
 
_C_I_a_r_e_G_e_i_s_e_n _____________________  

From: 
Sent: 
To: 
Subject: 

Sue Johnson 
Tuesday, August 21, 2012 10:56 AM 
All Users 
BUSINESS TOOLS 

-

In order to improve operational effectiveness and facilitate the consistent application of procedures, VCCCD Business 
and Administrative Services has launched BusinessTools, a central website for forms, procedures and documents to be 

used district-wide. To access BusinessTools, click on the green BusinessTools found in the icon bar in the 
upper right-hand corner of MyVCCCD. Many forms may now be completed electronically. This initial release includes 
commonly used forms and procedures for the following areas: 

• accounting 
• accounts payable 
• contracts, grants and special funding 
• information technology 
• payroll 
• police services (parking) 
• purchasing 
• risk management 

We will be adding content on a regular basis until we have included all forms and procedures. We want to know if this 
website assists in the clarification and consistent application of procedures and, as such, meets your needs in this area. 
In order to achieve continuous quality improvement, the site will be expanded over the next year to include additional 
procedures and forms as well as enhancements based on user suggestions. Please send us your suggestions for the 
next group of forms and procedures to be included as well as any suggested enhancements to the website by clicking 
the 11Suggestions/feedback" link within the portal site. 

Susan Johnson 
Vice Chancellor, Business & Administrative Services 
Ventura County Community College District 
255 W. Stanley Ave., Suite 150 
Ventura, CA 93001 
sjohnson@vcccd.edu 
(805) 652-5536 

Think green! 

~ Please consider the environment before printing this e-mail. Thank you. 
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ln order to improve operational effectiveness and facilitate the consistent application of procedures, VCCCD Business and 

Administrative Services has launched BuslnessTools, a central website for forms, procedures and documents to be used district·· 

wide. To access BusinessTools, click on the green BusinessTools icon found in the icon bar in MyVCCCD. Many forms may now 

be completed electronically. This initial rei ease includes commonly used forms and procedures for the following areas: 

~ accounting 
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'Ne wm be adding content on a regular basis unfii we have included ali forms and procedures. We want to know if this website. 

assists ln the clarification and consistent application of procedures and, as such, meets your needs in this area, In order to 
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From: 
Sent: 
To: 

.::::This is an automated 

Status: 

Reply [vyebmaster@vcccd.E:duj 
Monday, August 20, 2012 12:03 PM 
Victory Kitamura 
He: Porta! /l.rmouncement- VCCCD Business and Administrative Services Launches 
Business Tools 

not reply::::. 

MyVCCCD ArmouncE?ment Has Been Posted to the District-Wide 
9/3/12 

Announcement: 

In order to improve operational effectiveness?and?facilitate the consistent application of procedures, VCCCD Business and 
Administrative Services has launched Business Tools, a central website for forms, procedures and documents to be used district-wide.? 
To access Business Tools, dick on the green BusinessTools icon found in the icon bar in MyVCCCD.? Many forms may now be 
completed electronica!!y.?? This initial release includes commonly used forms and procedures for the following areas: 

"' accounts payable 
"' contracts, grants and special funding 
"' information technolomt 
e payroll 
.., services 

"' purchasing 
(I risk 

'vVe will be adding content on a reg!Jiar basis until we have included ail forms and procedures.? We want to know ifttlls website assists 
in the darificatlon and consistent application of procedures and, as such, meets your needs in this area.? In order to achieve 
continuous improvement, the site wii! be expanded over the next year to inciude additional procedures and forms and 
enhancements based on user suggestions,?? Please send us your suggestions for the next group of forms and procedures to be 
included as well as any enhancements to the website by ciicking tile "suggestions/feedback" link within the site. 

