
YA L E  U N I V E R S I T Y

Training Guide for 
Operations Managers

Central Operations Manager’s Meeting



WHO, WHAT,  WHERE,  WHEN & WHY OF 
OPERATIONS MANAGER TRAINING
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WHO is this training for? – All new Operations Managers, new to the University or 
new to the OM role

WHAT does the training consist of? – Training modules to be facilitated by subject 
matter experts, with some case studies

WHERE will the training be held? – The plan is to hold training in person with zoom 
as a backup option

WHEN will the training begin and how often will it be held? – The goal is to deliver 
the training to a pilot group of OMs early fall with the rollout officially soon after; the 
intention is to hold the training quarterly for as a start

WHY is this training being developed? – OMs have no current training resources



TOPICS TO BE COVERED 

• Policy and Procedures 

• Finance Essentials 

• Human Resources & Labor Relations 

• Faculty Administrative Services

• YBT Finance Foundations
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Policy & 
Procedures



POLICIES & PROCEDURES TOP 10

Travel, Meals & Entertainment Overview

• Policy 3301 Travel on University Business
• Policy 3302 Business Meals, 

Entertainment, and Other Social Events

Buying & Paying

• Policy 3201 General Purchasing 
• Policy 3215 Yale Purchasing Card

Other Key Financial Policies

• Policy 3303 Gifts from University Funds 
• Sponsored Projects Financial Management
• Policy 4209 Moveable Equipment
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Important Non-Financial Policies
• Policy 1104 University Signature 

Authority
• Hiring Employees, Contractors & Others          
• Information Technology
• Yale University Institutional Standards of 

Conduct
• Policy 1101 Guiding Principles for 

University Operations

Link to all P&P
University Policies & Procedures

https://your.yale.edu/policies-procedures


Travel, Meals & 
Entertainment



Applies to faculty, staff, visiting scholars, students, and non-University personnel traveling or 
using funds administered by Yale.

• Air Travel

 Travelers are expected to use economy/coach class.
 Business class is permitted if the relevant business office confirms before purchase that the 

appropriate funds are available and if certain conditions are met
 First class is not permitted under any circumstances.
 Students must always fly economy, regardless of length and duration of flight

If you are allowed to fly business class, you must determine the difference between the cost of business class and 
economy class at the time of purchase and itemize this difference to expenditure item (Domestic/Foreign Travel 

– Unallowable). For more information, refer to the Accounting for Air Travel Expenses guide.

Business class airfare is not allowed on federal grants
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POLICY 3301 TRAVEL ON UNIVERSITY BUSINESS



POLICY 3301 TRAVEL ON UNIVERSITY BUSINESS CONT.
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Ground Transportation

 Travelers are expected to select ground transportation 
that is reasonably priced, consistent with business 
requirements.

 Train travel should be within main cabin class (economy 
or coach). When funding allows, travelers can book 
business class but not first class.

 On-campus parking is not allowable 
 Rental cars & insurance



POLICY 3301 TRAVEL ON UNIVERSITY BUSINESS CONT.

Meals & Entertainment

 Travelers will be reimbursed for reasonable, actual 
meal expenses, or may opt for the Meals and 
Incidental Expense (M&IE) per diem allowance.

 Review the per diem vs actual expenses 
reimbursement

**As a guideline, actual meal expenses should not be 
greater than the federal gov’t  per diem allowance**

Payments to Non-U.S. Individuals

 Appropriate policies

 Required paperwork

 Reference the Payment Planning Tool 

Payments/Reimbursements
 Yale PCard – preferred method for paying travel 

expenses.
 Documentation and details required when 

processing expenses
 Receipts
 Support for conference, etc.

 Timelines for required submission – 
 30/60/90-day notices
 120 days – process
 Over 365 days 

 Non-employee reimbursement procedure
 Mileage limitations and process for requesting 

reimbursement
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POLICY 3301 TR AVEL ON UNIVERSITY BUSINESS  C O N T

Student Travel:   Grad Students and PhD students are not employees and are, 
therefore not covered by the same reimbursement policies as faculty and staff

Mileage Reimbursement:   
• Business mileage does not include the normal commute to and from 
work. In general, this also applies to travel between multiple work 
locations. For detailed scenarios regarding mileage reimbursement, see the 
Mileage Reimbursement Matrix.

Travel for Remote Employees:
• Remote staff located further than 100 miles (one way) from campus, 

reasonable costs consistent with University policy associated with travel 
will be reimbursed/covered as business expenses

• Remote staff located 100 miles or closer to campus are responsible for 
costs associated with their travel to and from campus
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https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fyour.yale.edu%2Fsites%2Fdefault%2Ffiles%2F2025-07%2Fmileage_reimbursement_matrix-2.xls&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fyour.yale.edu%2Fsites%2Fdefault%2Ffiles%2F2025-07%2Fmileage_reimbursement_matrix-2.xls&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fyour.yale.edu%2Fsites%2Fdefault%2Ffiles%2F2025-07%2Fmileage_reimbursement_matrix-2.xls&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fyour.yale.edu%2Fsites%2Fdefault%2Ffiles%2F2025-07%2Fmileage_reimbursement_matrix-2.xls&wdOrigin=BROWSELINK


International Travel Specific 
• International expense generally refers to any goods or services used in a country outside the 

United States, or any expense related to travel for activities conducted outside the United 
States. It doesn’t matter if they are purchased in the US. Please see below for examples:

• Supplies purchased in the U.S. but shipped and used for activities conducted outside the U.S.

