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General Information --------------------------------------------------------------------------
United Way: It's Not Too Late to Make a Pledge

Yale’s 2005-2006 United Way campaign has surpassed its Million Dollar Goal. Over $1,028,000 in pledges and matching funds have been raised from 2,790 employees, retirees, and students. This is a substantial increase from last year's total of $900,000 from 1,458 donors.

Judith Hackman, chair of the campaign for Yale, attributes this success to wide support from throughout the Yale community – from 92 champions who reached out to their colleagues, to locals 34 and 35 and the police, to faculty emeriti, to graduate and professional students, and to the officers of the University who offered a challenge match of $100,000.  All of the match for new and increased dollars goes towards Success by 6®, a new initiative for early childhood learning in the New Haven region and another reason for Yale’s campaign success.  

Of the $1,028,000, over half ($631,000) was given to the overall United Way Community Fund which is then distributed by volunteer committees to where the contributions can make the greatest community impact. Another $194,000 was designated to Success by Six, $24,000 to agencies and programs that Support Children and Families, $10,500 to help Connect Seniors, and $8,600 to help Strengthen Families and Individuals.  Other areas receiving pledges of $750 or more were Domestic Violence Services of Greater New Haven, Clifford W. Beers Guidance Clinic, American Red Cross-South Central CT Chapter, Connecticut Food Bank, Planned Parenthood of Connecticut Foundation, ALSO-Cornerstone, Inc, Boy Scouts Connecticut Yankee Council, and Leila Day Nursery.

Hackman urges those who haven't yet made a pledge to take advantage of this opportunity to improve lives in the New Haven community. For more information or to pledge online, please visit the Yale/United Way website at: 

HYPERLINK "http://www.yale.edu/unitedway"
www.yale.edu/unitedway.

Community Learning Center is New Town-Gown Initiative

The Dixwell-Yale University Community Learning Center (DYCLC), a new initiative of the Yale Office of New Haven & State Affairs, officially opened on January 24, 2006. The DYCLC is a facility for residents of Dixwell and primarily focuses on youth through educational programming. The mission of the DYCLC is to provide educational programs for Dixwell residents, to cultivate scholastic achievement, and to strengthen the social and economic conditions of New Haven's Dixwell neighborhood. The DYCLC provides programs in literacy tutoring, computer literacy, creative and visual arts, writing, mentoring, financial literacy, and business/entrepreneurial skills. The community center also provides access to the center’s computers to residents. 

The DYCLC greatly welcomes any ideas in support of the Dixwell-Yale University Community Learning Center’s programs and youth initiative. If you would like to get involved and volunteer, please contact the coordinator of the DYCLC, Makana Ellis, at 436-4840 or via email at makana.ellis@yale.edu. 

Volunteers Needed for Free Tax Preparation 

The New Haven Economic Security Coalition, in partnership with Mayor DeStefano, Jr., is looking for volunteers to prepare low-wage earners' taxes at no cost to them. Last year the coalition and the Mayor’s Office brought over $1 million in returns and tax credits to New Haven residents and they need your help to do this again. Starting on January 15 and running through April 15, 2006, they will again open the doors of free, volunteer income-tax assistance (VITA) sites in the city. If you are interested, please contact Laura O'Keefe, lokeefe@caanh.net, (203) 387-7700, ext. 237.

NO EXPERIENCE IS NECESSARY, SO....

-Learn a new skill and help others!

- Volunteers must commit to four hours one night per week or Saturday afternoons

for the duration of the tax season: January through April 15.

- All volunteers are required to undergo training on a computer tax

program and tax law.


- Spanish speakers especially needed.

- FREE DINNER INCLUDED

The coalition emphasizes connecting eligible individuals with tax credits, like the valuable Earned Income Tax Credit (EITC), and offers financial literacy and asset-building seminars to help working families prepare for the future.

The coalition is always seeking new partners to help increase public awareness of the free tax preparation program and EITC. If you want to join the coalition, drum up volunteers, or help market information about the program to the public, please contact Laura O'Keefe (see info. above). 

2006-2007 Scholarship Awards for Continuing Education for Women 
The Yale University Women's Organization is offering scholarships to women in the Yale community whose formal education has been interrupted or delayed. Applicants are judged upon merit and need/family income.