To remove this announcement from the District-Wide Announcement Channel, click this link: 
B .. •~.ITlQYft]\nnoul}fem_Em! 
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TUESDAY- AUGUST 14TH 

TIME EVENT/DESCRIPTION LOCATION 

9:00 AM~10:00 AM. SharePoint Intra Bola King-Rushing · LLRC-101 
See SharePoint inAction. This system allows ustoshare files. campus-wide. GoGreen while you stay 
uu-,u·un · with ·. · documents and division or information. · 

.com Elissa Caruth FRC 
Learn to use plagiarism detection software to help teach academic honesty and documentation. Turnitin 
can be used via D2L to streamline ease of use. 

1st hour: What's new with curriculum and articulation· Have you been hearing the terms C-ID, TMC, AA·T, AS-T, 
SB 1440 and wondering what it all means? 
2nd hour: ever wanted to know about Curriculum at OC but were afraid to ask. 
2:00PM-3:00PM · D2L Intra (Desire to Bola King-Rushing LLRC-101 

book function in Desire to Learn 
AFT Meeting, UCFW Building, 816 Camarillo Springs Road, Camarillo 

Join your AFT leadership and campus representatives for a general membership meeting and 1 o 
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Presents 

''A teacher affects eternity; he can never tell where his influence stops". 
-Henry B Adams 

"The d{fference between school and life? In school, you're taught a lesson and tit en 
given a test. In life, you're given a test that teaches you a lesson." 

-Tom Bodett 
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Outcomes for Flex Events: 
1. Faculty/staff will gain practical knowledge and/or skills to be utilized in their 

job. 
2. faculty/staff will have sufficient opportunities to learn frorn and interact with 

presenter and colleagues. 
3. Flex events scheduled will provide a variety of lear·ning opportunities to meet 

f acuity I staff needs. 

Monday: 
Tuesday: 
Wednesday: 
Thursday: 

FLEX WEEK 2012 

Activities on campus all day 
Activities on campus al}cjay 
Mandatory College Flex Day 
First Day of Classes 

,l 
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2:-3pm 

2.:30-

3:30 pm 

2:30-4 
pm 

3-4:00 
pm 

llR 124 

217 

FH 114 

The focus of this session is to discuss the AH 
Contract criteria and process/procedure for 

applying for a sabbaticaL 

Student field-Trip Electronic Workflow Process 

Tired of having to complete multiple pages of 
forms for field Want to conserve paper for a 
friendly environment? Please attend this session 
to iearn about the new process of electronically 

submitting Student Field Trip Forms. 

Handling Difficult Student Situations in and out of 
the classroom 

!v1any of today's generation of students have a 
sense of entitlement that is expressed during their 
interactions with staff, faculty, and administrators. 

This panel will discuss personal student-related 
experiences and ways to manage student behavior 

1} "setting the tone" 2) "in the moment" and 3) 
"handling the crisis." 

Online Student Advising 

This session is a brief introduction and general 
overview to DegreeWorks and MyN/\V for 

dassroom faculty and classified 
Degree Works provides students with real time 
advice, i,nteractive what-if scenarios, more timeiy 
degree t1;ertification arid improved transfer 
recruitment. MyNAV is a student's guide to "what 
to do when" in order to reach their goals. Find out 
hm.v these two tools can 
their goals. 

students achieve 

Terry Cobos 

Maureen 
Rauchfuss, 
Ranford 
Hopkins, Pat 
Ewins & Ray 
Zhang 

Corey Wendt, 
Richard Torres 
& lisa Milier 

Tuesday's sessions 
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Mon Aug 13, 2012 

• Where: MCE 335 
Calendar: Erica Tartt 

i Where: PAS Lobby 
l Calendar: Erica Tartt 

r~ , /~ f~ .f~ rr1 ~ q : 4 5 a n:: 
1 "'ler~_,al ,J r)o "" (;o.n\l ~,~:.9~ ~c~r~ 

Where: MCW 205 
Calendar: Erica Tartt 

; Where: MCE 125 
; Calendar: Erica Tartt 

'~fl~]rn ~ ·1~arn EJsirrg(~ ~ck(~~ 

i Where: BEACH 
l Calendar: Erica Tartt 

Where: LRC 205 
Calendar: Erica Tartt 

! Where: MCW 201 
' Calendar: Erica Tartt 

·1 fi : 1 5 ~ n1 ,, 1 2 . 1 ~3 r;1 rn . 

r·c. 

