND DEPTID PROGRANM cLass PROJECT AMOUNT
LS Tevl (606001) B 850.75
Mileage (606506) S 413.75 ‘ Reimbursable expenses only
107800 0 0 0 [ [ 0 S (500.00)| | Provide previous Travel Advance information if applicable
| [
“Amount Due:
One-time Charges
Description Not to be Reimbursed i
Airfara
Lodging
Baggage Feas
Train, Bus, ste. 5.00
Car Rental
Rental Car Gas
istration Fees Use Acct 660009, if rei 400.00
Gne-time Charges Total 400.00 5.00
aily Expenses bD: |
1 2 3 Meal claims require a s |pate: o Between What 7 1 Dates of travel
Time overnight stay Taxi/ personal vehicie Points Other Total 2 Indicate time of departure and ratum
Departure/ Inc- | Shuttle/ | Use Acct 606806 (Note - *and return" Business Expenses 3 Lodging rate inclusive of taxes per overnight stay ( Folio copy is required for §75.00 and over]
pate | Return Breakfast| Lunch | Dinner | dentals | parking [miles | amount Expenses For Day 4 Incidentals
21500 10.00[ 1500 _20.00] 1 1s2s] 331 206.88 482.13 5 Taxi/Shuttle/Uber/Parking
215.00| 55.00] 15.25 - 285.25 6 Mileage driven - provide point to point calculation
215.00) 55.00) 15.25] 331 206,88 492.13 7 Misc or other business related expenses
[Total 662 1375 [ Total Daily Expenses 1,259.50
Private Vehicle License Number
(i “Prieate Car” expenses areclaimed) | Rate peramle [ ]
Remarks cnter hcense plate oumber 0625
Total Expenses (One-time & Daily) 1.664.50
Minses Prepaid Charges:
Equais Clam T
! Minas Adance Recelved:
. ! - Equals Amount Due:
I3 different amount s to be pid, enter

If amsount is negative, Claimant must deposit these funds to the Cashier's office. Deposit]

ip and receipt must be attached

Ihereby cerufy that the sbove is 2 true statement of the travel espenses incurred by me in accordance with existing travel ules end regulations of the Clformia Scate Universicy (CSU) and Calfomia State Unsversity, Monterey
Bay (CSUMB), and that ol items weze for the official business of the CSU and/or CSUMB. Cument CSU Travel Policy. hitps://calstate policystat com/policy/ 12002663 latest

Thave reviewed and now certify that ] am using a privately owned or rental vehicle. 1 a) have a cument * Authorization to use Privately Owned Vehicle' fom (STD261) on file with the University (for private vehicle ony). b)

have the mnrum kabiity msusence as sequised by State law, c) | have satisfied the State Defensivs Ditver Traiing requirement.

‘Signagure of Manager. Signature of Officer ing Payment Signature of Claimant

Clsimert, Direct Managerand
authorizirg DOA mus signthe \‘

form. Reute for spprovsl
‘Print Name ‘Print Name signanwesaccordinglyvia

et lifornia State University
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Travel Expense Claim (TEC)

Supporting documentation to include, but not limited to:
e Travel itineraries

e Price comparison

e (Conference/Event documentation (agenda, announcement, registration
payment)

e Lodging Receipts

e Rental car contract and receipt

e Itemized receipts for expenditures over $75.00 (<S75 may be required by

DOA)

ltemized receipts for all other charges

Engagement/Appointment letters

Copy of contract

Group travel requires a signed list of attendees

***Written justification of using non-contracted airlines

***Written justification if not availing of the meals included with

registration fee, and receipt for meals purchased in lieu of this.

A California State University
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Travel Resources

A California State University
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Driving on University Business

RISK MANAGEMENT

https://csumb.edu/risk/driving-university-
business-defensive-driving/

defensivedriving@csumb.edu
831-582-5216

A California State University
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https://csumb.edu/risk/driving-university-business-defensive-driving/
mailto:defensivedriving@csumb.edu

Booking Travel

CalTravelStore CalTravelStore Homepage

Call Us

0 CALTRAVELSTORE
: = i 877.454.8785

e Traveler Profile Set Up Iy

o Airfare | Foh

e (Car Rental

e Lodging

 Travel Booking
Information web page

https://csumb.edu/finance/accounting/tra
vel-policies-procedures/travel-booking-
information/