To receive an application form, write to Betty Ann Levitin, 11 Debra Lane, Branford, CT 06405. Please indicate your connection to Yale, and enclose a self-addressed stamped business-size envelope.

If you have any questions, contact Mrs. Levitin at 203-488-5862. Additional information can be found on the YUWO website at www.yale.edu/yuwo/scholarships.html. Completed applications must be postmarked by March 1, 2006. 

Yale Community Competes in Inter-Collegiate Recycling Contest

Yale University faculty, staff and students will compete against their counterparts at 90 other colleges and universities for 10 weeks this spring as a part of Recycle Mania. The inter-collegiate contest will compare not only the amount recycled per person on each campus but also the amount of trash generated. Prizes will be awarded for the school producing the greatest amount of recyclables and the least amount of trash.

Everybody at Yale is participating in Recycle Mania every day through their decisions about recycling or trashing their paper, boxes, cans etc. To have a recycling team visit your office with information, freebies and refreshments, contact Yale Recycling at 432-6852 or e-mail recycling@yale.edu. Please let Yale Recycling know what days and times generally work well for you so that we can begin planning. To learn more about Recycle Mania and to see how all of us are doing in the contest, go to www.recyclemaniacs.org. 
 
Human Resources -------------------------------------------------------------------------

Reminder: Flexible Spending Accounts (FSA)

- 2005 GRACE PERIOD INFORMATION: Eligible expenses may be incurred up to March 15, 2006 and must be submitted to the Yale University Benefits Office no later than April 30, 2006 to avoid forfeiting your balance. 

· 2005 Reimbursements are included in your pay.

· 2006 Reimbursements are mailed to your home address, or you may arrange for direct deposit with ADP.

If your FSA election year is 2005, send claims to:

Yale University Benefits Office

PO Box 208256

155 Whitney Ave., Room 130

New Haven, CT 06520-8256

www.yale.edu/benefits
Phone: 203-432-5550

Fax: 203-432-7575

If your FSA election year is 2006, send claims to:

ADP Claims Processing

PO Box 1853

Alpharetta, GA 30023-1853

www.flexdirect.adp.com
Phone: 800-654-6695 (Toll-Free)

Fax: 866-392-4090 (Toll-Free)

678-762-5900

Change in C&T and S&M Hourly Increase Procedures 

The agreements between the University and Locals 34 and 35 provide for wage increases in each year of the contract.  Historically, those increases occurred in January of each year.  Beginning in January 2006, and for the remaining 4 years of both contracts, half the value of the increase will be paid in January and the remaining half paid effective 26 weeks later.  This year’s increases will be effective on January 22 and July 23, 2006 respectively.  For the weekly payroll, the January increase will be reflected in the February 2, 2006 paycheck; for the bi-weekly payroll, the January increase will be reflected in the February 17, 2006 paycheck.

Letters are being sent to all clerical/technical and service/maintenance staff members at their home addresses informing them of their January and July 2006 wage increases.   After reading the letter, employees who still have questions should contact their Business Office.  Business offices will have been provided with access to reports to confirm the hourly increases, and the future increases. 

If issues or concerns cannot be resolved by the Business Office, the Business office administrator should contact the department’s Generalist in Client Support, at 785-3839.  




Learning Center and Other Training ---------------------------------------------------------------



New Haven Magnet School Information Session 
Meet Deborah Breland, New Haven Magnet School Coordinator. This will be an opportunity to learn about the New Haven Magnet School options for PreK-High School as well as the application process, eligibility, lottery and deadlines. Applications for the 2006/2007 school year will be available.

Sponsored by: 
Yale WorkLife Program, OISS, New Haven and State Affairs, and Dwight Hall 
February 8, 7-8:30 p.m.
421 Temple Street, the International Center for Yale Students and Scholars

Registration encouraged: www.yale.edu/learningcenter or call 432-5660 

  
Get FOCUSed and Motivated in 2006

Yale’s new performance management program, FOCUS (Feedback and Ongoing Coaching for University Success) is the perfect tool for supervisors and staff to begin setting goals, giving and receiving feedback and facilitating employee development. FOCUS offers a wide variety of tools and resources including a comprehensive website, easy-to-use forms, and classes that are free and open to the entire Yale community. 

