D6-08BusinessTools, Forms,andProcedures)8/2012

Clare Geisen  Field Trip/ExcursionElectronicWorkflow Proces©8/201:
From: Sue Johnson

Sent: Tuesday, August 21, 2012 10:56 AM

To: AllUsers

Subject: 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
e

used district-wide. To access BusinessTools, click on the green BusinessTools iconssesws found in the icon barin 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

e payroll

° police services {parking)

® purchasing

e 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 “suggestions/feedback” link within the portal site.

Plao

Susan Johnson

Vice Chancellor, Business & Administrative Services
Ventura County Community College District

255 W. Stanley Ave., Suite 150

Ventura, CA 93001

siohnson@vcced.edu

(805) 652-5536

Think green!

&% Please consider the environment before printing this e-mail. Thank you.
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District-wide Announcements -

VCCCD Busmess and Admxmstratwe Servxces Launches BusmessTooIs 08-20-2012

I%minm w1§

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 icon found in the icon bar in 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

payroli

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. Inorder to ‘
achieve continuous quality improvement, the site will be expanded over the next year to include additional procedures and forras
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 clicking the “suggestions/feedback” link within the site.

Vlew/Update VCCCD Employee Informauon m Work Llfe Tab in Portal 08-16-2012°

Volunteers Needed for WeHness Chmcai Tr:al

5 mz

District Board Resolution in Support of Tax Initiative 06-05-201

Copyright @ SunGard Higher Education 1988 ~ 2009, Top

http://my.vcecd.edu/tag.5a08511091e29ab2.render.userLayoutRo... 8/20/2012



Clare Geisen

From: No Reply [webmaster@vcced.edu]

Sent: Monday, August 20, 2012 12:03 PM

To: Victory Kitamura

Subject: Re: Portal Announcement - VCCCD Business and Administrative Services Launches

BusinessTools

Status:

MyVCCCD Announcement Has Been Posted to the District-Wide Employee Announcement Channel and is scheduled to expire on
9/3/12

Announcement:

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 icon found in the icon bar in 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 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 clicking the “suggestions/feedback” link within the site.

To remove this announcement from the District-Wide Employee Announcement Channel, click this link:
Remove Announcement
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Oxnard College Fire Technology

2012 FLEX PROGI
AUGUST 13-15

Sponsorced by
Oxnard College Foundatid
County Schools FFederal Credit Uy
and
ry . \ <
I'he Academic Senate
The Classified Senate

President Richard Duran, Ed.D.



TUESDAY - AUGUST 14TH

TIME | EVENT/DESCRIPTION | Location

9:00 AM —10:00 AM  SharePoint Intro Bola King-Rushing ~ LLRC-101

See SharePoint in Action. This system allows us to share files campus-wide. Go Green whnle you stay

up to date wnth meeting documents and division or department information.
R derstanding Stuidents wiDisabilities, OB

10: oo AM — 11 00 AM Course Studlo Intro - Bola King- Rushlng u_nc 101
Did you know: every course in the District already has an online component? Come to this session to
learn Post your syllabus onlme send class emanls and MOREI :

1 1:00 AM - Noon o Online Secunty & Onlme Presence' Bola .Klng‘Rushlngu LLRC-101

Come to this session to learn about the litlle things you can do to protect yourself and your students when
it comes to online activities. In addition, you'll discover whether Facebook and other online networks can
actually be useful for you outside of the classroom. :

11:00 AM - Noon Turnitin.com Elissa Caruth FRC
Learn to use plagiarism detection software to help teach academic honesty and documentation. Tumitin
can be used via D2L to streamline ease of use.

Noon — 3:00 pm Math Department Meeting Bret Black  LRC-ConfRm

2:00 PM— 4 00PM _ Curriculum and Articulation T. Bonham & S. Davis  LA-8

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: Everything you ever wanted to know about Curriculum at OC but were e afraid fo ask.

2:00 PM—3:00 PM = D2L Intro (Desire to Leamn) Bola King-Rushing  LLRC-101

This session offers an overview of the district’s Desire2Learn course management system. If you're
interested in exploring the joys of teaching partially or fully online, join us!