E Access useful links to forms and to access information to
AR belp with your travel, including airline check-in links, car
\ rental and

\ California State University
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Lodging

Maximum Lodging COST:

. Domestic travel - $275 before taxes and fees
. Alaska, Hawaii & U.S Possessions - $275 before taxes
and fees

. International travel - Per Diem
https://www.defensetravel.dod.mil/site/perdiemCalc.cfm

Staying with friends or relatives:

. One gift per stay

. Up to $75 in value a non-cash gift (flowers,
groceries, or restaurant meal (no alcohol))

A California State University
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https://www.defensetravel.dod.mil/site/perdiemCalc.cfm

RESOURCES

Travel Forms
https://csumb.edu/finance/accounting/travel-policies-
procedures/travel-forms/

Includes, for example:
Request for Approval of Travel - RAT
Academic Affairs Travel Expense Claim
Travel Expense Claim - TEC
Certification of Exception to AB 1887

A California State University
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https://csumb.edu/finance/accounting/travel-policies-procedures/travel-forms/

RESOURCES

Travel FAQs

https://csumb.edu/finance/accounting/travel-
policies-procedures/travel-faq/

A California State University
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https://csumb.edu/finance/accounting/travel-policies-procedures/travel-faq/

RESOURCES - continued

Travel Policy & Procedures
« CSU Travel and Business Expense Reimbursements Policy
https://calstate.policystat.com/policy/ 10485892/ latest/#autoid-vr7aj
« Assembly Bill No. 1887
https://oag.ca.gov/ab1887
« Chancellor’s Office Executive Order

https:/ /calstate.policystat.com/policy search/?qg=chancellor%27s+office
+executive+order

o State Administrative Manual Travel Guide
https://www.dgs.ca.gov/SearchResult?search=travel%20gquide&divisionid

e |RS Standard Mileage Rate

https://www.irs.gov/newsroom/irs-increases-mileage-rate-for-
remainder-of-2022

A California State University
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https://calstate.policystat.com/policy/10485892/latest/#autoid-vr7aj
https://oag.ca.gov/ab1887
https://calstate.policystat.com/policy_search/?q=chancellor%27s+office+executive+order
https://www.dgs.ca.gov/SearchResult?search=travel%20guide&divisionid=

Questions and Answers

A California State University
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International Travel Insurance

Amy Thomas, Director for Environmental Health,
Safety & Risk Management

A California State University
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International Travel Insurance

- CSURMA = CSU Risk
Management Authority

. Alliant = 39 party
insurance administrator,
contracts with CSURMA
for all campuses

FTIP = Foreign Travel
Insurance Program

A California State University
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Why do we need it?

* International travel is high risk

 General insurance doesn’t cover
what might be needed

 Emergency, accidents, sickness
medical benefit

» Security and medical evacuation
 Trip interruption
 Emergency reunion

™) California State University
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How do we get it?

« Get approval to travel [

* Fill out the international = |
insurance info form (memo

e Submit the form at least 30
days in advance

Requirements for ALL
International RATs

Emergency Contact Info (US
based], and Support Documents

¥

‘Additional Requirements: hote detzil-
address/phone, contact personis) in
country: phone/email location of all visis,
‘modes of transportation in country and a
complete detalled itinerary. ALL fights [to/
#rom and in country- applicable) nesds to
be than later. NOTE

" RISK can require ALL

o binding insurance. ALL

is REQUIRED prior to departure

el Exther may “kick-back” 2n

APPROVED RAT for additional and/or
required information.

Fiight (quote or booked], Per Diem (by

countryjcity): food & lodging, reason
for travel conference. partner visit,
tc. NOTE: CSURMA andor RISK can

require ALL information pr

back” an
D RAT for additional and/er
required

DEPT gets the Required
Approvals: Dept Chair [if
=pplicable), Dept Dean and
Funding Dept (i other than
original dept)

T

DEPT sends RAT to: Provosts/
| residents Office for approval
" y,
)

Brovosts Office: gets the
Required Approvals: Provast
and President

RISK MANAGEMENT
International RATs

IF CASH ADVANCE

v

Prowosts Office communicates
with DEPT to inform of possible
delays with the approvel
process. Once approved sends
‘approved ORIGINAL RAT to
ACCOUNTING for processing

Provosts Office POF's approved
RAT to: DEPT/Funding Source
and RISk

T

/“IF" DEPT DOES NOT receive the®,
Approved RAT notification from

N |
the Provosts Office, contact the

'\ Provosts Office mmediately. /
L .