• A car service expense incurred to travel to JFK to board a flight to London to speak at a 
conference.

• A hotel expense while in London to speak at a conference.

• Expenses incurred by visitors to the U.S. are considered domestic

• International Car Rentals for all rentals outside of the Continental United States, including 
Alaska, Hawaii, Canada, Puerto Rico, and the US Virgin Islands.  Do purchase the:

• LDW (Loss Damage Waiver; formerly called CDW or collision damage waiver) and

• LIS (Liability Insurance Supplement) insurance 
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POLICY 3302   BUSINESS MEALS,  ENTERTAINMENT,  
AND OTHER SOCIAL EVENTS

Expenses

 Business Meals - limits up to 
$125.00/person, including tax, tip & 
alcohol. Over $150 not reimbursable

 Detailed receipts are the preferred type 
of receipt.

Alcohol

 Reasonableness – proportion of alcohol 
vs. food expenses.

 Alcohol expenses are unallowable on 
federally sponsored awards.

External Parties
• Purpose of the meeting is to discuss 

University business
12

University Personnel
• The University allows payment for 

reasonable and necessary business meal 
expenses for meetings involving only 
University personnel under certain 
circumstances.

Entertainment & Social Events
 Events >$10k must be approved by the 

department head or a designee
 Alumni and fund-raising events must 

be approved by the dean or an officer 
of the Corporation

 Policies re: events outside of Yale, 
external guests and non-Yale events



Buying & Paying



Purchasing Methods
 Purchase requisitions: required for 

procuring most common goods and 
services. 

 PCard purchases: primarily for travel and 
entertainment expenses. 

 Out-of-pocket purchases: in very limited 
circumstances, business-related small dollar 
purchases may be made using personal funds. 
Reimbursement for purchases of this type 
should be done via Yale’s expense management 
system.

 Employees should not pay out of pocket for 
third party (e.g., grad students, postdocs, 
etc.) expenses.

 Use the preferred purchasing method in the 
University Buying Guide.

Comparative Pricing
 No comparison required under $10,000
 Multiple quotes required over $10,000
 Competitive bidding required over $150,000

Sole Source
 Required for contracts entered into without going 

through the competitive bidding process 

Purchasing Contracts 
 Requisitions and any contracts/agreements 

should be created prior to the commencement 
of work and the receipt of goods/services. 

 Generally, all contracts, hotel, consulting, etc. 
required an authorized University signature. 

 All contracts should be submitted through the 
Purchasing Intake Portal with appropriate 
documentation.
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Policy 3201   General Purchasing

https://your.yale.edu/financial-resources/purchasing-paying/source-to-pay-process/buying-guide
https://your.yale.edu/financial-resources/purchasing-paying/source-to-pay-process/buying-guide
https://your.yale.edu/financial-resources/purchasing-paying/source-to-pay-process/buying-guide
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Policy 3201   General Purchasing

International Payments

• These payments can be in the form of Independent Personal Services, Honoraria, 
Expense Reimbursements, Royalties/License Fees, Fellowships or Scholarships, or 
Prizes and Awards. Always be sure to confirm one’s visa status prior to confirming 
payment. 

• Yale’s Payment Planning Tool provides a convenient snapshot of requirements based 
on visa status, location of activity, and payment type.

Honoraria

• For all honoraria, requests for payment must include an invitation email or letter from 
the host faculty member that states the amount and business purpose of the honoraria.

• Speaker/Guest must reply/confirm in writing they accept terms

Visa status could affect payment options for visitors

https://your.yale.edu/financial-resources/purchasing-paying/international-transactions/international-payment-planning


Policy 3215   Yale Purchasing Card 

Department vs. Individual PCards 
Agreement
 All cardholders must sign and agree to the 

cardholder agreement.
 Assigned cardholder is ultimately 

responsible for all transactions on the 
departmental Pcard. 

Appropriate Uses
 Employees are expected to use the preferred 

purchasing method in the University 
Buying Guide whenever possible.

 University travel and entertainment 
expenses.

 Small dollar (<$3,000) business-related 
goods and services.

 Publishing fees.

Do’s and Don’t’s 

Do not use Pcards :
 For personal purchases
 To purchase gift cards;
 To pay for goods or services more appropriately 

paid for via requisitions/invoices
 Split transactions to circumvent limits

Do:
 only use Pcards for permitted commodities 
 Prepare expense reports within 30 days
 Stay within dollar and transaction limits; temporary 

increase can be requested

eBay purchases need prior approval from the Controller’s 
Office. These requests are approved in very limited 
circumstances (e.g., documented unavailability from 
standard suppliers).
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https://your.yale.edu/financial-resources/purchasing-paying/source-to-pay-process/buying-guide
https://your.yale.edu/financial-resources/purchasing-paying/source-to-pay-process/buying-guide
https://your.yale.edu/financial-resources/purchasing-paying/source-to-pay-process/buying-guide


Other Key 
Financial 
Policies



Policy 3303   Gifts from University Funds

Third Parties
 Employees, schools, departments, and 

offices of the University are prohibited 
from collecting contributions

Sympathy, Employee Recognition, 
Milestones
 Only allowable to University employees, 

students or postdocs.
 No cash gifts (including gift certificates) 
 Under ~ $100 for expressions of 

sympathy.
 Non-cash gifts of $100 or greater, and 

all gift certificates, must be reported for 
tax purposes 

 Under $400 for retirement of employee 
with 10+ years.

