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Department of Music Fiscal Team

The Department of Music Fiscal Team is here to help!

Travel & Research Grants
Reimbursements

Payroll

Triton Print & Digital Media

Email Accounts

Business Systems Account Issues



Departmental Travel & Research Grants

The Department MAY offer travel and research grants.

The Graduate Student Advisor will send out a call for

applications via email. It is your responsibility to check your
UCSD email.

Travel or research grants may be paid as a stipend. Stipend
income is considered taxable income, however, UCSD may
not withhold taxes. It is your responsibility to report taxable REaEEEEEE
payments to the IRS. e




Graduate Travel & Research Grants

Limited amount of funding is available to support graduate students with travel
expenses related to their professional development.

Eligibility Criteria

Must be enrolled full time

Registered during the grant period

Within the graduate time limits for support
In good academic standing

Applications and Travel & Research Grant Policy are on the Music intranet web portal!



https://music-cms.ucsd.edu/intranet/forms/graduate_travel_research.html
https://music-cms.ucsd.edu/_files/grad/Policy%20for%20Graduate%20Student%20Travel%20and%20Research%20Grant%20Funding.pdf

Graduate Travel & Research Grants -

Policy Highlights

Maximum amounts per Student

e $750 for domestic travel

e $1500 for international travel

e No more than $1500 to a given student in one
academic year

e 54500 per student during the entire course of their
graduate study ($1500 for M.A. only students)




Graduate Travel & Research Grants -

Important Things to Remember

Keep Your Receipts!

e Allrelated expenses must be budgeted for in advance

e Applicable expenses include travel costs, lodging, and
conference fees (but no meals)

e Receipts are required in order to receive a stipend

e Send receipts to the fiscal team after travel is completed

e Stipends are processed after travel has been completed




Additional Funding or Grants

Funding or Grants from other Departments
If you received funding or grants from other departments or schools, please inform the
fiscal team. Send the fiscal team related award documents or email correspondences.

This is important since your fiscal team may need to help coordinate the transfer of
funds or take various actions to make sure you receive the award or reimbursement.

If you don't keep your fiscal team in the loop, there could be delays in your award
payment or reimbursement.



Reimbursements - Concur

Concur is UC San Diego’s travel and expense system. Some awards or
reimbursements will need to be processed in Concur.

SAP Concur [¢] Profile ~

Add your Fiscal Staff as your Request
and Expense Delegates!

e Add aDelegate Guide

e Make sure to use our ucsd emails!
(mipineda@ucsd.edu and
orochelle@ucsd.edu)

Profile Personal Information Change Password System Settings Concur Mobile Registration Travel Vacation Reassignment

—
Your Information

Personal Information
Company Information
Contact Information
Email Addresses
Emergency Contact
Credit Cards

Travel Settings
Travel Preferences
International Travel
Frequent-Traveler Programs
Assistants/Arrangers

Request Information
Request Preferences
Request Approvers
Favorite Attendees

Expense Settings

Expense Information

Expense Delegates

Expense Preferences

Expense Approvers
Favorite Attendees

Profile Options

Select one of the following to customize your user profile.

Personal Information
Your home address and emergency contact information.

Company Information
Your company name and business address or your remote
location address.

Credit Card Information
You can store your credit card information here so you don't
have to re-enter it each time you purchase an item or service.

E-Receipt Activation
Enable e-receipts to automatically receive electronic receipts
from participating vendors.

Travel Vacation Reassignment
Going to be out of the office? Configure your backup travel
manager.

Request Preferences

Select the options that define when you receive email
notifications. Prompts are pages that appear when you select
a certain action, such as Submit or Print.

Change Password
Change your password.


https://support.ucsd.edu/services?id=kb_article_view&sys_kb_id=e68f8ba51b513950e993a9f6624bcb6c
mailto:mipineda@ucsd.edu
mailto:orochelle@ucsd.edu
https://blink.ucsd.edu/travel/concur/index.html

Payroll - UCPath

UCPath is the University of California system-wide payroll, benefits, human
resources, and academic personnel system.

You can...

Update personal information

View your earnings and tax statements
Enroll in direct deposit at

And much more!



https://ucpath.ucsd.edu/about/students.html#How-to-enroll-in-Direct-Deposit
https://ucpath.ucsd.edu/about/students.html

Triton Print & Digital Media

Triton Print & Digital Media provides campus customers a variety of printing
services, including online ordering, large-format printing, business cards,
stationery and digital publishing.

UC SAN DIEGO DOCUMENT SPECIALISTS

Supporting the UC San Diego community by supplying state-of-the art
print services, equipment and technology. We provide relevant, sustainable

— 1 1 lutions while maintaining a rep ion for quality, convenience and
. We a St u d e nt P r I nt I n resp i in support of the university’s mission and vision.
[ TrItO N P rI nt C onnect Please Login or Register to Continue

Locations:

Campus Service Complex - Building A

Gilman Service Center - (1st floor Gilman Parking Structure) Hours:

Ph. 858-534-3020 Monday-Friday 8:00am - 4:30pm



https://blink.ucsd.edu/facilities/tritonprint/wepa.html
https://ucsdimprints.myprintdesk.net/DSF/SmartStore.aspx?6xni2of2cF2gL05u6lNHBp6AwVlPfgDQIgaPc5Cokq4RKYVvn2cx3C2V0adSszgU#!/Storefront
https://blink.ucsd.edu/facilities/tritonprint/index.html

Email Accounts

You will have two Active Directory email accounts - one for student status
and one for employment.

Please remember that your employment email will be necessary for
employment related purposes.

In the first week of October, be on the lookout for an email “UCSD Employee
Account Information” and follow the instructions as soon as possible.



Business System Account Issues

Contact Olivia Rochelle and Trevor Henthorn regarding email or business
systems account issues.

Business Systems Account Locks when...

e There are too many failed login attempts
e The account hasn't been used in a while (10 weeks)

Make sure you can log into your business systems account in advance of
important deadlines (ex. EGrades).



Important Resources & Links

The Department of Music Intranet page holds important resources and links
including request forms, policies and information.

Request Forms

Policies

Graduate Student Handbook
Info for Graduate Students
Publicity and Promotions
And more!

Music Intranet - For Graduate Students

_j% SR Below are some common links for Graduate Students.

&

: aAe Z

" A .3*‘- R For a complete list of forms, see the request forms page.
sl

The below fees will be assessed to a student's Tritonlink account. Stud arer ible for checking their Tritonlink
account for the below fees to avoid delinquency.

« Doctoral advancement to candidacy ($50)
« Master’s thesis submission fee ($25)

« Filing fee in lieu of registration ($188)

« Re-admit Fee ($120)

Once the appropriate form is submitted to the Graduate Division, the corresponding fee will be charged directly to the
student’s financial TritonLink account.
"\_ Department of Music Graduate Student Handbook

Enrollment and Registration Deadlines 2022-23

Information on Parking and Commuting

* U-Pass Program (Free for Grads)



https://music-cms.ucsd.edu/intranet/for_graduate_students.html
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