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Hot Topics 

2009 Annual Benefits Enrollment

This year’s medical and dental annual enrollment is scheduled to begin November 3, 2008, and end November 16, 2008. Flexible spending account elections will be accepted through December 31, 2008.   As with every year, we encourage employees to enroll or make changes to their benefits via employee self-service.  More communication regarding annual enrollment will be sent to employees under separate cover.

There will also be two Benefit Fairs running concurrently on October 29 from 10 a.m. to 3 p.m., with one on central campus and the other at the School of Medicine. Expect more information shortly.

Accounts Payable Window Moves to 2 Whitney Grove on November 1st

Accounts Payable and all of Procurement will move to 25 Science Park in mid-November of 2008. In anticipation of this move, starting on November 1, the location of the Accounts Payable dropoff and pickup 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 

· 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 

Yale ITS: Secure Computing Campaign

Coinciding with October’s National Cyber Security Awareness Month, Yale ITS is engaging in a campus-wide awareness campaign.  Look for posters around campus promoting secure computing, phishing awareness, data security, and file-sharing safety.  For more information, see the ITS blog. 

Also be sure to check out Yale's Secure Computing website, which offers important information and advice on topics like data classification, computer viruses and other malicious software, and file-sharing.  It also highlights ways to protect your privacy from threats like fraudulent "phishing" emails and identity theft.  The site is organized into four main categories: Protect Your Data, Secure Your Devices, Guard Your Privacy, and Get Help.

NetID Management

For the last year, the departments of Human Resources, Information Technology Services, and Student Financial and Administrative Systems have been jointly working on a project to improve the infrastructure for creating new NetIDs and access to various University systems through the use of Oracle Identity Management software.

While most of the changes will take place behind the scenes, the most visible improvement will be the reduction of turnaround time for NetID creation.   Today, NetIDs are created through an overnight process once a new record is set up in Oracle HR.  Beginning in October, this process will run several times daily and reduce creation time to four hours or less.

Just as important, this phase of implementation lays the groundwork for faster and more efficient provisioning of email accounts and access to various administrative systems over the next few years. 

The new software is scheduled to go into production mid-October.

MEDEX Travel Assistance News

We are pleased to announce another successful renewal with MEDEX, Yale’s travel assistance provider, for the academic year of September 1, 2008, to August 31, 2009.  Below are some key points we’d like to highlight and ask you to share with your departments.  Complete program information can be found on the Risk Management website at http://www.yale.edu/riskmanagement.

WHAT’S NEW

· New MEDEX ID cards have been ordered reflecting changes to the “in country” phone number for calling Egypt and the new Orbitz for Business phone numbers. To request a supply of new ID cards, please contact Victoria Ramsay for October delivery. 

· Membership with MEDEX entitles all Yale members access to our custom Yale/MEDEX Online Member Center. The Member Center contains real-time intelligence and country-specific destination information for most countries. Two new features were also added to the MEDEX 360ºm Global Medical Monitor section. The first feature is the database of Medical Phrase Translations, which gives you the ability to communicate with foreign doctors using 180 of the most common medical phrases in more than twenty different languages. The second feature lets you search a database of International Drug Equivalents, comprising more than 8,000 medications – both prescription and over-the-counter – to determine if your medication or an equivalent is available in your destination. To access these new features from within the Member Center, select the 360ºm tab at the top of the homepage.  Go to the “Tools & Reports” icon or simply view these features while within any country destination. 

· Finally, no changes have been made to the coverage, terms, conditions or exclusions for this policy year, as found in the online Program Description Guide.  Note also that the Program Description Guide is available online and no longer as a handout for distribution. 

FOR ADMINISTRATORS: WHAT DOES MEDEX DO AND NOT DO

· MEDEX is Yale’s travel assistance program provider, supplying international and domestic emergency medical, security and travel assistance services available anywhere in the world 24/7/365. It applies to business and personal travel 100 miles or more away from your permanent residence and allows uninterrupted coverage through August 31 for graduating seniors. Yale has two pertinent ID numbers: the group ID number (“YALE”) and the MEDEX ID number (364416).   

· It is important, prior to travel, to understand coverage terms and conditions, as described in the online Program Description Guide, and to secure an ID card for your wallet and/or passport. Note that MEDEX is not a type of health or travel insurance and should not be confused with member enrollment at University Health Services.  Students, faculty or staff dependants who are members of the health plan are not automatically covered under MEDEX. 

COVERAGE

· Coverage is mandatory and automatic for all Yale students and employees. This includes the following primary member classifications: casual employees (while actively working only); clerical and technical employees; faculty; visiting faculty; managerial and professional employees; postdoctoral associates; postdoctoral fellows; J & J scholars; service and maintenance employees; retired professor emeritus; all students, including students on “approved leave” status; non-Yale students and scholars enrolled in a Yale-sponsored program (coverage applies for the duration of the program only). Note that spouses and legal dependants are covered when traveling with the primary Yale employee or student (member). They are not automatically covered when traveling independant of the Yale primary member. 

