AGENDA

SLU Business Manager Meeting
December 12th, 2019
PASE Building, Young Hall
9:00a.m.-10:30a.m.

Next Meeting: June 11th, 2020 TBD

Announcements =Sign in Sheets
Introduction of New Employees
Future Business Manager Meetings

» Solicit input on future meeting topics

> budgetoffice@slu.edu or samantha.n.myers@slu.edu or 7-3920

Updates from the following areas:

Bender Graphics- Jim and Bob Bender, Business Services

Workday/HR Update- David Hakanson & Mickey Luna, Human Resources
Construction/Project Updates- Dustin Montgomery, Design & Construction

Windows 10 Update — Cid Cardoz, Information Technology


mailto:budgetoffice@slu.edu

SLU Stationery Storefront

By: Bob Bender



*SLUstationerystorefront.com
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SLU STATIONERY

STOREFRONT

CUSTOMER SERVICE:

BENDER, INC.
314-849-1118
SUPPORT@BENDER-INC.COM

Step 2:

NEW USERS: SELECT “LOG-IN"” AND THEN “REGISTER” TO CREATE A NEW ACCOUNT

FEATURED CATEGORIES

Under featured categories,
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Step 3:

BROWSE BROWSE BROWSE

CI i C k b rowse O n t h e NOTECARDS / ENVELOPES NOTEPADS POSTCARDS (CUSTOM)
postcard (custom) box.




IN THIS CATEGORY:

Step 4:

N
BUY NOW —

OPTION 1 (1 PICTURE) POSTCARD 8.5" X OPTION 2 (2 PICTURES) POSTCARD 8.5" OPTION 3 (4 PICTURES) POSTCARD 8.5"
5.5 X 5.5" X 5.5

e . Click Buy Now on
t h e O pt i 0 n 1 C a t e g O ry. SaintLouistniversity Saint Louis University Saint Louis University




Option 1 (1 Picture) Postcard 8.5" x 5.5" = Split Window Q_ Review My Job @ Help ¥ Close

* Job Name F) Personalization .
 Quantit ‘o FRONT
uantty ages
? M * Main Image Upload Image  Select from Gallery

) . * Front Header
Print Options

. . * Front Text
Special Instructions

BACK

Total Price $90.00 Add to Cart




FRONT v

Upload Image Select from Gallery

* Main Image

St e p 5 . 20051101-Classroom-Students-030 (1).jpg X

* Front Header

* Click Select from Gallery

* Front Text




Step 5

Continued):

» Select any image that
you want for your
postcard.

20050426-Rooftop-Night-002.jpg 20050428-SimonRecCenter-Interior-01... ~ 20051101-Classroom-Students-030 (1)... ~ 20100920-Classroom-Students-019,j

Rooftop Night Simon Rec Center Interior Classroom Students 1 Classroom Students 2

20100928-Classroom-Professors-002.j...  20101027-DuBourgHall-Exterior-003.jpg 20110322-Studying-Students-054.jpg 20120225-SLURuba-002 (1).jpg

Classroom Professors DuBourg Hall Exterior Studying Students Ruba




Step 6:

* Insert the information

that you want on your
postcard.

Option 1 (1 Picture) Postcard 8.5" x 5.5"

= Split Window Q Review My Job

@ Help ¥ Close

* Job Name 0 Personalization

Bender Inc. Postcards

, FRONT
*Quantity *Pages
50 A\ A
* Main Image
Print Options
*Front Header
Special Instructions
*Front Text
BACK
Preview

Unload Image Select from Gallery

20100920-Classroom-Students-019.jpg X

Welcome to Bender

Thank you for your business

04 Update Preview [



Preview

£3 Update Preview PDF Proof W

Welcome to

Bender

Step /:

Hit update preview and add the o5 | s
postcards to the cart.

“ 2 W Qa @ [ 6

Total Price $90.00 Save Add to Cart




Step 3:

Review over your order and then
click proceed to checkout.

After this, enter all required
fields and then click proceed to
payment.

*Company.

