ADMAN Board of Directors Meeting
Minutes
April 16, 2014 (3-5 p.m.)
1207 Robert Mondavi Institute, South Building

Members in attendance: Sara Reed, Shannon Tanguay, Michelle Hammer Coffer, Teri Sugai, Sally Harmsworth, Lourdes Gomez, Brenda Scalzi, Carlos Garcia, Rosemary Martin-Ocampo, Peter Blando, Tracy Lade, Nora Orosco, Andrey Furmuzan, Kelly Gilmore, Michael Kuhner, Carmen Raycraft, Christine Harlan, Jennifer Radke, Megan Villasenor
Guests in attendance: Allen Doyle, Lia Scott, John Mueller, Sheila Johnson
					
Welcome New Members:	
· Andrey Furmuzan – Facilities Management, Davis Campus
· Michael Kuhner – A&FS, Davis Campus

1.  Welcome and Introductions						3:00 – 3:15 pm
a. Approval of February & March minutes	
b. Chris Hale will be leaving the University.  Group discussion regarding replacement? What are the next steps, this has not happened in the past. The Vice Chair becomes the chair.  
c. Sara Reed will send out a call for Chair and Vice-Chair nominations and/or volunteers.		

Green Office Initiative – Allen P. Doyle				3:15 – 3:45 pm
	http://sustainability.ucdavis.edu/action/green_workplace/index.html	
		What is a Green Workplace?
		Learn about the three ways to participate	

a. Your challenge: lower your environmental footprint at work
b. Allen’s background is as a scientist, started a green program, now he is the Sustainability Manager on campus. 
c. Zero waste is diverting 90% of the waste that would normally go to the landfill
d. We are now at, 65-75%, depending on construction waste
e. Your vision – how do you fit in?
f. Leadership vision – 2 hours per month to implement the program (green champion) green team 1-2  hours each
g. Kick off includes a departmental assessment, personal assessment
a. What is the next thing you are going to do to support sustainability
b. Reporting is participation based, buildings are metered on a whole build scale
c. Swag bag for participants
d. A sign-up sheet was passed around for interested departments
e. Allen is talking with real estate about conservation in leased space
f. Update on the Smart Lighting Initiative: goal is to retrofit campus with lower wattage bulbs, stairwells and bathrooms are done, now going into the office spaces, light sensors are better quality
g. greenworkplace@ucdavis.edu address for email sign up or questions

2. W-9 Update – Lia Scott						3:45 - 4:00 pm


a. New process for collecting w-9, departments no longer collecting these
b. Still in the process of finalizing
c. There will be a portal where vendors can upload W-9 directly
d. Portal validates the vendor id, must have a vendor id to upload
e. There may be a situation when you have to assist a vendor, you can do so, but it is preferred that they utilize the self-service option
f. Lia provided a demonstration of the site
g. If having the upload in pdf will be a major showstopper, you can contact Lia’s office and they can assist
h. Vendor receives verification message that the upload is successful
i. Workflow will change from current: new vendor requests will now be submitted with no W-9 attached, these will be approved as inactive. Vendor will be contacted with instructions to upload the W-9. Once notification is received that W-9 is uploaded, it will be marked as “yes-received” and the vendor document will be approved and marked as “active”
j. if the vendor sent the department W-9, the department would upload using the same process, but you must have vendor number to do so
k. It’s  important to put a note in vendor document that you are holding a w-9 pending set up
l. if department has a hard copy W-9, they should shred document once vendor is activated
m. Next steps: see attached presentation
n. The SSC has been notified they can stop requesting W-9, departments can submit requests without W-9 and they will not be rejected
o. Process completely done by the 3rd week of May or sooner

3. UC Davis Shared Services Center Update				4:00 – 4:30 pm
a. Sara Reed, Megan Villasenor, John Mueller, Teri Sugai, and Sheila Johnson (Organizational Excellence)
b. Introduction of SSC Leadership
c. Partnering with Organizational Excellence



