ADMAN Board of Directors Meeting
Minutes
April 21, 2016 (3-5 p.m.)
Robert Mondavi Institute, Room 1207

Members in attendance: Sara Reed, Jennifer Radke, Brenda Scalzi, Teri Sugai, Peter Blando, Esther Hernandez, Yoke Dellenback, Jennifer Thompson, John Mueller, Carlos Garcia, Andrey Furmuzan, Mike Kuhner, Donna Connolly, Kelly Gilmore, Shannon Tanguay, Nora Orozco, Christine Harlan, Carla Munoz, Brooke Noonan, Megan Villasenor, Julienne DeGuyter, Sally Harmsworth, Michele Goodman						
1. ADMAN Conference Scholarships - Discussion					3:00 – 3:10 pm
Jennifer Radke, Sara Reed, ADMAN Co-chairs 
Summary of the discussion:
· Five Scholarships to the ADMAN Conference will be established using some of the surplus the proceeds from ADMAN Conferences
· Peter Blando, Sara Reed and Carlos Garcia will form a committee to develop recommendations for the scholarship criteria and process.
· Suggestions/questions that were posed during the discussion include: What is the application process, does the supervisor/department head need to approve/sign off, is the process need based, does an ADMAN member need to make the nomination?


2.  ADMAN Vice-Chair Election Discussion					3:10 - 3:15 pm
 	Timeline and New Structure
· New ADMAN executive Board structure includes two co-chairs and one Vice-Chair (co-chair elect).  This is a three year commitment (one year as Vice-Chair and two as Co-Chair.	
· Next year, Jennifer Radke and Michelle Hammer Coffer will be Co-Chairs, Sara Reed, and Ex-Officio
· If you are interested in running for the office of Vice-Chair, or wish to nominate someone, please submit nomination to Sara Reed and Jennifer Radke no later than May 13, 2016.  sarreed@ucdavis.edu & jtradke@ucdavis.edu 
· Please include why you (if self-nomination) or the nominee is a good candidate.
· Serving as the ADMAN Co-Chair/Vice Chair is a very rewarding experience. The incumbent will meet and interact with many new people and there are many opportunities for exposure

3. Connexxus Presentation						3:15 – 3:50 pm
Yasmin Sidi, Faculty Program Manager, UCOP

· Yasmin Sidi spoke to the group about the benefits of Connexxus and asked the group to spread the word to increase use of the Portal
· Connexxus is not an agency, it is a portal to get access to agencies and companies that contract with UC
· Ms. Sidi asked, “Why don’t you use Connexxus?”  Answers were pricing, availability of flights, etc.
· Many do not understand how the system works
· UC spends $250M annually on travel, less than half is spent using Connexxus
· Benefits of Connexxus: 
· Cost savings, time savings, convenience, travel guarantee.  If a ticket is cancelled, the credits are housed in the system
· Better service when a travel emergency occurs
· Those who use it, love it
· Last year savings were $16M, with only 43% of travel booked through Connexxus.  
· For conference hotel arrangements, the agent booking the conference negotiates the rate for you and the hotel creates a special link for registration, this rate will not be available in the regular booking system
· Airlines come on board because people are leveraging the system.  The more Connexxus users, the more incentive for airlines to give discounts. Sometimes airlines will not give discounts because employees are already booking directly through the airline.
· Even when users were conducting business over the phone, and were charged a fee, UC still realized a savings of $16M, calculated based on savings of hotel, rental car and airfare
· If you find better pricing elsewhere, email send screenshots live, (right away), don’t wait.  If you send the screenshots right away, they may be able to get you a better rate 
· If you would like a comparison of what you could have saved by using Connexxus, UCOP Travel can run a comparison for you.  If you would like such a comparison, send name of the airline, destination points. 
Send to uctravel@ucop.edu
· For inquiries, contact the UC Travel Office, staff of 4 will respond  uctravel@ucop.edu
· UCOP Website: http://www.ucop.edu/central-travel-management/connexxus/
· UC Davis Website: http://afs.ucdavis.edu/our_services/travel-e-entertainment/travel/connexxus.html

			
4. Contracting Process Change						3:50 – 3:55 pm
	Kelly Gilmore, Associate Director, Contracting Services
	Update in change in procedure
· An announcement will be sent out to the campus via various listservs next week regarding an alternative way of providing approved rates for revenue agreements processed by Procurement & Contracting Services
· The announcement will convey that departments can either 
· a) Continue to attach rate approval letters to each KFS request OR 
· b) Departments can add a note to the KFS request documenting the approved rate for each service to be provided (specifying which rate is for which service) and ad-hoc route the KFS document to their dean’s office for approval prior to submittal to Procurement & Contracting Services
· Their message, as well as their website, will include sample language for documenting the rates on the KFS documents




