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Hot Topics 

Journal Staging Area (JSA) Closing Schedule for June

May 30, Friday - Final Accounts Payable (AP) daily push to the General Ledger (GL) for May 2008.

June 3, Tuesday - 5:00 p.m. - Deadline for Secure File Transfer Protocol (SFTP)-based delivery of external source system batches for May 2008.

June 4, Wednesday - 3:00 p.m. - Deadline for JSA authorization and Labor Distribution (LD) adjustments for May 2008.

June 5, Thursday - 8:30 a.m. - Authorization may begin for June 2008 JSA batches and LD adjustments.

June 6, Friday - 5:00 p.m. - May 2008 GL closing.

June 9, Monday - 8:30 a.m. - May 2008 final GL balance information including updated fund balances available in the Data Warehouse (DW).

June 9, Monday morning - The Month End event begins in the DW. Portal Users scheduled to receive Month End reports will get them throughout the day and possibly Tuesday.

June 9, Monday - First AP push to the GL for June 2008.
Announcing Just-in-time Training for Microsoft Outlook


The Organizational Development and Learning Center has partnered with Element K, a leading provider of e-learning to bring you the MS Office Productivity e-Learning library. We began offering the e-learning library in February of 2008 to coincide with the University’s conversion to Microsoft Outlook. The library offers interactive, self-paced tutorials for Word, Excel, Access, PowerPoint, Outlook and more for a one-year subscription. The 400+ titles in the e-learning library offer a good solution for meeting the needs of the MS Office 2003 and the MS Office 2007 user. In addition, there are other popular titles such as FileMaker Pro, SharePoint, Adobe Acrobat Professional, MS Project, and Visio. 

These self-paced courses are taken at your convenience and display information in small amounts, which allow you to learn the information in "bite-sized" chunks. In this way, you progress through the material at a pace suited to your needs. In addition, you can repeat lessons as many times as you want during a one-year period, reinforcing what you have learned until you have a solid understanding of it. At your fingertips is an invaluable resource for enhancing your personal computer efficiency.
To learn more, visit the Learning Center.
June is Child Scholarship Application Month


Applications for the Scholarship for Sons and Daughters of the Faculty and Staff of Yale University should be submitted to the Yale Benefits Office during the month of June for the 2008/2009 academic year. To qualify for the College Scholarship benefit, the following criteria must be met:

· The employee/parent of the student must be a regular full-time member of the faculty or staff who has completed six years of continuous full-time employment before the student’s first day of class for the semester. Full-time employment for faculty is 100% appointment and for staff is 35 or more hours per week. 

· An employee who has experienced a break in service can take advantage of another formula: he or she may receive credit for 48 months of previous full-time employment and must also complete an additional four years of current, continuous full-time employment, for a total of eight years. The formula qualifying the employee sooner rather than later will be used. 

· The student must be under age 25, enrolled full-time at an accredited four-year or two-year undergraduate college and be a candidate for either a bachelor’s or associate’s degree. 

For new students to the program, a copy of the student’s birth certificate or passport must accompany the initial application.

For returning students, applications must be renewed every year.

Scholarship Applications for new and returning students may be printed from the Benefits web site at http://www.yale.edu/hronline/benefits/benforms_enroll.html. Both the student and employee sections of the applications, including signatures, must be completed and forwarded to the Benefits Office (with the appropriate supporting documentation). Follow the additional instructions listed with each application.

Adopted or Step Children may qualify if certain legal conditions are met as outlined on the Adopted/Step Children form found at the abovementioned site. Be sure to include this form with the regular scholarship application along with the supporting legal documents.

An itemized full-time tuition bill must be sent to the Benefits Office each term for payment. The scholarship award will be paid directly to the child’s college for one/half of the tuition up to the academic year maximum, whichever amount is less. The maximum benefit for the 2008/09 academic year is not available at this time; however it will be no less than the current maximum benefit of $14,200. 

Additional information may be found in the Scholarship Plan policy document at http://www.yale.edu/hronline/benefits/plan_docs.html

If you have any questions, please contact the Benefits Office via e-mail at benefits.office@yale.edu or by calling the Scholarship Hotline at (203) 432-5543.

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 June and July calendars are 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 June 

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. 

· June 10 - Flextime in the Workplace, 12 p.m.-1:30 p.m. 221 Whitney Avenue, LL1

· June 11 - Pots, Pans, and Parents: What Children Really Need for Play, 12 p.m.-1:15 p.m. Beaumont, L-221A, YSM, 333 Cedar Street

· June 13 - Managing Stress Effectively, 12 p.m.-1:15 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. 

