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Security Alarm Review for the Summer Months


Each year during the summer months and again during the winter holiday recess, we experience a spike in accidentally-activated security alarms. This is usually caused by changes in work schedules that prompt different people to arm and disarm their systems. The resulting increase in “false alarms” places a significant strain on both security and police personnel and can even delay responses to a true alarm. 

The purpose of this memo is to ask for your help. Please remember the following as we begin the summer.

· Have everyone working in an area with a security alarm become reacquainted with the proper operation of the system. 

· Coordinate with other individuals and departments that share the same security system or work area. 

· For additional training on the use of security alarms or to have an instructional placard installed at the keypad, please contact Dave Landino at 432-5779 during normal business hours. You can also e-mail him at david.landino@yale.edu. 

· For after-hours assistance only, you can call the Central Alarm Station at 785-5555, where we will walk you through the use of your system. 

· To report an accidental activation, please call our Central Alarm Station at 785-5555, where we will help you reset your alarm. 

YaleConnect: Project Update, Important Dates, and Training

Yale’s ITS department continues the implementation of the new integrated email and calendaring product called YaleConnect, which is based on the Microsoft Exchange platform. ITS has migrated more than 4,600 faculty and staff (90%) currently using Meeting Maker to YaleConnect email.

During the weekend of July 26th, ITS will convert Yale’s calendaring system from Meeting Maker to YaleConnect. After the migration, the new Exchange-based system will become the calendar of record, with all new meeting schedules, room reservations and other calendaring options to be handled through YaleConnect using Microsoft Outlook or Entourage.

BE PREPARED !

During the conversion process, YaleConnect email services will be offline for all users. YaleConnect users will not be able to send or read Yale email during the outage or access other YaleConnect services. No email will be lost and all email sent and received during the outage will be delivered when YaleConnect service resumes. The outage applies to mobile devices also, so you will not be able to send or receive Yale email or access calendaring functions with Blackberry, Treo, iPhone, or other mobile devices. To read more about what to expect, visit http://www.yale.edu/its/connect/calendaring/expect.html. 
If you or staff in your department are going on vacation during the week of the upgrade—especially people who sync their calendar with a phone or mobile device—make sure to prepare the account before leaving. Instructions can be found here: http://www.yale.edu/its/connect/calendaring/prepare.html. 

TRAINING, TRAINING, TRAINING ! 

The best way to prepare for the calendar conversion is to attend training sessions. You can find links for both email and calendaring training sessions at http://www.yale.edu/its/connect/training.html.

YaleConnect provides a fully integrated email and calendaring solution with automatic mobile synchronization of email and calendar to handheld devices. Other features include integrated spam filtering, integration with the Microsoft Productivity Suite, a webmail client, email forwarding, and vacation utilities.

Important information and announcements about YaleConnect are available on the ITS website: http://www.yale.edu/its/connect/index.html. You can also listen to a calendar conversion podcast by Susan Grajek, Senior Director of ITS Client Support, here: http://yale.edu/its/connect/presentations/YaleConnect_Calendar_Podcast.mp3.

Administrative Services

Surplus Furniture Now Available

Please check out the Surplus Furniture Program from our Tracking, Receiving, and Shipping (TR&S) department. TR&S has added Surplus Furniture Online to its website, offering you the opportunity to view current inventory from the comfort of your home or office. The site is updated each day by 9 a.m. and provides descriptions (such as size and color) as well as photographs of the items available for purchase. Note that chairs, tables, sofas, file cabinets, desks and more arrive daily. If you’re looking for particular items, contact Dave Moore at 764-9308 to inquire about your specific needs.

Note that surplus furniture is sold as is. Heavy discounts apply to Yale departments as well as personal sales to faculty and staff. Delivery is available for a nominal charge to any Yale facility. 

If your department has unwanted furniture in good condition, TR&S runs daily pick-ups. We can remove used or unwanted office furniture, from a single piece to an entire department’s holdings. Call Gerry Apuzzo at 764-9307 to schedule a pick-up.

