Administrative Managers Group
(ADMAN)
[bookmark: _GoBack]Board of Directors Meeting
Minutes
September 21, 2017 
3:00 – 5:00 pm
Robert Mondavi Institute, Room 1207


Members in attendance: Michelle Hammer-Coffer, Carlos Garcia, Julie Hirota, Shannon Tanguay, Teri Sugai, Megan Villasenor, Julienne DeGeyter, Meshell Louderman, Brenda Scalzi, Tracy Lade, Rosemary Martin Ocampo, Linda Potoski, Steven Wells, Kathryn Blaisdell, Heavenly Clegg, Jamie Brannan, Esther Hernandez, Heidi O ’Guinn, 

1. Approval of Minutes July and August						3:00 – 3:05 pm
	July Approved
	August Approved
	

2. DocuSign									3:05– 3:35 pm
Michael Cole, Project Manager, 
Accounting & Financial Services


· High level intro:
· Pilot objective, Outcome, Participant Survey, Service Model, Recommendation
· DocuSign – cloud based, electronic signature and workflow management
· CAS single sign on
· Integrated workflow
· Email notifications when actions are required
· Allows for automated reminders and expirations
· Real time tracking status
· API integrations possible
· Campus purchased a one year access license $87k, for 2017 calendar year
· Why?
· Increased efficiency, elimination of paper
· Legally binding and secure
· Green and sustainable
· Global and available 24/7
· When you shouldn’t use it
· Documents requiring significant editing or comments
· Complex routing
· Things to consider
· Repeatable and flexible
· Process initiation
· Form posted on campus website or sent manually
· Routing
· Who sends, who is the recipient, what order?
· Signing
· Several options 
· SSC at Davis and Sacramento campus will use it for onboarding
· Pilot purchase of 1 year campus wide DocuSign Enterprise Subscription
· Objectives
· Stand up Davis production instance with campus SSO integration
· Enable adoption of campus units
· Unsure of how funding for system will work in the future
· Service Model Options
· Community of Practice - 0 FTE
· Managed = <1 FTE
· Enterprise Service - >1 FTE
· Formalize ongoing DocuSign Enterprise Subscription
· Establish Manage service model
· Davis Campus and UCDH collaboration for support of subscription and service model
· Unsure of when a decision will be made about the funding model

3. Background Checks								3:35– 3:55 pm
Mark Spangler, Director of Administrative Support
UCD Police Department


· Difference between background check and criminal history report
· Staffing of Background check offices, staff perform other work
· Live Scan Overview
· Make appointment using ScheduleOnce, through Police Department website
· Requirements for employee, forms of ID, printed application
· Special requirements for Registered Nurses
· At Sacramento location
· Live Scan Process
· Statistics
· Issues
· No shows
· Employees show up with no paperwork
· Duplicate appointments  (employees make multiple appointments)
· Appointments not available to others because of the above
· August 11-31 = 43
· September 1 – 19 = 42
· No services to the public, with the exception to nurses
· Average turn-around is 2-3 days, dependent on DOJ and Federal Government response time
· Looking at deleting duplicate appointments, adding language to website informing that duplicate appointments will be cancelled
· Departments will be notified when an appointment is missed, may take time to reschedule
· Live Scan costs are part of the Common Goods Assessment (CGA)


4.  ADMAN Conference							3:55  - 4:10 pm
· Conference Co-Chairs
· Julie Hirota and Jamie Brannan
· Conference Date March 14, 2018
· Volunteer sign-up sheet routed
· If you would like volunteer, please contact Julie or Jamie

5.  Committee Updates
· Travel & Entertainment
· Reminder of new travel limits effective October 15, 2017
· Meals and Incidentals capped at  $62 per day
· CONUS Lodging expenses capped at $275 per night
· Written justification in the expense report and provide screen shot taken at time of booking to reflect no rooms available under $275
· All Travel approved at the department level, reviewed by A&FS
· See A&FS Travel website for more information
	
· Student Health
· If you need a medical clearance for a student, please contact Margaret Trout to set up an MOU so you can be billed


		 
*************************************************************************************Future Speakers & Discussions*
October: HR Updates
November: Chancellor May


*subject to change

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

			October 19, 2017
	February 15, 2018

	November 16, 2017
	March 15, 2018

	December 21, 2017
	April 19, 2018

	January 18, 2018
	May 17, 2018

	
	June 21, 2018




	

	

	



	
	




Member Committee Reports:
	AADI  
No meeting
ADMAN Conference
See minutes
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


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


SSC
No update
Staff Assembly
No Update
UCPath Steering Committee


Uniform Guidance
No Update



	[bookmark: _Hlk448921436]	Committee
	Representative(s)

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

	ADMAN Conference
	Julie Hirota and 

	AggieBudget
	Gladis Lopez-Lytle

	AMP (formerly ABOG)
	Vacant/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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Live ScaN

Mark Spangler

Director of Administrative and Support Division

UC Davis Police Department





Records Division

2 Records Specialist

1 Records Supervisor

Responsibilities

The Records Unit is the central repository for Police Department records 

They provide front desk services and respond to customer requests in the lobby.