Development Gifts
 Gifts to donors or other individuals 

serving development interests cannot 
exceed $100 in value.

Institutional Gifts
 When University officials are visiting 

abroad or are hosting visitors from 
other institutions, University funds 
may be used to give such visitors a gift 
(i.e. value of $100 or less) as a sign of 
appreciation or gratitude.

Public Officials
 In general, University policy prohibits 

all gifts to public officials, except for 
token gifts valued at less.
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Sponsored Projects Financial Management
There are a number of considerations related to financial administration of sponsored projects. 
While business office staff will provide guidance on and carry out many of the financial tasks, 
the Principal Investigator (“PI”) ultimately has the responsibility to assure that project funds 
are expended according to University and sponsor requirements.

Examples of some considerations are:
Policy 1316 Effort Commitment: Managing Effort Associated with Sponsored Projects
Policy 1307 Subrecipient Establishing, Managing and Monitoring

Allocation Principles and Methodologies
 Costs must be allowable, reasonable and allocable.
 Basis for allocation methodologies must be documented PRIOR to a purchase or at 

the time of ordering good/services in order to avoid cost transfers.
 Purchases at the end of an award are considered by auditors to be at high risk for 

disallowance.
19

https://your.yale.edu/policies-procedures/policies/1316-effort-commitment-managing-effort-associated-sponsored-projects
https://your.yale.edu/policies-procedures/policies/1316-effort-commitment-managing-effort-associated-sponsored-projects
https://your.yale.edu/policies-procedures/policies/1307-subrecipient-establishing-managing-and-monitoring
https://your.yale.edu/policies-procedures/policies/1307-subrecipient-establishing-managing-and-monitoring


Important 
Non-Financial 
Policies



Policy 1104 University Signature Authority
Signature Authority v. Approval Authority

Signature authority

• Permission granted or delegated to sign agreements, contracts, and other legally 
binding documents on behalf of Yale.

• pertains to only a limited and prescribed group of individuals at the University.

Approval authority

• Permission granted or delegated to approve (but not sign and/or execute) University 
operational transactions.

• An approval attests to the appropriateness of the transaction within the University’s 
mission objectives.

Example: Procuring professional services requiring a signed contract. An individual with 
approval authority may review and approve the requisition in Workday, but only an 
individual with signature authority may sign the contract. 21



Hiring and Work Policies

Policy 5001 Hybrid Work Policy and Policy 5002 Remote Work Policy

 This set of policies and procedures formally documents University decisions 
regarding hybrid and remote work and to establish the rules, standards, and expectations 
for the community.

Policy 3505 Out-of-State Work Locations

 Provides the basis for permitting staff employees to work at a location outside 
Connecticut and the specific approvals required in advance of establishing a work location 
outside Connecticut.

Policy 3510 Faculty & Staff Relocation Expenses

 Establishes the rules and processes governing relocation expenses for faculty and staff. 
It applies to all faculty and staff for whom the University agrees to pay relocation expenses.
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https://your.yale.edu/policies-procedures/policies/5001-hybrid-work-policy
https://your.yale.edu/policies-procedures/policies/5001-hybrid-work-policy
https://your.yale.edu/policies-procedures/policies/5002-remote-work-policy
https://your.yale.edu/policies-procedures/policies/5002-remote-work-policy
https://your.yale.edu/policies-procedures/policies/3505-out-state-work-locations
https://your.yale.edu/policies-procedures/policies/3505-out-state-work-locations
https://your.yale.edu/policies-procedures/policies/3510-faculty-staff-relocation-expenses
https://your.yale.edu/policies-procedures/policies/3510-faculty-staff-relocation-expenses


Information Technology
Policy 1601 Information Access and Security

 Establishes requirements for staff, faculty, 
and students regarding access to University 
information as well as the responsibilities 
for stewardship of University information.

Policy 1607 Information Technology Appropriate 
Use

 IT Systems may be used only for their 
authorized purposes – that is, to support the 
research, education, clinical, administrative, 
and other functions of Yale University.

Policy 1604 Data Classification/Data Security

 Establishes a system for classifying data 
according to their sensitivity and their 
importance to the functioning of the 
University.

Policy 1605 Web Accessibility

 Establishes requirements for staff, faculty, 
and students to procure, develop and modify 
University Websites so that they are 
accessible to people with disabilities.
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Computers are a University-contracted commodity and should be procured through preferred suppliers.

aka – don’t go to the Apple store!

https://your.yale.edu/policies-procedures/policies/1601-information-access-and-security
https://your.yale.edu/policies-procedures/policies/1601-information-access-and-security
https://your.yale.edu/policies-procedures/policies/1607-information-technology-appropriate-use-policy
https://your.yale.edu/policies-procedures/policies/1607-information-technology-appropriate-use-policy
https://your.yale.edu/policies-procedures/policies/1604-data-classification-policy
https://your.yale.edu/policies-procedures/policies/1604-data-classification-policy
https://your.yale.edu/policies-procedures/policies/1605-web-accessibility-policy
https://your.yale.edu/policies-procedures/policies/1605-web-accessibility-policy


Miscellaneous Topics

• Workday roles – assigning and deleting 
• Cost center roles and HCM role; HR roles are driven by supervisory org
Workday Roles & Training 

• Expense delegations in Workday
• Review of weekly timecard approval process 
• Review ITS billing regularly (on monthly checklist)
• Review open purchase orders > one year 
• Computer inventory – does it exist? Who keeps track of warranty period?