AggieTravel Update							3:55 – 4:10 pm
	Mike Kuhner, Director, A/P & Travel


· [bookmark: _GoBack]Attending a conference has never been easier!  See new resources on the UCD Travel. Not sure what should be processed in MyTravel or in KFS? See great new resources on the UCD Travel website http://afs.ucdavis.edu/our_services/travel-e-entertainment/travel/attend-conference.html


John Mueller-SSC HR Operations Manager shared a handout for the New Employee Onboarding Center. 

Staff & Faculty Employee ID’s for all campus employees are now provided at this location.  For more information and to schedule an appointment, here is the website: http://employeeid.ucdavis.edu/
*************************************************************************************Future Speakers & Discussions*
May
SciQuest; Lia Scott, A&FS
UCD Buy Replacement Project (Aggie Buy) – Tentative
Centralized Gift Processing
Update: End to End Recruitment (Tentative)
Bruce Mattos, Campus Talent Acquisition Manager

Future meeting dates for Academic year 15-16: 
All meetings will be held from 3:00-5:00 pm in 1207 Robert Mondavi Institute, South Building. 
		May 19, 2016
	
	July 21, 2016

	June 16, 2016
	
	August 18, 2016

	
	
	September 15, 2016

	
	
	



	
	



Member Committee Reports:
	ABOG 
No Update
AADI   
No update
ADMAN Conference
Full report will be provided in the May ADMAN meeting
Aggie Travel
Update provided in meeting
ASEC
No Update
CCC&D:  
No Update
Canvas


EDMS
No update
FIS Update
No Update

	HRIC/HRAC
No Update
IT-Security/IT-Services
No update
Kuali-Coeus
No update 
SDAAC
No update
SSC
No Update
Staff Assembly


UCPath
http://ucpathproject.ucop.edu/news/2016/04-05-16.html
Uniform Guidance
No Update




	[bookmark: _Hlk448921436]	Committee
	Representative(s)

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

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

	ADMAN Conference
	Gaylene Miller/Brenda Scalzi

	AggieTravel
	Mike Kuhner

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

	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

	HR Implementation Committee/
HR Advisory Committee
	Rosemary Martin-Ocampo

	IT-Security & IT-Services
	Tracy Lade

	Kuali Coeus
	Dee Madderra 

	SDAAC (Staff Diversity Administrative Advisory Committee)
	Brenda Scalzi

	SSC (Shared Service Center)
	Sara Reed

	Staff Assembly
	Jessica Potts

	UC Path Steering Committee
	Susan Sainz/Meshell Louderman

	Uniform Guidance
	Sara Reed
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Aggie Travel

Project Status Update

April, 2016

Travel Accounting, Accounting and Financial Services







Mission and Improvements

Mission

Replace the outdated and unsupported MyTravel expense reporting system with AggieTravel – a modern, user-friendly, and scalable solution delivered by Concur Expense.



Improvements

Data entry is streamlined by reducing expense types and forms, integrating with BCD Travel service, and leveraging imported itinerary data from participating merchants

Travelers are able to use mobile platforms to capture receipts, create expense entries, and review submitted reports

Departments can run reports within the application to review their travel and entertainment information

Eliminates the need for “pre-trip” application by moving cash advance requests to AggieTravel (and vendor payments to Kuali)
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Timeline





Getting Started



Requirements & Analysis









Deployment/Transition 



Interface & Report Development

User Experience Validation



Functional Validation



Training & Communication



Initial Configuration











Retire MyTravel



End to End Testing

Production Available
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Dec – Jan 2016





Oct – Nov 2015





Feb – Mar 2016





Apr – May 2016





Jun – Jul 2016





Aug – Sep 2016





Dec – Jan 2017





Oct – Nov 2016





















Major Changes…

Relocations now available in AggieTravel

Fewer expense types and consolidated entry forms

Vendor “pre-trip” payments processed directly in Kuali

Employee “pre-trip” cash advances move to AggieTravel, using the Request module (with routing)

Cash advances will tie to chart 3 and use the Employee ID as the Project Code (not the document #)

Pending GL entries no longer created. Entries only posted to GL when report is fully approved.

