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Hot Topics 

Business Management at Yale Gains New Name and Format

In response to feedback about ways to improve Business Management at Yale, we are pleased to announce that beginning in January, we will launch a new monthly electronic publication called Yale Business Leaders’ Update or Yale BLU. Available to all Yale staff members performing administrative and financial work, Yale BLU reinforces the idea that regardless of role, all of us are leaders in the ways we support the business of Yale.  Business Management at Yale (BMY) will cease publication with the December issue.

Yale BLU will provide credible updates about initiatives underway at Yale and timely information that will help all of us to work more effectively and to develop a shared understanding of new business directions.

Readers can stay up-to-date with various initiatives because the news content will be updated on an on-going basis rather than once a month. Although we will still maintain a regular publication schedule, contributors may forward breaking news and other content at anytime. As always, your feedback about the publication and the ways we apply our guiding principles to improve the business processes at Yale is welcomed and crucial to the success of Yale BLU. 

Introducing Yale’s Managed Workstation Program

Yale's Managed Workstation program aims to standardize and improve the University's computing environment. Standardization simplifies management, reduces cost and complexity, and improves security. This strategy can lead to increased computing productivity, a more highly available computing environment, and the ability to deploy software in an organized and predictable manner.

Read more about Yale’s Managed Workstation program on the Yale ITS website here.

Administrative Services

BrioQuery V9 Upgrade: Comparison Testing 

The upgrade for BrioQuery verison 9 is scheduled for November 10, 2008, so begin comparison testing of your locally stored queries now.

If you have created your own queries or have modified queries from the BUG Report Library, please review them. Click here to access the project page for important information.

If you use queries from the DataWarehouse Reporting Portal, you will not need to convert your queries.  They 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.
Queries from the Brio Users Group (BUG) Report Library will also be converted for you.  If you’ve saved any BUG reports locally, visit the BUG Report Library for an updated version of the query.

Planned Outage for the DataWarehouse Reporting Portal

In preparation for the DataWarehouse Reporting Portal upgrade, the portal will be unavailable from 7:00 a.m., Friday, November 14 through 7:00 a.m. on Monday, November 17.  All existing schedules and parameters will migrate to the new environment.

For more information, click here to visit the project web page.

Planned Outage for Brio Users Group (BUG) Report Library

In preparation for BrioQuery version 9 upgrade, the BUG Report Library will be unavailable from 5:00 p.m. Friday November 7th, through 5:00 pm Saturday, November 8th. 

All queries contained in the Brio Users Group (BUG) Report Library will be converted to BrioQuery version 9 for you. 

For more information, click here to visit the project web page.

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. The November calendar is currently available.

University Risk Management and Workers’ Compensation Department Is Moving

The University Risk Management and Workers’ Compensation Department will relocate effective November 15, 2008. Our new address is 25 Science Park, 150 Munson Street, 5th Floor. There will be shuttle service to the new location. 25 Science Park is located at stop #7 on the Red Line. For additional shuttle information and schedules visit the Yale Parking and Transit website here. 
Reminder: Accounts Payable Window Moves to 2 Whitney Grove on Monday, November 3rd

Accounts Payable and all of Procurement will move to 25 Science Park in mid-November of 2008. In anticipation of this move, starting on Monday, November 3, the location of the Accounts Payable drop off and pick up window will move to 2 Whitney Grove (the Treasury Services window on the first floor). 

· The window at 2 Whitney Grove is to be used for the pick up and drop off of all Accounts Payable transactions 

· Checks will be available for pick up at 2 Whitney Grove after you have received email notification from AP 

· Accounts Payable staff will not be located at 2 Whitney Grove 

· Accounts Payable Customer Service inquiries should be directed to (203) 432-5394 or to aphelpdesk@yale.edu. 

· Telephones will be available at 2 Whitney Grove should you need to call A/P for assistance. 

· A/P transactions will be couriered between Treasury Services and Accounts Payable 

· Hours of Operation shall be Monday through Friday, 8:30 a.m. to 4:00 p.m. 

· This change applies to window service only—A/P staff will move from 155 Whitney to 25 Science Park in mid-November of 2008 

Please share this information with all who use Accounts Payable services. Check the Procurement website for updates here. 

Human Resources

WorkLife Workshops for November 

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

· Coping with a Season of Celebration in the Midst of Grief, November 6, Peabody Auditorium, Marsh Room, 4:00 p.m.-5:00 p.m. 

· Understanding Alzheimers and Dementia, November 7, Peabody Museum Auditorium, Noon-1:30 p.m. 

· Getting Elder Records in Order: Vital Information When a Senior Is Ill, November 13, Location TBD, Noon-1:15 p.m. 

· Clear Your Clutter, November 14, Peabody Museum, Auditorium, Noon-1:15 p.m. 