! B:rain 'fhe(}fY ;,~~~1d ~;trf-~S fn tht~ (;fasSi~'t.)OtYt t.f!~drn t·"tfJ."J~i 

~ h:elping !:ltud~:;!·nts- ca r,~~>-;t>n c~~n i' ern. su 
' 'Where: MCE 124 

Calendar: Erica Tartt 

Where: MCW 103 
Calendar: ,Erica Tartt 

Where: MCE 335 
Calendar: Erica Tartt 

i Where: PAS Lobby 
l Calendar: Erica Tartt 

Where: MCW 205 
: Calendar: Erica Tartt 

vc 



Where: MCW 110 
: Calendar: Erica Tartt 

i Where: MCE 123 
, Calendar: Erica Tartt 

Where: MCW 103 
Calendar: Erica Tartt 

Tue Aug 14, 2012 

Where: MCE 344 
Calendar: Erica Tartt 

, Where: MCE 124 
Calendar: Erica Tartt 

! Where: MCW 201 
1 Calendar: Erica Tartt 

1 Where::Mcw 103 
! Calendar: Erica Tartt 

Calendar: Erica Tartt 

Where: MCW 205 
Calendar: Erica Tartt 

· Calendar: Erica Tartt 

:Where: MCW 312 Conference Room 
l Calendar: Erica Tartt 

D2L VS 5ltlJdiO,~. 

Where: MCW 203 
Calendar: Erica Tartt 

[·: 
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Where: MCW 312 West Wing Conference Room 
Calendar: Erica Tartt 

Where: MCW 201 
• Calendar: Erica Tartt 

Where: MCE 124 
i Calendar: Erica Tartt 

Where: MCW 205 
• Calendar: Erica Tartt 

Where: MCW 203 
i Calendar: Erica Tartt 

. Where: PAS Lobby 
• Calendar: Erica Tartt 

;.;. ~): 

Where: LRC 205 
i Calendar: Erica Tartt 
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hn-l\t :...r ~rrciu ~ ~~~· f?r~3:(~ :::n 
'Where: MCW 205 
Calendar: Erica Tartt 

'Where: LRC 205 
t Calendar: Erica Tartt 
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Where: AEC Dance Studio 102 
Calendar: Erica Tartt 

Wed Aug 15, 2012 

! Where: Campus Center Quad 
i Calendar: Erica Tartt 

Where: Campus Center 
Calendar: Erica Tartt 

•· 
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~· ~ '.. ?. \ ., ~ 



Where: Campus Center 
, Calendar: Erica Tartt 

, Where: Campus Center 
: Calendar: Erica Tartt 

Where: MCW 110 
Calendar: Erica Tartt 

Where: Wright Library 
Calendar: Erica Tartt 

/;! rt1 ,., 2prn 
t) f stan G~:r ~:;E (~~~cat£ C} t15 [~ rc:-. r'~± s~.:~; 
~~·! u rn a n i t l ·a s , ~1 C ~·\f' '~ ~f J 

Where: MCW 113 
Calendar: Erica Tartt 

i Where: Varies 
; Calendar: Erica Tartt 

~~ ~J rn .... 2 p rh l n st.~ t ~) t ~ ~:J n, t~. ~ f r ;~~ ~.:: ·~ ~. ~ ~~ t~ t~:~ :~2. 

l Wher·e: LRC 205 
Calendar: Erica Tartt 

2 rn ~ ;~ p rn ;::~ 3 J1 ~:;: \~~ ~ ~;:q"" 3. ~ ~-~ : ~:-: t":J ~~~ ~:; .;~~ t.> 
. Where: MCW 201 
. Calendar: Erica Tartt 

i Where: MCW 312 
1 Calendar: Erica Tartt 

:Where: MCW 205 
; Calendar: Erica Tartt 

Where: MCW 203 
: Calendar: Erica Tartt 

Where: MCW 103 
Calendar: Erica Tartt 

<·~ .. , :; 
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iit·'i=::,-k;ls,, 

Ir:st:-:.:c tor/ . .:\.Jvi~:;ar: liiiiii,,SL!Si3'1L. 

