UC San Diego

Enroliment Management Travel & Safety Onboarding: New Employee Checklist

1. View the EM Travel Policy Presentation and make note of any questions you may have.

2. Loginto Concur.ucsd.edu with your Active Directory credentials. Click here for detailed
instructions on how to log in to Concur. If you are unable to access Concur, please Submit a

Ticket to Budget and Finance Support - Budget & Finance.

3. Onceyou are logged into Concur, please follow the instructions provided in this 2 minute
video: How to add someone as your delegate. Add Sharon Lostracco-Johnson and (Autumn
Monteforte for Admissions, Estrella Zaragosa for Registrar or Kristen Higgins for FAS) as a
request and expense delegate and check all boxes.

4. Please take this 17 minute training T&E Card Program course and review this blink page before
our meeting UC San Diego Travel & Entertainment Card (ucsd.edu).

5. Register for the following UC Learning trainings here (trainings do not need to be completed
before we meet): Concur: Before You Go and Concur: Reporting Expenses.

6. You will need to know your employee ID for the T&E card agreement. Your employee ID can be
found on UCPath.ucsd.edu in the upper left corner of the page.

7. Review the EM Emergency Action Plan and make note of any questions you may have.

8. Fill out the Attestation for Driving personal vehicles form (Info will be sent in a separate email)

9. Request a name tag using this form: New EM Name Tag Order Form (google.com)

10. Once all of the above items have been completed, schedule a meeting with me here:
https://calendly.com/em-travel-support


https://ucsdcloud-my.sharepoint.com/personal/slostraccojohnson_ucsd_edu/_layouts/15/stream.aspx?id=%2Fpersonal%2Fslostraccojohnson%5Fucsd%5Fedu%2FDocuments%2FTravel%20Policy%20Recording%2Emp4&ga=1&referrer=StreamWebApp%2EWeb&referrerScenario=AddressBarCopied%2Eview%2E33885ebd%2Dde20%2D492b%2D98e8%2D7a9641067a76
http://concur.ucsd.edu
https://snqa.ucsd.edu/finance?id=kb_article_view&sysparm_article=KB0032034#:~:text=All%20UC%20San%20Diego%20employees,and%20other%20permissions%20in%20Concur
https://snqa.ucsd.edu/finance?id=kb_article_view&sysparm_article=KB0032034#:~:text=All%20UC%20San%20Diego%20employees,and%20other%20permissions%20in%20Concur
https://support.ucsd.edu/finance?id=sc_cat_item&sys_id=48a60e85dbbb8014dbd6f2b6af961999
https://support.ucsd.edu/finance?id=sc_cat_item&sys_id=48a60e85dbbb8014dbd6f2b6af961999
https://www.bing.com/videos/riverview/relatedvideo?&q=concur+ucsd+youtube&qft=+filterui%3avideoage-lt525600&mid=CEB58CE47558172FB33DCEB58CE47558172FB33D&&FORM=VRDGAR
https://uc.sumtotal.host/rcore/c/pillarRedirect?isDeepLink=1&relyingParty=LM&url=https%3A%2F%2Fuc.sumtotal.host%2Flearning%2Fcore%2Factivitydetails%2FViewActivityDetails%3FUserMode%3D0%26ActivityId%3D397248%26ClassUnderStruct%3DFalse%26CallerUrl%3D%2Flearning%2Flearner%2FHome%2FGoToPortal%3Fkey%3D0%26SearchCallerURL%3Dhttps%253A%252F%252Fuc.sumtotal.host%252Fcore%252FsearchRedirect%253FViewType%253DList%2526SearchText%253Dconcur%2526startRow%253D0%26SearchCallerID%3D2
https://blink.ucsd.edu/travel/travel-entertainment-card/index.html
https://uc.sumtotal.host/rcore/c/pillarRedirect?isDeepLink=1&relyingParty=LM&url=https%3A%2F%2Fuc.sumtotal.host%2Flearning%2Fcore%2Factivitydetails%2FViewActivityDetails%3FUserMode%3D0%26ActivityId%3D404372%26ClassUnderStruct%3DFalse%26CallerUrl%3D%2Flearning%2Flearner%2FHome%2FGoToPortal%3Fkey%3D0%26SearchCallerURL%3Dhttps%253A%252F%252Fuc.sumtotal.host%252Fcore%252FsearchRedirect%253FViewType%253DList%2526SearchText%253Dconcur%2526startRow%253D0%26SearchCallerID%3D2
https://uc.sumtotal.host/rcore/c/pillarRedirect?isDeepLink=1&relyingParty=LM&url=https%3A%2F%2Fuc.sumtotal.host%2Flearning%2Fcore%2Factivitydetails%2FViewActivityDetails%3FUserMode%3D0%26ActivityId%3D404374%26ClassUnderStruct%3DFalse%26CallerUrl%3D%2Flearning%2Flearner%2FHome%2FGoToPortal%3Fkey%3D0%26SearchCallerURL%3Dhttps%253A%252F%252Fuc.sumtotal.host%252Fcore%252FsearchRedirect%253FViewType%253DList%2526SearchText%253Dconcur%2526startRow%253D0%26SearchCallerID%3D2
https://ucpath.universityofcalifornia.edu/
https://docs.google.com/document/d/1o6o8v5QlZKjQI-GPGqPIDqpt7LSbvdsT/edit
https://docs.google.com/forms/d/e/1FAIpQLSfNPzJ7S4hGlyujv9TkcneFY68pcaow6yEIN4EqNx7L0NpuCg/viewform?vc=0&c=0&w=1&flr=0
https://calendly.com/em-travel-support