· Flextime in the Workplace, November 14, The Anlyan Center, 300 Cedar Street, Room N205, Noon-1:30 p.m. 

· Child Care Information Session, November 18, 333 Cedar Street, Medical School Library, Noon-1 p.m. 

Backup Child Care Available 

July 1 marked the start of a new fiscal year at Yale and another year of the Yale Back-up Child Care program. Yale is providing eligible faculty, staff, post-docs and students up to 40 hours of subsidized back-up 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 back-up 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 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 back-up 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. 

Budget and Debt Counseling for Eligible Yale University Employees

Eligible Yale University employees experiencing credit and budgeting challenges can enroll in  services offered at no cost (although there is possibly a nominal service charge for credit card consolidation) through our Employee Assistance Program with The Wellness Corporation. These services include providing employees with information needed for:  Consolidating debt  and  Developing a household budget.  For more information call 800-232-6092 or visit The Wellness Corporation site at www.WellnessWorkLife.com.

You will need to register as a new user to access information on the site by clicking on “New Members Register Here” and following the provided instructions. 

International

SEVIS Fee Increase

Immigration and Customs Enforcement has announced that effective October 27, 2008, fees for the Student & Exchange Visitor Information System (SEVIS) will increase for F, M and J Students and Exchange Visitors. The new SEVIS I-907 fee for F-1 students will increase from $100 to $200 per student and for J-1 Students and Scholars, the fee will increase from $100 to 180. The new fees will be in effect for those applying for their initial F, M or J visa. For more information contact OISS or go to www.fmjfee.com.

Visa Processing Delays

OISS has noticed an increase in the number of international students and scholars experiencing delays in the issuance of their U.S. visas. These delays are due to security clearances (or administrative processing) or name check screenings and often take from 4-8 weeks to clear. The security clearances are most frequently conducted on individuals from certain countries (not every country) who are “engaged in technology-related … study.” For Yale graduate students and scholars this seems to include individuals in the biomedical and physical sciences, as well as electrical engineering and computer science. As scholars and students make their travel plans, they should review the procedures at the website of the U.S. Embassy where they will apply for a U.S. visa: http://www.usembassy.gov/. These plans need to include sufficient time for a security clearance screening, should that be part of the visa application. Applying in a third country, including Canada or Mexico, may not reduce the risk of a security clearance. It is recommended that the scholar discuss his/her travel plans with an OISS adviser and his/her supervisor prior to departing the U.S. Unfortunately, once the administrative processing has been requested, there is nothing OISS or Yale can do to expedite the process.

TN Status Increases to 3 Years for Citizens of Canada and Mexico

The Department of Homeland Security has increased the initial period of stay for TN non-immigrants from one year to three years. The revised rule applies to citizens of Canada and Mexico, who work in the U.S. in a professional occupation under the NAFTA agreement. Extensions of stay may also be requested in increments of up to three years, depending on the length of employment. For information on the application process for TN status, please click on the link to the Department of State website here.

International Scholar Terminations and Changes

The OISS must be notified when J-1 or H-1B scholars complete or terminate their affiliation with the University. The OISS must also be notified of any changes in the scholar’s initial appointment, i.e., promotions, changing labs, full time to part time, etc., before those changes become effective. Government regulations require that J and H visa documentation accurately reflect the scholar’s position. 
Procurement

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

Thanksgiving Holiday Support for Procurement Transactions 

Accounts Payable Window Moves to 2 Whitney Avenue 

Staples Purchases Corporate Express – Update 

Procurement Course Schedule 

Contract Listing Updates
Training

Procurement Course Schedule

There are several courses this month from Procurement on:

· Accuship (November 5 & 26) 

· A/P Worklist (November 5 & 26) 

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

· SciQuest eProcurement Office & Computer Supplies (November 12) 

· SciQuest eProcurement Lab & Medical Supplies (November 5) 

· Expense Management System (November 5, 12, 20) 

· VIP Number Requests and Assignments (November 18) 

· Web Invoice Payment (November 17) 
Environmental Health & Safety (EHS) Training Schedule for November 

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 EHS prior to your classroom session for the current training location. Call EHS at 785-3211 or email safetytraining@yale.edu for more information.

	Courses 
	Dates 
	Time

	Safety Orientation Non-Lab
	Nov. 5
	8:30 a.m.-9:40 a.m.

	Safe Use of Biological Safety Cabinets
	Nov. 5
	1:30 p.m.-2:30 p.m.

	02. Applied Radiation Safety - Part II
	Nov. 6
	9:30 a.m.-11:00 a.m.

	Bloodborne Pathogen Refresher
	Nov. 6
	9:30 a.m.-10:30 a.m.

