
Administrators’ Town Hall will 
be starting soon…
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Rules of the Road 

• Attendees are asked to stay on mute with video off to preserve 
meeting bandwidth

• If you have a general question that you think others would benefit 
from, please use the chat to send a message to “Everyone” 

• Q&A is not a forum for specific questions. If you have a specific 
question, please follow up with one of the subject matter experts we 
will be providing to you at the close of the meeting

• Please be mindful that while the chat is monitored, we may not be able 
to respond to every question during the meeting

Please note: The chat from this meeting will be saved to help update 
future FAQs. We will not be distributing the chat transcript



FAS Administrators’ Town Hall

November 2, 2023
Zoom



Welcome

Scott Jordan
Dean of Administration and Finance 
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Agenda

Welcome Scott Jordan

Dean’s Update Scott Jordan, Naveen Reddy

Finance Nancy Guisinger

FAS Registrar Erika McDonald

Human Resources Tiffany Jadotte, Anna Wong

HUIT Jennifer Theodos

Administrative Operations Mary Ann Bradley, Sean McQuarrie, 
Maureen Berry, Karen Kittredge

Closing Scott Jordan



Dean’s Office Update

Scott Jordan
Dean of Administration and Finance 
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Efforts are already underway for FAS Staff to 
thoughtfully leverage AI 

LAUNCHED PILOT 
PROJECT WITH 

DEAN JORDAN’S 
DIRECT REPORTS

ROLLING OUT 
GENERATIVE AI 

WORKSHOPS FOR 
FAS STAFF

BROADEN ACCESS 
TO GENERATIVE AI 
TOOLS WITHIN FAS
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Recent FAS Staff examples of AI impacting our 
daily work

GENERATING 
NARRATIVE TEXT

TRANSLATING DOCS 
INTO OTHER 
LANGUAGES

SUMMARIZING LONG 
DOCUMENTS/ MEETING 

TRANSCRIPTS

WRITING 
PRESENTATION 

HEADERS

WRITING
STATISTICAL CODE

BUILDING A FINANCIAL 
MODEL 
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FAS Endowments and Gifts
Management
Naveen Reddy
Strategic Director of Endowment and Gifts
FAS Administration & Finance

FAS Administrators' Town Hall
Date: November 2, 2023

9



HUIT 010

Agenda

10

Overview of the Strategic Director of Endowment and 
Gifts

Role of the FAS FRC (Funds Review Committee)

Rollout of Various Processes 

Upcoming Training
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Goal 1: Unlock the potential of FAS's endowed funds and gifts 
to serve the mission of the School, Departments, and Academic 
Centers.

11

Create a process to 
review balances and 

charge expenses 
continuously.

Create a platform for 
trading 

unused/balances 
across FAS

Break down 
balances into 

smaller units to tell 
the right story.*

Create an approval 
process for 

rechanneling funds 
within terms.*

Create an efficient 
ReCap process for 
high-balance and 

high-utilization 
funds.*

Market and share 
initiatives around 

FAS.*

Develop training 
on Endowment 
Management.*

*In progress

Work with Faculty 
on reviewing 

resources
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Goal 2: Increase restricted fund flexibility to maximize 
unrestricted funds.
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Create a process to 
identify unspent funds 
with restrictive terms.

Create a committee 
process to review 

terms* 

Package funds for 
ADS & OGC for 

review.

*In progress
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Goal 3: Leverage FAS-wide data and analytics and identify 
opportunities 

13

Analyze available 
data into 

categories.*

Evaluate 
strategies for top-
down approaches

Share with various Units FY23 balance data 
analysis  so as to address the following 
questions*:
• Is there a plan to spend the fund's 

outstanding balances in the next couple of 
years?

• Can you identify other expenses that could 
be charged to these balances?

• Which funds have restrictions that limit our 
strategic goals and spending?

• Are there any funds that need to be 
recapped?

*In progress

Fund Categorization Project 
to provide enhanced 
breakdown of data*
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FAS Fund Review Committee (FRC)

Objectives of the FAS FRC:

 Offer guidance to FAS Units on interpreting 
fund terms and their correct application.
 Oversee and direct FAS policies and 

procedures related to Endowments & Gifts.
 Collaborate and review with other university 

stakeholders on matters related to 
Endowments & Gifts.
 Review and examine cases where Harvard 

policies restrict the use of Endowments & 
Gifts.