RISK s2nds APPROVED RAT 2nd

NO CASH ADVANCE

SURMA
ta bind insurance

CSURMA provides
RISK with: Traveler
insurance card and
Premium amount

RISK forwards the Traveler Insurance
card and Premium amount to:
Traveler, DEFT Analyst and Contact/

v
Provasts Office communicates e
with DEPT to inform of possible
deloys with the approvel
process. Once approved sends _ L]
—r

& \
/“IF" Traveler or DEPT contact DO,
| MOT receive the Traveler Insurance |,

approved ORIGINAL RAT to DEFT

v
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. https://csumb.edu/finance/accounting/travel-policies-
aS] C S e p S procedures/foreign-travel-approval-process/

4. Once approved by the President, a copy of the signed RAT needs to be sent
via email to Risk Management with a request for foreign travel insurance
(FTIP).

5. Request travel insurance from Risk Management and obtain travel approval
at least 30 days in advance for non-high hazard countries, 45 days in
advance for high hazard countries and 60 days in advance for groups of 10
or more. Requests made on shorter notice are subject to disapproval or trip
cancellation due to inability to secure the required insurance coverage prior
to departure.

™) California State University
L@ MONTEREY BAY



https://csumb.edu/finance/accounting/travel-policies-procedures/foreign-travel-approval-process/

. https://csumb.edu/finance/accounting/travel-policies-
aS] C S e p S procedures/foreign-travel-approval-process/
6. Risk Management will contact and send a copy of the RAT to

Alliant/CSURMA to request insurance be bound for the proposed travel. As
needed, Risk Management will contact the traveler to request additional

information and documents.

7. Once Risk Management receives confirmation that the foreign travel
insurance (FTIP) is bound, proof of foreign travel insurance coverage and
travel assist ID card will be sent via email to the traveler, with a copy to the
Division Analyst and any designated Department Contact. Traveler must
carry the travel assist card with them at all times while traveling.

8. After the travel is completed, on a quarterly basis, Risk Management will
Initiate a chargeback to the chartstring listed on the RAT for the cost of the
foreign travel insurance.

™) California State University
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https://csumb.edu/finance/accounting/travel-policies-procedures/foreign-travel-approval-process/

Fi n d t h e fo r m https://csumb.edu/risk/forms/

Dashboard

f C e e California Stabs Urivarsity

) MONTEREY BAY

Apply Explore Give

> Special Event Safety Plans
> Student Field Trip Procedures

v Travel Insurance

We request that you check to see if your destination is considered High Hazard: Travel.State.Gov and California State
University Risk

Management Authority (CSURMA)

Memo for International Travel Insurance

Traveler and Department Task Summary Sheet

Process Workflow

\ California State University
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https://csumb.edu/risk/forms/

Traveler and Department Task Summary Sheet

Traweler Name: Date(s) of Travel Location
Purpose of trip (circle all that apply): Conference  University visit  University program participant

Oftner:

Action lem | Status: Comments/Notes

RAT: | o Drafted 0 Submitted o Copy of original back
GCash Advance: FtEg_ested o Yes o No Received o Yee o Mo

International Travel requires: = emergency contact mformation- see form
o per diem, per countrylcity
= allin country trawel receipts: bus, tax, train, Uber, etc ®
Optional: not required but highly recommended: = Smart Traveler Enrollment Program
("STEP™) 5t hifps:/istep. state.gov'siep 0 Yes o Ho
o Did you prowved a copy of the confirmation: 0 Yes o Na

Did you verify if High Hazard: o US Department of State- Travel Advizory
hites Jiravel etate govicontentiravelisntravaladvicors

sffraveladvisories.himl

:Dggj:;ﬂjwﬁ Universirerisk Ma'ageﬂe-:tA‘l.nJ'lo-rirsr “ tra Veler and

hittgs /iwww calstate edu'tisk_mana

High Hazard Travel additional requirements: = emergency contact nformation- s2& form

department task

local contact person while in country
modes of tranzportafion while in country

e summary sheet”
Do you have a valid passport- | © Yes o Mo

Do you need a travel vi 0 Yes oMo
RAT GCha rtsl:ring 0 Yes oMo
Travel Insurance Chart-stri 0 Yes o Mo
Fllghl[s:l Quote requestedo Yes o No  Received o Yes o Mo
Booked o Yes o Ne
Rental Car- | o Yes o Mo
Hotelfs) [ 0 Yes o Mo
Conference Registration: | o Yes o Mo
Will you be visiting partner universities? | 0 Yes © Mo
Did you get Dept. approval foryour RAT: | Chair: 0 Yet o No Dean: o Yes o No
Do you need approval form a Funding Source | 0 Yes o No Department Name:
other than your Department: Department Funding Source Chart-string:

