BANNER DOCUMENT
MANAGEMENT (BDM)

resented by:
and Chien Shih



Agenda

- Overview of project with a focus on the purchasing
process

- Development of taxonomy
- Accounts Payable

- Security

- Next steps



What the BDM pilot includes

- The lifecycle of purchase requisitions

* Vendor Set-up
* W9 & W8
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What is not included

- Independent Contract Agreements (w/o POs)
- Direct Pay
- Historical documents
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Current state

- TWO user groups
- INB (super users)
- SSB (majority of users)

- Hybrid of electronic and paper workflow

- Issues
- Lost documents and lag time
Physical storage limitations
Access to files
Touching documents multiple times
Difficulty sorting documents for destruction

...........
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Why are we doing this

- Reduce costs by capturing paper-based content and
converting it into electronic images

- Minimize inefficiencies by making information easier to
find and share

- Improve security by applying more consistent retention
policies across campus and limiting access
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Team and milestones

- Project Team
- Representation from each stakeholder group

- Steering Committee
- C-level representatives

- Project Milestone Dates

...........
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http://fhdafiles.fhda.edu/downloads/etsfhda/ImplementationTeam.pdf
http://fhdafiles.fhda.edu/downloads/etsfhda/SteeringCommittee.pdf
http://fhdafiles.fhda.edu/downloads/etsfhda/BDMSpurchasingKeyMilestones.pdf

Developing taxonomy

- Selected ETS to do beta testing

- Key Banner documents central to all members of the
group were reviewed and discussed

- A pilot group of staff from ETS, Purchasing, Plant
Services and Accounts Payable began testing
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INB SSB

Purchasing Warehouse AP CFO
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Documents may also be viewed in FOIDOCH
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Purchasing Workflow - Version 2

B form listed.

January 27,2014
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Banner Document Type is hard coded



Document Type is custom and can be
changed












o W=-SBEN Certificate of Foreign Status of Beneficial Owner

(Rev. February 2006) for United States Tax Withholding OME No. 1545-1621
Department of the Treasury P Section references are to the Internal Revenue Code. P See separate instructions.
Internal Revenue Service P Give this form to the withholding agent or payer. Do not send to the IRS.
Do not use this form for: Instead, use Form:
® A U.S. citizen or other U.S. person, including a resident alien individwal . . . . . . . . . . _ . . . . . . . . . W8
® A person claiming that income is effectively connected with the conduct

of a trade or business in the United States . . Lo e e .. . W-8ECI
# A foreign partnership, a foreign simple trust, or a forelgn grantor lrust (see |nstruct|ons for exceptlons) Ce e W 8ECI or W-8IMY

® A foreign government, international organization, foreign central bank of issue, foreign tax-exempt organization,

foreign private foundation, or government of a U.S. possession that received effectively connected income or that is

claiming the applicability of section(s) 115(2), 501(c), 892, 895, or 1443(b) (see instructions) , ., , . . . . . .W-8BECI or W-8EXP
Note: These entities should use Form W-8BEN if they are claiming treaty benefits or are providing the form only to
claim they are a foreign person exempt from backup withholding.
® A person acting as an intermediary e e e e e e e
Note: See instructions for additional exceptions.

m Identification of Beneficial Owner (See instructions.)
1 Name of individual or organization that is the beneficial owner

. W-8IMY

2 Country of incorporation or organization

3  Type of beneficial owner: D Individual D Corporation D Disregarded sntity D Partnership D Simple trust
O Grantor trust O Complex trust O Estate [ covernment [ intemational organization
|:| Central bank of issue D Tax-exempt organization D Private foundation

4 Permanent residence address (street, apt. or suite no., or rural route). Do not use a P.O. box or in-care-of address.

Gity or town, state or province. Include postal code where appropriate. | Country (do not abbreviate)

5 Mailing address (if different from above)

City or town, state or province. Include postal code where appropriate. Country (do not abbreviate)

6 U.S. taxpayer identification number, if required (see instructions) 7 Foreign tax identifying number, if any (optional)
(] ssNorimiN_[] EN

8 Reference number(s) (see instructions)

m Claim of Tax Treaty Benefits (if applicable)

9 | certify that (check all that apply):
The beneficial owner is a resident of ________ ] within the meaning of the income tax treaty between the United States and that country.
If required, the U.S. taxpayer identification number is stated on line 6 (see instructions).

The beneficial owner is not an individual, derives the item (or items) of income for which the treaty benefits are claimed, and, if
applicable, meets the requirements of the treaty provision dealing with limitation on benefits (see instructions).

