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AGENDA

* 2 Key Takeaways

* Process walkthrough



TAKEAWAY #1:STARTING AN
IT-RELATED
PROCUREMNET




AN
THE START OF THE
IT PROCUREMENT PROCESS




NEW STARTING POINT:

WWW.CSUCILLEEDU /TC / PURCHASING




TAKEAWAY #2: CLASSES & CRITERIA

and newly defined IT procurement classes




STANDARD VS.
CUSTOM
PROCUREMENTS




STANDARD (tier 1) CUSTOM (tier 2)

Common items for which quotes  New, non-standard products &

already exist: services:
* Desktops * Non-standard computer
* Laptops equipment or software
e Accessories * New systems & services
» Standard software * Upgrades to major systems

* CO-mandated systems
* Requiring new/custom quote



CRITERIA FOR CUSTOM

PROCUREMENTS
MINOR
(or * Under $5K
over $10K for 2+ years) * Under 60 IT hours to
IT hours to implement

implement



PROCESS
FOR STANDARD IT PROCUREMENTS

Incorporates new forms & ticketing for

increased visibility




STEP |

Gather information from the vendor,
and submit a Custom IT Procurement Request




REQUESTOR TASKS:

* Get quote from T&C Quotes page
* Generate an RGS for the quote
* Submit IT Procurement Request online



WWW.CSUCILLEEDU /TC / PURCHASING




— BEGIN AN IT PROCUREMENT
REQUEST

Begin a standard IT procurement » (myCI login required)




STANDARD REQUEST

@ Channel Islands Q& Peter Mosinskis

Home Projects/Workspaces Services Knowledge Base News Calendar Questions
Project Requests Ticket Requests My Favorite My Recent My Approvals Services A-Z Categories Permissions Search

Service Catalog / Request a Standard IT Procurement

4+ Help = Help

Request a Standard IT Procurement

BETA - This service will assist you in procuring STANDARD IT equipment, products or services.

Requestor * o

Name of the person submitting this procurement request.

Peter Mosinskis x |

Requesting Division * 2

The division making this procurement request

Technology and Communication

Vendor Name *

Product Name @ *

The name of the product being procured

Product Version Number




Lhoose all product categories that apply

Kiosk / Self-Service Equipment
Mobile device (tablet, smartphone)
Mobile or web-based application
Scientific Equipment

Software (New or Upgrade)
Software Maintenance

Storage (hard drives, Flash drives)
Television

Video Projector

Other

Cost @ *

Enter the dollar amount (including tax) for this procurement, or enter "N/A" if not applicable.

Please attach the quote and RGS * (2
Please attach the vendor quote and Request for Goods and Services (RGS). You may download quotes for standard University equipment at

www.csuci.edu/tc/purchasing/quotes.htm.

On Windows, use the Ctrl key (or Shift + Ctrl) to select multiple files from the file browser window. On Mac, use the 8 key (or Shift + 88) to select multiple files from the file browser
window.

Browse...



STEP 2

Complete minor Technical Review




STEP 2 TASKS

* T&C completes minor Technical Review
* Sign off by Manager of User Services



STEP 3
VP of T&C Approval




My Favorite My Recent My Approvals Services A-Z

Procurement Request Details

Procurement Request
109711 pro

Nescription

governance sof re
web server responsi

helps manage the Cl web site through by supporting quall
eness.

Approval Step Details

Step
3-VP T&C Approval

Approver(s)
Peter Mo:

Description
Approval of procurement by VP T&C

Q & Peter Mosinskis

Categories Permissions Search

« Approve

Requestor

Peter Mosinskis
Peter.Mos




=

T&C gives go-ahead to requestor & procurement




STEP 4 TASKS

* T&C notifies requestor with “all clear”

* T&C send document “package” to Procurement

* Vendor quote
* RGS



STEP 5

Procurement Review & Approval




STEP 5 TASKS

* Procurement signs off on document “package”

Quote




STEP 6

Procurement issues Purchase Order (PO)




QUESTIONS?