• Monthly financial checklist 

241`Q
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https://workday.training.yale.edu/roles-and-recommended-training-materials?app=yalesites#hcm


Questions?

Consult with your Lead Administrator, the Controller’s office or appropriate office 
for the specific policy when looking for clarification, updates and/or any policy 
exceptions.

25



FINANCE ESSENTIALS

• Expense Report Review
• Invoice Review 
• Reporting



Expense Report Review
• Business Purpose – does it tell the story?

• Who – name of attendee/s or participant/s including their position and 
affiliation.

• What – name of the expense (dinner, travel tickets, dues) or event (name of 
conference, workshop, or meeting).

• Where – location where the event took place or destination traveled to.
• When – date(s) or date range of event or expense.
• Why – how does this benefit the University?

Do not use abbreviations – not everyone knows what 
“Dinner at NCURA with a PD in MCDB and the NIH program officer”

27



Expense Reporting Checklist (Cont.)

• Verify Information Provided:

• Have all University policies and procedures been followed?

• Are the charging instructions correct? Confirm the COA with your Business Office.

• Receipts

• Does the receipt match the charge?

• Are they legible?

• Over >$75 attached to report?

• Itemized receipt for lodging

• Does the Out-of-Pocket (OOP) receipt include both proof of payment and the 
method of payment used in the purchase?

• Requirements for 10 +/- guests 

• Expense Report Checklist | It's Your Yale 28

https://your.yale.edu/work-yale/financial-management/procurement/resources/systems-tools/expense-report-checklist
https://your.yale.edu/work-yale/financial-management/procurement/resources/systems-tools/expense-report-checklist


Non-Reimbursable Expenses

• Travel between University locations , including mileage and parking in New Haven.
• In-room movies.
• “No-show” charges for hotel and car service.
• Personal parking tickets or traffic violations.
• Upgrades (air, hotel, car, train etc.).
• Domestic Car Rentals: Do not purchase insurance coverage when renting in the 

Continental United States, including the District of Columbia.
• If an exception has been granted by the Provost or Controller, written documentation is 

required to be submitted with the expense.

Note: Not an all-inclusive list, always review University policies and procedures 
for the most recent information.
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Invoice Checklist

Required Invoice Features

• Description of goods and services 
provided

• Printed on suppliers' letterhead
• Remit to address
• Current Amount Due
• “Bill to” is Yale University
• PO number (if applicable)

Preferred Invoice Features

• Unique Invoice 
• Invoice date
• Include the word “Invoice”
• Include the person’s name who ordered 

the merchandise/service
• Include the department’s name who 

ordered the goods/service
• Ship to address should be a Yale 

University address

30

Invoice Checklist | It's Your Yale
OK-to-Pay invoices are submitted to yss.invoices@yale.edu

https://your.yale.edu/work-yale/financial-management/procurement/resources/systems-tools/invoice-checklist
mailto:yss.invoices@yale.edu


REPORTING – WORKDAY,  YBT,  POWER BI

Workday Reporting – Focus on actual transactions to date (24-hour lag)
   Financial reporting – revenue, expenses, payroll information 
   Generate COA segments/COA reporting
   Human Resources – positions, staffing, 

Purpose of reports:  
• Confirming remaining balance in COA/accounts
• Transaction verification – summary and detail
• Identify financial trends and activity
• Some reports can be scheduled and downloadable to excel for further research  
• WD reports have the capability to “drill” into data for add’l information (instead of 

continually running reports)

**Workday is the University’s system of record**
31



Workday Reporting 
Commonly used reports:

• Account Balance Detail – Yale

• Budget to Actuals for Management 

Office Reporting

• Budget to Actuals for Management 

Office Reporting by gift/YD/fund – Yale 

• Detailed Transactions – Yale 

• EMS  View Unapproved Expense 

Reports – Yale

• Unexpensed Credit Card Transactions – 

Yale 

• Find spend authorization/cash advances – 

Yale

• Find supplier invoice requests – Yale

• Find workers costing allocations by 

charging cost center – Yale 

• Payroll results verification by charging cost 

center – Yale

• Payroll results verification by charging cost 

center – Yale

• Link: Welcome | Workday@Yale
32

https://workday.yale.edu/
https://workday.yale.edu/


REPORTING – WORKDAY,  YBT,  POWER BI

33

YBT Reporting – Actuals YTD as of last closed period
   Budget – full year 
   Forecast – through end of fiscal year
   Includes:
    Salary/Fringe (Labor Plan)  
    Non-Salary (Financial Plan)

Common Reports in YBT

   



Reporting Tools
• Power Bi: University approved system 

that pulls information from Data 
Warehouse (data repository for data 
and data sources for reporting 
analysis.)

• YBT: to be discussed in later section.
• YDx: Similar information as Power Bi 

however this tool is excel based. 

34



OTHER REPORTING TOOLS

Power Bi Commonly Used Reports
• Account Holder by Person

• Must include an assignee when 
reporting.