O Ooog

The beneficial owner is not an individual, is claiming treaty benefits for dividends received from a foreign corporation or interest from a
U.S. trade or business of a foreign corporation, and meets qualified resident status (see instructions).

e [] The beneficial owner is related to the person obligated 1o pay the income within the meaning of section 267(b) or 707(b), and will file
Form 8833 if the amount subject to withholding received during a calendar year exceeds, in the aggregate, $500,000.

10 Special rates and conditions (if applicable—see instructions): The beneficial owner is claiming the provisions of Article . .of the
treaty identified on line 9a above to claima.. % rate of withholding on (specify type of income): .

Explain the reasons the beneficial owner meets the terms of the treaty article: ... . . ... ...

Notional Principal Contracts

11 [ 1 have provided or will provide a statement that identifies those notional principal contracts from which the income is not effectively
connected with the conduct of a trade or business in the United States. | agree to update this statement as required.

il  Certification

Under penalties of perjury, | declare that | have examined the information on this form and to the best of my knowledge and belief it Is true, correct, and complete. |
further certify under penalties of perjury that:

1 1 am the beneficial owner (or am authorized to sign for the beneficial owner) of all the income to which this form relates,
2 The beneficial owner is not a U.S. person,
3 The Income to which this form relates Is (@) not effectively connected with the conduct of & trade or business In the United States, (b) effectively connected but Is
not subject to tax under an income tax treaty, or (c) the partner's share of a partnership's effectively connected income, and
4 For broker transactions or barter exchanges, the beneficial owner is an exempt foreign person as defined In the Instructions.

Furthermore, | autherize this form to be provided to any withholding agent that has control, receipt, or custody of the income of which | am the beneficial owner or
any withnolding agent that can disburse or make payments of the income of which | am the beneficial awner.




B-F-ID

Banner Document Type:
- WO9s
- W8s
- Vendor information forms
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B-F-1D

- File cabinet where W9s, W8s and vendor information
forms will be stored

- Limited to authorized users only
- Only the last 5 digits of a SSN will show when queried

- Taxonomy taken from document names









Viewing Documents in INB

Once documents have been indexed, you will be able to pull them up and
view them from the INB.

For example we use FOIDOCH for most of our searches. In this example |
have entered an invoice number “10089348”. If you are not already logged
into my Portal it will take you to the web page to log on.

Click on the Magnifier Glass. All documents indexed to the highlighted
Banner Doc Type will be listed on the next screen.






TO: Foothill-De Anza CCD

123453 El Monte Road
Los Altos Hills, CA 94022
Attention: Chien Shih, ETS

INVOICE

INVOICE #119
PO #HH134248
DATE: FEBRUARY 16, 2014

FOR:

Prowvide service as a Banner Consultant for the ETS
Systems and Operations

Jan 2014 - Feb 2014

DESCRIPTIOMN SERVICE HOURS RATRE IN HOURS AMOUNT
Worked as a consultant to support FHDA Banner S100
Student Team, including:
Course description function mod to allow clob data 1 £100
display in Portal
Assist Jerrick with gquery building with TBWVCSRW 1 $100
Help Jim with building logic for a district Student AR 1 $100
report
Assist with rewviewing and reapplying a mod to a 0.5 $50
document imaging package efkimag as a work around
to continuing using CWID for fund/org security check
Periodic task review and planning 2 £200
Enhancements to Registration Priority process to allow %4 £400
IR users access utilizing Baner baseline security
Investigate how to allow instructors to be able to submit 3.5 $350
grades even after a grade roll and apply code mods
Waork with Jerrick to review Registration Priority and 1 £100
Student Success Checklist to address some of the
discprepancies
Work with Jerrick to review, revise and integrate into 11 £1,100
FHDA environment a peer package that auto rolls
waitlisted students into enrollment, also seek to replace
individual procedures in this package with Banner
registration APT so as to ensure future compatibility
Investigate a discrepancy reported by Rachel regarding %4 £400
the auto refund process that has been automated
Emails, conference calls, miscellaneous support, project 2 $200
management for the month
Total 31 <3, 100

Please make all checks payable to Xiaobin Li










Security

- Staff will be able to single sign on through MyPortal

- The security model deployed is based on the Banner role
based security

- We currently have three access classes
- read only, read/write, read/write/delete

- The provision is controlled from Banner, and is real time.

- The cabinet security class can be further defined to the
document type level, but this is not advisable, given the
resources within each department and the complexity we
need to maintain within the document depository, if
needed, we need to re-visit the security model in more
detall



Next Steps

- Steering Committee sign off
- Next identified user — FF&E Coordinator
- Develop timeline and roll-out plan
- Equipment needs
- create a standard list of equipment based on needs and role

- Documentation and training
- Train the trainer vs. Purchasing/ETS training
- Develop training schedule and documentation
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