
Agenda – CAPAC  
August 22, 2018 2-3:00 pm 
Room 312 LSC 
 
 

1. Sarah Roeder and Joe Donlay-Student Employment 
 
Sarah’s position is at the Career Center. Joe’s from the Office of Financial Aid (OFA). 
 
Student employment services recently took on a new model and the career center and the OFA now 
have a formal partnership. The career center will help with job postings, student supervisors, and 
working with students finding on campus employment. The OFA will retain HR payroll functions, student 
hourly and work study positions.  

 
Currently, OFA has 4 temporary staff working, with 1 dedicated employee. All are monitoring the OFA 
email for questions around Oracle and hiring/onboarding/paperwork. I-9 issues remain in HR, so contact 
the HR service center or records; payroll issues still got to HR service center as well. OFA currently has 
about a 2 day turnaround on Oracle approvals. 

 
If you have questions about student employment, call the career center, 970-491-5707. 

 
If you have questions or have Oracle concerns, email: OFApay@colostate.edu 
 
 
 

2. Becca McCarty, Emily Rogers-TMS Update Demo 
 
If you have questions, email oeo@colostate.edu or call them at: 1-5386. 
 
Emily and Becca presented some of the upgrades and changes in the updating TMS interface. Including, 
the change to toggle between hire and position is in the top left corner (3 dots), applicant tracking is 
now called hire, and there is a watch list in your Inbox. On the watch list you can see the status/current 
workflow state of a position. The showed how to use the saved search function.  
 
In general, they are working on training guides for infrequent users, updating training guides with new 
look, added more information to email templates, and have recorded training sessions in the “Training 
materials” link on the OEO website. Next spring, they anticipate offering more of the in class sessions for 
standard AP searches, creating open pools for NTT, and tenure track faculty. They are also working on a 
new part of website to have more advanced tips and tricks and user information. 
 
In the next month, there will be updates to the jobs.colostate.edu site. The site will have more info on 
the search process and why a search takes the amount of time it does and the site will be responsive to 
mobile and tablets. 
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3. Farrah Bustamante-Procurement Updates 
 

The new purchasing limits are conditionally approved, and there will be formal notification as to when 
the new limits are in effect. They will have to update Kuali and work on price reasonableness for items 
between $10-$50k. These limits will only be effective moving forward. Procurement will also work on 
sorting out change orders in regards to the new limits.  
 
Payment terms remain Net 30. Single use accounts are net 5. Performers can still get a check the day of 
their performance. Livestock will also have an exception, as procurement needs to pay the day of or day 
after purchased. As far as wires, they are working through guidance. 
 
Deposits/Prepayments, just a reminder procurement has to approve these, so please communicate 
with procurement first, only they can approve. 
 
DV’s. According to audit findings, CSU uses these more than we should. The limit is $5k per department, 
per fiscal year, per vendor. AP needs to approve anything over $5k and they will if there are valid 
exceptions. But, on many of these, the purchases should be put out to bid.  
 
If you have cylinders and are paying by DV, create a small PO, leave it open, invoice against the PO.  
Then the PO is in place. You can leave open with multiple lines for each account. 
 
Event Contracts for performers, catering, hotels, procurement needs more time. Get a requisition into 
the office sooner than later, 2 months is ideal. Need justification on why we selected the performer, 
why the venue, etc., so it’s important to get the requisition in queue. Have it as an open PO and be in 
communication with procurement and AP. 
 
Close/Void PO’s have some mishaps. Close/void PO’s for another department are being submitted.  
Going forward, procurement needs: the PO number, the vendor, the current dollar amount of the PO, if 
it’s a close or void action, and if vendor needs to be notified. 
 
Email procurement help desk for these: procurement_help_desk@colostate.edu 
 
If you know it’s the last invoice, then let AP know when you submit the invoice. AP will then close.  
 
What if a PO is sitting open for years? Usually procurement will say, the cost was only allocated for fiscal 
year, and the PO is past that, I’m sorry. Close the PO, no payment. 
 
Pcard Statements may be going away? The Pcard group is looking at getting away from monthly 
certifications. This will not include 53 account transactions. 
 
Problematic fields people are using in Kuali. Handout shows some examples. Put any note that needs to 
go to the vendor in the note section. Don’t mark “restricted”. Don’t put anything in the field entitled, 
“PO total cannot exceed”. Additional suggested vendor names, also don’t put anything in there. 
 
Uniform guidance – There are new thresholds as of July 1st.  Research purchases over $10,000 have to 
be bid for Federal Sponsored funds.  Per year/per vendor. No sole source under uniform guidance. From 
$10k to $250k – can get informal quotes.  
 



Next time: addresses in Kuali, a refresher/training. 
 

4. Grant Polzer-Accounts Payable  
 
With vendor set-ups, there are 2 new forms for PERA members. However, Grant has requested we hold 
off until he revises the procedures. When we hire a retiree from PERA/CSU or disclose they are a PERA 
employee, we have to pay 21.15% as a contribution to PERA. We did a good job on individuals after the 
last audit; but this time, when audited, there were issues with LLC’s, as PERA does an address match 
with sole proprietors and the retiree. The retiree net income is what gets contributed to PERA, so, for 
example, if their company receives $20k, but they pay out $15k to their employees, the $5k is what 
PERA will look for contributions on. 
 
In short, if you provide full information upfront regarding PERA and the vendor forms, it will help 
everyone out. 
 
If a foreign vendor, make sure to contact international people; that’s if you are using a 1042-S form. 
 
 
 
CAPAC Scheduled Meetings 
 
Wednesday, August 22, 2018          2:00 PM- 3:00 PM     Room 312 LSC 
Wednesday, September 26, 2018   2:00 PM- 3:00 PM     Room 308-10 LSC 
Wednesday, October 24, 2018        2:00 PM- 3:00 PM     Room 304-06 LSC 
Wednesday, November 28, 2018   2:00 PM- 3:00 PM     Room 308-10 LSC 
Wednesday, December 19, 2018    2:00 PM- 3:00 PM     Room 308-10 LSC 
Wednesday, January 23, 2019       2:00 PM- 3:00 PM     Room 308-10 LSC 
Wednesday, February 27, 2019     2:00 PM- 3:00 PM     Room 308-10 LSC 
Wednesday, March 27, 2019          2:00 PM- 3:00 PM     Room 308-10 LSC 
Wednesday, April 24, 2019            2:00 PM- 3:00 PM     Room 308-10 LSC 
Wednesday, May 22, 2019             2:00 PM- 3:00 PM     TBD 
Wednesday, June 19, 2019            2:00 PM- 3:00 PM     TBD 
 
 
 
Theresa Todd, Chair, Term ends June 30, 2020 
Theresa.todd@colostate.edu; 491-1357 
Alicia Armentrout, Co-Chair  
Alicia.armentrout@colostate.edu; 491-7948 
 
 
CAPAC Website Page  
http://capac.colostate.edu/ 
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