New Program for Recycling Office Supplies and Metal

During June, Yale Recycling launched a new program that now allows everyone on campus to recycle scrap metal and exchange used supplies for reuse by others. Brown carts labeled “Supplies Exchange” were delivered to recycling sites during June.

Members of the Yale community are encouraged to place in these carts any unwanted but clean and usable supplies from offices and other work areas. Supplies that can be exchanged include paper, pens, paper clips, letter trays, white boards, and hanging folders. Other items, such as clothing, can also be placed inside the carts. Yale community members are encouraged to check the carts for useful items that they can take. It is hoped that through this exchange program valuable resources will find their way from those who no longer need them to those who do.

Gray carts labeled “Metal” allow for the recycling of small scrap metal items that might otherwise be discarded with trash. Items must be 90% or more metal and can include nuts, bolts, pipes, power cables, broken office items (such as letter trays), and bent hangers. For large items, such as metal desks, please contact the Grounds Maintenance department for bulk pick up.

For more information on the location of the nearest cart or to request delivery of an extra set of carts inside your building, please contact Yale Recycling at 432-6852 or email us at recycling@yale.edu. Yale Recycling can also provide these carts on a short-term basis to assist with room clean-out operations.

Dormitory Mattresses Sent to Hurricane-Ravaged Caribbean instead of Dumpsters

Scoring a double-win for the environment and for charitable giving, Yale facilities sent more than 400 dormitory mattresses to Haiti during June. 

Continuing a tradition begun last year, Yale Custodial Services and Recycling loaded two international shipping containers with more than 200 mattresses each. Student workers swapped the mattresses out of Yale’s Old Campus and residential college student rooms as new mattresses were put in place. The old mattresses will find new life in Haiti through a program administered by Food for the Poor, an international aid organization. Food for the Poor will use them in its efforts to provide disaster relief and promote economic development. Haiti is the poorest country in the western hemisphere.

Sending the mattresses to Haiti eliminated the need for the six 30-cubic yard roll-off trash dumpsters that would have otherwise been required to transport the fourteen tons of mattresses to a waste landfill.

Finance

Reminder: Deadlines and Schedules for Submitting Payroll

The Division of Finance maintains Payroll Schedules and Calendars on its website. Check there for information about pay periods, when checks are distributed, etc. The July calendar is currently available.


Risk Management: New Process for Certificates of Insurance Effective July 1, 2008 

Effective July 1, 2008, the University is implementing a change in the way we respond to requests for certificates of insurance. Vendors and other certificate requesters will now be able to obtain insurance information online, and view and print copies of Memorandums of Insurance (MOI) at any time. This ability not only provides you with more accurate and timely information, it also helps to streamline the process and lessen the amount of time and resources involved for all parties. Certificate requests will no longer need to be sent to the Office of Risk Management.

The online MOI will serve as evidence that Yale has purchased insurance protection from financially sound insurers. This online service is provided through Yale’s insurance broker, Marsh. As such, requesters will be asked to read and agree to the terms and conditions of service from Marsh prior to printing or viewing Yale’s MOI. 

As of July 1st, vendors that ask for “proof of insurance” should be directed to the Office of Risk Management website. From there, they will be directed to click the MOI link.

Please note that we will no longer be issuing hard copy paper certificates of insurance except in instances where the coverage and/or limits shown on the MOI do not meet the requirements of written agreements or contracts. Current Certificate Holders who expect a renewal certificate of insurance in the mail will instead be sent a letter explaining how they can now access the MOI through this new process.

Excluded from this new process is general liability and medical malpractice liability coverage for the Yale School of Medicine, School of Nursing, University Health Services, or any other medical service-related departments, as that coverage is not placed through the Office of Risk Management. Certificates of Insurance Requests for liability coverage only must be obtained by the Office of Legal Affairs and Risk Management at Yale New Haven Hospital. They can be reached at (203) 688-2291. Proof of all other lines of coverage (property insurance, automobile liability insurance, workers’ compensation insurance, etc.) for those schools and department areas can be obtained via use of the MOI link.

