Minutes — CAPAC
November 16 — 2-3:00 pm
Rockwell Room 119

1. Update on Data Distribution Advisory Committee - Staci Folot and Gabiriele
Engler

a. IS has created a workflow developer position in addition to two other
positions. They interviewed 19 people in the first round the first week of
November.

b. Request for Funding form has been submitted again for a Reporting Tool.
This pricing is lower and a model for departments to pay for licenses for
their staff needing access to data has been recommended.

c. The Data governance committee has created a policy and it is being
forwarded to Dr. Burns.

2. Farah Bustamante — Adrian LaRue is moving into a purchasing agent role
effective December 1, 2016.

3. Erin Mercurio — Reminder that Kuali docs need to be saved as a pdf for
attachment. Sole Source docs need to remain in Word format per procurement.

4. HR Updates —and Student Employment Process Changes — Chelsey Lane
Nick, Chelsey, and Annette gave a demo. The new electronic Equifax Electronic
Form |-9 and SSA-1945 System will allow departments to begin the new hire/rehire
paperwork once the background check is complete and official offer letter has
been accepted. HR Liaisons or Hiring Managers will send the new/rehired
employee a link for Section 1 of the I-9 and the SSA-1945 completion. The
employee should complete section 1 by the first day of hire. The HR Liaison or
Hiring Manager will complete Section 2 electronically through the Equifax system.
New hires/rehires are still required to present the original supporting documents
to the HR Liaison or Hiring Manager within three days of hire. Copies of supporting
documents will no longer be required. The targeted live date is Jan 1, 2017.
Questions were taken and further discussion about paper to electronic transition
was held. A webinar is planned for December 7, 2016. There will be guides and
additional information on the HR website.

5. HR Updates - FLSA TimeClock Plus Electronic Time Sheet Status — Nick Cummings
The project officially kicked off last week. All the modules (time tracking, comp
time tracking, and leave management) need to be configured at once instead
of on a systematic basis. The expected pilot group will be using the system in
February, with a planned University roll out in April for the time and comp time
tracking. The University-wide leave management module is expected to go live
by July. In the meantime, paper time sheets or existing electronic time and
attendance systems will need to be utilized to track time for non-exempt
employees. Questions were taken and further discussion was held. The retention



policy is 6 years for time sheets. Scanned documents can be retained according
but only according to ACNS guidelines.
(Per the CSU Help Desk: CSU has a policy library located on this site:
http://policylibrary.colostate.edu/

| found two policies that may be applicable to you. A policy on retention of student records:
http://policylibrary.colostate.edu/policy.aspx?id=735

and a policy on record retention (non-student records):
http://policylibrary.colostate.edu/policy.aspx?id=537)

6. Jenny Leigh Adler, Student Employment Services, Office of Financial Aid
advertised a Financial Aid Conference event occurring December 8, 2016. She
asked all to watch their email and encouraged people to attend the work-study
presentation.

7. General Consensus — No Meeting in December
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