WAY better receipt management: upload, mobile, etc.

Sodexo no longer a payment option
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Project Activities – Complete

Execute contract with Concur Technologies

Engage user group community to select name and branding

Configure baseline Higher Education template

Integrate custom UC Davis configuration requirements

Develop cash advance integration to leverage Request module

First round of validation testing with volunteers from user group community
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Project Activities – In Progress

Second round of validation testing

Develop new interface for non-employee travelers

Complete configuration of Imported Expense integration (CTS and T&E card transactions)

Establish roll-out schedule (2 week cycles, starting July 27th) 

Final testing

Develop training and change management deliverables

Launch AggieTravel (July 27th)

Retire MyTravel (December, 2016)
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Deployment Plan (DRAFT)

		Unit/Department/College		Traveler Count		Week of 

		Campus, VC/CFO division				July 25th, 2016

		Campus, TBD				August 8th, 2016

		Medical Center and 
School of Medicine				August 22nd, 2016

		Campus, TBD				September 5th, 2016

		ANR				September 19th, 2016

		Campus, TBD				October 3rd, 2016

		Campus, TBD				October 17th, 2016

		Campus, TBD				October 31st, 2016

		Campus, TBD				November 14th, 2016

		Campus, TBD				November 28th, 2016
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Screenshots
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Screenshots
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Screenshots
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Screenshots
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Communications

ADMAN and Assistant Dean’s meetings

Travel-info listserv

Dateline article

Mass email notification to all travelers in the last year

A&FS Travel dedicated website for AggieTravel

Notification on MyTravel website news

TGFS table with giveaways

Executive Assistant brownbag

Staff Assembly brownbag

And more to come!
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Additional Information

		Michael Cole
Project Manager, VC/CFO IT
mjcole@ucdavis.edu 		Mike Kuhner
Functional Lead, Travel
mjkuhner@ucdavis.edu 		Jennifer Thompson
Training Lead, Travel
jenthompson@ucdavis.edu 



Sign-up for email list (travel-info):

http://afs.ucdavis.edu/cas-forms/email-lists/email-list-subscribe.cfm



Project Website:

http://afs.ucdavis.edu/our_services/travel-e-entertainment/aggie-travel/index.html



Email us feedback/ideas/comments:

aggietravel@ucdavis.edu 



Project Contacts:
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OFFICE OF THE VICE CHANCELLOR
AND CHIEF FINANCIAL OFFICER

Shared Services Center

New Employee Onboarding Center Fact Sheet

Onboarding center for new employees now open on campus

Onboarding Now On Campus

In partnership with Transportation Services (TAPS),
the Shared Services Center (SSC) is opening a new
employee onboarding center in the TAPS office to
serve as a central, on-campus location for
onboarding newly hired staff employed in divisions

and departments served by the SSC.

Services for SSC Clients

Pre-scheduled one-on-one onboarding appointments

with an SSC HR Generalist. Advance notification sent

to employee with location and parking instructions (1-

hour complementary parking in Pavilion Parking):

e New hire paperwork processing

e Employee ID card processing

e Parking permits available for purchase

e Benefits orientation scheduling

e Background check scheduling (if applicable)

e DMV pull scheduling (if applicable)

e University email access instructions

e University policies review

e Safety, emergency communications and workers’
compensation information

e Information to request business cards

e Staff Assembly “pins’ available for purchase

e Information about New Employee Welcome

(NEW) orientation

New Location for Employee ID Cards

The SSC will now process all faculty and staff ID
cards at the New Employee Onboarding Center in
the TAPS office by appointment. Only student ID
cards will be issued at Dutton Hall after April 2016.

m ARC Pavilion
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i Transportation and
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jventures Field Department
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=

By appointment, employeeid.ucdavis.edu

Services for non-SSC Clients

Ability to schedule a 15-minute one-on-one
appointment using online calendar (20-minute
complementary parking available in Pavilion
Parking):

e Employee ID card processing

e Parking permits available for purchase

e Information to request business cards

e Staff Assembly “pins” available for purchase
e Information about New Employee Welcome

(NEW) orientation

Contact:

Shared Services Center
Service Desk
sschelp@ucdavis.edu
530-754-4772

UCDAVIS

March 17, 2016
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Update on transition from SmartSite to UC Davis Canvas

 

April 4, 2016

 

Colleagues,

 

As you likely know, UC Davis has adopted UC Davis Canvas as its new learning management system (LMS), starting in 2016-17. It will replace SmartSite. As part of our communications, we plan to post short, quarterly updates about the transition from now until spring 2017. Today’s message is the first in that series. We encourage you to forward this information to colleagues who want or need to know about this change.