· The classifications below are not automatically covered under our program, although members of them are eligible if traveling on Yale business with a Yale-sponsored program (see Small Group Plan below for more information): alumni; associates (spouses of employees and retirees); retirees (except retired professor emeritus, who already have coverage); consultants (employees of other firms working at Yale as consultants); conferees (conference attendees); volunteers; spouses and legal dependants (unless traveling with the Yale primary member). 

· With respect to dependants, they shall be limited to spouse and children under the age of nineteen and living with the member, or up to age 23 and a full-time student.  Moreover, domestic partners who have a civil union recognized by the state of Connecticut are eligible for dependant coverage. To add dependants not traveling with a Yale primary member, contact Diana Winslow at MEDEX directly at dwinslow@medexassist.com from your Yale email address. Note that there are two available options: $4 per dependant per month and/or yearly at $48.00.  MEDEX will issue a personalized ID card for each dependant enrolled, or you may opt for the “Small Group Plan,” under which non-Yale chaperones, consultants, volunteers, and others traveling with a University-sponsored program are eligible for $4 per person per month. 

SPECIAL CONDITIONS

· Note MEDEX coverage can continue uninterrupted for students who travel after graduation as a result of a Yale-sponsored grant, fellowship or program, and will continue for the duration of the award or program.  Because student status changes from “active student” to “alumni” after graduation, it is necessary to notify MEDEX of the names of students desiring uninterrupted coverage. Program leaders can follow the steps listed for the Small Group enrollment, excluding the fees.  

MEDEX “VERIFICATION OF COVERAGE” LETTER

· To satisfy visa requirements of governments and programs that require proof of coverage for medical evacuation and repatriation coverage, a link to MEDEX’s “Verification of Coverage” letter is available for users to personalize and complete according to the coverage requirements needed. 

QUESTIONS, CONCERNS AND FEEDBACK

· When referencing Yale’s MEDEX program in your departmental news, kindly use the link to the Risk Management website.  The Risk Management website contains the most current information pertinent to Yale’s program.  Program changes, instructions or updates will be updated immediately as they occur.  

· In an effort to constantly improve our program, your feedback regarding your experiences with MEDEX is not only helpful but greatly appreciated and welcomed.  Contact Vicki Ramsay at victoria.ramsay@yale.edu or at 432-8258. 

FINAL POINTS

· The Yale and the World Website contains valuable travel resources including an emergency travel plan, safety tips, checklists and guidelines for travelers and group leaders traveling abroad.  This information can be found at http://world.yale.edu/abroad/travel_resources.html.  

· And don’t forget to register your travel if you leave the United States. Please take a few minutes to complete the emergency travel and contact form at http://world.yale.edu/travelform/.  The information you provide will be used by the Office of the Secretary to reach you in the event of an emergency. 

New Process for Sending Messages to Large F&A Audiences

To support F&A’s mission to make it easier to work at Yale, a team of F&A colleagues has updated the process for sending broadcast messages to the F&A community. Our goal is to ensure that messages are clear and concise and to streamline our email traffic. Some messages may be more appropriate in newsletters, on web pages, or shared during meetings. 

This form outlines, step by step, everything you need to include in every message that goes out to the F&A community. Taking 10 minutes to fill out this form will help to improve the effectiveness of your communication and ensure that the communications team has all the information it needs to send your message in a timely manner. Messages submitted without this form will not be sent out. You can find the new Message Request Form online, along with a diagram that outlines the new process, and a list of frequently asked questions.

A number of your F&A colleagues have piloted this process, and they provided valuable feedback to make it as helpful as possible. Please contact jane.livingston@yale.edu or janet.lindner@yale.edu if you have any questions.

Administrative Services

Brio Update

The Brio Users Group (BUG) Report Library and BrioQuery will be upgraded November 10th followed by the DataWarehouse Reporting Portal on November 17th.

Are you interested in learning what will be different within these reporting environments?  Come to an informational overview or hands-on workshop to learn more!  Registration is encouraged for all sessions.  However, walk-ins are welcome to attend the auditorium presentations.  Click here to register.

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 October and November calendars are currently available.

Human Resources

WorkLife Workshops for October

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

· The College Financial Aid Process: Getting Started, October 3, Peabody Museum Auditorium, noon-1:00 p.m. 

· Toastmasters International Seminar: Discover The Talent Within, October 10, Presidents Room at Woolsey Hall, noon-1:30 p.m. 