	Laboratory Chemical Safety
	Nov. 11
	9:15 a.m.–10:45 a.m.

	Respiratory Protection
	Nov. 12
	9:00 a.m.-10:00 a.m.

	Bloodborne Pathogen for Lab and Clinic Personnel
	Nov. 12
	1:30 p.m.-3:30 p.m.

	Tuberculosis Awareness
	Nov. 13
	9:00 a.m.-10:00 a.m.

	02. Applied Radiation Safety - Part II
	Nov. 18
	1:00 p.m.-2:30 p.m.

	Bloodborne Pathogen for Lab and Clinic Personnel
	Nov. 19
	9:00 a.m.-11:00 a.m.

	Biosafety
	Nov. 19
	1:00 p.m.-3:30 p.m.


 

IT and Computer Courses from the Organizational Development and Learning Center (ODLC) for November 

Registration and location information. 

	Courses
	Date
	Time

	Excel 2003: Level 2
	Nov. 3
	9 a.m.-12 p.m.

	
	Nov. 5
	9 a.m.-12 p.m.

	Excel 2003: Level 1
	Nov. 4
	9 a.m.-12 p.m.

	
	Nov. 6
	9 a.m.-12 p.m.

	Access 2003: Level 2
	Nov. 4
	1:30 p.m.-4:30 p.m.

	
	Nov. 6
	1:30 p.m.-4:30 p.m.

	Accounts Payable (AP) Worklist
	Nov. 5
	1:30 p.m.-3:30 p.m.

	Accuship Online Shipping Solution
	Nov. 5
	9 a.m.-11 a.m.

	Buying Laboratory and Medical Supplies using SciQuest eProcurement
	Nov. 5
	1:30 p.m.-3:30 p.m.

	Adobe Acrobat 8.0 Professional
	Nov. 6
	9 a.m.-4:30 p.m.

	Orbitz For Business Travel Clinic
	Nov. 7
	9 a.m.-11 a.m.

	Excel 2003: Formulas & Functions
	Nov. 11
	9 a.m.-12 p.m.

	Be Productive in PowerPoint 2007
	Nov. 11
	9 a.m.-12 p.m.

	Word 2003: Tabs & Tables
	Nov. 12
	9 a.m.-12 p.m.

	Buying Office & Computer Supplies/Equipment using SciQuest eProcurement
	Nov. 12
	1:30 p.m.-3:30 p.m.

	Microsoft Outlook 2003/2007
	Nov. 12
	1:30p.m.-4 p.m.

	
	Nov. 13
	1:30 p.m.-4 p.m.

	HTML 4.01: Web Authoring - Level 1
	Nov. 13
	9 a.m.-4:30 p.m.

	PowerPoint 2003: Level 2
	Nov. 17
	9 a.m.-12 p.m.

	
	Nov. 19
	9 a.m.-12 p.m.

	Microsoft Outlook 2003 Advanced
	Nov. 18
	9 a.m.-12 p.m.

	Access 2003: Level 3
	Nov. 18
	1:30 p.m.-4:30 p.m.

	
	Nov. 20
	1:30 p.m.-4:30 p.m.

	Word 2003: Level 2
	Nov. 18
	9 a.m.-12 p.m.

	
	Nov. 20
	9 a.m.-12 p.m.

	Microsoft Outlook 2003/2007
	Nov. 19
	1:30 p.m.-4 p.m.

	
	Nov. 20
	1:30 p.m.-4;00 p.m.

	Adobe Dreamweaver CS3: Level One
	Nov. 20
	9 a.m.-4:30 p.m.

	Excel 2003: Level 1
	Nov. 24
	9 a.m.-12 p.m.

	
	Nov. 26
	9 a.m.-12 p.m.

	Be Productive in Excel 2007
	Nov. 25
	9 a.m.-12 p.m.

	Accuship Online Shipping Solution
	Nov. 26
	9 a.m.-11 a.m.

	Accounts Payable (AP) Worklist
	Nov. 26
	1:30 p.m.-3:30 p.m.


Organizational Development & Learning Center (ODLC) Training Schedule for November 

Registration and location information.

	Course
	Date
	Time

	Making Your Resume Work for You
	Nov. 19
	9 a.m.-12 p.m.

	
	Nov. 5
	1 p.m.-4 p.m.

	Slaying the Email Dragon
	Nov. 6
	9 a.m.-11 a.m.

	Negotiating Skills Workshop
	Nov. 7
	9 a.m.-4 p.m.

	Introduction to Business Analysis - ESI International, Inc.
	Nov. 10
	9 a.m.-5 p.m.

	
	Nov. 11
	9 a.m.-5 p.m.

	
	Nov. 12
	9 a.m.-5 p.m.

	Conducting an Effective Interview: Hiring the Right Person
	Nov. 11
	9 a.m.-4 p.m.

