Administrative Managers Group
(ADMAN)
Board of Directors Meeting
Minutes
July 20, 2017, 3:00 – 5:00 pm
Robert Mondavi Institute, Room 1207

[bookmark: _GoBack]Members in attendance: Jennifer Radke, Carlos Garcia, Teri Sugai, Brenda Scalzi, Megan Villasenor, Amanda Steidlmayer, Julienne DeGeyter, Cynthia Roberts, Gladis Lopez-Lytle, Rosemary Martin Ocampo, Lourdes Gomez, Linda Potoski, Steven Wells, Lisa Gaby, Mike Kuhner, Kelly Gilmore, Jennifer Thompson, Andrey Furmuzan, Annemarie Seed, Tracy Lade, Julie Hirota, BreAnda Northcutt

Welcome New ADMAN Members:
· Jennifer Rossi – Cell Biology & Human Anatomy: Med
· Jessica Lewis – Letters & Science Deans’ Office
· Demetria Kelly – Genome Center

Introductions
1. Approval of May & June meeting minutes					3:00 – 3:05 pm
Approved

2. New Solutions and e-invoicing application					3:05– 3:25 pm
Lia Scott
 Associate Director, SCM Technology & Support Group 
Supply Chain Management
Jennifer Thompson

Michael Kuhner



Contracting Services, A/P and Distribution Services are under one umbrella now called “UC Davis Supply Chain Management”
System Process and Updates

Travel & Entertainment
· DS – MyTravel has been retired, receipts are now in DS 316
· Report # 421-Unreconciled CTS Expense Report will soon be available
· If the Billing ID field is left blank and you do not have a chart/account, you will get a warning in AggieTravel.  Please add your billing IDs
· This is just a warning, users will be able to continue, but the billing ID or Chart account is needed.  Mike is looking for feedback from users if this should be a warning or a stop.
· Refer to the AggieTravel “Get Started” reference page that was released when AggieService went live 
· Policy for airline payments, any payments to airlines should have a receipt, e.g., seat changes, airfare, baggage charges.  Mike is looking to clarify requirement with AMAS and UCOP
· Basic economy fare are usually $5-$15 less, but do not allow luggage, etc., you would pay more to add extra’s, Travel Council removed those fares from CTS. Airlines are being deceptive in what is not included in those fares. Advice from Travel Accounting is to not book Basic Economy fares.



Projects
Transcepta Invoicing service
· Vendor acts as an intermediary between our suppliers and our financial services
· Illustration of process – see presentation for more details of the workflow
· Pilot List of 18 suppliers to start with, these account for 14k invoices that are now manually entered. Piloting with suppliers who have high volume of invoices
· More vendors to be added over time
· This service mainly for purchases for suppliers who are not in AggieBuy, AggieBuy invoicing is already electronic
· Transcepta has access to PO data, validate invoice against PO
· No cost to departments or suppliers
· You will manage this the same way you manage a PREQ, think very carefully before cancelling, some changes can be made via a manual process
· Transcepta does a line by line comparison with PO, unless you have 2 identical POs, there is little chance of error
· UCSD been using this for 7 years, other campus adopted later
· If you specialize in confirming orders where there is no PO, it will be rejected
· Make sure you have a PO number before getting goods from suppliers
· Participating vendors understand they need to include the PO number
· Timeline for first phase – late August
· The process for onboarding new vendors/suppliers is not yet known (very quickly has not been defined)
· Supplier onboarding tool – reduce turnaround time for activation
· PaymentWorks – cloud based supplier onboarding tool, integrated KFS, targeted for late fall/early winter quarter
· All types of suppliers
· Outbound Shipping Tool – replace FedEx
· Support for multiple shippers, meets 90% of shipping needs, the other 10% will be items you probably can’t ship yourself
· Currently in the process of reviewing 2 finalists for a solution, both are very nice
· Asks questions and provides guidance on compliance in shipping
· Targeted roll outs – see presentation