There will be a contact person from Marsh listed on the Memorandum web site once it goes live on July 1, 2008. That contact person will be available to assist those visiting the MOI website. If you have any questions regarding this new process and/or how it may affect the needs of your department, please contact Vicki Ramsay at 2-8258, or at victoria.ramsay@yale.edu
Human Resources

 

WorkLife Workshops in July

The Yale WorkLife program recognizes the difficulty of juggling work and personal life.  Please join us for these events addressing personal and non-work issues.  Unless otherwise noted, all events are free and open to all members of the Yale Community.  Seating is limited, so register for classes by clicking on the link below.  For additional information, email worklife@yale.edu or call 432-8069. 

· July 9 - Child Care Information Session, 12 p.m. - 1 p.m., Medical Library, 333 Cedar Street, Large Conference Room 

· July 18 - Back-Up Child Care Briefing, 12 p.m. - 12:45 p.m. 221 Whitney Avenue, LL1 

 For registration information, click here. 

Reminder: Resources for New and Expecting Parents or Parents of Young Children

The Department of Human Resources has several resources to help new and expecting parents or parents of young children to help balance work and family life.

· The New Parent Packet contains a gift for a new child and information on University resources and services for parents/guardians. E-mail worklife@yale.edu. 

· Subsidized backup child care is available through Caregivers On Call. Visit our website for more information or call 432-8069. 

· The Yale Babysitting Service establishes a link between Yale faculty, staff and students to access babysitting services provided by Yale students. 

· Child Care Resource and Referral - The WorkLife Program has an Online Child Care Directory. Request a printed copy at worklife@yale.edu. Be sure to include your name and on-campus address. 

· Child Care Coordinator - Schedule a telephone or in-person session with the Yale Child Care Coordinator by e-mailing worklife@yale.edu or by calling 432-8069. 

International

Volunteers Needed to Host Incoming International Students

Nearly 500 new international students will arrive on campus in August to begin their studies at Yale. Be among the first to welcome them to their new home and community by volunteering to serve as a Community Friends host. Community Friends of Yale International Students, organized by the Office of International Students and Scholars, aims to promote intercultural understanding and create global friendships by matching international students with residents of the New Haven area. 

Community Friends is not a home-stay program. Students and hosts keep in touch via phone and e-mail and meet occasionally to share a meal, join in an activity, or take part in a holiday tradition. The program offers students a source of support in the local community and a chance to experience U.S. culture, while giving hosts the opportunity to learn about another culture firsthand and to see the United States through the eyes of a visitor. Single people, couples, and families of all sizes are encouraged to serve as Community Friends hosts. 

This past year nearly 50 faculty and staff members participated in the program. Paul Genecin, director of University Health Services, and his wife Vicki Morrow, Psychiatry, have been matched with international families from Taiwan and Germany. He says of Community Friends, “This is a wonderful program and at least as valuable for the hosts as for the guests.” 

Dana Ciccone, Development, reflects on getting to know her partner, a graduate student from China, “Every time we meet I walk away feeling like I learned something: something about her culture; something about my culture; something about myself. She has shared herself openly with me, and in addition to gaining the valuable learning experience of our cultural exchange, I have also gained a friend.” 

Art and Mary Hunt, both of Information Technology Services (ITS), have hosted international undergraduates for the past four years and shared numerous valuable experiences with their students, including family dinners, holidays, and outdoor activities. Says Art, “It has been a wonderful way to broaden our knowledge of another culture and strengthen our connection to the University.”

OISS is actively seeking new hosts for this program. For more information about Community Friends and to sign up, please contact Abigail Borchert at 432-2305 or abigail.borchert@yale.edu.

Procurement

Click on the links below for information about updates and changes in Procurement Office procedures.