• Payroll Dashboard Report

For more info contact 
Askfinance@yale.edu

YDX Reporting
• YDx is an Excel workbook that automatically 

loads financial data from the Finance Data Mart 
(FDM) directly into Excel. The data is displayed 
in pivot tables that you can use for financial 
review and analysis.

For more info contact YDX@yale.edu

35
• Power BI Report Server | It's Your Yale 

https://your.yale.edu/yale-link/power-bi-report-server
https://your.yale.edu/yale-link/power-bi-report-server


Human Resources & 
Labor Relations



Employee Classifications

• Faculty 

• Post Doctoral Post Doc Office
• Postdoctoral Fellows and Associates
• Postgraduate Fellows and Associates
• Laboratory Associates
• Visiting Fellows

• Management & Professional

• Clerical & Technical 

• Service & Maintenance – physical plant, facilities, dining workers

• Temp/Casual

37

https://postdocs.yale.edu/


Staff – Hiring 

Posting a job

• Create Workday Job Requisition

• Enter STARS information

• Posted internal, external after 2 weeks

Hiring Process

• Recruit and Hire Staff | It's Your Yale

• 3503 FR.01 Onboarding a New Employee Checklist | It's Your Yale
• Local 34 Contract | It's Your Yale
• L35 Contract

38

https://your.yale.edu/work-yale/manager-toolkit/recruit-and-hire-staff
https://your.yale.edu/work-yale/manager-toolkit/recruit-and-hire-staff
https://your.yale.edu/policies-procedures/forms/3503-fr01-onboarding-new-employee-checklist
https://your.yale.edu/policies-procedures/forms/3503-fr01-onboarding-new-employee-checklist
https://your.yale.edu/policies-procedures/other/local-34-contract
https://your.yale.edu/policies-procedures/other/local-34-contract
https://your.yale.edu/policies-procedures/other/local-35-contract
https://your.yale.edu/policies-procedures/other/local-35-contract


Human resources links

• Workday Training
• Workday Learning - Learning Home - Workday (myworkday.com)
• Manager Toolkit

• L34 Handbook Local 34 Contract | It's Your Yale

39

https://workday.training.yale.edu/?app=yalesites
https://workday.training.yale.edu/?app=yalesites
https://www.myworkday.com/yale/learning
https://www.myworkday.com/yale/learning
https://www.myworkday.com/yale/learning
https://your.yale.edu/policies-procedures/other/local-34-contract


Staff - Managerial &Professional (M&P)

• Recruitment & Hiring   Recruit and Hire Staff | It's Your Yale

• On-boarding Checklist 3503 FR.01 Onboarding a New Employee Checklist | It's 
Your Yale

• Schedule

• Training & Development

• Welcome/Introduction to Department, Chair, Colleagues, Update Website

• Access to Required Programs and Platforms

• Performance Feedback Process & Target Dates

40

https://your.yale.edu/work-yale/manager-toolkit/recruit-and-hire-staff
https://your.yale.edu/policies-procedures/forms/3503-fr01-onboarding-new-employee-checklist
https://your.yale.edu/policies-procedures/forms/3503-fr01-onboarding-new-employee-checklist


Staff – Temporary/Casual

• Hiring Temporary Staffing | It's Your Yale

• On-boarding Checklist 3503 FR.01 Onboarding a New Employee Checklist | It's 
Your Yale

• Schedule

• Training & Development

• Welcome/Introduction to Department, Chair & Colleagues

• Access to Required Programs and Platforms

41

https://your.yale.edu/working-at-yale/manager-toolkit/recruit-and-hire/temporary-staffing/yale-temporary-staffing
https://your.yale.edu/policies-procedures/forms/3503-fr01-onboarding-new-employee-checklist
https://your.yale.edu/policies-procedures/forms/3503-fr01-onboarding-new-employee-checklist


Hiring Employees, Contractors & Others
 All individuals must be classified as either a University employee or as an independent contractor 

prior to providing services to the University, regardless of the amount of compensation to be paid.

 Determinations as to whether an individual is an independent contractor vs. employee must be made in 
accordance with the Employee vs. Independent Contractor Test as outlined in Procedure 3210 PR.02 
Employee vs. Independent Contractor.
Procedure 3210 PR.01 Services Contracts Process
 If it is determined that the individual is an 

independent contractor, this process describes the 
required steps to be taken before the work 
commences.

Procedure 3503 PR.01 Hiring New Staff Employees
 Describes the process used for hiring all types of 

regular staff (non-academic) employees. It outlines 
key steps and requirements for the hiring process.

42

Hiring Academic Appointees - Postdocs, Postgrads, 
Laboratory Associates and Visiting Fellows
 The Office for Postdoctoral Affairs oversees the 

above-mentioned appointment types. Faculty should 
notify the administrative staff in their department as 
soon as a prospective candidate is identified.

