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Presenter
Presentation Notes
Friends and Colleagues!I bring you a message of good news!  LESS WORK!One less screenOne less attachment, and one less form!That said, as I was preparing this presentation, I realized it’s actually kinda hard to SHOW you what’s not there anymore.  So, I will just highlight the additional minor enhancements that have been revised for you to make the system more clear and streamlined.  The process is the same, and hopefully the only difference is that lables and concepts are more clear to help guide you thru, as a user who doesn’t use the system 24 hours a day like <-
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1. Click “Zone” on Left Navigation Bar   (Zone Link Screen Removed for ZAs!  One Less Step!) 

2. Click the ZIF Tab.    
1. Summary List of ZIFs will Appear 
2. “Add ZIF” Button will Appear. 

3. Click desired ZIF.    ZIF Summary Page will appear.  

1. 

2. 

3. 

Presenter
Presentation Notes
First – Reminder on Navigating to the Zone ZIF Area
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1. ZIF Summary Page Subtab  
2. Responsibility Labels:  ZA Request,  ZL Review,  ZC Approval 
3. ZIF Document Subtab now in same set of Subtabs (One less entry area!) 
4. ZIF Documentation Summary Box 
5. VDR Automatically Attached (One less attachment!) 
6. Reimbursement Form Now Automatically Generated  (One less form to complete!) 
 

 
 

Expanded View of Updated Responsibility Labels 

Presenter
Presentation Notes
  6. I will attach all the VDRs for the Zones this year!Next year will be up to each ZA and ZL to do this.Getting the VDR in on time was partly due to this new process, and adding the addresses in, which I will explain in a minute.Now, only upload receipts!  (Two Less Attachments!)
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1. VDR Automatically Attached 
2. Payee Information Verification – Based on Data Provided in VDR 
3. ZIF Documentation Summary Box 
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Presenter
Presentation Notes
You can see where the Payment Contractor CSUS have an automated Print Reimbursment Form, which pulls from the information in the ZA Request you already entered, and why you now do not have to complete and additional separate “Reimbursement Form” as you have had to in the past.
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1. What was the VDR Response Rate by Zone Works?  ___________ 

  
 
 
 
 

2. After completing sections 2 and 6, who to you send your VDR to?  _________ 
 
 
 
 
 
 
 
3. Who was the first  

to get their VDR in?  __________________ 

a) 38% 
b) 77% 
c) 92%  

Circle One 

Circle One 
a) E-mail to ZC (Mitch) and your ZL 
b) Post office 
c) Franchise Tax Board  

Fill In 

Presenter
Presentation Notes
Now for the participation portion of the presentation.



Vendor Data Record (VDR)  
Completion Instructions      
 
1) Check mark the small box at the top 

right for government entities, 
 

2) Complete ONLY Section 2 and 6, 
 

3) Scan & E-mail to Mitch, cc: your ZL. 
 

 

 
VDRs are due Annually at the FY and are 

required to receive payment or to roll 
over funds to another year. 

 
New VDRs will be needed again in June. 
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A)  Zone Outreach$3500/yr 
    i)      ZIF Activity Requests 
    ii)     Managed by Mitch Delmage 
    iii)    VDR for Zone Entity 
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Total Rolling Zone Incentive Funds  $5,000/yr 

 
B)  ZoneWorks Attendance   $1500/yr 
     i)    Hotel, Airfare, Conference Reg.  

             Fee (all automatically processed) 
     ii)   Managed by CSUS 
     iii)  Personal VDR for remaining       

              misc. travel reimbursement,  ie  
              mileage, parking, etc.   

Total Annual Zone Incentive Funds are broken into two categories. 



 2010  ZAR is due  Thursday,  March 1, 2011 
 
 The new ZAR Manual will also available in Sharepoint 

 
 Reminder about Reporting Process   !! Verify FIRST then report!! 
 Review and input all data first,   

  THEN capture that data in an annual report 
 
 Report Print option available  

  via top blue ribbon on the right, under Reports 
 
 A Tons Jobs Survey Letter Template will be available for your use,  

and will be circulated via e-mail, and be available in the ZIRS Documents. 
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1. Click “Zone” on Left Navigation Bar 
2. Click the Businesses Tab.  
3. Summary List of Businesses will Appear 
4. Now Includes column “Last Communication”  

1. Shows the last date of any logged communications 
2. Provides snap shot of Businesses that may need contacting! 

Presenter
Presentation Notes
And Just to make the last slide and bit of information exciting for you – a NEW development that will help you will the ZAR, is brought to you by Katie and Lorna.Thank you Katie and Lorna!



Contact your ZL first  
 for any Zone or ZIRS questions. 
  
ZLs will contact Krysty Emery  
 for ZIRS User Application issues. 
 (916) 341-6684 
 Krysty.emery@calrecycle.ca.gov 
 
Krysty will get back to both the ZL and the ZA usually in 
a cc:ed e-mail or coordinated phone call. 
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mailto:Krysty.emery@calrecycle.ca.gov
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Phase 1: ZIF Activity “PreApproval” 
 

Step 1:  ZA drafts ZIF PreApproval Request in ZA Request Tab  
 - (ie asks permission to conduct activity to spend money.)   

 - ZA sets status to Pending if they want to save a draft only.  
 
Step 2:  ZA Submits ZIF Preapproval in ZA Request Tab. 
 -  ZA sets ZIF status to “Submitted for Preapproval”  
 -  ZIRS automatically notifies ZL via e-mail 
 
Step 3:  ZL Reviews the ZIF in the ZL Review Tab.  
 - A ZL sets Review status to “Recommends for Preapproval”, and adds any 

comments, or works with ZA to address any issues.   

 - ZIRS automatically notifies ZIF Coordinator via e-mail 
 
Step 4:  ZIF Coord “PreApproves” after review in the ZC Approval Tab. 
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Action Phase:  ZA conducts activity and incurs expenses. 
 

 
Phase 2:  Reimbursement “Approval” 
 

Step 5b: ZA Prepares Back up, Submits for Reimbursement in ZA Request Tab.   
- ZA updates Accomplishment fields and attaches back up receipts 
- ZA sets status to “Submit for Reimbursement”, then “Save” 

Step 6:  ZL reviews request for reimbursement and backup docs.   
- ZL Updates status to “Recommends Approval” in the ZL Review Tab  
-  If adjustments are needed, ZL works w/ ZA to final until acceptable 

Step 7:  ZIF Coordinator reviews reimbursment request and backup docs. 
 - ZIF Coordinator “Approves” in the ZC Approval Tab 

Step 8:  CSUS processes payment. 
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