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Click on “Items” and this will bring up the screen you see here.
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New Dropdown — Select the Action you are attempting. Each Action has different

required fields. Updates allow you to select the current Policy that you are changing,
speeding up the approval process.
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Rescission or Update Policy Action Sample
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Minor Update Policy Action Sample
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Once complete, the PO will hit submit, and the RO will receive this email. The RO can
click the link which will take them directly to the Approval page (example on the next

slide).

From: Policy Administration System (PAS) [mailto:sharepoint@ucop.edu]
Sent: Wednesday, April 02, 2014 4:42 PM

To: Linda Buffett

Subject: Establishing

Dear Responsible Officer,
A policy action Establishing requires your approval. Please click the link below to review the policy action.

hitps://sp2010 ucop edu/sites/ecas/policy/pas/Lists/action/DispForm . aspx?|1D=36

Please review the policy action and click the appropriate Approve or Return button.
If revisions are necessary, please provide comments to send to the Policy Owner Andrei Trifonov or,
If no revisions are required, the approved action is forwarded to the Universitywide Policy Office.

Thanks,
Universitywide Policy Office

N




This is a sample RO Approval page. The RO will click on the “Edit Item,” on the top left
corner, circled here in RED, to begin the approval. The RO can also review the item without
needing to do any action, but to APPROVE, they must go to “Edit Item.”
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In the edit page, the RO can review the application, and make any changes that they deem
necessary. The RO can also add a comment at the bottom before selecting Approve/Return.
Return will send the Action back to the PO, while the “Approve” will forward the Action to
the UPO for processing and notify the PO of approval.

UNIVERSITY OF CALIFORNIA

SharePoint Portal

Main | Sites A-Z | Sites by Division = | Misc = | Applications = | UC Public Sites = | Suppert =

Site Actions ~ g

All Sites v

Andrei Trifonov -

Responsible Officer =

I B == 133 Copy x Current View:
_j Cut
& et

Save  Close Paste Delete
Item
Commit Clipboard Actions Views
Libraries

Folicy Owner
Dashboard

UPD Dashboard

Delegations of
Authority

Title Establishing and Maintaining Presidential Policies

Policy Mumber

Enter the Reference Number {e.g., APMxxx)

Existing Policy AM-PL

0: Payroll: Salary Attachments and Assignments v
Publishing Dashboard
g Reason + BestPractice
Revigwer Dashboard Federal Law/Regulation
PAS Training Site State Law/Regulation
Rescind Policies Minor Edits
Regents Policy

LISTS
Policy Actions (APDW) Description of Reason
Keywords List
PAS Admin Script
PAS Script Rl ey Ouner Andrei Trifanoy; |9./|LU
UPG ID Person responsible for creating or updating the policy
Trackingho Responsible Office EC- Ethic mpliance & Audit Se v
Policy Actions

Responsible Officer Title v

The title of the responsible officer

LIBRARIES

Responsible Officer andrei Trifonoy: WA |
Palicy Library ——
Publishing Library Additional Information to
fiseemEs Lo Support Proposad Action
Histary Library
Policy Green Room Request Status 2. Submit to Responsible Officer far v

Delegations of Authority

Library > Approve/Return
Comments
Reference Library
POLICY
WORKSPACES
Cancel Il Save Approve I Return

AC Workspaces

UC-AC-13-0193_Self-
SupportingPrograms

AP Workspaces




Establishing

Policy Administration System (PAS) [sharepoint@ucop.edu]

Sent: Wed 4/2/2014 4:53 PM
To:  Andrei Trifonov

If the Action is returned by

Dear Policy Owner,

The policy action Establishing has been returned to you with comments. Please click the link below to review the
policy action.

hitps.//sp2010.ucop.edu/sites/ecas/policy/pas/Lists/action/DispForm.aspx?1D=36

Thanks,

UNIVERSITY OF CALIFORNIA

Please address the comments and resubmit to the Responsible Officer for approval.
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Once the Policy Action has been edited and re-submitted to the RO, the RO will receive an
email asking them to review the Action. The RO can follow the link in the email for the

resubmission as with the original submission.

Below is a sample email to the RO.

From: Policy Administration System (PAS) [mailto:sharepoint@ucop.edu]
Sent: Wednesday, April 02, 2014 4:42 PM

To: Linda Buffett

Subject: Establishing

Dear Responsible Officer,
A policy action Establishing requires your approval. Please click the link below to review the policy action.

hitps//sp2010 ucop edu/sites/ecas/policy/pas/Lists/action/DispForm aspx?|D=36

Please review the policy action and click the appropriate Approve or Return button.
If revisions are necessary, please provide comments to send to the Policy Owner Andrei Trifonov or,
If no revisions are required, the approved action is forwarded to the Universitywide Policy Office.

Thanks,
Universitywide Policy Office
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Once the RO has reviewed the Policy Action and is satisfied, the RO can click “Approve” which
will generate an email to the PO and the UPO stating that the Action has been approved.
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Once the Action is approved by the RO, the Policy Owner, and the UPO will

receive an automatic email, telling them that the Policy Action has been approved.

A sample notification email can be seen below.

Establishing and Maintaining Presidential Policies

Policy Administration System (PAS) [sharepoint@ucop.edu]
bents Wed 4/2/2014 4:59 PM

[0 AUD-POLICY-SA

Lo Andrei Trifonov; Linda Buffett

Dear Policy Owner,

The policy action Establishing and Maintaining Presidential Policies has been approved and forwarded to the
Universitywide Policy Office for processing.

Thanks,
Universitywide Policy Office

|
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What Happens after Policy Action

Approval?

e UPO forwards the Policy Action to OGC and
Compliance to ensure regulatory and legal
compliance.

 UPO notifies the Policy Advisory Committee
(PAC)

e PAC provides guidance
Mention that another department is working on a similar
policy
Suggest that the PO collaborate with another department or
campus.