3:00 PM — 4:00 PM D2L Gradebook B.King-Rushing & E. Caruth  LLRC-101
Learn the basics of using the grade book function in Desire to Learn (D2L).

4:00 PM — 6:00 PM AFT Meeting, UCFW Building, 816 Camarillo Springs Road, Camarillo
Join your AFT leadership and campus representatives for a general membership meeting and 10
negotiations update.




“A teacher affects eternity; he can never tell where his influence stops’.

~-Henry B Adams

“The difference between school and life? In school, you’re taught a lesson and then
given a test. In life, you’re given a test that teaches you a lesson.”
-Tom Bodett



AUGUST 18, 2012-AUGUST 15, 2012

Outcomes for Flex Events:

1. Facuity/staff will gain practical knowledge and/or skills to be utilized in their
job.
Faculty/staff will have sufficient oppertunities to learn from ond interact with

praesenter end colleagues.

AV

. .
P

Flex events scheduled will provide a variety of learning opportunities to meet
faculty/staff needs.

{ad
P

Monday: Activities on campus all day
Tuesday: Activities on campus all day

Wednesday:  Mandatory College Flex Day

Thursday: First Day of Classes

FLEX WEEK 2012



FH 115

2-3 pm How to apply for Sabbatical Nenagh Brown
The focus of this session is to discuss the AFT
Contract criteria and process/procedure for
applying for a sabbatical.
2:30- LLR 124 Student Field-Trip Electronic Workflow Process | Terry Cobos
3:30 pm .
Tired of having to complete multiple pages of
forms for field trips? Want to conserve paper for a
friendly environment? Please attend this session
to learn about the new process of electronically
submitting Student Field Trip Forms.
2:30-4 FH 217 Handling Difficult Student Situations in and out of | Maureen
pm the classroom Rauchfuss,
Ranford
Many of today’s generation of students have a Hopkins, Pat
sense of entitlement that is expressed during their | Ewins & Ray
interactions with staff, faculty, and administrators. | Zhang
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.”
3-4:00 FH 114 Online Student Advising Corey Wendt,
pm Richard Torres
This session is a brief introduction and general & Lisa Miller

overview to DegreeWorks and MyNAV for
classroom faculty and classified staff.
DegreeWorks provides students with real time
advice, interactive what-if scenarios, more timely
degree certification and improved transfer
recruitment. MyNAV is a student’s guide to “what
to do when” in order to reach their goals. Find out
how these two tools can help students achieve
their goals.

FLEX WEEK 2012

.....-or Tuesday’s sessions
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Fall 2012 Flex Day

Presentation
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Field Trip Request Entry Buvorstion Heip

Instructor/Advisor: ST, Susan L.

Select the Class for which this Field Trip is being requested. Select more than one Class if there
are multiple sections for the Fiald Trip.

“ Class Section 1: Term: 201207 College: 1 CRN: 70157 Title: History of American
* Class Section 2: None o e
* Class Section 3: None
= Class Section 4: None
* Class Section 5: Term: 201303 College: 1 CRN: 32377 Title: History Instructor/Advisor B, Susan L
* Activity/Destination: Getty Museum R " [Class section 1 Term: 201207 College: 1 CRN: 70187 Title: History of American Indian
* Transportation Is Provided by [Class Section 2 None
| © College (District-owned vehicla) %Class Section 3 INone
. College (Commercial Travel) {Class Section 4 iNone
Responsibility of Student iClass Section 5 iTerm: 201303 Collage: 1 CRN: 22377 Title: History-American Women
. e . jActivity/Destination %Getty Museum
" Responsible instructor/staff member{s): §usap De}'ﬂo ‘‘‘‘ . fTransportation is Provided by IColIege {District-owned vehicla}
* Date(s} of field trips/excursions: 11/2/2012 iResponsible instructor/staff members Susan Demo
If more than one field trip or excursion is included on this forin, indicate 'see ai |Date(s) of field trips/excursions 11/2/2012
the next three fines below. Attach a list of the locations in the next step whei ) [address of field trip location {1200 Getty Center Orive
the foron. e {Phone No. of field trip lacation [(310) 440-7300
* Address of field trip location:: 1200 Getty Center Drive |contact Person at field trip site 3. Paul Getty
* Phone No. of fiald trip location: "(jxvlv})-'s-;ol—‘?a-ou" e i 7
* Contact Person at field trip site: L. Paul Getty Please review the above information, and if it is correct, select a Dean/Manager from the list below, and sslect 'Forward
“Compiets | Save & Close || Cancal | far Appraval’, If you need to change or re-enter any of the information, select 'Re-Enter Information'.

