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ADMINISTRATIVE SERVICES

Area Council

            April 26, 2005

PRESENT:

____Arlene Bautista
   ____Mike Dalton                __x_ Alex Kelley
    __x_Valerie Wagner

____Neal Bennett
   __x_Momi Elliott                __x_ Sheryl Kimball       __x_Lisa Webb

__x_Bill Benson
   __x_Grace Felarca              ____ Donna Manno
    __x_Dean Whetham

____Rocky Bonura
   __x_Beverly Gilmore          __x_ Carlos Mena
    __x_Urania Yuan

_x__Dan Cahill
   __x_Nancy Hammond         ____ Linda Mobley 
  

____June Curtis
   __x_Miriam Ifill                  __x_ LaTonya Motley 










Minutes:  The minutes of March 22 were approved.

Newsletter:  Draft copies of the new Administrative Services Newsletter were circulated among the group.  The publication is an effort to get out information about all the things Administrative Services does.  Each publication will emphasize one area of the division, starting with ITS this time, but it will have items from the other areas as well.  Submit items for the newsletter to Sheryl Kimball.  
Automatic Updates:  Sheryl reported on the automatic updates ITS is doing electronically on things like Colleague, Microsoft, Windows 2003, virus protection programs, etc.  Once an update starts, don’t stop it.  This could prevent your software from operating at all.  Everyone will receive notification, usually in the form of a box on the screen in the morning saying they are running an update.  After it is done, users may need to restart their computers.   
Portal:  Sheryl Kimball made a presentation on the Portal, which contains all the information that used to be on the Infonet (committee minutes, scrolling news, documents, etc.).   Highlights:

· Users can access Portal from anywhere, even off campus.  
· Faculty members can access rosters and download them into an Excel spread sheet.  They are also working on a program to allow submission of final grades via the Web.  
· The Public Announcements section is for the scrolling news.  This is for the public – students, faculty and staff – and users don’t have to log onto Portal to get these.  Anyone can post an announcement; however, it was noted that there is no spell check, so these need to be checked before posting.    

· The Hours of Availability listed are the only hours they guarantee.  At other times they may not be up due to maintenance.
· Students have their own page, with access to things like the faculty locator, which staff members can also access.  
· Students have ECC E-mail addresses also, and there is a Campus Announcements section for students.  
· For staff, there are links from Web Services to budget documents, the phone directory, Timekeeper, etc.  
· ITS work orders can be checked online. There are updates as work progresses and a final E-mail is sent when the work order is closed.  The Facilities work order system is currently out of order.  

· To add a document to the internal Web site, submit it to ITS.  Melanie Graves maintains the external Web site.  

· Most forms on the Web site are for printout only; however, they are working on making it possible to fill them out online.  This would involve purchasing electronic signatures for employees.  
· Users can add their own tabs, however, the existing tabs with locks on them can’t be changed. 
· There is a time out feature on Portal for security purposes, so users can’t stay on indefinitely.  After 10 minutes of inactivity, the system will log the user out.  
· The Feedback section provides users with an opportunity to give feedback on what they like or don’t like about Portal.  

Comments:
· Based on the presentation, LaTonya sees the Portal as very useful and would like to do training on it.  She feels that people aren’t comfortable with it and many don’t even know they have it.  Lisa agreed, saying that she didn’t realize Portal was that user friendly.
· Sheryl noted that ITS distributed a handout on Portal to every faculty member when ITS converted to it; however, it was generally agreed that faculty members can be overwhelmed with paper and flyers can be lost or overlooked.  
· Alex suggested that in order to reach faculty, they may need to put Portal classes on the Flex Day calendar.  
· Some employees are still having problem signing on.  This problem is caused by the vendor, and the vendor hasn’t resolved it yet.  First time users may have to log in several times before they get it.     
· The number for the Help Desk is  x. 6571.  

Division Reports

· Miriam Ifill:  Refund checks for spring went out.  Only mid term checks still need to go out.
· Momi Elliott:   They are working on the Tentative Budget, and the auditors were doing pre audit work last week.
· Lisa Webb:  
· She is working on the sick balances for full-time faculty.  This information should be out by May 8.
· There is a glitch in STRS system for people who are in a pre-retirement mode.  STRS is not being responsive to the problem and is trying to blame payroll; however, the problem is with STRS and needs to be addressed.  
· IT has been very cooperative and very responsive with the many equipment problems they have had lately.  
· Beverly Gilmore:  They are paying bills and closing the books.
· LaTonya Motley:   The training calendar is out, and after seeing this presentation on the Portal, she would like to add classes on that also.  She will send out a survey on classes people would like to take.  Alex noted that she should contact Sheryl Kimball  re: the two survey packages ITS has.    
· Urania Yuan:  They are closing positions today and Thursday.  
· Dan Cahill:  They have been busy with planting.  
· Bill Benson:   They are still working on problems caused by the rain.  Alex noted that he has gotten some very positive comments on the way Facilities handled all the leaks and rain related problems.
· Dean Whetham:  They have been having a lot of problems with the elevator in Behavioral and Social Sciences building, and it has become a very sensitive issue.  

· Sheryl Kimball   
· Two hiring committees are underway.  
· They got a new software package to use for demos, and they will be asking for feedback.  LaTonya noted that she has used this software and could provide assistance if needed.  
· They are working on a single log-on for the campus and hope to have it by summer.  
Meeting adjourned at 9:35 a.m.
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