S•.?IGCt d:.a et.;;ss for \VhP.:h this Fi<2ld 'idp is b·~ing tEViuest~;.'tL Sek-:ct men:. than one C!2ss if tht1re 
21r-:;:, rnultipie secticr;s for the Fit:ld -:-rip. 

"" Ciass Sect:o11 1: T er:;< 2:01207 Coili?ge· ., CRN. ?0137 r;tJ8: H1stcry of Am~,ricar. n 

"'C!dss Sec hun 2; 

-~ Ci2ss Section 3~ 

f.< CL?,SS So2:CtlO:l 4: 

~' C!a.s.s S8Ctl0f1 

•· .::.c.tivit{/!:).esti~~atk·n: 

"'Tr.;nspDrt.:3ticn Is Pr::vidE::d by .. 

o C::l~ge (District-nwned v~~l:lci.e) 
Coilege {C\~ITlmer-c:al -:-rave]) 
i"Z·2~po;)sibl!;ty of Sb.JC<?nt: 

None 

Nor.e 

Non0 

T gm: 2D13G3 Col!egB: 1 CRN. ~52.377 TiUe: Histo:-y 

G~::~' Mustrum 

"" R-2sponsiDle ins~ructor:::taff mernber(s:.: St;sar, Demo 

(d Rek:; t:ip·;;;/"'):,·cu:-sions: "11;.2/201.2 

rf· rnote tfu-Jn one fiehf tri{l or ~xnH5ion f<S Jndudec oo Uds tnun, ifH.ih:nh;; '.sc:;t~ 

~~;: ~:~;~.t!H·ce Uncs he! ow. Attach .1- Jist of the locations if) Ntt'"j next step wheo' ~~..:::'..:~.~:.::~_.:-_:::::~..:_:...----·--.;~.::::...::::~ . ..::::-..:,:::,_=-:~.-~·- ···--------~-------~--~----~----

'" ,c.,drJr~::;s c,f fi~Jd tnp ~ocauo;~:: 12CD Gstry' Cer~t~r Drive 

"f:.ihone t\JJ.:L of fiefd ':tip lccat10n: {3'!Q) +tS-7320 

""Cont:;ct P~r'5"ofi a.t Eeio sit,;:: J Pau: Getty 

··coJTIPIBte-· -·-sa'.~e&-CiOS8 .. ~~~~;P~~~~~:~v:· 1t;~;D~b~~:c:r~~~r;~:~~:r 0~n~:~~:~c::~ ~~~-;.~~r:~=l~:~~.~-~~;~~~~f~:~-~~cgt~~:~>~~l~~e1~,~~r~~~-~:~~~~nd sel~:t 'For<~·c~c~ 

Press Complete aft·3i. se!ecting the desired option. 

"Seli'!ct 0B-3n/fv'idn?.>Jer far ~\ppr:::v~l: Cwios. Patricia 

F(lf,·".L?rd for Approval 

R<i!-Ent>?r !f"lfcrn:at!on 

:nore tl;an or,e Nctd ttip or· e.>t·cersion J::;. ,1,:cfuried on chis f·,·,nn~ -NLt,:'fciJ 0 !lst of Jo._~ations. .. .:Jddress~"-.5,. ana" utw:Je 
IJ/.JJubet'-> IJt.:::fo .v. 