Did wou make a copy of the RAT prior to leaving | o Yez o Mo
Dept.:

Did you receive a copy of the signed RAT from | o Yez o No
the Provests/Presidents Office:

Did you receive your Travel Assistance Card | 0 Yes o Mo
from RIS

immag ately
Misc. items: | 0 Yes o Ne

\ California State University
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Environmental Health, Safety and Risk Management (EHSRM)
Memo for International Travel Insurance

Form instructions.

AL faics within sectons 1-3 are reguired.
cermational RAT s zhoule e ubrmitted at least 30 cay: prior to your anticipated travel date
locatons are 3 minimum 90-60-day notice for procezsng.

TRAVELER INFORMATION

l

Traveler Name oz reads on pazspert)

Contact phone (while sbroad). (__)
Emad while sbrosd:

Traweler Type {chack me)—( acuby (st ()seudent()Other
Traveling on behelf of: Du-mm Dnu.u-m'mm

Full mame of conference, eveat, or university (na acronyms)

Environmental Health, Safety and Risk Management (EHSRM)
International Travel Insurance Application

Purpose of Travel:

ding our Gu

Mark here # there are o guest av s
Emergency Contact Information (must be in the US) [ st e ssree s copuast e s iz s

Relotionship to traveler- () Spouse () Domestic Partner () \:

\",‘ Conieagus () Otner:

Contact phone: __) Emait

Physical Address:

& Guest Traveler 1 Name (e resds on passpertf

City/Cities and Country/Countries 1o be visited (please incude personsl trave Contact call shone {while abread): [

e Frmadd wbale abeoad
3) “)
5 Emergency Contact Informaticn (must be i the US)
: Narme
L4 vironmental Health, Safety and Risk Ms
7] International Travel Insurance /
A
: Wl.  LODGING AND TRANSPORATION et

Emait

Physical Addeess

Adaress

e
weent (irend

Trovele Type (shech snet- () spouse () Domestc artner (D crsa)

Phome

& the Traveler s Mince2OtesOno

b Lodging Name: Was a0 informes conzest/waver exec-ted 3 3 B

re oeguareian?

I b Guest Troveler 3 Mamn for comde cn et
Phone ottt e ity i . is
o Contact r—-»gl. MONTEREY BAY Environmental Health, Safety and Risk Management (EHSRM)
i/ Ring e Emet whic ot —_— International Travel Insurance Application
aerens
Emergency o
Phose ~
Name: ___ () conengue () other:
5 -
diress
Phose
. Physical Address:
o~ Travaler Type (chack ona): ()Spouse {Domastic Parener {ycnitd ()
Prone: - -
. 7" & the Traveler » Minor?(_res(_ o
1t Lodging Name. Waz s ozt fwarver executed by 3 parert o guardian?
Adaress .
V. Insurance Information
o R s Insurance does not cover: COVID-19 related qu: or during the trig
© Mo o Teave whie ncountry: [ Jrons [Jubestiyn [ ] emet N
(st Tmmsporsson] Jon: & Anyenange: ored mpaer
— natifications if issues arise while traveling. and may alse impact pour insurance
#. Arports tobe Changesfedits requires a notfication to: your depariment, President, Provest, and Risk

5 Adduions! ecuriey masseres v be taken whik wreveling sb Management

“Pisasa nora: Vou should not submit an Inten

re urless you have 3ls0 provided

+ Booked air trave

+ Booked h

o Travel iwnerary

+  Does your RAT list/include your perzonal travel dates either before or 3fter your trig?

+  Did you include the Insurance chan-sring on the RAT?

+  Confirmation of travel to 3 High Hazard location
Please sttach 3/l of your confirmed/bocked registrations, fights, hotels, car rentals, per diems,

ional RAT to the President’s or Provosts’ Office for
e following:

Pezce comtac
472272022 10:29 A

® a9 for 2oy questent.

