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General Information --------------------------------------------------------------------------


Homebuyer Seminars for Spring 2007 

Yale University and People's Bank cordially invite you to attend a FREE four-part homebuyer information series this Spring. 
See how it may be possible to buy a home with a down payment of 3 percent or less. Also, learn about the various mortgage programs that are available. The seminars will cover topics including: 

· Step-by-Step Guide to Home Ownership 

· Getting Fiscally Fit: The Importance of Planning and Budgeting 

· Understanding Your Credit Report 

· Financing Your Home 

· Understanding the Mortgage Process 

· Selecting Your Home 

· The Importance of the Home Inspection 

· Mortgage Closing 

· Maintaining Your Home 

Participants who complete all four sessions will receive a Home Ownership Education Certificate!

Evening seminars for prospective homeowners are tentatively scheduled below. All sessions are free and run from 6:00-9:00 p.m.

Tuesday Evenings - March / April
Tuesday, March 20
Tuesday, March 27
Tuesday, April 10
Tuesday, April 17
There will be no seminars during the week of April 2-6. 

The Tuesday sessions are scheduled to be held at the New Dixwell-Yale Community Learning Center, also known as the Rose Center located at 101 Ashmun Street, New Haven, CT 06511.

Tuesday/Thursday Evenings - April/May 
Tuesday, April 24
Thursday, April 26
Tuesday, May 1 
Thursday, May 3

Location will be confirmed to registered participants prior to the start of the seminars.

Call now and register - seating is limited.
To obtain more information about the University-Sponsored New Haven Homebuyer Program, call Bill Carney at 2-5535 or e-mail: bill.carney@yale.edu
For more information on the program, visit the website at http://www.yale.edu/hronline/hbuyer/seminars.htm.

Desk Side Recycling Program 

As a part of Yale's commitment to sustainability, Yale Recycling is instituting a new desk side recycling program.  The goal is to raise the University's recycling rate from 19% to 40%.   Over the next several months faculty and staff who work at desks will receive new desk side bins for trash and for Mixed Paper recycling.   Custodians will empty both bins twice per week.  The expansion of custodial service to include desk side collection of Mixed Paper has increased recycling rates in test buildings.

To learn more about this program, and when it will be coming to your building, please contact Recycling at cyril.may@yale.edu or by calling 432-6852.

RecycleMania Scores Now Available 

To see how your efforts at recycling are helping Yale in the 10-week long national RecycleMania competition visit the EPA-sponsored web site:  www.recyclemaniacs.org.   More than 200 colleges and universities are competing in categories such as recycling rate, waste minimization and per capita recycling of paper and cardboard.

To find out how you can help Yale win RecycleMania contact Yale Recycling at recycling@yale.edu or by calling 432-6852.

You are in the Game!

You and everyone else at Yale are competing against the faculty, staff and students at 200 other campuses around the country in RecycleMania,

January 28 through April 7.

You recycle.
We all win.

www.recyclemaniacs.org

2007 New Haven Hotel Rates for Business Travel 
Yale Travel Services has negotiated the below rates for 2007. These rates are available online through Orbitz for Business or by calling the hotel directly.  Rates are subject to availability and subject to blackout dates. 

	Hotel Name and Phone 
	Street Address 
	Yale Rate 
(subject to availability) 
	Blackout Dates 

	The Colony
776-1234 
	1157 Chapel 
	Closed for renovations December 17, 2006- June 2007 
	Commencement, Parent's Weekend, Alumni Weekend

	Courtyard New Haven at Yale 777-6221 
	30 Whalley 
	$119 single or double 
	Commencement, Parent's Weekend, Alumni Weekend

	Fairfield Inn by Marriott
562-1111 
	400 Sargent Dr 
	$91 (includes continental breakfast 
	Commencement, Parent's Weekend, Alumni Weekend

	New Haven Hotel
498-3100 
	229 George Street 
	$105 
	Commencement, Parent's Weekend, Alumni Weekend

	Omni New Haven Hotel at Yale 974-6817 
	155 Temple St 
	$137 
	Commencement, Parent's Weekend, Alumni Weekend

	Premiere Hotels & Suites (formerly the Residence Inn) 
	3 Long Wharf Drive 
	$115 single or double 
	Commencement, Parent's Weekend, Alumni Weekend 



New Travel Request Forms from Orbitz for Business 
Do you need help booking your conference attendees?

