
Minutes – CAPAC  
February 28, 2018 2-3:30 pm 

Room 308-10 LSC 

 
(1) Farrah Bustamante - 

a. Payment Terms 
Payment Terms are net 30 from the invoice date. This is the standard procedure with 
CSU.   
 

b. New Vendor Set-up Process – Procurement and AP 
The Vendor format on KFS will need the section filled out for small business such as 
woman owned, etc.  This tab had not been used in the past but will be used going 
forward.   
 

c. Procurement Staffing Changes 
Procurement is currently short-staffed.  Please be aware of the lead-time for an 
important purchase, as it will take longer to work through the system with the resource 
shortage. 
 

d. Small Business Program 
Procurement is developing a robust program.   Adrienne LaRue has been assigned as a 
full time Small Business Administrator.   Her Purchasing Agent duties will be distributed 
among the other Purchase Agents. 
 

e. Procurement Rules Revisions 
The new rule revisions are not formally approved yet through the Policy Office.  There 
will be new purchasing levels: 

1. 1 – 10,000     Automatic approvals  
2. $10,000 to $50,000    Purchasing Agent Discretion 
3. $50,000 to $500,000    Documented Quote 
4. $500,000 +     RFP 

Federal rules for Grants have different rules and 53 account purchases will need to be 
monitored to make sure the amounts are following the correct limits. 
 

(2) Salary Correction PPDAS – David Schmidt 
All changes to PPDA’s of 53 accounts should be sent to OSP. The justification section 
must be filled with strong reason statements.  The standard wording is not enough to 
pass through the audit process. 

 
(3) Conflict of Interest Changes and Update – Brad Woods and Carolyn Broccardo 

Routing has been improved.  If there is no conflict, the COI form will auto approve past 
the Department Chair approval.  If there is a conflict, the Department Chair/Director will 
still need to approve. 
 
Department Chairs – Must manually add an adhoc routing to their own supervisor for 
approval. 
 

 



(4) Reporting Tool Funding – Bob Engmark 
a. INFO Builders (Web Focus) will be the new BI tool.  The timeline is for the system to be 

live on July 1st.   Information Systems is contributing a license per department, units will 
need to purchase additional licenses if needed.  A training class is being developed by 
Fran Campagna.  In addition, internal department power users will be trained for their 
Colleges and Units. 

b. EThority will remain in place until June 2019.   The server is at end of life.  Should the 
server go down in the next 18 months, the software will not be transferred to new 
equipment. 

 
 

(5) Budget Office Updates – Cheyenne Hall 
Cheyenne wanted to remind all to look at Office of Budget website to track the dates the 
following items will be due: 

a. Salary Raise Exercise 
b. Revised and Projected Budgets 
c. Figure Setting and Budget Assumption 
d. Salary/Control/Raise Base Graphs  

 
 

(6) TELECOM – Jamie McCune 
Telecom is finishing the VOIP upgrade and will be turning off the analog phones soon.  They are 
not expecting that many are live phone lines.  However, if one is still being used, the phone can 
be set back up very quickly. 
 

(7) Tip to group – Scheduling Software – When to Work – Sherry Yost 
We use it to schedule all of our customer service staff – regular and student staff, their days off, 
sick, annual leave. It’s only $200 a year and it works well; there are a few annoyances.”  If 
anyone is interested, here is the link for a free 30 Day Free Trial.” 
https://www.whentowork.com/free-
trial.htm?adid=adwords|when%20to%20work%20com|p|g|c&gclid=EAIaIQobChMIpOP-
0uiq2QIVV7XACh3gkwgaEAAYASAAEgIq5_D_BwE  
I think Dining Services uses a “restaurant software – Hot Schedule 
https://www.hotschedules.com/  
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Sherry Yost, Chair, Term ends June 30, 2018 

Sherry.Yost@colostate.edu; 491-3247 

Theresa Todd, Co-Chair becomes Chair as of July 1, 2018 
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Theresa.Todd@colostate.edu; 491-1357 

New Co-Chair needed beginning July 1, 2018 – 2-year term; then Chair for 2-year term 

 

CAPAC Website Page  

http://capac.colostate.edu/  

 

Subscribe or Unsubscribe to CAPAC ListServ 

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

“Subscribe”. If any individuals request to subscribe to a list, they must click the “I am not 

a robot” button. 
To unsubscribe, scroll further down on the page, fill in your email address and name, and 

click “Unsubscribe”. 
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