 “THINGS TO DO” CHECKLIST

New Student Orientation ~ Fall 2009
____ Getting your Paycheck:
Since you have already submitted your payroll documentation to the BGS Finance Office, at Orientation you will be required to present the original forms of ID you sent as copies with your payroll forms.  In order to continue processing your payroll documents, please be prepared to present your original forms of ID during the Payroll Information Session.
You will be on a monthly pay cycle and will receive your stipend check on the last day of each month (or on Friday if the month ends on a Saturday or Sunday).  All University checks are issued by Wachovia bank.  We strongly encourage you to sign up for direct deposit through the BGS Finance Office.
_____ PennCard:  (http://www.upenn.edu/penncard/card/about.html)
The PennCard is the required identification for UPenn students and provides you access to University facilities and services.  You may get your PennCard from the PennCard ID Center located in room 150 Franklin Building, 3451 Walnut Street.  You will need to present a valid, government issued photo ID (such as a passport or driver’s license).  If you currently have a PennCard that hasn’t expired, but was issued for a university status other than graduate student, please go to the PennCard ID Center to have a new PennCard issued at no cost.
Keep your PennCard with you at all times.  You may be asked to show it by members of the security staff.

_____ E-mail Account:
After June 1, you will have access to Campus Express at Penn ~ http://campusexpress.upenn.edu/
At Campus Express Online, login using your PennKey and password.  Select "Create an Email Account" and follow the instructions.  As a BGS student you will request your e-mail address account through the School of Medicine.  
All incoming BGS students receive an e-mail account through the School of Medicine. Your e-mail address is [Your PennKey Name]@mail.med.upenn.edu.  You have an “Enhanced Security” account, which means the only way you can access your account is by using your PennKey name and PennKey password.  Because your mail.med account requires a PennKey to login, you will only be able to use certain kinds of e-mail clients to check this account.  The easiest for student use is:

Webmail – A web-based e-mail client that is already configured for you and is accessible from almost any computer with a web browser. Webmail uses your PennKey for authentication. Webmail is available at:

http://mail.med.upenn.edu/webmail
The Medical School’s Local Support Providers can be reached via e-mail: medhelp@mail.med.upenn.edu

or 215-573-4636  (SOM IS General Number) or by submitting a support request through the web at: http:/www.med.upenn.edu/apps/ssc
Please check your mail.med. account DAILY.  This is the only e-mail account to which important BGS/University information will be sent.
____ Access Key:
At Summer Orientation you will be issued an electronic access key (Black Key) to enter perimeter doors of School of Medicine buildings and, depending on your graduate group, some interior spaces within certain departments.  Please talk with your rotation advisor to see if there are interior lab doors that will require additional coding to access.  If your key is not working properly, please take it to the Security Office (Security Office, 109 Stellar-Chance between 11:00 am and 1:00 pm weekdays).  If your Black Key is lost or stolen, immediately notify the Safety and Security Office at 215-898-0196 or 8-0187.  There will be a replacement charge of $15.00.
_____ Student Health Services (SHS):   (http://www.vpul.upenn.edu/shs/)
The Student Health Office is located at 3535 Market St., Suite 100, Philadelphia, PA  19104-3376.  Phone:  215-746-3535, Fax: 215-746-0800.  
· The completion of the online Student Immunization Record and Student Medical History and Consent Form is required of all new students and can be found at the following website http://www.vpul.upenn.edu/shs/immunization.php. 
· Each school year, all full time students must either elect to enroll in PSIP or waive with proof of alternative insurance.  Your BGS fellowship covers the cost of individual student medical coverage only.  Optional dental coverage, the Value-Added Programs and dependent health insurance coverage are available at your expense.
_____ Laboratory Safety Training:  (http://www.ehrs.upenn.edu/)
As a new BGS student, you are required to attend the Laboratory Safety Training (DATE & LOCATION TBD) presented by the Office of Environmental Health and Radiation Safety (EHRS).  You will be required to sign in and present your Penn ID or driver’s license.

          Attendance Exceptions:  Former staff members who have already attended the Introduction to Laboratory Safety at Penn and Introduction to Occupational Exposure to Bloodborne Pathogens training programs.
         Please Note:  If your Lab Safety training or Bloodborne Pathogens training is older than 1 year should go online to the EHRS web site and do updated training at: (http://www.ehrs.upenn.edu/training/onlinetrain.html)
All lab workers using radioactive materials must also do their required training online at the above web site.
_____ Updating your Personal Data Information:  (https://sentry.isc.upenn.edu/intouch/)
Students at anytime can update their local address and telephone information by using Penn InTouch.  As soon as you know your local address, please enter this information to update the University’s Student Record System (SRS).  We ask that you do not change the permanent address or telephone number that was entered from your New Student Data form unless it is incorrect.  It is important that you also provide the University with contact information in the event of an emergency.  Please enter Emergency Contact information as soon as possible using Penn InTouch. Please contact Sara Macro Forrest, Student Records Coordinator, at smacro@mail.med.upenn.edu.

All tuition bills generated for Graduate Students will be sent electronically to your University e-mail address and/or any other specified e-mail addresses listed in Penn.Pay for you and/or other payers.  If you wish to update your billing e-mail address in Penn.Pay, you must do so via the Penn Portal.
_____ BGS Student Directory:  (http://www.med.upenn.edu/apps/my/phd_s2s)
On the BGS web site http://www.med.upenn.edu/bgs/ you will find a Pennkey-protected online Student Directory.  Currently, it includes basic information imported from the Penn Directory, including phone number, email address, and graduate group (and, for CAMB students, program).  But it's designed to include additional information for those students who wish to participate.  For example, you can enter information about your research interests, lab techniques mastered, personal interests, and more.  You can also search by these and other criteria for your colleagues.  Please check it out and consider opting-in to the various features.
To enter Penn Directory information and/or indicate your preferences for disclosure of directory information to the Penn community and to the public, you can do so via Penn InTouch.
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