#tc. to RAT and this document when submitting for approval

Request
Form

“memo for
international
travel
insurance”

. California State University
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Submit it early

202112022 CSURMA High Hazardous & War Risk Country List

Hilgh Hazardous AEH Premium | 'War Risk Country
Country ($50 Supplament (per [Chancslliors
supplemsant per 30 | parlicipant f per | OfMics approval
days | par smployes) day) niesded]

=irghianistan X $12.35 x

« At least 30 days in advance T
for any international trip = — =

« 60 days if on CSU “high I R R
hazardous country” or “war a— -
risk” list o ———

— Additional approval & cost —— o

Lebanion $2TS

« 90 days for group trips - = =
faculty led study abroad e : —
= ; S —

™) California State University
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Confirmation of insurance

ATTENTION

In the event of an emergency
call Chubb's Travel Assistance
Services immediately

24-Hour Access

1-855-327-1414 Toll-Free
1-630-694-9764 Direct Dial

When you call Chubb’s Travel Assistance Services, please be
prepared with the following information:

i MName of caller, phone no., fax no., relationship to
Covered Person;

Covered Person's name, age, sex and policy number,

A descriptien of the Covered Person's condition,

Mame, location, and telephone number of hospital;
Name and telephons numbers for the freating doctar
whigre and when the doctar can be reached:

Health insurance information, worker's compensation,
or automobile insurance information if the Covered
Person had an accident.

N g b9

=

“Coversd Person®™ means the person insursd under the
applicable Chubb policy.

By requesting assistance you agree to assign to us your rights
‘o recover from any of your responsible insurers any expenses
‘we incurred

ATTENTION

Medical Personnel or Police

In the event of a medical emergency, our Assistance Provider
will provide the services on the card below. To verify eligibility
call the multi-ingual call centsr 24 hours a day toll free at 1-
855-327-1414; or direet dial at 1-630-654-9764.

In additon to the insurance protection provided by your
insurance plan, Chubb Accident & Health has arranged with
our Assistance Provider to provide you with access to its travel
assistance sarvices around the warld. These services include:

= Medical Assistance including referral to a doctor or
medical specialist, medical monitoring when you are
hospitalized, emergency medical evacuation to an
adequate facility, medically necessary repatriation
and retum of mortal remains.

Travel Assistance Program

= Personal Assistance including predrip medical
referral information and while you are on a trip:
emergency medication, embassy and consular
information, lost document assistance, emergency
megsage fransmisgion, emergency cash advance,
emergency refemal [ a lawyer, fransiator or
interpreter  access, werfiess medical bensfits and
assists with medical claims pracess.

=  Travel Assistance including emergency travel
amangements, arangemenis for the retumn of your
traveling companion or dependents and vehicle
retumn.

*  Security Assistance ineluding a erisis hetline and on
the ground security assistance to help address safety
concems or to securs immediate assistance while
traveling as well as access to a secure, web-based
system for tracking global threats and health or
location based risk intelligence

This information provides you with a bref outline of the
semvices avallable to you. These services are not insured
benefits. Reimbursement for any service expenses is Emited
fo the terms and conditions of the policy under which you are
insured. You may be required fo pay for services not covered
A third party vendor may provide senvices 0 you. Our
Agsistance Provider makes every effort to refer you to
appropriate medical and other service providers. It is not
responsible for the quality or results of service provided by
independent providers.

In all cases, the medical provider, facility, legal counsel or
other professional service provider suggested by Chubb's
Assistance Provider are not employess or agents of aur
Assistance Provider and the choice of provider is yours alone.
Chubb’s Assistance Provider assumes no liability for the
senvices provided to you under this amangement, nor is it
liable for any negligence or other wrongful acts or omissions of
any of the legal or health care professionals providing services
o you. Travel assistance services are nol available i your
coverage under the policy is not in effect.

Ghubb NA is the U.5_-based operating division of the Chubb
Group of Companies, headed by Chubb Ltd. (NYSE-GB)
Insurance products and services are provided by Chubb
Insurance underwriting companies and not by the parent
company itsel.

For medical refemrals, evacuation. repatriation or
ather services please call
Travel Assistance Program
1-855-227-1414 (Tell-Freg)
1-630-604-2764 (Direct Dial)y
medassist-usa@axa-assistance us

Visit www acetrawelassistance net for access io global threat assessments
and lecation based inteligence.