· Other Updates
· Travel Card Forum July 25 August 31, August 16th at UCD Health
· Apple coming soon in AggieBuy
· Amazon is in discussion, been in discussion for some time, no date y
3. APIS - A/P Invoicing								3:25 – 3:40 pm
Megan Villasenor
Acting Executive Director, Shared Services Center
Robert Jahn
Interim Finance Manager, Shared Services Center






APIS
· APIS Letter was sent to the Assistant Deans from Kelly Ratliff, with draft onboarding schedule
· If you haven’t been contacted for onboarding, you will hear soon. Departments can be brought on sooner than the schedule
· APIS New Partner Guide (see above), includes information such as: What is APIS, Why Now, Getting Started, Reminders to ensure timely processing and a simple workflow chart
· College of Engineering went live and working with the SSC, created an internal process and developed best practices.  Bob met with them prior to implementation, answered questions, follow up meetings as well 
· Onboarding process: meet with client department to learn more about their unique issues, ask for feedback about how it’s working for you
· Sub Awards are not included in APIS
· Departments need to retain packing slips for audit purposes, if required by grant
· Information on the SSC website
· http://ssc.ucdavis.edu/financial-services/ap-invoicing/index.html


4.  Academic Units Shared Services Center (AUSS-C)				3:40  - 3:50 pm
Lisa Gaby, Co-Director, AUSS-C


	

· Purpose : Collaborative effort between two Academic Colleges and one Professional School, to centralize a set of transactional processes and consultative services
· Initially came from conversations between Executive Assistant Deans’ Mary McNally (School of Veterinary Medicine), Jessie Catacutan (College of Engineering) and Steven Roth,  (Letters & Science)
· Led by Co-Directors Lisa Gaby (CoE) and Robin Tapia (DSS)
· School of Veterinary Medicine went live on July 1
· Steve Roth and Mary  McNally are on the Steering Committee for UCPath
· Robin Tapia and Lisa remain as HR Managers for their colleges, reporting to their Deans
· Services Provided:
· PeopleAdmin management
· Personnel File management
· On-and-Off-boarding
· Timesheet management (TRS/KRONOS)
· PPS/OPTRS entry
· Leave administration
· Customer service inquiries
· Departments will still be responsible for Academic recruitment, AUSS-C will handle onboarding
· AUSS-C will answer some compensation questions, in some cases, departments will interact directly with Compensation
· Ratio of headcount per AUS-C processer is 300/1 
· Departments interested in more info, can contact Robin Tapia and Lisa Gaby for an Intake meeting and information about costs and billing
· Employees with issues/questions would contact their AUSSC representative
· Leaves support includes – determine eligibility, manage paperwork, work with department/supervisor
· Department is still the decision maker, same as with UCPath
· Operational Aspects
· AggieService
· EDMS – soon to be Laser Fiche
· Locations – 
· SVM Team – Tupper Hall, will move to Cousteau Court in one year
· CoE/DSS Teams – located at Cousteau Court, anticipated fall 2017
· Questions, contact Lisa and Robin
5. Discussion 
a. Anyone interested in running for Vice-Chair or know of anyone who might be interested, please contact Jennifer Radke		 
*************************************************************************************Future Speakers & Discussions*
August: UCPath – Cassidy Tanasse
September: DocuSign - Michael Cole and Carolyn Nordstrom

*subject to change

Future meeting dates for Academic year 17-18: 
All meetings will be held from 3:00-5:00 pm in 1207 Robert Mondavi Institute, South Building. 