A sense of accomplishment is one of the most important factors required for people to feel motivated at work.  Achieving goals and getting feedback along the way gives employees that sense of accomplishment and, in turn, helps them feel more motivated and satisfied.

“Goal Setting” and “Giving and Receiving Feedback” are the two core courses in the FOCUS program offered by the Organizational Development and Learning Center. These courses are taught by Sandra LaJeunesse, a woman who has already begun using her extensive experience to consult with Yale departments.  Each two-hour class is offered once a month so it can easily be incorporated into a busy schedule. 

When asked how participants would benefit from her classes, Sandra commented, “Each employee has an important role in making Yale the best it can be. Most employees want to succeed and make positive contributions through their work. In teaching these courses, I find that employees welcome the opportunity to be involved in developing clear goals and want to gain clarity about performance expectations. Employees can only succeed when they know what is expected of them.”

Past course participants have said that the workshop “should be mandatory,” and agree that employees “need to be urged to view goal setting and feedback as a positive growth opportunity.”

For more information and to register for classes, visit: www.yale.edu/focus.

New Parent Packet is Available 

Balancing work with the arrival of a new child can be difficult, and now Yale offers parents (faculty, staff and post-docs) support to make the transition a little easier. As a new component of Yale’s WorkLife program, which is designed to “improve the quality of life for members of the Yale Community and their families,” the Department of Human Resources will now be sending University employees and students who adopt or give birth to children a “New Parent Packet” containing helpful information to ease the daily challenge of balancing work and family life.

The packet includes a gift for the child and a wealth of information for parents about University services such as babysitting and day care as well as tips and advice on flexible work schedules. The packet even comes with a selection of “favorite songs, games and art activities” compiled for children by the staff of Yale’s affiliated child care programs.

To request that a New Parent Packet be sent out or for more information, please e-mail worklife@yale.edu or call Susan Abramson at 2-8069 with the following information:
• Parent name 
• Yale affiliation (Faculty, M & P, C & T, S & M, Post-doc, Student ) 
• Home address 
• Child's date of birth (for size appropriate gift) 
NOTE: Please notify the parent that you are providing the WorkLife Program with this information.

Learning Center Classes

February

Making Your Resume Work for You
Feb 2, 13

Customer Service for Front Line Service Providers
Feb 2

Somebodies & Nobodies: Overcoming the Abuse of Rank with Robert Fuller
Feb 2

Somebodies & Nobodies: Overcoming the Abuse of Rank: Special Workshop
Feb 2

Orbitz For Business
Feb 3, 10, 17, 24

Coaching for Performance
Feb 7

Managing Multiple Projects, Objectives & Deadlines
Feb 8, 9

Strategies for Successful Time Management
Feb 9

FOCUS: Giving and Receiving Feedback for Employees
Feb 13

FOCUS: Giving and Receiving Feedback for Supervisors
Feb 13

FOCUS: Goal Setting for Supervisors and Employees
Feb 13

Pathways I
Feb 13, 15, 17

Retirement Seminar for M&P
Feb 14, 17, 21

Cover Letter Workshop
Feb 15

Being a Part of a Successful Team
Feb 15

Myers-Briggs: Understanding Type to Advance Your Career
Feb 22

Preparing for the Job Interview
Feb 27; Mar 1

What Would You Do?: Workplace Ethics
Feb 28

Pathways I
Feb 28; Mar 1, 2

IT Computer Courses

Register at www.yale.edu/learningcenter
Operating System

Computers Made Easy
Feb 6

Windows XP: Level 1 
Feb 7, 9

Scheduling & E-mail

Eudora Pro: Level 1
Feb 27

Introduction to Meeting Maker
Feb 22

Microsoft Office

Excel 2003: Level 1
Feb 14, 16; Feb 28, Mar 2

Excel 2003: Database
Feb 13, 15

PowerPoint 2003: Level 2
Feb 21, 23

Word 2003: Level 1 
Feb 21, 23

Word 2003: Level 2
Feb 6, 8

Database Applications

Access 2003: Level 1
Feb 20, 22

Access 2003: Level 3
Feb 6, 8

Access 2003: Complete
Feb 13, 15, 17

Website Design

InDesign CS - Level 1: Creating Basic Publications
Feb 13

Oracle Training 

A complete list of Oracle training courses is at www.yale.edu/xtrain. Courses are grouped under Procurement, Human Resources, General Accounting, Financial Planning & Reporting and Other Training. Registered and approved participants are notified of course dates and time.