Procurement

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

Procurement Course Schedule June 
Recurring Payments on Leases Deadline
Contract Listing Updates for June 

FY 2008 Year-End Procurement Processing Schedule
Removing Purchase Orders from a Commitment Report
Scam Alert Regarding Toner Cartridges
Training

Procurement Course Schedule

There are several courses this month from Procurement on:

· Accuship (June 11) 

· Purchasing Skills (by request) 

· SciQuest eProcurement (June 10 and June 18) 

· EMS (June 11 and June 26) 

· VIP Number Requests and Assignments (June 2) 

· Web Invoice Payment (June 18) 

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

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 785-3550 or email safetytraining@yale.edu for more information.

	Course
	Date
	Time

	Biosafety
	June 12
	1 p.m.-3:30 p.m.

	Biosafety
	June 25
	10 a.m.-12:30 p.m.

	Bloodborne Pathogen
	June 10
	9 a.m.-11 a.m.

	Bloodborne Pathogen
	June 26
	1:30 p.m.-3:30 p.m.

	Bloodborne Pathogen Refresher
	June 25
	1:30 p.m.-2:30 p.m.

	Laboratory Chemical Safety
	June 18
	1 p.m.-2:30 p.m.

	Radiation Safety Orientation
	June 19
	9:30 a.m.-12:15 p.m.

	Respiratory Protection
	June 10
	2 p.m.-3 p.m.

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

	Safety Orientation Non-Lab
	June 4
	8:30 a.m.-9:40 a.m.

	Shipping and Transport of Hazardous Biological Agents
	June 11
	1 p.m.-3 p.m.

	Tuberculosis Awareness
	June 11
	11 a.m.-12 p.m.


 

IT and Computer Courses from the Organizational Development and Learning Center for June 

Registration and location information. 

	Course
	Date
	Time

	Excel 2003: Level 1 
	June 2 
	9 a.m.-12 p.m.

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

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

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

	Word 2003: Merging Letters, Envelopes and Labels
	June 4 
	9 a.m.-12 p.m.

	Microsoft Outlook 2003/2007
	June 4 
	9 a.m.-12 p.m.

	Access 2003: Level 1 
	June 5 
	1:30 p.m.-4:30 p.m

	Microsoft Outlook 2003/2007
	June 5 
	1:30 p.m.-4:30 p.m

	Adobe Dreamweaver CS3: Level 1 
	June 5 
	9 a.m.-4:30 p.m.

	Orbitz for Business Travel Clinic
	June 6 
	9 a.m.-11 a.m.

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

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

	Excel 2003: Level 2
	June 10 
	9 a.m.-12 p.m.

	Buying Laboratory and Medical Supplies using SciQuest eProcurement
	June 10 
	9 a.m.-11:30 a.m

	Microsoft Outlook 2003/2007
	June 10 
	1:30 p.m.-4:30 p.m.

	Accuship Online Shipping Solution
	June 10 
	9 a.m.-12 p.m.

	Word 2003: Level 2 
	June 11 
	9 a.m.-12 p.m.

	Microsoft Outlook 2003/2007
	June 11 
	1:30 p.m.-4:30 p.m

	Adobe Flash CS3: Level One
	June 11 
	9 a.m.-4:30 p.m.

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

	Adobe Flash CS3: Level One
	June 12 
	9 a.m.-4:30 p.m.

	Computers Made Easy
	June 12 
	9 a.m.-12 p.m.

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

	Managing Stress Effectively
	June 13 
	12 p.m.-1:15 p.m.

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

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

	Access 2003: Level 2
	June 17 
	1:30 p.m.-4:30 p.m

	HTML 4.01: Web Authoring - Level 1
	June 17 
	9 a.m.-4:30 p.m.

	PowerPoint 2003: Level 2
	June 17 
	1:30 p.m.-4:30 p.m.

	Microsoft Outlook 2003/2007
	June 18 
	1:30 p.m.-4:30 p.m.

	Access 2003: Level 2
	June 19 
	1:30 p.m.-4:30 p.m.

	PowerPoint 2003: Level 2
	June 19 
	1:30 p.m.-4:30 p.m.

	Microsoft Outlook 2003/2007
	June 19 
	9 a.m.-12 p.m.

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

	Microsoft Outlook 2003/2007
	June 23 
	9 a.m.-12 p.m.