Contract Listing Updates
Procurement Course Schedule
EMS Enhancements Update
SciQuest – Shipments to West Campus
Alert: Online Yellow Pages Listing Scam
A/P Worklist Online Training Now Available
New Shredding Contract: InfoShred, LLC
Procurement Open House, August 5, 10 am - 2 pm
Training

Procurement Course Schedule

There are several courses this month from Procurement on:

· Accuship (July 9) 

· A/P Worklist (July 9) 

· Purchasing Skills (by request) 

· SciQuest eProcurement (July 1, July 16 and July 24) 

· EMS (July 8) 

· VIP Number Requests and Assignments (July 14) 

· Web Invoice Payment (July 10) 

Office of Environmental Health & Safety (OEHS) Training Schedule for July

N.B. Locations for OEHS Training: Due to building renovations at 135 College Street, the OEHS 135 College lower level training room will not be available for training classes for the upcoming months. Training classes will continue to be held, but the location(s) vary. Please check with OEHS prior to your classroom session for the current training location. Call OEHS at 785-3211 or email safetytraining@yale.edu for more information.

	Course
	Date
	Time

	Radiation Safety Orientation
	July 1 
	1 p.m.-3:45 p.m.

	Safety Orientation Non-Lab
	July 2 
	8:30 a.m.-9:40 a.m

	Respiratory Protection
	July 2 
	9 a.m.-10 a.m

	Shipping and Transport of Hazardous Biological Agents
	July 8 
	10 a.m.-12 p.m.

	Bloodborne Pathogen for Lab and Clinic Personnel
	July 9 
	9 a.m.-11 a.m.

	Biosafety
	July 9 
	1 p.m.-3:30 p.m.

	Safe Use of Biological Safety Cabinets
	July 10 
	9:30 a.m.-10:30 a.m

	Laboratory Chemical Safety
	July 15 
	9:15 a .m.-10:45 a.m.

	Tuberculosis Awareness
	July16
	9 a.m.-10 a.m.

	Radiation Safety Orientation
	July 17 
	9:30 a.m.-12:15 p.m.

	Biosafety
	July 23
	10 a.m.-12:30 p.m.

	Bloodborne Pathogen for Lab and Clinic Personnel
	July 24
	1:30 p.m.-3:30 p.m.

	Radiation Safety Orientation
	July 29 
	1 p.m.-3:45 p.m.


IT and Computer Courses From the Organizational Development and Learning Center for July

Registration and location information. 

	Course
	Date
	Time

	Outlook 2003/2007 E-Mail Training
	July 1 
	9 a.m.-12 p.m.

	Outlook 2003/2007 Calendar Training
	July 1 
	1:30 p.m.-3:30 p.m

	Buying Office & Computer Supplies & Equipment using SciQuest eProcurement
	July 1 
	1:30 p.m.-4:30 p.m

	Outlook Calendar Training Auditorium Sessions 
	July 1 
	9 a.m.-11 a.m.

	Adobe Dreamweaver CS3: Level One 
	July 1 
	9 a.m.-4:30 p.m.

	Outlook Calendar Training Auditorium Sessions
	July 2 
	10 a.m.-12 p.m.

	Outlook 2003/2007 Calendar Training 
	July 2 
	1:30 p.m.-3:30 p.m

	Outlook 2003/2007 E-Mail Training 
	July 3 
	9 a.m.-12 p.m.

	Outlook 2003/2007 Calendar Training
	July 3 
	1:30 p.m.-3:30 p.m

	Entourage 2004 for the MAC Auditorium Sessions
	July 3 
	9:30 a.m.-11:30 a.m.

	Entourage 2004 for the MAC Auditorium Sessions 
	July 3 
	1:30 p.m.-3:30 p.m.

	Outlook Calendar Training Auditorium Sessions 
	July 7 
	10 a.m.-12 p.m.

	Excel 2003: Level 1 
	July 7 & 9 
	9 a.m.-12 p.m.

	Outlook 2003/2007 Calendar Training 
	July 7 
	1:30 p.m-3:30 p.m.

	Outlook 2003/2007 E-Mail Training 
	July 8 
	9 a.m.-12 p.m.

	Outlook 2003/2007 Calendar Training 
	July 8 
	1:30 p.m-3:30 p.m.

	Outlook 2003/2007 E-Mail Training 
	July 8 
	1:30 p.m-4:30 p.m.

	Entourage 2008 for the MAC Auditorium Sessions 
	July 8 
	1:30 p.m-3:30 p.m.