PROCESS
FOR CUSTOM (NON-STANDARD)
IT PROCUREMENTS




STEP |

Check procurement threshold




CRITERIA FOR CUSTOM

PROCUREMENTS
MINOR
(or * Under $5K
over $10K for 2+ years) * Under 60 IT hours to
IT hours to implement

implement



RESULTS OF CUSTOM
PROCUREMENTS

MINOR

* Proceed with Step 2

* Requires approval of division VP,

IT Policy & Planning Committee
(ITPPC),and VP T&C

* Bi-annual submission cycle

* See www.csuci.edu/tc/projects


http://www.csuci.edu/tc/projects

DIVISION PROJECT COORDINATORS (DPCS)

Primary Division liaisons for IT projects & procurements




STEP 2

Gather information from the vendor,
and submit a Custom IT Procurement Request




REQUESTOR TASKS:

* Get VPAT from Vendor (if appropriate)

* Get quote & contract from Vendor

* Complete IT Procurement Impact Assessment (ITPIA) online
* Submit IT Procurement Request online



IT PROCUREMENT IMPACT
ASSESSMENT (ITPIA)

IT Procurement Impact Assessment

This form is used to help assess the impact of new technology products or services that

are procured by CI. Fields marked with a * are required.
Ornce you submit the form, it will be sent to Technology & Communication for review.

Please contact Peter Mosinskis, Director of IT Strategy, at peter.mosinski uci.edu

with any questions about this assessment.

Email Address*

Product Name*

cribe the type and number of v for this projece:®

Less than zo users 21 OF more users

Students (current or prospective):

Employees (faculty or staff):

Visitors or General Public:

Other Users:



http://go.csuci.edu/ITPIA

WWW.CSUCILLEEDU /TC / PURCHASING
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BEGIN THE CUSTOM IT
PROCUREMENT REQUEST

SN ERSIG e AR st e (myCl login required)




CUSTOM PROCUREMENT REQUEST

@ Channel Islands Q | & Peter Mosinskis

Home Projects/Workspaces Services Knowledge Base News Calendar Questions
Project Requests Ticket Requests My Favorite My Recent My Approvals Services A-Z Categories Permissions Search

Service Catalog / Request a Custom (non-standard) IT Procurement

4+ Help = Help

Request a Custom (non-standard) IT Procurement

BETA - This new T&C process is being tested and validated. Request a custom (non-standard) IT procurement.

Requestor * 2]

Enter the name of the person requesting the IT product or service
Peter Mosinskis

Requesting Division * e

Select the requesting division using the magnifying glass icon.
Technology and Communication

Describe the purchase type © *

Choose the appropriate purchase type

New product/service

Renewal of existing product/service

Vendor Name @ *

Enter the name of the product or service vendor




Competing Products @ *

What competing products were reviewed as part of the selection process for this procurement? If none, please write "N/A".

™

Cost © *

Enter the dollar amount (including tax) for this procurement, or enter "N/A" if not applicable.

Please attach the following files: vendor contract, quote and VPAT. * ©

Please attach each of the required documents: vendor contract, quote and VPAT.

On Windows, use the Ctrl key (or Shift + Ctrl) to select multiple files from the file browser window. On Mac, use the 3 key (or Shift + ) to select multiple files from the file browser
window.

Please contact the T&C Help Desk at 805-437-8552 or email helpdesk@csuci.edu with any questions about these documents, or visit www.csuci.edu/tc/purchasing/ for more
information.

Browse...

Please check to approve the following statement: @ *

Please fill out and submit the IT Procurement Impact Assessment, which can be found at http://go.csuci.edu/itpia

| have submitted the IT Procurement Impact Assessment form, located at http://go.csuci.eduw/ITPIA




STEP 3

Contract Review & Technical Review




STEP 3 TASKS

* Procurement completes Contract Review

* T&C completes Technical Review:
* Accessibility (including testing if necessary)
* Security
* Data
* Infrastructure

* Requestor creates EEAAP with help from T&C (if necessary)



STEP 4
VP of T&C Approval




My Favorite My Recent My Approvals Services A-Z

Procurement Request Details

Procurement Request
109711 pro

Nescription

governance sof re
web server responsi

helps manage the Cl web site through by supporting quall
eness.