 

The best website for information and resources is movetocanvas.ucdavis.edu. It contains updates, an FAQ, timeline, a list of training and information sessions (we are just beginning to add them), and contacts if you have questions. We will update the website throughout the transition.

 

The primary goal for 2016-17 is to move current SmartSite users and sites into UC Davis Canvas. This will involve tens of thousands of people, and at least 18,000 course and project sites. It is important that individuals who use SmartSite plan how and when they want to move to UC Davis Canvas. IET-Academic Technology Services will support faculty and staff throughout the transition, but individuals will need to allow time to move their materials and learn the new LMS. 

 

As of April 2016

 

·        SmartSite remains the main campus learning management system, and will be through June 2016.

·        24/7 UC Davis Canvas phone support (provided by Instructure, which makes Canvas) will begin July 1, 2016.

·        We are preparing training and documentation, ramping up our communications, and getting UC Davis Canvas ready so that beta users can begin using a basic version of the LMS this summer.

·        We are suggesting that faculty and project site owners take the following steps, including:

o   Learning how the LMS works, and how they will want to start using it. The links at movetocanvas.ucdavis.edu/home/instructure are one place to start; you can also contact us at movetocanvas@ucdavis.edu, or come to one of the UC Davis Canvas workshops we will schedule.

o   Determining which materials site owners want to move from SmartSite. Faculty might choose to move only some of their existing materials to UC Davis Canvas. Project site owners, rather than recreate their SmartSite sites in UC Davis Canvas, might opt to use online services that did not exist when the campus adopted SmartSite 10 years ago, such as Box or OneDrive. We can offer suggestions and guidance; please come see us at one of the training sessions or workshops that we will schedule.

·        We are investigating a tool that could help migrate materials from SmartSite into UC Davis Canvas, and should know more by this summer about its usability.

 

Looking ahead

 

We are encouraging faculty to save Sept. 9, 2016, for the one-day Summer Institute on Teaching with Technology, which this year is devoted to UC Davis Canvas. This campus event will be an excellent place to explore the LMS, ask questions, get help, and talk with colleagues who are using Canvas. Another good source of information is The Wheel, the ATS instructional technology blog; visit http://wheel.ucdavis.edu/blog.

 

Throughout this transition, if you have questions, concerns or comments, please contact us at movetocanvas@ucdavis.edu.

 

David Levin

Director

Academic Technology Services

Information and Educational Technology

UC Davis
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Staff Assembly Update – April 2016

Thank Goodness for Staff:
The Thank Goodness For Staff picnic will take place on May 18, 2016! This year's festivities will include Guess the Weight, the TGFS 2017 Logo contest, and Spot the Pin. In addition to a delicious lunch, staff will also be treated to prize drawings, freebies and other services at the various on and off-campus booths in our vendor showcase. To add to the festive atmosphere of the event, we will have popcorn machines, roving magicians, caricaturists, quirky photos opportunities in the photo booths, and more.

Additional information about TGFS events can be found here: http://staff.ucdavis.edu/tgfs/index.html

Health and Wellness Update: 
During Staff Assemblies fall meeting with the Chancellor, the Health & Wellness sub committee presented recommendations for a medically-based comprehensive health & wellness plan for faculty and staff. The Chancellor immediately endorsed our recommendations and provided budgetary resources to recruit a Wellness Program Manager. This position closed in early March so we should have another update soon! 

Breakfast with the Chancellor: 
We continue to have a successful Breakfast with the Chancellor program. The Breakfast with the Chancellor program is a unique opportunity for staff to meet with Chancellor Katehi and discuss topics that impact staff. Through this program we invite staff to share ideas on how to improve processes, increase revenue, implement solutions to challenges experienced by staff, and more.

The Breakfast with the Chancellor meetings are held monthly, from 8:30 – 10:00 a.m., at the Chancellor’s Residence. The specific date for each event will be announced to selected participants as soon as it’s confirmed on the Chancellor’s calendar. This is typically seven business days before the event. Staff Assembly will work closely with each participant to ensure they are able to attend a breakfast on a date that accommodates their schedule.

More information can be found here: http://staff.ucdavis.edu/initiatives/initiatives_committees/breakfast_with_chancellor.html