Perform Live Scan Services for all University Employees

Process all records, police reports, public calls, and community requests

File crime reports with the District Attorney’s Office

Process citations

Respond to Public Records Act requests

Process Subpoenas

Department mail distribution







Live Scan Over View

Appointments 

Scheduled on our website using the Police Department’s online calendaring system. 

Available Monday-Friday at the UC Davis campus, and the UC Davis Medical Center in Sacramento.

Required information for the employee

Must present a valid, government-issued photo ID (state-issued driver's license, government-issued ID or passport)

Must bring the completed Authorization to Release Information form, and the Fingerprint Authorization form, both provided by the hiring department

Clients must arrive on time

Appointments for Registered Nurses (UCDMC only):

Print and fill-out the Live Scan form found on the BRN website

Check or money order for $46.80, payable to "The UC Regents"

Valid government-issued photo ID (state-issued driver's license, government-issued ID or passport)







Live Scan Process

Employee obtains two required authorization forms

Employee or department makes appointment on Police Department website

Employee arrives for appointment on time and checks-in at front counter

Employee provides required ID and completed required authorization forms to Police staff

Police staff will verify completeness

Police staff provides employee the Request for Live Scan Form to complete

Employee returns form back to Police staff.

Police staff enters the information from the form into the live scan computer.

Police staff brings the employee in and performs the live scan.

Appointment is complete









Live Scan Stats

August 11th – August 31st

Total Live Scans = 394

Davis = 250

Sacramento = 144

No Shows = 19

No Paperwork = 12

Duplicate Appointments = 5 people/12 slots

Appointment times affected = 43

September 1st to September 19th

Total Live Scans = 263

Davis = 186

Sacramento = 77

No Shows = 21

No Paperwork = 19

Duplicate Appointments = 1 person/2 slots

Appointment times affected = 42
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HRAC Update.docx
HRAC Update – 9/13/17



UC Path Update:  Proposed FSOM



Bargaining Update:  UC is in contract negotiations with multiple unions (communication updates are being sent out regularly to HR Business Partners)

Career Tracks Update:  Career Tracks is on schedule with December 1st as the go-live date (means title codes and job titles will be updated in PPS). More employee and supervisor information sessions are scheduled in September.

Talent Rewards Meeting:  Exploring various options related to the Focal Equity Program

P4P Ratings Distribution Update:  Lisa Terry discussed the distribution across the university.



The Future of HRAC meetings:  Discussion about frequency and location
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Spark meeting notes August 29.pdf
Spark meeting notes August 29, 2017

Cayuse 424 has been in operation since November 2015, so far 400 proposals have been submitted
As of December 31, Grants.Gov will not accept Adobe Forms; you will need to use Cayuse.

Cayuse 424 will be mandatory if submitting to grants.gov

181 people have attended the training sessions

Currently 15 pilot departments using Cayuse SP

In September, they will start rolling out training to colleges.

Cindy Kiel will be talking to each of the department administrators at some point

Reporting tools are on track, they will be using Tableau. It is easier and flexible to use.
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UCPath Steering Committee Update

Meshell Louderman



9/13/17



UCPath Steering Committee update:  They still need to reach out to the campus (likely through Assistant Dean's and other equivalent unit managers) to gather some initial information (i.e., department "short names", employee supervisors, and other HR info).  This request for information should be going out soon.  Officially, the go live date for Davis is still set for June/July 2018.  Based on how the pilot session is moving along, they will make a final decision mid-October, whether or not the June/July 2018 go live date for Deployment 1 campuses is realistic or not.  




image1.emf
ADMAN - UCD  DocuSign Overview 20170921.pptx


ADMAN - UCD DocuSign Overview 20170921.pptx
Service Overview

September 2017

DocuSign







1



Agenda



DocuSign Introduction

Pilot Objectives

Pilot Outcome

Participant Survey

Service Model

Recommendation
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DocuSign





How DocuSign works 

DocuSign is a web application providing electronic signature and workflow management. 

DocuSign is a cloud-based service – all routing and signing occurs within the DocuSign interface 

DocuSign CAS Single Sign-On

Integrated workflow

Email notifications when actions are required

Allows for automated reminders and expirations

All users in workflow can view real-time tracking status

Also possible: API Integrations with DocuSign 
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Why DocuSign?

PAIN POINT: The current process of distributing a form(s), printing it, signing it, scanning it, emailing it, and following up on current step in process takes too much administrative time, decreases efficiency, and increases opportunity for human error. 



Fast and Efficient: eSignature reduces turn-around time, reduces manual staff labor, and provides the opportunity to increase efficiency.

Legally Binding and Secure: Provides secure delivery of official University documents and is valid and legally binding around the world.

Green and Sustainable: Processes can be completely paperless, cutting down on the need for storing copies, mail costs, and imaging.

Global and Available 24/7: Provides faculty and staff a secure, effective, and fast way to sign and return documents anytime, anywhere in the world.