			August 17, 2017
	January 18, 2018

	September 21, 2017
	February 15, 2018

	October 19, 2017
	March 15, 2018

	November 16, 2017
	April 19, 2018

	December 21, 2017
	May 17, 2018

	
	June 21, 2018




	

	

	



	
	






Member Committee Reports:
	AADI  
No meeting
ADMAN Conference
No Update
AggieBudget
No Update
AMP (formerly ABOG )
No Update
CCC&D:  
No Update
Cayuse
No Update
Canvas
No Update
EDMS
No Update
FIS Update
No Update
HRIC/HRAC
No Update

	IT-Security/IT-Services
No Update
IPA
No update
SDAAC
No Update
SPARK (formerly Kuali Coeus)


SSC
No update
Staff Assembly
No Update
UCPath Steering Committee
No Update
Uniform Guidance
No Update



	[bookmark: _Hlk448921436]	Committee
	Representative(s)

	AADI (Administrative Application Development Initiative)
	Tracy Lade/Jennifer Radke/Meshell Louderman

	ADMAN Conference
	Vacant

	AggieBudget
	Gladis Lopez-Lytle

	AMP (formerly ABOG)
	Julienne DeGeyter/Lourdes Gomez

	CCC&D (Campus Council on Community and Diversity)
	Tammy McNiff

	Campus Taskforce on Uniform Guidance for Federal Awards Implementation
	Sara Reed

	Canvas
	Mary Macias/Marina Rumiansev

	FIS Steering Committee
	Karen Nofziger

	EDMS Replacement Project
	Peter Blando/Teri Sugai

	HRAC & HRIC
	Rosemary Martin-Ocampo

	IT-Security & IT-Services
	Tracy Lade

	IPA (Instructional Planning & Administration)
	

	SDAAC (Staff Diversity Administrative Advisory Committee)
	Brenda Scalzi

	Shared Services Center
	Teri Sugai

	SPARK (formerly Kuali Coeus)
	Dee Madderra 

	Staff Assembly
	Jessica Potts

	UC Path Steering Committee
	Susan Sainz/Meshell Louderman
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Project Update

On our way to full rollout

8/15/2017

1



Presenters:

Lia Scott and Jim Hewlett





Project Phases

8/15/2017
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Phase 1





Catalog shopping





CAMS data





Phase 1.5





Credit memo





Roles application





Phase 2





Non-catalog orders





Transcepta (inv)





Special routings





CAMS





Tax





Commodity





Org Review routing





Affiliate access





Minor enhancements





Tax handling





Non-procurement payments





Agreements





Receiving



















Phase 1 State

8/15/2017
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September 26

November 7





Development





Testing





Pilot





Go Live!

























Phase 1 Pilot

8/15/2017
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Four weekly waves:

	September 26 - October 17

1st Wave: A&FS Business Office, Distribution Services, Facilities



2nd Wave: Physics, Graduate Studies, Undergraduate Education, Vet Med Central Services



3rd Wave: Genome Center, BFTV, MCB, Student Health and Counseling Center, DSS Green Cluster, and College of Engineering



4th Wave: Radiation Oncology, Plant Sciences, SSC, Metro Cluster 





First round suppliers



8/15/2017
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Beyond Phase 1

8/15/2017
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Phase 1.5





Sequential rollout





Final production release Nov 2





Phase 2





Sequential rollout





Order and timeline TBD





Add’l Catalogs





Ongoing effort





Round 2 being analyzed































Getting Ready for Go-Live

Department Administrators

Contacted via e-mail

Confirming the right person for the role

Information sessions being set up

PowerPoint already online

Classroom Training

Hands-on and demo only

Some online options on our website

Communications

E-mail, Dateline, etc.





8/15/2017
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What Can You Do To Prepare?

Determine your role assignments

Requestors

Department Approvers

Org Reviewers

Set up profiles

Favorites for accounts and addresses

Check Addresses

Send requests for additions to ab-help@ucdavis.edu

Remember: room numbers are entered when you order!

8/15/2017
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Roles Primer – New Roles



8/15/2017
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Window Shopper

Can browse catalogs and add items to a cart

Cannot submit a cart for approval

Must assign the cart to a requester

Requester

Can shop, add items to a cart, AND submit the cart

Can assign a Department Approver

Cannot approve a cart they submit

Department Approver

Optional additional approval level

Is not the Fiscal Approver

Assigned at cart submission











Roles Primer – Existing Roles



8/15/2017
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Fiscal Approver

Same as Fiscal Officer

Approval based upon account(s) used

Pulled from KFS daily

Specialty Approver

Commodity based – EH&S, Fleet, Police, etc.