14
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Members of the FAS FRC

 Naveen Reddy, Strategic Director of 
Endowments & Gifts FAS (serving as the 
committee chair)

 Nancy Guisinger, Assistant Dean for Finance 
and Controller, FAS

 Jesse F. Hergert, Senior Associate Director, 
Terms and Development Policy, AAD

 Amelia S. Beers, Senior Associate Director, 
ADS, AAD

15
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New Processes during FALL 2023

 The process to request a review of 
terms

 The process to request a Recap of 
Funds

 A communications Website (ONE 
PLACE) to house documents

 Training on Endowment Management

 Fund categorization

16



HUIT 017

New Training on Endowment & Gift 
Management

Endowment & Gift Management Training 
to be launched during Fall 2023 and 
Winter 2024 (Two identical sessions), 
Topics include:

 Role of the FAS FRC (Funds Review 
Committee)
 Role of FAS Finance - Gifts & 

Endowments
 Basics of an Endowment 
 Reading and understanding terms 
 Various tools and processes

17

SIGN UP NOW

14-NOV-2023
2:00 PM - 3:30 PM (EST)

https://trainingportal.harvard.edu/Saba/Web_spf/NA1PRD0068/common/leclassview/virtc000000000022038
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Fund Categorization Project

18

Can only view finances by fund type
• Department and center funds 

are comingled with faculty-directed 
funds

Can only view aggregate balances
• Hard-to-spend funds are included with 

funds that can easily be spent.

Can only assign one fund purpose code per 
fund

The Fund Administration dimension allows 
users to isolate department or center 
funds without the noise of faculty-directed 
funds, for example.

Flexibility metrics and usability score helps 
users understand their flexible funds and 
those that are more difficult to spend

12 Use Categories allow the full 
complexion of a fund's capabilities

CHALLENGES SOLUTIONS
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FY23 Data Analysis...
 FY23 Endowments & Gifts fund 

balances are categorized into 
the following:

 Science Division 
 Social Science Division 
 Arts and Humanities Division 
 Faculty Related Salary Funds 
 Centrally Managed/FAS Dean 
 FAS Libraries 
 Harvard College 
 GSAS 
 Athletics 
 Grad Financial Aid 
 Ugrad Financial Aid 
 DCE 

19

 Further breakdown into
 Endowments
 Gifts

 Funds held at the Department
 Funds held at Centers & Programs

 Data Elements
 Balance from Prior FY 
 Income 
 Expenses 
 Net Remaining Balance 
 Utilization % without Balance
 Utilization % with Balance
 Count of Fund
 Count of Funds with a balance of 

100K and over
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Despite currently high utilization, FY23 fund balances grew 
primarily due to unspent balances from prior years.

20

$0

$200,000,000

$400,000,000

$600,000,000

$800,000,000

Restricted Endowment Restricted Gifts

Balance from Prior FY Income Expenses Net Remaining Balance

Balance 
from Prior 
FY

Income Expenses Net Remaining 
Balance at the end 
of FY

Utilization % 
without 
Balance

Utilization 
% with 
Balance

Coun
t of 
Fund

Count of Fund 
with balance 
of 100K and 
over

Restricted 
Endowment $323.1 M $572.5 M $543.3 M $352.3 M 95% 61% 6868 623
Restricted 
Gifts* $227.0 M $72.7.7 M $71.4 M $228.3 M 98% 24% 1815 319
Grand Total $550.0 M $680.2 M $614.6 M $615.6 M 90% 50% 8683 942

SOURCE: FY23 Fund Balance report from HART *Does not include the $35M Gift received in June 
2023
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Over the last eight years, the utilization rates for the overall 
endowment have consistently been high, averaging 95%.

21

99% 95% 94% 97% 95% 93% 96% 95% 95%

60%

92%
83%

75% 80% 82%
70%

89%
98%

0%

20%

40%

60%

80%

100%

120%

FY2015 FY2016 FY2017 FY2018 FY2019 FY2020 FY2021 FY2022 FY2023

OVERALL ENDOWMENT & GIFTS UTILIZATION RATES 
WITHOUT BALANCES: FY2015-FY2023

Endowments Gifts
SOURCE: FAS Controller’s office

*Does not include the $35M Gift received in June 
2023
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Stewardship

We are all Stewards engaging 
with our donors, fostering a 
connection to our work and 
priorities, and providing updates 
on the impact of their gifts. 