Press Complete after selecting the desired option.

Selact Dean/Manager for Approval: Ewins. Patricia

e F

Forward for Approval

i Re-Enter Information

If more than one field trip or excursion is included on this form, attacl a list of locations, addresses, and phone
numbers elow.

| Complete || Save & Close | Cancel |




request fo Dean or Manager, then to

Field Trip Raquest i

Crganization Werkflow Name

Activity Created

Vaiting Approval

" A Field Trip Request has been routed to vou for Approval in Workflow. You may
aceess it via the 'my workilow worklist' channel in the Work Life tab of MyVCCCD.

- Workflow will electronically route approval

the EVP

Detailz Instructor/Advisor

VECCD

Term: 201207 College: 1 CRMN: Field Trip Approval
70187 Title: History of Dean
American Indian

09-Aug-2012 04148126 M K¥orklist Description

R
TTerm: 201207 College: 1 CRN: 70157 Tirle:
iHistory of American Indian

Activit

Ready 1

Responsible instructor staff
members

Date(s) of field
trips’excursions

H Refresh ¥ Show Entire Workdist 3! Opan Workflow

Plaase review the above information, and select 'approve’ or 'Disapprave' belaw. If Approved, the form will be routed to
the Prasident or his/her proxy for final approval.

"t mp location

12ld wip

-t field twip site Gray Wolf
PEWINS

If Disapproved, please enter a reason for the disapproval in the field provided.

Transportation is Provided by |

" Chumash History

Instructor

08312012

:IOIY Chumash Lane

S35.

{(805) 533-1212

Prass Complete after selecting the desired option.

Approved - Forward to President for Approval
: Disapproved

Reason for disapproval:




The Instructor is nofified

email.

Subjact: Field Trip Request Approved

Instmuto Ad\isor

Class Section 1

‘Class Section 2

iClass Section 3

Class Section 4

C‘Iass Secuon

ACIITH‘\ D ESUII anon

Transportanon is Provlded by

Responﬂble mstmcto statr memb ers

Dateks} of neld tnps excurswns

Address of field trip focation

Phone \o of neld trip ioca.tmn

C ontact Person at field 1 tnp site

08312012
101 Chumash Lane
‘\80\\

Instmctor

1201207 College: 1 CRN:

: ﬂOlS 7 Title: lelstor\' of American Inchan
.’01’0 College 1 CR\ 7

0” 9 Txtle Honors Hm Am '\'\ omen

1*1* )
zen' \\ olt :

The Field Trip Request above has been Approved.

Appravers:

| PEWINS

PEDDINGER




In system, faculty/adyvisors will print the
following information to bring on field o
trip/excursion:
- List of participating students
- Emergency contact information
Insurance information
Medical release form

- Student Transportation Waiver




Enrolled students receive portal alert and email that a field
irip form is available in portal

Students will click on “l agree” statement instead of
physically signing documents
Electronic submission is considered authorized signature

Field Trip Participation Form - Term: 201207 College: 1 CRN: 70137 Title: History of American Indian TEST)

0

lease go o Personal Alerts in My CCCD 1o open the Field Trip Participation Form

Ventura County Community College District

STUDENT PARTICIPATION FORM
~Field Trip Details - -

S —— Field Trip/ExcursioniClass: Campus:
¢ My College e S S
’ History of American Indian Moorpark College
InstructoriAdvison Datefs):
SusanDemo T haam2

Studant Details e S

Name: iD Humber:

e e a0

Address: Phone Number:

dige updated information priorta e~

Tensporiation-—






