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Hot Topics 

Don’t Be Fooled By Fake Emails

In recent weeks, the campus has been deluged with email messages supposedly sent from Yale ITS, Yale IT Service Desk, CNN.com, MSNBC.com and many others. Scammers craft these emails to look like authentic messages from legitimate sources. As these ‘phishing’ schemes become more sophisticated, it becomes increasingly important to be vigilant.

Remember, Yale ITS will never ask you to send information about your account such as passwords or other sensitive personal information via email.

When ITS sends messages on behalf of the University, we always provide a link to the official Yale Messages website that will read:


NOTE: This official Yale University message can also be viewed at: https://light.its.yale.edu/messages/UnivMsgs/detail.asp?Msg=25355
As ITS identifies malicious messages, we block them from Yale email accounts, but, as with spam, the individuals behind phishing messages shift their methods. Expect subject lines and “From:” fields to vary.

For more information on how to distinguish official University messages from fake emails, check here. 

Yale Homebuyer Seminars 

Yale University and People's United Bank cordially invite members of the Yale community to attend a free four-part homebuyer information series. 

· Dates: September 16, 23, 30, & October 7 (Tuesdays) 

· Time:  6:00 p.m. to 9:00 p.m. 

· Locations: Dixwell-Yale Learning Center (also known as the Rose Center) & 101 Ashmun Street corner of Lock and Ashmun St, New Haven CT 

· Seating is limited, so call 432-5535 now to register. 

Learn how it may be possible to buy a home with a down payment of 3% percent or less and about the various mortgage programs that are available.

· 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! 

To obtain more information about the University-Sponsored New Haven Homebuyer Program, call Bill Carney at 432-5535, or e-mail him at bill.carney@yale.edu 

Oracle Upgrade at End of September 

Yale is upgrading its Oracle applications to maintain reliable services for Financial, Human Resources, and Procurement applications.  The upgrade is a technical upgrade with no changes to the end-user experience.  The upgrade is scheduled to begin Friday, September 26, 2008 at 5:00 p.m. and will be completed by Monday, September 29, 2008 at 8:00 a.m.  

A website has been established to provide details on the schedule, systems availability, and communications.  We recognize that work will need to be adjusted because of the necessary systems outage and we would like to give everyone the opportunity to plan accordingly.  If you have any questions or concerns about this year's upgrade, please send an email to elizabeth.anderson@yale.edu. 

Orbitz Upgrade for Yale University Travelers

On September 20, Yale University travelers and travel arrangers will enjoy an upgraded version of Orbitz for Business when they log in. The upgrade features a number of enhancements designed to make travel planning and management easier for both travelers and arrangers, while maintaining the ease of use that Orbitz members have come to expect. Features in the new version include the following:

· The addition of Southwest Airlines flights 

· A process to assist with compliance with the Fly America Act 

· Frequently-visited locations incorporated into Hotel and Car searches 

· Trip Templates 

· The ability for users to narrow search results to preferred carriers 

For Orbitz’s business members, there are three important changes you need to note.

1. The web address for Orbitz for Business will change on September 20 to www.orbitzforbusiness.net. Your member ID and password are unchanged.  If you head over to the old address, the site will redirect you to the new one.  Please be sure to update your Favorites and Bookmarks with this new address. 

2. The phone number you use for travel assistance and site support will also change on September 20 to 1-800-320-2158 within the United States and to (001) 1-312-596-1472 outside the United States.  Old numbers will continue to operate temporarily, but the system will not recognize you and you will have to identify yourself to the agent who assists you. 

3. Travel Arrangers must now select their traveler before they initiate a booking.  Use the pick list shown just above the search box. 

If you have any questions, contact Yale Travel Services at 432-9962

 

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 September calendar is currently available.

Prepare Now for the BrioQuery Version 9 Upgrade 

The University will be phasing out the use of BrioQuery Version 6 and upgrading to the new BrioQuery Version 9 in the Fall of 2008. Hyperion Corporation has discontinued support of BrioQuery v6.  Gwen Sykes, Chief Financial Officer and the functional owner of the University’s financial reporting platform, has determined it is essential for Yale to upgrade to BrioQuery V9 to have reliable access to technical support for this reporting application. You can begin preparing now.