Saint Louis University

Email:

bbender@bender-inc.com

Delivery Instructions

) save to My Address Book

Save Cancel

You must click save to proceed with checkout.

Add Another Recipient

4= CONTINUE SHOPPING

PROCEED TO PAYMENT »



How would you like to pay?

PAYMENT METHOD

Please select a payment type.

Products

Bender Inc. Postcards

Account Code  ® Credit Card Item Name; Option 1 (1 Picture) Postcard 8.5' x
CREDIT CARD >
Qty Total
50 $90.00

Click Place My Order to be directed to the secure payment page to enter your credit card information and complete your order.

Subtotal: $90.00
[

S t e p 9 Handling: $0.00
[

Taxes: $0.00

Total: $90.00

Price subject to change.

* Choose the payment option
that you are doing and enter in
all the required payment info

You are exempted tax on products

€ CONTINUE SHOPPING PLACE MY ORDER =

* Click place my order




Step 10:

* Enter the required
payment
information and
then click pay now

Choose a way to pay

Pay with PayPal - The faster, safer way to pay

Pay with credit or debit card

Card Number

Expiration Date

CscC
What is this ?

First name
Last name

Country

Billing address

= (=) e v

mm yy
/

Billing Address

United States of America v

If your billing address is a PO Box, please enter the number first. Example: PO Box 123
would be entered as 123 PO Box

— e — e 7

Total (USD): 90.00



workday @ SLU
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Phase 1 Project Timeline workday
SLU
Phase 1: HCM Project Timeline
Architect Warkshaps (onsite]

Discovery 'u'u'l:rrkshl:rps e Customer Confirmation

(remote) Func WE Sign-off Sessions (onsite) .

218226 4 529 - 625 Final Test Scenarios

o - ' nﬁ

FehrJary 01 JJFE 2019 August 2019 October 2019 December 2019

Strategy

Architect
3/4-5/20

Configure & Prototype

Test Deploy Post ...
1/22 - 9/21 11/18-12/28 | 12/29
13 -7/19
Data Due

411

12/3-2/15

Plan
2/4- 311

Parallel
9/23 - 11/15

¢

Canfig Tenant Complete Test Tenant Complete Go Live
i i 12/28

Batch-1 Integration Sign-off  Batch-2 Integration Sign-off

4729 615

SAINT LOUIS 18
UNIVERSITY.
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Phase 2 Project Timeline

Phase 2: Finance & Talent / Learning Project Timeline

wdrkday
SLU

5L Unit Test

10/21 - 10/25

e

SAINT LOUIS
UNIVER SITY.

FIM Planning Talent, Learning Planning Config Tenant Build Test Tenant Build
513 -524 Ti22 - 8/2 9/26 -1018 1242 -7
| July 2019 September PO19 Movernber 2019 January 2020 March 2020 May 2020 July 2020
Start o Configure & Prototype Finish
513 7/25
21 ! 10/28 - 1/17 1/20 - 5/22 5/25 - 6/2Q 6/29 - ?
| ‘ | !
.‘ - - -'.
FIM Architect Sessicns Confirmation Sessions .
7/30 - 8/22 Submit Data | 10728 - 11/21 i Go Live
T Ees . Submit Dgta =
o 12/10
Workbook Sign-off Workbook Sign-off
2 Workday Rising 127
10714 - 10407




. il
Go-Live Support SLU”
Phone Support

- 24x7x365 phone support starting December 28t
- Dedicated call center 9am — 4pm M-F between 1/2 and 1/17

North Campus Support

- Face to face support in Wool Center, room 128, between 1/2 and 1/17
South Campus Support

- Face to face support in LRC Atrium between 1/2 and 1/10
Online Help

- HR Workday support request in IT Helpdesk system starting 1/2
- Job aids and videos available in Workday starting 1/2

SSSSSSSSSS

.......... . 20



Leadership Preparation

Vice Presidents, Deans, Chairs

ne on One meet

ings with HR Consultants
eview key changes, security roles and delegate access
nswer questions and solicit feedback

Memo and FAQ for Distribution

workday
SLU

- Follow up communication and resources sent Wednesday, December 11t

SAINT LOUIS
UNIVERSITY.