4. SharePoint Discussion - MaryAnn Mellor, Tracy Lade	4:45 - 5:00 pm
a. Support and configuration is an issue, the license is free. 
b. The recommendation is that a team on campus is devoted to this, supporting the entire campus.
c. Some campuses have been deeply involved in SharePoint use
d. Suggestion was made to benchmark these campuses
e. One solution for the campus as opposed to current decentralized solutions

*********************************************************************************************Future Speakers & Discussions:
May 2015
Tracey Pereida – Graduate Studies Update
Bruce Mattos – UC Davis Recruitment Model Update
June 2015
Dave Lawlor – VC-CFO
July 2015
Viji Murali – VC CIO*	
*subject to change	
******************************************************************************************Member Committee Reports	
ABOG:  
No update for April 2015
AADI:   
No update for April 2015
ADMAN Conference
No update for April 2015
Campus Taskforce on Uniform Guidance for Federal Awards Implementation:
No update for April 2015
ASEC
No update for April 2015
CCC&D:  
No update for April 2015
ED Tech:   
No update for April 2015
EDMS
Five vendors are scheduled to present over the next few weeks.  Sessions are separated into functional and technical.  Campus representatives will attend presentations, at the conclusion, provide ratings of each.
LMS Transition Working Group 
No update for April 2015
FIS Update
No update for April 2015
HR Transformation Committee
No update for April 2015
HRIC/HRAC:
No update for April 2015 – meeting was cancelled
IT-Security/IT-Services
No update for April 2015
Kuali-Rice
No update for April 2015
SDAAC:


SSC:  


Staff Assembly:
No update for April 2015
UCPath:  
No update for April 2015


		Committee
	Representative(s)

	ABOG (Academic Business Officers Group)
	Sally Harmsworth/Lourdes Gomez

	AADI (Administrative Application Development Init)
	Tracy Lade/Janet Brown Simmons/Chris Hale/Meshell Louderman

	ASEC (ADMAN SharePoint Exploratory Committee)
	Tracy Lade/MaryAnn Mellor

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

	CCFIT (Campus Council for Information Technology)
	Nora Orozco 

	Campus Taskforce on Uniform Guidance for Federal Awards Implementation
	Sara Reed

	FIS Steering Committee (Kuali)
	Karen Nofziger

	EDMS Replacement Project
	Peter Blando/Teri Sugai

	Ed Tech
	Kerry Hasa 

	HR Transformation Committee
	MaryAnn Mellor

	HRIC/HRAC/Career Compass
(HR Implementation Committee/
HR Advisory Committee)
	Rosemary Martin-Ocampo

	IT-Security & IT-Services
	Tracy Lade

	LMS
	Kerry L. Hasa

	Kuali Rice (collection of middleware)
	Dee Madderra 

	SDAAC (Staff Diversity Administrative Advisory Committee)
	Lourdes Gomez

	SSC (Shared Service Centers)
	Sara Reed

	Staff Assembly
	Jessica Potts

	UC Path Steering Committee
	Susan Sainz/Meshell Louderman



**************************************************************************************
Future meeting dates for Academic years 14-15 & 15-16: 
All meetings (with the exception of September 2015 meeting, will be held from 3:00-5:00 pm in 1207 Robert Mondavi Institute, South Building. 
*September 2015 meeting will be held at the Alumni Center
		May 21, 2015
	
	January 21, 2016

	June 18, 2015
	
	February 18, 2016

	July 16, 2015
	
	March 17, 2016

	August 13, 2015
	
	April 21, 2016

	*September 17, 2015
	
	May 19, 2016

	October 15, 2015
	
	June 16, 2016

	November 19, 2015
	
	July 21, 2016

	December 17, 2015
	
	August 18, 2016

	
	
	September 15, 2016



	
	

	
	
	


The committee appreciates Tracy Chriss reserving space for these meetings.
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https://afsapps-stg.ucdavis.edu/vendor-w9 

















New Flow







Next Steps

Finish testing 

Establish vendor desk workflow

Create instruction pages for users

Soft rollout to production 

Test EDMS and workflow

Communication to campus

Changes to KFS

Complete rollout

Turn-off W9 attachments in KFS
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Overview

What is a Shared Services Center?

