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Hot Topics

Updated Process for Yale's Subawards

The Office of Grant and Contract Financial Administration has partnered with ITS to develop a new Subaward Maintenance System. This system ensures that direct costs for sponsored research-related subawards from Yale to other institutions and entities are tracked and burdened appropriately. Along with several other benefits, this will standardize the process of tracking subaward budgets and expenses University-wide.

It is strongly recommended that business offices begin planning how to address existing commitments by the end of April. Departments that use Purchase Orders for subaward-related costs will not need to take any action. Accounts Payable will be closing all subaward POs directly as part of the implementation of the system. Departments that use Custom Commitments or FMT projections will need to delete them.

The current target date for “Go-Live” is May 8, following the April fiscal period close. As such, the tentative timeline of related events is as follows:

· Late March - 2M Meetings discussing the enhancements of the Subaward System functionalities 

· Late March - Departmental validation of converted subaward information (to be completed by early April) 

· Early May - Immediately before Go Live: Closeout of all existing Subaward POs 

· Early May - After April close: New system Go Live 

N.B. A memo with fuller detail was sent by email to all affected business offices on March 18. If you have further questions, contact Marisa Zuskar, the Office of Business Transformation Project Manager, on 2-7798 or Andy Horner, Interim Director of GCFA, on 6-4940.

 

Reminder: Update Your H.R. Employee Records

The University is updating employee records to accurately reflect current home addresses and work locations. Please complete the online questionnaire referenced below. Responses are requested by Wednesday, April 2, 2008. For most employees, this questionnaire should take approximately 2 minutes to complete.
1. Visit the University's HR Self Service Application to complete the questionnaire. NOTE: You can verify that you are on the HR Online site by ensuring that the address in the web browser reads " www.yale.edu/hronline"
2. Click on the Employee Self-Service icon in the upper left hand corner of the screen. 
3. Under My Personal Info, click on the "Update" button. 
4. Confirm or correct your address information.

This information is necessary for the University to comply with state requirements related to state tax withholding and reporting, state unemployment insurance compensation, etc. If you would like more information regarding this request, please refer to the frequently asked questions.

Administrative Services

Discount Airlines Added to Orbitz for Business

Yale’s Orbitz for Business online booking tool has added Southwest Airlines content to the search display beginning in Q4 FY08. This enhancement follows on the recent welcome in November 2007 of jetBlue Airways inventory to the tool. Adding these two low-cost carriers provides greater airline selection to our travelers and eliminates the need to search multiple web sites for savings.

Additionally, jetBlue has introduced refundable air fares for travelers requiring more flexibility in their travel plans. Refundable fares allow travelers to make unlimited changes to reservations, including the passenger name, or receive a full refund for cancellation prior to departure. Though these fares will be $50-$100 higher than jetBlue’s nonrefundable tickets, the fares, depending on the market, could still be lower than other scheduled airlines’ pricing. As always, travelers should select the least costly fare consistent with the itinerary and the particular business requirements of the trip. 

Human Resources
WorkLife Workshops in April 

Yale WorkLife is holding the following workshops during March. Registration is free. Further details are on our website or by calling 432-8069.

· How to Choose a Summer Camp April 3, 7-8:30 p.m.; 221 Whitney, LL1

· Adolescent Stress; April 24, 12-1:15 p.m.; 221 Whitney, LL1

· Back-Up Child Care Briefing; April 29, 12-12:45 p.m.; 155 Whitney, 3rd Floor Conference Room

· Making Exercise Part of Your Life; April 30, 12-1:30 p.m.; 221 Whitney, LL1

Reminder: Resources for New and Expecting Parents

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

· The New Parent Packet contains a gift for a new child and information on University services for parents. 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. 

· We publish an Online Child Care Directory. Request a printed copy at worklife@yale.edu. Be sure to include your name and on-campus address. 

Flexible Spending Account (FSA) Claim Deadline for 2007 

Participants who want to be reimbursed from a 2007 Flexible Spending Account (FSA) for eligible expenses for either uninsured healthcare (medical/dental) or child/dependent day care must submit claims to ADP no later than April 30, 2008.  Otherwise, any unclaimed 2007 balance will be forfeited.

Claim forms with the accompanying expense documentation can be sent to ADP 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.

Participants may access their ADP accounts to view balance information and claim reimbursement history through the Yale Employee Self-Service site.

· Click on the Employee Self-Service link on the upper left. 