 High balances make it difficult 
for Alumni Affairs & 
Development to seek new gifts 
when we have yet to spend 
what we have.

22
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Next Steps  This role cannot be successful 
alone, and your proactive and 
collaborative engagement in this 
effort is central to this success. 

 Review the FY23 data shared and 
address the key questions 
mentioned in the review.

 Let me know if you or anyone from 
your teams wants to be involved in 
developing the various processes 
and procedures.

 Sign up for the trainings

 Volunteer to participate in Fund 
Categorization

23
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24



Finance Updates

Nancy Guisinger
Controller, Assistant Dean 

for Finance



FY24 Security Sign Off is DUE Tomorrow 

Currently, 50% of Departments have NOT completed their review.

The Security Sign Off if a key control at the University.  
Please review your reports and sign off ASAP.



Absence and Time Approvals

There has been an increase in 
Unapproved Absences and Time 
leading up to both the Weekly and 
Biweekly payroll processing. It is 
very important to adhere to these 
deadlines, to prevent employees 
from not receiving a check or being 
underpaid, and to comply with 
University Policy.

Weekly and Biweekly Absence and Time 
Approval deadlines for non-Holiday weeks:

Absence Requests: Friday 3:30 pm
Time:   Friday 5:00 pm

More communication coming for Thanksgiving and 
Winter Recess.

Absences and Time must be approved for 
the employee to be paid



FAS Registrar’s Office

Erika McDonald
Registrar for the Faculty of Arts & Sciences
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FAS Registration—Right Now

• Right now, FAS students are registering for spring classes, including 
discussion sections and labs

• Spring registration will close November 15

• Post-registration: Classroom updated for courses and sections in late 
November/December. Assignments finalized in early January.

• Post-registration: Instructors and departments may adjust sections 
based on need, in consultation with OUE. Use the my.Harvard 
sectioning tool.
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FAS Registration—January start of term

• Students must complete check-in process and clear holds in January

• Add/drop period opens January 8. Students may make enrollment 
changes.

• Students may join up to 4 waitlists for limited enrollment courses. After 
January 29, waitlists will be deleted. 

• FAS students may cross register for non-FAS courses and MIT starting 
January 8. Host school must open cross registration.

• Other schools will cross register for FAS courses on January 8, when 
their school permits it (except HDS)
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FAS Registration—January start of term

• Classes begin January 22.

• Start of term goals:

• Classes, sections and labs should begin in earnest the first week of 
classes. 

• Enrollments, classrooms, and TF assignments are largely settled.

• After January 29, instructor permission is required to add FAS 
courses.
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FAS Registration—Fall 2024

• Fall 2024 registration will be conducted in two timeframes:

• Returning students: April 3—17, 2024

• Incoming students: August 26—28, 2024



Registration Timeline-Fall 2024 Returning



Registration Timelines-Fall 2024 Incoming
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FAS Registration—Fall 24 preparations

• Fall registration preparations should be happening in mid-November.

• Departments should begin working on curricular planning and class 
scheduling for AY 2024-2025 in mid-November.

• Course preparations and planning--one of the single biggest 
anticipated challenges.

• Fall 2024 class scheduling complete by March, when many 
departments historically began scheduling.
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FAS Registration—Fall 24 prep-fall/winter

• Course planning—clean up course offerings copied from last year

• Course planning—schedule new courses, add instructors, meeting 
patterns

• Faculty Affairs will communicate hiring authorizations for 2024-25 so 
searches may begin—watch for email.

• Course planning—Add basic syllabus information to Canvas
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FAS Registration—Fall 24 prep-winter/spring

• Plan seat reserves and waitlists for limited enrollment courses. 

• Seat reserves are critical to accommodate incoming students!

• FAS Faculty vote on course offerings on March 5

• FAS course search available March 27

• Crimson carts open and holds placed March 27

• Registration opens April 3
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FAS Registration—Fall 2024--August

• Two rounds of registration means two lotteries for limited enrollment 
courses.

• Incoming students register August 26—28. They can adjust schedule 
through add/drop.

• Add/drop period, cross registration, and waitlists open for Fall 2024 on 
August 26 when incoming student registration opens.