Where we fit

Vision & mission of the SSC

Brief history, organization, governance

2015 Planning 

Examples of partner focus 







Shared services center
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What is a Shared Services Center?



Our job is to enable yours



Well-tested in many industries



Often a difficult business transformation





Shared services center

Essential but not core functions





High quality support





Partner-focused











Where the UC Davis Shared Services Center fits

Supports the Chancellor’s Vision of Excellence



Cultivate a Culture of Organizational Excellence, Effectiveness and Stewardship 

	UC Davis will provide an efficient, professional administrative organization that is committed to serving and advancing the university’s academic mission.



Support CFO’s priorities of:

Resource Stewardship

Planning, Execution, and Operational Excellence

Customer Service

Develop & Inspire our Team









Shared services center
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UC Davis Shared Services Center Mission & Vision

Vision Statement

The UC Davis Shared Services Center is a trusted partner in providing administrative support functions that allow our campus community to focus on their core functions to accomplish the One UC Davis mission of teaching, research, and public service. 



Mission Statement

The mission of the UC Davis Shared Services Center is to be a partner-focused organization that delivers quality finance, human resources, and payroll services in support of One UC Davis’s mission of teaching, research, and public service.  







Shared services center
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UC Davis SSC history 

2009

2015

2013

2012

2011

2010

2014

Initial planning & business case

Inaugural team hired

Feb 14, 2012 – UC Davis SSC Opens

Late 2013 – 18-month assessment

New leadership

Dedicated staff with 620+ years of UC experience

200,000+ requests

Supporting 150+ depts

Multiple systems upgrades

Biweekly pay conversion





Shared services center









Shared services center

Strategic















Operational















Functional





Payroll

HR

Service

Finance









Governance





Chief Operating 

Officers Group





Client Partnership Committee	











Go live – remainder of P2P teams 

   P2P Training & Prep

End-to-End Recruitment – offer broader campus service

E2E Training & Prep

IT: ServiceNow upgrade completion

     IT: ServiceNow upgrade training

Pilot Go Live – (SSC Clients-only) – AP Processing Service 

IT: Case Management Assessment/Plan Development 

Offer training courses as required based on assessment 

2015 - Planning

Finance: Pilot – Procure to Pay 

HR:  End to End Recruitment Pilot & Assessment

Finance: Info gathering/prep – AP invoice processing service

Jan

Dec

Jun

Feb

Mar

Apr

May

Jul

Aug

Nov

Oct

Sep

IT: ServiceNow mandatory upgrade

Operations: Communication/Outreach: Outreach and information for key stakeholders; Campus-wide Open House 

Operations: Training & Development:  Assess internal/external need 

Operations: Continuous Improvement efforts with Organizational Excellence 







Shared services center

Examples of partner-focused

Client Feedback

Shared Services Team response





Shared services center



We don’t know who you are or anything about you





Collected feedback





Launched new website





It’s difficult for students to on board in a timely manner & hard for them to get to the SSC





Mass hire events





Opened Satellite Space on campus















If you remember nothing else…

Focused on building partnerships

Dedicated to excellent client service

Highly experienced & trained team 

Designed to enable our One UC Davis mission

Open to opportunities for the future 





Shared services center

Thanks to ….





































Shared services center

Questions?





Shared services center



14



image2.jpeg

v

¥ |}
Dot (f)

UCDAVIS






image3.png

UCDAVIS

OFFICE OF THE VICE CHANCELLOR
AND CHIEF FINANCIAL OFFICER
Shared Services Center






image4.emf

 


 Governance/Oversight


 


John Mueller


HR Manager


UC Davis - Shared Services Center Organization as of 3/23/2015


 Lilliane Chan Cruz


Sr. Leave Spec.