	Entourage 2008 for the MAC Auditorium Sessions 
	July 8 
	9 a.m.-11 a.m.

	Outlook 2003/2007 Calendar Training
	July 9 
	10 a.m.-12 p.m.

	Accuship Online Shipping Solution
	July 9 
	9 a.m.-11 a.m.

	Outlook 2003/2007 Calendar Training
	July 9 
	1:30 p.m-3:30 p.m.

	Excel: Formulas and Functions
	July 9 
	1:30 p.m.-4:30 p.m

	Adobe Photoshop CS3: Level One
	July 10
	9 a .m.-4:30 p.m.

	Outlook 2003/2007 E-Mail Training
	July 10
	1:30 p.m.-4:30 p.m

	Outlook Calendar Training Auditorium Sessions
	July 10
	1:30 p.m.-3:30 p.m

	Orbitz For Business Travel Clinic
	July 11
	9 a.m.-11 a.m.

	Outlook 2003/2007 Calendar Training 
	July 11
	9 a.m.-11 a.m.

	Outlook 2003/2007 Calendar Training 
	July 11
	10 a.m.-12 p.m

	Outlook 2003/2007 Calendar Training 
	July 14
	10 a.m.-12 p.m

	Excel 2003: Level 2 
	July 14 & 16 
	9 a.m.-12 p.m.

	Entourage 2004 for the MAC Auditorium Sessions 
	July 15
	1:30 p.m.-3:30 p.m.

	Entourage 2004 for the MAC Auditorium Sessions 
	July 15
	9:30 a.m.-11:30 a.m.

	Outlook 2003/2007 E-Mail Training
	July 15 
	9 a.m.-12 p.m.

	Outlook 2003/2007 E-Mail Training
	July 15 
	9 a.m.-12 p.m.

	Outlook 2003 Advanced 
	July 15 
	9 a.m.-12 p.m.

	Outlook 2003/2007 Calendar Training
	July 15 
	1:30 p.m.-3:30 p.m.

	Access 2003: Level 2 
	July 15 & 17 
	1:30 p.m.-3:30 p.m.

	Outlook 2003/2007 Calendar Training
	July 16 
	10 a.m.-12 p.m.

	Buying Laboratory and Medical Supplies using SciQuest eProcurement
	July 16 
	1:30 p.m.-3:30 p.m.

	Outlook 2003/2007 Calendar Training
	July 16 
	1:30 p.m.-3:30 p.m.

	Outlook Calendar Training Auditorium Sessions 
	July 16 
	1 p.m.-3 p.m

	Outlook Calendar Training Auditorium Sessions 
	July 17 
	9 a .m.-11 a.m.

	Adobe Dreamweaver CS3: Level One
	July 17 
	9 a .m.-4:30 p.m

	Outlook 2003/2007 Calendar Training
	July 17 
	1:30 p.m.-3:30 p.m.

	Outlook 2003/2007 Calendar Training
	July 18
	10 a.m.-12 p.m.

	Outlook 2003/2007 Calendar Training 
	July 21 
	10 a.m.-12 p.m.

	Outlook 2003/2007 Calendar Training 
	July 21 
	1:30 p.m.-3:30 p.m.

	Outlook 2003/2007 E-Mail Training
	July 22 
	9 a.m.-12 p.m.

	Internet Basics
	July 22 
	9 a.m.-12 p.m.

	Outlook 2003/2007 E-Mail Training
	July 22 
	1:30 p.m.-4:30 p.m.

	Outlook Calendar Training Auditorium Sessions
	July 22 
	1:30 p.m.-3:30 p.m.

	Outlook Calendar Training Auditorium Sessions
	July 23 
	10 a.m.-12 p.m.

	Outlook 2003/2007 Calendar Training
	July 23 
	1:30 p.m.-3:30 p.m.

	Outlook 2003/2007 Calendar Training
	July 24 
	9 a.m.-11 a.m.

	Buying Office & Computer Supplies/Equipment using SciQuest eProcurement
	July 24 
	9 a.m.-11 a.m.