Transaction based – Equipment Mgmt, Tax, etc.

Buyers

Based upon threshold





Roles in Workflow

8/15/2017
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Supplier













Optional

Optional

Conditional

Conditional





Role Application



8/15/2017
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AggieBuy Live!

November 7

ARC ballrooms

Supplier show

Educational event

Hands-on activities

8/15/2017
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Hope to see you there!





Get More Information

Online:

	procurement.ucdavis.edu – click on AggieBuy

Project information

Guides and help resources

Video about AggieBuy

AggieBuy Live!  Event information



AggieBuy Help Desk:

ab-help@ucdavis.edu 	

8/15/2017
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APIS New Partner Guide.pdf
Accounts Payable Invoicing Service (APIS)
FINANCE, OPERATIONS .
ano ADMINISTRATION New Partner Guide

What is APIS?

The Accounts Payable Invoicing Service team, known as APIS, is the team responsible for the intake and
processing of all UC Davis vendor invoices. The team focuses on Purchase Order invoices and credit
memos. It does not process non-PO payments, such as those through AggieTravel or those requiring
Disbursement Vouchers. The service launch in 2015 and is planned to take on all campus-wide invoicing
by the end of 2017.

Why now?

Processing PO invoices through a single team has many benefits for the campus. These include faster
processing time, reducing workload for department administrative staff, leveraging 2-way matching and
electronic invoicing to reduce data entry and approval requirements, and providing a single source of
communication for all our thousands of suppliers. For these reasons, and that all other UC campuses
process invoices centrally, now is the time to make this change.

Getting Started with APIS
As a new partner, there are some immediate steps you should take to ensure sure you get the most
benefit out of this new service:
1. Update your Organization’s billing address in Kuali to:

UC Davis Invoicing Service

260 Cousteau Place, Suite 150

invoicing@ucdavis.edu

Davis, CA 95618

2. Let us know who should be your department’s business contact and organizational code. This is
helpful in case we have questions about one of your invoices. Please send us their name, title,
school or division, email, and phone to the SSC Service Desk at sschelp@ucdavis.edu.

3. Begin sending any PO invoices that you receive directly to invoicing@ucdavis.edu. You should
send the invoices as PDF attachments, one attachment per email. There is no need to enter a
subject or body in the email - add any comments to the invoice itself. Each email will create a
ticket number for tracking purposes. If you have any questions about the invoice, contact SSC
Service Desk at sschelp@ucdavis.edu and include the ticket number.

To Ensure Timely Processing:
e Make sure invoices have a valid and open KFS PO # clearly visible before sending them to
invoicing@ucdavis.edu. Better yet, have the supplier send the invoice directly to us.
e Make sure the supplier is setup accurately in KFS, especially the flag to collect CA sales tax.
e Make sure the PO is complete and accurate, including payment and shipping terms, sales and
use tax settings, quantity versus no-quantity, service locations, and separation of labor,
materials, and delivery into order lines, if that is how the supplier bills.




mailto:invoicing@ucdavis.edu

mailto:sschelp@ucdavis.edu

mailto:invoicing@ucdavis.edu

mailto:sschelp@ucdavis.edu

mailto:invoicing@ucdavis.edu



AP Invoicing Service Process Map
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APIS Onboarding schedule_CAO April 2017.pptx
2016