Procurement

Accuship

Corporate Express: Online Ordering of Office Supplies

Internet Procurement - Temporarily Suspended

Office Supplies: Online Ordering with Corporate Express

Procurement Inquiry (Responsibility Only)

Purchasing Card Training

Travel and Expense Reimbursement (Distributed Authority)

Simple Web Allocation Process (SWAP)

VIP Number Requests and Assignments

Web Invoice Payment (WIP)

Human Resources

C&T, Casual and Student Payroll 

Casual Employee Setup and General Employee Maintenance

View HR Records with Salaries Responsibility (Medical School Employees Only)

General Accounting 

Custom Commitments Responsibility

Effort Reporting and Certification

Journal Entry/Staging Area (JSA)

Labor Distribution (LD)

Receipts Identification Form - Cash Receipts (RIF)

Financial Planning 

Data Warehouse Reporting for HR/LD/Payroll

Data Warehouse Reporting for New Users

Introduction to Brio Query 6

Budgets--Grant and Contract Oracle Financial Analyzer (OFA)

Other Training 

User Access TAC Training 

Safety Training 

Office of Environmental Health and Safety

135 College Street, Room 15 ▪ 5-3550
www.yale.edu/oehs/trainreq.htm
Biosafety Training
Feb 8; Mar 8

Bloodborne Pathogens Initial Training
Feb 7, 23; Mar 8, 23

Bloodborne Pathogens Annual Retraining
Feb 9, 22; Mar 7, 22

Laboratory Chemical Safety
Feb 15; Mar 9, 28

Radiation Safety Orientation
Feb 2, 14; Mar 2, 14, 30

Respiratory Protection Training
Feb 13; Mar 15

Safe Use of Biological Safety Cabinets
Feb 8; Mar 14

Safety Orientation for Non-Laboratory Personnel
Feb 1; Mar 1

Shipping and Transport of Hazardous Biological Agents
Feb 22; Mar 15

Tuberculosis Awareness
Feb 15; Mar 13

Web Training:

Bloodborne Pathogens for Laboratory Workers http://info.med.yale.edu/bbp/ 

Bloodborne Pathogens for Healthcare Workers http://learn.caim.yale.edu/bbp/clinical/index.html
Hazardous Chemical Waste Management  http://info.med.yale.edu/chemhaz
Laboratory Chemical Safety http:info.med.yale.edu/chemsafe/

Tuberculosis Awareness http://www.yale.edu/oehs/TB/index.htm
Call 7-2133 to schedule the following courses:

· Advanced Biosafety Seminar

· Hazardous Chemical Waste Management

· Noise and Hearing Conservation

· Office Ergonomics

· Radiation Safety Survey/Spill Seminar

· Respiratory Protection

Procurement -----------------------------------------------------------------------------------

Accuship Enhancements

Still 25-30 Percent Fewer FedEx Bounces!
Recently, Accuship introduced some enhancements to their landing page including increased searching capabilities, improved navigation and better product/service descriptions.  One noticeable difference is that the login fields on the new landing page have a new look and have moved from the middle of your screen to the top right corner.

Here is how to log in:

On the new landing page, you will log in through the gray boxes in the upper right corner of the screen.  In the first box, type “yale” for the client name if the default does not already appear.  In the second box, type your Yale netID.  In the third box, type your password.  (See screen shot below.)  Once you have logged into the system, all modules will remain the same.  
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Please continue to encourage the usage of Accuship for Yale’s express shipping needs with FedEx, UPS and DHL.  Accuship’s VIP validation, significantly helps to reduce invoice errors and is a quick and easy tool for those who need to create airbills.

Should you have any questions, please contact the Help Desk at 785-3200.