Let Orbitz for Business help!  Register your conference by using the "Guest/Non-employee" form below, and then have your travelers call Orbitz directly (800-672-4891) to request  their own reservations.  Orbitz agents will send you an email copy of the reservations.   You can arrange all airline charges to your department P-card or have the individual attendees provide their own credit card.

Guest Non-employee form (use this form to register your conference with Orbitz) 

International travelers can use the "Travel Request" form below in lieu of calling Orbitz for reservations. 

Travel Request form (your international attendees may use this form to notify Orbitz of their travel requests via fax or email)

Questions?  Please call Yale Travel Services at 203-432-9962.

Human Resources -------------------------------------------------------------------------


Flexible Spending Account (FSA) "Grace Period Claims"

FSA participants have the “grace period” of January 1 through March 15, 2007 to incur eligible expenses for reimbursement from their 2006 flexible spending accounts. These claims must be submitted to ADP no later than April 30, 2007 to avoid forfeiting that 2006 money.

Reminder, all flexible spending claims for reimbursement should be submitted directly to ADP, and not to the Yale Benefits Office.  ADP claim forms with detailed instructions may be found at http://www.yale.edu/hronline/benefits/benforms_claim.html.  Claims with the accompanying expense information can be sent to ADP either by U.S. mail or faxed toll free to the number listed on the claim form.  Any questions regarding participants’ FSA expense claims should be directed to ADP by calling their Participant Solution Center at 1-800-654-6695.

Newly hired employees and employees who experience an appropriate qualifying status change event may enroll in a health care flexible spending account or dependent care flexible spending account within 30 days from the date of employment or qualifying event.  Please direct interested employees to the Yale Benefits Office for FSA enrollment or to review an appropriate qualifying status event.  The 2007 FSA Election Form may be found at http://www.yale.edu/hronline/benefits/benforms_enroll.html

NEW Yale-Specific Websites for TIAA-CREF and Vanguard Participants

Yale University employees now have access to exclusively developed and customized Yale websites for tracking and managing TIAA-CREF or Vanguard accounts.  Visit the sites any time from anywhere for information about your investment choices, as well as access to retirement planning tools and more. The sites also contain links to the TIAA-CREF website (www.tiaa-cref.org) and the Vanguard Group website (www.vanguard.com), where you can update your account, monitor account performance and sign up for e-delivery of account statements, transaction confirmations and other communications. 

Rest assured that all your online transactions are handled in a secure environment. We encourage you to take some time to visit the sites, explore what they have to offer and familiarize yourself with TIAA-CREF and Vanguard options.

You’ll also find all the forms you need to enroll.

For TIAA-CREF:                     http://www.tiaa-cref.org/yale
For Vanguard participants:      http://yale.vanguard-education.com

Student Savings Club Now Accessible Online
Human Resource Services at Yale University will continue to offer the Student Savings Club, a program to help students save money at many area restaurants and retailers, in the 2006-07 school year.

The program is now available online to all students, faculty and staff at no cost.  The Student Savings Club has been simplified this year to make it more accessible to the Yale University community.  To redeem a discount being offered by a participating retailer, students, faculty and staff simply show a Yale ID.

Yale Human Resource Services sponsors the Student Savings Club, a national program for colleges and universities, so Yale University students can save money. “It’s hard for students and their families to handle all of the expenses of college these days,” says Ashley Dobson of the Student Savings Club. “This program makes things a little easier by helping students to save money at some of their favorite places.”

In the past, specially printed Student Savings Club cards were necessary for the discount.  These cards are no longer required.  Only a Yale ID is needed at the moment of purchase, and the discount will be honored.  Click here to see a list of the participating businesses and their offers and discounts: 

http://studentsavingsclub.com/SchoolDiscounts.aspx?collegeID=44
Some of the retailers who are participating include: Bar, Dunkin’ Donuts, Ivy Noodle, Subway, Firestone Tire & Service Center, Neighborhood Music School, Midas Auto System Experts, Amity Car & Truck Rental, Shoreline Computers, Diamond Designs, Allivet Animal Health, Panache, and Y Haircutting.

WorkLife Classes 

To register, or for more information, go to www.yale.edu/worklife/events or call 2-5660. 