· At the CAS (Central Authentication Service) Screen, enter your Yale Net ID and password. 

· Once in Employee Self-Service, under the section labeled “My Personal Benefits,” click on the View button to the right of “ADP Flexible Spending Claims,” which provides a direct link to the participant’s flexible spending account on the ADP web site. 

 

International

Annual Immigration Update for Yale Administrators 

Department administrators are invited to a meeting with OISS staff for an update and overview of the issues involving international scholars, particularly postdoctoral fellows and associates. Visa options will be discussed and there will be ample opportunity for questions. Wednesday, April 30, 9-10:30am, 421 Temple Street.

If you can join us please email sarah.henderson@yale.edu.  

Procurement

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

SciQuest V8.1 Upgrade
Green Purchasing: Track Your Department’s Recycled Paper Usage With New Report 

EMS Reports Help Monitor Unsubmitted P-Card Charges and ERs
Contract Listing Update
Procurement Training Schedule
Training

Procurement Course Schedule

There are several courses this month from Procurement on:

· Accuship 

· Purchasing Skills 

· SciQuest eProcurement 

· EMS 

· VIP Number Requests and Assignments 

· Web Invoice Payment (WIP) 

Office of Environmental Health & Safety Training Schedule for March

Due to building renovations, 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 785-3550 or email safetytraining@yale.edu for more information. 

Registration information.

	Title
	Date
	Time

	Biosafety
	April 9
	10 a.m. - 12:15 p.m.

	Bloodborne Pathogen
	April 10
	1:30 - 3:30 p.m.

	Bloodborne Pathogen
	April 22
	9 - 11 a.m.

	Bloodborne Pathogen Refresher
	April 16
	9 - 10 a.m.

	Laboratory Chemical Safety
	April 16
	1 - 2:30 p.m.

	Radiation Safety Orientation
	April 8
	1 -3:45 p.m.

	Radiation Safety Orientation
	April 24
	9:30 a.m. - 12:15 p.m.

	Respiratory Protection
	April 23
	11 a.m. - 12 p.m.

	Safe Use of Biological Safety Cabinets
	April 17
	9:30 - 10:30 a.m.

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

	Shipping and Transport of Hazardous Biological Agents
	April 23
	1 - 3 p.m.

	Tuberculosis Awareness
	April 2
	1 - 2 p.m.


 

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

Registration and location information. 

	Title
	Dates
	Time

	PowerPoint 2003: Level 2
	Apr 1 
	9 a.m.-12 p.m.

	PowerPoint 2003: Level 2
	Apr 3 
	9 a.m.-12 p.m.

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

	Microsoft Outlook 2003/2007
	Apr 2 
	1:30-4:30 p.m.

	Word 2003: Merging Letters, Envelopes and Labels
	Apr 2 
	9 a.m.-12 p.m.

	Computers Made Easy
	Apr 3 
	9 a.m.-12 p.m.

	Microsoft Outlook 2003/2007
	Apr 3 
	1:30-4:30 p.m.

	Be Productive in Word 2007
	Apr 3 
	1:30-4:30 p.m.

	Microsoft Entourage 2004 for MAC
	Apr 3 
	9 a.m.-12 p.m.

	Microsoft Entourage 2004 for MAC
	Apr 3 
	1:30-4:30 p.m.

	Excel 2003: Level 3
	Apr 7 
	9 a.m.-12 p.m.

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

	Microsoft Outlook 2003/2007
	Apr 8 
	9 a.m.-12 p.m.

	Microsoft Outlook 2003/2007
	Apr 8 
	1:30-4:30 p.m.

	Microsoft Outlook 2003/2007
	Apr 9 
	1:30-4:30 p.m.

	Coaching for Performance (ITS only)
	Apr 9 
	1:30-4:30 p.m.

	Microsoft Entourage 2004 for MAC
	Apr 9 
	9 a.m.-12 p.m.

	Microsoft Entourage 2004 for MAC
	Apr 9 
	1:30-4:30 p.m.

	Accuship Online Shipping Solution
	Apr 9 
	9 a.m.-12 p.m.

	Microsoft Outlook 2003/2007
	Apr 10 
	9 a.m.-12 p.m.

	Microsoft Outlook 2003/2007
	Apr 14 
	1:30-4:30 p.m.

	Microsoft Entourage 2004 for MAC
	Apr 14 
	9 a.m.-12 p.m.