• Fall classes begin September 3

• After September 10, instructor permission is required to add FAS 
courses.
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FAS Registration—Resources

• FAS Registrar Website—/getregready

• General website information: timelines, faculty resources, message 
center

• Training page: https://registrar.fas.harvard.edu/training-and-
documentation



Webex Phone 

Jennifer Theodos
Director of Communication  
Technology Services, HUIT
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Introduction

What does it mean for users?
New softphone application – Webex – available to all users for desktop and mobile device 

calls
 Remove physical desk phone where access/use is not required

New and improved tools for 
 E911: Meet FCC requirements for softphone users to confirm location on or off campus
 HUPD to receive simultaneous notification of 911 calls made from a Harvard phone 

number.
 Call Filtering: Improve call reliability by filtering spam calls and gain the ability to block 

callers at the user line level.
 Provisioning: Redesigned FAS online form - FAS Request Phone Service for VOIP - 

available NOW
Enhanced end-user portal - Harvard Phone Account Portal – for real-time changes to 

Harvard phone service

CTS’ NextGen Communication Technology Vision

Establish Harvard as a forward-thinking, cost-effective, efficient 
Telecommunications environment that supports Faculty, Staff, Students, and building 
infrastructure.

https://harvard.service-now.com/ithelp?id=sc_cat_item&sys_id=778f05d7972479109af6d804a253af72
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• Retain existing 
features and 
functionality

• Dial in Number 
remains the same

• Redesigned 
with more 
features for 
users to 
control

• Change from 
Jabber to Webex

• Requires user 
911 location

• Retains multi-line 
functionality

• Retain existing 
features and 
functionality

Desk 
Phone

Soft 
Phone

VoicemailUser 
Portal

Phone Services Upgrade and Status Quo
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Dates are tentative pending confirmation with vendor and stakeholder partners. User Impact is intended 
to provide recommendations for stakeholders to share with users to ensure a successful experience. 
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DATE MILESTONE INCLUDES USER ACTION ITEMS
Prior to 
12/1/23

Upgrade Readiness • Saved voicemail messages
• Voicemail relay

• Clean up old voicemail messages
• Enable voicemail delivery to email

DATE MILESTONE INCLUDES IMPACT

12/1/23
Data Snapshot: Voice Mail 
(VM)

Greetings, PINs and saved messages Messages or changes to voicemail after 
12/1 will not be carried over to the new 
system

12/8/23
Data Snapshot: User and 
Device Records

User records including features Changes made after 12/8 will not be carried 
over to the new system.  Will revert to what 
features were active on 12/8.

1/5/24

Initiate Upgrade including 
transition from Jabber to 
Webex app & Device 
registration

Transition to new platform starting at 5 
p.m. (weekend upgrade)

Users will be upgraded to the new platform 
with Webex Calling App.  
Confirm phone services including voice mail 
greeting, saved messages, and features.

Upgrade Date and Timeline: January 5, 2024 (After 5:00 PM)
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Upcoming Milestones (as of 10/31/23)

Dec ‘23

• Data migration starts

• Preparation for flash 
migration

Day 2

• Transition to 
Operational 
Support

• Decommission 
Verizon 
platform and 
services

• Edit & Post 
FAQ 

Jan ‘23

• Complete Upgrade
• Remove users from 

Verizon platform
• Continue support, service 

validation and end user 
satisfaction

Communication & 
training delivery

Nov ‘23

• Testing and 
training: Provisioning 
in Akkadian

• University wide 
communication

Communication – All Audiences 

What’s coming:
• University wide awareness communication
• Communication, training, and support plan
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Project Resources

Questions/Feedback: Harvard Phone email - harvardphone@harvard.edu

Harvard Phone Project Website www.phone.harvard.edu (Under construction)
 Fact Sheet
 FAQs
 Links to current HUIT Phone Services website

mailto:harvardphone@harvard.edu
http://www.phone.harvard.edu/
https://huit.harvard.edu/phone-services


Performance Management Update
Employee Assistance Program and Office of Work/Life Resources
Enhanced Bonus Guidelines

Tiffany Jadotte
Associate Dean for FAS Human Resources
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FY24 Performance Management Update

• Convened a working group of staff from across FAS to discuss the performance 
management process and how it can be used to engage and professionally develop 
employees. 

• Part of the group’s aim is to produce trainings and resources for managers and staff 
to get a better sense of how to use the performance management cycle as a 
development tool and how to address things like setting goals and giving feedback.

• Monthly communications are being sent out with helpful guidance and resources 
about making the performance management process more consistent and 
encouraging regular conversations between managers and their employees. 