	HTML 4.01: Web Authoring - Level 1
	July 24 
	9 a.m.-4:30 p.m.

	Outlook 2003/2007 Calendar Training
	July 24 
	1:30 p.m.-3:30 p.m.

	Outlook 2003/2007 E-Mail Training
	July 24 
	1:30 p.m.-4:30 p.m.

	Outlook 2003/2007 Calendar Training
	July 25 
	10 a.m.-12 p.m.

	Entourage 2008 for the MAC Auditorium Sessions
	July 25 
	9 a.m.-11 a.m. 

	Entourage 2008 for the MAC Auditorium Sessions
	July 25 
	1:30 p.m.-3:30 p.m.

	Excel 2003: Level 1 
	July 29 & 31 
	9 a.m.-12 p.m.

	Access 2003: Level 3 
	July 29 & 31 
	1:30-4:30 p.m.

	Outlook 2003/2007 Calendar Training
	July 29
	1:30 p.m.-3:30 p.m.

	Outlook 2003/2007
	July 29 
	8:45 a.m.-12:15 p.m.

	Outlook 2003/2007 Calendar Training
	July 30 
	10 a.m.-12 p.m. 

	Adobe Acrobat 8.0 Professional
	July 31 
	9 a.m.-4:30 p.m. 

	Outlook 2003/2007 Calendar Training
	July 31 
	1:30 p.m.-3:30 p.m.


General Interest

Reminder: ITS Help Desk Resources

The ITS Help Desk is the first point of contact for most computing-related issues at the University. Individuals can contact the ITS Help Desk and, if appropriate, get connected to their support provider.  You can contact the help desk at 432-9000, or 785-3200, or helpdesk@yale.edu.  The Help Desk also works closely with the Client Accounts (CA) team, which provides access to various University and YSM services and applications. CA processes requests to create, delete, or otherwise modify accounts for email, scheduling, back up, Oracle, and BMS 2000.

For more information on getting help at the University, see our website. Also, you can keep up-to-date with recent ITS developments at our blog.

MAIL TIP: Stopping Unwanted Junk Mail & Telephone Solicitations

Organizations you deal with on a daily basis are selling your name on the open market. Unless you specifically ask them to stop, your name and buying habits will be sold to companies that will be sending you unwanted mail. Here are some tips that can reduce the clutter in your mailbox:

· Register wiith the Direct Marketing Association (DMA). Many of the companies who send you advertising in the mail are members of DMA. You can register with them to be removed from their member mailing lists. Please visit their site here for more information. 

· Stop Pre-Approved Credit Card Offers. You can “Opt-out” by calling toll-free: (888)-5-OPTOUT (888-567-8688) 

· Print "Please do not sell my name or address" on any order you place, all donations of money or warranty cards you fill out. Most organizations will honor this request and mark their files accordingly. 

· Avoid giving out financial or unnecessary personal information on things like prize offers, contest entries, warranty cards or other information cards. These cards are often used to collect information on your habits and income for the sole purpose of targeting direct mail.  This information may be sold many times over. Warranty cards are not required in most situations, so just avoid sending them. 

· On the telephone, make sure to say clearly "Please do not call me again." The caller is required to enter your name on a “do-not-call” list and not to make further telephone solicitations to you. 

· Contact your credit card companies and ask them to stop selling your name. They probably sell your name more often than anyone else. 

· To find out who is selling your name, select a false middle name or initial for each charity or business you deal with. Keep track of which letter goes with which organization. When you find which organization is selling your name, contact them immediately. Some guides recommend changing the spelling of your name, but this can lead to duplicate mailings. 

· Reduce unwanted phone calls by registering for the national Do Not Call list – dial 888-382-1222, or go to www.DoNotCall.gov. You need to re-register your number(s) every 5 years. You do not need to re-register as your registry is now permanent. Your number will stay on their list until the number is disconnected or reassigned to another customer. 

If you do receive junk mail at Yale, use the Mail Reduction Program to have it cancelled. See the campus mail website for details: http://www.yale.edu/campusmail/JunkMailDept.htm 
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