	Class
	Date

	Back-Up Child Care Briefing
	Mar 8 

	Helping Children Grow: Nutrition for Preschoolers
	Mar 9

	Caregivers Challenge: Maintaining Balance 
	Mar 9, 23, Apr 13 

	Child Care Information Session 
	Mar 22 

	Making Exercise Part of Your Life 
	Apr 11 

	Fundamentals of Budgeting and Handling Credit 
	Apr 13 

	Managing Across the Miles: Long Distance Caregiving 
	Apr 18 

	Back-Up Child Care Briefing 
	Apr 19 

	Depression and Aging: What to know about the blues and beyond 
	Apr 27 

	Ongoing: Yoga/TGIF -- Click here for more info
	 




Send New Yale Parents a New Parent Packet! 

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 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) 
• 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.


Back-Up Child Care Briefing 

To register, or for more information, go to www.yale.edu/worklife/events or call 2-5660. For a full listing of WorkLife classes, click here. 

	Class
	Date

	Back-Up Child Care Briefing
	Mar 8 

	 
	Apr 19 

	Learn about the new Back-Up Care Child Program at Yale. Details on registration, cost to family, how to use the service and other information will be provided at the briefing. This workshop is for current, benefits-eligible Yale faculty, staff, students and post-docs only. Visit www.yale.edu/backupcare in advance of the briefing.



Lactation/Breastfeeding Rooms on Campus

For a PDF file with information about each location, click on this link: http://www.yale.edu/hronline/worklife/BreastfeedRooms.pdf
Learning Center and Other Training ---------------------------------------------------------------



Spread the Word about Yale's Training Management System 
The Training Management System is on its way to becoming a system well known by Business Managers and employees across campus.  In spreading the word about University compliance to Federal, State and University required training it is important that employees understand why they are required to complete training.

The most common questions asked are:

· Why must I take this training? 

· How often is this training required to be completed? 

· How do I complete my requirements? 

You can answer these questions by directing your employees to the Training Management website at www.yale.edu/training, the process owners of the requirement, or the TMS Project Team.  When employees understand the importance of a requirement, how it relates to their job and how often they must complete it, they are more likely to achieve 100% compliance.  Please join us by educating your employees on the necessity of training and helping to answer these common questions. 

If you have any questions about TMS please contact: Jessica Hammatt, jessica.hammatt@yale.edu, 432-1552 or Erin Jarett, erin.jarett@yale.edu, 432-6585.


TMS Feature Valuable for Business Managers 

The My Orgs feature of the Training Management System (TMS) website is available to help business managers’ track completion of regulatory training and forms. Through this online tool you will be able to view which individuals have not completed their assessment and/or have outstanding training needs. Running reports with this function will make it easier to pinpoint areas that need more focus.

As a Business Manager you have access to all individual training profiles and can run reports on both assessment and training data. Not only can you determine who still needs to take the assessment and complete training, but you will be able to complete the assessment for employees in your orgs. 

To gain access to My Orgs, please send requests to tmsadm@yale.edu. The following user information should be included: 

a. Name
b. Net ID
c. Org(s) to which you need access

If you have any questions about TMS, including the My Orgs tool, please contact 
Jessica Hammatt, Jessica.hammatt@yale.edu, 432-1552 or 
Erin Jarett, erin.jarett@yale.edu, 432-6585 


Learning Center Course Schedule

Find details and register for Learning Center courses online at www.yale.edu/learningcenter.
For the WorkLife class schedule, click here. 

	Course
	Date

	March
	 

	FOCUS: Giving and Receiving Feedback for Supervisors 
	Mar 1 

	FOCUS: Giving and Receiving Feedback for Employees 
	Mar 1 

	FOCUS: Goal Setting for Supervisors and Employees 
	Mar 1 

	Cover Letter Workshop
	Mar 5 

	Managing Your Career at Yale 
	Mar 6 

	What Would You Do?: Workplace Ethics 
	Mar 6 

	Supervisory Education Program: What to Say and How to Say It for NEW Supervisors and Managers 
	Mar 8 

	Pathways II 
	Mar 13, 14 

	Pathways I 
	Mar 15, 26, Apr 3 

	Supervisory Education Program: Introduction to Supervising & Managing People
	Mar 20, 29

	Preparing for the Job Interview
	Mar 21, 28 

	Communication: Effective Listening
	Mar 21 

	Customer Service for Front Line Service Providers 
	Mar 22 

	Supervisory Education Program: Managing Up 
	Mar 22 

	FOCUS: Goal Setting and Feedback for SUPERVISORS
	Mar 23, 28

	Mistake-Free Grammar & Proofreading 
	Mar 27 

	Business Writing
	Mar 28, Apr 4 

	April
	 

	Refining Speaking and Writing for Speakers of English as a Second Language 
	Apr 4, 11, 18; May 14 