If you only use queries from the BUG Report Library or those from the DataWarehouse Portal, you will not need to convert your queries.  Reports from these sources will be converted for you.  After the upgrade, these reports will automatically run in the upgraded version and will look the same as they do today.

If you create your own queries or have modified queries from the BUG Report Library, please review the following information.

Some queries contain “Detail” sections that must be converted to reports to enable viewing in BrioQuery V9.  For information about the differences between a “Detail” and Report section, click here.  You may need to “unhide” all sections to view all “Detail” sections.  To view hidden sections, go to the View Menu and choose Unhide Section.

If you have a query that contains a “Detail” section, it will need to be converted before you open the query in BrioQuery Version 9.  Follow these instructions to convert your BrioQuery Version 5 “Detail” section to BrioQuery Version 6 Report by following these simple steps.

When Yale converts to Version 9, your Brio 6 queries with report sections will automatically open and run in Version 9.

Queries with complicated formatting, outer joins, or fields including both calculations and text will require additional modifications.  Contact dw.usersupport@yale.edu for assistance.

Remember that to ensure the accuracy of your queries, it is imperative you reconcile results back to standard university reports run from the Data Warehouse Portal or BUG Library.

Risk Management: New Process for Certificates of Insurance Effective Now 

The University has implemented a change in the way we respond to requests for certificates of insurance. Vendors and other certificate requesters can now 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. 

Presently 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

FOCUS Performance Management Process 

By this time in the year, all M&P staff should have had a year-end performance review, and goal setting for FY09 should be in progress, if not completed.  

In the spirit of continuous improvement and to recognize the feedback received from a number of University-wide stakeholder groups, revisions to the FOCUS form and process are underway and will be finalized by the end of September.

To support you and your staff in the performance feedback process, there are several classes available at the Organizational Development & Learning Center, including “FOCUS: Goal Setting and Feedback.”  A training schedule can be found at www.yale.edu/focus.

WorkLife Worshops for September 

Yale WorkLife is holding the following workshops during September.  Registration is free.  Further details are on our website. 

· Healthy Meal Planning on a Budget, September 5, 221 Whitney Avenue, LL1, 12:00 p.m.-1:15 pm 

· Child Care Information Session, September 10, 155 Whitney Ave. 3rd Floor Conf. Room, 12:00 p.m.- 1:00 p.m. 

· Back-up Child Care Brief, September 11, 221 Whitney Avenue, Room LL1, 12:00 p.m.-12:45 p.m. 

· Bike to Work at Yale September 12, 221 Whitney Avenue, LL1 12:00 p.m.-1:15 p.m.  

· Fundamentals of Budgeting and Handling Credit, September 18, 221 Whitney Avenue, LL1, 12:00 p.m.-1:30 p.m. 

· Mindfulness Meditation for Beginners September 19 & 26, Peabody Museum, Auditorium, 12:00 p.m.-1:30 p.m. 

· Nurturing Yourself is  a Luxury, Not a Necessity,  September 24, Peabody Museum, Auditorium, 12:00 p.m.-1:15 p.m. 

Backup Child Care Available

July 1 marked the start of a new fiscal year at Yale and another year of the Yale backup child care program. Yale is providing eligible faculty, staff, post-docs and students up to 40 hours of subsidized backup child care per fiscal year (July 1 - June 30). These services are intended to assist parents and guardians in arranging care for their children when their usual caregivers are not available. The backup child care service is provided through Caregivers on Call, which has a network of caregivers in all 50 states and services both major metropolitan areas and smaller communities. Due to its extensive network, parents or guardians may also use this service when traveling to meetings and conferences for work. To learn more and to register for the service, visit www.yale.edu/backupcare or call 432-8069.

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

Newly Arrived International Students and Scholars check in with OISS

Newly arrived International Students and Scholars must check in with the Office of International Students and Scholars upon arrival.  In addition to making sure their immigration status is in order, new arrivals will receive a packet of helpful information about Yale and New Haven, as well as invitations to all the fall orientation events.

Apply for a Social Security Number on Campus

Representatives from the U.S. Social Security Office will be on campus to accept applications for U.S. social security numbers from Yale international students and scholars who meet eligibility requirements.  New arrivals must wait at least fourteen days from the date of entry to apply. The Social Security application sessions will take place at the International Center, 421 Temple Street, from 2:00 p.m. to 4:00 p.m. on Thursday, September 4, and Wednesday, September 10.