Hiring Faculty
Faculty search and other requirements vary based on 
faculty category (e.g., ladder, research, teaching) and 
track (e.g., tenure track, clinical track, etc.) and if the 
appointment is in the Faculty of Arts and Sciences 
(“FAS”) or a professional school

https://your.yale.edu/policies-procedures/procedures/3210-pr02-employee-vs-independent-contractor
https://your.yale.edu/policies-procedures/procedures/3210-pr02-employee-vs-independent-contractor
https://your.yale.edu/policies-procedures/procedures/3210-pr02-employee-vs-independent-contractor
https://your.yale.edu/policies-procedures/procedures/3210-pr01-services-contracts-process
https://your.yale.edu/policies-procedures/procedures/3210-pr01-services-contracts-process
https://your.yale.edu/policies-procedures/procedures/3210-pr01-services-contracts-process
https://your.yale.edu/policies-procedures/procedures/3503-pr01-hiring-new-staff-employees
https://your.yale.edu/policies-procedures/procedures/3503-pr01-hiring-new-staff-employees
https://your.yale.edu/policies-procedures/procedures/3503-pr01-hiring-new-staff-employees


FACULTY ADMINISTRATIVE SERVICES

• Role of Faculty
• Life Cycle of Faculty Member
• Types of Faculty  



Role of Faculty

Faculty are responsible for fulfilling the academic mission of the 
University through the intellectual work of teaching and/or research.

Most are employees of the University

Both paid and unpaid

Other roles as well will be covered in the more detailed training 

All have at least one academic appointment
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Life Cycle of a Faculty Member

Search

Hire

Reappointment (if 
applicable)

Promotion (if 
applicable)

Leave (if 
applicable

Separation/ 
Retirement
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Types of faculty
Ladder faculty - 

• Tenured – No term/end date
• Professor
• Associate Professor with tenure

• Tenure track – max term = 8, 9 or 10 (varies by school)
• Associate Professor with term (term indicates end date)
• Assistant Professor
• Lecturer Convertible (Assistant Professor pending Ph.D.)
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• Teaching, research, scholarship, publishing, presenting findings

• Advising and mentoring students, postdocs, and junior faculty

• Service on committees, both internal and external, writing letters 
of recommendation

• Clinical commitments (YSM and YSN)



TYPES OF FACULTY

Non-Ladder faculty

• All have term appointments
• Max term = 5 years

• Combination of paid and unpaid
• e.g. Visiting Professors on leave and paid by home institution

• Combination of employees and academic affiliates (appointment only)
• e.g. Clinical Instructor

Non- Ladder Faculty

• Teaching

• Research

• Other – Clinical faculty 

• Visiting – Faculty from other institutions collaborating on research

• Voluntary – Physicians and nurses in the community who support academic mission
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YBT

Yale Budgeting Tool

•  
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Each department uses YBT in different ways, the 
following slides represent common user issues as well as 
providing a resource of training materials and tips and 
tricks. 



Y B T  I S  C O M M O N LY  U S E D  F O R  Q 2  A N D  B U D G E T  R E P O RT I N G .  
S U C H  A S  U T I L I Z I N G  T H E  F I N A N C I A L  A N D  L A B O R  P L A N S
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YBT FOCUS POINTS 
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B U D G E T I N G  –  E n t e r  b u d g e t  i n f o r m a t i o n  f o r  t h e  f o l l o w i n g  F Y;  
  ( D e c e m b e r  –  F e b r u a r y )

M O N T H LY  M O N I TO R I N G  –  r u n  r e p o r t s  t o  m o n i t o r  a c t u a l  v s  b u d g e t  
  s p e n d  ( o n g o i n g )

Q 2  F O R E C A S T I N G  –  Up d a t e  f o r  f i n a n c i a l  i m p a c t s  n o t   
   k n o w n  a t  b u d g e t  t i m e  ( No v e m b e r  –  Ja n u a r y )
Y E A R- E N D  C L O S E  –  Re v i e w  a c t u a l s  a n d  r e c o r d  y e a r  e n d   
   e n t r i e s ( J u n e / J u l y )
L A B O R  P L A N  –  To o l  u s e d  t o  r e c o r d  a l l  s a l a r y  d a t a  ( e x c e p t  g r a n t s )
F I N A N C I A L  P L A N  -  To o l  u s e d  t o  r e c o r d  a l l  n o n - s a l a r y  d a t a  ( e x c e p t  

  g r a n t s )
R E P O RT I N G  -  
C O M M O N  I SS U E S  
R E S O U RC E S



Y B T  L A B O R  P L A N  ( L P )

All labor costs are budgeted in this workbook.

• Options are lump sum or itemized budgeting. For example, budgeting students by lump sum. 
• TBN can be added to a workbook: this is used as a placeholder for positions not yet filled. 
• New employee/TBN: ability to update the name and add “John Smith”. 
• Fringe: use correct fringe codes (H=hourly and S=Salary) for each position.
• Control enter will drag the monthly allocations till the end of the row.
• Each labor workbooks are unique and do not overlap with other departments. Split in’s and 

out’s do not repopulate in other workbooks. 
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Y B T  F I N A N C I A L  P L A N  ( F P )
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• If you occur an unbudgeted charge, it will populate a new block. 

• Dept Plan can be used as a "sandbox" for your dept. For example corporation budget is set in June but your dept doesn't actually "create a 
budget" until August. This column can be used at the department budget.  

• When reviewing next year budget, it might be easier to remove allocation months for CYF (Current year forecast) in View. To do so go under 
change view and uncheck CYF box.  

• NYP comments do not carry over in the rebuild, you will have to run a report pulling in comments from prior fiscal year or open the archived 
plan.  

• Double clicking on a labor ledger will open up a Labor Drill report so you can see who is being charged.

• Seeding: Seed CY Forecast and/or NY Plan

•             While in Financial Plan, go to Refresh Action, cell DR174

•             From dropdown menu, choose “Seed”

•             Click on Refresh button in Axiom toolbar

•             Choose Seed Destination – what to seed i.e. CY Forecast, NY Plan, etc

• Choose Seed Methodology – what to seed with i.e. Last Year Actual, CY Forecast, etc.