 


Sherry Campbell


Buyer Supervisor


Teri Sugai


Payroll Manager 


Alicia Webber


Payroll Supervisor


*Student employees are not listed on this org chart


 


Team 2


 


Bob Jahn


A/P Supervisor


Kathy Entao


Buyer Supervisor


Laura Townsley


Finance Manager


Tura Jenkins


Brenda Means


Carrie Tamber


Lori Taste


Lauren Asmus


HR Coordinators


Kevin Bracken


A/P Supervisor


Sandi Joerger


Katharine Kuhn


Ashmeen Sharma


Marie Zimmerman


Payroll Coordinators


Janet Aitken


VACANT


Jamie Nutile


Ann Ricks


Lori Zimmerman


Vicki Gracia (TES)


Payroll Coordinators


Career: 65


TES: 2 


Student Asst*: 10


Julie Castaneda


Evelyn McCleer-


Goodman


VACANT 


Leave Specialists


 


Matthew  Czarnowski


Sally Roggeveen (TES)


 Finance Intake


Tatiana Avoce 


LaMetra Atkins


Leticia Centeno


Mertianna Georgia


Luisa Mattis


Melinda Van Nort


HR Generalists


Leticia Barba


Payroll Supervisor


Sara Reed


Director 


Melissa Turner


HR Supervisor


(Interim)


 


Megan Villasenor


Operations Manager


 


Mayra Davila-Singh


Enrique Rivas


Phillip Choi


Service Desk Analysts


Christin Espinoza


Facilities Coordinator


EDMS Team


7 students


 


OE Analysts


 


 


OE Student


 


 


Team 4


 


 


Team 5


 


 


Team 3


 


Chris Barcroft


Mark Gibson


Veronica Chavez


Purchasing Coordinators


Flora Huestis


Eton Yang


A/P Coordinators


Esther Jacobo


Perla Dinger


Purchasing Coordinators


Polly Castillo


Maria Aguilera


A/P Coordinators


Angie Moreland


Barbara Takemoto-Weerts


Stacey Baker


Purchasing Coordinators


Alma Rodriguez


Andrea Villanueva


A/P Coordinators


Christine Yates


Jenny Li


Steve Train


Purchasing Coordinators


Penny Way


Vacant


A/P Coordinators
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Staff Diversity Administrative Advisory Committee (SDAAC)

March 19, 2015

Meeting Minutes



Principles of Community Edits/Feedback

· Went over paragraph by paragraph of the most updated Principles of Community as a committee. 

· Recorded edits from members and will present to POC Committee.

Sub-Committee Updates

· Veterans Committee: 

· Looking into training development courses and collaborating with OCCR.

· Looking into hosting brown bag lunches for next year to talk more about Veterans, Veteran interaction

· Looking into including more focus classes within the diversity series for supervisors. 

· Education Training Committee:

· Possibly brainstorming and doing some research into other UC diversity training courses. UC Berkeley could be a good place to start.

Announcements

· PowWow and Decision UC Davis are hosted on same day on campus, April 11th. For those of working any event on campus this day, there is a PowWow Etiquette Course hosted by the Native American Studies Department for all to attend. 

· Thursday April 2nd 2015 4pm to 6pm in 3201 Hart Hall (Risling Room)

· Career Development Resource Showcase Event

· March 31, from 11:15am-1:30pm at the ARC Ballroom

· More info can be found here: http://staff.ucdavis.edu/career_resource_showcase/index.html
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Vision Statement
The UC Davis Shared Services Center is a trusted partner in providing administrative support functions that allow our campus community to focus on their core functions to accomplish the One UC Davis mission of teaching, research, and public service. 

Mission Statement

The mission of the UC Davis Shared Services Center is to be a partner-focused organization that delivers quality finance, human resources, and payroll services in support of One UC Davis’s mission of teaching, research, and public service.  

Shared Services Center – Open House 

· Shared Services Center Open House – provided an opportunity for the campus community to learn more about the SSC; attended by hundreds from the One UC Davis campus community  

Satellite Space to Support Student Employees 

· Opened on November 3, 2014; located in the ARC business office (second floor); open daily from 10:00 – 3:30; created in response to client feedback of needing an on campus location for student employees 

Finance team – Procure to Pay (P2P) Team reorganization

· Realign Finance team to teams that include Purchasing/AP and are aligned with a customer base; structure and process is a best practice 

· Pilot team began operation on January 5, 2015; teams recently re-aligned with 2015-2016 providing an opportunity for team engagement with clients 