Upcoming Purchasing Skills Training

It is once again time for distributed purchasers from across the campus to take advantage of the opportunity to participate in Yale’s Purchasing Skills training program! Through this program, University participants join with Yale Procurement to develop campus-wide sourcing skills and share a common vocabulary which is essential to achieving savings success. 

As a result of this training program, Procurement has already begun to see evidence of its collective efforts to build purchasing skills capabilities. Areas of purchasing that have benefited from enhanced skills include temporary labor, lab equipment, vehicles, computers, elevator maintenance and light bulb purchases, to name just a few. 

During this training, attendees learn the essential principles of procurement and develop expertise in the following areas: 

• Strategy Development 
• Industry/Supplier Analysis
• Total Cost of Ownership 
• Supplier Relationship
• Contracts 
• Competitive Bidding
• Negotiations.

This training program is offered in two formats and both cover the topics mentioned above. For those who prefer a quick hit, Procurement recommends a one-day session which will be held from 9am-4pm on March 14th. This is the perfect class for those with some responsibility for purchasing as part of their daily activities. Business managers, administrative staff and lab managers will find this class to be the perfect follow up to their implementation of Yale’s new eProcurement solution, “SciQuest.”

For those who prefer a deeper dive into the subject matter as well as the opportunity to apply what they have learned through an in-class project, Procurement recommends the intensive four-day session, which will be held from 9am-4pm on Feb. 15th, Mar. 15th, Apr. 19th and May 17th. This is a useful class for individuals or small work teams who are responsible for purchasing a specific commodity such as facilities needs, computer hardware/software, animal resources, etc. 

Those interested in participating in this training, may self-register at http://learn.caim.yale.edu/lcdb/courses/classinfo.asp?CourseID=944. Procurement is also available to provide targeted training for your staff in your department. Please contact Brenda Naegel at brenda.naegel@yale.edu or 2-5810 with any questions.


Procurement Customer Satisfaction Survey

Have you taken the recently distributed Procurement Customer Satisfaction Survey yet? If not, Yale's Procurement Department would greatly appreciate your taking a few moments to provide feedback on the current service levels that you receive. This information will help Procurement to improve its quality of service and customer- care practices. If you wish to remain anonymous, you may complete the survey without providing any personal information. 

This survey will take no more than 5 minutes to complete: 

http://www.surveymonkey.com/s.asp?u=273751699290
Procurement greatly appreciates your time and encourages you to pass this along to others who interact with Procurement staff, tools and processes. Should you have any questions, please contact procurement@yale.edu. 

Corrections to Electronic Invoices
In the last several months, Accounts Payable has received several electronic invoice files from suppliers that contained inaccurate and/or erroneous charging instructions. File formatting, charging instruction formatting and other errors at the supplier are the primary cause of this. Procurement has worked with the suppliers to correct the problems by issuing credits to your accounts since these files were processed and the charges were posted. As a result, you may notice debit and reversing credit transactions for the same supplier on your statements. The suppliers involved include: Airgas, Worldtek, and Poland Springs. Procurement continues to work with these suppliers and with the community to assure the accuracy of their billing.

As Procurement further analyzes the root cause of these and other billing problems, it finds that there are a few additional issues contributing to billing errors. Three of the more troublesome and reoccurring challenges are: data entry error on the part of the supplier, expired or invalid VIPs provided to the supplier at time of the phone-in order and suppliers storing VIPs in customer profiles. The department continues to work hard to address these issues with the suppliers and offers the following approaches and best practices for your consideration:

• Encourage ordering through Sciquest for all eligible suppliers (please visit the Suppliers link at http://www.yale.edu/procurement/eprocurement/ for more information). The new Sciquest online buying solution collects and validates charging instructions and features speedy submission of your orders to the supplier within minutes of approval, saving time and money.

• Encourage and ensure the use of valid and active VIPs in your department. The use of invalid and inactive VIPs causes repeated invoicing problems in Accounts Payable and your department business office.

• Strongly encourage (as a valued customer) contract suppliers to accurately represent your charging instructions on all contract invoices and remind them NOT to store VIP numbers in customer account profiles. These best practices on their end will dramatically reduce billing rework and will ensure timely processing and payment of invoices.