C O M M O N  Y B T  R E P O RT S

• F10 SOA Dynamic Columns- used to review budget to actuals
• Can be viewed by at all hierarchy levels
• Column Filters allow you to customize report 

• Ex/ I want to see budget to actuals by a project or multiple projects 
•  Drill function allows you to see detail down to ledger level 

• L10 Salary by Person: Dynamic Columns- used to review budget to actuals by individual

• L08 Labor Download- individuals by salary but also by FTE (full time employee) 

• L50 Salary and FTE- summary of how many full-time employees you have in each department (broken out 
between GA and non-GA)

*this is a key deliverable for Q2,Budget, and Year-end reporting

54



LP Common Hiccups
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• After making a changes must hit save and refresh to see it in reports

• Make sure you use the correct fringe rate or it will alter the 
budget/forecast 

• An error will occur if you put the same person in twice 

• When putting in a partial FTE you may have to finagle with the %’s

• New hires who start after April 1st,must remove merit from future year 

• When entering an Assignee, make sure you put an underscore after the 
Assignee number 



RESOURCES

Yale Budgeting Tool (YBT) | It's Your Yale

• YBT main page  
• YBT FAQ

• Training Materials 

 Tips and Tricks
 Tips & Tricks for YBT
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https://your.yale.edu/work-yale/learn-and-grow/training/financial-training/yale-budgeting-tool-ybt
https://your.yale.edu/sites/default/files/2025-03/Tips-YBT.pdf


TRAINING RESOURCES & LINKS



ADDITIONAL RESOURCES
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University Central Human Resources Employee Service Center
employee.services@yale.edu  203-432-5552

Any employment-related concern, including, but not limited to pay, benefits and working conditions. The Employee Service Center will direct your concern to the appropriate point of 
contact within Human Resources.

Magellan Health Counseling & Support  1-800-327-9240(24/7 access)
Free, confidential counseling and support services for Yale employees and their families, to assist with handling a wide-range of personal and professional issues, including workplace 
issues.

HR Staff Dispute Policy
An eligible staff member who believes they have been treated in a manner inconsistent with University policies, or has been discriminated against based on sex, race, color, religion, age, 
disability, status as a veteran, national or ethnic origin, sexual orientation, or gender identity or expression.

Office on Institutional Equity & Accessibility
Any concern about alleged discrimination or harassment tied to race, religion, national origin, gender/gender identity or expression, pregnancy, disability, sexual orientation or any 
other form or prohibited discrimination or harassment.

OIEA's Accommodation Program
Administers Yale University’s Accommodation Program for faculty members, psychiatry residents, postdoctoral and postgraduate associates and fellows, and job applicants with 
disabilities and provides reasonable accommodations to those with documented disabilities.

Yale University Hotline
https://www.mycompliancereport.com/default.asp

877-360-YALE  (24/7 access)
A confidential and anonymous reporting mechanism designed to help staff members identify and address compliance concerns (e.g., financial, safety, etc.).  Maintained by an 
independent, third-party reporting service provider, 24 hours per day, 7 days per week.

Sexual Harassment and Assault Response & Education Center (“SHARE”)  http://sharecenter.yale.edu/
203-432-2000 (24/7 access)

Counseling services for members of the Yale community who are dealing with sexual misconduct of any kind.

mailto:employee.services@yale.edu
mailto:employee.services@yale.edu
https://magellanascend.com/?ccid=hpZiwITni%2FVKNrZqvUQNB9633J1lccbpx5uzzJJfCB4%3D
https://magellanascend.com/?ccid=hpZiwITni%2FVKNrZqvUQNB9633J1lccbpx5uzzJJfCB4%3D
https://magellanascend.com/?ccid=hpZiwITni%2FVKNrZqvUQNB9633J1lccbpx5uzzJJfCB4%3D
https://your.yale.edu/work-yale/staff-workplace-policies#dispute-policy
https://oiea.yale.edu/
https://oiea.yale.edu/accommodations/program
https://your.yale.edu/working-at-yale/workplace-guidelines/yale-university-hotline
https://www.mycompliancereport.com/default.asp
http://sharecenter.yale.edu/


Yale Public Safety
• Yale Public Safety – Office of Public Safety is located at 25 Science Park; comprised of four key units:

• Emergency Management
• Yale Police
• Yale Security
• Yale ID & Access Control 

• Blue Phones Approximately 500+ exterior phones are located throughout the campus and are readily identified at night by blue lights 
located above or near them. The phones are equipped with red emergency buttons for direct connection to the University Police for police, 
fire, or medical emergencies and many of the phones have keypad for dialing any campus number.  Blue Phone Locations on Campus

• Escort Service:  Yale Security provides a late-night escort service to safely walk/drive Yale Affiliates to their next destination (ie. parked 
cars, other campus locations). Walking Escorts

• Yale Alert:  Yale Alert is a notification service to communicate emergency messages to Yale affiliates via phone call, text and email.  Be sure 
to register!  Yale ALERT

• Security Officer: If you have locked your keys in your office and no one is available to let you in, or an alarm is going off, please call: 203-
785-5555, or 5-5555 from a campus phone.