	Management Skills for Administrative Professionals 
	Apr 9 

	FOCUS: Goal Setting and Feedback for NON-SUPERVISORS
	Apr 10, 17, 28

	FOCUS: Goal Setting and Feedback for SUPERVISORS
	Apr 10, 11, 12, 14, 17, 18, 20, 24, 25, 30

	Creating a Career Plan 
	Apr 12 

	How to Remember Just About Anybody's Name
	Apr 13

	Yale School of Medicine New Employee Orientation 
	Apr 17 

	Myers-Briggs: Understanding Type to Advance Your Career 
	Apr 17 

	Hiring International Faculty and Staff 
	Apr 17 

	Making Your Resume Work for You 
	Apr 18; May 14 

	Pathways I 
	Apr 19, 23, 30 

	FOCUS: Goal Setting for Supervisors and Employees 
	Apr 24 

	FOCUS: Giving and Receiving Feedback for Employees 
	Apr 24 

	FOCUS: Giving and Receiving Feedback for Supervisors 
	Apr 24 

	Behavioral Interviewing for Those Who Hire 
	Apr 25 

	Negotiating for Results Workshop
	Apr 25; May 2 

	Managing Multiple Projects, Objectives and Deadlines 
	Apr 26 


IT Computer Courses 
Register at www.yale.edu/learningcenter
	Course
	Date

	Operating System
	 

	Computers Made Easy
	Feb 19; Mar 19 

	Internet Basics 
	Feb 13

	Windows XP: Level 1 
	Mar 26, 28 

	Database Applications
	 

	Access 2003: Level 1 
	Feb 6, 8; Mar 13, 15; 19, 21 

	Access 2003: Level 2 
	Feb 13, 15 

	Access 2003: Level 3 
	Feb 20, 22 

	Understanding Database Design 
	Feb 27 

	Scheduling and Email 
	 

	Eudora Pro: Level 1 
	Feb 21; Mar 14 

	Introduction to Meeting Maker 
	Feb 26 

	Microsoft Office 
	 

	Excel 2003: Level 1 
	Feb 12, 14; 20, 22; Mar 12, 14 

	Excel 2003: Level 2 
	Mar 13, 15 

	Excel 2003: Level 3 
	Feb 6, 8 

	Excel 2003: Database 
	Feb 13, 15 

	Excel 2003: Formulas and Functions 
	Mar 27 

	Powerpoint 2003: Level 1 
	Mar 6, 8; Mar 26, 28

	Word 2003: Level 1 
	Feb 12, 14; Mar 19, 21 

	Word 2003: Level 2 
	Mar 12, 14 

	Word 2003: Merging Letters, Envelopes and Labels
	Mar 8 

	Word 2003: Tabs and Tables 
	Mar 20 

	Website Design 
	 

	InDesign CS2 - Level 1: Creating Basic Publications 
	Feb 6 

	InDesign CS2 - Advanced: Creating Advanced Publications 
	Mar 5 

	Photoshop 8.0: Level 1 
	Mar 29 

	Web Authoring: HTML 4.01: Level 1 
	Feb 27 

	Web Editor: Dreamweaver 8: Level 1 
	Feb 7; Mar 13 


Business Applications Training

To register, visit www.yale.edu/xtrain.
 


	Procurement

	Purchasing Card Training 

	VIP Number Requests and Assignments 

	Web Invoice Payment (WIP)

	Human Resources

	C&T, Casual and Student Payroll 

	Casual Employee Setup and General Employee Maintenance

	Expense Management System (EMS) 

	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 

	Orbitz


Safety Training

The following safety training courses are offered periodically throughout the year. Descriptions for each of these courses can be found online at www.yale.edu/oehs/training.htm. All training seminars are held at the Office of Environmental Health & Safety, 135 College Street, lower level, room 15. For further assistance and information, call 785-3550.