· Mindfulness Meditation for Experienced Students, October 10 & 17, Peabody Museum Auditorium, noon-1:30 

· Back-up Child Care Briefing, October 21, The Anlyan Center, Room N205, noon-12:45 

· Conversations with Kids About Diversity, October 22, 320 York Street, Room 119, noon-1:15 

 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. 
Procurement

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

A/P Worklist Gets Better and Better!
Scientific Vendor Shows Reminder, Oct 1 & 2
Purchasing Card Renewals and Cancellations
Contract Listing Updates
Tips for Using Recycled Content Paper
Updates and Changes to Procurement Courses
Sustainability

Welcome Gifts for New Employees Available from Yale Recycling

If you are new to Yale or have a new employee in your office, contact Yale Recycling to receive a visit from the “Welcome Wagon.”  Yale Recycling will provide new employees with “Welcome” gifts that will help them start their Yale career off on the right footing with respect to the university’s sustainability efforts.

 The gift bag includes a number of items.  The sticky notes are made from recycled and Forest Stewardship Council-certified paper.  The pencils are made from old newsprint and cardboard boxes.  The magnets, to be placed on desk or file cabinet, provide information on what can be recycled and who to contact with questions.  Soon to be arriving are mugs that will replace the all-too-ubiquitous single-use paper cups.

To request a Welcome Wagon visit, let Yale Recycling know the name of the person, department, location, and phone number.  Either call 432-6852 or e-mail recycling@yale.edu.

Training

Procurement Course Schedule

There are several courses this month from Procurement on:

· Accuship (October 15) 

· A/P Worklist (October 15) 

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

· SciQuest eProcurement Office & Computer Supplies (October 1 & 14) 

· SciQuest eProcurement Lab & Medical Supplies (October 22) 

· Expense Management System (October 21) 

· VIP Number Requests and Assignments (October 7 & 28) 

· Web Invoice Payment (October 6 & 27) 

 

Environmental Health & Safety (EHS) Training Schedule for October 

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 
	Times 

	Safety Orientation Non-Lab
	Oct. 1
	8:30 a.m.–9:40 a.m.

	Bloodborne Pathogen for Lab and Clinic Personnel
	Oct. 8
	1:30 p.m.–3:30 p.m.

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

	Safe Use of Biological Safety Cabinets
	Oct. 9
	9:30 a.m.–10:30 a.m.

	Tuberculosis Awareness
	Oct. 14
	11:00 a.m.–12:00 p.m.

	Shipping and Transport of Hazardous Biological Agents
	Oct. 14
	1:00 p.m.–3:00 p.m.

	Biosafety
	Oct. 15
	10:00 a.m.–12:30 p.m.

	Laboratory Chemical Safety
	Oct. 15
	1:00 p.m.–2:30 p.m.

	Respiratory Protection
	Oct. 17
	10:00 a.m.–11:00 a.m.

	Radiation Safety Orientation
	Oct. 21
	1:00 p.m.–3:45 p.m.

	Bloodborne Pathogen for Lab and Clinic Personnel
	Oct. 30
	9:00 a.m.–11:00 a.m.


 

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

Registration and location information. 

	Course
	Date
	Time

	Microsoft Outlook 2003/2007
	Oct. 1
	9 a.m.-11:30 a.m.

	
	Oct. 2
	9 a.m.-11:30 a.m.

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

	Adobe Photoshop CS3: Level One
	Oct. 2
	9 a.m.-4:30 p.m.

	Orbitz For Business Travel Clinic
	Oct. 3
	9 a.m.-11 a.m.

	Excel 2003: Level 3
	Oct. 6
	9 a.m.-12 p.m.

	
	Oct. 8
	9 a.m.-12 p.m.

	Hyperion Portal Demonstration
	Oct. 6
	2:30 p.m.-4 p.m.

	Understanding Database Design
	Oct. 7
	1:30 p.m.-4:30 p.m.

	Excel 2003: Database
	Oct. 7
	9 a.m.-12 p.m.

	
	Oct. 9
	9 a.m.-12 p.m.

	Hyperion Portal Demonstration
	Oct. 8
	2:30 p.m.-4 p.m.

	Microsoft Project 2003: Level 1
	Oct. 8
	9 a.m.-4 p.m.

	Adobe Dreamweaver CS3: Level Two
	Oct. 9
	9 a.m.-4:30 p.m.

	Hyperion Portal Demonstration
	Oct. 13
	9:30 p.m.-11 a.m.

	Access 2003: Level 1
	Oct. 13
	9 a.m.-12 p.m.

	
	Oct. 15
	9 a.m.-12 p.m.

	Buying Office & Computer Supplies/Equipment using SciQuest eProcurement
	Oct. 14
	1:30 p.m.-3:30 p.m.