• Sponsored Identity
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https://your.yale.edu/public-safety
https://your.yale.edu/public-safety
https://emergency.yale.edu/
https://emergency.yale.edu/
https://your.yale.edu/public-safety/yale-police-department
https://your.yale.edu/public-safety/yale-police-department
https://your.yale.edu/public-safety/yale-security
https://your.yale.edu/public-safety/yale-security
https://your.yale.edu/public-safety/yale-security
https://idcenter.yale.edu/id-center-hours
https://idcenter.yale.edu/id-center-hours
https://your.yale.edu/campus-essentials/community-safety/campus-safety-support/blue-phone-locations-on-campus
https://your.yale.edu/campus-essentials/community-safety/campus-safety-support/walking-escorts
https://emergency.yale.edu/stay-informed/yale-alert
https://idcenter.yale.edu/sponsored-identity
https://idcenter.yale.edu/sponsored-identity


PROFESSIONAL DEVELOPMENT

• Leadership and Management Development

• Sign up to enroll in the following via Workday Learning: 
• Manager Chats, Manager Information Sessions, GROW Coaching, the Managing at Yale Essentials, 

Great Manager Program, Creating an Environment of Mutual Respect
• Communicating for Results, Learning in Motion: Speak, Listen, Be Understood, Project Management 

for Yale Professionals, Taking Pride in Your Job
• Recognize a colleague by sending a Ycard or get chatty and send your work buddies a lively message 

using chat stickers.

• Team Experience Builder

• Office of Institutional Equity & Accessibility
o Networking with the Ten Employee Resource Groups: Employee Resource Groups
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https://your.yale.edu/working-at-yale/learn-grow/learning/leadership-and-management-development
https://your.yale.edu/working-at-yale/learn-grow/learning/leadership-and-management-development
https://your.yale.edu/work-yale/staff-resources/staff-recognition/ycards
https://your.yale.edu/work-yale/staff-resources/staff-recognition/chat-stickers
https://your.yale.edu/working-at-yale/manager-toolkit/team-experience-builder
https://your.yale.edu/working-at-yale/manager-toolkit/team-experience-builder
https://your.yale.edu/working-at-yale/manager-toolkit/team-experience-builder
https://oiea.yale.edu/
https://oiea.yale.edu/
https://oiea.yale.edu/
https://your.yale.edu/community/diversity-inclusion/affinity-groups


Helpful E-Newsletters
Sign up to receive these helpful email newsletters here: https://subscribe.yale.edu

•Publications

•Business Update News Subscription- Business Update - A weekly newsletter that includes news, key dates, and 

action items for the business community.

•Alerts, Messages and Updates from Yale Health

•Being Well at Yale News

•Learning Center Newsletter

•Office of Employee Engagement & Workplace Culture

•New Haven Events and Promotions

•Yale Conferences and Events

•Office of Sponsored Projects
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https://subscribe.yale.edu/
https://subscribe.yale.edu/
https://your.yale.edu/work-yale/staff-resources#publications
https://your.yale.edu/work-yale/staff-resources#publications
https://your.yale.edu/work-yale/staff-resources/publications/business-update
https://your.yale.edu/working-at-yale/employee-engagement-workplace-culture/office-of-employee-engagement-workplace
https://your.yale.edu/working-at-yale/employee-engagement-workplace-culture/office-of-employee-engagement-workplace


Remain “In the Know”
Contact Marisa Figueira or Sue Amatrudo to be invited to attend the monthly Central Operations Manager's meetings

Staff Workplace Policies

Institutional Standards of Conduct

Work With Your HR Business Partner

Explore Talent Acquisition

Belonging at Yale

Workplace and Labor Guidelines

Union-Management Relations

University Preferred Suppliers are listed in the University Buying Guide
Yale Dining Services
YALE PAYNE & WHITNEY GYM
Hinge Health
Staff Accommodations 
Faculty Accommodations
AI at Yale 
Facilities 
University Registrar 

Software Library:  Yale provides a number of software packages for free or for discounted rates. Software Library
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https://your.yale.edu/policies-procedures/3503-staff-workplace-policies
https://your.yale.edu/financial-resources/internal-controls-compliance/financial-integrity/yale-university-institutional
https://your.yale.edu/working-at-yale/employee-engagement-workplace-culture/human-resources-business-partner
https://your.yale.edu/working-at-yale/employee-engagement-workplace-culture/human-resources-business-partner
https://your.yale.edu/working-at-yale/manager-toolkit/recruit-hire/talent-acquisition
https://belong.yale.edu/
https://your.yale.edu/work-yale/staff-resources#guidelines
https://your.yale.edu/work-yale/staff-resources#relations
https://your.yale.edu/work-yale/staff-resources#relations
https://your.yale.edu/work-yale/staff-resources#relations
https://your.yale.edu/administrative-services/buying-paying/systems-tools/buying-guide
https://hospitality.yale.edu/
https://hospitality.yale.edu/
https://recreation.yale.edu/pwg/whats-inside-pwg
https://recreation.yale.edu/pwg/whats-inside-pwg
https://your.yale.edu/work-yale/benefits/absence-management-and-accommodations-services/staff-accommodations-program
https://your.yale.edu/work-yale/benefits/absence-management-and-accommodations-services/staff-accommodations-program
https://oiea.yale.edu/accommodations/program
https://ai.yale.edu/
https://facilities.yale.edu/
https://registrar.yale.edu/
https://registrar.yale.edu/
https://software.yale.edu/
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