• The FAS HR website has additional resources and an updated timeline for the 
performance management process: 
https://hr.fas.harvard.edu/performance_management

https://hr.fas.harvard.edu/performance_management
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Employee Assistance Program and the 
Office of Work/Life

• The Employee Assistance Program (EAP) is administered by KGA and is available to all 
benefits eligible staff and faculty. 

• The EAP offers trained counselors to guide and advise on topics such as mental health 
challenges, manager consultations, and legal and financial matters. 

• The EAP can be accessed through the Harvie site: https://hr.harvard.edu/employee-
assistance-program. 

• There is additional information and resources at: 
https://my.kgalifeservices.com/news_alerts/gaza-and-israel-
conflict?org_code=harvard

https://hr.harvard.edu/employee-assistance-program
https://hr.harvard.edu/employee-assistance-program
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Enhanced Bonus Guidelines for FAS Staff

• FAS HR and FAS leadership have updated the local bonus guidelines for FAS managers, 
effective immediately. 

• The guidelines have been revised to include:

o Updated bonus amounts 
o Guidelines for bonuses for HUCTW staff
o Additional, less common bonus types 
o Detailed instructions for providing interim coverage pay to exempt and non-

exempt staff

• In the coming weeks, FAS HR will host sessions for FAS managers to review and discuss 
these guidelines. 

• These bonus guidelines can be found on the FAS HR website: 
https://hr.fas.harvard.edu/local-bonus-guidelines-fas-managers

https://hr.fas.harvard.edu/local-bonus-guidelines-fas-managers
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Automating HR Notifications
FAS Administrators’ Town Hall
November 2nd, 2023
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Why Automation of HR Notifications?

• Today’s Agenda
• Share project context, user experience and approach
• Discuss rollout and next steps
• Solicit questions

• Purpose/Benefits
• Leverage available tools and reduce the administrative burden of 

creating employee letters
• Increase compliance against audit requirements
• Respond to high demand from HR community
• Provide transparency to employees about changes to their job record 

• Project Overview
• Business owners: Kelly Deliberato (GSE), Nicole Breen (CADM), 

Diane Cox (FAS); HUIT: Anna Wong
• The first pay change notifications and emails were sent on Wed, 

November 1st, 2023
• Additional notification types will be rolled out in future phases
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Notifications Overview

• Intent
• Provide transparency to employees about changes to their job record 
• Serve as a confirmation that the change was processed
• Should not replace conversation between manager and employee
• May or may not replace letters or emails currently sent by HR to 

employees, depending on local practice and type of change (e.g., merit 
vs. equity)

• Timing
• Sent to the employee 7-14 days after effective date in PeopleSoft
• Allows administrators to review and correct if needed
• Allows managers to inform the employee first
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Phased Approach

Phase 1 (Fall 2023)
• Population - Admin & Professional and Support Staff 
• Initial Notifications - salary changes only

• Only transactions coded on Job Data with the action of “PAY”  
• Includes: merit, union progression & structure, equity, pay adjustments and PAY/JRC 
• Does not include: recurring payments, hire, promotion, job reclassification (JRC/PRO), 

demotion, transfers, data or salary changes based on other HR events, such as hours 
changes.

Future phases:
• May include bonuses or other one-time payments, additional HR/pay transactions, and 

other HR events such as appointment extensions and promotions
• May include additional populations (e.g., faculty and other academic, graduate 

students)



HUITHUIT 054

Automating HR Correspondence

With a qualifying HR transaction, the employee receives a generic email asking them to 
log into PS to view it:
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Automating HR Correspondence

The View Notifications page shows when the notification was sent, and whether or not the 
employee has opened/read the notification (unread notifications are bolded). The 
notifications are sorted with the most recent at top. 
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Automating HR Correspondence

Clicking on each notification will open the expanded message, each containing a link to 
the PeopleSoft page where the employee can view their updated data
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Automating HR Correspondence

Admin “View Employee Notifications” page. An administrator can retrieve any employee 
within their security and view the notifications they’ve received. This will help our local 
units support their employees who have questions.
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Local Support

• Job Aid/FAQs/Notification Calendar -
https://trainingportal.harvard.edu/Saba/Web_spf/NA1PRD0068/app/shared;s
pf-
url=common%2Fresources%2Fresourcedetail%2Fsimrs000000000012684 