Approval Step Details

Step
3-VP T&C Approval

Approver(s)
Peter Mo:

Description
Approval of procurement by VP T&C

Q & Peter Mosinskis

Categories Permissions Search

« Approve

Requestor

Peter Mosinskis
Peter.Mos




STEP 5
T&C gives go-ahead; Requestor issues RGS




— B\

STEP 5 TASKS

* T&C notifies requestor with “all clear”

* T&C send document “package” to Procurement
* VPAT, ITPIA, Quote/Contract

* If applicable: accessibility test results, EEAAP & Accessibility
Roadmap

* Requestor issues RGS



STEP 6

Procurement Review & Approval
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STEP 6 TASKS

* Procurement signs off on document “package”

VPAT Confract ITPIA EEAAP ACCESSIBILITY
ROADMAP



STEP 6

Procurement Issues Purchase Order (PO)




STEP 7

Product launch =
“Project” launch




STEP 7: PROJECT LAUNCH!

* T&C kicks off new project to configure & implement
product/service (if appropriate)

www.csuci.edu/tc/projects

* Requestor starts providing service according to EEAAP


http://www.csuci.edu/tc/projects




QUESTIONS!?

WWW.CSUCILLEEDU /TC / PURCHASING

peter.mosinskis@csuci.edu or
call 805-437-858

\\\\\\\\\\\\\
L LR


mailto:Peter.mosinskis@csuci.edu

Procurement & Logistical Services

New Vendor Data Record (Form 204)

) @ VENDOR DATARECORD .
Channel Islands - (204Form) For C50CT Uze Only
R TR s Reqmadmhmagmsggévﬂlmhmgmam I:
Caloni St Usiversty Casael Gl e
Sectionl | Procurement & Logistical Services information Returns (Form 1098) and for
wiihhn]ﬂingnn]m};]_ﬂni 0 nomresident payees.
Return To: El]l:lal']:pln':] 2 i csuriedu or Fax: (803) 437-8436 Prompt retumn of this fully conpleted fiorm will

prevent delays when processing paymsnrs.

S Privacy Sialsment on reverse)
Jendor’ 1 VOUT IDCOne Taos Tesnrm:
Saction 7 LDBA Trade. or Sinsle Member LLC Mame (if applicablel: Phone:
Name and | Mailing Address (Stest and Mumber or P.O. Box =) Fax-
Address
City, Stare and Fip Code: Email:

[ Individual [ C Comporation [ ] 5 Corporstion [ | Parmership [ | Exenmpe (Woo-Profif) [ Govemnment Entity

Limited Lishility Conpany (LLC) [] Estate Trast
Zaction 3 [ Sinzle Member T1.C foheck fRS sy classfomsion below):
[ Individual frrovde SS¥EN for indtviduo fnar L), indwdial s mavse on line | secrion 2, and LLC name on line 2 section 3)
Vendor Corporation (prewde KW for LLC provide LLC nawe on bne § section 2. Do nor provide sadividea! 's name or S5
Entity Type [] Munltiple Member LT feheck 185 s slassficancn belo)
) i ;i i o enther npe wde EIN secion 1
O [ Corparation npe, o o
Taxpayer Individual’Sole Proprietor — Social Secunty Number TTTN Number (FEIN):
Tdentification
Number
L -PPT-P PP « TP P PT

Channel Islands

CALIFORNIA STATE UNIVERSITY




Procurement & Logistical Services

New Vendor Data Record (Form 204)

Identified Risks:
Lost Forms
Sharing Personal Information: SSN
Email: From Vendor = Requestor = AP = Procurement Buyer/Student

Action Items:
Continue to Improve Internal Process/Procedures
Communicate to our Customers
Grace Period — 32 Days

Goal:
Protect/Secure Personal Information
Paperless
Email: Purchasing@csuci.edu

Fine Print: Fax (Is still available)

@J Channel Islands
CALIFORNIA STATE UNIVERSITY




Procurement & Logistical Services

New Vendor Data Record (Form 204)

Contact Information:

Purchasing@csuci.edu

Phone: 805/437-8592
Fax: 805/437-8436

@J Channel Islands
CALIFORNIA STATE UNIVERSITY
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