Usemame:  medassist-usa@iaxa-assistance us
Password:  aceadh

TRAVEL ASSISTANCE PROGRAM

Organization: California State University
Policy Number:  GLM NO43508T2R
Assistance Pravider: AXA Assistance USA, Inc.

AXA provides emerpency medical and tawel services and pre-frip
miformation services. Please call when:

You require 3 referral to 3 hospital or doctar

‘You are hospitalized

¥ou nead to be evacuated or repafriated

‘You nesd to guarantes payment for medical sxpenses

You sxperience local communication problems

‘Your safety is threatened by the sudden occumence of a political

or military event

Email with confirmation
that insurance is “bound”

Travel Assistance Program
“card/sheet”

Account number charged
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ther risk management tools

« STEP program ER—— =0 o

B o @ soneg LD wsmeo [ coesue T ER T G R [ PR |
 State department travel S mart Trayeler Enrolimont Program
advisories —

« AXA/Crisis 24 AN BRI

Alerts

Russia Travel Advisory Do Not Travel and Leavgeensgly

October 4, 2022 e R o=t it "
What is STEP? Benefits of Enrolling in STEP
The Smar: Traveler Enrolment Program (STEP) s a free
Home| Trave = Ab ct Us s| =9 MyTravelGoy service to alow U.S. clizens anc nationals wray

B Receive Important Information from the Embassy
Iiving abroac to 2nrol their trip with ths K

about safety coneitons In your desdnation country,
p i s oy = leisl sl gt

Travel.State.Gov
U.S. DEPARTMENT of STATE — BUREAU of CONSULAR AFFAIRS

U_S. Passports International Travel U.S. Visas Intercountry Imernational Records and
Adoption Parental Child Authentications
Abduction
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https://step.state.gov/step/
https://travel.state.gov/content/travel/en/traveladvisories/traveladvisories.html/

Coming soon

« Terra Dotta trip registration o P
system -

 Streamline the insurance
request process

* Allows the insurance
administrator to get the
info automatically

« Eliminates duplicate and
manual processes

™) California State University
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Break

You
Otter
Stretch!!
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DID YOU KNOW?

Venkat Paruchuru, Director - OSI
Marie Camacho, Senior Operations Support and
Innovation Analyst - HR

A California State University
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Did You Know?

- CFS MP 5.0 Upgrade Reminder

Upgrade Timelines
. Clear Browser Cache

Resources
Finance Data Warehouse Updates

Upgrade Timelines
. Changes and Enhancements
Resources

A California State University
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CFS MP 5.0 Application Upgrade

Timelines:

Campus Testing . September 19, 2022 -
October 28, 2022

Move to Production (MTP) : November 18, 2022 -
November 22, 2022

CFS and CFS Data Warehouse will be unavailable

From November 18, 2022 5.00PM Until November 21,
2022 9.00AM

Go-Live November 21, 2022 9.00AM or Earlier

A California State University
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CFS MP 5.0 Application Upgrade

Clear Browser Cache
Chrome : | A

kdoor @ HR Backdoor [[J Downloadable Hou
At the top right, click More(3 Vertical dots) . TR e

Click More tools. owstons
Clear browsing data. ; Srriisnas seamiss n

. il
Select All time
Check the boxes. W\m
Click Clear data. -

Firefox:

More tools

At the top right, click More( 3 horizontal lines) |
Select Settings

Select the Privacy & Security panel
In the Cookies and Site Data section,
Click Clear Data button

\ California State University
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CFS MP 5.0 Application Upgrade

Resources

1. Refer to the October 19th BOF presentation
2. Refer OSI Website

3. Contact OSI Team at osi@csumb.edu

A California State University
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https://csumb.edu/media/csumb/section-editors/administration-and-finance/finance/BOF-Presentation-2022-10-19.pdf
https://csumb.edu/finance/operations-support-and-innovation-/
mailto:osi@csumb.edu

Finance Data Warehouse
Upgrade

The CSU Chancellor’s Office announced that the current Finance
Data Warehouse (OBIEE) version will be migrated to Oracle
Analytics Cloud (OAC) version. The upgraded data warehouse
will go-live on Wednesday, November 16th,

Once the upgrade is completed, the CSUMB dashboard Finance Data
Warehouse link will be replaced with the new upgraded
link. All user defaults and saved customizations will copy over
to the upgraded version. We will update the campus with more
information when the change has been completed.