Team building 

· Striving to continue to strengthen the skills and morale of the SSC team, including an opportunity to learn more about campus, gain expertise and skills in a variety of areas 

Communication & Client Engagement

· Refining communication within and outside the SSC, exploring options to facilitate knowledge sharing

· Creation of SSC-News Opt-in list serve provides an opportunity for anyone interested in receiving updates about the SSC, as well as any disruptions of service

· New website went live January 28, 2015.  Learn more about the SSC at http://ssc.ucdavis.edu/

· Campus outreach to key stakeholders; goal to raise awareness of the SSC operations and services

· Scheduled, proactive meetings through 2015 Client Engagement Plan

Continuous Improvement Efforts

· Updating knowledge base, striving for up-to-date, easy-to-read and understand knowledge on the services the SSC provides 

· Continued support from Organizational Excellence, including recent support to our P2P team reorganization, refining payroll processes, and creation of an SSC Dashboard 

· Active participation from our functional groups (clients, central units, and SSC team members) to continually refine processes and service levels

· Partnering with other higher education institutions to learn and to share ideas and best practices (e.g. UC-San Francisco, UC-Berkeley, Yale University)

· Partnering with Administrative Officers for the Future to conduct an assessment of the Payroll PAN review process to identify acceptable error rates and process improvements.

IT upgrade

· Mandatory upgrade of current case management March – April 2015; communications have begun, training will be conducted in early April 

· Assessment of future case management needs, including preparation for UC PATH

Partner on Strategic Initiatives

· Continued support to the HR Transformation efforts for the One UC Davis community

· Partnering with Central Accounts Payable to explore an Invoice Processing service for the campus 

Training 

· Expand training opportunities – increase internal and client training opportunities; partnering with Administrative Officers of the Future to conduct a comprehensive assessment; if you are interested in a particular type of training, please contact Megan Glide Villasenor at meglide@ucdavis.edu

Feedback

· We want your feedback – with our new website, there are a variety of updated survey options for providing feedback, including on specific transactions, recognition of a staff member, and general feedback.  

· Feedback link available here: https://www.surveymonkey.com/r/?sm=VCR29ALQTrrz7Hd6bOawvw%3d%3d

· Additionally, feedback, questions, or concerns are always welcome to the Director, Sara Reed at sarreed@ucdavis.edu

SSC Leadership

· Sara Reed, Director

· Megan Glide Villasenor, Operations Manager

· Laura Townsley, Finance Manager

· John Mueller, Human Resources Operations Manager

· Teri Sugai, Payroll Manager 

Learn more about us at http://ssc.ucdavis.edu/
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Green Workplace
Program

Environmental Stewardship and Sustainability
Green Workplace Website

OFFICE OF THE VICE CHANCELLOR
anp CHIEF FINANCIAL OFFICER
Environmental Stewardship and Sustainability



http://sustainability.ucdavis.edu/action/green_workplace/index.html
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Orientation Overview

Green vision
Four Steps
Concepts

* People

* Resource Impact

« Green Actions

* Scoring

« Certification

“Neighborhood”
Training
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Kick-Off Overview

1. Your Green Team
2. Our Green Vision
3. Office Actions

4. Personal Actions:

a) Pledge Leaf & Sustainabili-tree
b) Green Voice cards
c) On-line Questionnaire

5. Swag Bag & Drawing!
6. Time Line & Training
7. Celebration!
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Campus Vision, Your Vision
Zero Waste by 2020

« Reduce

* Reuse
 Recycle

« Compost!

Climate Neutral by 2025
* Electricity & HVAC

e Travel

Your Vision

 Green Leaf Pledge—a stretch
» Green Voice
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\.
Four Step Program &

1. Learn

2. Commit
3. Act and Assess

4. Certify!
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learn

Leader Orientation
e 15-30 Minutes






DR = GREENWORKPLACE
Commit

-

Leadership Vision

* Match to Department
and Staff

e Write on form

 Low time commitment

Select Green Team
o 2-4 Module Leaders

e 1-2 hours each
* Assist the Champion ‘
A comfortable MSO

using natural lighting
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Commit

Find Your Green
Champion
* 1-2 hours per week S
 Funl!
« Grad Student, MSO, PI, &
Undergrad

Caped Crusaders: Courtesy
Shaw and Franz labs
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Act and Assess

. Kickoff
——— « Staff awareness and ENERGY

7 Departmental Assessment

e Cenftral Actions
« Five Modules

8 Personal Assessment
| * Desk-side actions

» Green Leaf Survey
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Does it make a difference?
YES!