	Coaching for Performance
	Nov. 12
	9 a.m.-12 p.m.

	Managing Productive Workgroups
	Nov. 13
	9 a.m.-4 p.m.

	What to Say & How to Say it for Superviors
	Nov. 13
	9 a.m.-12 p.m.

	Managing Multiple Projects, Objectives & Deadlines (SkillPath)
	Nov. 18
	9 a.m.-4 p.m.

	FOCUS: Goal Setting and Feedback for NON-SUPERVISORS
	Nov. 19
	9 a.m.-12 p.m.

	FOCUS: Goal Setting and Feedback for SUPERVISORS
	Nov. 19
	1 p.m.-4 p.m.

	Dealing with Conflict and Confrontation in the Workplace
	Nov. 20
	9 a.m.-12 p.m.

	Mentoring for Growth and Development
	Nov. 24
	9 a.m.-12 p.m.


Sustainability

Switching to InfoShred Gives Beneficial Rate and Boosts Recycling

Switch your office from your current shredding service to InfoShred and you will be rewarded financially and environmentally. By making the switch, you can receive a large discount for shredding services. Moreover, you will be ensuring that all of the paper that you shred with InfoShred is counted toward Yale’s recycling goals.

Contact Lisa Starr-Werkheiser, InfoShred’s customer service representative, at 1-888-800-1552, ext. 113. Lisa will schedule a review of your account and service set up. If you are currently using ShredIt, InfoShred will handle the cancellation on your behalf.

Switching to InfoShred also helps Yale move towards its sustainability goals. Unlike other shredding services, InfoShred will provide Yale with weights for all paper that is shredded (and recycled) through its programs. When you switch to InfoShred you ensure that your shredding and recycling efforts are counted.

Free Office Supplies from Yale Recycling

Yale Recycling continues to collect office supplies and make these available to other Yale offices, as well as the New Haven area community. If you are interested in any of the following used items please contact Yale Recycling at recycling@yale.edu or by calling 432-6852.

· Over 100 binders, 3-ring, 1”, 2”, 3” and even larger widths 

· Many desktop vertical file organizers 

· Over 100 file folders 

· Four toner cartridges for Pitney Bowes copiers models C400 or C550 

· Pitney Bowes photoreceptive drum (for photocopier) 

· A number of trash bins, 28 quart, various colors (good for break rooms) 

· Dehumidifier 

· Paper shredder 

· Dictionary 

Organizations Recognize Yale for Sustainable Efforts

Yale has been recognized by several organizations for its efforts at reducing its environmental impact and promoting the tenets of sustainability.
The Sierra Club, a leading environmental advocacy group, gave Yale an honorable mention in a recent roundup of schools, while college guide publishers Kaplan and The Princeton Review each put the University on shortlists of environmentally friendly colleges. The three citations continue Yale's tradition of outside recognition for its sustainability efforts.
The recognitions are indicative of both Yale's institutional commitment to reducing its impact on the environment and its role as an innovator in sustainable practices, offered Julie Newman, director of the Office of Sustainability.
"We play a unique role among universities as a facilitator," Newman said. "Sustainability is being recognized and embraced at all levels of the institution."
The Sierra Club and The Princeton Review pointed out Yale's aggressive targets to reduce greenhouse gas emissions as well as its efforts to construct low-impact buildings. The University pledged in 2005 to reduce its emissions to 10 percent below 1990 levels by 2020. In addition, many of Yale's largest building projects in recent years – including the Malone Engineering Center, Sculpture Building and the Class of 1954 Chemistry Research Building – have attained LEED ratings. Kroon Hall, the future home of the School of Forestry & Environmental Studies, is expected to achieve a LEED Platinum rating once construction is completed.

Kaplan recommended Yale as one of 25 colleges whose culture, curriculum and campus are green-friendly.
Yale's strong performance in such evaluations serves as a reminder that the University and its personnel must continue to set and achieve ambitious goals to increase campus sustainability and awareness of environmental issues, Newman said. 

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: Where’s My Mail?

More Yale departments seem to be moving than ever before. Whether the move is permanent or temporary, mail needs to be redirected to your new location. Before the date of your move, visit this site, where you will find the forms necessary to notify Campus Mail of your move and to update your payroll signature sheets:

· Department Moves – For the Central or Science area. 

· Medical Area Moves - Only use this form if you are in the medical area. 

· Payroll Authorizations - Keep your payroll authorizers up to date! 

If, after your move, you need a new post office box, or if you will be merging with another department and need to cancel an existing box, call the Campus Mail office at 4-9310. We will open or close the box for you.

Don’t wait until the last minute. Let us know about your move well in advance so that you will receive uninterrupted mail service.

Human Resources Internal Communications—November 2008