Procurement believes these best practices and diligence on the part of our suppliers will significantly reduce VIP phone-order-related billing problems and rework going forward.

Should you have questions, please contact linda.haigh@yale.edu (2-2053) or christopher.mihok@yale.edu (2-9980).
Contract Listing Updates

http://www.yale.edu/procurement/contractlisting/commodity.html
ADVERTISING - DISPLAY

Changed:

New Haven Register - see listing for new pricing and contact 

CATERING SERVICES - BARTENDING

Added:  

Two Pour Guys Bartending – see listing for labor rates and supplier info

CATERING SERVICES - FULL SERVICE/NO LIQUOR 

Added:  

Le Petit Gourmet – see listing for labor rates and terms

CHEMICALS

Deleted: 

BD Immunocytometry/BD Pharmingen (see BD Biosciences)

Added:  

BD Biosciences -  UNP1099336

Clontech -  UNP1012204 

COMPRESSED GASES

Changed:

Techair – see listing for new contact info


COMPUTERS

Changed:  

Dell – see listing for new contact info 

Gov Connection – see listing for new contact info 

SciQuest/Orbitz/EMS Rollout Update

Over the past several months, the SciQuest, Orbitz and Expense Management System (EMS) project teams have worked closely together to ensure well coordinated departmental systems’ implementation.  Here is a quick look at the combined status of all three initiatives:

Accomplishments

· Pilot departments for each application are trained and in production.  Success examples are available for each.

· Outreach teams are engaged with pilot departments encountering difficulties to resolve issues and improve applications.

· Software necessary for University-wide implementation is in use or ready for use.

Current Status

· Information sessions taking place University-wide for business managers and key staff.

· Training and support materials are being finalized to support University-wide rollout.

· ITS Help Desk is engaged to provide “Tier 1” user support.  Planning is underway to integrate help desk role with training and other user support services.

· Final issues are being resolved for record retention requirements including sponsored research issues.

· Development is underway for metrics to describe levels of utilization per department.

Plans

· Direct consulting continues with large, complicated departments.

· Group deployment workshops continue (or begin) for less complicated departments.

· Metrics and various meeting forums will be used to identify and resolve adoption challenges.

· Fully integrate application use with other financial management activities (e.g. monthly financial reviews and account holder reporting.)

· The overarching goal is for significant adoption of all three systems by end of FY06.

For more information:

SciQuest: www.yale.edu/sciquest

Orbitz: http://www.yale.edu/ytravel/orbitz.html

Administrative Services ------------------------------------------------------------------------------

Mail Tips: How to Save on Postage

 
The US Postal Service raised rates on January 8th.  To help you handle this increase, we offer these postage saving tips: 

· Screen your mailing list for unnecessary names, duplicates and incomplete addresses.  

· Barcode your mail for postage savings. 

· Use “Certified” instead of “Registered” mail whenever possible.  It costs less and still provides a receipt and notice of delivery to the sender. 

· Do not over-insure. The post office and UPS will pay only the actual value of an item, not the declared value. 

· Use postcards for short messages or announcements.  The cost is 1/3 less than sending an envelope. 

· Combine US mailings when possible into a larger envelope for distribution at the location. 

· Use Business Reply envelopes provided by vendors, instead of department envelopes. 

· FAX the information when time is crucial, instead of using Express Mail. 

· Request Library and Book rates whenever possible.  Savings can be as much as 50% of the cost of first class mail. 

· Use Intra-campus envelopes* for on-campus mail.  Use regular business envelopes for off-campus mailings only. 

· Use Non-profit/Bulk Rate whenever possible, saving can be as much as 20 cents per mail piece. 

· Use “Courtesy Reply” instead of “Business Reply” and save on first class postage, plus 10 cent processing fee. 

 
*Use only Official Yale University Inter-Departmental Mail envelopes.  Purchase envelopes by faxing (4-9312) a Stock Request form to the TR&S Central Stockroom.  These envelopes are less expensive than those from any outside vendor.