Orientation for Spouses & Partners of  Yale International Students & Scholars (ISPY)

On September 3, 4 and 5, OISS and the International Spouses and Partners at Yale (ISPY) will host a three-day orientation for spouses and partners.  The orientation will provide an opportunity for new spouses and partners to come together and share information, go out to lunch, take day trips as well as other social activities.  For more information about ISPY and to register, check here (MS Word version) and here (PDF version).

English Conversation Groups Begin on September 8

OISS resumes its daily schedule of English conversation groups on September 8.  These free groups are open to any member of the Yale community and are a great way to meet new people and practice conversational English.  For more information check here or contact Erin Gustafson at erin.gustafson@yale.edu.

Annual Reception for Yale’s International Community

Everyone is invited to join in a celebration to welcome Yale’s international students and scholars.  In addition to excellent food and beverages, there will be live music for dancing.  The reception, which is hosted by the MacMillan Center and the Office of International Students and Scholars, will be held on Friday, September 19 from 4:00 p.m. to 6:00 p.m. at Henry Luce Hall, 34 Hillhouse Avenue. 

For a calendar of OISS events go to www.yale.edu/icenter/events
Procurement

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

2008 Scientific Vendor Shows 
New EMS Online Training Available
Issue with EMS Reports When Personal Expense Type Is Changed
New Lower FedEx Rates 

Corporate Express and Staples Merge 

New P-Card Suspension Notice 

Contract Listing Updates
Procurement Course Schedule
Training

Procurement Course Schedule

There are several courses this month from Procurement on:

· Accuship (September 3 & 24) 

· A/P Worklist (September 3 & 24) 

· Purchasing Skills (one-day review, by request) 

· SciQuest eProcurement Office & Computer Supplies (September 3) 

· SciQuest eProcurement Lab & Medical Supplies (September 10 & 26) 

· Expense Management System (September 9 & 30) 

· VIP Number Requests and Assignments (September 16) 

· Web Invoice Payment (September 22) 

Environmental Health & Safety Training (OEHS) Schedule for September 

Locations for EHS Training: Due to building renovations at 135 College Street, the EHS 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 EHS at 785-3211 or email safetytraining@yale.edu for more information.

	Course
	Date
	Time

	Safety Orientation Non-Lab
	Sept. 3
	8:30 a.m.–9:40 a.m.

	Respiratory Protection
	Sept. 9
	2 p.m.–3 p.m.

	Tuberculosis Awareness
	Sept. 11
	9 a.m.–10 a.m.

	Radiation Safety Orientation
	Sept. 11
	9:30 a.m.–12:15 p.m.

	Biosafety
	Sept. 11
	10 a.m.–12:30 p.m.

	Safe Use of Biological Safety Cabinets
	Sept. 11
	1:30 p.m.–2:30 p.m.

	Laboratory Chemical Safety
	Sept. 16
	9:15 a.m.–10:45 a.m.

	Bloodborne Pathogen Refresher
	Sept. 17
	9:30 a.m.–10:30 a.m.

	Shipping and Transport of Hazardous Biological Agents
	Sept. 17
	10 a.m.–12 p.m.

	Bloodborne Pathogen for Lab and Clinic Personnel
	Sept. 18
	1:30 p.m.–3:30 p.m.

	Radiation Safety Orientation
	Sept. 23
	1 p.m.–3:45 p.m.

	Biosafety
	Sept. 24
	1 p.m.–3:30 p.m.


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

Registration and location information. 

	Course
	Dates
	Times

	Access 2003: Level 1
	Sept. 2
	9 a.m.–12 a.m.

	
	Sept. 4
	9 a.m.–12 p.m.

	Excel 2003: Level 1
	Sept. 2
	9 a.m.–12 p.m.

	
	Sept. 4
	9 a.m.–12 p.m.

	Windows XP: Level 1
	Sept. 2
	1:30 p.m.–4:30 p.m.

	
	Sept. 4
	1:30 p.m.–4:30 p.m.

	Microsoft Outlook 2003/2007
	Sept. 3
	1:15 p.m.–4:45 p.m.

	Access 2003: Level 2
	Sept. 9
	1:30 p.m.–4:30 p.m.