To: Vice Presidents, Deans, Clinical Divisional Chairs & Business Managers.

From: Mickey Luna, Vice President, Human Resources
Date: December __, 2019

Subject: Workday Implementation Update

Members of the Human Resources team recently met with you regarding changes related to the
upcoming Workday implementation. Thank you for making fime in your schedule to meet, for
your questions and engagement. We received positive feedback regarding the information
Shared with you, the opportunity to ask questions and clarify information. These meefings have
been helpful for our team in identifying areas where more communication is important for you,
your leaders or your staff.

A series of FAQs for Leaders is attached to this email

During the month of December, it will be important for you to communicate about these
changes. This memorandum provides you with suggested language regarding topics that were
identified in the meetings, which you will want to communicate within your area of responsibility
You may use or modify in your communication as needed. Some of the following paragraphs
relate to issues for leaders, some for staff and some for all. The intended audience for each
topic is identified in the heading.

Year-end Payroll Information (Leaders’

As happens every year, the deadlines for final pay information and leave reports for the last pay
period of the year will be accelerated due to the holidays. Those deadiines vill be even gariier
this year because of the extended holidays. It is important that we make certain all staff tasks
regarding pay and leave reports are completed by the deadines assigned. It is also critical that
approvals are also made by the assigned dea

Saint Louis University
FAQ's for Leaders Regarding Workday Implementation

|
Timekeeping & Payroll

Q. Will the Business Manager's own absence requests still go to VP/Dean, even if they
are approving all other direct reports of a Vice President?

A The business manager's absence requesis will go fo the unit leader's delegate for approval.
If the business manager is the delegate, it will go to the unit leader since employees cannot
approve their own time in Workday.

2]

Will Business Managers have access to see time entry/keeping results approved by
the managers within their sUpervisor organization?

>

Yes. If the Business Manager wants to see fime off approvals, they need to have “View Al
access fumed on for |

Q. Will Business Managers get notified if a manager doesn't approve their time by the
timekeeping deadline?

A No. Business Managers can follow up with their unit's managers to assure time is
approved

Q. How are Bank-able Holidays recorded when someone works a h
Bank-able holiday is used?

lay, or when a

>

In the absence calendar and timekeeping processes within Workday, there are separate
fields called “Holiday Used Banked Time" and *Holiday Worked Banked Time® this wil allov
the employee to track when they work and use their bankable holidays.

e

Currently there are 9 categories of time off, will they be the same in Workday?

>

Yes, but all may not show for each employee. Workday has eligibility rules set up behind the
scenes to make sure employees only use the appropriate categories.

21
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Critical Information oS’

2019 Year End Payroll
- Accelerated due to holidays and Workday implementation

- Multiple communications to ensure staff awareness and action

Biweekly 26 Biweekly 1 Monthly 12

December 1 - 14 December 15 - 28 December 1 - 31
Timesheets Due: Dec 16t Timesheets Due by EE: Dec 20t Leave Report Due : Dec 20t
Manager Approval: Dec 20t Manager Approval : Dec 20t

SAINT LOUIS
........... 22
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workday

Critical Information SLU

Timekeeping Responsibilities in Workday

- Supervisors are responsible for approving timesheets for employees reporting
directly to them

- Failure to approve time will result in staff not being paid

- Timekeepers will no longer be able to approve time

Time Off Process

- Leave Reports go away in January — Exempt employees will use Workday
- Non-Exempt (hourly) continue current processes through Year End
- Non-Exempt (hourly) will then submit time off via time cards in Workday

SSSSSSSSSS
.......... . 23
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workday

Critical Information SLU

Delegation

- Flexibility to delegate approvals for Time and Absence when out of office
- Increases speed and efficiency to business processes

- Leaders can delegate to a peer within their supervisors org

- Exception: VP, Dean, Chair can delegate down (ex: Admin Assistant)

Required Tasks

- Day One: Verify Name, Direct Deposit, Tax Withholding Elections
- Week One: Verify / Update Beneficiaries & Review Benefits

