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Group Portal

* One stop shop for all your Staff RCO needs
« All Staff RCOs have access

» Groups.ucsf.edu or through MyAccess
 Activating a Group Portal Account = Log

In once

A Home
B Feeds

E8 Directory

22 My Groups

& My Events

B My Meetings

@ My Involvement
=] My Surveys/Form
N My Workflows

@ More

11



Group Portal -
Events

General Info

All events, v
virtual must
officer in Gr
section two

*Events nc
may not be
equipment
By creating
*  Reques
 Reserv
Areas

e Submit

On-campus
through the

When mark
media posti
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Group Portal -
INCORRECT PO!
Events

Proper marketing guidelines at
UCSF

will not use the
name of the

University of @Crochet Club
California, San 2
Francisco or General Meetlng

abbreviation
thereof as a part of

To ensure UCSF policies are met  [iysipuny
surrounding your event’s marketing |
material, whether through physical
or online postings, please refer to
UCSF Policy 250-13: Use of
University Name, Seal, Logo and x
Brand Identity

oQvy

¥ 132.185 likes
@UCSFcrochetclub
Come to our event!
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Group Portal -
Events

Disclaimer Language

Please adc
any and al
for Staff Gi
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« Article
« Social

14



 (Classroom

 Reserv

slide fo

Grou P Portal - « Conferenc
Campus”)

EventS « Faculty
Space Reservations « Lange
*  Millber

Center

« Missior

Confer

15



Group Portal -
Events

Potential Additional Fees

ETS (Educ
e ETS Fe
o Te

live

* Equipn
rentals
rentals

Facilities ¢
chairs, anc

o Classr
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o Room
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completing
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Group Portal -

Events

Event Reservations for Classroom

Spaces

rx  Each ac
o Fall
e Win
e Spri
e Sun

(subjec




Group Portal -

Events

Steps for Submitting Event
Request

Video on How To Submit Event:

https://player.vimeo.com/video/351696
374

To submit an «

Login to G
Navigate t
Click on “E
Click on “C

Click on “C
location se
Special Us

Fill out eac
on “Submi
Space
review.
please
availab

« Group
page -
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Group Portal -
Events

Private Events

 |If you wish

private, ple
submitting

 Please allo
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Group Portal -
Events

Accessibility Considerations

Review the
« https://

Venue (ace
and acces
Interpreter

Food (aller

Presentatic
describe v

Marketing

statement)
UCSF
reasona

because
at [even
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 Review the

material:
Group Portal - : Lese
Events "

Sustainability — Green Events - Apply for 2
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Group Portal -
Events

Cancellations

If you wish
the event r

To cancel
StaffRCO(

Depending
on charge:
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Group Portal -

Events
Event Liability

Most on-c:
University
the activiti
activities a
will be reqt
through Cs

RCO even
by the Uniy
able to pur
Connexior

For any RC
each partic
collect anc
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* Most Plea

Group

— « Manag

Gro_u!o Por_tal ' Mg
Training Videos . Rerew
How-To Videos e Submit

**Iincludes how
sale requests
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Purchasing
Guidelines

Funding Budget

Eligible Exper

All expens
procedure
o Gift Ce
CLS C

Ineligible Expe

Alcohol

Payments
students

Parking fe

27



Purchasing

Guidelines
PO Request Form

 All purchases for RCO groups must be submitted through
Staff RCO Request Form - Click here.

» Requests should be submitted at least 7-10 business
before your expected date

» For Request Type — Select the request type you wish t
submit.

» For Reimbursements, please email StaffRCO@ucst.ec
for approval before making any purchases.
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Funding and . All purcha

. Life Servic
PUfChﬂSlng « All purcha:

Guidelines card

General Info « No reimbu

B S e e L il approved |
| .}‘ b - : ; e Pl

e Please
approv
reimbu

 Note: If
there is
proces
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Purchasing
Guidelines

Honorariums

Type of ac

Speciz
conce
« Short-
guest
* A spe:
 Appra
profes
The followi
honorariur
Organizatic
« UC fac
Honorariun

Bearbuy —
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Purchasing
Guidelines

How to Make a Purchase When
Vendor IS in Bearbuy

. Obtain quote/prt

accepts Purcha:

. Submit a reques

quote. CLS Adr
(PO).

. Supply Chain M;

and CLS Admin
issued. *Note: V
how to register f
payment).

. Vendor to submi

goods/services |
communicate wi
to submit for pay

*Do not open
processed by
supply (gener
purchases ca
Admin.
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Funding and
Purchasing
Guidelines

How to Make a Purchase When
Vendor IS NOT in Bearbuy

1.

Email StaffRCO(
as the vendor na
up in BearBuy a
the UCSF Suppl

Obtain a quote f

Provide the quot
request with you
2 before this suk

Supply Chain M:
will relay the PO:
o *Vendor will ¢
reqgister for Ti

Your vendor will
once goods & s

Important: Please b
Is the only method t
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Purchasing
Guidelines

Process for Honoraria Requests

Guest speakers n
gain approval befc
to be submitted 4

1. UCSF Supple

Please provid
onthe CLS P

2. The date(s) a

3. Flyer or annot
invitation lette

4. Attach all doc

Note: Honorarium
above steps are fc
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Purchasing

Guidelines
America To Go and Moffitt Catering

America To Go can be found in BearBuy

Go to America To Go sections to see the
menus

Fill out CLS Procurement Form (slide 24)

Make sure to include accurate building,
address, room number, time, date, etc.
in Delivery Instructions

* Need Onsite Contact name and number

» Attach screenshot of what you want to purchase

Welcom

UCsE

o July 2022

Seact Date and Time
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Funding and Purchasing
Guidelines

America To Go
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« All Staff RC

Funding and 'ypes of e

. * ultura
Purchasing . Atistic
Guidelines L rroles

 Recruit

Eligible Expenses . Organi
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Fundraising
Guidelines

Staff RCO Groups cannot
funding could not be used

Giving Form Link - Click H

o *Note: Only one Dep

indicate which groug
o Gift Transmittal Form
o Donor Benefit: All gi
o Gift Tax: ~10% total

ldentify a Staff RCO Office
individual or these individu
with this fundraiser.

*Note: The reimbursement
raised by the Staff RCO Gi

If the original upfront costs
their losses.

The funds raised at an eve
event or fundraiser itis bei

If Fundraiser is < $5k: the -
money as outlined in the C
collection or distribution of
Member facilitating.

If Fundraiser is >$5k: Plea:
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Funding and
Purchasing

Guidelines
Learn the Lingo 101

PO = Purcl
P-Card = (
COA (Chal
Payment Ir
Quote = Es

Require
Invoice = C

BearBuy =
for purchas

Transcepte
portal

Honorariur
individual's
distinguish
setting a fi;
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Unfortunat
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will be sen
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Final Renr




Campus Policies

Please review all polici
including but not limite

RCO

Educational Techn

University of Califo
Organizations, and

Use of University N

Alcohol Policy

Fundraising Guidel
Fire Marshall Guide
EH&S Guidelines ft

Requesting an Hor

Meeting and Enter:

Advocacy Guidelin
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Every Staff RCO
should be aware

Any RCO that does
registration, event r

You may not get reir
funding sources wit
days notice needed
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Questic

If you have any questions regarding
reach out to Arts and Events, who is
your Staff RCO.

StaffRCO@ucsf.
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