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Partners in Campus Business Operations
Business and Financial Services

Wednesday, August 19, 2009
Meeting Highlights!
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· Welcome – Mary Hinchman
· Welcome
· Budgets:

· In the midst of Base Budget Review Process.
· See Budget Central for budget updates:  http://www.csusm.edu/budgetcentral/.
· UBC will resume meeting in September.
· AR Invoicing – Alma McFarland
· Funds owed to the campus for services rendered to an auxiliary or outside agency are obtained through an Accounts Receivables customer invoice billing process.
· Three invoice types:
· Reimbursed Activities – Fund 48501
· Miscellaneous – Any Fund Other than 48501
· Abatements – Fund 48500
· Accounts Receivables Billing Policy: http://www.csusm.edu/bfs/pcbo/docs/ARBillingRequests-Policy3-2009.rtf 
· Billing Upload Form
· Replaces Online Reimbursement Invoice Requests
· Billing Upload From and Guide: http://www.csusm.edu/fas/forms/SM_Billing_Upload_Template.xls
· Use Guide to look up Customer ID
· Save to desktop, then complete

· Don’t use commas within cells

· Define print area before printing

· Use “Notes” section to expand on your description (shows on invoice)
· Continue to forward all billing back up and receipts to Alma unless a PO# is being referenced on invoice

· Contact Alma McFarland @ mcfarlan@csusm.edu or x4488 if you have any questions.

· Position Detail by Department Report – Paul Albares
· New report to help with PAN and ATF process and to help minimize errors.
· You have access if you have access to HR Actuals.
· Can request access to this report only,  complete  PeopleSoft Access Request Form located at: http://bastion.csusm.edu/psaccessfrm/ 
· In the Other Access Needed Box, say “only grant access to Position Detail by Department Report”.
Human Resources
· Select Access Below :
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· Other Access Needed - Please Explain :
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· Contact Paul Albares @ palbares@csusm.edu or x 4413 if you have any questions.

· OfficeMax – Bart Westbrook
· New recycled toner cartridge program through OfficeMax with new vendor, KTEK

· See spreadsheet for list of toner cartridges and savings: http://www.csusm.edu/bfs/pcbo/docs/CSUHPtonersCatAtoCatBeffective072009.xls
· CSU could save $500,000 per year if recycled toner cartridges were purchased
· One year warranty on product, have been tested and approved by IITS department.
· Have been added as “contract items” – look for the  
[image: image7].
· Helps CSUSM meet recycled products usage requirements and Certified Small Business and DVBE requirements.
· David Taylor will be contacting IITS to discuss printer problems related to toner cartridges.  If anyone uses the cartridge and are experiencing any problems please let David know immediately. 
· Contact Bart Westbrook @ bwestbro@cussm.edu or x4456 if you have any questions.

· Process Time – David Taylor
· When processing requisitions, make sure budget check process completes.  Budget status should say “complete”.  Sometimes it takes a while, and system might even time out before process completes, so check if unsure.
· Announcements:

· Tina Griffith

· New Travel Expense Accounts.
· Month End Due Dates.
· Try to close by the 10th – but don’t have to wait until month end closes to verify that your expenditure transfers, etc. have posted correctly.

· Jim Carr
· Central Stores has some great deals on some recycled toner cartridges for HP 4, HP 4100 and HP 4300; 8 ½ x 14 paper, 11 x 17 paper, 8 ½ x 11 linen paper, #10 plain business envelopes.  Check Central Stores Order Form and make an offer. http://www.csusm.edu/procurement/mm/mmforms/centralstoresorderform.xls
· Shredding services are also available thru Central Stores.  Don’t have to use archive box, just use any box, label for shredding, call x4535 to arrange for pick up.  Shredding costs about $5/box.  Can pick up now, but shredding and chargeback wouldn’t happen until April.  Documents are kept in a secure area until they are shredded.

· Kris Roberts
· New Travel Policy roll-out that was scheduled for September is not happening by notification from the Chancellor’s Office.  Continue to process travel documents as before.
· Chris Quiroga
· New sign-in process for new and Returning Employees.
· Developing blocks of time when new employees can complete the sign-in documents.
· Please contact James Covey at x4418 or jcovey@csusm.edu and let him know how many new hires (faculty, staff, and student assistants) you will have and he will put together the packets for you and set up times to complete sign-in process.
· Remind new and returning employees to bring the following to sign-in meeting:
· Completed New Employee Packet

· Document that establishes identity

· Social security card
· Chris Quiroga will now be processing all paperwork for PAN’s and Special Consultants instead of James Covey.

Contact PCBO at pcbo@csusm.edu if you have any questions.
Next PCBO Meeting will be on 
Friday, October 9, 2009 
9:30 a.m.-11:00 a.m. 
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