ENVELOPE, CAMPUS MAIL manila 10x13 w/tie 100/bx 

Stock #38445 

$10.00 

Improving Service to Yale's International Students 

Graduate housing staff and other front-line staff who provide direct services to students and their families took part in a training program last summer to enhance understanding of what it's like to be an international student arriving on campus. This month, as follow up, focus groups of students--undergraduates, graduates and post-docs--are being interviewed so that they can share their experiences. Video from these interviews will be used for follow-up training for front-line staff, so they can develop strategies for ensuring excellent customer service and gain a sense of what it's like to be the new person in a complex environment. To learn more, contact George Longyear, director of Graduate Housing at george.longyear@yale.edu. 
 
Orbitz for Business Program is Continuing
Yale is continuing to implement Orbitz for Business throughout campus, and has trained and set up over 50 departments. Orbitz for Business provides both on-line options and and a full-service travel agency. To learn more, go to www.yale.edu/travel.

 

 Finance -----------------------------------------------------------------------------------------
REMINDER: January 2006 (JAN06-06) JSA/GL Closing Deadlines
January 31, Tuesday - Final AP daily push to the GL for January 2006.

February 2, Thursday - 3:00 PM - Deadline for approval of SWAP transactions for the month of January 2006.

February 2, Thursday - 5:00 PM - Deadline for SFTP of external source system batches for the month of January 2006.

February 3, Friday - 3:00 PM - Deadline for JSA authorization and LD distribution adjustments for the month of January 2006.

February 6, Monday - 8:30 AM - Authorization may begin for February 2006 JSA batches and LD distribution adjustments.

February 7, Tuesday - First AP push to the GL for February 2006.

February 7, Tuesday - 5:00 PM -January 2006 GL closing.

February 8, Wednesday - 8:30 AM - Final January 2006 GL balance information including fund balance updates available in the Data Warehouse.

February 8, Wednesday morning - The Month End event begins in the DW 
Portal. Users scheduled to receive Month End reports will get them throughout the day and possibly Thursday.

This information along with scheduled outages and open issues are available at: www.yale.edu/its/status.
International Update -------------------------------------------------------------------------

H-1B Workshop at OISS International Center 

If you missed the last H-1B workshop and would like another opportunity to learn about the complexities of the H-1B process, the next session will be held on Wednesday, February 15, 2006 from 9:30-11:00. The workshop will be held at the new OISS International Center located at 421 Temple Street. If coming from the Medical side of campus, the shuttle bus stops directly across the street from OISS, at Helen Hadley Hall. If you'd like to reserve a seat, please send an email to Janice Pinkard at janice.pinkard@yale.edu. Visit OISS at its New Location.

International Center Open House

The Office of International Students and Scholars (OISS) invite Departmental Administrators, Business Managers and Staff to an Open House at the International Center on Wednesday, March 1, 2006, at 421 Temple Street.  Please join us at 8:30 for refreshments and a tour of the Center.  Following the tour will be a brief presentation and discussion with OISS staff on the process of inviting international scholars to Yale.  Time will be reserved at the end for your questions.  If you wish to attend, please send your RSVP to Iris Papaemmanouil at iris.papaemmanouil@yale.edu by Wednesday, February 22, 2006.

Other Administration -------------------------------------------------------------------------

Other Resources: 


ITS Help Desk: call 2-9000; email helpdesk@yale.edu 
ITS-Med Help Desk: call 785-3200; email itsmed.helpdesk@med.yale.edu 
Financial Support Services: email ga.usersupport@yale.edu  

If you’re new to BrioQuery 6 and need training, go directly to X-train to register online at www.yale.edu/xtrain, and then choose Financial Planning and Management category or contact the Learning Center at 2-5660.

Other Yale E-Newsletters & Periodicals

Yale Bulletin & Calendar
Benefits 
The Circuit (ITS) 
Controller's Office
Engineering 
Financial Review
Library (Nota Bene) 


HYPERLINK "http://www.yale.edu/ppdev/whatsnew.html" \n _blank
PPDev-What's New

HYPERLINK "http://www.yale.edu/procurement/news/index.htm" \n _blank
 
Procurement 
Safety Bulletin 
Tax Office
Travel 
working@yale 
Yale Daily News
Yale Medical Group
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