In one office landfill waste was reduced by two thirds while
paper waste was eliminated!

60

40

Pounds to Landfill

]
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Does it make a difference?®
YES!

Weekday electricity use was reduced 18% for one
office.
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What does it Cost?
Nothing!
We give YOU a Swag Bag

« Lunch vouchers
* Bike Light
« Power stickers

* Battery recycling
« Games

« Coupons

* Fitness maps
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Departmental Assessment

Green Team review and take action

Rate scores on departmental spreadsheet

Green .
P |
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Departmental Assessment

Green Team review and take action

Rate scores on departmental spreadshee

Green .
P |
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Departmental Assessment

Green Team review and take action

Rate scores on departmental spreadsheet

Green .
P |
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Personal Assessment

Everybody makes changes at their site

* Make Green Leaf Pledge — Stretch!
* Ten Minute on-line questionnaire

Sustainabili-tree
Make your pledge now!
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Green Leaf Questionnaire = 10 min

Achievement:
e Bar Chart at end
« 50% Passing score

e Go for 80%!

What is the record for
highest Joarticipation
percent:

« Departments up to 120
people |

Green Leaf Questionnaire




http://tinyurl.com/UCDGreenLeafQ

http://tinyurl.com/UCDGreenLeafQ

http://tinyurl.com/UCDGreenLeafQ
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Green Leaf Questionnaire

100% !}

« Account & Financial Services — 10

« Campus Planning - 100%
 Arboretum Department — 100%
« Academic Senate — 100%

« Facilities Management — 97%

« Office of University Registrar — 97%

Join the “Century Club”
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Orientation and Training— Drop-in!
All workshops will be held from:  49-49 _ 12:50pm

King 1002 RMI 1207

Kickoff for all staff! February 24 | March 11
Energy & Trash Talk March 3 | April 8
Health & Ergonomics March 18 | May 6
Green Commute April 15 | April 29
Celebrate TBA! l TBA!
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Certification Scoring
Department Points Only Go So far...

Silver Gold

Scores

[0 Department
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Certitication Scoring

Department + Personal Points Move Up!

Silver Gold

Scores

[0 Department

B Individual
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Certitication Scoring

Bonus Points for your innovations

Silver Gold

Scores

[J Department
B Individual
|. BonusI
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http://tinyurl.com/UCDGreenLeafQ
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Recognition:

e Personal Certificate
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Recognition:

Departmental
Certificate
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Certity

Acknowledge & Celebrate
Website page

Email
Signature






A0RR N =REE GREENWORKPLACE

Green Neighborhood Sprmg, 20]5

Med Sci
- PRB
« GBSF
* Tupper
* Vet Med 3A, 3B
« VMTH

Training Sites
« GBSF, VM 3B
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Your neighbors say,

Jared Shaw, Chemistry

Green Lab has been extremely
helpful in making the process
painless, productive and, dare |
say, fun!

Many faculty members have a
strong desire to help the chemistry
department join with the campus
sustainability initiatives and the
key to its success is having one
place to go to get things rolling,
and Green Lab provides this
important resource.
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Thank youl

Sign up for Green Workplace on the link
below.

« Green Workplace interest form

Phone: (530) 754-8763

Email: greenworkplace@ucdavis.edu

UCDAVIS

OFFICE OF THE VICE CHANCELLOR
AND CHIEF FINANCIAL OFFICER
Environmental Stewardship and Sustainability




https://docs.google.com/forms/d/1HcRzkImXIS2RsLqUtMAlVnLzMUEODnaS59subU676i0/edit

http://tinyurl.com/UCDGreenLeafQ