') California State University
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Finance Data Warehouse
Look and feel is slightly changing

80 m The California State University
m The California State University

S O e 5

A Asset management

_ . — ik

g (O nancaireponny (B Frvws aane \L/” Sponsored Programs ) !

3 r , ;
- . iyl - v @
- s o .

| e — LR

oLD New|Look

I sage Board - I YOU

Message Board - IWYYOU

®
#f\ California State University

- MONTEREY BAY




Finance Data Warehouse
Search Feature Enhanced

) Financial Reporting
Home Manage My Budget as of Period Financial Summary As of Period  Financial Summary Between Periol
The Search
feature on the

filters has
changed.

You can also start Q ]
a SearCh by typing ‘mcxa ue- ‘ .wh-r Val 660005 -5 Ic1r~
in the report filter e e iy OV

4 ReportFilters

660006

660008
»
Search

') California State University
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Finance Data Warehouse
Ignore the new “Apply” Button

8 Financial Reporting

Ignore)it!

@,(

') California State University
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Finance Data Warehouse

New Home Page Dashboard

Financial Reporti

Home  Manage My Budget as of Peciod  Financial Summary A Financ Financial Summary by Year  TralBalance t
Default Settings for ths Dashboard +]
3 ) 4 hsset Management

4 Financial Reporting

** All report Prox iters are Fdescr (Field + Description) **

& Financial Reporting

4 FIRMS GAAP

Report Index

alance avalable data based on a fimited number of fiters, including fund 4 LCD

5, pre-encumbrar

nage My Budget page defaultsto

e 50 (revenue) and account type 60 (expense).

5 of budget, &<tuals, encumbiances, pre-encumbrances, and balance avadable data based on a

410 aty account type of alinclusive for assets, abiltes, equity,revenue nd expense. For ¢

page s designed to produce reports of budget, actuals, encumbrances, pre-encumbrances, and balance avalable & 4

Sponsored Programs

id atributes.

dindicated in the fite, this pagy produce reports of budge or actudls based on & wide number of fittr

ichodet] 4 Transacton Inguiry

n be limited to ar

4 Trea Reporting

und, nclding all b

ta fund level t
Trial B
+ Trial Balance (6

balance repe

o) - Reportvithsix columns and vider selection of coumn seectors

mary amount ¢an b

Used for analyss in determining if a negative cash batance exists in specified SCO, CSU

Based on the period indicated in the filtr, this page reports the beginning fund balance, year-to-date revenue, year-to-date expense, and pr

ofects current fund balance based on a broad range of fiters, This report ca

85 chastfieds and the

5, stateand (S

ting per

¥4 Proplesott

ansactions for that yewr,

Labor Cost Distribution

Programs

BIIDW Message Board - IVl

= Trié Repo

\ California State University
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Finance Data Warehouse
Resources

1. CSU website
2. Refer OSI Website
3. Contact OSI Team at osi@csumb.edu

A California State University
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https://csyou.calstate.edu/Divisions-Orgs/bus-fin/it/BI-DO/CFSDW/Pages/default.aspx
https://csumb.edu/finance/operations-support-and-innovation
mailto:osi@csumb.edu

Venkat Paruchuru

Director, OSI
vparuchuru@csumb.edu

Meet Team OSI

W EEREREERE Marie Camacho
Senior OSI Analyst- Senior OSI Analyst-

Finance HR
msabanal@csumb.edu mcamacho@csumb.edu

Department Email

Camilia Lewis

OSI Analyst
cwebb@csumb.edu

\ California State University
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mailto:osi@csumb.edu

Questions??

A California State University
L@ﬁ MONTEREY BAY




Next BOF

01/18/2023
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Finance Office Hours

Accounting
Weekly on Fridays (11/18) at 10:30 a.m.
https://csumb.zoom.us/j/89857533776

Budget
Bi-weekly on Wednesdays (11/30) at 8:30 a.m.
https://csumb.zoom.us/j/83223800714

BSS
Bi-weekly on Thursdays (11/24) at 11:00 a.m.
meet.google.com/jbt-vrps-ofz

Please contact bof@csumb.edu for details.
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https://csumb.zoom.us/j/89857533776
https://csumb.zoom.us/j/83223800714
https://meet.google.com/jbt-vrps-ofz?hs=122&authuser=0
mailto:bof@csumb.edu

Questions??
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