Coding of Coronavirus Expenses in Concur, Husky Buy and KFS

UConn Storrs and Regionals only:

Updated March 17, 2020

Over the next several weeks UConn will be incurring unusual expenses attributable to Coronavirus. Itis
important that departments add additional identifiers to Travel, e-docs, Requisitions, and Purchase
Orders for these expenses directly associated with the prevention of COVID-19. Some of the types of
expenses that we would consider to be unusual:

Non-refundable Travel Costs because of Coronavirus

Purchasing of equipment to work remotely (Computers, cables, iPads, etc.)

Purchase of office and research supplies as a result of Coronavirus

Purchase of additional cleaning materials to clean offices, bathrooms, doors, etc.
Additional services needed from UConn vendors for facility services and housekeeping
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This list is not all inclusive and ask yourself if the expense you are incurring is a normal expense or
because of the current situation with Coronavirus.

Please follow these instructions when coding your expenses:
CONCUR:

In Concur, add the following identifier COVID19 to this field

Expense Center
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%+ Most Visited ) Getting Started @ Airfare History Charts: ...

fow e &

uskyBuy test site ) Fishing Info - Prince o... € Concur production

ultasp

© & hitpsy/www.concursolutions.com/Expense/Client/defa

2 Average Domestic Air.. 8 KFSandKFDM _J Huskybuy Login 8 Launch Service [T 48

SAPConcur[€] | Reauests  Travel | Ewpense  Approvals  Reporiing - Apg/Center

ViewTransactions ~ Process Reports

Manage Expenses

] | Dater Expense Type Amount Requested
Departure Airport

Adding New Expense

Sub-Object Code Froject Code *

TOTAL AMOUNT TOTAL REQUESTED

$0.00 $0.00




Husky Buy:

In Husky Buy, add the following identifier COVID19 to this field:

J Accounting Codes - Draft Req X
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£* Most Visited () Getting Started @ Airfare History Charts:

Y e @HUSKYBUY

Orders Search Search Documents w Accounting Cod
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https://solutions.sdquest.com/apps/Ro

D Average Domestic Air... ) KFSand KFDM  J Huskybuy Legin €8 Launch Service IT HuskyBuy testsite (%) Fishing Info - Prince o... ) Concur production

2610w 400.00 U

- Draft Requisition

shop

T Orders

4) Return to shopping cart %) Continue Shopping

 Contracts

— dh Almost ready to go! The list below needs to be addressed before the request caf be submitted.

* Required field: Account
® Required field: Object Code

Requisition PR Approvals PO Preview Comments Attachments History
2 e

Summary  Shipping  Accounting Codes  Supplier Info
Hide value descriptions
ccounting Codes ?

These ol apply T lines unless specified by line item
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Chart Account Sub-Account Object Code Sub-Object Project Org Ref ID Bank Account
Supervisor
uc
e © Required © Required
field field
For selected line items | Add to Favorites

Airgas In¢ moreinfo
Airgas Inc
Airgas USA, 259 N Radnor Chester Road Suite 100, Radnor, PA 19108 US

Product Description Catalog No Size / Packaging Unit Price ‘Quantity Ext. Price [

Disbursement Voucher 1]  moreinfo... m}

DISBURSEMENT VOUCHER 400.00 1 400.00 USD

1 Payment Details

Codes (same as header)

Supplier subtotal 40000 USD

@® Menu Search




Kuali Financial Systems:

In KFS, add the following identifier COVID19 to this field:

SO Kuaii Portal Index
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Enclosure
[ special Handiing
Vi-S/W-BBEN Completed

L0 exception Attached
Immediate Payment Indicatar: No.

Payment Type: | Othet Considerations:

* Invoice Number: | Invaice Date: =]

usage: | Invoice Received Date: =]

* Payment Method: [P - Check/ACH |~ * Documentation Lacation Code: [F - 01 <] '™

Check Stub Text:

Source srpot s
* Chart * Account Sub-Account * Object Sub-0) Project Org Ref 1d * Amount Actions.
A A

add: Line Description

Contact Information ~ hige.

Contact Information

* Contact Name: fisren, Danel
* Phone Number: 550486 1654

Email Address: el samen Guconn. i
Campus Code: 01 - Storrs

Special Handling »show

Nonresident Alien Tax vabow]  \
Wire Tram ¥ show. .‘.
Foreign Draft vahow]
Non-Employee Travel Expense b show \
Pre-Paid Travel Expenses. » show. \
¥ show "\
General Ledger Pending Entries psow]|
Notes and Attachments (0) ¥ show
Ad Hoc Recipients »sow

For items purchased and already posted to KFS:

If you have already purchased an item or service related to COVID-19 and it has posted to KFS, please
complete an IAA (Intra-Account Adjustment) edoc to update the Project field.

Need additional help? We are here to help you:

Kuali Financial Systems - KFS
Lori-Anne Hansen — Associate Controller
Lori-anne.hansen@uconn.edu

Husky Buy
Nancy Patrylak — Procurement Manager
Nancy.patrylak@uconn.edu

Concur — Travel
Dan Warren — Director
Daniel.warren@uconn.edu
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