• Questions regarding HR Notifications – HHR_Operations@harvard.edu

• Technical/PeopleSoft questions – ps_hr_support@harvard.edu 

• Additional follow-up or questions – anna_wong@harvard.edu 

https://trainingportal.harvard.edu/Saba/Web_spf/NA1PRD0068/app/shared;spf-url=common%2Fresources%2Fresourcedetail%2Fsimrs000000000012684
https://trainingportal.harvard.edu/Saba/Web_spf/NA1PRD0068/app/shared;spf-url=common%2Fresources%2Fresourcedetail%2Fsimrs000000000012684
https://trainingportal.harvard.edu/Saba/Web_spf/NA1PRD0068/app/shared;spf-url=common%2Fresources%2Fresourcedetail%2Fsimrs000000000012684
mailto:HHR_Operations@harvard.edu
mailto:ps_hr_support@harvard.edu
mailto:anna_wong@harvard.edu


Administrative Operations Initiatives

Mary Ann Bradley
 Associate Dean for 

Administrative Operations
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University Credit Card Policy

The updated University-Issued Card Policy was posted on 10/10/23 with an 
effective date of 01/01/2024; early adoption of the policy is encouraged.

Key features of the policy:
• Applies to all University-issued cards (Corporate, PCard, Department 

Card, etc.)
• Formalizes and combines previously existing policies, processes, and 

practices into one policy
• Details roles and responsibilities of cardholders, expense preparers and 

approvers, Tub/Unit Card Program Administrators, and Finance Offices
• Describes appropriate and inappropriate use of Harvard-issued cards
• Empowers Schools and Units to take disciplinary action for cardholders 

who do not comply with the policy
• The policy emphasizes that University-issued cards are not to be used for 

personal use (which has always been part of the cardholder agreement)

•   The FAS Procurement Office will create an escalation protocol, including 
monthly audits to review personal expenses, and determine the appropriate 
processes for misuse. 
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Administrative Operations Initiatives

61

NOW
Q2 2024
- Electronic I-9 go lives: 
Admin & Fin org; Harvard 
College, GSAS, HCL
- FAS Amazon Business Acct.
- HWP active site inventory 
audit

NEXT
Q3 2024
- University Credit Card  
Policy go live 1/1/24
- Harvard Phone system 
upgrade; Webex calling soft 
phone app go-live
- RCP outreach campaign
- International Payee Tax 
Compliance reimagined
- Electronic I-9 go lives: 
Athletics, Academic Depts.

LATER
Q4 2024
- Electronic I-9 go lives: 
Academic Depts., DCE 
centralization
- eShip Global in B2P 
rescheduled
- HWP website transitions

FUTURE
Q1 2025
- HWP website transitions
- International Payee Tax 
Compliance enhancements

Project Landscape
Q2 2024 – Q1 2025

Spring term start and end
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• Eliminates individual Amazon Prime membership fees, enterprise 
account is paid centrally by FAS
 Existing memberships will receive a prorated refund

• Retains all current Amazon Prime membership benefits like free two-day 
shipping, Prime Day deals, Prime Early Access, and other shipping 
discounts

• Provides business volume pricing, bulk pricing and a catalog of 
available items aligned with University purchasing guidance

• Access to millions of additional products, available only to Business 
customers

• Centralized tax exemption for states where Harvard is tax exempt 
(determined by ship-to state)

• Supports Harvard's initiatives for use of local, diverse and sustainable 
vendors

Centralized FAS Amazon Prime Account
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Centralized FAS Amazon Prime Account cont.

• General Communication will be sent to existing 
account holders today

• Existing Amazon Business Account holders or 
Amazon Business Account admins within 
departments will be contacted Monday, November 
6th  with instructions on how to convert existing 
accounts into the FAS Amazon Business Account

• Users will be prompted to complete a one-time 
conversion to the FAS Amazon Business Account.

• Account is under SSO, behind Harvard Key
 Harvard Official Email is required

• Instructions for inviting new users into the FAS 
Amazon Business Account will be sent to 
Department Administrators on Monday, November 
13th 

• Users will continue to use a Harvard issued Credit 
Card for payment

Resources

Fact Sheet

Quick Reference Guide

FAS Procurement Amazon Business site

https://hu.sharepoint.com/:b:/s/FASAdminOps/EeSofR2ExNtErX9AEkOv-8EBvCTOYLa8F02nUHmAD25zTw?e=lcCUek
https://hu.sharepoint.com/:b:/s/FASAdminOps/EdAZ6M1h_FxCt7sWd-ZqB1wBDXDEp_daFxU9V82ch__fsw?e=3Rx0cx
https://adminops.fas.harvard.edu/fas-ab
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FAS I-9 Roll Out Schedule