	Microsoft Outlook 2003 Advanced
	Oct. 14
	1:30 p.m.-4:30 p.m.

	Hyperion Portal Demonstration
	Oct. 14
	2:30 p.m.-4 p.m.

	Accuship Online Shipping Solution
	Oct. 15
	9 a.m.-11 a.m.

	Accounts Payable (AP) Worklist
	Oct. 15
	1:30 a.m.-3:30 p.m.

	Access 2003: Level 1
	Oct. 20
	1:30 p.m.-4:30 p.m.

	
	Oct. 22
	1:30 p.m.-4:30 p.m.

	Excel 2003: Level 1
	Oct. 20
	1:30 p.m.-4:30 p.m.

	
	Oct. 22
	1:30 p.m.-4:30 p.m.

	Microsoft Outlook 2003/2007
	Oct. 21
	9 a.m.-11:30 a.m.

	
	Oct. 22
	9 a.m.-11:30 a.m.

	Buying Laboratory and Medical Supplies using SciQuest eProcurement
	Oct. 22
	1:30 p.m.-3:30 p.m.

	Computers Made Easy
	Oct. 23
	9 a.m.-12 p.m.

	PowerPoint 2003: Level 1
	Oct. 27
	9 a.m.-12 p.m.

	
	Oct. 29
	9 a.m.-12 p.m.

	Be Productive in Access 2007
	Oct. 28
	9 a.m.-12 p.m.

	
	Oct. 30
	9 a.m.-12 p.m.

	Be Productive in Word 2007
	Oct. 29
	1:30 p.m.-4:30 p.m.

	Word 2003: Merging Letters, Envelopes and Labels
	Oct. 29
	9 a.m.-12 p.m.


 

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

Registration and location information.

	Course
	Date
	Time

	Cover Letter Workshop
	Oct. 1
	9 a.m.-12 p.m.

	Refining Speaking and Writing for Speakers of English as a Second Language
	Oct. 1
	1 p.m.-4 p.m.

	
	Oct. 8
	1 p.m.-4 p.m.

	
	Oct. 22
	1 p.m.-4 p.m.

	
	Oct. 29
	1 p.m.-4 p.m.

	Mistake-Free Grammar & Proofreading
	Oct. 7
	9 a.m.-4 p.m.

	Business Writing
	Oct. 8
	09 a.m.-12 p.m.

	
	Oct. 22
	9 a.m.-12 p.m.

	Expressing Yourself: The Art of Being Understood
	Oct. 15
	9 a.m.-12 p.m.

	Principles and Practices of Contract Administration for Managers
	Oct. 15
	1:30 p.m.-4:30 p.m.

	Managing Up for SUPERVISORS
	Oct. 16
	1:30 p.m.-4:30 p.m.

	Coaching for Development
	Oct. 16
	9 a.m.-12 p.m.

	Communication: Effective Listening
	Oct. 21
	9 a.m.-12 p.m.

	Myers-Briggs Type Indicator Workshop I - Understanding Personal Preferences
	Oct. 23
	1 p.m.-4 p.m.

	Strategies for Successful Time Management
	Oct. 23
	9 a.m.-12 p.m.

	Managing Projects - ESI International Inc.
	Oct. 27
	9 a.m.-5 p.m.

	
	Oct. 28
	9 a.m.-5 p.m.

	
	Oct. 29
	9 a.m.-5 p.m.

	FOCUS: Goal Setting and Feedback for NON-SUPERVISORS
	Oct. 28
	1 p.m.-4 p.m.

	FOCUS: Goal Setting and Feedback for SUPERVISORS
	Oct. 28
	9 a.m.-12 p.m.

	Preparing for the Job Interview: Securing the Next Position
	Oct. 29
	9 a.m.-12 p.m.

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

	Hiring International Faculty and Staff
	Oct. 30
	9 a.m.-11 a.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: Green Stickers Require Attention!

Does your incoming U.S. mail have green stickers on it?  These stickers are to remind you that the item arrived with an insufficient address, requiring additional time and manpower to get it to you.  Most likely your post office box number was not used.  Your address was looked up and correct information applied to properly direct your mail. 

· Read the sticker and pay close attention to the proper address format 

· Take a minute to write, email, or call your correspondents to correct your address 

· Pat yourself on the back for a good job! 

Each day Campus Mail receives thousands of pieces without a post office box number.  Your P.O. box is a true U.S. post office box and not an internal sort. Only use your street address when you are certain an item is being sent to you by private carrier, such as United Parcel Service or Federal Express.

Change of Address cards are available by contacting the Campus Mail office at 4-9310.  So don't let your mail be delayed.  When you find a green sticker on your mail, take a few minutes right away to correct the address. 
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