2018







Today

16-17

May 17

Full Adoption

Dec 31st







May 1 - Jun 22









Jun 1 - Aug 6









Jun 1 - Sep 1











Aug 1 - Dec 29





Academic Pilot





Oct 1 - May 30









Oct 1 - May 30





Academic 

Early Adopters





Jan 1 - Jun 30









May 30 - Sep 30









Sep 1 - Oct 15









Sep 30 - Dec 31







College of Biological Sciences

Dec 17

Jun 17

Jul 17

Aug 17

Sep 17

Oct 17



General Library



Graduate School of Management



College of Engineering



College of Ag & Environmental Sciences

Nov 17



School of Veterinary Medicine



UCD Athletics



School of Medicine

APIS Onboarding Schedule



College of Letters & Sciences

*Note: ANR is not included in this plan, but may be considered at a later point. ANR comprises an additional 8,249 invoices, 11% of the campus total.
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APIS Roll Out Letter - Updated Onboarding Schedule - 5.15.17.pdf
UNIVERSITY OF CALIFORNIA, DAVIS

BERKELEY e DAVIS e IRVINE e LOS ANGELES e MERCED e RIVERSIDE e SAN DIEGO e SAN FRANCISCO SANTA BARBARA e SANTA CRUZ

FINANCE, OPERATIONS AND ADMINISTRATION
ONE SHIELDS AVENUE
DAVIS, CALIFORNIA 95616-8686

May 15, 2017
Dear Colleagues,

In July of 2015, we launched the Accounts Payable Invoicing Service. Known as APIS, this new
service is designed to process purchase order based invoices quickly and efficiently, lower administrative
costs, and generate additional early payment discounts from our suppliers. Detailed information is
available at http://ssc.ucdavis.edu/financial-services/ap-invoicing/index.html.

Key highlights of the service:

e Invoices are received at a single campus location, entered in the financial system, and routed for
appropriate approvals.

e Low value invoices (less than $1,000) that match the associated purchase orders have a
streamlined approval process.

e Direct payments, without a PO, are not part of this service.

e Subaward-related invoices are optional

The project began with the administrative departments supported by the campus Shared
Service Center (SSC) for their finance needs. Over time, the service was expanded for other academic
and administrative departments that requested the service. These early adopters include such diverse
groups as the Genome Center, School of Education, University Extension, Departments of Chemistry and
Plant Sciences, College of Agricultural and Environmental Sciences Dean’s Office, The Office of Research,
Molecular & Cellular Biology, College of Biological Sciences NPB, Graduate Studies, The Center for
Neuroscience, and the School of Law.

Results from the first full year of service have shown significant improvement in the processing
time for invoices. Over the course of the first year, APIS processed about 20% of the total invoices paid
and those invoices were processed on average 14 days faster than the rest of campus. As well, the
invoices processed by APIS realized more than 10 times the early payment discounts captured by the
rest of campus. Early payment discounts result in cost savings for the unit (account) purchasing the
goods.

In light of this success and to maximize the opportunities for discounts and other financial
incentives, we will roll out APIS to the entire campus. To ensure a smooth transition to this service, the
rollout will occur in phases. An onboarding schedule is proposed to add about 10% of the campus
invoices every month through 2017. We anticipate that all campus departments will be served by APIS
by the beginning of calendar year 2018. The costs for expanding APIS will be funded using central
resources including incentive payments and central discounts. We do not intend to establish a separate
or new recharge mechanism for this service.

This is a great opportunity to unify and align our University processes with best practices
implemented by other universities, increase our negotiating power with vendors, and reduce fraud. It





supports the 2020 Initiative, allowing us to handle an increasing volume of work with less expense, and
matches the One UC Davis vision.

Attached you will find a draft onboarding schedule.
¢ Ko=tAtA
Kelly Ratliff

Interim Lead
Finance, Operations, and Administration

/MCH

Page 2 of 2
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AUSSC ADMAN 072017.pdf
Academic Unit Shared Services Center
(AUSS-C)

Purpose:

Is a collaborative effort between two colleges and one school to centralize a set of
transactional processes and consultative services across the three units in
preparation for UC Path.