NOW 
10/30

FAS Admin & 
Finance, 

Dean's Office

NEXT    
12/4

Harvard 
College
GSAS

LATER  
Early 2024

Athletics

SPRING 
2024
Science

Social Science
A&H
DCE

NEXT 11/13

Not FAS managed: 
Harvard Libraries 

(inc. HCL)
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All paid 
employees at 
Harvard need 

an active  I-9 on 
file 

Form I-9 is a 
Federal 

requirement 

Electronic I-9 
brings advanced 
reporting which 
allows Central 

Payroll to track 
compliance and 

identify areas 
needed for 

training and 
escalation

All appointments 
need to be hired 
in Aurora/PSoft 

and need the 
Supervisor ID 

field populated

Reminders about I-9 Compliance
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Departments on Electronic I-9 Collection

Pilot Departments 
College Admissions and Financial Aid (FAS)
Student Employment Office (OF SEO FAS)
FAS Science Division (FAS SCI DIV)
Molecular & Cellular Biology
Physics
Rowland Institute
Center for Advanced Imaging
FAS Research Computing
FAS Science Operations Admin
Harvard Quantum Initiative
Institutional Animal Care and Use Committee (IACUC)
Informatics
John Harvard Distinguished Fellows Program
Microbial Sciences Initiative
Office of Animal Resources
Origins of Life Initiative
Quantitative Biology
Safety Office
Science Dean's Office
Science Education
Science Operations - Bauer Core
Science Operations - Center for Mass Spectrometry
Science Operations - MSPRL
Philips Brooks House (FAS-PBH)**
Division of Continuing Education (DCE)**

Admin & Finance Departments
Administrative Operations
Dean of Administration & Finance
Dean of FAS
Education Support Services (ESS)
Faculty Affairs 
Finance

Harvard College Institutional Research (HCIR)
Human Resources 
Office for Physical Resources (OPRP)
Office of the Secretary
Peabody Museum
Research Administration Services RAS
Office of Diversity, Inclusion, Belonging

38 
Depts
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‘Steady State’ Trainings

A reminder - the Administrative Operations ASAP Team continues to offer 
monthly trainings on FAS/University applications. 

For more details, please visit: https://adminops.fas.harvard.edu/asap-training

Upcoming sessions include:

Aurora   Concur Tips & Tricks
B2P Approver  GL-PCR
B2P Requestor  HART
B2P Advanced Topics Journal Transfers & TLX
Chart of Accounts  PeopleSoft
Concur   Supplier Portal
    
  
First Friday Drop In (aka ‘Stump the Trainer’) – no registration required

Please register for all classes in the Harvard Training Portal: 
https://trainingportal.harvard.edu/
  

https://adminops.fas.harvard.edu/asap-training
https://trainingportal.harvard.edu/
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More in January 2024!

The Administrative Operations ASAP Team is pleased to once again be offering a full 
round of Finance Fundamentals with all six sessions. 

These trainings are free and open to all FAS staff members with financial 
responsibilities*.  You can attend just the session(s) that pertain(s) to your current 
position or join us for all six sessions (within three years) and receive a certificate!

Remember, if you are a Finance Fundamentals graduate you are welcome to attend 
any session as a refresher.

Finance Fundamentals I – Managing Cash

Finance Fundamentals II – Managing Compensation

Finance Fundamentals III – Mastering Reimbursements
 
Finance Fundamentals IV - Monitoring Funds

Finance Fundamentals V - Maximizing Funds

Finance Fundamentals VI - Mastering Procurement 

* All Finance Fundamentals attendees must have a working knowledge of the Chart of 
Accounts.  
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For those staff who can't make it to campus, thank you notes can be sent to 
colleagues using the virtual Giving Thanks card.  

Contact Megan Wong at megan_wong@fas.harvard.edu or Kat Bliss 
at ksbliss@fas.harvard.edu with any questions. 

FAS Giving Thanks 2023

Date: Tuesday, November 14, 2023, 11:00 am to 1:00 pm 
Location: Faculty Room, University Hall, Harvard Yard

https://harvard.az1.qualtrics.com/jfe/form/SV_eaNNFhsEwk4RjAG
mailto:megan_wong@fas.harvard.edu
mailto:ksbliss@fas.harvard.edu
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