	Microsoft Entourage 2004 for MAC
	Apr 14 
	1:30-4:30 p.m.

	Microsoft Outlook 2003/2007
	Apr 15 
	1:30-4:30 p.m.

	Excel 2003: Level 1
	Apr 15 
	9 a.m.-12 p.m.

	
	Apr 17 
	9 a.m.-12 p.m.

	Access 2003: Level 1
	Apr 15 
	1:30-4:30 p.m.

	
	Apr 17 
	1:30-4:30 p.m.

	Buying Laboratory and Medical Supplies using SciQuest eProcurement
	Apr 16 
	9 -11:30 a.m.

	Buying Office & Computer Supplies/Equipment using SciQuest eProcurement
	Apr 16 
	1:30 -3:30 p.m.

	Microsoft Outlook 2003/2007
	Apr 16 
	1:30-4:30 p.m.

	Microsoft Outlook 2003/2007
	Apr 17 
	9 a.m.-12 p.m.

	Adobe Dreamweaver CS3: Level 1
	Apr 17 
	9 a.m.-4:30 p.m.

	Access 2003: Level 1
	Apr 21 
	9: 00 a.m.-12 p.m.

	Access 2003: Level 1
	Apr 23 
	9: 00 a.m.-12 p.m.

	Excel 2003: Level 1
	Apr 21 
	1:30-4:30 p.m.

	Excel 2003: Level 1
	Apr 23 
	1:30-4:30 p.m.

	Microsoft Outlook 2003/2007
	Apr 21 
	1:30-4:30 p.m.

	Microsoft Outlook 2003/2007
	Apr 22 
	1:30-4:30 p.m.

	Word 2003: Level 1
	Apr 22 
	9 a.m.-12 p.m.

	Word 2003: Level 1
	Apr 24 
	9 a.m.-12 p.m.

	Microsoft Outlook 2003/2007
	Apr 23 
	1:30-4:30 p.m.

	Microsoft Outlook 2003/2007
	Apr 24 
	1:30-4:30 p.m.

	Adobe InDesign CS3: Level One
	Apr 24 
	9 a.m.-4:30 p.m.

	Microsoft Entourage 2004 for MAC
	Apr 25 
	9 a.m.-12 p.m.

	Microsoft Entourage 2004 for MAC
	Apr 25 
	1:30-4:30 p.m.

	Microsoft Outlook 2003/2007
	Apr 28 
	9 a.m.-12 p.m.

	Access 2003: Level 2
	Apr 28 
	1:30-4:30 p.m.

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

	Microsoft Outlook 2003/2007
	Apr 29 
	9 a.m.-12 p.m.

	Microsoft Outlook 2003/2007
	Apr 29 
	1:30-4:30 p.m.

	Microsoft Entourage 2004 for MAC
	Apr 30 
	9 a.m.-12 p.m.

	Microsoft Entourage 2004 for MAC
	Apr 30 
	1:30-4:30 p.m.

	Microsoft Outlook 2003/2007
	Apr 30 
	9 a.m.-12 p.m.

	Accuship Online Shipping Solution
	Apr 30 
	1:30 p.m.-3:30 p.m.


 

The Organizational Development & Learning Center Training Schedule 

Registration and location information.

	Title
	Dates
	Time

	Pathways II
	Apr 1 
	9 a.m.-4 p.m.

	Pathways II
	Apr 2 
	9 a.m.-4 p.m.

	Myers-Briggs Type Indicator Step II - A Deeper Understanding of Personal Preferences
	Apr 3 
	9 a.m.-4 p.m.

	Myers-Briggs Type Indicator Step II - A Deeper Understanding of Personal Preferences
	Jun 3 
	9 a.m.-12 p.m.

	Coaching for Performance
	Apr 8 
	9 a.m.-12 p.m.

	Building Trust in the Workplace
	Apr 9 
	9 a.m.-12 p.m.

	Accuship Online Shipping Solution
	Apr 9 
	9 a.m.-12 p.m.

	Preparing for the Job Interview: Securing the Next Position
	Apr 9 
	9 a.m.-12 p.m.

	Preparing for the Job Interview: Securing the Next Position
	Apr 16 
	9 a.m.-12 p.m.

	Conducting an Effective Interview: Hiring the Right Person
	Apr 10 
	9 a.m.-4 p.m.

	Managing Productive Workgroups
	Apr 11 
	9 a.m.-4 p.m.