	Course
	Date

	Biosafety Training 
	Mar 7 

	Bloodborne Pathogens Initial Training 
	Mar 14, 27 

	Bloodborne Pathogens Annual Retraining 
	Mar 21

	Laboratory Chemical Safety
	Mar 6, 28 

	Radiation Safety Orientation 
	Mar 1, 13, 29

	Respiratory Protection Training 
	Mar 19 

	Safe Use of Biological Safety Cabinets 
	Mar 21 

	Safety Orientation for Non-Laboratory Personnel 
	Mar 7 

	Shipping and Transport of Hazardous Biological Agents
	Mar 6 

	Tuberculosis Awareness
	Mar 13 


Web Training:
Bloodborne Pathogens for Researchers http://info.med.yale.edu/bbp/
Bloodborne Pathogens for Healthcare Workers http://info.med.yale.edu/bbpclinical
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 
Laser Safety Awareness www.yale.edu/oehs/powerpoint/LaserSafetyTraining.htm 
X-Ray Diffraction Safety Awareness www.yale.edu/oehs/powerpoint/X-RayDiffraction.htm 
Call 5-3550 to schedule the following courses:

Biosafety Level 3
Confined Space
Hazardous Chemical Waste Management
Noise and Hearing Conservation
Office Ergonomics
Radiation Survey/Spill Seminar

Safety Training
Office of Environmental Health & Safety
135 College Street
www.yale.edu/oehs
5-3550


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

SciQuest Updates 
How do I process a one-time service/repair call through SciQuest?
For a one-time service or repair request, please use the Non-Catalog form in SciQuest.  For detailed instructions, click here:

http://www.yale.edu/procurement/eprocurement/documents/Howtoprocessaonetimeservicecall_000.doc
Please note: “Standing Orders” are purchase orders that allocate a specified dollar amount over a specified period of time for the purchase of particular goods or services.  For more information on when and how to use Standing Orders, click here:

http://www.yale.edu/procurement/eprocurement/standing_orders.html
Do you have new Corporate Express users?
It is imperative that new users be set up properly in SciQuest in order to benefit from Corporate Express’ next day delivery service.   To ensure that a user’s profile is correct, add a “Yale Direct” (YD) address to the user’s profile.  For instructions on adding a shipping address to a SciQuest profile, click here:

http://www.yale.edu/procurement/eprocurement/documentation/welcome_packet/GettingStartedChecklist.doc
Did you know that students can use SciQuest?
Any student may be granted access to SciQuest by their business office if they deem it is appropriate.

The student must have an active primary assignment in Oracle.  (An assignment is basically a job within an organization).

Also, the student's Oracle HR record must have an office phone number and email address, but if this information is missing, simply follow these steps:

http://www.yale.edu/procurement/eprocurement/documents/Howtosetupstudentaccessto

 HYPERLINK "http://www.yale.edu/procurement/eprocurement/documents/Howtosetupstudentaccesstosciquest.pdf" sciquest.pdf
Attaching quotes to the non-catalog form:
In order to avoid problems with your SciQuest Purchase Orders, be sure to attach price quotes or documents as files (.doc, .txt, .pdf, .xls).  Do not attach emails or URL links.  Instead, copy and paste the email contents into a Word document (for example), save it, then attach the file to the Non-Catalog form.

For detailed instructions on how to attach files, click here:

http://www.yale.edu/procurement/eprocurement/documents/Attachingaquotetothenoncatalogform.doc 

Save time by copying previously created requisitions to a new shopping cart!
To save time in locating previously ordered items, look up a previously created requisition and copy items to your current cart, or add them as "favorites."

For detailed instructions, click here:

http://learn.med.yale.edu/procurement/sciquest/html/OrderEffectivelyManagingCartsCopyToNewCart.htm

Best Practices for Avoiding Cost Transfers when Ordering with SciQuest
Principal Investigator:
· Designate in writing the individuals authorized to charge each award for which you are PI.  Review and update forms on a regular basis.  

· If more than one sponsored award will be used when ordering good(s) and/or service(s), define an allocation methodology in collaboration with the Business Office.  

NOTE:  An acceptable allocation methodology depends on your research and what is being purchased.  It might be based on the number of work benches, the number of staff paid on each grant or modified total direct funding for each budget period.  

Business Office: 

· Create VIP numbers to correspond with the specified funds for use with procurement applications.  Review VIP numbers on a regular basis, delete closed awards and add new ones.  

· Obtain in writing from the PI those individuals authorized to charge specific awards.  Keep this document on file in the business office and use it when you need to verify that a transaction Initiator is appropriate for a particular funding source. 

· Assist departmental SciQuest users in loading authorized VIP numbers into their profiles. 