- Week Two: Verify / Update Veteran Status, Race/Ethnicity, Disability Self-ldentification
IRy 24
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Additional Updates SLU

* Reference check process change effective January 1
* FLSA overtime exemption changes

* MO minimum wage increasing to $9.45 on January 1

SSSSSSSSSS
.......... _ 25



Interdisciplinary Science and Engineering (ISE) Building

Second Floor - ThlrdFloor

SAINT LOUIS UNIVERSITY




Utility Infrastructure Project

*Replace existing 55-year-old electrical substation
sInstall new electrical/IT conduits

«Consolidate existing gas meters
SAINT LOUIS UNIVERSITY



Utility Infrastructure Project
New Substation vs. Old Substation

« Old Substation is 5,985 sgft. = New substation is 15,820 sqft.

SAINT LOUIS UNIVERSITY



Utility Infrastructure Project

Schedule of Cutovers

T FF 7
o /3

12713
12713
12/13
12713
12713
12713
L 1.5
12718
12718
S /15
12118
L /15
12720
Saint Francis Xavier Church 12/20
12720
12/27
Busch Student Center 12/27
McDonnell Douglas Hall 12/27
Fitzgerald 12/27
Laclede Park 12/27
12/27
1/7
Monsanto Hall 1/7
Macelwane 1/7
Hermann Stadium 1/7
1/7
Greenhouse 1/7
1/7
Kelly Lecture Halls 1/7

SAINT LOUIS UNIVERSITY




Utility Infrastructure Project
Project Contacts

* Should you have questions regarding the planned outages please

reach out to the following contacts.
Dustin Montgomery

314-977-3228/dustin.montgomery@slu.edu

Dan Kruep
314-977-6230/daniel.kruep@slu.edu

Angela Hawkins
314-977-2916/angela.hawkins@slu.edu

Keith McCune
314-977-8247 /keith.mccune@slu.edu

Facilities Dispatch 314-977-2955

SAINT LOUIS UNIVERSITY



BSC Outdoor Patio & Serving Line— Completed August 2019

The Billiken Club on the first floor of the Busch Student Center was upgraded to
provide students a more versatile space for dining, watching sports, and listening to
live music. The upgrades included a new outdoor patio with lighting, heating,
furniture and areas for yard games. The interior renovation included new lounge
seating, food service line, AV and lighting.

SAINT LOUIS UNIVERSITY



SAINT LOUIS
UNIVERSITY.

= EST. 1818 =

WINDOWS 10

(ITS) Information Technology Services — Cid Cardoz xx/xx/2019



What is happening?
-

Microsoft will be ending support for the Windows 7
Operating System in mid-January 2020.

ITS will be purchasing a one-year extension
O New support end date is January 2021

WINDOWS 7'S
All workstations running Windows 7 will need to be END OF LIFE IS HERE.

What It Means, and Why You Need to Care

either
O Upgraded
O Replaced

Warranty checker site for HP and Dell

O HP - https://support.hp.com /us-
en/checkwarranty /multipleproducts

O Dell -
https: / /www.dell.com /support/home /us /en/042app=

warranty

SAINT LOUIS
UNIVERSITY.



https://support.hp.com/us-en/checkwarranty/multipleproducts
https://www.dell.com/support/home/us/en/04?app=warranty

What should the departments do?
-

Workstations more than 4 years old should be replaced
O Departments are responsible for replacing any workstations that cannot be upgraded

O Purchasing can be done on Billiken buy and has all the approved models

Workstations less than 4 years old should have the operating system upgraded from Windows
71to10

O IT Campus Managers will work with the business mangers who will work with their departments to
coordinate upgrade time frames

O Need a list of serials or workstation names of unit that need to be upgraded

O IT will upgrade departments as a whole, unless otherwise specified

SAINT LOUIS
UNIVERSITY.



What are the general costs?

Desktops with monitor™
o $800
Laptops with monitor® and dock

o $1400

After January 2021, computers
running Windows 7 will not be
allowed on the SLU network.

*Monitors are not necessary to be
replaced if the department deems that
they are in good working condition

SAINT LOUIS
UNIVERSITY.