	Cover Letter Workshop
	Apr 16 
	1 -4 p.m.

	FOCUS: Goal Setting and Feedback for NON-SUPERVISORS
	Apr 17 
	9 a.m.-12 p.m.

	FOCUS: Goal Setting and Feedback for SUPERVISORS
	Apr 17 
	1 -4 p.m.

	Pathways I
	Apr 21 
	9 a.m.-4 a.m.

	Pathways I
	Apr 22 
	9 a.m.-4 p.m.

	Pathways I
	Apr 23 
	9 a.m.-4 p.m.

	Supervisory Education Program: Introduction to Supervising & Managing People
	Apr 28 
	9 a.m.-4 p.m.

	Supervisory Education Program: Introduction to Supervising & Managing People
	May 6 
	9 a.m.-4 p.m.

	Coaching for Performance
	Apr 29 
	9 a.m.-12 p.m.

	Dealing with Conflict and Confrontation in the Workplace
	Apr 29 
	1:30 -4:30 p.m.


Sustainability

Reduce the Environmental Impact of Your Next Event

As part of Yale’s commitment to creating a sustainable campus, the university has developed Sustainable Event Guidelines which will help you reduce the environmental impact of events held on campus.

The new program, developed jointly by the Office of Sustainability, Yale Recycling, the Yale Sustainable Food Project (YSFP), Yale Catering, and Yale Procurement, provides event planners and organizers with a set of practical steps that can be taken to “green” an event. Depending on the number of prescribed actions that are incorporated into an event, it is awarded a gold, silver, or bronze rating. Events achieving a gold, silver, or bronze rating will be highlighted on the Office of Sustainability web site.

If you have any questions about these guidelines, please contact Bob Ferretti at the Office of Sustainability.

 

Yale Sustainability Fair, April 3 

Business Managers may wish to attend the Yale Sustainability Fair April 3, 11:30 a.m. - 4:30 p.m. in the President’s Room in Woolsey Hall to learn more about products and practices being adopted by other departments. This celebratory event will highlight a variety of sustainable resources including green procurement vendors, local farms, renewable energy representatives, new transportation alternatives and much more.  

The fair is part of the first Yale Sustainability Summit taking place during the week of March 31. Yale’s Office of Sustainability has organized this series of internally-focused events to encourage a greater dialogue about sustainability initiatives on campus. In addition to the fair, there will be departmental events such as tours of LEED certified laboratory space and featured speakers from other prominent institutions. 

For a complete listing of events please visit the summit website.

General Interest

Training and Workshops for Migration to New YaleConnect System 

ITS is in the process of implementing a new integrated email and calendaring product called YaleConnect (based on Microsoft’s Exchange platform). The first phase of the project, which is currently underway, will be to migrate members of faculty and staff who use Meeting Maker to YaleConnect email. In the second phase, which will occur during the summer, the University will switch to the YaleConnect Calendar and retire the Meeting Maker service.

As the migration activities across the University pick up momentum, ITS strongly recommends that affected clients attend both an ITS information session and sign up for a Learning Center workshop.
Also, to prepare for migration, ITS recommends cleaning up email prior to the conversion. Our website has more information on the email cleanup process.

 

Data Scanning Project Enters New Phase: Self Data Scan

Beginning in April a new phase of the ITS Data Scanning Project will begin. The Self Data Scan tool makes it possible for individuals to scan their computers on and off campus to identify files that may contain confidential/personally-identifying numbers (i.e. Social Security or credit card numbers). Go to the ITS blog for more information about this project. 

 

Mail Tip: Street Addresses Cause Delays

Yale Mail Service asks you to remember to use your department’s unique post office box number and corresponding zip code to avoid delays in having mail delivered to you. When mail is sent to you using only your street address rather than your post office box number, the U.S. Postal Service delivers it unsorted to Yale Mail Service. That requires hand sorting by Yale Mail Service that can add several days delivery time. 


You can find a complete listing of all Yale departments and their box numbers online. If you still are not certain, call the campus mail office at 4-9310 and we will be glad to assist you.

About Business Management at Yale 

Business Management at Yale provides important and timely information to the community of business management professionals at Yale University.
This electronic publication supports the efforts of Finance and Administration staff to deliver high quality service to members of the Yale community.

Robert McGuire, Interim Editor

Website:  http://www.yale.edu/hronline/busmgr/
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