Cancel 
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Su~j.:.d· ff.::\d Trip ~~qu<::o·! '>V=iting . .::.r,prc-c,~l 

·;:)rganlza-~ion V•.Jork:.f!c·w Nam.::1- A.ctivity CrG~at~ci OetaHs 

\/CCCD Tenn: 201207 Ccdiege; 1 Cf{J-4: Fidti Trip Apt.:wc;v.?.! os~A1,.;g~2CI2 04:45:26 f":i\·~ 

70187 Titie: History of G<?a;n 

;\rnerican Indian 
Ready 

r; R~f.f''<.'l':Sh StJO<.'' fnti.t'l"~ ';,V>:;:.:;-~-dist ( {)r.l>?.D \.V.::·:-kJlC'<\'4 

Pleas\~ re\/,:e..,,~· th\'!: 2.1bove information/ and select 1Approve 1 or 'Disapp;o-..--e~ beLJ'H, If Apprc:ved_, the forrn wili bf.2 routed tc~ 
the Prt:±£id~;1nt or his/her proxy for fina! appro\"dL 

!.f Dis.apprcved" please entsr a r~ason fClr the disapprove! Jr. the Ae1d pr:JvirfB(L 

P!'~ss Comph-:ts after sBlect:ng the desin~d option. 

F:eason foi- dis~pproval; 

has b~en. rc~uted to you for ApproYal i:n. \Vod:±lcw. 
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Cl~.ss :'S...:ction 2 Tclnt: ~201.207 College : CRK · 7(12~''9 Title:. Em. or:;: Hlst _A!:l \\~0n1en 

Class ~ection 3 

Section-+ 

ClJ.s~ Section :: 

Ac~:hiry·D~stin2.rion 

of tield trip location 

of field trip location 

Contact Person R! tldd nip site 

.. \one 

.L!lUITl?~sn HLstor.::· ?\-Juscun1 

College (C ~n1merda.l T:ra\~d) 

Chu.r11a.sh Lme 

(S05) 555-1212 

Gra\' \\'ol£ 

TI1~ Fidd Trip aboYc- h.is been. .-.\pproYed. 

1\pptO"-'eis· 

PE\"1XS 

:?EDDI:.JGER 



In system, faculty /advisors will print the 
following information to bring on field 
trip/excursion: 

List of participating students 
Emergency contact information 

Insurance information 
Medical release form 

Student Transportation Waiver 
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Fi~id P3rticlpctton F,.JrtTl- T.en:~: 2·J~2(~7 C.oikge; 1 CRl\i: 70t37 ·ntle: Hl5tory ..::..r(ltr!cJ;Jlndian iTE:::n 

Pie-:~3SE: gc~ to Persona! Aterrs r~1 rv~y\/CCCD 'tw open tne FJe:id Trtp Parti"cipcrrion Forni 

r<'!yC:ollege 

Trip Partidpatitm Form T~rm; 201207 College: 1 
70137 Title: History uf fiJTH~rican l!HHatl (1TST/ 

FiBld TripA::xt-urswiHC!i:~.ss~ 

H~s~or:.f of A:<l~riran inr.i\.;:;.r, 

instruc.t-on'Advlsur. 

Susan O.zmto 

~r\At:lc~r.:t 

Name: 

::J;;:;rno Srudant 

!\Udress; 

:;..:.:: : ::.:.l""~~:. .3;::. 

;;::c.:::.J.:,:,~ c;; 
?·~<·}_ 

V~ntur:1. County Community College District 

S'i1JDENT PART!c;p,~._T\QN FCR!\1 

C~1rnpus: 

ivloo:p:3rk C.:ollegB 

Date{~): 

J 1·2~2012 

ID f~nmOOr": 

900~11111 

Pt:one tWmL'f.:r:: 

lfinf' A.t!dress ' .. d r.>non~ ~lwn::er listed ::J~ov·e is JqcNrect, ,r.le'iJS;:t p~~::.!!!;o.:;;~QlDi;:li~-:9JE:.n ;;;norv1 ,.,, .. 
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