	Excel 2003: Level 1
	June 25 
	1:30-4:30 p.m.

	Microsoft Outlook 2003/2007
	June 25 
	9 a.m.-12 p.m.

	Word 2003: Level 1
	June 26 
	1:30 p.m.-4:30 p.m.

	Word 2003: Level 1
	June 27 
	1:30 p.m.-4:30 p.m.

	Access 2003: Level 1
	June 30 
	9 a.m.-12 p.m.

	Access 2003: Level 1
	July 2 
	9 a.m.-12 p.m.


 

Organizational Development & Learning Center Training Schedule for June 

Registration and location information.

	Title
	Date
	Time

	Considering Guests with Disabilities When Planning Meetings and Events
	June 4 
	9 a.m.-12 p.m.

	Strategies for Successful Time Management
	June 5 
	9 a.m.-12 p.m.

	Supervisory Education Program: What to Say and How to Say it for New Supervisors and Managers
	June 11 
	9 a.m.-12 p.m.

	Conducting an Effective Interview: Hiring the Right Person
	June 12
	9 a.m.-4 p.m.

	Principles and Practices of Contract Administration for Managers
	June 20 
	9 a.m.-12 p.m.

	Negotiating Skills Workshop
	June 23
	9 a.m.-4 p.m.

	Influencing Without Authority
	June 24 
	9 a.m.-3 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: Reminders for Departing Faculty & Staff

We are once again approaching the end of the school year and seeing the departure of many students, faculty, and staff. Please remind anyone who is departing not to fill out a Change of Address card with the U.S. Post Office since it will only be returned to the department for handling. So what should anyone who will be away from Yale do? 

1. Prepare a sheet of labels with the departing individual's new address so you can easily forward mail. This sheet can be photocopied as needed. And don't forget to cross out the bar codes, which are the lines and numbers that appear on both the front and back of the mail piece. 

2. Set a time limit for forwarding mail. Three months is usually sufficient for departing individuals to update their address. If they haven’t done it by then, they probably don’t want to receive the forwarded mail at that point. 

3. Use the Junk Mail Program after the three-month period for their mail. See http://www.yale.edu/campusmail/JunkMail/JunkMailDept.htm for more details. 

4. Check if the departing person is authorized to sign payroll checks and deposit receipts. If so, don’t forget to remove them from Campus Mail’s list by using this form http://www.yale.edu/campusmail/Forms/payroll%20authorizers.xls. You can add others to the Payroll Authorization List at the same time. 

By adopting these four simple steps, you will save your department a lot of time and effort.


Family and Community Archives Project: Historical Collaboration between Yale Archivists and New Haven Students

Students from New Haven’s Cooperative Arts and Humanities High School and archivists from the Yale University Library recently collaborated on the Family and Community Archives Project (FCAP).


In response to the call for action by the Society of American Archivists to develop a more diverse archival workforce, twenty-one Yale University Library archivists conceived the Family and Community Archives Project to introduce New Haven high school students to the archival profession and the work of professional archivists. Over nine weeks, 113 students and their teachers in the class “United States History II” were introduced to archives and learned basic archival concepts.  During this process students were taught how to do primary research, how care for photographs, documents, and artifacts, and how to display them. 


The students also toured the department of Manuscripts and Archives at Sterling Memorial Library and heard from guest speaker, David Blight, the Class of 1954 Professor of American History and Director of the Gilder Lehrman Center for the Study of Slavery, Resistance, and Abolition at Yale. 


The project, culminating as an exhibition at Sterling Memorial Library that officially opened on May 28th, features materials put together by the students that tell the stories of their families and neighborhoods. 


Christine Weideman, Director of Manuscripts and Archives, said, “This project has been very rewarding. We want to thank the school administrators and teachers for allowing us into their classrooms and supporting our efforts. The students now have a better understanding of how the past is saved and its importance to their identity and that of New Haven. The archivists have also had the chance to interact with and encourage members of the next generation of archivists, history scholars, and family and town historians.”


The students’ exhibition will be on display in Sterling Memorial Library’s exhibit corridor (120 High Street) from May 27 until the end of July. It is free and open to the public. 

Weight Watchers at Yale

A new 12-week series begins June 5th, 2008, on Thursdays from 11:30-12:15 at the School of Management, 52 Hillhouse Ave, Rm A-48. The program cost is $152 for the 12-week session, due at the first meeting. For further information contact carol.mariani@yale.edu or call 432-7394.
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