Requester/Preparer:
Before ordering, ask…

· “Who is the Initiator?” 

· “Is the Initiator authorized to use the VIP accounts indicated?” 

· “Will the goods or services being ordered be used on the sponsored award being charged?” 

· “Are the VIP accounts in my drop-down list or do I need to add them?” 

· “Should this order be charged to more than one award?” 

During order checkout process, ask:

“Is the fund allocation correct in the header and in the line item detail of the requistion?”

	Helpful Hint:  
If you are routinely ordering on behalf of multiple accounts, you may deselect the default VIP number to ensure that you are prompted to select the correct account on every order.


Approver:

Verify that... 

· Initiator is authorized to use the VIP account indicated. 

· Ship to and charging instructions are accurately specified. 

· Funds are allocated properly. 

· Funds are available. 

Recommended Purchasing Practices with SciQuest:

• For one-time purchases, follow best practices on page one.
• For setting up a purchase order with recurring invoices (e.g. monthly charges for water service), use one of these options:

1) Use the Standing Order form in SciQuest specifying a static allocation of charging instructions. This is ideal if accounts charged change infrequently.

2) For standing orders where charging instructions change frequently (e.g. multiple grant accounts), use a paper requisition to Purchasing Services to request a DKP type purchase order. This will allow invoices to be sent to your department prior to payment for charging instructions. 


Initiator Soon to Be Required on All Procurement Transactions 
In addition to capturing the Preparer and Approver on all procurement transactions, the transaction ‘Initiator,’ is soon to be required.  

What is an Initiator?

· The transaction Initiator is the person who requested that the goods/or services be ordered and who determines that the costs are reasonable, allowable and allocable to the source of funds.   This role can be delegated by the Principal Investigator (PI).

· NOTE: The Preparer is the person who places the order or prepares the form, on direction from the Initiator.  The Preparer can also be the Initiator.  The Approver is an administrator, business manager or duly authorized designee of a department, unit or business support center; having budgetary responsibility for the transaction involved.
What is the importance of capturing the Initiator?

· In order to improve University-wide compliance, going forward the Initiator will be consistently captured and stored in the Data Warehouse for easy retrieval and reference on financial reports.
How do I record the Initiator on the transaction?

· SciQuest –built-in functionality prompts the user to enter the Initiator. 

· EMS - Only record the Initiator in the “Item Comments” field if a Department Purchasing Card was used.  For Individual cards, the Initiator is assumed to be the Cardholder.

· WIP and all other paper transactions - use the rubber stamp that will be provided by the Controller’s Office for this purpose on your corresponding paper transaction and fill in the Initiator by hand.

Where can I get more information?
· Check Request form & instructions (3401 FR.02) 
· Check Request procedure (3401 PR.02)
· Submitting Invoices for Payment procedure(3401 PR.01) 

· WIP Approver Checklist guide (3401 GD.02) 

· General Payment policy (Policy 3401) 

· Requisition form & instructions (3201 FR.02)

· Requisition procedure (3201 PR.01)

· General Purchasing policy (Policy 3201)

· SciQuest application & documentation (www.yale.edu/sciquest) 

Should you have any questions, please contact procurement@yale.edu. 

Procurement Course Schedule
Find details and register for Procurement courses online at:
http://mire.med.yale.edu/lcdb/ 

	Courses and Dates 
	March 

	Accuship 

	Mar 6, AM 

	Mar 15, AM

	Purchasing Skills Training (one-day overview) 

	By request

	Purchasing Card 

	Mar 5, AM 

	Mar 30, AM

	SciQuest eProcurement - Office & Computer Supplies 

	Mar 29, PM

	SciQuest eProcurement - Lab & Med Supplies 

	Mar 12, AM

	EMS 

	Mar 6, 13, 20, 27, All PM 

	VIP 

	Mar 20, PM

	WIP 

	Mar 15, PM 

	Questions? Please contact procurement@yale.edu.


Contract Listing Updates
During the month of February, the following changes were made to the Contract Listing. For details, see http://www.yale.edu/procurement/contractlisting/commodity.html
Catering Services for University Functions
Rean  Smith Catering, LLC 

CHANGED: Labor Rates Updated

(For other Catering options, see http://www.yale.edu/procurement/contractlisting/
commodity.html#CateringServicesforUniversityFunctions.)

Medical Supplies
McKesson Medical Surgical, Inc. 