	
	Sept. 11
	1:30 p.m.–4:30 p.m.

	Writing a Grant Proposal
	Sept. 10
	01 p.m.–4:30 p.m.

	Microsoft Outlook 2003/2007
	Sept. 10
	1:15 p.m.–4:15 p.m.

	PowerPoint 2003: Level 2
	Sept. 10
	9 a.m.–12 p.m.

	
	Sept. 12
	9 a.m.–12 p.m.

	Excel 2003: Formulas & Functions
	Sept. 10
	9 a.m.–12 p.m.

	Be Productive in Excel 2007
	Sept. 11
	9 a.m.–12 p.m.

	Excel 2003: Level 2
	Sept. 15
	9 a.m.–12 p.m.

	
	Sept. 17
	9 a.m.–12 p.m.

	Microsoft Outlook 2003 Advanced
	Sept. 16
	9 a.m.–12 p.m.

	HTML 4.01 Web Authoring: Level 1 
	Sept. 16
	9 a.m.–4:30 p.m.

	Be Productive in PowerPoint 2007
	Sept. 17
	9 a.m.–12 p.m.

	Microsoft Outlook 2003/2007
	Sept. 17
	1:15 p.m.–4:45 p.m.

	Excel 2003: Level 1
	Sept. 23
	9 a.m.–12 p.m.

	
	Sept. 25
	9 a.m.–12 p.m.

	Microsoft Outlook 2003/2007
	Sept. 23
	8:45 a.m.–12:15 p.m.

	Access 2003: Level 3
	Sept. 23
	1:30 p.m.–4:30 p.m.

	
	Sept. 25
	1:30 p.m.–4:30 p.m.

	Microsoft Outlook 2003/2007
	Sept. 24
	8:45 a.m.–12:15 p.m.

	Word 2003: Level 1
	Sept. 24
	9 a.m.–12 p.m.

	
	Sept. 26
	9 a.m.–12 p.m.

	Adobe Dreamweaver: Level 1 
	Sept. 25
	9 a.m.–4:30 p.m.

	PowerPoint 2003: Level 1
	Sept. 30
	1:30 p.m.–4:30 p.m.

	
	October 2
	1:30 p.m.–4:30 p.m.


 

Organizational Development & Learning Center Training Schedule for September 

Registration and location information.

	Course
	Dates
	Times

	Managing Up for Non-Supervisors 
	Sept. 4
	9 a.m.–12 p.m.

	Access 2003: Level 2
	Sept. 9
	1:30 p.m.–4:30 p.m.

	
	Sept. 11
	1:30 p.m.–4:30 p.m.

	Influencing Without Authority
	Sept. 9
	9 a.m.–3 p.m.

	Writing a Grant Proposal
	Sept. 10
	1 p.m.–4:30 p.m.

	
	Sept. 17
	1 p.m.–4:30 p.m.

	Making Your Resume Work for You
	Sept. 10
	9 a.m.–12 p.m.

	
	Sept. 24
	1 p.m.–4 p.m.

	Business Writing
	Sept. 10
	1 p.m.–4 p.m.

	
	Sept. 17
	1 p.m.–4 p.m.

	Coaching for Performance
	Sept. 16
	1:30 p.m.–4:30 p.m.

	Creating a Career Plan
	Sept. 16
	9 a.m.–12 p.m.

	Customer Service for Front Line Service Providers
	Sept. 16
	9 a.m.–12 p.m.

	Preparing for the Job Interview: Securing the Next Position
	Sept. 17
	9 a.m.–12 p.m.

	
	Sept. 24
	9 a.m.–12 p.m.

	Rev It Up Reading: How to Read Better & Faster On Paper & On-Screen
	Sept. 24
	9 a.m.–12 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.

Transplantation And Organ Donation Awareness Fair

The Yale-New Haven Transplantation Center will be hosting a Transplantation And Organ Donation Awareness Fair on Saturday, September 6, 11:00 a.m. to 2:00 p.m. on the New Haven Green.  At the fair, transplant donors and recipients and their families will be available to talk about their experiences.  Attendees will have opportunities to learn about organ donation and register to become an organ donor.  The fair will include refreshments, children’s activities and music.

For more information, contact Jessica Scheps at 203-688-8727 or jessica.scheps@ynhh.org.
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