UCDAVIS





AUSS-C

Leadership & Teams:

co-Directors: Lisa Gaby and Robin Tapia

CBS - Kelli Shaw

CoE — Maryann Chavez, Diane Peterson, Lucy Whyte
DSS - Ruby Castillo-Kakke, Anna Cruz, Michelle Jacobs

SVM — Annette Barba, Margie Barr, Julie Cornell, Dedra Hamilton (Supervisor),
Liz Lange

_— )—&_\\_\‘
/ B UCDAVIS





AUSS-C

Services Provided:

PeopleAdmin management;

Personnel File Management;

On- and off-boarding;

Timesheet management (TRS/KRONOS);
PPS/OPTRS entry;

Leave administration (notice of eligibility and tracking of
leave);

and Customer Service inquiries

_— )—&_\\_\‘
/ B UCDAVIS





AUSS-C

Current Clients:

College of Biological Sciences — Donna Olsson
Dean’s Office — active
Center for Neuroscience — August 1
College of Engineering — Jessie Catacutan
Division of Social Sciences — Steve Roth
School of Veterinary Medicine — Mary McNally

_— )—&_\\_\‘
/ — UCDAVIS





AUSS-C

Operational Aspects:
AggieService — case management system
SVM Team located at Tupper Hall —

move to Cousteau in one year

CoE/DSS Team located at Cousteau Court —
Anticipated Fall 2017

—
— — UCDAVIS





Questions?

Thank youl!

UCDAVIS
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SPARK Minutes July 11.pdf
July 11, 2017

Spark Meeting Minutes

Go Live of Awards was effective July 1. There is a hiccup with the role manager function, which SPO has
a ticket in to be fixed. For the time being, SPO has workaround solution to get users added on and hope
to have the problem fixed soon.

SPO is offering trainings to show users how to access the system and navigate it. There are roughly 100
users that have attended training.

Going forward with the pre-proposal processing in Cayuse, SPO is planning to implement training
programs, and roll outs, college by college in fall.

Currently SPO is using the reporting tool adaptive. The IT team is working on a separate instance of
TABLO for reporting. At some point users will have access to this reporting tool which will be ran
qguarterly, and overtime possibly monthly as campus sees a need.
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get-started.pdf
A=

o Get Started!
AGGIETRAVE

Welcome to AggieTravel! There are a few initial tasks to complete before you
submit your first report.

Step 1: Login and Update your profile information

e Goto aggietravel.ucdavis.edu to login to AggieTravel with your Kerberos ID [ {#]{l[=0a .

and password. ™ “
e Click on the Profile link on the top right and then the Profile Settings
option.

Personal Information Tab:

Add your Work Address Personal Information
Add your Home Address

Add your Contact Information
(Note: the message in red will NOT disappear after you’ve added a home /work phone number)
e Email Addresses & Verification

Verify your email address to enable the ability to email receipts and receive system
generated emails.

Add your Emergency Contact
Update your Travel Preferences, if applicable

Under Expense Settings, select...

Expense Information:
Expense Information e Set your default Chart/Account
Expense Delegates If applicable, choose a.. default Sub Account ' . '
e Select your default Reimbursement Method, i.e. Direct Deposit
Expense Preferences e Complete all mailing address fields - this is required for the

Expense Approvers University to mail a payment
e Enter your Billing ID

Expense Delegates:
e Add your delegate preparers and/or approvers
(see Delegate Set up and Management)

Expense Settings

Personal Car
Favorite Attendees

Expense Preferences

e Select the options that define when you receive email notifications and prompts. (Prompts
are pages that appear when you select a certain action, such as Submit or Print.)

Personal Car (See Personal Car Registration)
e Register your personal car in your AggieTravel profile for any mileage claims.

Mobile Registration

e If you'd like to use the mobile application, register through Visit
the Mobile Registration link. directd it.ucdavis.ed
Please note, the mobile application is available on either your Irectaeposit.ucaavis.eau

University or personal mobile devices. However, the University will ~ to enroll in Direct Deposit
not reimburse data charges for personal phone use related to the for Reimbursements!
Concur application. '

Visit www.travel.ucdavis.edu for more information.
AT.3.2017
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