
WELCOME 
TO CBS2

o How to submit requests

o Notifications & tracking

o Tips

o Questions

OVERVIEW OF CBS2 SERVICES



SHARED SERVICES AVAILABLE TO SSHA

o Memberships, sponsorships, 
promotional items, gift cards

o Publishing & transcription 
fees

o Catering, guest lodging,   
speakers/performers,    
honorariums 

o Services/independent     
contractors

o FedEx labels, phones, 
software

o Invoice processing

o New vendor setup 

o Travel reservations

o Travel & entertainment reimbursements

Purchasing & non-travel reimbursements:







Upload files

Asterisks are required, but 
include as much as 
possible to enhance 
processing efficiency 

“Why” (not “what”)



SERVICENOW
NOTIFICATIONS

Confirmation of 
submission:

o RITM# at top of 
screen (scroll up)

o System generated 
E-mail to requestor



SERVICENOW
NOTIFICATIONS

Comments added:

o Informational or 
call to action

o ACT-staff 
generated

o Scroll down

o Reply all





What’s next?
◦ ACT seeks SSHA Financial funding approval and process request

◦ ACT updates requester when appropriate

◦ Deliveries are handled within SSHA; returns by ACT

“My Orders” shows all your past requests



o Check BobcatBuy for 
supplies/equipment and 
Amazon orders

o Reimbursed items become 
property of UC Merced

o Travel reimbursements should 
have all details of travel from 
beginning to end.

Reminders and Questions
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