
Minutes– CAPAC  

June 21, 2017 2-3:00 pm 

Rockwell Hall 119  

 

 

1) Demonstration of Reports – Allison Dineen 

Requesting input into the type of Demos the group would like to see. 

 One demo for the Technical It session 

 Demo for accounting interests-  

group/filter 

canned reports that departments can manipulate for their 

circumstances 

send other ideas to Allison Dineen 

 Demo for report creators 

 

 
2) Travel and Accounts Payable Updates / IC questions addressed  – Grant Polzer 

 

Independent Contractor process- took comments in and made a compromise in 

the process. 

 

Accounts Payable will do the approval of independent contractor at the vendor 

level.  W-9, sole proprietor, LLC will require independent contractor form. 

Drill into the vendor and the form will be attached on the vendor record. 

 

Attach the form to the requisition with scope of work. Make sure the vendor form 

is the newest form. 

 

Form available on the BFS AP website. 

 

Services require purchase order over $5000 before work is performed. 

 

Grant Polzer will send information on BUSFIN listserv with the new procedures.   

 

 

3) TimeClock Plus Q&A – Nick Cummings 

 

All hourly employees need a project or projects created for them on the new 

Time Clock Projects form in Oracle in order to clock in and out. 

 

You may send current Comp Time balances (as of July 1, 2017) in a spreadsheet 

with Assignment Number and Comp Time balance to hr_is@mail.colostate.edu if 

you want balances imported to TimeClock Plus. 

 

Departments may ask employees to create zero-leave sick/annual leave 

requests on the last day of the month to indicate that no leave was taken. 

mailto:hr_is@mail.colostate.edu


 

Employees cannot access the system yet, but all will be able to on June 24. 

 

4) SC FY18 Salaries – Joey Murphey 

 

Handout also on website. 

Across the board’ 1.75% base building salary increase for classified employees 

hired prior to July 1, 2017. 

 

Merit increase, based on an eligible employee’s performance rating and 

placement of the employee’s salary within the salary range (as of June 1, 2017).  

 

Quartiles 1-3, base building. 

 

Fourth quartile, one-time payment. 

 

New SC employees hired on or after the first working day in January are usually 

not eligible for performance/merit salary adjustments. 

Job class pay ranges (position min-max) adjusted upward 2.2% for FY18. 

 

State Classified hourly information sent out later than regular salary information (I 

believe this information was sent last week – week ending 7/21).  Some hourly 

employees could be owed a one-time payment for merit, and the calculation 

includes total hours in the fiscal year.  Cannot update hourly information until 

after the last hourly pay period’s payroll has been run for the fiscal year.  

Last hourly pay period ended 6/23  - ran 6/29.  Information entered in July. 

 

 

 

 

5) Student Employment Services – Student Employees Job Titles Updates – Jenny 

Leigh Adler 

 

Student Employee payscale- is being updated.   

Job categories - will reduce the categories with min-max. 

 

Create own department policy for our programs and the raise policies.  

Steps are gone but department can create steps.  Also can create internal 

working titles.  

 

Suggestion for an option similar to coordinator for the jobs that don’t fall within 

specific category description.  Another suggested category for professional 



services. Also suggested with Vet student category.  Change Student Lab to 

Student Research.  

 

Send feedback to Student Employment by the end of the month.  Planning on 

rolling it out for fall semester. 

 

6) Update on ACAdA – Advisory Committee for Administrative Applications 

Committee - Staci Folot and/or Gabriele Engler 

a. The latest on eThority replacement? 

 

 

 

 

 

 

Sherry Yost, Chair 

Sherry.Yost@colostate.edu; 491-3247 

Theresa Todd, Co-Chair 

Theresa.Todd@colostate.edu; 491-1357 

 

CAPAC Website Page  

http://capac.colostate.edu/  

 

Subscribe to CAPAC ListServ 

To subscribe to our ListSrv, go to this URL, fill in your email address and name, and click 

“Subscribe”. 
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