Agenda —CAPAC
May 17-2-3:00 pm
LSC 304-306

1) Farrah Bustamante- Procurement

Introduced New Procurement staff: Kristine Horejsi, Kelly Rainwater (PCARD)

Please get requisitions in as soon as possible. Procurement is short staffed on agents and requisitions
will take longer to process.

2) Telecommunication Updates - Jamie McCue

Heidi Friendrich is the new Service Orders and Billing Specialist.

Greg Redder is the new Associate Director of Networking and Telecomm.

VolP update on campus is in the final stages 1200 phones left to complete. Telecom will shut off
analog phone system at the end of the calendar year. It should be seamless.

Message waiting indicator light should be working now. If not working, call Telecom by dialing
zero.

If power is out VoiP office phones do not work. Life and safety phones will work.

Phone moves — Telecom must move all phones. Telecom updates the locations connected to
the phone for safety calls. Service order takes 3-5 days.

Billing — telecom bills do not need to be printed and routed any longer.

June bills will post by Monday, June 26™.

New billing system coming soon. Replacing the old system from 1992.

Cell phones — Wireless Watchdogs will provide support services, improve reporting and
management, billing optimization, expanded hours for emergency calls. The reporting is better
from Wireless Watchdogs than the Verizon portal. Cellphones will be ordered through Wireless
Watchdogs. Wireless Watchdogs will also manage pooled minutes. Telecom no longer
manages cell phones for the university.

Suggestion from group — the anonymous setup on VOIP phones will default back when updated.
The setting is not consistent. Could this be reviewed? Jamie will pass the information on.

Tip and Trick: Online Directory has a reverse phone lookup. The Lookup allows the phone
number to be entered and will return the person’s name associated with the number.

3) Independent Contractors-Proposed Pay Process, Approvals, New IC Form - Grant Polzer

See attachments with the meeting notes.

Complete Independent Contractor form for all services by sole proprietor or single member LLC
business. A form is Not needed for large corporations. There are no dollar limits around this
requirement. Complete requisitions for all services — which creates an open PO. If under $5000
routes and becomes APO.

The Independent Contractor form is updated to collect additional information. Please use the
new form.

Note: AP may approve vendor as independent contractor but this does not mean that
Procurement has approved the PO. That requires a separate approval as Procurement looks at
more than the Independent Contractor rules. Attach the IC to the requisition. SERX will route



through HS approval node. Easiest to have the Independent Contractor form on the requisition
rather on the vendor form. Plant funds will go through AP and address as needed on the 8XXX
object codes.

Suggestion from the CAPAC group: Have a dummy account to put open PO’s on so the financial
reports are not affected by the encumbrances.

No DV’s for services.

The CAPAC group is concerned about the time commitment to this and the burden to the
departments. Please send comments to Grant Polzer on how this will work for the campus
departments.

Suggestion from CAPAC Group- Put the approved scope of work with the vendor information to
eliminate some entry work for campus. For example, many departments may use the same
vendors for similar services. Grant is open to putting the approved work on vendor so people
can reuse the vendor without filling out the documents.

Object code 6633 is for professional development registration. Does this require a form for all
registration?

Pcard purchases do not require an Independent Contractor form.

4) FY17 Travel Accruals Process — Grant Polzer

All Travel Approval forms with end date of June 30" or before entered in the system, will have
the accruals created by Central Travel. Trips crossing June into July, must have the accrual done
by the department. Central accruals are for travel that ends June 30™.

Ghost Card transactions must be reviewed for accruals.

Travel Year-end Dates:

Ghost Card airfare must be purchased by Junel5th to post by year-end. Later purchases will
post to the new year.

Travel completed this year must be entered by June 30" .

July 1-7" enter additional accruals.

July 1°¢ is the first day for FY18 travel.

Accounts Payable Invoices are due July 5th by noon.

All DV’s due by July 5™ at noon.

5) BUS FIN Year-End Deadlines - Erin Mercurio
July 7t at noon is the campus deadline for journal entries.

Year-end forum set for June 5th.

6) Update on ACAdA- Advisory Committee for Administrative Applications Committee —Staci Folot
and/or Gabriele Engler

Reporting tool replacement: Solicitation and RFP for the tool is in the beginning stages. The RFP
Committee forming now. Demonstrations of the tools will be scheduled for campus later.