Every administrative and academic unit at UC Davis has business processes that require signatures

Processes ranging from student applications, financial aid forms, employee onboarding and personnel management processes, lease agreements, event registrations
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Documents require significant editing or comments

Routing requires complex role or recipient flexibility
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When shouldn’t you use DocuSign? 
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Things to consider...

Repeatability and flexibility 

Is the form itself static or dynamic?  Will you always be using the same form?

Is the workflow repeatable, even if the specific individuals who fill given roles may change? 

Process initiation 

Form posted on campus website? 

Sent manually?

Routing

Who sends form? (even as web form must designate “sender” as contact)

Who are recipients? (regardless of whether they sign, enter data, or cc only)

What order? (sequential, parallel, or combination)

Signing

Designate where, on the form, the recipients will place their signature, name, or other data

Or let them select where to place those fields

Bulk recipient list?



 





DocuSign handles all workflow routing – no user will need to forward a document or a link via email to another recipient.   

Note that all recipients, regardless of role, will automatically receive an email with a link to the signed document when it is completed.  This does not need to be in the workflow.
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Pilot Summary





Pilot: Purchase of 1 year, campus-wide DocuSign Enterprise Subscription

Objectives:

Stand up UC Davis production instance with campus SSO integration

Enable adoption by pilot units (core participants listed)

Real Estate Services

Human Resources (Campus and UCDHS)

Office of the Chancellor and Provost 

College of Biological Sciences

Environmental Health & Safety

Quantify savings in direct and indirect cost, including estimating potential savings if the campus adoption is expanded

Evaluate the level of technical and business process support needed for a campus wide DocuSign service, and recommend a sustainable support model

Provide a recommendation to renew the campus-wide license if the pilot experience demonstrates appropriate value.
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Objectives
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Outcome
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Participant Survey
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Service Model Options

		Centrally Managed Services		Community of Practice
(0 FTE)		Managed
(<= 1 FTE)		Enterprise Service
(>1 FTE)

		   Onboarding		 		 		 

		User Group Communication		 		 		 

		Outreach				 		 

		User Profile Administration				 		 

		Sub Account Administration				 		 

		Service Catalog Management				 		 

		Knowledge Base Management				 		 

		Build and Maintain Training Material 				 		 

		Tier 1 Service Desk				 		 

		Business Analysis		 		 		 

		    Service Integration		 		 		 

		Develop Templates		 		 		 

		Develop Power Forms		 		 		 

		Develop Custom Tags and Data Mapping		 		 		 







Formalize ongoing DocuSign Enterprise Subscription

Establish Managed service model (see service model options)

Campus and UCDH collaboration for support of subscription and service model
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Recommendation
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Q&A
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PROS  CONS  


1. Deployed development/test and production environments.  1. DocuSign training sessions were not sufficient, in themselves,  to enable advanced service use.   


2. Integrated  with UC Davis CAS for SSO.  2. Pilot participants were not universally able to invest additional  time needed to become proficient in advanced features  required to implement their use cases.  


3. Established service catalog and knowledge base in  ServiceNow.  3 . Pilot support model was insufficient to fully onboard and  implement pilot use cases on behalf of pilot units.  


3. Defined DocuSign roles and service architecture enabling pilot  units to adopt and self - manage.    


4. Identified business process improvement s and cost savings.    


5. Extended access to additional units ranging from College of  Letters and Science to SOM Academic Personnel including  approximately 25 sender accounts.   


6. Extended pilot use cases to include Application Programming  Interface (API)   integration.  This included production  deployment of Injury and Illness Prevention Program (IIPP)  business process.   


7. UCDH IT Assessment including technology and security review  completed in February 2017.  Resulted in approval for use by  UCDH.   
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			1. DocuSign training sessions were not sufficient, in themselves, to enable advanced service use. 





			2. Integrated with UC Davis CAS for SSO.


			2. Pilot participants were not universally able to invest additional time needed to become proficient in advanced features required to implement their use cases.





			3. Established service catalog and knowledge base in ServiceNow.


			3. Pilot support model was insufficient to fully onboard and implement pilot use cases on behalf of pilot units.
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			6. Extended pilot use cases to include Application Programming Interface (API) integration.  This included production deployment of Injury and Illness Prevention Program (IIPP) business process.
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4 Month Service Assessment by Pilot Units

Criteria Pilot

(0-4 scale, 0=Strongly Disagree, 4=Strongly | Average
Agree)
Objectives of pilot were clear 31
DocuSign is easy to use as a Sender 34
Your group fully Implemented business case 17

DocuSign training was adequate to implement

o 3.0
business case

Technical support was sufficient to fully adopt 2.86

Your group has additional business cases that

‘would benefit from DocuSign 26
Your group will continue DocuSign use ifenterprise| 5
license is ended. 5
Your group will continue DocuSign use if no UC ]
Davis central support is provided. -
Your group will continue to use DocuSign ifyouare | 5 o

asked to share in cost of enterprise license.

UC Davis should centrally fund DocuSign as an
enterprise service, including cost of subscription 4.0
and support staff.







image1.png

UCDAVIS








Docusign