CHANGED:  Contact Information updated


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


New GPS Feature for Campus Shuttles
The University Shuttle Services offers students faculty and staff with transportation options to get around the University. This free service provides transportation to and from key locations throughout the campus. The most current maps and schedules are available at http://www.yale.edu/parkingandtransit/shuttle/index.htm.

You can now go to the http://yale.transloc-inc.com website and see campus shuttles and buses in real time and eliminate the need to wait at bus stops. This feature significantly increases productivity, and cuts down on campus to campus travel time. 

Comments and/or concerns about service should be directed to Ed Bebyn, Manager of Parking & Transit.

Campus Mail Tips: Address Change

Several departments have recently moved from 2 Whitney to 55 Whitney Avenue.  Please make note of these new addresses: 

Support Services, 55 Whitney, Room 445
Risk Management / Worker's Compensation, 55 Whitney Avenue, Room 472 

Please update your records.

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * *

http://www.yale.edu/campusmail 

 
Finance -----------------------------------------------------------------------------------------

Reporting Workers' Compensation Claims

It is essential for supervisors to report employee injuries to the Office of Risk Management as early as possible by completing a “First Report of Injury” form.  The “First Report of Injury” form can be found on the Office of Risk Management website at www.yale.edu/riskmanagement/workerscompensation.

When an employee comes to you and tells you they have been injured at work, or as soon as you are notified an employee has been injured, supervisors are to complete the “First Report of Injury” form and distribute it according to the instructions listed at the top of the form. This is the only way to trigger a workers’ compensation claim, and prompt reporting is vital to the effective management of the claim.  This must be done even if you feel there are questions about the legitimacy or the degree of disability.  Failure of Management to report a claim could be in violation of the State of Connecticut Workers’ Compensation statute.

The Office of Risk Management is happy to come and speak with your group regarding this process, the benefits provided by the statute, and the responsibilities of all parties involved.  If you’re interested in scheduling one of these informative meetings, or if you have any questions regarding workers’ compensation, please feel free to contact Marje Lemmon at 2-0140.


Important Payroll Information

Reminder:  2006 Form W-2s are available online for all W-2 recipients with active Yale assignments, and will continue to be available throughout the year for reprints as needed.  Website URL:  http://www.yale.edu/w2.
While use of the self-service application is strongly encouraged, the Web W-2 service is not mandatory. You will not be required to use the web application to receive your Form W-2.  Therefore, you should be receiving your paper Form W-2, unless you specifically consented to receive your Form W-2 electronically from the website.  

We realize that not every employee has access to a computer or printer. Therefore, the Payroll Department has a computer and printer set up to access and print Form W-2's.  If you already have your NetID and pin number, you can use this computer located in the Payroll Office, Room 100 of 155 Whitney Avenue.

Forms 1042-S for the calendar year 2006 will be distributed by March 15, 2007.

Please call Payroll with any questions at 432-8759 or e-mail at payroll.taxforms@yale.edu.

Notice from Bank of America about Payments to EU Countries 

Payments sent into one of the EU countries should include an IBAN (International Bank Account Number) in place of the basic, traditional beneficiary account number. IBANs should be placed in the Beneficiary ID/Account Number field, and the relevant SWIFT BIC code for the beneficiary bank should also be provided. Payments sent without an IBAN run the risk of being returned by the beneficiary bank, and/or additional charges being applied. 

IBANs should only be obtained from the beneficiary of the payment. There is no central IBAN database.


International Update -------------------------------------------------------------------------

Workshops for Yale H-1B Scholars on March 14, 2007 
This H-1B workshop is specifically for Yale employees who hold H-1B status.

The session will take place at OISS, 421 Temple Street, from 5:00-6:30.  Topics will include the status and its limitations, outside employment, promotions and changes in employment, travel and visa applications, renewal of status and transfers.  Seating is limited to 65 on a first-come, first-served basis.  

To reserve a seat, please send an e-mail to susan.buydos@yale.edu. 


Hiring Internationals 
This is a course sponsored through the Learning Center on April 17, 2007.  The purpose of the class is to familiarize participants with the issues, options and procedures for hiring international scholars for faculty and staff positions in various visa categories i.e., F-1, J-1, H-1, O-1 and TN.  For more information and to register, go to

http://learn.caim.yale.edu/lcdb/courses/classinfo.asp?CourseID=707
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
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The Circuit (ITS) 
Controller's Office
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Library (Nota Bene) 
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